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HEE #85
You need to improve prompt-grounding during a Microsoft 365 Copilot conversation. What is the best approach to achieve the
goal? More than one answer choice may achieve the goal. Select the BEST answer.

A. Provide the desired output format.
B. Use shorter prompts.

C. Reference specific files.

D. Avoid technical jargon.

HE: C

MY

To significantly improve prompt-grounding and accuracy during a Microsoft 365 Copilot conversation, you should explicitly
reference specific files, folders, or emails. While Copilot automatically attempts to ground responses in your Microsoft Graph data,
guiding it to precise, authorized sources reduces the risk of generating "ungrounded" (hallucinated) content.

Here are the best practices for referencing files to ground your Copilot prompts:

Methods for Referencing Files

Use the Forward Slash (/): Typing a forward slash (/) followed by the file name in the Copilot chat box is the primary way to bring
up a list of relevant, recently used files.

Use the Attachment Icon: Click the attachment icon to browse your OneDrive or SharePoint for specific documents, spreadsheets,
or presentations.

Explicit Naming: Use clear, descriptive names. For example: "Summarize the findings in

'/ProjectAlpha_Draft.docx™

Copy/Paste Links: If a file does not appear in the suggestions, open the file in SharePont or OneDrive, copy the link, and paste it
directly into the prompt.

Reference:

httpss//www.datastudios.org/post/microsoft-copilot-prompting-techniques-structure-grounding- and-workflow-optimisation

EE #86

You have an open Microsoft 365 Copilot conversation.

You need to chat with an agent named Agent1 during the conversation.
‘What should you enter to call Agent1?

A. [Agentl]
B. #Agent1
C. @Agent]
D. /Agentl

HE. C

ME:

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.

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

@Agent] .

AR #87
For each of the following statements, select Yes if the statement is true. Otherwise, select No. NOTE: Each correct selection is
worth one point.



ANSWET Aréa

T

Statements - Yes No

You can chat with the Analyst agent from within an existing Micioseft 365 Copilot
conversation

You can chat with the Researcher agent from within an existing Microsoft 365 Copilot
conversation.

You can chat with multiple agents concurrenthy-within an existing Microsoft 365 Copilot
conversation.

(1=

Y.
Answer Area

Statements No

You can chat with the Analyst agent from within an existing Microsoft 365 Copilot
conversation,

You can chat with the Researcher agent from within-an existing Microsoft 365 Copilot
conversation.

] O @3

You can chatwith-muiltiple dgents generrentiyyvithify an existing Microsoft 365 Copilot
conversation, L T A

HE #88

You use Microsoft 365 Copilot.

You discover that you had a conversation that used a knowledge source that contains confidential mformation.

Youneed to delete the conversation data without requiring administrative approval. You must retain your other conversations, if
possible.

‘What should you use?

A. the Microsoft Purview conpliance portal

B. the My Account portal in Microsoft 365 Copilot
C. the Microsoft 365 admin center

D. the Microsoft 365 Copilot app

He: B

M.

Without administrator permissions, you can delete Microsoft 365 Copilot chat data containing confidential information through the
My Account portal (myaccount.microsoft.com).

Steps to delete the data:

1. Signin to the My Account portal with your work or school account.

2. Navigate to Settings & Privacy > Privacy > Data options.

3. Open the Copilot activity history section.

4. Select Delete history, check the box for Microsoft 365 Copilot, and click Delete.
Reference:

https://support.microsoft.com/en-us/office/delete-your-microsoft- 36 5-copilot-activity- history-
76de8afa-5eaf43b0-bda8-0076d6e0390f

EE #89
You plan to use a notebook in Microsoft 365 Copilot.
What is the purpose of a notebook?

e A. to provide a private location that can be used to organize reference materials across related conversations
e B. to generate a summary of all the interactions you had with Copilot during a specific conversation
e (. to create a transcript of a conversation that you can easily email to other users

HE: A



Y.

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

In Microsoft 365 Copilot, a notebook is a workspace intended to organize and ground related Copilot work.

Microsoft guidance describes notebooks as a way to bring together multiple conversations and keep them aligned to the same set of
reference materials-such as documents, notes, links, or other resources-so you don't have to repeatedly attach or restate the same
context. This improves consistency and prompt-grounding across a set of related tasks (for example, managing a project, developing
a proposal, or maintaining a recurring report).

Option B correctly captures this purpose: a notebook provides a private, organized location where reference materials can be
curated and reused across related Copilot conversations.

Option A is incorrect because notebooks are not primarily designed to generate email-ready transcripts of conversations. Option C
is incorrect because generating a summary of interactions is a conversation-level function; notebooks are broader organizational
containers for materials and related workstreans, not a

"summary generator” of a single chat thread.

Therefore, the purpose of a notebook is to organize reference materials across related conversations.
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