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Recap — what made Claude different to Chat GPT

¥ Claude

Tasks as well as Chat. Not just for
providing expert answers (chat). It is also
great for doing tasks

Different models

Skills. Turn repeatable tasks into skills to
save you time and get more consistent
results

Plugins. Connect the Al to external tools

Desktop app to do tasks on your PC

Usage limits



There is a course on the members’ website covering Claude

\ { 4 There is a detailed course on the members
N website which explains how to use Claude for
al I e digital marketing

HOW TO USE CLAUDE FOR
DIGITAL MARKETING

(BEGINNERS GUIDE)
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Just like Claude, Chat GPT is now for Chat AND Tasks (Work)

Chat GPT has changed from a tool that gives
advice into one that can help you complete real
marketing, planning and admin work

ChatGPT Work In his course we will cover

+ Skills,

* Plugins,

* New models
+ Usage limits.
» Desktop app



Most of this is not available in the free version

If you use Chat GPT for free, you do not have
the following ...

Work mode,

Skills,

New models

Usage limits.

Work mode in desktop app

However, you do get Plugins.

Most of the new features might remain in the
paid version and would be a reason to consider
paying for Chat GPT
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In Work there are new models plus effort level and speed

®
> New Models-

Terra Luna

Balanced « Powerful « Versatile Creative « Intuitive + Insightful

ﬂ More choice. More power. Built for every task.

Sol — most capable
Best for complex, important work that requires judgement
and polish.

Terra — everyday workhorse
Balances quality, speed and usage. Suitable for most
normal business tasks.

Luna — fastest and most economical
Best for clear, repetitive tasks where you know exactly what
the finished result should look like.

Simple rule: Use Terra or Luna for routine work. Save Sol
and higher effort settings for difficult or important tasks
where the quality of the result really matters. You use more
credits with Sol,



In Work there are new models plus effort level and speed

Effort: How much time ChatGPT spends analysing,
planning and checking its work.

Speed: How quickly it completes the task. Faster

What' ind today? i ' [
ats onyourmind today settings may use considerably more credits.

Instant v~ \Q/ 0

ntelligence

e Instant 55
Medium
High

gup
GPT-56%0l >



Chat (paid version) doesn’t have all of these

When using Chat (Paid version)
What's on your mind today?

et v O o The default model is GPT 5.5 and instant
thinking
ntelligence
e Instant 55 You can switch to ...
Medium

High More thinking (Medium / High)
gup

GPT-5650 > More powerful model (Sol)



In the free version of chat GPT

In the free version of Chat GPT

Where should we begin?

* The default model is Terra

®
+ pekenything « There is no option to choose level of thinking

©

&) Create an image
& Write or edit

@ Look something up
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There are now two tabs: Chat and Work

Chat Work

B ®

O % 9O

What's on the agenda today?
<+ Ask ChatGPT ® Instant~ & o

&) Create animage
¢ Write or edit

@ Look something up

You can now choose between Chat and Work



“Chat” is for what we have always used Chat GPT for. Expert advice,

ideas, guidance but in the paid version it can now do more

What can you do with Chat? But in addition — you might not
know that it can ...
« Learn about almost any business topic

« Brainstorm marketing ideas + Carry out substantial
Chat » Write social media posts, blogs and emails research;
a » Improve your website to generate more * Analyse an entire website;

enquiries create reports and

« Research competitors and your industry documents;

» Analyse your marketing and suggest « Work with several uploaded
improvements files;

» Review documents, PDFs, images and videos + Generate spreadsheets and

» Learn new skills with a personal Al tutor presentations in some

» Solve business problems circumstances.

» Get expert advice in seconds » Generate multi versions of

graphics for your marketing



Why use Work (on desktop) instead of Chat?

et expert |
ice 4 C\) Brainstor
& ideas
Y

O
hat vs

— Do
¥ tasks

It can be confusing.

If you switch to the Work tab and ask it to:
* Write a blog post

* Create a marketing plan

* Analyse your website

» Research your competitors

...it will happily do all of those things.
And it you ask Chat in the paid version to analyse a

site and create analysis reports it can now do those
things

So what's actually different?



Why use Work (on desktop) instead of Chat?

\
s

®
Chat Vs Work

Chat

Open Al tells us that it's best when you want to work
interactively:

» ask a question;

« get advice or ideas;

* research a topic;

+ analyse something;

 create or improve one output;

+ discuss and refine the result through conversation.

But be aware that Chat could / might complete a
large task from one prompt.



Why use Work (on desktop) instead of Chat?

Work
Open Ai tells us this is best when the task is:

* longer and genuinely multi-stage;

* based on several files, sources or connected tools;

* likely to require planning before execution;

» expected to produce several related deliverables;

» connected to local files or desktop applications;

» repeatable, scheduled or dependent on future updates.

OpenAl describes Work as an agent for longer, multi-step
work and finished deliverables.




So I did some tests

Test 1 Prompt:

Create a complete two-week marketing campaign for
the Sara Blouse.
https://ivorylane.ie/products/sara-blouse

Review the product page and relevant products on
ivorylane.ie. Identify suitable styling combinations and
complementary products that are currently listed on
the website. Then produce: a campaign strategy
explaining the target customer, positioning and key
selling points; a two-week social media calendarin a
spreadsheet; four Instagram and Facebook posts;
three Reel briefs with hooks, shot lists and
voiceovers; a MailerLite email campaign; Meta
advertising copy in three variations; revised product-
page copy; a staff briefing document for the Galway
and Limerick stores. Save the finished campaign
materials as separate, clearly labelled documents and
a spreadsheet.”


https://ivorylane.ie/products/sara-blouse
https://ivorylane.ie/products/sara-blouse
https://ivorylane.ie/products/sara-blouse

So I did some tests

On the free version of Chat GPT

It kept getting stuck and asked me to do things
It couldn’t find text that it needed
It wanted me to upload some other products




So I did some tests

Using work on the paid version

It kept working through all of the requirements and

produced all of the files.

| then tried Chat On the paid version

It kept working through all of the requirements and
produced all of the files.

The paid version of chat has received such an
upgrade with the recent update it is very powerful.



So I did another test — Test 2

Test 2 Prompt:

“Audit my entire website themarketingcrowd.ie for
enquiry generation.

Visit every important page, test the main customer
journeys, record the problems you find, identify where
visitors may abandon the site, compare the strongest
pages with three competitors, and produce: a
prioritised website audit report; a spreadsheet listing
every issue by page, priority and difficulty; rewritten
copy for the five highest-priority pages; and a 30-day
implementation plan.”



So I did some tests

On the free version of Chat GPT

It told me it couldn’t crawl all of the pages
It told me it wasn’t’ really able to do it

It suggested | upgrade to Plus




So I did some tests

Using work on the paid version

It kept working through all of the requirements and

produced all of the files.

| then tried Chat On the paid version

It kept working through all of the requirements and
produced all of the files.



So I did another test — Test 3

Test 3 Prompt:

Create 2 options for Instagram posts 4:5 and 2
options for Stories images 9:16, create a website
header image 1500 x 500 and an email header image
900 x 300 for this blouse. text is “The Blouse Sale”
“Sara Blouse — now €48.30” “Shop online or visit
Galway and Limerick . also write the caption for the
Instagram posts and the text for the email. pull the
relevant info from this page
https://ivorylane.ie/products/sara-blouse and provide
them as separate document files



So I did some tests

On the free version of Chat GPT

It told me that | has run out of upload credits and |
had to wait for 2 hours to try again




So I did some tests

Using work on the paid version

,@ It produced all of the images and the downloadable

- \ text files

| then tried Chat On the paid version

had to ask.

‘(‘ It produced all of the images but not the text files.
’ When | asked it to produce the text files it did but |



Having looked into this my thoughts are currently ..

My | Opinion

3.

The paid version is now way more powerful than
the free version

| think in the web version you will get very similar
results from Work and Chat when you are looking
for strategies / research / analysis etc

| think you get a better result from work if you
want to create lots of marketing images + text
files etc. It is more reliable.

Where you will get extra benefits from Chat GPT work

1.

W N

When you ask it to create lots of images /
graphics plus other files. It's more reliable at
working though all of those.

