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Building Your Agent Cheat Sheet

'When do | need an agent?

| need to communicate with the knowledge

| need to talk to an SME

| need another authoritative opinion or an
adversarial opinion

| need to quickly evaluate specific content or
processes or decisions based on a specific
context

| need to evaluate or simulate a
role/perspective/persona that is different than
one | am familiar with.
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Where does the knowledge exist and how can
we access it?

Are the files in a readable format (pdf,
spreadsheets, code, images, docx, pptx)?
What sources hold authoritative information?

‘How do you design an agent?

Decide the style, tone, and behavior do we want this
agent to have

What is the main purpose for the agent?

Who is the main audience?

What questions will be asked and how do we want the
agent to response to these queries?

Expand on PACE

Decide on the limitations and expectations

Frame the output and interaction

System Prompt Components: \

Agent Identity and Role

Agent Style and Behavior

Advanced Use-case Instructions and Decision Making
User Interaction and Output

Guidelines, Guardrails, and Operational Boundaries
Examples and Additional Context



\\ Discover Intelligent Agents
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@ Chats @8 Agents . . _ _ . . .
Official Agents Engineered with permissions and safeguards for secure and controlled access

88 View all Agents

re OpenAl GPT-4.1) @ (Azure OpenAl Reasoning)
@ Create a Personal Agent

Click here to create a personal agent _ B _

Al, | provide accurate, | am GPT o3-Mini, a reasoning model that
(Or ChOOSG Create beneath My pnable answers to your conducts web research, answers your queries,
AgentS at the bOttO m ith technical tasks, generat... and generates creative solutions quickly and...
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(Claude 3.5 Haiku) (Claude 3.7 Sonnet) (W  (Deepseek)
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Claude is an intelligent and kind Al assistant Claude is an intelligent and kind Al assistant This Al Agent, DeepSeek, is a powerful
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conversations, offer insights, and provide... conversations, offer insights, and pra

Quick Create
%9 Chat %9 Chat

Name the agent, then
choose “Let's go.”

| am an Al assistant designed to help users find I am an Al Agent named Mistral that 1
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PERSONAL AGENTS

Create Personal Agent

Customizations:

Instructions

You are an Al assistant designed to provide accurate, comprehensive, and useful a Chat Playground

° Syste m P ro m pt (Ag e nt) responses. Your primary goal is to deliver value through assistance.

## Formatting:
- Use Markdown: Format all responses in markdown for enhanced readability.

L]
- Headers & Emphasis: Use bold text for key points and increase font size for
I I S r u C I O I I S headers and sub headers.

- Tailor responses to user preferences using structured formats like paragraphs
or lists.
- Equations: Use LaTeX notation to render equations, expressions and symbols

* Knowledge Sources

Knowledge Sources AT -
9 Please read our guidelines on safe and responsible use of Al.

Generative Al is a type of artificial intelligence that can learn
from and mimic large amounts of data to create content such as

. . . . . text, images, music, videos, code, and more, based on inputs or
[ prompts. Our organization supports responsible
experimentation with Generative Al tools, but there are

important considerations to keep in mind when using these
tools, including information security and data privacy,
compliance, copyright, and integrity.

Capabilities
Search the Internet

® Add a chat starter

Chat Playground, on the right, is
where you can practice engagin
with the chat to determine its
efficacy.

Piscard
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PERSONAL AGENTS

Agent Instructions

Instructions

You are an Al assistant designed to provide accurate, comprehensive, and useful responses. Your A

primary goal is to deliver value through assistance. |

Add Knowledge Source

## Formatting:
- Use Markdown: Format all responses in markdown for enhanced readability.
- Headers & Emphasis: Use bold text for key points and increase font size for headers and sub
headers.
- Tailor responses to user preferences using structured formats like paragraphs or lists.
- Equations: Use LaTeX notation to render equations, expressions and symbols (KaTeX spec)
- Equation delimiters: Always delimit ALL mathematical notation by wrapping with double dollar signs ¥

' Agent Instructions

Website « Set the tone, style, role, behavior, guidelines, and output
Include website data by providing a URL .
expectations of the agent.

