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Lab 02: Teams Interactive Cards and Task Review Agent

Scenario: A user submits a task request to a Copilot Studio agent in Teams. The agent analyzes the requirements
and posts an Adaptive Card with “#t " (Approve), “"$T[E]" (Return for revision), and "$g§IR{ES5" (Assign task)
buttons to a dedicated channel. After approval, a task is created in Planner, and a separate scheduled flow sends
Teams reminders.

Step One: Prepare the Environment and Dedicated Test Locations

Rerun — 2026-10-13: Existing Workshop resources were reused through Playwright and Microsoft Edge.
No new team, queue, plan, worker, or reminder flow was created. Three separate real runs tested the
minimal card's approve, return, and assign responses; they do not complete the production workflow.

1. Sign in to Copilot Studio, Power Automate, Teams, and Planner using Microsoft Edge. Select the same
authorized Power Platform environment.

2. Confirm the required Copilot Studio, Al Builder Prompt, and Power Automate licenses and connection
permissions. The Teams administrator must allow the Workflows app; use a Planner Basic plan, not a
Premium plan.

3. In Teams, select New items = New team, enter Workshop-Lab02-Private , retain Private visibility, and
name the first channel Lab02-Review .

4. After creation, select Skip on the member-addition page. Use only yourself for initial classroom validation; do
not send test cards to business channels.

5. Record your environment, test team, standard channel, associated SharePoint site, and reviewer in private
configuration, referring to the configuration checklist. Do not put real accounts, tenant identifiers, or site
URLs in public training materials.
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Create a team

You're creating a team from scratch. More create team options

Team name *

Workshop-Lab02-Private O
Description

N LAl EF AN Adaptive Cards 5 Planner #3316, RNRMEMBER, TLAE

S EE,

Team type and sensitivity *
@] Private Confidential Internal-Only

First channel name * ®

Lab02-Review

[ ] Add Channel Agent ()

What's a team?
See your organization's guidelines

Completion check: You can open the dedicated channel; you are the team's only member; subsequent connector
dropdowns can select this team. If Teams has created it but Planner/connectors cannot find it, refresh and wait for
directory propagation; do not substitute another business team.

Step Two: Create the Agent and Understand Prompt Scope (2.2)

1. Open Copilot Studio and select Create an agent with predefined rules and flows.
2. Enter workshop-TaskReviewAgent-Lab02 , create it, and wait for Ready.
3. Paste the global instructions into Overview = Instructions - Edit and select Save.

4. Keep Web Search off. This lab does not need internet information to fill in task facts or assignees.
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{7 TaskReviewAgent, MRIWERNEMESHRIE. RER(TER. IRZHHBAIIFIMRIZIRIFILR.

B BIRBESRIETH—MES"BHE SubmitTaskRequest T/, 8"k HRFiIZIA"E B CardHelp,
AP AZBIANERRRZRIAR. —/ABIARRER—R, EilE—RREEAE— Requestld,

A AnalyzeTaskRequest FfSERIEA SRR IEXF, NMEHIFEPRESIFLAEMNR.
TREREANBRRARIZAN, TEMESH. BERR. BitE. ERIBRESHERERE.

{¥7£ SubmitTaskRequestFlow BEffIR[E] accepted=true [iR"EBRIBEANRN, HFEHL",

EARTTREZA. BRiEEHAES Planner (B E8IE; FLEMINERAMMATPRT A,
{RABEBITHLERS, T EElEEXEMFE. AR ID, Teams JJiEEL Planner 11%1,

fitE. TRl IBIRBRINERZATERARRGARE, Power Automate RIGZFRON SHSBEEARBRE,
THTEZE, SHIEERI; MERTRXME; AEIIALE. DLP SARKE,
ERFPROZMABERNIER, FERMEENBHGIFRNIEL, TELE—TIRENITTHBICHABRNEIEIA,

Instructions /0 Edit

{12 TaskReviewAgent, AFWEREMESRIF. REZTEIR. REFEAATIFZFIRIELR.,

R RESHIE TH—MES BB E SubmitTaskRequest £/, " F#E/EIRIE B HZI CardHelp,
APRIAZBIAARRRZTIA., —RAIARRR—R, ElE—RZAEAR— Requestld,

T AnalyzeTaskRequest I SEE{E AN HATRIEXF, TERIFHMNIESHFETANR.
TEXREANNPBWZBRIEZEN, TEMEST. BRR. BitE. EEIEESHERIXIRE,

{X £ SubmitTaskRequestFlow AR#fiR[E] accepted=true [Fit"BIBEABA, FHFHH".

