Understanding and Using ChatGPT Projects

From Asking Questions to Building a Workspace

One of the most useful features of ChatGPT is also one of the easiest to overlook: Projects.

Many people use ChatGPT by opening a new conversation whenever they have a question. That works well
for a quick answer. But when you are working on something important over time, starting from scratch
every time quickly becomes inefficient.

A Project gives you a place where related conversations, reference materials, instructions, and
ongoing work can live together.

Think of the difference this way:

A conversation answers a question.
A Project supports a continuing endeavor.

That is a significant change in how you can work with Al

1. What Is a Project?

A Project is a dedicated workspace within ChatGPT for a particular subject, activity, or long-term
undertaking.

Instead of having your work scattered across dozens of unrelated conversations, you can create a Project
such as:

+ A course you are developing
* A research project

* A book you are writing

* A business venture

* A ministry program

+ A family-history project

* A website redesign

* A collection of teaching materials
* A personal learning goal

* A major presentation

* An ongoing creative project

The Project becomes the home base for that work.

You can return to it repeatedly rather than recreating the background every time.



2. Why Projects Matter

The biggest advantage is continuity.
Imagine explaining the same project to a new assistant every morning:

"Here is what we are doing. Here are the documents. Here is the style we established. Here is
what we decided last week. Here is what we are trying to accomplish..."

You would quickly become tired of being the assistant to your assistant.
A Project helps eliminate much of that repetition.

You can establish the context once and continue building on it.

Without a Project

Question = Answer — New conversation — Re-explain context — Continue
With a Project
Project — Context — Conversation = More work — Return later = Continue

That second model is much closer to having a digital workbench.

3. What Can Live Inside a Project?

A Project can bring several pieces of your work together.

Conversations

You can have multiple conversations about different aspects of the same project.
For example, a course-development Project might contain conversations for:

* Course objectives

* Lecture development

* Reading assignments

* Discussion questions

+ Student activities

+ Assessment ideas

* PowerPoint development



They remain part of the same larger undertaking.

Reference Files

You can provide documents and other materials that are relevant to the Project.
These might include:

* PDFs

* Word documents

* Spreadsheets

* Presentations

* Images

* Notes

* Research materials
* Existing drafts

This means you are not constantly saying:
"Here is that document I sent you three conversations ago."

The relevant materials can become part of the Project's working environment.

Project Instructions

You can also establish instructions for how you want ChatGPT to work within that Project.

For example:

"Use a conversational teaching style."

Or:

"Assume the audience is university faculty."

Or:

"When making recommendations, distinguish between established information and

speculation.”

These instructions help establish the rules of the workspace.



4. Projects Are More Than Folders

This is perhaps the most important point to teach.
A Project is not simply a folder where you put conversations.
A folder stores things.
A Project provides context for doing things.
That distinction matters.
Consider a traditional computer folder:
Faculty AI Workshop
Inside might be:

* Presentation.pptx
+ Handout.docx

+ Notes.docx

* References.pdf

Useful, certainly.

But the folder does not understand what those files mean.

A Project can bring together the files, conversations, instructions, and continuing work surrounding the

subject.

That makes the Project a much more useful environment for working with Al

5. The "For Someone Beginning Today" Approach

If someone is new to Al, I recommend introducing Projects as part of a simple progression.

Step 1: Learn to Chat Naturally with Al

Start by learning how to ask questions, explain a problem, request revisions, and carry on a conversation.

Don't worry about becoming a "prompt engineer."

Learn to talk to AI clearly.



Step 2: Create a Project for Each Major Interest

Once you discover that you are returning to the same subject repeatedly, create a Project.
Examples:

Teaching

Research

Writing

Ministry

Al Learning

Family History

Website Development

The Project gives that interest a permanent home.

Step 3: Add Your Reference Materials

Bring the materials that matter into the Project.
Instead of asking Al to work from a blank sheet, give it the resources that define your particular situation.
This is where Al becomes much more useful.

Your documents become part of the conversation.

Step 4: Let the Project Become the Long-Term Workspace
This is the real payoff.