The Skills you can create

The ability for “work” to do tasks on your PC



A Prompt you should use to get the most out of Paid Chat GPT

| have the following product, service or objective:
[Insert details here.]

Given the recent improvements in ChatGPT, tell me all the practical ways it could help me achieve
this objective, including useful tasks that might not immediately occur to me.

Group the ideas into research, planning, marketing, content, sales, customer service, administration
and reporting. Explain how each idea would help, what information or files | would need to provide,
and whether it is a one-off or repeatable task.

Prioritise the ideas by likely impact and ease for a small business. Avoid unrealistic suggestions or
anything that depends on unavailable tools or permissions.

Finish with the five best ideas, a simple action plan and three ready-to-copy prompts.

Then - For any of the ideas that it gives in the answer follow up with

“For (insert idea) write a prompt that | can give Chat GPT that will generate the best results for my
business”

It will then give you a prompt that you can use.



A Prompt you should use to compare Chat & Work

| want to achieve the following:
[Insert the task or outcome you want to achieve.]

Compare how | could use Chat and Work in ChatGPT to achieve this.
Explain:

What Chat can realistically do
The advice, research, analysis, ideas or content it can produce.
What information or files | need to provide.
What | would still need to organise or complete manually.
What Work adds
Whether Work is genuinely better for this task.
What additional steps it could carry out.
Whether it could use multiple websites, files or connected apps.
What finished documents, spreadsheets, presentations or other outputs it could create.
Be realistic
Do not claim something is exclusive to Work if Chat can also do it.
Do not assume Work can automatically publish, send, upload or edit content on another platform.
Highlight anything that depends on my plan, device, region, connected apps or permissions.
Recommend the best option
Tell me whether | should use Chat, Work or both, and explain why.

Create my Work prompt
Write a detailed, ready-to-copy prompt for Work.
Include the outcome, sources, required outputs and anything | still need to review or approve.
Add placeholders for any files, links, brand information or connected apps | need to provide.
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There is a usage allowance for work

Usage Limits

Track usage within plan limits

Ordinary Chat conversations do not use
this allowance

ChatGPT Work has a usage allowance

ChatGPT Work is included with your plan, but it is not
unlimited.

You receive a weekly usage allowance shared across:
ChatGPT Work

Codex

Workspace Agents

ChatGPT for Excel

The amount used depends on the model, reasoning level,
length and complexity of the task.

ChatGPT Work is doing more than answering a question. It
may be researching, opening files, visiting websites, using
tools and creating finished work.

Therefore, usage is based on how demanding the task is—not
simply on the number of prompts you enter.

Simple tasks use less

Long or complex tasks use more
Sol uses more than Terra or Luna
Higher effort settings use more



There is a usage allowance for work

X Usage Limits
& coner To view your allowance click
@ Notifications Usage
¥ @ Personalization ;;%:-‘E: f');‘.::egCas:];s;“fjc;‘e;:;"x-’:,'if\\ Workspace Agents, and ChatGPT for Excel. It
@ Pugins ekl songe i S— On your name bottom left
IIII voree Resets Jul 24, 2026 9:47 Al Then Settings
S Bing Then usage
. B Usage Usage limit resets
. %Data controls
(® Cloud browser E:!i::;tﬂz ?
‘ & storage
© satety ChatGPT Work currently has a weekly usage allowance.
@ security and login At launch, OpenAl also imposed a five-hour rolling limit,
gparema‘ controls but this was temporarily removed shortly afterwards. It
Trusted contact i i . .
' L~ may return, so users should check Settings — Usage for

the limits currently applying to their account.

Ordinary Chat conversations do not use
this allowance



How does this allowance compare to Claude’s weekly allowance?

©

ChatGPT

Claude

With Claude Pro, your everyday Claude conversations
and your heavier Claude Code/Cowork activities draw
from the same general plan capacity. Anthropic confirms
that Claude and Claude Code share usage limits.
Claude and Claude Code usage

With ChatGPT Plus, ordinary Chat conversations do not
reduce the weekly agentic allowance shown in your
screenshot. Only Work, Codex, Workspace Agents and
ChatGPT for Excel draw from it.

This means someone could use ChatGPT extensively
for everyday questions, writing and advice without eating
into their Work allowance.

That separation currently makes Chat GPT more
appealing than Claude.
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What a Skill Is
These are the same as Claude Skills

Think about training new staff members
The first few times you explain to each new staff
member how you want things done:

* How to write emails
* How to structure reports
* How to plan content

After a while you realise you're repeating yourself.

A better approach is to write your process once so it can
be followed every time.

That is basically what a Claude Skill is.

Itis:

A set of instructions you create once that Chat GPT
can reuse whenever needed.



@ Writein
/ your brand
voice

N @ y;
-—
— o
”~
~ @ Create content
faster

Custom capabilities.

s : Skills
Built by Powered by A

(R) iy

Create your Import skills Get more
own skills from Claude done, faster

+% Tailor ChatGPT to your work,
your brand, your way.

ol

” Analyse data
your way

* [ o Automate
)" everycay

= tasks

The key difference between a prompt and a Skill

A normal prompt:
You write instructions — Chat GPT answers —
conversation ends — instructions gone.

A SKill:
You write instructions once — saved in your account —
reusable anytime.

Prompt = one conversation
Skill = reusable system

Very important to understand:
A skill can be used in a normal chat, In Work and in
any project



% Write in

/ Analyse data
yo b rand

/ . your way
- v _
N
~ Create content @ Automate
faster everyday
= tasks

Custom capab|lltles
Built by Powered by A

® @) @

Create your Import skills Get more
own skills from Claude done, faster

+% Tailor ChatGPT to your work,
» your brand, your way.

Practical ways Skills help

1. Save your workflows

If you do something regularly:

» Create graphics and text for social media / email.
Website

* Turn Zoom transcripts into meeting summaries or
reports

« Write monthly reports based on spreadsheets or word
docs

* Write Email newsletters

You can build the process once and turn it into a skill in

order to keep re-using reusing it

This saves time and improves consistency.

2. Make Chat GPT sound like your business & always
understand your business
You can create skills for

Your writing style

Your brand colours and typefaces

Context about your products & customers

This is what turns Chat GPT from a generic tool into
something that feels like part of your team



1. Way to create a skill — after you do or create something ask Chat

GPT to turn it into a skill

B Chat GPT Work course - exam... / Sara Blouse Graphics Creation - Work &, share  8Z
e (I Sara-Blouse-Instagram-Post-Option-2.png
e [ Sara-Blouse-Instagram-Story-Option-1.pn H
2 e Outputs | gave Chat GPT and image and
e [ Sara-Blouse-Instagram-Story-Option-2.png ) . .
e [ Sara-Blouse-Website-Header-1500x500.png Vi HlegprSas BlousasalaSiopine a Ur| from a WebSIte and aSked |t
{ - o il- . <) Sara Blouse Sale Editorial H H
. Sara-Blouse-Email-Header-900x300.png to Create 6 Images for SOClaI

Copy documents: J Elegant Sara Blouse Sale

media, email and website. Also
e 3 Sara-Blouse-Email-Campaign-Copy.docx 9 Ivory Lane Sara Blouse Sale tO Create Capt|0n teXt and ema”
J Ivory Lane Sara Blouse sale teXt as down |Oadab|e fiIeS

e 3 Sara-Blouse-Instagram-Caption.docx Ivory Lane blouse sale story

The email document includes subject lines, preview text, complete email body, call-to-

action wording and button link.

Sources It dld

‘ Sara Blouse — White Cotton Embroi...




1. Way to create a skill — after you do or create something ask Chat

GPT to turn it into a skill

e e —

Qo &

can you now turn this into a skill so that in future when | then said

i upload a product image, some text and a url you will o ) .
produce the same number of images and the same Turn this into a skill so that in the

dimension. future when | give you a product
image and a url you will apply all
that we discussed above and
Warked for 1m 56 create the images and file.

Created and installed the Product Promotion Graphics skill.
It created the skill.

