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Transcript:  
 We've got a great session for you today for chat, GPD 1 0 2. Most of the content is from. Open AI and we are going to cover off notifications and tasks, deep research Canvas projects, GPT, and connectors. So six really powerful tools. In the first five of them, we will have break points where we'll have you pause the screen and then.
Do whatever you've just learned about. If you've learned about notification tasks, you'll set up a notification or a task so that you have mastery of this. If you already , know this and are familiar with it, then you probably can even skip to the next set of training, but it may be good for reinforcement.
There's some really great content ahead for you. Let's dive in.
I wanna show you something that can help keep chat GPT working for you automatically. And that's tasks going to my screen over here. On either the bottom left or the upper right hand side, you'll see this button, and then you can go ahead and click settings. Under settings, you can go to notifications, and then you can see over here to choose how you're alerted when a task runs.
You can do push notifications and email alerts. You'll also see a manage tasks button. When I click this, it opens up the dedicated task view where you can see your active tasks you can edit them, you can pause them, delete, and even click schedules to view anything that you've got set up. When you can see the pencil icon, you can make adjustments when a task runs.
It'll show up as a new conversation in your chat history. In the sidebar on the left, you can open it, you can review the output, and you can keep that conversation going. Now let's go ahead and create some tasks together in Chat GPT.
I last chat, GPT. Can you give me a briefing on HR news each day at 2:00 PM Nice. Now let's open a new chat and say.
Send me a new icebreaker idea for the exec meeting that I lead each Friday at 2:00 PM So there we have it. If you notice the last query that we put in actually created a task, and this one did not. Let's go ahead and try make this a task.

This is an example of how you can further prompt ChatGPT when it might not work perfectly. Or as you so intended or hoped in the first attempt, I could have also gone ahead and said, what would I prompt you or should I prompt you in order to generate and schedule a task? And there we've got our task over here.  📍  📍 


I.

    ahead and click on the. Dots over here. You will notice the opportunity to edit, to pause, and to delete.  Click here. You can also go to schedules, and this takes you back to the manage task interface.

So to give you some food for thought on how to leverage tasks, you could use it for things like writing executive summaries to get meeting prep reminders on Thursdays at 4:00 PM for specific competitor analysis every two weeks. Or a fun one that my teammate uses is to get daily workout suggestions based on the local weather.

If you're not sure of different ways to use chat GT's tasks you can ask chat GPT itself for ideas on useful tasks for your role. Now, let's go ahead and explore one of the most powerful tools within chat, GPT. It's one of our first agentic features. It's called Deep Research. Deep research is built for tackling complex multi-step questions.

It doesn't just search the web. It plans your research. It pulls from multiple sources. It analyzes massive amounts of texts, images, and PDFs, and it pivots as needed in reaction to the information that it encounters in just minutes. This is perfect for where you'd normally spend hours reading or summarizing or cross-referencing, like competitive analysis industry trends, best practice reviews, or policy deep dives.

Also a tip to keep in mind. The structure of your output can vary depending on your prompt. If you want a specific layout, like a table or bullet points or sectioned report, you can note that upfront in your request. Let's go ahead and kick off a deep research run together so you can see it in action.

I've already gone ahead and clicked new chat. I will now click the plus icon here and choose deep research. Alternatively, I could do backslash and type deep research or deep or research, press enter and then we've got it enabled. I'll go ahead and use a role agnostic prompt. It's one that I would say is relevant to almost any business.

To research the top five emerging workplace trends expected to shape business over the next three years. For each trend, I'm asking to include a clear one sentence description, an example of a company embracing it, and any measurable outcomes or early results. I've even asked for a specific format, an output with a table asking for trends, descriptions, examples, and outcomes.

As soon as I've run this deep research starts thinking through it. And you can see it's asked me clarifying questions to make sure that it heads in the right direction. The questions I got were, could you please clarify whether you're interested in global trends or specific to a region, and do you want trends across all industries or focus on a particular sector?