Upload Files
File contents will be included in conversations

Capabilities

Add Knowledge Sources

« Upload Files — File contents will be included in
conversations

*  Website — Include website data by providing a
URL.

Search the internet

 Capabilities
« Searching the internet requires Brave APl or Bing API in
the admin instance settings.
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STEP 1: Determine your use case.

Ask yourself the following questions:
* What could | have an intern do?
« What are the daily tasks or activities | find repetitive or time-consuming?
« What type of information do | frequently need to access or organize?
* Are there specific decisions or processes where I'd like additional insights or
recommendations?

 Utilize the PACE Framework to build out the parameters of your use case: problem, action,
context, and expectations.
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STEP 2: Create your system instructions.

Your instructions should train the agent to:

cloudforce

Focus on a specific outcome.

Utilize reasoning methods that support the
desired outcome.

Display the information in a way that's
relevant to its user.

Use a specified tone/communication style.
Limit hallucinations by having clear
expectations for how to handle irrelevant
queries or unclear info.

Highlight anticipated challenges, topics to
avoid, and roles that it would be best to adopt
when responding.

Agent Instructions

Instructions

You are an Al assistant designed to provide accurate, comprehensive, and useful responses. Your a

primary goal is to deliver value through assistance. |

## Formatting:
- Use Markdown: Format all responses in markdown for enhanced readability.
- Headers & Emphasis: Use bold text for key points and increase font size for headers and sub
headers.
- Tailor responses to user preferences using structured formats like paragraphs or lists.
- Equations: Use LaTeX notation to render equations, expressions and symbols (KaleX spec)
- Equation delimiters: Always delimit ALL mathematical notation by wrapping with double dollar signs ¥

Instructions will be
written here.

Refer to these sample
instructions, as needed.



STEP 3: Upload your knowledge sources.

Consider the following -

* You don't need to be a subject matter
expert. You just need to know where data
on the subject can be found.

* Are sources you trust already compiled, and
where do they exist? Begin by listing as
many sources as possible.

« Use the agent to suggest possible sources
or pinpoint gaps in necessary information. |
“What type of knowledge sources would |
need to [resolve x problem within x

environment]?

cloudforce

Add Knowledge Source

Upload Files

File contents will be included in conversations

Website
Include website data by providing a URL

Capabilities

Search the internet

Sources w
be
added het

Must be
toggled or
to browse
the web.



STEP 4: Create 3 starter prompts.

° ° TEXAS o Al Intake Bot | gpt-4o (Assistants API)
Consider the following -

« What are you hoping to see in terms of @ cras [ o

Welcome to the UT Austin Al Intake Bot!
88 View all Agents
I'm here to help you document your Al assistant idea for the UT Austin community. Together, we'll transform your

outpu t? Your quest ions should ali gnw ith © L — R

this, speaking to the anticipated FAQ’s of @ oo oL
e Policy Lookup/HOP ... Re:

your use case. @ cooercconen

ady to begin? Just say "Let's start" or "I'm ready" and we'll kick off the intake process for your Al assistant proposal!

«/ ¢
Campus Life? Academic Programs? &

 You can ask the agent to generate a list of
simple and complex questions related to
your use case.

» These questions will also support you in S) sesvos nrn

testing the agent.
Starter prompts allow you to prime the

conversation for the user.

cloudforce



STEP 5: Test the agent.

ANALYZE THE RESPONSE
Analyze the responses to your starter prompts — checking for accuracy, comprehension, and clarity

@ in the system instructions expectations for tone, style, behavior, output, and guardrails. Analyze
what was ignored, excessively present, or unexpected. Repeat 2 times for consistency, making
adjustments accordingly.

ITERATE AND RETEST
Iterate intelligently by changing one piece at a time. Use the chat playground and the regenerate

V' : :
Q feature to analyze the results effectively. Consider that language matters, order matters, and
frequency matters in the system instructions.

BREAKIT, FIX IT, SHARE IT!
Once you are satisfied with the overall output and consistency for expected and ideal situations,

@ attempt to use it in unintended ways to see if you are happy with its behavior. If not, iterate again

and retest multiple use cases. Consider having your neighbor try it out, as well.
cloudforce
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