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Microsoft 365 Copilot respects Microsoft 365 permissions ("permission trimming"). This means it can only access and summarize content you are authorized to view. Therefore, Copilot
cannot answer questions about Teams meetings you are not invited to (and otherwise don't have access to), making statement 1 No .

Copilot can summarize and answer questions about Teams artifacts you do have access to-such as chat messages, channel posts, and meeting content (for example, transcripts,
notes, recordings, and meeting recap details when available). That makes statement 2 Yes .

Copilot can also help you prepare for your schedule by summarizing upcoming meetings you're invited to , using calendar and meeting context (subject, time, participants, related
emails/files, and available agenda

/notes). This supports planning and prioritization for the week ahead, so statement 3 is Yes .

Eﬁ:ﬁ: 2

Microsoft 365 Copilot 7 7 #FALTCI—Cx Y FEERTHFETT,

UTOEFLBIZTOVWT, ELWMEAF RV ZBIRLTLESWN, Z5THEWMESIE DOVR JZBIRLTLLEE,
F R LIRS Y FAMESINET,

Angwer Aned oy
.l.l_ A ° ra e
L W el f aTalral oo . 1
AY4 |1 f TYSO)1 ) W fy
Sememenisd ¥V Ol I Sl W9 %W L ! Yes Mo
The agent wall be available in Microsoft Word
The agent can be shared 1o other users in youL o aliBat oW
The agent can contar x.,:.,*lu;hn"ﬁ;rﬁ_ﬁ‘ihi use third-party connectors
7.
1E#Z:
ANSwer Ared oA
m B s ]
L Ji -'; r el TN W 1:+
Statements VIILCIT USLIED Yes No
L i A e »— = i = = ‘1
The agent wall be available in Microsoft Yoo | i
The agent can be shared 1O Other usSers in your orgameaiion I I
— =
The agent can contan complex woifipws that use third-party connectors | I

Explanation:



Answer Area

Statements

Agents created in the Microsoft 365 Copilot app are primarily designed for use within the Copilot Chat experience and related Copilot surfaces, not directly embedded inside individual
applications like Word.

Therefore, such agents are not automatically available in Microsoft Word, making Statement 1 incorrect.

However, these agents are designed for collaboration and reuse within an organization. Microsoft guidance confirms that agents can be shared with other users in the same tenant ,
allowing teams to leverage common tools, prompts, and knowledge sources. Hence, Statement 2 is correct.

For advanced automation scenarios involving complex workflows and third-party connectors, Microsoft provides Copilot Studio rather than the standard Copilot app. The Copilot app
focuses on lightweight agent creation using natural language, files, and simple configurations. It does not support complex orchestration with external connectors. Therefore, Statement
3 is incorrect.

Thus, the correct answers are No, Yes, No .
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To ensure cited information is accurate, Microsoft's Al guidance emphasizes human verification of Al- generated outputs, especially when the content will be used in formal business
documents. Even when Copilot grounds responses in SharePoint files, it can still misinterpret text, summarize imprecisely, or attribute a statement to the wrong section of a source. The
most reliable way to confirm accuracy is to check each citation against the original SharePoint document and validate that the claim is supported exactly as written.

Option A is the best answer because manual verification is the definitive control for accuracy and accountability. Option B may help by asking Copilot to re-check or restate where
information came from, but it is still an Al-generated confirmation and does not replace direct source validation. Options C and D can improve consistency and reuse of standards or
references, but they do not guarantee citation correctness; they still depend on model interpretation.

Therefore, the best approach is to manually verify the citations in the generated proposal content.
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To generate an effective monthly summary with Copilot in Excel, Microsoft prompting guidance emphasizes two core elements: clear intent and expected output structure . First, you
should state the goal explicitly- such as "summarize total sales by month based on OrderDate and Amount, and highlight month-over-month changes." This directs Copilot to the correct
aggregation and analysis behavior (Option D).