For the sake of this example, I'll write back, use your best judgment

and now it's off. It'll execute step by step. It'll pull sources, extract facts, and build the output. This can take anywhere from a few minutes to a half hour and you don't have to necessarily request the type of output that you want but the more granular and specific with you are with your prompts, the better likelihood you have of getting an output that you'd prefer.

And as you can see here with deep research, it'll always ask you clarifying questions. If it doesn't ask you clarifying questions. That likely means that you don't have deep research enabled. So again, you can do the backslash or leverage d plus icon here. So I actually ran the same prompt earlier so I could show you the final result.

I'll open up my sidebar. I'll find the chat over here. By the way, you can run multiple chats at once and we can take a look at the finished report. You'll also notice there's a slight differentiation with the questions it's asked me here, and that's because chat GPT is non-deterministic. So in this case, deep research completed 94 searches in five minutes.

Throughout the report, you will notice we've got inline citations here. And you can see that at the bottom you've also got sources. So with sources you can see every source that deep research encountered during the run. And also by going to activity you can also see the notes and the reasoning that it recorded while reviewing each source.

So that goes back to seeing the way that deep research reacts when it encounters different information. Then a pro tip is clicking this icon at the top. You can go ahead and share the link within your workspace or you can even download it as a PDF or as a Word doc. This can make it easy for you to share with your team to add it directly or to drop content directly into a presentation or a document.

And also depending on your organization settings you may also have access to use connectors in deep research as well. And you can see which connectors that you have in your settings and that your organization has enabled for you. I'll go ahead and show that later. You also just generally have the ability to add photos and files from your computer here within ChatGPT, and then depending on the connectors that you've got set up potentially from other sources as well.

And as you can see over here, this is that view that I was referring to using connectors with deep research. You can see I've enabled deep research and also have access to a variety of sources depending on if and what connectors you have access to.

So let's go ahead and switch gears from gathering information to shaping it into something polished and shareable.   📍  📍 





Okay, this is your second pause point, and we want you to hit pause and do your own deep research. This could be something that's interesting to your business. Some of the examples OpenAI gave are very business relevant, or it can be a personal interest, like maybe a vacation spot you'd like to research or a  historical event.

Pick your poison. You can do anything that you want. The key thing is to get your hands on using deep research and seeing the way in which it asks you clarifying questions that you approve it. It will take several minutes to run, so you can go ahead and come back to this video and look at the deep research later on.

Or you can wait the five minutes that usually will take to run your deep research.

Now  let's shift from research over to writing and we can explore canvas.

Canvas is a collaborative editing space where you and chat gt can co-create content in real time. It's amazing for writing, it's amazing for coding. And for today, I'll focus on writing. You can think about using Canvas for announcements for reports, for proposals, for recaps, emails and strategy docs.

All with chat GPT right there as your co-editor. And there's no copy and pasting. There's no need to jump between tabs. You've got a focused workspace where you can draft or you can edit and you can refine together. Let me go ahead and show you what that looks like. Let's generate something that we can use now as our starting point.

Again, you can open canvas by clicking the icon here and selecting canvas or by typing back slash canvas. directly into the chat, here's a prompt that we'll use for the demo.

Write an internal announcement, inviting employees to participate in a quarterly innovation day where teams can pitch and prototype new ideas. Include a short and engaging headline, explain the purpose of the event outline three ways employees can participate and close with a friendly, motivating sign up messages.

This kind of prompt, by the way, is great because it's giving you an example of creating multiple sections of content which I think is perfect for showing how Canvas can help refine rewrite and format things quickly. Once it's opened in Canvas, as you can see here, it's created multiple sections of content.

And most importantly, you've got the chat interaction panel on the left, and then you've got the document here on the right. You're now in a dedicated space for editing and collaboration. Let's go ahead and try some inline edits together subjects spark your creativity, join our quarterly innovation day.

Let's go ahead and actually change that to monthly. I actually want exclamations after all of these can edit. I don't wanna say quarterly here. I don't really love this idea. Let's pretend I have some spelling errors in here so I can show you an example.

I wanna also show you that you can actually edit in line within ChatGPT, but also ask Chat GPT to edit for you. You can do this within Chat GPT itself, not just canvas. I've highlighted something here.

