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Lab Overview and Pre-requisites

Learning Objectives
This lab is designed to enhance the Sales Buddy agent created in LAB 1, by adding Actions
and Topics.

In Microsoft Copilot Studio, Topics define how an agent handles conversations. Each topic
represents a specific subject or task, guiding the agent's responses to user inputs to ensure
interactions are relevant and coherent.

Actions are integral components that enable your agent to perform specific tasks in response
to user inputs or events.

Topics guide the conversation while Actions perform tasks. Topics can include actions as part
of their conversation flow.

In this Lab, you will be creating an Action and Topic to perform 2 separate tasks
Lab 2a. Create new leads using a connector Action

Lab 2b. Create new registration for customers/leads using a Topic + Action

Pre-requisites
e You will need to have completed Lab 1 so you have the Sales Buddy agent created
that we will be utilizing for this lab.
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Lab 2a: Create new leads in CRM/Dataverse using a

Connector Action

1. Open the Sales Buddy Agent created in Lab 1. Go to Actions Tab and click + Add an

action

& Copilot Studio

G] O Sales Buddy (% Overview  Knowledge Topics | Actions | Activity — Analytics  Channels
Home
— -+ Add an action
Agents
g_q Name Trigger Editing Last modified Errors
Flows
List Events & Triggered by age... System Administrator...

Library

Enabled

@ o

2. Search for Dataverse connectors and select Add a new row to selected environment

Add action

Create an action or browse through our list of actions you want to use to get information from external sources. Learn more

B8 Library

+ New action ~

16 actions

®) Perform a bound action in selected environment
Microsoft Dataverse

Update a row in selected environment

(@)
L Microsoft Dataverse

Upload a file or an image to selected environment
Microsoft Dataverse

Relate rows in selected environment
Microsoft Dataverse
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® Perform an unbound action in selected environment
@ Microsoft Dataverse

Delete a row from selected environment
Microsoft Dataverse

Add a new row to selected environment
Microsoft Dataverse

Upsert a row in selected environment
Microsoft Dataverse
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3. Ensure the connection is already established and click Next

® Add a new row to selected environment X

Microsoft Dataverse. Configure your action's connections.

@ To complete your action setup, please visit the Actions section of your Copilot to review and confirm the configured inputs
and outputs.

Connect to

Microsoft Dataverse @

4. Update the following
Name = Add a new lead,
Description = Create a new lead record in Dataverse table
and select Add action

® Add a new row to selected environment X

Microsoft Dataverse. Configure your action's, options, inputs and outputs

OB complete your action setup, please visit the Actions section of your Copilot to review and confirm the configured inputs
and outputs.

¢/> Open code editor

MName *
Add a new lead
14/64
Description for the agent to know when to use this action *
Create a new lead record in Dataverse table
Learn more 43/1024

> Authentication
> Inputs and outputs

> Response settings
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5. You should find the newly added Action under the Actions tab. Open it again and
update the Action Name = Add a new lead. Next click on Inputs:

& Copilot Studio

@ % sales Buddy (3 Overview Knowledge Topics Actions  Activity  Analytics  Channels
Home

® Add a new lead

Cremts

e

Agents Details Outputs

2o

E— Action name *
8 Add a new lead
Library
Display name *
e Add a new lead

Description for the agent to know when to use this action *

Create a new lead record in Dataverse table

Learn more

[ Ask the user before running this action.
User confirmation is recommended for actions in sensitive or regulated domains or when making changes for the user. Al-gene

6. Under Environment, choose Set as a value and select your environment as Value

Environment
& Copilot Studio % CRM041797 g 7

@ % sales Buddy (% Overview  Knowledge Topics  Actions  Activity — +2 2
Home Test
@ Add a new lead Save
Mare
Create
Agents Details Inputs  OCutputs
g‘“ There are additional inputs available as an option for this action. If you add these inputs, they will need to be filled in for the action to run.
Flows
B Environment Required N
Library
How will the agent fill this input?
Set as a value ~
Value
CRMO041797 >
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7. Under Table Name, choose Set as a value and select the Value as Leads

Table Name Required

How will the agent fill this input?

Set as a value

Value

Leads

8. You will find 2 more required inputs for mandatory fields in Leads table below. For
these 2 inputs, we will not set any value by default, but we'll describe how Agent can
receive these values from the user.