Each time you upload a product image, promotional text and product-page URL, it will

create:

® Two Instagram posts: 1080 x 1350

@ Tuin barctameans CHavia~. 1NQON . 100N



1. Way to create a skill — after you do or create something ask Chat

GPT to turn it into a skill

Vida-Dress-Instagram-Story-Option-1.png
Vida-Dress-Instagram-Story-Option-2.png
Vida-Dress-Website-Header-1500x500.png
Vida-Dress-Email-Header-900x300.png

e o o o

Copy documents

e & Vida-Dress-Instagram-Caption.docx

* % Vida-Dress-Email-Campaign-Copy.docx
The copy uses the current €87.50 sale price, reduced from €125, and the product
details from the Vida Dress page 2.

Summer Style
Vida Dress - now €87.50

Shop online o visit Galway and Limerick

©

+ ‘ t ) 4 5.6 Terra Med

Outputs

Vida dress summer boutique promo..

Vida Dress in Summer Ivory

Vida Dress summer style showcase
Vida Dress Summer Style Promotion
Vida Dress summer style header

Vida Dress summer style banner

Sources

0 @ Life Dress White | Ecru Striped Cott

Dress(1).webp

| then went to Chat GPT work
| selected create image
| attached my image and wrote

Using the product promotion skill
create the images and text
documents for this product.
https://ivorylane.ie/products/vida-
dress-white. extract relevant text
from the web page

It then created everything



2"d way to create a skill — Create it from scratch with Chat GPT

ChatGPT Q O Plugins Skills
(& New chat
(R Library
i Q. Search Skills
@ Scheduled Skl | IS
Instructions that extend ChatGPT's capabilit]
@ Plugins
*** More Installed
Pinned 1 course-session-summary
Transform Zoom training tragfripts into detaile... olished social-media crops from supplie...
B3 Garden
B solar Created by me

B3 cordless tools

social-image-cropping

lon-summary '
detaile... Create polished social-media crops from supplie...

oom training transcriptsg

(O Ivory Lane Research Request

(O Disco-ball Image Transform...

On the left hand menu click Pl

Then click Skills

Then click +



2"d way to create a skill — Create it from scratch with Chat GPT

Q  Search Skills +

@ Create with chat
Z® Create with editor

Upload from your computer
social-ima_ €+ up y P

Create polished social-medi

Just like Claude Skills you can now

Create by having a chat with Chat GPT
Provide all the details at once
Or upload a skill (one you have already created using Claude)

| chose create with chat



How to create a skill that creates documents using my brand colours

& fonts.

What should we work on?

L 4

Help me create a skill. Keep it conversational, and start by asking what the skill should do.|
L J

+ 56 Sol Medium ~+ @ o

B Choose project Plugins +

Open desktop app

Get started with ChatGPT Work

It will then gener
Hit submit



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work T, Share =

Help me create a skill. Keep it conversational, and start by

asking what the skill should do. Outputs

+ Create file or site

Worked for 14s > Sources

What would you like the skill to do? Tell me in your own words—we can shape the details + Add sources

together afterwards.

It will then ask you a question
In the prompt box describe what you want the skill to be. For example, use this prompt...

| want to create a skill so that when | ask Chat GPT to create documents, pdfs or ppt files they
will be branded with my logo, will use my brand colours and will use my font



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work 2, share o=

| want to create a skill so that when | ask Chat GPT to
create documents, pdfs or ppt files they will be branded

with my logo, will use my brand colours and will use my Outputs
font + Create file or site
Sources

That makes sense. We can create one skill that automatically applies the correct logo, + Add
AdJ sources
colours, fonts and overall design style whenever you ask for a Word document, PDF or

PowerPoint.

Which business is this skill for: The Marketing Crowd/Digital Marketing School or lvory

Lane Boutique?

ChatGPT can make mistakes. Check important info.

+ The Marketing Crowd 56 5Sol Medium ~ & o

It will then ask you a few questions and will want you to upload your logo and provide your brand
colours and typeface / font



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work T, Share ez

Qutputs
No problem—uwe'll treat this as a completely new skill and build it step by step for the

. + Create file or site
demonstration.
First, please upload The Marketing Crowd logo. An SVG is ideal, but a high-quality PNG Sources
with a transparent background will also work. + Add sources

ChatGPT can make mistakes. Check important info.

—
[ EQ
g Marketing

Crowd

I am atta@ing our logo and a photo of a compliment slip. Does this give you what

you need?|
e

+ 56 Sol Medium ~ @ o

When | uploaded my logo and a photo of a compliment slip



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work T, Share 95
T TS T Y I T [ S T R S

Does this give you what you need?

Worked for 18s >

Yes, almost. These give me: Sources
e The logo comp slip(1)jpg

® The main brand purple — approximately #46008B TMC high res jpg(1)jpg

* White and light grey as supporting colours
# A clean, modern and understated design style

* A general guide for headers, footers and logo placement

The one important detail | cannot identify reliably from the photographs is the font. Do
you know which font The Marketing Crowd uses? If not, | can choose the closest suitable
widely available font.

G & o
ChatGPT can make mistakes. Check important info.

| do not know the eact font. please choose a suitable one

+ 56 Sol Medium ~ & o

It wasn't sure of the font so | said choose a suitable similar one



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work T, Share o=

Qutputs

+ Create file or site
| do not know the eact font. please choose a suitable one

Sources
I'll use Aptos. It is clean, modern, easy to read and works reliably in current versions of comp slip(1).jpg
Microsoft Word and PowerPoint. It also suits the simple geometric style of your logo. Arial TMC high res jpg(1).jpg

can be used as a fallback if Aptos is unavailable.

Should the business contact details from the compliment slip appear in document footers,

or would you prefer the skill to use only the logo and brand styling?

& &z -

ChatGPT can make mistakes. Check important info.

+ just use the logo and brand styling 5.6 Sol Medium ~ & °

It asked whether the contact details should be in all documents or just the logo, colours and font



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work
JUST Use Tne 10go anda prand styling

Perfect. | now have enough to build the skill. I'll make the default style mostly white and
uncluttered, with the purple used for headings, accents and selected cover slides. The logo

will be used without adding contact details.

ferences and checking git status

It then said it had everything it needed and started creating the skill

T, Share 5=

Outputs

+ Create file or site

Sources
comp slip(1).jpg

TMC high res jpg(1).jpg



How to create a skill that creates documents using my brand colours

& fonts.

Create a Skill - Work T, share  §C
Worked for 2m 27s >
The TMC Branded Documents skill has been created and installed. Outputs

+ Create file or site
It will automatically apply:

* The Marketing Crowd logo sources
e TMC purple ( #a60088 ) comp slip(1).jpg
* Aptos font, with Arial as a fallback TMC high res jpg(1)jpg

* Clean white layouts with purple accents
¢ Branded Word documents, PDFs and 16:9 PowerPoint presentations

¢ No contact details unless specifically requested

You can view it here: TMC Branded Documents skill »

For example: “Create a PowerPoint presentation explaining five ways small businesses can
use ChatGPT." The skill should apply automatically. If it does not appear immediately,

refresh the Skills page or open a new conversation.

ChatGPT can make mistakes. Check important info.

+ Work on anything 56 Sol Medium ~ &

It took a few minutes for it to build the skill

Note: In Claude you have to click a button to save the skill. In Chat GPT you do not It saves it for
you.



How to create a skill that creates documents using my brand colours

& fonts.

ChatGPT Q O

(& New chat
{0 Library
@ Scheduled Skl”S

@ Plugins

*** More Installed

Instructions that extend ChatGPT's capabilities.

Pinned s tmc-branded-documents
Create Word, PDF and PowerPoint files in TMC...

B Garden

B solar

B3 Cordless tools

social-image-cropping

(O Ivory Lane Research Request Created by me

(O Disco-ball Image Transform... e

1
(O Educational Cutaway Diagra...

() Gooale SFO in 2026

If you now go back to ygur skills (Plugins / skills”
You will see it listed

Click on it

Create polished social-media crops from supplie...

Transform Zoom training transcripts into detaile...

Skills

Q. Search Skills

course-session-summa ry
Transform Zoom training transcripts into detaile...

social-image-cropping
Create polished social-media crops from supplie...