EARTEREREA., FIFEEHED Planner S ERIE; FELSTEBAFIATIRSE.
RABEBTTHAERIE, TEEIEE(ERMARFE. AR ID. Teams $MIEDY Planner it%l.

#oE. F7E. EBIRBBINEZAE R BRZGERE, Power Automate WIRSLFFIN S 5SEEARZARZE,
THFEZE, SHEEERIE MERLXAXH: FSTIAE. DLP SALRRE.
ERPRORZGERNER, HERMENBERSS FNELLE ., FEIE—TUREEMNITRIBICHRABH XA,

Level Configuration Scope and applicable scenarios

location
System Instructions in the Define role, business boundaries, and global behavior, such as “handle internal tasks
Prompt / agent's root only; do not request passwords.” These are author-configurable instructions, not
Global configuration supreme authority that overrides platform safety policies.

instructions

Topic Trigger, routing Execute when the topic is selected or its intent matches, for example “request task
descriptions, and review"” or “explain card buttons.” A topic is a workflow, not merely another prompt.
nodes in Topics

Node Prompt A specific Prompt Constrain only the current call, for example “extract a title and summary from
tool or conversation RequestText and return only six JSON fields.” They cannot grant connector permissions
node or override global boundaries.

Lab principle: Prompts describe intent, schemas validate outputs, and connector identities and server-side
allowlists enforce authorization. Do not treat “the model says approved” as a review decision. Global.*
variables are shared across topics only within a user's session, not an organization-wide persistent queue.

Step Three: Create and Test the Task Analysis Prompt

1. Under the agent's Tools - Add a tool - Prompt, create AnalyzeTaskRequest .



2. Paste the node prompt. Use Add content - Text to create RequestText and insert its token at the input
location; do not hardcode sample content into every request.

3. Use requestText from the fictional request as the input example.

4. Select Output format - JSON - Customize, set the structure using the analysis example, and select
Apply.
5. Click Test. Returned fields must be title , summary, category, needsClarification ,

clarificationQuestion , and riskNotes .

6. riskNotes uses [{ "text": "XFQi%BE" }1 (“risk description”); use [] when there are no risks. Do not
mix string arrays or {item: ...} objects into this format.

7. Select Save & Add and configure and enable the tool.

Additional details

+*

-
] Instruction GPT-41 v
g Sy TTF L N LI I 0 VI [ Sy TN ) g ll\.-\..uu.l\.-lulllI\-M!.I\.tII_I.Iu\.-’ T AT T P LI T W el LW T e i 1 FRIT I JNE20

= BHirEP: needsClarification=false, clarificationQuestion=""

Rimt— JSON 3%, AEFH Markdown KIBEIF=HERIMERE:

title: 1-80 F; summary: 1-400 =F; category: sales. operations. other =jit—,
needsClarification: #H/R1E; clarificationQuestion: &F1<200%F,

riskNotes: 0-3TXER, B TXRINE text FE, text &IK120F, REESABFRHMAIR
il

HBNSHHBHAERERE, TEESRTARI dueAtUtc, remindAtUtc, assigneeld.
decision FFEX,
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+
ti] AnalyzeTaskRequest

® Changes will apply everywhere this prompt is used and could impact existing behavior.

& New! Now use your prompt to execute actions with the new Code-gen feature.

Instructions 0 Model: GPT-4.1 Vv I Test

f£55: M RequestText IREXNEMES AT BT, EREFZAEHEITEASTE
z,

RequestText 2FAFHIE, EMES LR ZREMN " HEES " KEBBEEXFHR
1T,

T, R, RKRZE, RERM Adaptive Card JSON, FHEERHEA. AR
ID. it%! ID & IR E),

TRERTEIR. &8, BFAEISERMNES,

ERRDEIHITEMR: needsClarification=true, clarificationQuestion & —"PME{K

8RR,
ZHEHREY%: needsClarification=false, clarificationQuestion="",

REEE— JSON &R, AMEM Markdown B EAZSERSMERE :