Second, specifying the desired format improves usability and reduces ambiguity. For example, requesting "a table with Month, Total Sales, Number of Orders, and Average Order
Value" or "a bulleted executive summary plus a small summary table" ensures Copilot returns results in a format you can immediately use (Option A).

A specific cell range (Option B) is usually unnecessary when the data is already in a recognized Excel table, because Copilot can work from the table context. The workbook file name
(Option C) does not help analysis.

Providing a formula (Option E) is not required because Copilot can compute monthly totals; formulas are optional if you want a specific calculation method, but they are not the best
prompt ingredients for an effective summary.

Therefore, the best answers are Aand D .
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Explanation:

a specific date range of activity

The Microsoft 365 My Account portal provides users with control over their Copilot activity history in alignment with enterprise privacy and compliance standards. When selecting Delete
history , users can remove Copilot activity based on a defined time range rather than deleting only a single conversation or all activity universally.

This functionality reflects Microsoft's commitment to transparency, user control, and responsible Al governance. Allowing deletion by date range enables organizations and individuals to
manage data retention policies efficiently while maintaining compliance with regulatory frameworks such as GDPR and internal data governance policies.

The other options are incorrect because deleting a specific conversation or all conversations with a specific agent is not the primary method offered in the My Account activity deletion
setting. Instead, deletion is structured around activity time periods.

This capability reinforces generative Al best practices: secure data management, lifecycle control of Al interactions, and user-directed privacy management within enterprise
environments.
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Microsoft guidance for effective prompting emphasizes clarity and context as the two most important factors. Providing context (Option A) ensures that Copilot understands the
background, data sources, and constraints relevant to the task. This improves grounding and reduces ambiguity, leading to more accurate and useful responses.

Providing a clear goal (Option D) is equally critical. A well-defined objective-such as summarizing, analyzing, or drafting-helps Copilot determine the correct approach, structure, and
level of detail for the response. Without a clear goal, outputs may be generic or misaligned with user expectations.

Using a broad range of instructions can introduce confusion rather than clarity. Acronyms may reduce clarity unless explicitly defined. Keeping prompts generic is discouraged because
specificity improves quality and relevance of responses.

Therefore, the correct answers are A (adding context) and D (providing a clear goal) .

Eﬁ:ﬁ: 7

HEzIE, Bttt E DREICET I IREZENTHTFETT,

JOD Y FHBREED=HIZ IREEODNEZI~5D0NEAZEHEFESICLIZUR FELTEEDSBIZIE, Microsoft 365 Copilot#FERT A2LEAHY FI,  FEFEZIHEHL DS
MYPFTNEETEBRL TS,

TOVTMIEDBZRE2DODFHMIIFTT M ?

AFREI—Cz o bEFERLTERSIA-AHOTOT 41—

B. BEENHMYHKWICET 5ERGETR

C.N—hrF— v TOFERBZREOERL—E

D. EZDRHL & 732 5 BRI FNEHTR

Ef:BD (A2 FEHKT D)


https://www.jpnshiken.com/q/69015-6470869/
https://www.jpnshiken.com/q/69015-6470870/

Effective prompting in Microsoft 365 Copilot requires two critical components: clear instructions and grounding in authoritative content. Microsoft guidance emphasizes that prompts
should explicitly state the desired output format, tone, length, and purpose. In this case, specifying "a bulleted list of three to five concise, simply worded key points" represents concise
instructions, making option B essential.

Additionally, grounding the response in a specific knowledge source-such as attaching or referencing the proposal document-ensures factual accuracy and reduces hallucination. Option
D ensures Copilot uses the actual proposal content rather than relying on generalized model knowledge.

Profiles and stakeholder contact details are unrelated to summarization requirements. Therefore, the correct selections are B and D.
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Explanation:
Answer Area

Microsoft Purview v enables organizations to apply governance poliees to conversations generated by using Microsoft 365 Copilot.

