
A Custom GPT is like your own personal robot assistant it can be trained to talk like you, answer questions in 
your style, and help with specific tasks. You can use it for work, fun, or anything in between!  

STEP 1: Go to ChatGPT and Log In  
Visit https://chat.openai.com  

STEP 2: Click "Explore GPTs"  
On the left side of the screen, click the button that says Explore GPTs.  
It will open a library of custom -made GPTs by other people (like a chatbot store).  

Now click the Create button in the top right.  
A new screen will pop up this is where you make your own GPT.  

The system will ask you a few questions in a chat - style format. 
Example:  

What do you want your GPT to do? 
What should it sound like? 



STEP 5: Give Your GPT a Name and Picture  

(Example: BizBot, Marketing Queen, Princess GPT)  
Upload a picture or choose one from the options they give you.  

STEP 6: Set Instructions (The Brain of Your GPT)  

This is where you tell your GPT exactly how to behave.  
Keep it simple. Example:  

STEP 7: Upload Files or Add Tools (Optional)  
If you want your GPT to use files (like PDFs, spreadsheets, etc.) or tools like DALL·E or code interpreter:  

Choose what you'd like to include. This part is optional!  

STEP 8: Test It Out!  
Click Preview and chat with your new GPT.  

Does it sound right?  
Does it answer the way you want?  

If not no worries! You can go back and edit anytime.  

STEP 9: Save and Share  


