Get Al working with the files you
already use

Revised walkthrough | September 28, 2026

Start by deciding where the information lives and what you want the Al to do with it. Uploading a
document, connecting a cloud service and allowing a desktop agent to work in a folder are different
routes. This guide shows the actual upload menu and a real local-folder task, then explains when the
other routes make sense.

1. Define the job before choosing the connection

“Use my files” is broad. “Read these three workshop files, identify conflicting dates and create a new
welcome page” gives the Al a specific job. Name the source, the output and whether you want it to edit
anything.

For a first attempt, choose a small set of documents whose contents you know. You will be able to tell
whether the answer is grounded in the files. Our practice folder contains current workshop facts, an
older schedule note and customer feedback. The older note deliberately conflicts with the current
schedule.

First list the files you can read. Tell me which document appears current and identify any conflicts. Do
not change the source files. Wait for my decision before creating the final output.

The inventory is a useful first check. If the tool lists the wrong files or cannot see one you expected, fix
the access problem before requesting a large task.

2. Upload a few files for a contained task

In the demonstrated ChatGPT Work conversation, the attachment menu offered file upload and library
options. Use this route when the task involves a few documents and you do not need a continuing
connection to the original location.
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The actual file attachment menu in ChatGPT Work. Open full-resolution screenshot.

This screenshot shows the available attachment routes in the demonstration account. Available options and labels can differ by
product and account.

Choose the file, allow it to finish attaching, and name it in your request. Ask for a short description of
what the Al found before depending on it. For a spreadsheet, ask for sheet names and column headers.
For a document, ask for its title and the relevant section.

Uploading a copy does not mean the Al will update the original on your computer. If it creates a revised
document, download that output and open it. If the original changes later, provide the new version rather
than assuming the old attachment has updated itself.

A scanned PDF, protected workbook or unusual file type may require an export or text recognition. Ask
the tool to identify unreadable portions. A fluent answer is not evidence that every page or cell was
successfully read.

3. Use a supported app connection for cloud information

If the documents live in Google Drive or another supported service, check the tool's apps or connector
settings. A connection can be useful when you repeatedly need information from that service and your
account supports the required action.

Read the permissions during setup. Then test with one known document and ask for a link back to it.
Check separately whether the connection can search, read, create or modify content. Being able to find
a file does not prove the tool can edit it.

Find the document named [exact title] in [service]. Give me its link, the date shown in the document and
the section about [topic]. Do not modify anything.
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If the result is wrong, narrow the folder, owner, title or date. If it cannot find the file, confirm that the
connected account has access and that the file is within the connection's supported scope. This guide's
screenshot shows the menu, not a completed Google Drive search; the local-folder example below is
the route tested end to end.

4. Give a desktop agent a focused working folder

A desktop agent such as Claude Code can work with accessible local files. In the real demonstration,
we selected a dedicated practice folder and asked it to inspect the inputs before building anything. It
found the conflicting practice lengths: 30 minutes in an older note and 65 minutes in the current facts.

2 Maple-Practice workshop document plan ~  Maple-Practice

Conflicting facts
There's onereal conflict: how long supervised practice lasts.

= The old note says 30 minutes.
= The current facts say 65 minutes.

The document should use 65 minutes. The current facts are the source of truth, and the old note says It's outdated.
The numbers agree too: 10 + 25 + 65 + 20 = 120 minutes, which exactly fills 10am to noon. With 30 minutes, the
schedule only adds up to 85 minutes and leaves a gap.

The feedback doesn't contradict the facts. It just shows what past attendees didn't know, which tells us what the
welcome page needs to make clear.

Plan for the one-page welcome document
The idea is a short, friendly page that answers people's questions before they arrive. Every fact comes from
orkshop-facts. txt ,and the feedback decides what gets the most emphasis.
1. Title and greeting: “Welcome to the Maple Workshop," plus one sentence saying it's a beginner home-repair class
for aduits.
2. The basics: date, time, venue, price and group size, lald out so they're easy to scan.
3. What we supply and what you need: say clearly that tools and safety glasses are supplied, so there's no need to
buy any. Say that closed-toe shoes are required. This answers comments FO1 and FO4.
. How the two hours are spent: the four parts of the lass with thelr minutes. Supervised practice gets the most
time at 65 minutes, which answers FO3 and F06.
5. Ashort "Before you come" checklist: wear closed-toe shoes, arrive a little before 10am, and nothing else to
bring. This is the checklist people asked for in F02 and FO5.
5. Cancellation policy: one line saying you can cancel until 48 hours before class.
7. Detalls still to come: the address, parking and booking link will be shared separately. The page won't guess at
them.

‘What | will not do:

«  Inventan address, parking details, a booking link, or any contact detals.
= Use the old 30-minute figure.
- Change or delete any of the three existing files. The welcome page would be a new, separate file.