N\

,,

Microsoft Purview is the correct choice because it is Microsoft's unified compliance and data governance solution that helps organizations apply and enforce policies across Microsoft
365 content- including Copilot- related interactions where those interactions are captured in services such as Microsoft 365 audit, eDiscovery, and Purview compliance experiences.
Purview supports capabilities such as data loss prevention (DLP) , retention , eDiscovery , audit , and sensitivity labeling so organizations can manage and govern data and Al- assisted
content in line with regulatory and internal requirements. In contrast, Microsoft Entra ID focuses on identity and access management, Intune focuses on device and application
management, and Defender for Cloud focuses on cloud security posture management. Governance policies for Copilot-generated conversations and associated compliance controls
align most directly with Purview , which is designed to manage information protection and compliance across the Microsoft 365 environment.



Eﬁ:ﬁ: 9
XEELSTERESEDBERZEZVGELY,

Eim

&
Answer Area ) ?
If you start a temporary chat in Microsoft 365 Copilot, and then start a new chat, all the prompts agd r ofifes from the temporary chat will be
'deleted immediately

aelerea arer one nour.
moved to a private notebook.

moved to your Microsoft OneDrnive,

If you start a temporary chat in Microsoft 365 Copilot, and then start a new chat, all the prompts and responses from the temporary chatwillbe _ _ _ _ _ _ _ _ _ _ v
deleted immediately I

aejeted arer one nour.

moved to a private notebook.

moved to your Microsoft OneDrive.
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Answer Area

If you start a temporary chat in Microsoft 365 Copilot, and then start a new chat, all the prompts and responses from the temporary chat will be 4100 immediately. -

Microsoft

Temporary chat in Microsoft 365 Copilot is designed for privacy-focused, non-persistent interactions. When a user initiates a temporary chat session, the conversation is not saved to
Copilot chat history and is not retained for future reference within the standard conversation history interface.

Once the session ends or a new chat begins, the prompts and responses from that temporary session are deleted immediately. They are not moved to OneDrive, stored in a notebook,
or retained for a delayed deletion period.

This feature supports secure and confidential usage scenarios where users may want to explore ideas, draft sensitive content, or test prompts without creating a stored record in their
activity history.

From a generative Al governance perspective, this reflects Microsoft's design principle of providing configurable persistence levels, balancing productivity with enterprise security,
compliance, and user privacy controls.
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Microsoft 365 Copilot in Teams is designed to provide real-time meeting assistance, including summarizing discussions, identifying key decisions, and highlighting action items. When
joining a meeting late, the most efficient and immediate method to catch up is to directly prompt Copilot within the Teams meeting experience.

Option A is the best answer because Copilot in Teams can summarize what has occurred so far during the live meeting. It leverages the meeting transcript, speaker attribution, and
contextual signals to generate a concise, structured summary in real time. This minimizes delay and provides actionable insights instantly.

Reading the transcript (Option B) would require manual review and is not the fastest method. Intelligent recap (Option D) is typically available after the meeting concludes and processes
recording data. Asking Copilot from the separate Microsoft 365 Copilot app (Option C) may not provide immediate, in-meeting contextual awareness.

Therefore, the fastest and most effective approach is to ask Copilot in Teams to summarize what you missed.
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Statements Yes N¢
Prompt injection can cause data exposure and unintended system behatior, C
Prompt injection can beé used to embed malicious 8¢ Hamiful ihstructions. ®

Prompt injection is a security vulneg@biliti_Unique to generative Al systems that interpret and
respond 1o natural languagefputs.

Prompt injection is a generative Al security risk where an attacker inserts instructions (often hidden in text, documents, webpages, or user inputs) to override or manipulate the
assistant's intended behavior. This can lead to unintended actions such as ignoring policy controls, producing unsafe outputs, or attempting to reveal sensitive information. Because
generative Al systems follow natural-language instructions, they can be socially engineered to prioritize malicious content unless safeguards are in place. This is why prompt injection
can cause data exposure (for example, attempting to extract confidential content from grounded sources) and can also embed harmful instructions that redirect the model's behavior. In
enterprise settings like Microsoft

365 Copilot, mitigations include grounding boundaries, permission trimming, content filtering, and instruction hierarchy (system policies over user instructions). From a business

governance perspective, users should treat untrusted inputs (emails, documents, web text) as potentially hostile and apply least-privilege access and validation when using Al outputs in
decision-making.
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Copilot in Microsoft Teams is designed to help users work faster by summarizing meeting content and assisting with message composition in chats and channels. Microsoft guidance
highlights that Copilot can synthesize what was discussed in a meeting by generating a structured recap that includes key points, decisions, and action items. This directly matches
option C . Copilot can also help you respond more quickly in Teams conversations by drafting replies grounded in the context of the existing chat or channel thread, which matches
optionD .