How to create a skill that creates documents using my brand colours

& fonts.

tmc-branded-documents . X
Skill - By Evan Mangan
£ Edit
(5) sKiLL.md <, Download
Name tmc-branded-documents
t
v B agents o . ( Uninstall
Description Create or restyle Word documents, PDFs and PowerPoint
¢+ openai.yaml presentations for The Marketing Crowd using its logo, purple-ler [ Delete

colour palette, typography and clean visual style. Use whenever kvai
s ChatGPT to create, format, redesign or export a DOCX, PDF or
PPTX for The Marketing Crowd, including reports, proposals, course
notes, handouts, guides, workbooks and presentation decks, unless
he explicitly requests different branding or an unbranded file.

v B assets

£ tmc-logo.jpg
v B references

) brand-guide.md

Branded Documents

A Try in chat

Read the descriptioy.
This description explains what will trigger the skill and what it will do.

| often edit this to make it much clearer when | want it to be triggered. Eg, | am adding

Whenever Evan uses a phrase like “use TMC brand” or “create a TMC branded document, pdf,
web page, html, email design etc “



How to create a skill that creates documents using my brand colours

& fonts.

skill editor Un
Name tmc-branded-documents
Description Create or restyle Word documents, PDFs and PowerPoint presentations for The Marketing &/wd using its logo, purple-

led colour palette, typography and clean visual style. Use whenever Evan asks ChatGPJ}#o use TMC brand or create a TMC
branded create, format, redesign or export a DOCX, PDF or PPTX for The Marketj
course notes, handouts, guides, workbooks and presentation decks, unless
unbranded file

Crowd, including reports, proposals,
explicitly requests different branding or an

0

?? Improve description

# TMC Branded Documents

Create polished files that are recognisably fro e Marketing Crowd without making every page feel like an advertisement.

## Workflow

1. Read "references/brand-guide. before designing the file.

2. Use "assets/tmc-logo.jpg” the authoritative logo. Never redraw, recolour, distort or crop into the lettering.

When you make changes click Save.



What this skill allows me to do ...

From now on, whenever | ask Chat GPT to do
something ...

If | say and use the TMC brand it will use this
skill and add our logo, font and colours to the
final document




What this skill allows me to do ...

Chat Work

What should we work on?

take this blog post and turn it into a TMC branded pdf https://themarketingcrowd.ie/ai-and-digital-

marketing-the-big-picture/
+

B3 Choose project  Plugins -+ (Gl

Get started with ChatGPT Work

4% Summarize my to-dos

M Draft follow-up emails

56 Sol Medium v @ °

3 Open desktop app

For example

| gave it a link to a blog post
and asked ...

take this blog post and turn it
into a TMC branded pdf

https://themarketingcrowd.ie/a
i-and-digital-marketing-the-
big-picture/



What this skill allows me to do ...

TMC Branded PDF - Work

I've retrieved the complete article and its original feature image. I'm laying it out as a
reader-friendly guide rather than simply printing the webpage: a strong cover, a clear four-
part framework, highlighted takeaways, clean section breaks and the author profile at the
end. The wording will remain faithful to the blog post.

Read documentation, extracted reference guides, and rendered PDF files /

The first visual proof caught two pagination faults caused by Word allowing callout boxes
to split across pages. I've corrected those; the guide is now reading cleanly. I'm making
one final adjustment to remove a nearly blank trailing page before saving the finished PDF.

Generating and rendering PDF document

Chat GPT work is designed to
identify issues and fix them as
it discovers them

So as it was creating the pdf it
identified problems and fixed
them

This doesn’t mean that it wont
make errors and that
everything will be perfect -
but it will find and fix problems
itself.



What this skill allows me to do ...

TMC Branded PDF Creation - Work il

T, Share -

Worked for 6m 26s >

Done — | created a polished six-page TMC-branded PDF with a strong cover, clear
framework, highlighted takeaways and author section.

Outputs

fe¢ Al-and-Digital-Marketing-The-Big-P...
& Al-and-Digital-Marketing-The-Big-Picture-TMC.pdf

Sources

e Al and Digital Marketing - The Big ...

It then created the branded pdf

You then need to click on it



What this skill allows me to do ...

TMC Branded PDF Creation - Work 8= =

Worked for 6m 26s >

Done — | created a polished six-page TMC-
branded PDF with a strong cover, clear
framework, highlighted takeaways and author
section.

& Al-and-Digital-Marketing-The-Big-
Picture-TMC.pdf

+ @ 56SolMedium~ &

It then appeared on the right hand side

Al-and-Digital-Marketing-The-Big-Picture-TMC.pdf

THE MARKETING CROWD | Al & DIGITAL MARKETING

Al and digital marketing: what matters most

With new Al tools and features launching every week it can be hard to keep up.
My honest view is that you do not need to learn everything. You just need to know what matters: what
you should focus on first, and what you can leave for now and catch up with later. That is exactly what
this guide will give you.

The core message

Do the essentials properly before moving on to the flashy, exciting tools.

The framework you need

| think about Al tools in four categories:

Things that will directly help you grow your sales right now: getting the

No. Pri

1 Essential most from large language models and understanding Google’s Al
search

Tools that support your marketing and save time, such as the best Al

& pSvise image tools.

Becoming Al agents: tools you may not need fully yet, but should begin to

' haranca thau will harama vans imnnrtant

(e



Other skills I created — Writing style and “"About my Business”

Think about the types of skills Claude would benefit from using
consistently when you ask it to do things

1. To be able to write “Like me” or “In our brand voice”

So | created a skill where | said “l want to create a skill so
IDEAS that when | ask you to write something you will use this
writing style” and | then attached examples of my writing. It

then asked me questions and created the skill

tho
]

2. To always understand our products and services

| created a skill and said that whenever | ask you for
business advice | want you to understand in detail the
products and services that | sell. | attached a deep
research report on my business



Other skills I created — admin tasks

Also think about the “admin” type things you do
regularly that take up a lot of time.

For me these are

L T O 1. Turning a transcript from a training course
into a summary document.

| created a skill where | asked for
thought quessf:iue
innovagion

peisome a) When | attach a course transcript summarise the

wm . . ' :

1 S—m— main points, ensure you do x and don'tdo y in
TRELTES the summary

) b) And also use the TMC branding skill to create the

file with our branding

2. Taking attendance sheets provided by LEOs
and converting them into a template that we use.



A skill to "Summarise a Zoom transcript into a branded report”

ChatGPT Q O Plugins Skills
(& New chat
(R Library
i Q. Search Skills
@ Scheduled Skl | IS
Instructions that extend ChatGPT's capabilit]
@ Plugins
*** More Installed
Pinned 1 course-session-summary
Transform Zoom training tragfripts into detaile... olished social-media crops from supplie...
B3 Garden
B solar Created by me

B3 cordless tools

social-image-cropping

lon-summary '
detaile... Create polished social-media crops from supplie...

oom training transcriptsg

(O Ivory Lane Research Request

(O Disco-ball Image Transform...

On the left hand menu click Pl

Then click Skills

Then click +



A skill to "Summarise a Zoom transcript into a branded report”

< Customize Skills Q + tmc-seo-s
+ A skills ™ My:skills (= Cregfe with Claude b
Q el T tmc-seo-skill [ Mirite skill instructions
, ption {
= zoom-poll-analyser fT', Upload a skill
Ais ski
keywords,
o) recommenc
_ all tailored
=)

Qo
o=

!

)
i

If you have created skills you will see thg/mn here
To create a new one click on the + icon

Then select Create with Claude



A skill to "Summarise a Zoom transcript into a branded report”

Chat Work

What should we work on?

Help me create a skill. Keep it conversational, and start by asking what the skill should do. ®©
+ 5.6 Sol Medium ~ & °
B3 Choose project Plugins + 3 Open desktop app

It will then generate a prompit.
Hit submit



A skill to "Summarise a Zoom transcript into a branded report”

Create a Skill r X, share  §= -

Help me create a skill. Keep it conversational, and start by
asking what the skill should do.

What would you like the skill to do? Sources

[ S

| want to create a skill so that when | attach a Zoom transcript, Chat GPT will write a
6-7 page detailed summary that captures all of the major points and then include

an action point list for participants. When referring to the trainer refer to Evan (not
Mr. Mangan) . Also, even though the transcript include Evan introducing himself do

not include that in the summary.