Instead of beginning a brand-new conversation every time, return to the Project.

Over time, it becomes the place where the work develops.

You are no longer merely asking AI questions.



You are working with AI on something.

6. A Practical Example

Suppose a professor wants to develop a new course on artificial intelligence.
Without a Project, the professor might have conversations such as:

"Help me write course objectives."

Later:

"Give me discussion questions about Al ethics."
Later:

"Help me design a PowerPoint."
Later:

"What readings should I assign?"
Each conversation may be useful, but they are disconnected.

Now create a Project called:

Al and the University

Add:

+ Course proposal

* Syllabus

* University policies
* Reading list

* Previous lectures
* Relevant articles

« Course objectives

Then begin working.
Now the professor can ask:

"Based on the course objectives and university policies in this Project, develop three
discussion questions for the first class."



The conversation begins with a foundation.

That is the difference.

7. Projects Can Grow With the Work

A good Project does not have to be completely designed on Day One.
In fact, it probably shouldn't be.

Start with what you know.

Then add material as the project develops.

For example:

Week 1:
Create the Project and add initial notes.

Week 2:
Add research.

Week 3:
Develop the outline.

Week 4:
Add a draft presentation.

Week 5:
Revise the presentation.

Week 6:
Create supporting materials.

The Project becomes a kind of digital workbench, accumulating the tools and decisions needed to
complete the job.

8. Projects Change the Question You Ask

There is a subtle but important shift here.



Beginner question:

"What can ChatGPT do?"

Better question:

"What can ChatGPT help me accomplish?"

Project-level question:

"How can ChatGPT become part of the way I work on this?"

That third question opens considerably more possibilities.

9. Projects and Memory Are Not the Same Thing

It is also helpful to distinguish Projects from ChatGPT's broader memory capabilities.
Memory is about information that may be useful across conversations.
A Project is about a particular body of work.
For example:
A general preference such as:
"I prefer explanations that use examples."
might be useful broadly.
But:
"These are the documents, goals, decisions, drafts, and instructions for my new course."
belongs naturally in the course Project.
Think of it this way:

Memory helps personalize the assistant.
Projects organize the work.



10. Don't Create a Project for Everything

Projects are most useful when something has continuity.
You probably don't need a Project for:

* "What time does the library close?"

* "Explain photosynthesis."

+ "Give me a recipe for chili."
« "What is the capital of France?"

Those are individual questions.
A Project makes more sense when you find yourself saying:
"I'm going to be working on this for a while."

That is the signal.

11. Good Candidates for Projects

Ask yourself:

Will I return to this?

Will I add documents?

Will the work develop over time?

Will I have several related conversations?
Will I want AI to understand the background?

Will I want to continue where I left off?

If the answer to several of these is yes, a Project is probably worth creating.

12. The Most Important Habit

Don't wait until a project becomes complicated.

Create the Project when you realize it is becoming important.



The earlier you establish the workspace, the more useful it can become.
Instead of having six conversations scattered across your ChatGPT history, you can have:

One Project.

Several conversations.
Relevant reference materials.
Clear instructions.

A continuing body of work.

That is much easier to manage.

13. The Bigger Idea

Projects represent an important evolution in working with Al
The first generation of Al use was largely:
Ask — Answer
Then came:
Ask — Refine — Collaborate
Projects take another step:
Establish context = Work — Build — Return — Continue
That is much closer to the way humans actually accomplish substantial things.

We don't normally create our life's work by asking a stranger the same background questions every
morning.

We establish a workspace.
We gather our materials.
We develop ideas.

We make decisions.

We return to the work.

10



We build upon what came before.

Projects allow ChatGPT to participate in that process.

A Simple Rule to Remember

If you remember only one thing, remember this:

A ChatGPT conversation is a place to ask a question.

A ChatGPT Project is a place to do the work.

And once you begin thinking in terms of Projects, a useful question appears whenever a new idea comes
along:

"Is this just a question, or is this the beginning of a project?"

That may be the point at which your use of Al changes from occasional assistance to ongoing
collaboration.
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