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Introduction

This guide was created in response to the need to support the community of the
University of Bergamo in the use of ChatGPT Edu by providing a clear, accessible tool
for guidance that is consistent with the university context. The introduction of solu-
tions based on generative artificial intelligence represents a significant transfor-
mation in the ways in which people study, teach, produce knowledge, organize ac-
tivities, and manage information processes. For this reason, the adoption of such
tools requires not only access to the platform, but also a familiarization process that
enables each user to understand how it works, its possible applications, and its limi-
tations.

ChatGPT Edu can support many activities typical of the academic environment: from
understanding complex texts to producing drafts, from reworking teaching materials
to preparing exercises, from analyzing documents to summarizing information, as
well as organizing study, research, and administrative work activities. However, the
variety of available functions makes it necessary to provide an operational frame-
work that helps users navigate the different sections of the interface and use the
tool appropriately in relation to their objectives.

This guide has been designed for users with different levels of digital experience. It
is intended for those using ChatGPT Edu for the first time, as well as for those who
wish to consolidate their usage skills and gain a more systematic understanding of
the main available features. The descriptions are based on illustrative screenshots
and are intended to facilitate recognition of the different areas of the platform, pro-
gressively explaining what can be done, where the main functions are located, and

in which situations they may be useful.

The objective is not merely to illustrate the sequence of commands or buttons, but

to promote the conscious use of generative artificial intelligence in the university
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context. Using ChatGPT Edu correctly means knowing how to formulate clear re-
quests, provide adequate context, critically assess the responses received, verify rel-
evant information, and distinguish between support, reworking, in-depth analysis,
and autonomous production activities. The quality of the interaction with the plat-
form largely depends on the user’s ability to frame the request correctly and interpret
the results responsibly

A further objective of the guide is to encourage consistent usage practices within
the University. In a broad and complex context such as a university, students, lec-
turers, researchers, and technical-administrative staff may use ChatGPT Edu for dif-
ferent purposes. Having a shared document makes it possible to establish a common
basic language, reduce ambiguity, prevent improper use, and facilitate the integra-
tion of the tool into daily activities, in compliance with institutional guidelines.
Particular attention is also devoted to issues of responsibility, confidentiality, and in-
formation quality. Generative artificial intelligence tools can provide significant sup-
port, but they do not replace human judgment, source verification, disciplinary ex-
pertise, or compliance with applicable rules. It is therefore necessary for every use to
take place with due attention to the data being processed, the nature of the docu-
ments uploaded, the protection of personal or confidential information, and the prin-
ciples of academic integrity.

From this perspective, the guide serves as a support tool for the adoption of ChatGPT
Edu at the University of Bergamo. It aims to contribute to the informed, effective,
and responsible use of the platform, enhancing its potential in support of teaching.
study, research, and institutional activities, without overlooking the limitations and

precautions required in an academic environment.
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CHATGPT EDU SIDE MENU

USER GUIDE FOR USING CHATGPT EDU

WHAT IT IS FOR

ChatGPT O - 5ida many
Main navigation area for ChatGPT.
The side menu provides access
@ New chat . T New chat ) to the main areas of ChatGPT.
Start a new conversation. 4
Q Search chat . From this layout, you can start
earch chats
Search chats new conversations, search chats,
5 Projects . Einciprevious chats: access projects, scheduled tasks,
Projects images, apps, content, and view
@ Scheduled L Open the area dedicated to projects. the institutional account.
& Images P Scheduled
Open the area for scheduled activities.
m WHERE TO FIND IT
Library Lo Images
88 Apps . Open the area for images The side menu is located on the left
00 ' I )
Library side of the ChatGPT interface.
& Agents . Open the library of available content
e
& Deep Research pthiarsa forapie HOW TO USE IT
@ GPT i Agenti @ Look at the left side menu.
Open the area for agents. o Choose the area that fits
Pinned Deep Research younsctAty:
Open the Deep Research feature. © Click the desired item to access
B work the corresponding section.

EDU

University of Bergamo
EDU =

GPT
Open the area for GPTs.

Pinned
Show items pinned for quick access.

work
Folder pinned at the top with chats
and conversations.

EDU Account
Shows the active institutional account

o Use the “Pinned” section to quickly
reopen important items.

© Check your active EDU
environment at the bottom.

© nerer

The side menu is the main access point
to ChatGPT Edu features.

From here, you can start conversations,
access tools and content, and check
your active institutional account.

University of Bergamo — Al Task Force

This is the sidebar menu of your ChatGPT. From this menu, you can begin to find your way around ChatGPT
Edu and choose what you want to do. It is your quick-access area: you can open a new chat whenever you
want to start from scratch, return to a conversation you have already started, access projects, check
scheduled tasks, or move to more specific tools such as Images, Library, Apps, Agents, Deep Research, and
GPTs. The items pinned at the top help you keep the features you use most often within easy reach, while
the Edu account shown at the bottom confirms that you are working within the University’s institutional
environment. This screen is useful because it brings together, in a single place, the main possibilities of-
fered by the platform, ranging from a simple conversation to the management of more complex activities.
In practice, the sidebar menu works like a map: it shows you where the available functions are, helps you
navigate with greater confidence, and allows you to resume your work without having to start over each

time.
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ACCOUNT AND PROFILE EDU

This section allows you to manage your institutional account, personal settings,
and information related to the ChatGPT EDU plan.

