
Setting Up a FSA Handbook Agent 

1. In Teams click CoPilot 
2. Click Create Agent on the right. 

 
3. Give your agent a name and description 
4. Give your agent clear instructions. 

 
5. Provide it with the FSA Handbook URL: https://fsapartners.ed.gov/knowledge-center/fsa-

handbook/ 
a. Note: If you use an aid year specific URL you will need to remember to provide your agent 

with a new URL annually. 



 
6. Allow your agent to create documents and images for you.  

 

 



To use your agent: 

In the CoPilot app in Teams. Click on your agent and ask your question! Make sure you review the 
response for accuracy.  

 

Examples: 



 



 



 