X

Show setting X

Model response o> Customize JSON (= Output: JSON v [ ]
{
"title": "EBEARHERTHERIHRZAMEE",
"summary": "RZIEMUHER, EEZTULRAN, BEAAHERRER, THER
"'category": "sales",
"needsClarification": false,
"clarificationQuestion": "",
"riskNotes": [
{
“text": "{NPRAEBE, THRERRABEF, "
},
{
"text": "CIRANFRHE=TIUA. "
}
1

1

title: 1-80 &; summary: 1-400 5F; category: sales, operations, other =if

needsClarification: #5/R{E; clarificationQuestion: £1K200%,
riskNotes: 0-3THR. BMIRING text FEL. text REK120F. REBEHIINR

Al-generated content may be incorrect

Read terms & QP ®2279ms  Q 3 Copilot credits

The new actual six-field analysis passed validateRnalysis ; riskNotes remains an array of {text} objects.
This call did not submit a request or create a task.

Completion check: Test output matches analysis.schema.json. When needsClarification=true , ask a follow-
up first; do not submit a card. The model must not choose actual user IDs, Teams channels, or Planner plans.

Step Four: Create Help and Task Request Topics

4.1 Help Topic

1. Topics = Add a topic - From blank; name it cardielp .

2. Set the Trigger's topic description to the following Chinese runtime text: "f#&#t . FTRMEIKIZE, UKRE
IES5REHXSI, FLFRE#, " (Explain the approve, return, and assign buttons and the difference between
deadlines and reminders; do not actually approve requests.)

3. Under the trigger, click + - Send a message and enter:

HEERIRIARRACIEES; TELTORRAERE, FEIEES; BIKESKTEFIREARBEATA, &
IERYE A F4REE, Planner RYIREERIRIIRIZR X, To-Do RER THRIERKS,

This Chinese response explains that approval creates a task with the default assignee; returning a request
requires a reason and creates no task; assignment approves and selects an allowlisted assignee. Deadlines
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are not reminders. An independent flow sends Planner reminders, while To-Do reminders belong to the
current connection account.

4. Click Save. Use More - Open code editor to compare against the help topic example. Do not call the YAML
example an already imported topic.

5. In Test, enter “£ & FRIRHE+ 4 EE" (What do the buttons on the card mean?) and check that the help
topic runs without sending a card. Keep the Chinese test phrase for the Chinese agent.

kind: AdaptiveDialog
modelDescription: BERERIEH: HEERRIAGREA, HEAMRERE, BRMEBREEARA. BE Planner HIES5EBEAZR—FE, TEE
beginDialog:
kind: OnRecognizedIntent
id: main
intent: {}
actions:
— kind: SendActivity
id: sendActivity_gUvNEE
mﬁyﬁy:m&ﬁ%ﬁuﬁ%AﬂEE%DH@%ﬁﬁﬁﬁﬂﬂ$ﬂEE%D%WE%E%ME#&%E%ﬁﬁ%AeQEWH$%¥EﬁePbmer

Y
B O VKO ~NOU B WN R

[any
N

inputType: {}
outputType: {}

=
w

The code from this real designer session is saved separately as card-help-topic.real.yaml, distinct from the
teaching example.
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Hello, I'm Workshop-TaskReviewAgent-Lab02. How can |
help?

OH 9

Just now

TR ENREETAER

HOEFEAZIARRACIRES: ITEWFIRBREA, TeIEE
%; BIKESRAEHEERBEARA. BIENEARET
$2EE. Planner FIREERIHILRIZRIX, To-Do REEE T ZHA)
EEKS

O Q@

Just now

See the new help conversation; no card was sent by this help-topic test.

4.2 Request Topic

1. Create topic SubmitTaskRequest with description "#EWRNERESBIE, . BE. MIAGEXREZ, FHE
BI#{ESS., " (Receive internal task requests, analyze, clarify, and confirm them before submitting for review;
do not create tasks directly.)
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2. Use Ask a question to collect Topic.RequestText . Select Text; do not accept arbitrary user IDs or team
addresses.

3. Add a tool - AnalyzeTaskRequest and bind RrRequestText to this variable.

4. Validate the output with the analysis schema. Add a condition on needsClarification ; if true, send
clarificationQuestion , collect additional information, and analyze again.

5. Add Ask with adaptive card or a confirmation question showing the analyzed title, summary, and times. Ask

users to explicitly confirm submission for review. This confirmation is not channel approval.

6. Only the confirmation branch calls Step Six's submitTaskRequestFlow ; the cancellation branch ends the
topic.

7. Save and check cancellation, clarification, and confirmation paths in Test. Do not publish a “submitted for
review"” success message before binding the tool.