Before | start, Ineed one answer from you: what kind of file do you want? A simple text file (like velcone. nd ) Is
easlest to open and edit. | can also make a Word document or a web page you can view in your browser. Once you tell
me, Ml write the page-

v
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Claude Code identifies the files and the schedule conflict. Open full-resolution screenshot.

The plan is based on files in the selected practice folder. The conflict is surfaced before the final welcome page is created.

We confirmed which source governed. Claude then created a new Markdown welcome document and
an HTML version that could be opened in a browser. The original source files remained available for
comparison.
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L1 Maple-Practice workshop document plan ~  Maple-Practice
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Icreated two new files in the Maple-Practice folder, and the three source flles are unchanged.

Files created:

1. welcome.md, a plain-text version you can open In any text editor.
welcomehtml, a web page with a cream background, navy text and plenty of space between sections. It's open in
the browser panel beside this chat, and it also works on a narrow phone screen.

MAPLE WORKSHOP

The schedule adds up to120 minutes: welcome 10 + demonstration 25 + supervised practice 65 + questions and ‘ v elcome to the Maple
cleanup 20 =120 minutes. That exactly fills 10am to noon. | ran the sum to confirm it, and both files show the 120- h

minute total at the bottom of the schedule table: WOI'kS op

The source flles are unchanged. workshop-facts. txt hedule-not d custoner-feedback.csv

still have thelr original sizes and their 1 A beginner home-repair class for adults.

Facts are copled exactly from works
*  October 10, 2026, 10am to noon, at Maple Studio (fictional).
« 45 per person, capacity 12. The basics
« Tools andssafety glasses supplied; closed-toe shoes required.
« The cancellation line is word-for-word: "Cancellation allowed untll 48 hours before class."
+ Supervised practice Is 65 minutes. The old 30-minute figure Isn't used.

Date October 10, 2026
What I removed, as you asked:
«+  The instruction to arrive early Is gone. The "Before you come” checklst now has only two items: wear closed-toe Time {oam tomoon
shoes, and no need to bring tools or safety glasses because they're supplied
«  The promise that details would be shared separately is gone. A “Not supplied” section now lists the street
address, parking and booking link, each marked “not supplied” Venue Maple Studio (fictional)
1also kept a small note that Maple Workshop is a fictional business, because the facts flle says so.
Price $45 per person
Edited 2 files
welcome.md 5 > Capacity 12

welcome html

‘What we supply and what you need

- Supplied: tools and safety glasses.

Auto mode works better when it knows your environment. Takes about a minute.

+ Required: closed-toe shoes.
v
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The actual generated page displayed beside the Claude Code conversation. Open full-resolution screenshot.

The output is a local file preview. It is not automatically a public website.

This route is useful for a collection of documents, batch changes, file organization or outputs that need
to be saved together. Start in a practice folder or copies of your working documents. Ask it to report
exactly which files it created or changed.

5. Use computer interaction when the visible app matters

Some supported tools can operate an application through its visible interface. That can help when the
task requires a screen-specific action that an upload or connector cannot perform. Availability depends
on the product, operating system and account.

Describe the app, the visible task and the finish line. For example: open the generated document,
inspect the second page and tell me whether the table fits. A screenshot of a file provides visual
context; it does not necessarily provide the editable original or every row of a long table.

Treat this as a separate capability to check in your tool. The fact that an Al can read files or generate
images does not establish that it can control every desktop app. This guide does not claim a
computer-use workflow was demonstrated for every named product.

6. Consider a custom connection only when needed

MCP is a way for an Al application to use tools exposed by a server. A custom MCP connection may be
useful for a system that lacks an appropriate built-in integration. It requires a compatible client, a server
or service endpoint, authentication and tools that perform the intended actions.
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You can ask a coding agent to help build one, but first describe the exact read or write operation and
use the service's official APl documentation. Begin with a harmless read on sample data. Test the
response and error handling before adding writes. Do not assume that generating the connection's code
makes it installed or working.

For many ordinary document tasks, uploading files or selecting a folder is enough. The custom
connection section is an advanced route, not a prerequisite for the demonstrated workflow.

Check the result in its destination

Open the actual output. Compare a few facts against the source and check the file format, name and
location. For a batch edit, require a change list and confirm a sample of changed and unchanged
content. For a connected service, open the linked record in that service.

The most useful final instruction is concrete:

Tell me what you read, what you could not read, which source governed conflicts, and exactly where
you saved the result. Separate completed actions from recommended next steps.

Further setup help

ChatGPT Work and Codex and Claude Code desktop setup describe the current product routes. The
screenshots here were captured from actual tasks on September 28, 2026.
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