Under Last Name, update the description as — Ask for Lead's last name

Last Name Required

How will the agent fill this input?

Dynamically fill with best option (default)

Display name

Last Name

Identify as

B8 User's entire response

Description

Ask for Lead's last name

Similarly, under Topic, update the description as — Ask for Lead Topic

Topic Required

How will the agent fill this input?

Dynamically fill with best option (default)

Display name

Topic

Identify as

HS User's entire response

Description

Ask for Lead Topic
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9. C(lick on Save to save the Action.

10. Now that our Action is configured with the required inputs, let's test this out. Open
the Test window and send the following message:

- Create a new lead

You can find that Agent requests for missing information (Last Name and Topic) from

the end user

Activity map @ Review {x} Variables Cp Track between topics ~ X ’

P Session started

Test your agent o~ G

i Add lead )
a new lea
Connector 7o
Description
Create a new lead record in Dataverse table
Inputs (4) Qutputs (160)
{x) Environment String = {x} Account(Valug) String =
https://org1a7ff0f7.crm.dynamics.con
{x) Table name String = {x} Source Campaign..  String =
leads
{x} LastName String = {x} Contact (Value) String =
M Missing required information » See more (157)
> See more (1)
vy

© Session incomplete

11. Respond to the Agent query by providing the last name and Topic. Once it is

Hello, I'm Sales Buddy, a virtual assistant.
Just so you are aware, | sometimes use Al
to answer your questions. If you provided
a website during creation, try asking me
about it! Next try giving me some more
knowledge by setting up generative Al

An hour ago.
Create a new lead

Just now

What is the last name of the lead you
would like to add?

Just now

Ask a guestion or describe what you
need

0/2000 7?2 P

Make sure Al-generated content is accurate and
appropriate before using. See terms

complete, the new Lead record will be created in the Dataverse table.

Sales Buddy (5 Overview  Knowledge Topics  Actions  Activity

Activity map @ Review  {x} Variables  (Cj Track between topics -

B Session started

+2

X

-

Description
Create a new lead record in Dataverse table
Inputs (4) Outputs (160)
{x} Environment String = {¢) Account (Value) String =

https://org1aTf0fT.crm.dynamics.con

() Tablename String = () Source Campaign..  String =
leads

{X) LastName String = {) Contact (Value) String =
Chandra

> See more (1) > See more (157)

Add a new lead
. c f V
‘onnector

@ Session complete
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» Test your agent

- C

Next try giving me some mare
knowledge by setting up generative Al.

Just now

Just now

provide the lead's

Just now

Ask a question or
need

0/2000

What is the last name of the lead you
would like to add?

What is the topic for the lead? Please

Make sure Al-generated content is accurate and

appropriate DeTore Using. See terms

Create a new lead

Just now

Chandra

Just now

topic.

Bellevue event

Just now

desribe what you

2 P
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12. (Optional) You might need to create a connection for the first time. Click on Connect
to follow the steps. Use the credentials from your demo tenant.

JusL now

Additional permissions are required to run this
action. To proceed, please select 'Connect’, and
review any missing connections.

Once you have made these updates, please
select 'Retry'. You can also ask me anything else
to go to a different topic.

| Connect I

Retry

Just now

Ask a question or describe what you need

0/2000 2 P

Lab 2b: Create New Event Registration using Topic

1. Go to the Topics Tab to add a topic From Blank.

+ Add a topic -

D From blank

<% Create from description with Copilot

2. Rename the topic to "Event Registration”
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(% salesBuddy (3 Overview Knowledge Topics

Event Registration

©

3. Enter trigger description “Event Registration; Register for an event”
@ Trigger

@ Triggered by agent (preview)
¢ Edit

Describe what the topic does

Event Registration; Registration for an event

4. Add a node to ask a question. In the text field, enter "Which event would you like to
register for?”. In the Identify field, pick "User’s entire response”. In the Save user
response as field, create a new variable renamed to Var_SelectedEvent.

@ Question Text v e

What event would you like to register for?

Identify

E User's entire response > I

Save user response as

{x} Var_SelectedEvent string >

5. Add an action, go to Connector (preview) tab, and search for “list rows present in a
table” connector.
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v 3Y minutes ago

™ Question Text e In

What event would you like to register for?