I want to ask chat GPT, give me more ideas and be more creative.

As you can see, chat CPT is instantly updating the section. You can use that feature of Ask Chat GPT to rephrase the sentence explain something in simpler terms or to brainstorm alternatives.  You can see our deep research query has done that. We ran the first time to the bottom right hand quarter here, and these are the tools that you've got access to in Canvas.

You can see here we've got suggest edits. We've got the ability to adjust the length to go shorter, to go longer. You've got the ability to adjust the reading level from kindergarten to graduate school. You've got the ability to add a final polish, and you've also got the ability to add emojis. 'Cause the errors that we've got in here and just generally a pro tip, let's go ahead and do at final polish.

This will go ahead and refine the entire document. But you can see here it actually just refined the ways to participate. But over here we do have some errors that we've got in the bottom that weren't caught within the final polish. A couple ideas here that we could try. I went ahead and clicked.

Final polish again. And there we go. We've got it to refine the entire document. This is a reminder to be iterative with your usage of chat GPT. It's now fixed the spelling mistakes that we've got and it's given us a final version of the document. This is a great step and tool to leverage before sharing, I'm a huge fan of Canvas and I'd encourage you to explore it as well as all the capabilities that it offers. 



Okay, this is your third pause point, and here we're going to use Canvas, I'm going to go ahead and paste an email that we are gonna send out for the Claritas members related to our own AI belt training. And go ahead and click here, and you should do something similar.

Easiest thing to do is grab an email that you have to send out to your team or something that you wanna work on where editing matters. Maybe it's a white paper. Canvas is great for that type of thing. Click edit. This one I just click the edit button. That's the key to get into this canvas mode. You can, make this a bit larger part of the screen if you want.

And if I say maybe 150 entries here, you can begin to do edits right there. There were. Okay, just over a hundred. So we won't change that number, but you can see how you can go play around and make, and it's right there. Give it a try. And one of the things you want you to do is click on here and change the length - go ahead and change the length and see how it makes it, consolidates it, what that does for you. And play around for maybe a couple of minutes there. Try each of the different features, try shifting it to kindergarten level writing versus graduate degree writing, just so you get a feel for what Canvas can do for you in writing.

It truly is a powerhouse tool in the overall kit. And then come on back to the video and we'll hand it back to OpenAI.

  All right. Now let's talk about projects which can be found over here. Projects is about keeping your work connected. Projects are like smart folders inside Chat, GPT, they go ahead and group related chats files and instructions so you don't lose context even when you're switching between tasks or picking something up a few days later.

So every chat in a project will actually share the same background knowledge, so you don't have to re-upload files or restate your goals. This can mean less repetition and ultimately more momentum. Let me show you how to set one up on the left sidebar. I'll go ahead and have clicked create new project for the project name.

I will put in Q3 Marketing plan. Go ahead and click create. And there we have our new project workspace, which now appears in your left sidebar. In this project we can add files and we can also add instructions, so all the chats that you have in this project space will appear organized below, and they'll share the same files and the same instructions.

So if you were to start a new chat here next week and ask about your Q3 plan or anything related to this project chat, GPT will already know the context without you having to upload anything new or to repeat anything in your last chats. To give you some examples of when you might wanna use projects.

Here's one. Planning a quarterly marketing campaign. You could also think about organizing research for a particular product launch managing all materials for a specific client account, or even tracking competitive analysis over a period of time.





This is another pause point where you are going to build your own project . Projects can be built one of two ways. One is you can just have a chat, decide that you want to pin it and move it over into a project. Or you can click new project as I'm going do here, and we can give it a name.

Now, in this case, I'm going to do one related to the belt certification program. And this will contain, different information on all the recordings that we've done so far. One of the things that you can do is add files. Now this can be a lot of different types of files.   📍  We're going to go ahead and give it the Excel document that has some of the outline, as well as some of the other, deployment plan.

Transcripts from the various belts and so forth. I'm gonna give it quite a lot of content to start here. So  you can see the ability to take different file types from PDFs to rich text format, to docs to PowerPoint, to Excel. For the most part, these are used with a retrieval augmented generation mode.

