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AIBX / TAMRA'S CHEATBOOK

THE 10-MINUTE PROJECT SETUP

A practical browser-only starter checklist for ChatGPT and Claude.

-

01 CREATE & NAME

Create a project for a recurring goal or client.
Use names like Work | Daily Operations.

Keep unrelated subjects in separate projects.

02 ADD INSTRUCTIONS

Specify the role, task, style, and accuracy rules.
Keep instructions short and test them.

Store a master copy in a .md or .txt file.

03 ADD USEFUL CONTEXT

Attach only relevant, current reference files.
Check what your plan and interface support.

Do not upload secrets without reviewing controls.

04 ORGANIZE & REVIEW

Use focused chats for individual workstreams.
Review memory and sharing settings.

Revisit instructions as your workflow changes.
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AIBX / TAMRA'S CHEATBOOK

TAMRA'S COPY-READY TEMPLATE

Paste this into the project instructions field and customize it.
4 )

PROJECT INSTRUCTIONS — STARTER TEMPLATE

ROLE: Act as my [role or specialist].

PURPOSE: Help me with [specific recurring work].

CONTEXT: This project covers [scope, audience, and constraints].
STYLE: Be clear, practical, concise, and professional.

OUTPUT: Prefer [checklists, summaries, tables, or steps].
ACCURACY: Separate confirmed facts from assumptions.
QUESTIONS: Ask when missing details change the answer.

FILES: Use supplied references; flag outdated or conflicting material.
MAINTENANCE: | will review and update these instructions regularly.
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TAMRA TIP: Test with 3 real tasks before adding more instructions!

3/ 4



AIBX / TAMRA'S CHEATBOOK

SMART PROJECTS, SAFER WORKFLOWS

The controls are not identical across ChatGPT and Claude.

4 ) 4 )
MEMORY IS NOT A FOLDER SHARING NEEDS A CHECK
Project organization and cross-chat memory differ. Review collaborators and their permissions.
Review each platform’s current memory controls. Check which files and chats can be visible.
Do not assume all past chats are always available. Avoid sensitive uploads until policies are clear.
- J - J
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TIME SAVINGS: BE PRECISE OFFICIAL DOCUMENTATION
Projects can reduce repeated manual prompting. OpenAl: help.openai.com
They do not guarantee fewer tokens or hours saved. Anthropic: support.claude.com
Measure improvements in your own workflow. Check current plan and browser Ul before use.
\_ J \_ J

lllustrative cheatbook. Product menus, limits, and settings may change. Web versions only.
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