From Chatbots to Workflows and Agents:

Developing a Beginner's Mind to Adopt Responsible GenAl into

Legal Review Triage Agent a

Video Walkthrough

@ 2 X Estimated time: 30 minutes
(recipe inspired by Microsoft)

Purposes:

e Guide business users in navigating internal procedures and guidelines for review.

e Note: This recipe serves as a simplified blueprint for beginners to familiarise
themselves with the Copilot Studio ecosystem and its functionalities. You may adapt
the agent according to your organisation’s needs and consult the IT department as
appropriate.

Step-by-step guide:
If you already have your Power Platform Environment set up, skip to Step 4.

Configure your Power Platform Environment to create customised contexts and
solutions for your Copilot tools.

Navigate to https://admin.powerplatform.microsoft.com/. Sign in with your

corporate account.

Click Manage at the navigation bar on the left. Click + New to create a new
environment.

i Power Platform admin center Jol:

ﬁ () Refresh  fg Recently deleted environments
Home Manage D
@ Environments Environments
Actions
ﬁ’ Data An environment is a space to store, manage, and share your organization’s
I42nage @ Data (preview)
O (& Data integration Environment Type
Securiy
bieiss Microsoft Teams.
Copilo @ Power Apps -
eveloper
‘:I ¥ Power Automate
o
Monitor
@ Power Pages
De;wm__ % Dynamics 365 apps

o] ® Dataverse



https://youtu.be/sA_ofoEILco
https://admin.powerplatform.microsoft.com/
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A configuration panel is expanded on the right. Name the environment, choose your
Region, then choose Developer as Type.

New environment x

@ This operation is subject to capacity constraints

Mame *

[ Choose a name g }

Region *

United States c ~ l

A local region can provide quicker data access

Get new features early 0]

Type (O *
l Developer G ~ l
e

Purpose

Describe the environment's purpose

Add a Dataverse data store? 1

Dataverse must always be added for the
selected type: Developer

Pay-as-you-go with Azure? @

Only environments of type Production and
Sandbox can be setup for pay-as-you-go

Cancel

Press Next when you are ready. On the Add Dataverse page, choose an appropriate
language and currency. Press Save.
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‘ < Add Dataverse X

Language *

[ English (United States) v

Default language for user interfaces in this
environment

Currency *

usD ($) ™ ]

Reports will use this currency

URL
A unique domain name will be generated.

Click here to enter a custom domain

Deploy sample apps and data?

@ D o

Save Cancel

It may take a few minutes to prepare the environment. Check if it is ready as shown
in the State column. You can click the Environment name to configure advanced
settings.

Environments

An environment is a space to store, manage, and share your organization's business data, apps. chatbots,

Environment Type State

Developer Ready

Access Copilot Studio at https://copilotstudio.microsoft.com. Switch to the
environment you have created at the top right corner under Supported
environments.



https://copilotstudio.microsoft.com/
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Make sure that you have chosen the correct environment each time you access
Copilot Studio.

i Copilot Studio
I A .
D
oS
8 What would you like to build?
S Workfow
Start building by describing what your agent needs to do
@ v Default environment (1)
Start building from scratch
8 ) “

For each project, you should create a custom solution to store and organise the
project components of your agent, such as its topics and knowledge. Click the three
dots in the navigation bar on the left. Click Solutions.

Explore
Creae é - :
Agents Com Po_nent Solutions
collections
s Power Platform
o¥
oo
- ‘ , l
- Power Apps Power Automate Power BI

T e

Power Pages Power Platform
Admin Center

Learn more about Al integration

»p OO

Azure Cognitive Azure Open Al Microsoft 365
Service Agents SDK

Click + New solution. Fill in the respective information on the right expanded panel.
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Copilot Studio

~+ New salution @solution £l Open AppSource 5 Publish all customizations Set preferred solution L) See history  Jo Connect to Git

Solutions
Current preferred solution b Create plan from a solution
Commeon Data Services Default Solution =S Select an existing solution, and Al agents will
Manage generate a detailed plan showing how that solution

supports your business goal
# Unmanaged %) Managed U Al

Create a new publisher by clicking on + New publisher and fill out all relevant details
(e.g. display name). Press Create. You will configure your agent to the custom
solution you have just created later.

New solution X

|D\splay name *

fMame *

JPublisher *

Select a Publisher ~ ‘ f

-+ New publisher

Version *

‘ 1.0.0.0 ‘

D Set as your preferred solution (O

More options ~

Cancel

Return to Copilot Studio homepage. Click Agents in the left navigation bar.
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Copilot Studio

Agents

"1<A
Agents

Tools

Click + Create blank agent at the top right corner and complete the required details
(e.g. name of the agent, language).

—+ Create blank agent Import agent [7

Start building by describing what your agent needs to do

&

f— ]

Name your agent X

Enter agent name

~  Agent settings (Optional)
Language

English (United States)

Solution * (D

Common Data Services Default Solution

Schema name * @

craa’/_ agentl

Configure your agent'’s settings by clicking Settings at the top right corner.

=
Q Settings
Test
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First, in the Generative Al tab, check if generative Al is enabled for your agent.
Where appropriate, you can also enable deep reasoning capabilities.

Settings

B Orchestration
+. Generative Al

. Use generative Al orchestration for your agent’s responses?
1 Agent details 9 Y g d

@) Yes - Responses will be dynamic, using ilable tocls and k ledge as appropriate.

1 Security

() No - Use classic orchestration, limiting responses to the content and behavior defined in your agent's topics.