Options A and B are not Copilot capabilities. Muting and unmuting participants is a meeting control function handled by Teams meeting roles and settings, and it is not automatically
driven by Copilot based on participant location. Creating custom backgrounds is a Teams visual feature (and can involve Designer or image tools), but it is not a Copilot-in-Teams
productivity function for summarization or drafting based on conversation context.

Therefore, the two tasks you can achieve using Copilot in Teams are generating meeting summaries with decisions and action items, and drafting responses to channel messages
based on conversation context.
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In Microsoft 365 Copilot, agents such as Researcher are accessed through the Agents experience within the Copilot app. If the user interface does not immediately display a specific
agent, the correct action is to browse or search the available agents catalog. The exhibit shows the left navigation pane with an Explore agents option.

According to Microsoft Al Business Professional guidance, built-in and custom agents can be discovered and enabled through the Explore agents section. If the user already has the
appropriate Copilot license and is signed in with their work account, there is no need to switch accounts or request another license.

Signing in through a browser does not change feature availability, and using a personal account would remove access to organizational features. Therefore, to access the Researcher
agent, you should select Explore agents and search for Researcher.
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Microsoft 365 Copilot agents operate within the security, compliance, and identity boundaries of a Microsoft

365 tenant. Custom agents created in the Microsoft 365 Copilot app are governed by organizational policies, role-based access control, and Microsoft Entra ID authentication.
According to Microsoft Al Business Professional guidance, Copilot agents are designed for enterprise use and are shared within the organization unless administrators configure
broader sharing capabilities. External sharing with personal Microsoft accounts or arbitrary email addresses is not supported by default due to security, data protection, and compliance
requirements.

Because the agent in this scenario interacts with organizational data such as client emails, project milestones, and internal reports, access must remain restricted to authenticated users
within the same tenant. This ensures that sensitive business information remains protected and that data access respects existing permissions.

Therefore, the agent can be shared only with people in your organization, making option D the correct answer.
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Explanation:

Enterprise data protection (EDP) w | in Microsoft 365 Copilot ensures that business data stays within a Microsoft 365 tenant and i1s NOT used to train Al models.

Enterprise data protection (EDP) (often referred to as commercial data protection) is the capability that ensures Microsoft 365 Copilot handles organizational data under enterprise
security and privacy guarantees.

With EDP, Copilot processes prompts and responses within the customer's Microsoft 365 boundary, respecting tenant isolation and identity-based access controls. This means Copilot
only retrieves and uses data that the signed-in user is permitted to access, and the data remains governed by Microsoft 365 compliance features (such as retention, eDiscovery, audit,
and Purview controls). Critically, EDP ensures that your organization's prompts and the retrieved business content are not used to train the underlying Al foundation models. This is
essential for protecting confidential business information and meeting regulatory and contractual requirements. The other options (Common Data Model, sensitivity labels, and Zero

Trust) support data structure, classification, and security posture, but they do not specifically represent the Copilot guarantee that tenant data stays protected and is not used for model
training.
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Explanation:

Microsoft 365 Copilot agents are designed to integrate with Microsoft 365 data sources and provide flexible, natural-language-driven configuration. Agents can be connected to
organizational data such as SharePoint, OneDrive, and Exchange. Since shared mailboxes are part of Exchange Online and accessible through Microsoft Graph (subject to
permissions), agents can be configured to search shared mailboxes, making Statement 1 correct.