The final summary report should be presented in the chat but will also be converted

+ 56 5ol Med 2 o

It will then ask you a question. In the prompt box describe what you want the skill to be. For example, | wrote
this prompt..

| want to create a skill so that when | attach a Zoom transcript, Chat GPT will write a 6-7 page detailed
summary that captures all of the major points and then include an action point list for participants. When
referring to the trainer refer to Evan (not Mr. Mangan) . Also, even though the transcript include Evan
introducing himself do not include that in the summary.

The final summary report should be presented in the chat but will also be converted into a pdf that | can
download. It will use The Marketing Crowd branding skill to ensure that the summary has our logo and uses
our TMC brand colours. The logo should be centred on the first page.



A skill to "Summarise a Zoom transcript into a branded report”

Sources
Worked for 1m 30s > + Add sources
Your new Zoom Transcript Summary skill has been created and installed.

It will:

e Produce a detailed 6-7 page participant summary in chat

e Omit Evan's introduction and refer to the trainer only as Evan

e Include a practical action-point list

e Create a matching TMC-branded PDF, with the logo centred on the first page

You can view it in your Skills area ».

o & o

ChatGPT can make mistakes. Check important info.

+ Work on anything ® 56TerraMedium ~ &

It took a few minutes for it to build the skill

Note: In Claude you have to click a button to save the skill. In Chat GPT you do not It saves it for
you.



A skill to "Summarise a Zoom transcript into a branded report”

ChatGPT Q O Plugins skills
(@ New chat
M Library
I Q Search Skills +
@ Scheduled Skllls
Instructions that extend ChatGPT's capabilities.
@ Plugins
*** More Installed
Pinned ] zoom-transcript-summary . tmc-branded-documents
Create TMC-granded Zoom transcript summaries . Create Word, PDF and PowerPoint files in TMC
B Garden
B solar ‘ socialg#mage-cropping

Creayff polished social-media crops from supplie...

B cCordless tools
(D Ivory Lane Research Request by me

(O Disco-ball Image Transform... zoom-transcript-summary - tmc-branded-documents

) . Create TMC-branded Zoom transcript summaries . Create Word, PDF and PowerPoint files in TMC
(O Educational Cutaway Diagra...

O Google SEO in 2026 social-image-cropping

Create polished social-media crops from supplie...

If you now go back to your skj

You will see it listed

Click on it or click the 3 dots top right and you can delete it, download it (to share with someone)
or edit it with updated rules if you wish



What this means

Chat Work

What should we work on?

Al bootcamp part 1- Chat GPT and... o

Document

Summarise the attached course transcript file and use the TMC branding ®
+ 56 Terra Medium ~ & o
B Choose project Plugins + 3 Open desktop app

| can attach a transcript and say ...
Summarise the attached course transcript file and use the TMC branding

| am now combining the transcript summary skill and the branding skill



What this means

Al Bootcamp Summary TMC - \/ 9= ees : Library / ai-bootcamp-part-1-chatgpt-gemini-summary.pdf & X
3. Use the three-part prompt structure:
context, expert role and clear request.
4. Use thinking mode for marketing plans,
website decisions, research and growth
questions.
5. Review an important webpage and The .
o i Marketing
compare it with one or two competitors. Crowd

6. Create a ChatGPT Project for a specific

business or work area.

7. Use Deep Research on a meaningful

subject, such as your business, industry or AI BOOtcamp Part 1

competitors.

) ) ChatGPT and Gemini
8. Review ChatGPT Data Controls and avoid
entering sensitive information without Detailed participant summary
understanding the privacy implications.
9. Try one Gemini extra: analyse a Reel, A practical guide to prompting, personalisation, deep research, Projects and Gemini's free
upload a PDF or spreadsheet, use tools.
Enhanced Voice with the camera or share The Marketing Crowd
¢
your phone scre¢ |, Coiivas fagiie
10. Fact-check and rewrite Al-generated . ) . - .
This first Al Bootcamp session focused on using ChatGPT and Gemini for the words side of Al
) 0 business strategy, ideas, tactics, research, text and content. Evan's central message was that
A Medium v S : P )
+ & 56 Terra Medium W participants should not think of either tool as a one-off answer machine. Used properly, they can

become a practical adviser which understands a business, its market and the work already

It then gave a course transcript that is a summary AND is branded



What Admin type skills could you create?

i e i

sm‘m S8 iin? Imovaton

thought ques;c e
mnovatlon
busmess +aim
mm

nim p_.nhq ideas
dm"‘toﬁﬂon

Ask yourself ...

1.

What do | do on my PC regularly that takes a lot
of time.

Is it very similar each time so it could be
repeatable in a skKill

Does it involve text documents, spreadsheets,
reports — if so it could be ideal for a skill



What Admin type skills could you create?

Ask Chat GPT to help you. Use this prompt

| want you to help me identify tasks | do regularly in
my business that could be turned into a repeatable

IDEAS Chat GPT skill — a set of instructions that means |
never have to explain the same job to Chat GPT
twice.

sk e S GUESS Ask me a series of questions, one at a time, to help
mn 6’351::2;? me discover these tasks. Focus on:
Aokt i Soms Things | do on my computer regularly that take a lot of
 l— time
QWEE% Tasks that follow a similar pattern each time

Zclise am SOIItiON=

Any work involving text documents, spreadsheets,
reports, emails, or social media posts

Things | don'’t like doing because they're repetitive
and boring

After asking me your questions, give me a ranked
shortlist of my top 3 skill candidates, explain why
each one would work well, and suggest what | should
name each skill."



How to import a skill from Claude

Q, search Skills Q. Browse Add v X
Settings Skill Last updated Author

{& General ) _
social-media-crops 7[9/26 You

® Account

Privacy course-session-summary 7[9/26 You

Billing tme-brand-skill 7/9/26 You
Usage

evans-style 6[7/26 You
Capabilities
Claude Code zoom-poll-analyser 5/14/26 You

Claude in Chrome bakery-plan-skill 41826 You
Customize tmc-monthly-update 3/30/26 You

B skills ]
tmc-customer-profile 316/26 You

n? Connactors

Go to Claude
Click Customise
Find your skill
Click on it



How to import a skill from Claude

Q

Search

Settings

General
Account
Privacy
Billing

Usage
Capabilities
Claude Code

Claude in Chrome

Customize

B

B
&
)

You will then see th
Click the 3 dots

Skills
Connectors
Plugins

Memory

Then click Download

& Skills X

social-media-crops @© o©
by You

Use this skill whenever Evan uploads one or more photos and asks for social media crops, Instagram pt
Instagram Story crops, or "crop this for social” — with or without a logo to add. Triggers on phrases like

SKILL.md ~  2flles Replace

&, Download

Social Media Image Crops W Uninstall

Turns a source photo into ready-to-post Instagram crops: 4:5 for f#€d posts and 9:16 for Stories/Reels,

each with an optional logo composited on top. Built from a rg€Urring workflow: Evan supplies a photo
(and often a logo), and wants a small set of crop optiog##to choose from rather than one single "best

guess.”

Defaults (used unless Evan safs otherwise)

Produce 2 distinct crop ggftions for 4:5 (feed posts) and 2 distinct crop options for 9:16

(Stories) — 4 imagggfotal. If Evan only asks for one ratio, just do that one, still with 2 options.

ut naming: {subject} post option{N} 4x5.jpg and

etails of the skill



How to import a skill from Claude

ChatGPT Q O Plugins Skills
@ New chat
[0 Library
i Q  search Skills +
@ Scheduled Skl | IS
Instructions that extend ChatGPT's capabilities. )
@ Plugins @& Create with chat
o0 [V - £ Create witp&ditor
U d from your computer

Pinned ’ zoom-transcript-summary e tmc-branc & 2 y P

Create TMC-branded Zoom transcript summaries. - Create Word, PDEgMd PowerPoint files in TMC...
B Garden
6 solar Created by me
B Cordless tools ‘ zoom-transcript-summary . tmc-branded-documents .

Create TMC-branded Zoom transcript summaries. Create Word, PDF and PowerPoint files in TMC...

@] Ivory Lane Research Request
(O Disco-ball Image Transform...

(O Educational Cutaway Diagra...

