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Week 3 Homework Brief
Custom AI Assistants & Knowledge Systems  |  Due before Week 4 (15 April 2026)

	This week’s goal:
Build a working AI assistant that you can use every day. Choose the track that suits your situation — both produce equally valid outcomes.



Choose Your Track

	Track A: Custom Assistant (Paid Tools)
	Track B: Clipboard Assistant (Free Tools)

	Build a persistent assistant on:
• ChatGPT Custom GPT (Plus/Team/Enterprise)
• Claude Project (Pro)
• Copilot custom agent (M365)
• Gemini Gem (Advanced)

Your assistant persists between conversations and has uploaded knowledge files.
	Build a paste-and-go assistant using:
• The Clipboard Assistant Template
• Any free LLM (ChatGPT, Claude, Gemini, Copilot)

Your assistant lives as a document you paste at the start of each conversation.
Bonus: More secure for restrictive enterprise environments. Transfers to paid tools later with zero rework.



Task 1: Choose Your Use Case
Pick ONE specific, recurring task from your work. The best use cases are tasks you do at least weekly, take 15+ minutes each time, and follow a similar pattern.

My use case: ___________________________________________________________________________
How often I do this: _____________________________________________________________________
How long it takes without AI: _____________________________________________________________

Good use cases for your first assistant: email drafting, meeting preparation/summaries, content creation, research synthesis, report writing, document review, stakeholder communication.



Task 2: Write Your System Instructions
Use the System Instructions Writing Guide to write your assistant’s instructions. Include all six sections:

· Identity & Role — who is this assistant?
· Core Responsibilities — what does it do? (3–5 tasks)
· Tone & Style Rules — how does it communicate?
· Format Preferences — what should outputs look like?
· Guardrails — what must it ALWAYS and NEVER do?
· Context & Knowledge — what does it need to know?

Keep your instructions under 500 words. Focused is better than exhaustive.

Task 3: Prepare Your Knowledge Base
Select and prepare at least 3 documents your assistant needs to do its job:

Document 1: _________________________________________________________________________
Document 2: _________________________________________________________________________
Document 3: _________________________________________________________________________

· Track A: Upload these files directly to your custom GPT or Claude Project
· Track B: Convert these into paste-ready knowledge blocks (under 2,000 words each)
· Run each document through the Knowledge Base Preparation checklist before uploading/pasting

Task 4: Build and Test Your Assistant

1. Build your assistant (Track A: create the custom GPT/Project; Track B: assemble your Clipboard Assistant document)
2. Test it with 10 different queries using the Testing Log
3. Note what works and what doesn’t
4. Refine your system instructions based on test results
5. Re-test the queries that failed



Task 5: Share in Slack
Post in the program Slack channel:
· What your assistant does (one sentence)
· Which track you chose and why
· One screenshot or copy-paste of your best output
· One thing that surprised you during testing

	Time estimate: 60–90 minutes total
This is the most hands-on homework of the program. It’s worth the investment — the assistant you build this week becomes your final showcase project and your daily work tool going forward.
If you get stuck, post in Slack. The Automations Technician is available to help troubleshoot.



Resources for This Week
· Clipboard Assistant Template (for Track B participants)
· System Instructions Writing Guide (for everyone)
· Knowledge Base Preparation Guide (for everyone)
· Custom Assistant Testing Log (for everyone)
· Data Classification Guide (from Week 1 — review before uploading any documents)
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