) < Add an action X
Identify
m User's entire response | Basic actions Connector (preview) Agent (preview)
\ L2 list rows present X

Save user response as

List rows present in a table '
Excel Online (Business) (

{x} Var SelectedEvent string

l
X

List rows present in a table
Excel Online (OneDrive)

Lists items present in table )
Fin & Ops Apps (Dynamics 365) i
List rows from selected environment |

[0 Paste

@ Send a message

Microsoft Dataverse

[©]

List buckets
Planner

Ask a question

Ask with adaptive card List members

Microsoft Teams

£1 Add a condition List tasks
. Pl
{x} Variable management > annet
Get Rows from Excel )
(& Topic management > Encodian
Delete Rows from Excel
9 Add an action > Encodian
List all tags for a team
£3 Advanced > Micrasnft Toams

6. Create or pick a connection. Confirm you have the correct connection and click
Submit.

Create or pick a connection

@ Users with edit access to this agent can reuse your connection in other topics of this
agent. You can set up agent access in Security settings later. Learn more

Excel Online (Business) @ -

m Cancel
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7. Fill out the input parameters. Location field is the SharePoint site root url in the format
of https://yourenvironmentname.sharepoint.com/sites/SalesTeam/. Document Library

field is Documents. File name field is contoso_customer_events.xlsx. Table field is

Tablel.
|
o Connector action
Inputs (4)

*{x} Location (String) =

https://d365democsa5.sharepoint.com/... >
*{x} Document Library (String) =

Documents >
“{x} File (String) =

contoso_customer_events.xlsx >
*{x} Table (String) =

Table1 >

8. Fill out advanced settings Filter Query field. Enter the formula as “EventName eq " &
Topic.Var_SelectedEvent & " then click Insert.

{x} Skip Count (Number) =

contoso_customer_events.xlsx > |
*{X} Table (String) =

Table1 > |
v Advanced inputs (6)

{x} Filter Query (String) =

fx "EventName eq ™ & Topic.... >

— ]

{x} Order By (String) =

Enter or select a value >
{x} Top Count (Number) =

Enter or select a value >

Enter formula VX

Custom  System Environment ~ Formula

"EventName eq '" & Topic. -
Var_SelectedEvent & "'"
Press CTRL + M to disable / enable Tab character

Jx @

Type String

Output () "EventName eq '" & Topic.

9. Rename the output parameter Getltems to “Var_FilteredEvents”

©2025 Microsoft Corporation
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@ Connector action

Inputs (4)
* (X} Location (String) =

https://d365democsa5.sharepoint.com/...

Variable name

Var_FilteredEvents

Type
record

View data type

*{x} Document Library (String) = Reference
Documents > View all references

“{x} File (String) = Usage
contoso_customer_events.xlsx > @ Topic (limited scope)

*{x} Table (String) = [ Receive values from other topics

Table1 > D Return values to original topics

> Advanced inputs (6) Q Global (any topic can access)

@ List rows present in a table
Excel Online (Business)

Outputs (1)

(X} Result record =

{x} Var FilteredEvents record >

I

10. Add a latency message. Best practice when calling an action that may take some time
is to set a latency message so the users knows the agent is working in the
background. In the Connector action, click the (...) and select Properties.

=]

*} Connector action
O Properties
Inputs (4)
Rename
= {x} Location (String) = 4
TE,T Delete

‘ https://cpsworkshop.sharepoint.com/

* {®} Document Library (String) =

u

Refrash
|

E,g New comment
@]

‘ Documents

11. Scroll down to Latency Message and click the Send a message box. Add the following
message - Just a minute while | grab your event options. Then close the Properties
box.
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Connection reference

*

admin@CPSWorkshop.onmicrosoft.com ~

Request timeout (milliseconds)

‘ 30000 > ‘

Error handling
Determine what happens when an error occurs.

‘ Raise an error ~ ‘

Latency Message

In text conversations this message will be sent once.
In voice conversations, this message will loop until

the operation is complete.

bend a message

Message Text

+add B J = = 0 fx

Just a minute while | grab your event
options.