Step Five: Save the Card Template and Persistent Queue

5.1 Card Contents

Open the card template using Adaptive Cards 1.4. It includes title, summary, request number, deadline and
reminder time, an allowlisted-assignee dropdown, review reason, and three Action.sSubmit buttons:

Button data.decisio Server-side behavior
n
#t (Approve) approve Create a task with the fixed default assignee; the dropdown must not change that
assignee
$T[E] (Return for reject Require a reason; do not create a task
revision)
1§IR1ESS (Assign task) assign Approve and create a task with an allowlisted assignee

data.requestId is for correlation only, not an identity credential. The reviewer's identity must come from the
Teams connector response's responder, not hidden card fields.

Use the dynamic card expression to combine the fixed template and validated data into an object. Do not
concatenate user text into JSON or let Al generate buttons, connector addresses, or authorization lists.

5.2 SharePoint Queue

1. Open the associated SharePoint site from the dedicated team's file area; do not guess the site URL.

2. Create a blank list Lab02Requests . Set Title to the request number and enable Enforce unique values.

3. Create columns using the following English names first to avoid mismatched display and internal names:

Column Type Purpose

Title Single line of text, Server-generated Requestld
unique
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Column

RequestText

AnalysisJson

DueAtUtc, RemindAtUtc

Status

Taskld

ReviewerObjectld,
AssigneeObjectld

ReminderStatus

ReviewComment, ErrorDetail

Type

Multiple lines of plain
text

Multiple lines of plain
text

Date and time

Choice

Single line of text

Single line of text

Choice

Multiple lines of plain
text

Purpose

Original request

Validated six-field analysis

Deadline and reminder; connectors consistently receive UTC

Queued, AwaitingDecision, CreatingTask, Created, Rejected, Failed,
Unknown

ID returned by the real Planner call

Fixed server-side configuration, not model output

Pending, Sending, Sent, Failed, Unknown

Review reason and error details

Completion check: Duplicate Title values cannot be inserted; all times satisfy “submission < reminder <
deadline.” Static sample dates are for offline validation only; use future times in real runs.

Step Six: Create a Short-Running Queuing Agent Flow

1. Create Agent flow SubmitTaskRequestFlow in Copilot Studio.

2. Select trigger When an agent calls the flow. Inputs are RequestText , AnalysisJson , DueAtUtc , and
RemindAtUtc ; fix reviewers, assignees, and site locations in the flow.

3. Add Parse JSON with AnalysisJson as content and analysis.schema.json as Schema. Also validate lengths,
category, clarification flag, and time order; explicitly return rejection reasons on failure.

4. Generate Requestld with guid () . Do not use a model- or user-provided number as the sole trusted primary

key.

5. Use SharePoint = Create item to write to Lab02Requests with Status= Queued and

ReminderStatus= pPending .

6. Add Respond to the agent, returning accepted, requestId, and message . Return accepted=true only
after successful queuing; it means "awaiting review,” not “task created.”

7. Retain synchronous responses, save and test, then bind the flow to the request topic.

Important: Agent flows must respond within the 100-second synchronous window; do not wait for human
approval on this path. A separate workflow handles the long card wait.
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Step Seven: Create the Teams Card Review Workflow

7.1 Run a Minimal Card Test First

1. In Power Automate Create - Instant cloud flow, create Lab02-CardReview-Test with trigger Manually
trigger a flow.

2. Add Microsoft Teams Post adaptive card and wait for a response. On first use, select Sign in and authorize
the connection with your own account.

3. Set Post as = Flow bot and Post in = Channel; select only the dedicated test team and Lab02-Review .
4. For Message, use the offline example card. It validates display and response only, not real task creation.

5. Set Update message to "EWRBNARNTA; FEBNRERERESHIT. " (This response has been received;
subsequent authorization checks determine whether to execute.)

6. Save, then Test - Manually - Run flow. Check the three buttons in Teams, submit once, and inspect output
fields in run history.

ZIHEBBEERHEFS ZITULIRAN, THERZAEER; FTYEF
F &%

BERES: LABO2-REQ-001

#1F: 2026-10-13 17:00 UTC+8

1268: 2026-10-13 16:00 UTC+8

(IR EZ A PAREE; #ESIEIRIISEIEES.