Then go to the Skills area in Ch PT
Click on the + icon

Select upload from computer

Select the file from your computer



How to import a skill from Claude

© Skill uploaded

Skills

Upload a skill

¢ Drag and drop a zip/.skill file or SKILL.md to uploag

social-media-crops.skill

The skill is now uploaded



How to import a skill from Claude

ChatGPT Qa O

& New chat
M0 Library
@ Scheduled
@ Plugins

+++ More

Pinned

B Garden

B solar

B cordless tools

O Ivory Lane Research Request
(O Disco-ball Image Transform...
(O Educational Cutaway Diagra...

(O Google SEQ in 2026

Skills

Instructions that extend ChatGPT's capabilities.

Installed

Created

’

social-media-crops

Easily create social media-ready image crops wit...

c-branded-documents
reate Word, PDF and PowerPoint files in TMC...

by me

ocial-media-crops

tmc-branded-documents
[Create Word, PDF and PowerPoint files in TMC...

And it is now in the list of Chat GPT Skills

| can now use this skill in Chat GPT

se this skill whenever Evan uploads cne or mor...

Plugins

Skills

Q  Search Skills

zoom-transcript-summary

Create TMC-branded Zoom transcript summaries.

zoom-transcript-summary

Create TMC-branded Zoom transcript summaries.



What We Will Cover

Plugins
* What Plugins are available

Desktop app for Work
*How to get Chat GPT to do tasks on your desktop




What is a Plugin?

Plugins

Work with ChatGPT across your favorite tools.

Installed >

-
ekt e@®
Featured >

|| Data Analytics

@ Investment Banking
L M&A, capital markets, LevFir aluation,

Sales

Productivity >

@ Notion

>

GitHub

Public Equity Investing

Google Drive

Google Calendar

ClickUp

Think of a Plugin as ...

1. A preconfigured set of skills that will
allow you get better results

E.g. There is a data analytics plugin that is
made up of a combination of skills

2. Apluginis also a connector to a 3
party platform or tool. If you give
Chat GPT access using the plugin
Chat GPT can do things for you with
your data on that platform

Eg, There are plugins for Gmail, Outlook,
Canva, Stripe, Zoom

3. Chat GPT can also connect to 3"
party tools / platforms if they make a
connection available via MCP. So you
are not limited to the official list of
plugins



Example of plugin as Preconfigured set of skills

The Data analytics plugin ...

A
< Plugins

o » “helps you turn questions about your product
or business into answers you can trust. Ask
why a metric changed, what the data shows
about where a team should focus next, how
to define KPIs, whether a dataset is reliable,
or how large an opportunity might be, and it
can help you investigate the data and turn
the findings into shareable reports, charts,
dashboards, notebooks, and
recommendations. Start with the data you
already have: connected warehouses, Bl or
product analytics tools, docs, chats,
spreadsheets, uploaded files, pasted results,
or clearly labelled sample data. The plugin
guides you through the right workflow,
checks sources where possible, and keeps
the evidence visible in reviewable tables,
charts, dashboards, and report apps you can
share.”

@Data Analytics Help me get started with my first data task >

@Data Analytics Analyze product or business data and recommend where to
focus next

>

@Data Analytics Diagnose why a key metric changed and identify the biggest
drivers

>

ou have to click install before using it



Example of plugin as a connector to a platform

The Zoom plugin ...

s W Zoom connects Codex to Zoom meeting
context through the Zoom app connector
and provides developer workflows for
planning, building, debugging, and reviewing
Zoom integrations across APIs, SDKs,
webhooks, WebSockets, bots, and
automation use cases.

Zoom

Smart meeting insights from Zoom

@Zoom recap my last meeting @Zoom recap my last meeting @Zoom what did Austin sa)
about goals?

Strategic direction meeting Strategic direction meeting

You have to click install before using it

Zoom connects Codex to Zoom meeting context through the Zoom app connector and provides developer workflows
for planning, building, debugging, and reviewing Zoom integrations across APIs, SDKs, webhooks, WebSockets, bots,
and automation use cases.



Example of plugin as a connector to a platform

< Plugins

=

Spotify

Music and podcasts for you

Show me podcasts about the
Oscars
| " 2026 OSCAR PREDICTIONS w/
Gold Derby

G proview 20

WHO WON 2025 MARVEL OR
n DC? | The Kristian Harloff Show

PR cHARISMAX

The Spotify plugin ...

Explore a new way to discover music and
podcasts, with recommendations picked just
for you. Want music to power your next run,
study session, or party? Just ask and Spotify

Install plugin

o i i will drop the right songs, artists or playlists
into your conversation. With Spotify in
= ' ChatGPT you can: - Ask for songs, artists,
B et genres, or playlists and play them in Spotify.

E g

{ | Make Me Feel

Wait So Long (Why Do |

- Find podcasts for any topic you are
exploring. - Spotify Premium listeners can
describe a vibe and get a playlist made to
match. - Get recommendations based on
your history right in your chat.

You have to click install before using it



Example of plugin as a connector to a platform

The Outlook plugin ...

68 Use Outlook Email to triage inboxes,
summarize threads, extract actions, and
draft replies or forwards through the
connected Microsoft Outlook app.

Outlook Email

Triage Outlook inboxes and draft replies

Install plugi:

You have to click install before using it

@Outlook Email Triage inbox, summarize thread, or draft reply or forward >

Use Outlook Email to triage inboxes, summarize threads, extract actions, and draft replies or forwards through the
connected Microsoft Outlook app.

App

m Outlook Email



To use a plugin

Chat Work

When you are using Work, in the prompt box
click on Plugins

It will show you the plugins you have

What should we work on? installed. Click on the one you want to use

B Zoom list the meetings | have scheduled for the next week

It will then appear in the prompt box

+ sesolvedim -~ O (@) Then type what you want the plugin to do

B Choose project Plugins =+ 3 Open desktop app

Get started witl

a Zoom
13 nariz
4F Summarize my Canva

C t plugi >
M Draft follow-up @ connect plugins



What We Will Cover

Desktop app for Work
*How to get Chat GPT to do tasks on your desktop




How to install the desktop app

« > C 25 chatgpt.com/download/

@ ChatGPT About Features Learn

Look across my B Google Calendar, i Slack and
& Google Drive and create a leadership brief

s Leadership Brief

> Brief

Go to https://chatgpt.com/download/
Then install the app for Windows or Mac
Then follow the install instructions

Try ChatGPT

Business Pricing Download

Download
ChatGPT
for desktop

Bring ChatGPT to your desktop with ChatGPT Work and Codex, plus
context from your email, screenshots, files, and anything on your

screen.

Existing Codex app users can update to ChatGPT and open Codex.

Download Chrome extension >


https://chatgpt.com/download/

Why use the desktop app rather than the website?

.. B Download
e | ChatGPT
for desktop

. —

‘ context from your

It can work with local files and desktop apps

With your permission, Work can access files on your
computer and interact with desktop applications. That is
useful for tasks such as analysing an Excel file, updating a
document, organising folders

It has a built-in browser alongside your work

ChatGPT can open websites, move between tabs, download
files and work with web-based tools without you constantly
switching between ChatGPT and Chrome.

Computer Use can carry out steps across your computer
The app can, with approval, click, type and move files across
your browser and desktop apps. For example, it could help
gather information from websites, put it into a spreadsheet
and prepare a draft report.

Use the web version for research, writing, planning and
normal Work tasks;

Use the desktop app when the task involves your computer,
local files, desktop software, several websites,



How to get Chat GPT to work in a folder on your PC / Mac

Chat GPT Work files

Create a folder on your PC — name it what you want
Place files that you want Chat GPT Work to work on into the folder



How to get Chat GPT to work in a folder on your PC / Mac

< File Edit View Help -
ChatGPT v Q Chat Work
(8 New chat

O Claude - lestJuly

Create course summary

B Chat gPT work
B LEO stuff
B DM for Ivory Lane boutique

B Chat GPT skills What should we work on?

Getting started 0of5 )
@ Ask for approval 5.6 Sol Medium ~ @ °

(O Enable notifications

B Choose project & B B Plugins (|

O Set up a daily update

Create s new dnciiment

Open the chat
Click on Work
Then click on choose project

Then choose a project you have already created or click New Project



How to get Chat GPT to work in a folder on your PC / Mac

Create project @ x

Project name

(® Copenhagen Trip

?
Source folders n:
&
Add folders ChatGPT can read and edit
.reate project X
5.6 Sol M:
. Projects keep chats, files, and custonffinstructions in one place. Use them roject name

for ongoing work, or just to keep thihgs tidy. -
t
(L) Expenses n:

aurce folders
B Create a new spreaglsheet

5 Chat GPT Work files b

56¢

£ Add folder

Create project

Then give your project
Then click on Add folder

Choose the folder that you create
Then click create Project

B LIedle da new gocument



How to get Chat GPT to work in a folder on your PC / Mac

Chat Work =

What should we work on?