Microsoft also enables natural language creation of agents , allowing users to describe what the agent should do, its purpose, and behavior using conversational instructions rather than
requiring code. This simplifies agent creation and aligns with Copilot's low-code/no-code approach, so Statement 2 is correct.

However, agents cannot use other agents as knowledge sources. Knowledge sources are limited to structured content such as files, sites, and data repositories. Agents operate
independently rather than being nested or chained as data sources, making Statement 3 incorrect.

Thus, the correct answers are Yes, Yes, No .
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In Microsoft 365 experiences, the standard way to invoke or reference people and specific resources in- context is by using the @mention pattern. Microsoft 365 Copilot extends this
familiar interaction model to agents: when you want to switch to, invoke, or direct a question to a specific agent from within an existing Copilot conversation, you use @ followed by the
agent's name. This makes the agent selection explicit and reduces ambiguity about which assistant or capability you want to use for the next turn.
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The other syntaxes listed are commonly associated with different systems: square brackets are not used for agent invocation, hashtags are typically used for topics/tags, and slash
commands are used in some chat applications for command execution-but they are not the standard method for calling a Copilot agent in Microsoft 365 Copilot Chat.
Therefore, to chat with an agent named Agent1 during an open Copilot conversation, you should enter

@Agent1 .
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Explanation:

Answer Area

When you are creating an agent in Microsoft 365 Copilot, you can leverage génerative Al to build the agent by using the Descnbe tab i

The Describe tab is where you leverage generative Al to help build an agent by describing what you want the agent to do in natural language. Instead of manually configuring everything
first, you provide the agent's purpose, target users, tone, and the tasks it should perform (for example: "Create an onboarding agent that answers HR policy questions in a friendly tone
and references SharePoint policies"). Copilot then uses that description to propose an initial agent setup-such as suggested behaviors, starter prompts, and structure- accelerating
agent creation and improving consistency. By contrast, the Configure tab is typically used to fine-tune and finalize settings (such as knowledge sources, actions, and other parameters)
after the agent concept is established. A Copilot notebook or Copilot page can help organize content and outputs, but they are not the primary place where generative Al "builds" the
agent definition. Using the Describe tab reflects best practice: start with clear intent and constraints, then refine configuration for governance, accuracy, and usability.

Eﬁ:ﬁ: 21

Web 75 o+ —hH" 5 Microsoft 365 CopilotlZ7 7 £ X 2EAHY FT, EOURLEFERAINIELNNTTM?
A. https://m365.cloud.microsoft

B. https://copilotstudio.microsoft.com
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D. https://myaccount.microsoft.com
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Microsoft 365 Copilot can be accessed via its dedicated web experience for enterprise users. The correct web entry point for Microsoft 365 Copilot is https://m365.cloud.microsoft ,
which provides authenticated access to Copilot features within the Microsoft 365 environment.

This URL routes users into the Microsoft 365 ecosystem where Copilot integrates with organizational data such as SharePoint, OneDrive, Teams, and Outlook. It ensures that users are
authenticated through Microsoft Entra ID and that access controls are enforced according to tenant policies.

Option B refers to Copilot Studio, which is used to build and manage custom copilots and agents rather than access the Microsoft 365 Copilot chat experience. Option C (My Apps) is a
general application launcher portal. Option D is an incorrect account management URL and does not provide Copilot access.

Therefore, to access Microsoft 365 Copilot from a web browser, the correct URL is https://m365.cloud.

microsoft .

Eﬁ:ﬁ: 22

&1 1= (X F& & Microsoft 365 CopilotlZDWTEE L& >TULVE T, BEMEIL, Copilotht'WorkR A —J2E AT AIZ  BRICEZ 3 E=OICEDT—42%#FAT 501 E23hEL-,
ERIZIEEABDNETLLEIN?