Meaning that if the. Instructions or, or question that somebody's asking calls for information in these documents, the AI will be looking through it and potentially pulling out and citing these documents as needed. Now, this is a little bit different than context, which is something that we can use to steer the AI in a much stronger way.

We can click the settings part and we can change some of the way that, we share content. We'll say you are an expert in asynchronous learning and Ifte, Coursera, Udemy, and other leading micro learning systems and create successful training materials and so forth.

So this can be used as context to start a prompt, given the materials, what improvements would you suggest

This would be used in context, but the other thing we can do is we could give that whole instruction if we wanted to as part of the instructions overall that everybody who uses this project would get. 

So the instructions are put up in this three dots up here. You can click add instructions, and we could give it that same prompt that we were giving before. Now that would be used by everybody who uses the. Project. You can also make changes to the file structure by clicking on the file part and adding files, or if you need to edit the project, you can change the name.

And then with the settings, once you've made this setting of memory, again, this, this is important. If you pick the default memory, it will access your memories. I typically suggest clicking project only so that you keep the memories of the project and the instructions we just gave separate from your main memory.



Okay, now it's your turn to press pause and, you know, pick a couple documents that can be as just as easy as one single document.

And in the project part, what we want you to be able to do is to click, on the button to set some of the instructions that the project would use.

All right, now let's go over and to GPTs over here.

These are perfect for repeatable tasks that you wanna get done consistently with the same structure and with the same tone each time, you can create them in just a few minutes without code. I've got one pinned over here called Chat, GPT, use cases for work. This one was built by the OpenAI team.

You've got access to it as well. It's linked in the 1 0 2 resources document. Let's try a quick example so you can see it in action. I'd encourage you to take the prompt from the 1 0 2 Resources document and try it with me. Here it is. I work in blank at blank. So what role and what company, what are five creative ways that I can use chat GPT in my day-to-day work and give me practical examples and ready to use prompts.

Let's run with product at Open ai.

So what's happening here? The GPT is following preloaded instructions that we gave it, including the output structure, the tone and examples from real customer success stories. A GPT is basically your own tailored version of chat GPT. It follows instructions. It knows your workflow, and it gives you consistent results without you having to rewrite your prompt every time.

A few quick examples. For sales, you could create a GPT that helps conduct customer research for engineering, one that helps debug or document code. A finance one could be something that standardizes financial analysis and think of product perhaps a GPT that drafts detailed product roadmap.

Let's go ahead and build one together now. We can go ahead and make a meeting notes summarizer. This is likely useful for many of us, and it lets me show you how to upload a reference file as well. So the GPT learns your preferred style and structure. So I've gone back to GPTs on the left side bar. Depending on your organization settings, you may see the Explore GPTs view here.

In the upper you'll see my GBTs and you'll see Create, you'll notice two tabs when I click on Create. You've got Configure and Create. Configure gives you a full view over the GPT setup. Then create is a guided builder that helps you draft the fields. I'll go ahead with a single master prompt that gives me all the setup fields in one go.

And I encourage you to try this prompt with me or to adjust it with an idea that you have in mind. I'm gonna say over here, I want to create a custom GPT to help me summarize internal meeting notes. Please generate the GPT name, the short and clear description, the detailed instructions for how the GPT should operate and respond.

I also want three to four conversation starters and please suggest knowledge files that I should consider uploading to the GPT.

We have it. We just got everything we need. The name, the description, the instructions, and the few conversation starters, literally here in the configure tab already. We've also got chat, GPT asking if we wanted to generate a profile picture for the GPT, and it's even giving us examples of content and knowledge to upload like past meeting transcripts or internal decision logs or project timelines.

We can go ahead and click create. And when you click create, you'll notice what your organization's shareable settings are and you can share them across your organization and workspace. Let's go ahead and click create here.

Let's go ahead and now view the GPT. Great. Now I wanna show you a test of this GPT with a different file than what we would upload in the GPT. Let's actually go back to the GPT because I wanna show you that you can still configure it by going over here. You can go to edit GPT and I will go ahead and go back to configure and I'll actually upload a knowledge file.