Go to the folder and find a subfolder called expenses. in that subfolder look for any expenses that
you have not previously recorded. then create a spreadsheet with the following columns (Company
name, ltem expense name, Price, VAT, Total price inc VAT) and then total up the amount

56 Sol Medium ~ & o

|

+ O Ask for approy

B Expenses & B Plugins

Go to the folder and find a subfolder called expenses. in that subfolder look for any
expenses that you have not previously recorded. then create a spreadsheet with the
following columns (Company name, Item expense name, Price, VAT, Total price incl

VAT) and then total up the amount



How to get Chat GPT to work in a folder on your PC / Mac

Q B Create expenses spreadsheet

Go to the folder and find a subfolder called expenses. in that subfolder look for any
expenses that you have not previously recorded. then create a spreadsheet with the
following columns (Company name, ltem expense name, Price, VAT, Total price inc VAT)
and then total up the amount

Worked for 5m 38s

Created the spreadsheet from all four unrecorded receipts.
Total: €352.91, including €65.99 VAT (£€286.92 before VAT).

@ Unrecorded Expenses.xlsx

O & P A

It took 5 minutes
It read all the images, extracted the information and created the spreadsheet

To view the spreadsheet click on the link



How to get Chat GPT to work in a folder on your PC / Mac

G File  Edit View Help - o X
ChatGPT ~ Q B Create expenses spreadsheet -+ 8z B unrecorded_exp x } O a
© New chat unrecorded_expenses XLSX Expenses oV

& Claude - Test July Go to the folder and find a

. Al Unrecorded Expenses
subfolder called expenses. in
Create course summary

that subfolder look for any A

B Chat gPT work expenses that you have not Unrecorded Expense
previously recorded. then create

B LEO stuff .
a spreadsheet with the 2 Total expenses including VAT

B DM for Ivory Lane boutique following columns (Company 2

name, Item expense name,
Price, VAT, Total price inc VAT) 4 Company name Item expense name
and then total up the amount

5 Vodafone Killarney Samsung Galaxy 526 256GB
Al for Marketing Growth 6  Vodafone Killarney Samsung Galaxy 526 Folio Case
Al Tools Presentation Design Worked for 5m 38s 7 Vodafone Killarney SAFE Glass Samsung 526 UW

8

Primo Jet WA Reflective Dog C
) Created the spreadsheet from all four
Getting started 00of5 9

X Duracell 9V Ultra Battery (2 @ €6.95)
unrecorded receipts.

gfchard Boyle & Sons (2004) Ltd Philips Appliance Bulb 26W G9 (3 @ €4.95)
Total: €352.91, including €65.99 VAT (€286.92

O
Q

Enable notifications

before VAT). Richard Boyle & Sons (2004) Ltd Rayware Colour Mix 15cm Cream
O Set up a daily update 12 A4 Office & Stationery Charta A4 Premium Bus. P
B Unrecorded Expenses.xlsx
O Summarize my inbox ™M 96 P 2 174 13 A4 Office & Stationery HP 301 Black Ink Cartridge
O Catch me up on updates and 3 14 Aldi Stores (Ireland) Ltd Levington Multipur
blockers 15 Aldi Stores (ireland) Ltd Batteries (2 @ €3.99)

You can then expand the panel
You can also export the spreadsheet



How to get Chat GPT to work in a folder on your PC / Mac

““““““ y Go to the folder and tind a subtolder called expenses. In that subfolder Al Unrecord
course summary look for any expenses that you have not previously recorded. then create
a spreadsheet with the following columns (Company name, ltem expense
PT work name, Price, VAT, Total price inc VAT) and then total up the amount 1
uff

2 Total expense:

r lvory Lane boutique
Worked for 5m 38s &

4
Created the spreadsheet from all four unrecorded receipts. l

. . 5 Vodafone Killarne
Total: €352.91, including €65.99 VAT (€286.92 before VAT).
6  Vodafone Killarne
- & Unrecorded Expenses.xlsx
tarted vo 7 Vodafone Killarne
O 6 P 4
8 Richard Boyle &S

2 notificati ;
natifications 9 Richard Boyle &S

» a daily update 10 |Richard Boyle &S
1arize my inbox ™M 11 Richard Boyle & S
me up onupdatesand % 12 A4 Office & Static

2rs
. 5 . 13 A4 Office & Stati
please schedule to check this folder every day at 4Pm. if you find a new expense that you have o -

not already processes, add it to the spreadsheet that is already in the folder 14 Aldi Stores (Irelan

5.6 Sol Medium ~ @ o 15 Aldi Stores (Irelan

v the latest plans

please schedule to check this folder every day at 4pm. if you find a new expense that
you have not already processes, add it to the spreadsheet that is already in the folder



How to get Chat GPT to work in a folder on your PC / Mac

Al uUnrecorded

Worked for 51s

Scheduled Update expense spreadsheet to run every day at 4:00 PM Europe/London.

) 2 Total expenses i
It will:

o Check the Expenses folder for new receipts.

S

e Avoid reprocessing receipts 1-4 or duplicates.

. 5 Vodafone Killarne:
e Update the existing workbook and totals. Y

. 6 Vodafone Killarney
® Flag receipts that are too unclear to process safely.

0of5 7 Vodafone Killarney
@ Open the expense spreadsheet
8  Richard Boyle & Sor

0 Update expfﬁ- spreadsheet o 9  Richard Boyle & Sor
. ) pen
2l e 10  Richard Boyle & Sor

M P AP L 1753 11 Richard Boyle & Sor
3k 12 A4 Office & Statione

13 A4 Office & Statione

[
—0
s

Aldi Stores (Ireland)

4 M Acl fmr mmfrninl TV N .. 15 Aldi Stores (Ireland)

It then creates the schedule

Note — your PC will need to be open then the task is scheduled. If it is switched off it
will not be able to check



What tasks could you get Chat GPT Work to do on your PC?

i e i

sm‘m S8 iin? Imovaton

thought ques;c e
mnovatlon
busmess +aim
mm

»unm-:‘_’:_nﬂm

nim p_.nhq ideas
dm"‘toﬁﬂon

Ask yourself ...

1.

What do | do on my PC regularly that takes a lot
of time.

Is it very similar each time so it could be
repeatable in a skKill

Does it involve text documents, spreadsheets,
reports — if so it could be ideal for a Chat GPT
work task



One current downside — Plugins and Skills don't transfer to the app

You will have to install the plugins again
You will have to download the skill files to your PC and
then upload them to the app

In Claude they automatically synch but in the Chat GPT

:f / \ ;“;
’ ‘ ' ff“ app they do not currently

(((((



How to download a skill from the web version

chatgpt.com/skills

ChatGPT Q O Plugins Skills
(& New chat
[0 Library

1 Q  Search Skills +
@ Scheduled Sk|”5

Instructions that extend ChatGPT's capabilitj

@ Plugins
"+ Mo Installed
Pinned @m  social-media-crops e ’ zoom-transcript-summary O chat

L Easily create social media-re image crops wit... Create TMC-branded Zoom trang .
B Garddh & Edit
B solar tmc-branded-dogliments ™ & Download

. Create Word, PDjfind PowerPoint files in TMC...

B Cordidss tools ® Uninstall

@ Delete

(O Ivory lne Research Request Created by

(O Discofpall Image Transform...

'oom-transcript-summary
Create TMC-branded Zoom transcript summaries.

cial-media-crops
Easily create social media-ready image crops wit...

(O Educaffonal Cutaway Diagra...

(O Googld SEO in 2026

tmc-branded-documents
Create Word, PDF and PowerPoint files

Go to the web version of
Click on Plugins, then s
Click the 3 dots
Then click download
Save to your pc



How to download a skill from the web version

What should we work on?