12. Add a variable management node , pick set a variable value. In the Set variable
dropdown, create a new variable named “Var_FilteredEventText". In the To value
dropdown, pick the existing variable “Var_FilteredEvents.value” that is the table.

=
y

Outputs (1)

<} Result record - Select a variable X
{x} Var FilteredEvents  record > Custom  System

T . _

+ Q. search variables = Al ~

|
{x} Set variable value Create a new variable

Var_FilteredEvents

Set variable (Topic.Var_FilteredEvents)

) ] d
Select a variable > recor

Var_FilteredEvents.value

To value (Topic.Var_FilteredEvents.value)
table
Enter or select a value >
L Var_SelectedEvent
I (Topic.Var_SelectedEvent)
+ string

I
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N additimmal mcmma -
{x} Var FilteredEvents record > .
Select a variable X
|
';' Custom  System Environment  Formula
{x} Set variable value Q, Search variables = All v
Var_FilteredEvents
Set variable (Topic.Var_FilteredEvents)
{x} Var FilteredEventT..  table > record

Var_FilteredEvents.value

To value (Topic.Var_FilteredEvents.value)
table
{x} Var FilteredEvents...  table >J
L ™ Var_SelectedEvent
| (Topic.Var_SelectedEvent)
+ string

13. Change the variable Var_FilteredEvents.value type from table to text by using code
editor. In the upper ribbon, click on More and select Open Code editor.
e Cﬁl t.oIV[.l?ﬂ\\s va.g:?es TC:\C‘?\@CKE?’ [’Eg\; Mcne m

[~ Analytics

</> Open code editor

14. Scroll to the bottom of the code editor, change kind to SetTextVariable, change value
to "{Topic.Var_FilteredEvents.value}”. Save and close the code editor

-Ikind: SetTextVariable I
id: setVariable_YoHLZ5
variable: Topic.Var-FilteredEventText
I value: "{Topic.Var_FilteredEvents.value}"

15. Add an action, pick New prompt (default Al model)
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T

{x} Set text variable
Variable * < Add an action X
Topic.Var FilteredEventText Basic actions Connector (preview) Agent (preview)
{x} Var FilteredEvents.... table £ search
b New Power Automate flow
Let your agent automatically complete tasks
I = New prompt (default Al model)
X Describe an action te create it in Al Builder
Q) Paste B Upload a skill
Set up your agent to complete a series of actions
(5 Senda message > Create search query
Produces a search query using the conversation history and the user input
D Ask a question Search Dynamics 365 knowledge article flow
(Disabled)
Ask with adaptive card
£1 Add a condition
{X} Variable management >
(& Topic management >
% Add an action >
= Advanced >

16. Name the prompt “Extract event info”. In the Prompt, enter the following and Save.

Extract all event information from and present it in the following text
format:

Sample Output:

Here are the upcoming events —
Product Demo

-Event ID: 709

-Date: Mar 3, 2025

-Location: Online

is added by clicking on +Add button, pick Text under the Inputs. Enter
the Name as “EventsJSON"
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Extract event info

~

Prompt ~+ Add L Test prompt

Extract all event information from / and present it in the following text format:

a
New In your prompt
Sample Output: .

Inputs
Here are the upcoming event -

Product Demo

~Bvent D109 O Image or document (preview)
-Date: Mar 3, 2025

-Location: Online Knowledge used

[ Account

Action Approval Model v

Sample data

Add an example value so the model can

test your prompt with it.

/%

Add input Cancel
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17. Fill out the input parameter EventsJSON to be variable Var_FilteredEventText

k v vdi_riereucverits.... wdauie
|
+
, 1
=§  Prompt
Inputs (1)

*{x} EventsJSON (String) =

(X} Var FilteredEventT...  string

— Extract event info
View model details

Qutputs (1) v

{x} predictionOutput  record =

Select a variable

.

18. Create a new variable for Output parameter, named Var_UpcomingEvents.

|

-

=§  Prompt

Inputs (1)
* (X} EventsJSON (String) =

{x} Var_FilteredEventT...  string

p— Extract event info
View model details

Outputs (1) v

{x} predictionOutput record =

X} Var1 record

.