& Connection Settings

Deep reasoning (preview) @ Pramism
2 (lEIp (107D Enable advanced reasoning for Al actions. Learn more

ab Enti
& Entities @ 7ip: Use “reason” in the agent instrctions to trigger the deep reasoning action. For example, "Use reason to find the next tem in s math series 2. 5, 10, 17.7)

Next, we recommend enabling Microsoft authentication for security, as it is
required for accessing Microsoft connectors and publishing your agent via Microsoft
channels such as Teams.

To do this, navigate to Security in the Settings page. Click Authentication and
select Authenticate with Microsoft. Click Save.
Settings

% Generative Al Security

Agent details $ Authentication
Verify a user's identity during a chat.

&
@ Security
#
B

Web channel security
Review other enhanced security options.

Connection Settings
Authering Canvas
ab  Entities

B Skills

< Authentication

Select how your agent will authenticate the user's identity during the chat.

Choose an option
(O No authentication /Ay

Publicly available in any channel

@ Authenticate with Microsoft
Entra ID authentication in Microsoft Teams, SharePoint, Power Apps, or Microsoft 365 Copilot @

R L LR e Ly

Set up authentication for any channel
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Return to Overview. Select an appropriate model for your agent. For optimal output
quality, we recommend choosing the latest reasoning model. To prioritise speed,
you may choose the latest chat model.

Details OpenAl models
GPT-4.1
Default
B Grest for most tasks and quick analysis -
Agent 1
GPT-5 Chat
Great for most tasks
Description
= GPT-5 Auto
P
None provided Automatically switches betwesn chat and reasaning b
GPT-5 Reasoning Preview
Maximum depth and accuracy for the most demanding tasks
Select your agent’s model
st GPT-5.3 Chat B
} xperimental
Your agent will primarily use the model for reasoning and respon
GPT-5.4 Reasoning (Experimental) ~ [} .~ GPT-5.4 Reasoning Experimental
Maximum depth and accuracy for the most demanding tasks

Anthropic models
Instructions
Claude Sonnet 4.5

Describe what you want this agent to do, its tone, and rules. Assist with general tasks and comant creation

Claude Sonnet 4.6

Assist with general tasks and content crestion

Claude Opus 4.6

Perform desp reasoning snd structured problem solving

@ Disabled by your admin
Knowledge +

Add data, files, and other resources to inform and improve Al-get

Enter the Instructions, which describe the agent’s purpose, tone and operational
rules in its response. A sample instruction prompt is provided below.

Instructions £ Edit

{

Describe what you want this agent to do, its tone, and rules.

## PURPOSE

Guide users through decision trees in the legal triage document for deal support,
commercial legal support, local business support, and miscellaneous/ad-hoc
requests, presenting clear options and routing actions for each scenario.

## TONE AND EXECUTION

- Maintain a clear, concise, and supportive tone, ensuring users are guided efficiently
to the correct resources or contacts based strictly on the Word instruction document
in the knowledge base.

- Do not repeat information already provided in previous responses.

- Only respond in English.

- Always include the following disclaimer at the end of every response: “The output
generated by this Agent should not be used externally. Responses are generated
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from the internal database and may not be up-to-date. The output is provided for
reference only.”

Create a Word document listing all decision trees for triaging different types of legal
review requests from business users. For each category (such as RFP, MOU, NDA),
define clear action steps and conditions so business users can navigate
appropriately.

It is akin to programming using “if-then” logic, expressed in natural language.
Identify relevant resources such as guidelines and practical notes to guide business
users in different types of requests with SharePoint links.

A sample structure is set out below:

If Deal Support selected:

- Is the deal a public-sector deal in Hong Kong? [Examples of public-
sector deals]

- Is the deal non-public-sector? [Examples of non-public-sector deals]
Options: Public-sector Deal; Non-public-sector Deal

If Public-sector Deal selected:

- Actions: [Insert action steps the user should follow]

- [Insert guidance on follow-ups, responsible reviewers,
approval chains and additional notes]

- [Insert reference links for additional information]

Upload the instruction document to the knowledge base of the agent. Toggle off
Web Search.

Knowledge + Add knowledge

Add data, files, and other resources to inform and improve Al-generated responses.

N

Add knowledge

Web Search

Enable your agent to search all public websites. Learn more ¢ (. :- Disabled

Conduct iterative testing and adjust the instructions and decision-tree document as
needed. At the top right corner, you can test your agent and adjust its parameters.
After that, you may Publish your agent.
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X
Publish Setti -
Q ublis| e ng! Test
Test your agent ﬁ B B X

Click Channels on the top navigation bar. Since Microsoft authentication has been
enabled, you will be able to share your agent on Teams or Agent Store inside
Microsoft 365 Copilot.

. (3 Overview Knowledge Tools Agents Topics  Activity  Evaluation  Analytics | Channels

ntication, only the Teams + Microsoft 365 and SharePoint channel is available. To use other channels, change YE I authentication sattings.

c
affect the functionality of your draft agent. Twaming A
't available due to your organization's data loss prevention policies. Contact your admin with questions. Learn more

ntion pelicy changes. Contact your a

Microsoft channels

20
Teams and

& snarepoint
Ty Microsoft 365 Copilot

Check Make agent available in Microsoft 365 Copilot. Confirm by clicking Add
channel. You will then be able to access the agent in Microsoft 365 and Teams via
the generated links.

Teams and Microsoft 365 Copilot X
ake it available 10 others, Ga to publch X

il inchudes Outiook, Word Excel

ams too. You't get 3l of your
tors to open ssues or

Agent preview

Legal transiation agent

Ready to publish?

After you publish your agent, you can configure more channel settings (like sharing and
configuration details).

[] Force newest version

Force the newest version for engoing chats in persistent channels like Microsoft Teams.

This ensures users in Teams receive your latest updates right away — but may disrupt any
active conversations currently in progress.

m ca " ce'