A. a4y kI, anxg48y O EZ T E-—BRUEMBOACEIVWTHELET,

B. Copilot (& #B#8 D Microsoft 365 IRERDIT R THT—4 & Copilot b L—=2F #ZT-—BMALTMBICEDONTIHEFRELET,

C.anA By MI AI—F—NNRT7IVERXTEST—R2L . aNMOY A ML—Z VT #Z T -—BRAGHMBOAIZEDVTICEFRELET,

D. Copilotld , A—H—MNF7 IV LA TELZT—FDHEDVWTIEEEZRHBHLET,

EfE:C(AAV FEHEKT D)

Microsoft 365 Copilot operates within two primary knowledge boundaries: its foundational large language model training data and the organizational data available within the Microsoft
365 tenant. However, Copilot strictly enforces Microsoft's security and compliance model, meaning it only retrieves and uses data that the signed-in user is authorized to access.
When using the Work scope, Copilot combines the general knowledge it was trained on with organizational data such as documents, emails, chats, calendars, and files stored in
Microsoft 365. Importantly, Copilot respects role-based access control and existing permissions. It does not surface information from content the user does not have access to.

Option A is incomplete because Work scope includes organizational data. Option B is incorrect because Copilot does not access all tenant data indiscriminately; it is permission-scoped.
Option D is incomplete because Copilot also leverages its general training knowledge.

Therefore, the correct explanation is that Copilot provides responses based only on data the user can access, combined with its general training knowledge.
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In Microsoft 365 Copilot, notebooks are designed to organize related work into a single, reusable workspace.
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A notebook can group multiple Copilot conversations and associate them with shared reference materials (for example, the same set of files, links, or notes). This directly addresses
both requirements in the question: (1) making conversations easier to find by collecting them in one place, and (2) enabling those conversations to use the same reference sources for
grounding and continuity.

An agent is best when you want a specialized Copilot experience with predefined instructions, capabilities, and (optionally) a configured knowledge source. However, an agent does not
primarily function as a

"container" to gather and organize multiple existing conversations.

A page is used to capture and edit output (such as a generated report) for collaboration, not to organize multiple conversations with shared references. An app is a broader product
surface and does not solve the conversation organization requirement.

Therefore, the best solution is to use a notebook .

B 24

HHEEM_ Microsoft 365H—EXDT I+ Il FEEZFALTLS,

Microsoft 365 CopilotDREEIL . R TEDLK L L\DOERREFETEFIM?

A. 308 fd

B. HHAR

C. 1%

D. 90H

EfE: (EfEZRRLET)

Comprehensive and Detailed 150 to 200 words of Explanation Microsoft Al Business professional documents:

Microsoft 365 Copilot conversation retention is governed by Microsoft Purview Data Lifecycle Management and an organization ' s retention policies. Under the default Microsoft 365
configuration , no automatic retention period is configured specifically for Copilot conversations. This means Copilot interactions remain subject to the organization ' s existing Microsoft
365 retention configuration and are retained indefinitely until a retention or deletion policy is applied or a user deletes the conversation (where permitted by organizational policy).
Microsoft introduced dedicated retention policies for Copilot so administrators can configure periods such as 30 days or other business-specific durations, but these are administrator-
configured policies , not default behavior.

Therefore, options A (30 days) and D (90 days) represent examples of configurable retention periods rather than the default. Option C (one year) is not the default Microsoft setting. With
Microsoft 365 services using their default configuration and no explicit retention policy configured, Copilot conversations can be retained indefinitely , subject to organizational
compliance requirements and any future administrator-defined retention policies.
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You can continue the conversation in Copilot in Word.
You can continue the conversation in Copilot for Teams

You can continue the convelSalignIh Lopilos in Outlook.

EfiZ:
Answer Area

Statements Yes No

You can continue the conversation in Copilot in Word. 3 |

= | R

You can continue the conversation in Copilot fordeants

You can continue the conversatiop ing&epiot™n Outlook. [

Explanation:

You can continue the conversation in Copilot in Word.

The answer: Yes

You can continue the conversation in Copilot for Teams.

The answer: Yes

You can continue the conversation in Copilot in Outlook.

The answer: Yes

Microsoft 365 Copilot provides cross-application continuity across supported Microsoft 365 apps. When using the Researcher agent, users can continue or extend their work within
applications such as Word, Teams, and Outlook.