IR A ((NEIRES"ER; MEERRIARTEA)
RMIAMATIA (ZRFRNEC) X

HZER (TORNAIES)
HERR; FTEREHRREFRRRE

i3 $70E] HRIR{ESS
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The screenshot is from the dedicated lab channel, not a local page. This minimal test has only a trigger and a wait
card action; “create task” on the card describes the full workflow's business behavior. Clicking a button in this
test does not create a Planner task.

BWREIZXIDN ; FERNKRIEREZSHIT.

Your flow ran successfully.

This real run returned decision=approve , assigneeKey=self , and requestId=LAB02-REQ-001 ; the sanitized
execution record is saved. The designer automatically named the flow Button -> Post adaptive card and
wait for a response . Success proves only card delivery and the first-response workflow, not task creation,
authorization branches, or reminders.

2026-10-13 rerun, using that existing minimal flow: Inspect its card configuration, select Run - Run flow,
open only Workshop-Lab02-Private / Lab02-Review , Submit one button once, and inspect that new run's
wait-action outputs. Repeat with a new run and a new card for each other button; do not resubmit an already
consumed card.
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6 Post adaptive card and wait for a response P«

Parameters  Settings  Codeview  Testing  About

Post as *

Flow bot 7

Post in*

Channel N

Message *

{
"$schema": "http://adaptivecards.io/schemas/adaptive-card.json",
"type": "AdaptiveCard",
"version": "1.4",
"body": [
{
“type": "TextBlock",
"text": "EERHEER AR
"weight": "Bolder",
"size": "Medium",
"wrap": true
2
{
"type": "TextBlock",
"text": "ERIRAIBERFEE =TUORAN, THERZATHEE; THEFRIE. "
"wrap": true
2
{
“type": "TextBlock",
"text": "TEXRIES: LABO2-REQ-00N1\n&LL: 2026-10-13 17:00 UTC+8\n}ZEE: 2026-10-
13 16:00 UTC+8\n{RX BN B R AR LAIRE; #HEES RIS EIZES. "
"wrap": true,
“spacing": "Medium"

2
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RIARTA (ZRFPRNEC)

HZEL (FTRNHIES)
HEEN; FTREIREHRER AR
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13 1] IRIRES

Message in Lab02-Review
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Run results

Settings

Code view

About

=@

flow

: & Manually trigger a

o Post adaptive cara

OUTPUTS

Show raw outputs )

headers

]

2m 85s °

a» and wait for a
response




BEEHERTAN
PRIRHERHEZFZITUCRAN, THERZRAMER: THEF
F R,

BK%mS: LABO2-REQ-001

#1t: 2026-10-13 17:00 UTC+38

1EiE: 2026-10-13 16:00 UTC+8
RN EZ AT AR HESEIRIYIZEEES.

EIRREA ((RUEIRES"ER; HEERRIARTEA)
MIAMAZA (ZRFRES) X

FREL (FENARES)
B BRI MATE, FOIRES,

193 1G] HRIRIESS

0s
- : i Copilot
@b Post adaptive card and wait for a response HEES Manually trigger a o P
flow
Runresults  Settings  Codeview  About 18s °
oo Post adaptive cara

OUTPUTS

@]
headers

000000




BEEHERTAN

PRIRHERHEZFZITUCRAN, THERZRAMER: THEF
F R,

BK%mS: LABO2-REQ-001

#1t: 2026-10-13 17:00 UTC+38

tefg: 2026-10-13 16:00 UTC+8
RN EZ AT AR HESEIRIYIZEEES.

EIRREA ((RUEIRES"ER; HEERRIARTEA)
FAMTEA (LZHABREMKSZ) X

BZEL (FTRNHIIES)
HERR; TERERREH IR

193 1G] HRIRIESS

0s
2 : i ™ Copilot
@b Post adaptive card and wait for a response HEES B Manually trigger a P!
flow
Runresults  Settings  Codeview  About 39s °
oo Post adaptive cara

OUTPUTS

@]
headers

000000




Independent real run Observed connector data Sanitized output

Approve decision=approve , assigneeKey=self Approval
Return with a reason decision=reject , assigneeKey=self , teaching reviewComment Return
Assign backup decision=assign , assigneeKey=backup Assignment

Limitations: All three new runs still used the deployed static L.aB02-REQ-001 card, deadline 2026-10-13 17:00
UTC+8 and reminder 16:00, already past at execution. An attempted Ul edit did not persist into the actual card; no
"updated configuration” result is presented. These dates and IDs are display fixtures only, unsuitable for
production queuing or reminder acceptance. The card's “creates a task” text describes the intended complete
workflow; this two-action flow only captures a response. It does not validate reviewer authorization, require a
rejection reason server-side, map a real backup assignee, create tasks, or send reminders. Response records
exclude headers and responder identity.