  Alright, now uploaded a file. You'll see it's called product meeting. You've also got the ability to choose capabilities, web search, image generation, generation, turn on code, interpreter, and data analysis. And then you've also got the ability, depending on the way that your workspace is set up potentially to create a new action.

Actions let your GBT call external APIs and access to actions. Again, depends on your workspaces settings. For those with access, cookbook.openai.com has step-by-step guides and templates. So let's go back and update the GPT now that I've put in the knowledge file. Go back to the GPT. By the way, you could click over here and pin your GPT to your sidebar and I will now paste in another documentation.

So notice in the GPT knowledge, I put in product meeting. Now I'm gonna put in a different file. This one is marketing meeting. Let me go ahead and put in a prompt here to summarize these notes. So here we've got our structured meeting notes in the exact format that we requested, and we just built a meeting note summarizer.

And this is just one example. If you go back, we can go quickly, scroll through the output here. If you go back to the GPT that we created, you've noticed that we keep, have instructions that the GPT helped us create. You've also got the ability to edit and customize these instructions as you see fit and as relevant to the output and the task so desired.

All right? So with GPT you can really make them for all kinds of work. You can think of one for HR that answers your policy questions and drafts. Employee communications for product managers. One that generates the first draft of A PRD for people ops at GPT that guides new hires through onboarding or a comms GPT that drafts press releases in your company's voice.

You can even make one for project managers to create weekly status updates or for support to standardize troubleshooting guides. The possibilities here are truly endless. GPTs are your own specialized version of chat GPT for the work that you repeat most often. You set it up once and it follows your tone from then on as well as your structure and your process each time.

When you think about the tasks that you repeat daily or weekly, think of those as potentially perfect candidates for A GPT. I'd encourage you to build one if you haven't already, and to share it with your team.



Okay, this is the final pause point in this training video. To get to GPTs, you should find the section of GPT. You can click explore if you haven't created one or many already, and you can click Create. Now, as you saw , you can use. Create to use a prompting approach to doing it. Or you can go straight to configure, give it a name, a description, type in the instructions of what you want it to do, and upload such as a PDF of a employee manual or a standard operating procedure and make a GPT that helps you answer questions about that. That's a great first one. If you haven't built that before . In terms of the capabilities, you need to decide whether you want to be able to search.

Beyond the document that you have. If you only want to use a document that you have, you can click turn off, uh, web search. You probably can also turn off Canvas and depending on whether or not you need it to analyze code, like if you're gonna upload spreadsheets or do data analysis, you'd click code, interpreter and data analysis.

And if you want to use image generation, you can leave that on. We will not do actions at this point. We'll come back to that in a more advanced training session. Okay, have some fun.

All right. Now let's wrap up with one of my favorite productivity boosters. Connectors.

Connectors. Let chat GPT securely search and pull information from the systems your organization already uses without you having the need to hunt for it manually to try it. I'm in a new chat. I can go ahead and click the plus icon. Then I'll select use connectors. So connectors are part of your organization settings.

So if they're enabled for you you'll know that by having the ability to see connectors, you can also see your sources, and then you can go ahead to your settings. Over here and you can go to connectors and you'll be able to do your setup over here. All right, now let's go back to chat. GBT. You can go there in the plus button.

Also do backslash and do connectors. I will go ahead and paste in this prompt as it's got access to our Google Drive, and this is all mock data. Summarize our incident response playbook in bullet points, please. You can see it's reading Google Drive. You can see it's thinking. There you have it. Chat.

GBT finds the document, it reads it, it delivers exactly what I asked for. It does so instantly and securely. So whether you're looking for a varied document, a detailed process, or a past project plan, connectors put your organization's knowledge right at your fingertips. This brings us to the end of chat GT for work 1 0 2.

We went ahead and covered a lot of great content today.

The more that you integrate chat into your workflows, the more ways that you'll discover to work smarter and to get better results. Thank you for joining our 1 0 2 session. I'm excited for you to apply what you've learned today and I hope that it helps you unlock new possibilities in your work.



