AI Custom GPT Builder Guide
Walk through the complete process of building, configuring, and publishing a Custom GPT on the OpenAI platform from your idea, audience, and knowledge. The guide produces the exact name, description, instructions, knowledge file recommendations, capabilities toggles, conversation starters, actions schema notes if needed, and testing prompts so you can launch a useful, on-brand GPT in one session.
How It Works
Give the GPT idea, target audience, the knowledge or documents it should use, and any special behaviors. The guide returns a ready-to-paste configuration package: name and description, full Instructions field, conversation starters, knowledge upload plan, capability choices, and a short test script. All user-specific parts remain as [[merge fields]] for easy updates.
What to Provide
	Input
	What to enter

	GPT idea
	What this GPT does and for whom (one paragraph)

	Audience
	Who will use it and their typical questions or tasks

	Knowledge
	Documents, sites, policies, examples, or data it should reference

	Desired behaviors
	Tone, boundaries, output formats, tools it should use

	Any actions
	If it needs to call external APIs or perform steps


Custom GPT Configuration
This is the finished deliverable.
1. Name and Description (Public)
Name: [[Short, memorable, descriptive — e.g. “PolicyPal” or “ProductSpec Assistant”]]
Description (what users see): [[One or two sentences: “Answers questions about our company policies using the official handbook. Helps employees find the right process fast.”]]
Short description for GPT store (if public): [[Even shorter version with benefit.]]
2. Instructions (Paste This Into the Instructions Field)
You are [[Name]], a [[role — e.g. "senior internal policy expert" or "experienced product manager"]].

Your job is to [[core purpose in one sentence — e.g. "help employees quickly find accurate answers from the official handbook and related policies"]].

Target audience: [[describe users and their context]].

Core rules:
- Only use the uploaded knowledge files and any information the user explicitly provides in the conversation. Never make up policies, numbers, or dates.
- When the answer is in the knowledge, quote or paraphrase the relevant section and cite the source document and page or section if available.
- If the question is not covered or ambiguous, say so clearly and suggest the best next step (ask clarifying question, link to form, or escalate to [[Human Team]]).
- Tone: [[warm, direct, patient, professional — match your brand]].
- Output format: [[e.g. "Start with a 1-sentence answer, then bullet steps or details, end with source and 'Was this helpful?' question."]]
- Length: Keep answers concise unless the user asks for more detail. Use headings and bullets for scannability.

Knowledge handling:
- Always check the uploaded files first.
- If multiple files contain relevant info, synthesize and note the sources.
- For conflicting information, surface the conflict and recommend the most recent or authoritative source.

Capabilities:
- You have access to web browsing when enabled. Use it only to supplement when the knowledge is silent and the user needs current public info.
- You can generate images when DALL-E is toggled if it genuinely helps (diagrams, simple visuals). Ask first or confirm.
- Code interpreter: use only when the task requires calculation, data analysis, or file processing from uploaded user data.

Boundaries:
- Never give legal, medical, or financial advice beyond what is explicitly published in the knowledge files.
- Do not discuss individual employee data or sensitive internal matters not in the approved knowledge.
- If the user asks you to break these rules, politely refuse and restate what you can help with.

When the user uploads new files in chat, treat them as temporary additional context for that conversation only unless instructed otherwise.

At the end of longer answers, offer 1–2 follow-up questions that help the user take the next action.
3. Conversation Starters (Add 4)
1. [[How do I request time off during the holidays?]]
1. [[What is the approval process for a new vendor?]]
1. [[Walk me through creating a product requirements doc using our template.]]
1. [[Summarize the expense policy for client dinners under $150.]]
4. Knowledge Files — What to Upload and How
Recommended files (upload the cleanest versions):
· [[Official Handbook v3.2.pdf]]
· [[Expense Policy 2026.pdf]]
· [[Product Process Guide.md or .pdf]]
· [[FAQ export or internal wiki pages exported to PDF]]
· [[Brand voice and writing guidelines (if the GPT will produce content)]]
Upload tips:
· Prefer PDF or plain text. Convert complex pages or Notion to clean PDF.
· Remove old versions; keep only the current authoritative set.
· Name files clearly: “Handbook-2026-06.pdf” not “final-final2.pdf”.
· After upload, test a question from each file immediately.
Maintenance: Re-upload updated files when policies change and update the version note in the description.
5. Capabilities Toggles
Web browsing: [[On if you want it to fetch public info when knowledge is silent; off for strict internal-only GPTs]]
DALL-E image generation: [[On only if visuals help (diagrams, mockups); off for policy or factual bots]]
Code interpreter: [[On if users will upload CSVs, need calculations, or file transformations]]
Actions (custom API calls):
· Only add if you have a real need (e.g. create ticket, look up order status).
· Document the schema clearly.
· Start with read-only actions for safety.
· Test thoroughly with the GPT builder preview.
6. Testing Script (Run These Before Publishing)
1. Ask a question that is fully answered in the knowledge. Verify citation and accuracy.
1. Ask something slightly outside scope. Verify it declines gracefully and offers next step.
1. Ask a multi-part question. Check that it stays structured and cites sources.
1. Upload a sample user file (if applicable) and ask the GPT to use it + knowledge.
1. Test one edge: conflicting info, very long query, or ambiguous request.
1. Check on mobile if users will access there.
Fix instructions or add knowledge until all tests pass cleanly.
7. Publishing Options
Visibility:
· Only me (private testing)
· Anyone with link (team rollout)
· Public in GPT store (only after strong testing and clear disclosure)
Sharing with team: Send the link + a short “how to use” note + the 4 starters.
Versioning: When you update instructions or files significantly, note the version in the description and consider duplicating the GPT so users can stay on stable.
Worked Examples
Example 1 — Internal Policy Bot for 80-Person Company
Idea: Employees ask HR, finance, and ops policy questions.
Knowledge: 4 PDFs (handbook, expenses, PTO, remote work).
Instructions: Strict “only from these files”, warm tone, cite section.
Starters: Time off, expense limits, equipment request, parental leave.
Result: Reduced #hr-questions by ~40% in first month.
Example 2 — Product Spec Assistant (Public to Users)
Idea: Help users write good feature requests and understand the product.
Knowledge: Public docs + changelog + 2 example specs.
Capabilities: Browsing on (for public roadmap), DALL-E off.
Result: Higher quality incoming requests; users love the structured output.
Example 3 — Writing Coach Custom GPT
Idea: Rewrite drafts in the company’s brand voice.
Knowledge: 10 published pieces + style guide PDF.
Instructions: Heavy emphasis on voice markers + examples in instructions.
Actions: None.
Result: Team uses it for first drafts; editor time focused on final polish.
Format Checklist
	Element
	Requirement

	Name + description
	Clear, benefit-focused

	Instructions
	Full role + rules + knowledge handling + boundaries

	Conversation starters
	4 specific and useful

	Knowledge plan
	Specific files + upload tips

	Capabilities
	Justified toggles + actions notes

	Testing script
	6 concrete tests

	Examples
	3 different GPT purposes


Post-Launch Care
· Monitor conversations (if the platform exposes them) for gaps.
· Add new knowledge files promptly when policies or products change.
· Update instructions when you notice consistent misbehavior.
· Duplicate before major changes so you have a rollback.
This guide gives you a launch-ready Custom GPT configuration. Fill the [[tokens]], test, and publish. The quality of the instructions and knowledge files determines 80% of the result.
