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1️⃣ Settings

A. Custom Instructions – Teach ChatGPT Your Voice - Set the foundation so ChatGPT sounds like 
you and understands your business.

Go to Settings → Customize ChatGPT
Fill in: What to call you, What you do (your role, who you serve), Personality (tone and style), 
Traits (how it should think/respond), Anything else (audience, formats, things to avoid)
Be specific! Think of it as training a new team member.
💡 Don’t know what to write? Ask: “Ask me questions to help set my Custom 
Instructions in ChatGPT”

B. Memory - Allows ChatGPT to Learn and Improve

Reference Saved Memories → Recommended to turn ON (learns across sessions)
Reference Chat History
 ✅ ON = continuity between chats
 ❌ OFF = each chat stays separate (useful if you do diverse tasks)

2️⃣ Projects – Organize Work Like a Workspace

Keep chats, files, and instructions in one place.

Create a Project for each client, campaign, or workflow
💡In Settings choose let the memory default to shared outside the project (uses global memory) 
or choose Project Only (keeps it client/project-specific)
Upload supporting files (e.g., brand guide, past posts)
Write clear project instructions so ChatGPT stays on-task

3️⃣ Custom GPTs – Build Your Own Assistants

Create specialized versions of ChatGPT for repeatable tasks.

Go to GPTs → Create
Define its task, role, tone, and output format
Toggle capabilities ON only if needed
Save as Private, Link Only (great for clients/teams), or Public
 💡 Next Step: Build one Custom GPT for a recurring task in your business.



4️⃣ Voice & Mobile Use – Take ChatGPT Anywhere

Use the mobile app for brainstorming or drafting on the go.

Install the ChatGPT app (iOS/Android)
Free plan: several hours/day with GPT-4o mini
Paid plan: higher limits, nearly unlimited
💡 Next Step: Open the app →Tap the Voice Mode icon and get started.