]

5

Select a variable X

Custom  System Environment ~ Formula

Q, Search variables = All ~

Var_FilteredEventText
(Topic.Var FilteredEventText)

string

Var FilteredEvents
(Topic.Var_FilteredEvents)
record

Var FilteredEvents.value
(Topic.Var_FilteredEvents.value)
table

Var_SelectedEvent
(Topic.Var_SelectedEvent)

string

Select a variable X

Custom  System

Q_ Search variables = All v

Create a new variable

Var_FilteredEventText
(Topic.Var_FilteredEventText)

string

Var_FilteredEvents
(Topic.Var_FilteredEvents)

record

Var _FilteredEvents.value
(Topic.Var_FilteredEvents.value)
table

Var SelectedFvent

19. Add a new node to send a message. Pick Var_upcomingevents.text from the variable

list.

©2025 Microsoft Corporation

17| Page




Copilot Studio and Azure Al Foundry Workshop

-

[ Paste

Send a message

Ask a question

@ Of

Ask with adaptive card

£ Add a condition
{x} Variable management >
{2} predictionOutput  record = Select a variable X
%) Var_UpcomingEv. record >
Custom  System  Environment
1
+ Q Search variables = Al
Var_SelectedEvent
B Message Voo e Topic Var_SelectedEvent
+ Add B I = E W #

Var_UpcomingEvents
© Provide a message or add other content

c Voar_UpcomingEvents)

: record

Var_UpcomingEvents finishReason

Topic Var_Upcoming€vents.finishReason)

string

-

Var_UpcomingEvents text
Topic Var_UpcomingEvents. text

(D  Question Toxt

string

20. Save the agent and test it. You should see the conversation flow as following:

Hellg, I'm Sales Buddy, a virtual assistant. Just so
you are aware, | sometimes use Al to answer your
questions. If you provided a website during
creation, try asking me about it! Next try giving
me some more knowledge by setting up
generative Al

Just now

event registration

Just now

What event would you like to register for?

Just now

product demeo

Just now

Here are the upcoming events -
Product Demo

* Event ID: 101

= Date: Mar 1, 2025

* Location: Online
Product Demo

* Event ID: 106
= Date: Apr 1, 2025
* Location: New York
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21. Add a question node to capture EventID. In the text field, enter “Please provide the
Event ID". In the Identify field, pick User’s entire response. In the Save user response as

field, rename the variable to “Var_EventID".

1 :
Text v eee °

= Message

{x} Var_UpcomingEve... string

I
X

[[) Paste

(=) Send a message

@ Ask a question

Ask with adaptive card

. Add a condition

D Question Text W e

+ Add v

Please provide the Event ID

Identify
H8 User's entire response >
ave user response as
{x} Var_EventlD string > ‘

22. Add a new node to capture attendee email. In the text field, enter “Please provide
attendee email”. In the Identify field, pick User’s entire response. In the Save user

response as field, rename the variable to Var_AttendeeEmail

©2025 Microsoft Corporation
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0] Question Text W s

Please provide the Event ID
Identify

B User's entire response >

Save user response as

{x} Var_EventlD string >

|
X

[[) Paste

(=) Send a message

2 Ask a question

Ask with adaptive card
¢1 Add a condition

{x} Variable management >

@ Question Text " ===

I Please provide attendee email I

Identify

E User's entire response > I

Save user response as

[} Var_AttendecEmail = string 5

23. Now, we need to create a power automate flow to log attendee email and event id
registration to the Excel sheet.

a. Add an action node and pick New Power Automate flow in the Basic actions
tab.
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O] Question Text W e
Please provide attendee email ¢ Add an action «
Identify
Basic actions Connector (preview) Agent (preview)
B3 user's entire response -
R Search

Save user response as
3 New Power Automate flow
X} Var_AttendeeEmail string ! Let your agent automatically complete tasks

| = New prompt (default Al model)
X

Describe an action to create it in Al Builder
B Upload a skill
T Paste Set up your agent to complete a series of actions
5] Create search query
{2} send a message Produces a search query using the conversation history and the user input

Search Dynamics 365 knowledge article flow
L2 Ask a question (Disabled)