In Word, users can incorporate research results directly into drafted documents, enabling seamless transition from research to content creation. In Teams, Copilot supports contextual
collaboration by allowing insights from research to inform meetings or chats. In Outlook, findings can be referenced to compose informed and data-driven communications.

This interoperability is enabled by Microsoft Graph integration, which allows Copilot to securely access and contextualize enterprise data across applications while respecting
organizational permissions.

These capabilities demonstrate effective management of prompts and conversations by maintaining workflow continuity, enhancing productivity, and supporting enterprise-grade
collaboration powered by generative Al.
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Explanation:

e =Nicrosoft v

Statements

You can share the agent with external users.

You can choose which knowledge sources the agent can use.

You can share the agent with users i yourorganization.

When creating an agent in the Microsoft 365 Copilot app using a template, administrators or authorized users can configure specific behaviors and knowledge sources for the agent.
Therefore, it is correct that you can choose which knowledge sources the agent can use. This ensures proper grounding in approved Microsoft 365 data such as SharePoint sites,
OneDrive folders, or other organizational repositories. Controlling knowledge sources supports responsible Al principles, including data security, relevance, and compliance.

Agents created within Microsoft 365 are designed primarily for internal organizational use. As a result, sharing the agent with users inside the organization is supported, enabling
collaboration and productivity improvements across teams.

However, sharing the agent with external users is not supported by default. External sharing would introduce security and compliance risks, so Microsoft enforces tenant-level
boundaries to protect enterprise data.

These capabilities reflect best practices in managing Al prompts and agents securely within enterprise environments.
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In Microsoft 365 Copilot, agents such as Researcher are accessed through the Agents experience within the Copilot app. If the user interface does not immediately display a specific
agent, the correct action is to browse or search the available agents catalog. The exhibit shows the left navigation pane with an Explore agents option.

According to Microsoft Al Business Professional guidance, built-in and custom agents can be discovered and enabled through the Explore agents section. If the user already has the
appropriate Copilot license and is signed in with their work account, there is no need to switch accounts or request another license.

Signing in through a browser does not change feature availability, and using a personal account would remove access to organizational features. Therefore, to access the Researcher
agent, you should select Explore agents and search for Researcher.
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Explanation:
Microsoft 365 Copilot operates within enterprise governance and compliance controls. For conversation history, tenant administrators can configure retention and deletion policies.
Therefore, users can delete conversation history only if allowed by administrative policy, making Statement 1 correct.
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Deleting a Copilot conversation removes the chat interaction but does not delete underlying source files such as documents stored in SharePoint or OneDrive. These files are governed
independently by Microsoft 365 storage and retention policies. Hence, Statement 2 is incorrect.

When a Copilot agent is uninstalled, it removes access to the agent interface but does not delete previously generated conversations. Conversations are stored as part of user activity
history and remain available unless explicitly deleted (subject to policy). Therefore, Statement 3 is correct.

Thus, the correct responses are Yes, No, Yes .
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Copilot in Word assists with content generation, summarization, rewriting, and structural organization. It can analyze document headings and insert a table of contents based on
structured heading styles, supporting document navigation. It can also generate summaries of key points, which aligns directly with generative Al text analysis capabilities.
Custom watermark formatting and precise page margin configuration are traditional Word formatting functions and are not core generative Al capabilities of Copilot.
Therefore, the correct answers are A and C.
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Microsoft 365 Copilot Chat is included at no additional cost for users with qualifying Microsoft 365 subscriptions such as Business Basic, Business Standard, Business Premium, E3,
and E5. Therefore, users without a Microsoft 365 Copilot add-on license can still access Copilot Chat.

Copilot Chat allows users to upload documents from their local device within a session for summarization, analysis, and drafting assistance. However, advanced enterprise-integrated
features-such as creating agents that access organizational SharePoint folders-require a Microsoft 365 Copilot license.