B zoom-transcript-s... )
ZIP

please install this as a skill

) Ask for approval

B9 Expenses BB Plugins

Then open the app on your PC
Click on the + and attach the zip file for a skill
Type — please install this as a skill

5.6 Sol Medium v

Y

a



There is a built in web browser

< File  Edit View Help - o X
ChatGPT v Q Chat Work @ Newtab X 4 e 0O
L J
& New chat < EnteraURL A
5 L )
5 sites
@ Scheduled
@ Plugins

What should we work

Ivory Lane Research Request

on?
Disco-ball Image Transformation
Educational Cutaway Diagram Requ
Getting started 0of5 - .
+ 9 5.6 Sol Medium v @ @ Start browsing
o Enter a URL to open a page
O Enable notifications B Expenses BB Plugins [}

(@)

O Set up a daily update

‘Q- Create a file or build a site

O Summarize my inbox ™M
O Catch me up on updates and 7 {0 Research and plan next steps
blockers
O ; - @ Automate routine and recurri.
O Review the latest plans [
@ evanmangan ®

Chat GPT will choose to use it or you can ghoose to activate it

Ctrl + Shift + B on Windows
Cmd + Shift + B on Mac

It will then appear on the right hand side



There is a built in web browser

< File  Edit View Help - o X
ChatGPT v Q Chat Work @ Newtab X 4 e 0O
L J
& New chat < EnteraURL A
5 L )
5 sites
@ Scheduled
@ Plugins

What should we work

Ivory Lane Research Request

on?
Disco-ball Image Transformation
Educational Cutaway Diagram Requ
Getting started 0of5 - .
+ 9 5.6 Sol Medium v @ @ Start browsing
o Enter a URL to open a page
O Enable notifications B Expenses BB Plugins [}

(@)

O Set up a daily update

‘Q- Create a file or build a site

O Summarize my inbox ™M
O Catch me up on updates and 7 {0 Research and plan next steps
blockers
O ; - @ Automate routine and recurri.
O Review the latest plans [
@ evanmangan ®

Chat GPT will choose to use it or you can ghoose to activate it

Ctrl + Shift + B on Windows
Cmd + Shift + B on Mac

It will then appear on the right hand side



There is a built in web browser

< File  Edit View Help - o X
ChatGPT v Q Chat Work G Google x A 2 0O
(& New chat o google.com ®
85 sites
® scheduled P Gmail Images  3i% @
@ Plugins -.

What should we work What's on your mind?

on?

J

Ivory Lane Research Request
Disco-ball Image Transformation

Educational Cutaway Diagram Requ E" + Ask Google \!} 0 C¢ Al Mode

Goannale SEO in 2026

Getting started 0of 5 )
+ 9 5.6 Sol Medium ~ @ @

Enable notifications B Expenses -1-1-] Plugins =

O
O

O
@)

Set up a daily update

Q" Create a file or build a site

e
)

Summarize my inbox ™M

O
o

Catch me up on updates and 3" 0 Research and plan next steps
blockers

(M Automate rge and recurri

Type in googl€.com
Click on Al mode



There is a built in web browser

~ rue cait view neip

ChatGPT ~ Q Chat Work & Google X A B

(& New chat o google.com ®

&5 Sites

Gmail Images
@ Scheduled o

.oy
@ Plugins 'I

e
HH
HH

<]
@
3

1 H 2

What should we work What's on your mind

Ivory Lane Research Request

on?
Disco-ball Image Transformation

Educational Cutaway Diagram Requ r_l’ recommend digitall marketing trainers ip se@nd

Bl EEF 5 SIREIE

Al Mode -
Getting started 0of5

+ O 5.6 Sol Medium v @ @

= L Google offered in: Gaeilge
) Enable notifications B Expenses E BB Plugins [}

O Set up a daily update

- . 0Y- Create a file or huild a cite

Type in a search that you would want to be found for

Hit submit



There is a built in web browser

ChatGPT ~ Q Chat Work G recommend dici %

@ New chat < < google.com

)

85 Sites
Scheduled
O e AlMode Al  Images Videos News 553 H

®
, BH Sign in
@ p‘ugins -

The best digital marketing trainers in Ireland include highly rated
What ShOU ld we wo rk individual consultants, agency educators, and elite corporate

on? programs that deliver practical, jargon-free business upskilling.

J

Ivory Lane Research Request

Disco-ball Image Transformation
Depending on whether you need hands-on workshops for small
businesses, masterclasses for corporate executives, or structured

=

Educational Cutaway Diagram Requ

Gooale SEO in 2026 can you read what is in the browser? Act
like an expert in Ai search and tell me
Getting started 0of>5 what a business would need to do to be
included in these recommendations
O Enable notifications + 8 5.6 Sol Medium v & o

O Setup a daily update B Expenses @B E Plugins &

O Summarize my inbox M

O Catch me up on updates and 4
blockers

Ask anything -
Microphone

e

2 Review the latest plans

Chat GPT can see what is happening in the browser. Type into the prompt box

can you read what is in the browser? Act like an expert in Ai search and tell
me what a business would need to do to be included in these
recommendations



There is a built in web browser

ChatGPT -~ Q. B Assess Al search recommendations - 8= ¥ recommenddig X I
recommenaations
@ New chat < = google.com G
&5 sites
Scheduled Waorking for 36s o .. .
0] 9 C) AlMode Al Images Videos News {83 tH
@ Plugins
I'll inspect the live Google results and use the
browser-control skill because the answer The best digital marketing trainers in Ireland include highly rated
) depends on what Google is actually showing— — individual consultants, agency educators, and elite corporate
Ivory Lane Research Request i : —+ . . . . -
Y 4 not just general SEO theory. I'l then separate programs that deliver practical, jargon-free business upskilling.
Disco-ball Image Transformation the visible evidence from the actions most

likely to improve inclusion. Depending on whether you need hands-on workshops for small

businesses, masterclasses for corporate executives, or structured
professional diplomas, the leading trainers are organized below:

=R

Educational Cutaway Diagram Requ

sl SEE) i S0 =

Getting started 0of5
Leading Individual Trainers gConsultancies

O Enable notifications

@ s « Evan Mangan (The Marketing Crowd): Widely regarded as one
rowser
O Set up a daily update ’ of Ireland's most prolific digital marketing and social media

Allow ChatGPT t . . . .
) ) = owtha 0 access trainers. He delivers practical, hands-on training for over 20,00
O Summarize my inbox M G https://www.google.com? L : = . ) . L e .

O Catch me up on updates and a .
Allow for all sites

blockers jask anything
O Review the latest plans & Deny .
+ v
- ~

It will ask for permission tgofew the browser

Give it access



There is a built in web browser

G File Edit View Help - o X
ChatGPT Q B Assess Al search recommendations - 5= G recommend digi X - o a
& New chat are much more usable than vague claims such € < google.com ®
95 Sites as "excellent service.”

Scheduled . L ol ™ A A
e What a business needs to do ) AlMode Al Images Videos News {83 HH
@ Plugins In priority order:
n priority order. e e e e e e et e gy oo
1. Create a page for each recommendation individual consultants, agency educators, and elite corporate

category programs that deliver practical, jargon-free business upskilling.

Ji

Ivory Lane Research Request

Disco-ball Image Transformation Don'trely on a general homepage. Build

Depending on whether you need hands-on workshops for small
businesses, masterclasses for corporate executives, or structured

professional diplomas, the leading trainers are organized below:

substantial pages around real buying

R

Educational Cutaway Diagram Requ intentions. such as:

Ganale SEO in 2026

o Digital marketing trainer Ireland

Getting started 00f5 o Altrainer Ireland Leading Individual Trainers & Consultancies

© Corporate Al training + Evan Mangan (The Marketing Crowd): Widely regarded as one

O Enable notifications

o Social media trainer for small of Ireland's most prolific digital marketing and social media
O Set up a daily update businesses trainers. He delivers practical, hands-on training for over 20,000
O Summarize my inbox ™M o In-house mark-*ing team training Irish companies, frequently partnering with Local Enterprise

o

Digital marketing work

Entarnrica Nffirac

O Catch me up on updates and L
blockers

Ask anything

O Review the latest plans

+ O 56 Sol Mffdium v~ @ c
o o)

+

L)

It will then give you detailed step by step recommendations on what a business
needs to do to get recommended
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