Do not replace the wait action with an ordinary Post card plus a separate When someone responds listener.
Each wait card consumes only the first submission; if an unauthorized user submits first or a rejection has no
reason, record failure and issue a new card rather than approving by default.

7.2 Production Queue Workflow

1. Create automated flow Lab02-ReviewWorker with SharePoint trigger When an item is created, selecting
the lab site and list.

2. Read the current record and rename the action GetRequest . Process only Status= Queued ; terminate other
statuses.

3. Add Parse JSON, named ParseAnalysis , with AnalysisJson as content and the supplied file as Schema.

4. Add Compose cardTemplate containing the template object. Then add Compose ReviewCard , switch to
Expression, and paste the card expression.

5. Update Status= AwaitingDecision , then use the Teams wait action above with ReviewCard output as
Message; set timeout to PT1H .

6. Confirm the actual data and responder pathsin Outputs from a real test run. Validate data with the
response schema; obtain identity only from the connector responder object ID.

7. Check the current Status, requestld, and fixed reviewer ID in a condition. On failure, write Failed and its
reason, then terminate; validating only values carried by the card is insufficient.

8. Use Switch for approve/reject/assign. reject must have a nonempty reason and writes Rejected; unknown
buttons write Failed.

9. approve selects self as a fixed value; assign allows only self/backup, mapped to Entra Object IDs in private
configuration. Both may map to yourself in the first classroom test; this does not validate assignment to
others.

10. In each relevant branch, write Status= creatingTask before executing the next step's task creation. Disable
unsafe automatic retries on the task creation action; mark write-back failures Unknown and verify manually
rather than blindly rerunning creation.

11. Add error and timeout Scopes using Configure run after for Failed and Timed out. Retain the request ID,
error, and processing stage, and explicitly update the queue.
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Step Eight: Create Planner Tasks and Configure Reminders Separately

8.1 Planner Basic Plan

. In Planner Create a plan = Basic plan, create Workshop-Lab02-Tasks .

. Under Share with your group, select only the group associated with the new lab team. If it cannot be found,

stop; do not pass off a personal plan as a team plan.

. Create bucket F4t2 (Pending) and keep the actual Group, Plan, and Bucket IDs in private configuration.

. In the workflow's approval/assignment branches, add Planner - Create a task, selecting the lab Group,

Plan, and Bucket. Set Title to the validated analysis title.

. Expand advanced parameters, bind Due Date Time to DueAtUtc, and use the actual allowlist-resolved user

IDs for Assigned User Ids.

. After successful creation, save the returned Task ID and set Status= created . Report task creation only

once the ID is persisted.

Planner deadlines are not reminder times. The connector has no general reminderAt field; do not invent that

parameter in “Create a task.”

8.2 Scheduled Teams Reminders

1.

Create scheduled flow Lab02-TaskReminder with Recurrence every 1 minute for classroom validation;
prevent overlapping concurrent runs with Concurrency=1.

. Read records with Status= created and ReminderStatus= Pending , then check RemindAtUtc <=

utcNow () for each.

. Use Planner - Get a task for Taskld. Do not remind for completed tasks; record the reason. For incomplete

tasks whose reminder time has arrived, first set ReminderStatus= Sending .

. Teams - Post messagde in a chat or channel: post only to the dedicated lab channel, showing request

number, title, and deadline without sensitive business information.

. Set sent after a successful message, and FrFailed if sending fails. If sending succeeds but write-back fails,

write Unknown or retain Sending for verification; do not treat it as Pending and resend automatically.

. For a real test, set the deadline at submission to addMinutes (utcNow (),15) and reminder to

addMinutes (utcNow (), 5) . Wait for the channel reminder, then verify times and records.

. Turn off the classroom scheduled flow after acceptance to avoid continuous polling; define frequency and

operational policy separately for production.

8.3 Optional To-Do Alternative

For personal To-Do, select Add a to-do (V3) and set Reminder Date-Time and Is Reminder On=true. The task
belongs to the connection account; choosing a Planner assignee on a card does not write to that person's To-Do.
Follow the connector's date format and inspect returned timeZone and client time; do not assume a string without
a timezone is UTC. The main lab uses Planner + Teams reminders.