Agent creation and enterprise data grounding leverage Microsoft Graph integration and are considered premium Copilot capabilities tied to licensed Copilot services.

This distinction reflects Microsoft's licensing model: baseline Al chat access is included with qualifying subscriptions, while deep Microsoft 365 app integration and enterprise data
agents require the additional Copilot license.
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Prompt 3: For a VP, prepare a pelished executive email that distills the strategic priorities,
critical decisions, and immediateé next steps from the attached Strategic_Plan_2025.docx,
ensuring that the tone aligns with senior leadership’s communication standards.

Use the Analyst agent for Prompt 1 because it is optimized for structured data work: consolidating worksheets, performing calculations, sentiment breakdowns by category (product
line), and producing visualizations. These tasks align with analysis-style workflows where quantitative processing and charting are required.

Use the Researcher agent for Prompt 2 because it is designed to synthesize information from multiple sources, including SharePoint content plus web grounding , and to produce a well-
structured brief with citations . Researcher is best when you need evidence-backed insights, reputable sourcing, and an organized narrative with risks and gaps.

Use Chat for Prompt 3 because the goal is drafting a refined executive email based on an attached document with tone control and communication standards. Chat excels at business
writing, rewriting, tone adjustment, and producing polished communications without needing the deeper research workflow or heavy data analytics specialization.
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Prompt-grounding means ensuring Copilot's response is based on authoritative, relevant source material rather than inferred or generalized information. Microsoft guidance for Copilot
emphasizes that the most effective way to ground responses is to explicitly point Copilot to the content you want it to use-such as specific SharePoint documents, OneDrive files, emails,
meeting notes, or other Microsoft 365 resources the user has permission to access.

Option D is therefore the best answer because referencing specific files anchors Copilot's reasoning to the exact material that should be used for facts, terminology, and details. This
reduces hallucinations (fabrication) and improves accuracy and traceability, especially when Copilot can provide citations back to the referenced sources.
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Option B (desired output format) improves structure and readability but does not, by itself, ground content.

Option A can sometimes improve clarity, but shorter prompts do not guarantee grounding. Option C may help comprehension in some cases, but it is not a grounding strategy and can
be counterproductive if the source material is technical.

Therefore, the best approach to improve prompt-grounding is to reference specific files .
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]
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Microsoft Teams meetings.

Microsoft 365 Copilot can use Microsoft Graph-grounded data (based on the user's permissions) to help users work with Microsoft 365 content. This includes surfacing and summarizing
information from Teams chats , so statement 1 is true. Copilot can also summarize and generate content related to Teams meetings (for example, meeting recap details, key discussion
points, and follow-up actions when meeting artifacts such as transcript/notes are available), and it can answer questions and draft related content-so statement 3 is true.

Statement 2 is false because, while Copilot can draft emails and help prepare messages, it does not independently schedule and send emails automatically "based on conditions" as a
native Copilot function.

Conditional sending is typically handled through workflow automation tools (for example, Power Automate) and still requires appropriate configuration, permissions, and governance. In
enterprise environments, this separation helps reduce risk by ensuring that automated outbound communication remains controlled, auditable, and compliant.
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When you use Microsoft 365 Copilot Chat without a Microsoft 365 Copilot license, Copilot Chat operates in a

"general" mode rather than a Microsoft Graph-grounded work mode. In this configuration, Copilot does not have the entitlement to access and reason over your organization's protected
Microsoft 365 content (such as SharePoint sites, OneDrive files, Outlook mail, Teams messages, or other tenant resources). It also does not connect directly to your organization's
internal databases unless separate, explicitly configured integrations exist.

Instead, Copilot relies on three primary sources to generate a response: (1) the prompt context you provide in the current request (what you ask, plus any text you paste), (2) the
conversation history within the current chat thread to maintain continuity, and (3) internet search data (when web grounding is available) to supplement general knowledge with up-to-
date public information.
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Therefore, the correct selections are C (prompt context), E (internet search data), and F (conversation history) , while organizational Microsoft 365 data and Teams chat data are not
used without the Copilot license.
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