Extract event info
Updated 1 hour ago

-

Ask with adaptive card =

£ Add a condition

(x} Variable management >
[ Topic management >
{# Add an action >
£5 Advanced >

b. It will take you to the Flow Designer page. Switch to the old designer view by
clicking on the toggle button on the top right. Newdesione @D (Tyrn it off)

c. Clicking on the first Skill tile. Add two input variables: EventID and
AttendeeEmail

c Skills @
@ ‘ Please enter your input ‘

@ I AttendesEmail I ‘ Please enter your input ‘

+ Add aninput

d. Add an excel action to add a row into a table. Update the fields as follows.
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Add a row into a table @
* Location ‘ SharePoint Site - Sales Team ' ‘
* Document Library ‘ Documents ' ‘
*File /contoso_customer_events.xlsx [ ‘
* Table ‘ Table2 N ‘
EventID ‘ o EventlD x ‘
Attendee ‘ c AttendeeEmail x ‘

Show advanced options

e. Add an outlook action to send emails. Update the fields as follows.
A4

Send an email (V2) @
*To R AttendeeEmail xI ‘

* Subject ‘ IEvent Registration Complete I ‘

Font v 2vB [ U /== & <

|Event Registration Complete for Event ID - c EventlD x I

Show advanced options

*Body

|
f.In the respond action, add an output parameter. Set the value to “Event

Registration Complete.”

c Respond to Copilot @
@ Cutput Event Registration Complete

+ Add an output

g. Finally, rename the flow to Register Attendee.

©2025 Microsoft Corporation 22| Page




Copilot Studio and Azure Al Foundry Workshop

e F Unda Redo [ Comments |2 Save | 5 Flow checker 4 Test New designer (@ )
[GE) dd s row into = table @ oo
“Lasaion Shuraoiot Sie - Sals team v
*Documanttiowary | Docus v
il feontase_customar_eventsask [as]
e Tz ~

© e -

€ prenetman «

v
send an email V2) @ o

T ‘ G atendeskmail
it [t gt g
oty Fant * 2vB i Uiz & 5

Evert heglstation Comptete for B b (5

Srow adzanced opsions

[ o Yo S

° g ‘ Event Ragistration Complete.

h. Save the flow in the old designer. Save and Publish if you are using the new

designer.
24. Back in copilot studio, map the two input parameters to variables as follows:
-Ir Select a variable X
! Custom  System Environment  Formula
% Action

Q, Search variables = Al ~

Power Automate inputs (2) Var AttendeeEmail

* X} EventlD (String) = (Topic.Var_AttendeeEmail)
strin

\ Enter or select a value > I
Var_EventID

Input variable 'EventID’ is required. (Topic Var EventiD)
string

*{x} AttendeeEmail (String) =

Var_FilteredEventText
Enter or select a value > - i
(Topic.Var_FilteredEventText)
Input variable 'AttendeeEmail is required. string

Var_FilteredEvents

OfO Register Attendee (Topic.Var_FilteredEvents)

View flow details record

Qutputs (1) v
{x} output string =

‘ {x} Output string >‘
!
25. Add a node to send confirmation message. In the text field, pick the Output variable
from previous step.

Select a variable pas
Outputs ()
00 output  sting = Custom  System  Envircnment
%
oD ] [ veiim -

(Topic Vor_AttendseEmai)

string
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26. Test the agent. See an example below. You might need to create a connection for the
1t time. Click on Connect and follow the steps.

I} product demo

2 minutes ago
Here are the upcoming events -
Product Demo

s EventID: 101

e Date: Mar 1, 2025

¢ Location: Online
Product Demo

* EventID: 106
¢ Date: Apr 1, 2025
¢ Location: New York

Please provide the Event ID
2 minutes ago
101
2 minutes ago
Please provide attendee email
2 minutes ago

test2@test.com

2 minutes ago

Additional permissions are required to run this
action. To proceed, please select 'Connect’, and
review any missing connections.

Once you have made these updates, please
select 'Retry’. You can also ask me anything else
to go to a different topic.

Connect
Retry

Event Registration Complete

A minute ago

27. Open Excel and go to the 2" tab. Verify that the attendee registration is logged
properly.

A B
1
2 101 sshashi@microsoft.com
3 101 barb@microsoft.com
4 101 test@test.com
5 106 suvi@gmail.com

101 test? @test.com

Congratulations! You have successfully completed Lab 2. You can now proceed to Lab 3.
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