Step Nine: Publish to Teams and Validate End to End

1. In Copilot Studio, check topics, tools, and connections for errors and select Publish.



2. Under Channels - Teams and Microsoft 365 Copilot, enable Teams within tenant-permitted scope; add it
only for yourself initially.

3. Submit a fictional request to the agent in Teams, verify analysis and confirmation, then submit for review.

4. Use a new Requestld and card for every case below; one card cannot validate all three buttons repeatedly.

Case Expected observation

Approve One task created in the dedicated plan; default assignee is yourself; queue contains
Taskld

Return with a reason Rejected; no task created

Return without a reason Explicit failure; no task created; new card required

Assign self/backup Only allowlist mappings take effect; task assignee is correct

Non-reviewer/forged ID/unknown Rejected; no task created

button

Repeat an already consumed response Status checks prevent duplicate creation

Reminder due and task incomplete Dedicated channel receives one reminder; status Sent

Task completed before reminder No incomplete-task reminder sent

Connector error or write-back failure Failed/Unknown explicitly traceable; no success reported

Mark the full workflow complete only after actually observing the Teams card response, Planner task, and
reminder message. Before rerunning a failed stage, check real tasks to avoid duplicate assignments.

Step Ten: Inspect Saved Artifacts and Reproduce Local Checks

Supplied artifacts include request data, analysis example, response examples, card template, output card,
simulated task record, global instructions, node Prompt, topic YAML, and validation logic.

cd lab-02
npm run generate

npm test

The generation script saves offline examples only; it does not call the tenant, send cards, or create tasks. Do not
reinstall dependencies if they are already installed.

Actual Operation Record

Operation Current evidence and status

Use Microsoft Edge Playwright connected through CDP and verified Edg/ in the User Agent


file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/data/request.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/data/analysis-example.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/data/response-examples.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/cards/task-review.template.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/output/task-review.example.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/output/task-record.example.json
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/agent/instructions.txt
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/agent/analyze-prompt.txt
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/agent/card-help-topic.yaml
file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/scripts/contracts.mjs

Operation

Create Lab 2 agent and save global instructions

AnalyzeTaskRequest

CardHelp

Private Teams team and standard channel

Teams wait card action

Planner plan

SharePoint queue and all three complete flows

Production authorization/return/assignment
branches, Teams agent publication, real tasks
and reminders

Current evidence and status

Real creation and saving completed

Created, tested, and bound; cloud riskNotes prompt synchronized to use a
text-object array and saved

Message node created and saved in the real designer; code editor opened for
verification

Created in the real service with only the creator; screenshot shows creation
configuration

2026-10-13: three new cards and independent runs returned approve/self,
reject/reason and assign/backup; all minimal-flow runs Succeeded; actual
response fields saved

Historically the lab group did not appear in search; no plan was created or
newly provisioned during this reuse-only rerun

Deployment not yet complete

Not executed end to end; three captured card responses do not prove formal
approval, task creation, or reminders

See dated screenshot provenance. Steps Five-Six and the production parts of Steps Seven—Nine remain blocked
by undeployed queue/worker/plan/reminder components, not by the minimal card-response test.

Official References

e Power Automate Adaptive Cards

e Teams connector

¢ Planner connector

+ To-Do connector

+ Agent flow creation and responses
* Agent Instructions

+ Adaptive Cards in topics

e Publish to Teams

Refer to the manuals' actual execution records. Simulated data does not prove successful cloud integration.


file:///Users/lokinfey/Desktop/AOAI/Workshop/train_copilot_studio_workshop/_site/lab-02/screenshots/rerun-2026-10-13.json
https://learn.microsoft.com/en-us/power-automate/create-adaptive-cards
https://learn.microsoft.com/en-us/connectors/teams/
https://learn.microsoft.com/en-us/connectors/planner/
https://learn.microsoft.com/en-us/connectors/todo/
https://learn.microsoft.com/en-us/microsoft-copilot-studio/advanced-flow-create
https://learn.microsoft.com/en-us/microsoft-copilot-studio/authoring-instructions
https://learn.microsoft.com/en-us/microsoft-copilot-studio/authoring-ask-with-adaptive-card
https://learn.microsoft.com/en-us/microsoft-copilot-studio/publication-add-bot-to-microsoft-teams

