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TOP COPILOT STUDIO SHORTCUTS FOR EFFICIENCY
Open Copilot

COPILOT STUDIO HANDBOOK
THE ULTIMATE GUIDE FOR AI DEVELOPERS

Win C

Test Bot

+Ctrl T

Find Node

+Ctrl F

New Topic

+Ctrl N

Publish

Ctrl P

Replace Text

+Ctrl H

Save Agent

+Ctrl S

Run Flow

Ctrl R

Undo Action

Ctrl Z

Download this resource at  www.oartconsult.com

KEY COPILOT FORMULAS FOR AGENT BUILDING
FORMULA SYNTAX PURPOSE

REFERENCE FILE1 #<file_name> Links to specific files in the agent context

REFERENCE FOLDER2 #<folder_name> Access entire folder contents

CALL VARIABLE3 {Topic.Variable} Retrieves stored conversation data

CONDITION CHECK4 IF(condition, true_action, false_
action)

Creates branching logic in topics

ENTITY EXTRACT5 @EntityName Extracts structured data from user input

POWER AUTOMATE CALL6 Call.FlowName(parameter1,
parameter2) Triggers external workflows

ADAPTIVE CARD7 Card.Template({data}) Displays rich interactive cards

CONCATENATE8 Concatenate(text1, text2, ...) Combines multiple text strings

API CONNECTOR9 HTTP.Request(method, url, body) Makes external API calls

SENTIMENT ANALYSIS10 Sentiment.Score(text) Analyzes user emotion from text

COMMON COPILOT ERRORS
TO WATCH OUT FOR

Sorry, Copilot is
not activated

Feature not
enabled for the
environment

ERROR CAUSE FIX

Check the Copilot &
AI capabilities page
in the admin center

The agent failed
to publish

Missing required
authentication

Verify Azure AD app
registration and
permissions

Cannot find the
topic

Topic name
changed or
deleted

Update topic
references in all
calling nodes

Variable not
found

Scope issue or
typo

Check variable
scope (Global vs
Topic level)

Flow execution
failed

Power Automate
connection error

Reconnect flow in
Copilot Studio
connections

KEY TASKS YOU CAN AUTOMATE IN
COPILOT STUDIO

Answer FAQs
automatically

Employee
onboarding
workflows

CUSTOMER
SERVICE

HR &
ONBOARDING IT SUPPORT

Password reset
automation

Create
support
tickets

Benefits
enrollment

Software access
requests

Escalate to
live agents PTO requests IT ticket

creation

Track order
status

Document
distribution

Hardware
provisioning

Collect
customer
feedback

Training
scheduling

VPN setup
assistance

SALES &
MARKETING

ERP
INTEGRATION

Lead
qualification

Product
recommendations

Appointment
booking

CRM data
updates

Email
campaigns

Invoice status
lookup

Purchase order
tracking

Inventory
checks

Payment
reminders

Expense
approvals