‘ ° BEST PRACTICES

ChatGPTEdu v (&

INSTITUTIONAL ACCOUNT e
@ Always use your institutional account to access
(& New chat Access with the credentials provided by the University of Bergamo EDU services.
Q Search chats Q (i.e., email @unibg.it).
The EDU account guarantees access to advanced features @ Regularly review your settings and preferences
B> Projects in a secure environment that complies with the University's policies.
@ Keep your profile information up to date,
© scheduled especially your email address.
@ Images
. EDU PLAN @ Log out at the end of your session.
@ Library The EDU plan offers advanced features and higher usage limits
83 Apps in accordance with your version.
@& Agents It includes tools dedicated to teaching, research,
and academic collaboration.
& Deep Research A ATTENTION
@ orr
Varahils: ACCOUNT SETTINGS @ Do not share your credentials with other people.
Customize language, time zone, data and training preferences,
Your GPTs e ! o . _I 9P ® Improper use of the account may result
response preferences, and other personal settings. i 5
+ in suspension.
@ Settings From here, you can also manage memory (if available).
@ Help @ Your ChatGPT responses may be influenced
B Llogout by memory: manage it carefully.
LOG OUT OF YOUR ACCOUNT

—-) When you are finished, log out of your account,

Name Surname : Sk : 3

s e especially if you are using a shared device,
to protect your data and privacy.

University of Bergamo - EDU
i Click “Log out” to disconnect securely.

University of Bergamo — Al Task Force Artificial Intelligence

From the EDU Account and Profile area, you can check which identity you are using to access ChatGPT Edu
and manage the main settings related to your access. This section allows you to verify that the connected
account is the University’'s institutional account and that the active environment is indeed the Edu envi-
ronment. From here, you can access profile settings, update certain personal preferences and, when nec-
essary, sign out of the session. This is an important part of the platform because it helps you work in the
correct context, especially if you use multiple accounts or access the service from different devices. The
screen also highlights several useful precautions: always use your institutional credentials, keep them se-
cure, do not share them with other users, and sign out when you have finished, particularly when working

from a shared computer or a public workstation.
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NEW CHAT

ChatGPT D

ChatGPT 4o v

®

New chat ~

i

| New chat
Click here to start
Projects a new conversation

Search chats

Scheduled
Images
Library

Apps

Agents

Deep Research

GPT

S B B RB® OO O

Pinned
B work

FAQ extraction

+ @ search @ Deep research |

Knowledge Base Writing

Input options
Allows you to attach files,
images and other content.

PPT to Word transformation

ey University of Bergamo

Task Force Al

G

How can | help you today?

Prompt bar
Write your request here
or ask a question.

&, Share @

+ Q
’
|

Send message
Click here to send
your request.

USER GUIDE FOR USING CHATGPT EDU

WHATIT IS FOR

Allows you to start a new

conversation with ChatGPT.

It is the starting point for your questions,
requests, explanations, tests,

document summaries or any other task.

0 WHERE TO FIND IT

In the side menu on the left,
at the top, there is “New chat”.

e HOW TO USE IT

@ Click on “New chat”.

@ Write your request in the
prompt bar.

o Specify what you want to obtain.
@ Send your message.

e Continue the conversation by
adding details or making changes.

o IN BRIEF

Use “New chat” when you want

EDU to start a new activity from scratch,
without linking it to previous
conversations.

University of Bergamo — Al Task Force Artificial Intelligence

With New chat, you can immediately start a conversation from scratch and set up a new working context.
Itis the most direct way to begin interacting with ChatGPT Edu: it allows you to ask a question, request an
explanation, generate a text, translate content, analyze material, or start a new activity without linking it to
previous conversations. On the screen, you can see the command in the sidebar menu, the central area
where the conversation develops, and the prompt bar, where you write your request. Starting a new chat
is useful when you want to address a different topic, separate unrelated activities, or begin again with
clearer instructions. In this way, you can organize your work more effectively and help ChatGPT Edu re-

spond more consistently with the objective you want to achieve..
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PROMPT BAR

The prompt bar is the place where a conversation with ChatGPT begins.
Here you can write your requests, attach files, use tools and send the message.

ChatGPT Edu ~ E4 0 WHERE TO FIND IT ° BEST PRACTICES

The prompt bar is located at the bottom of the chat window.

@ New chat ® Be clear, specific and provide the necessary cantext
Write your message and press the send button, or click the arrow to send it.
Q, Searchchats @ State the desired format (e.g. table, list, text).
Brolects ivi i 3
B  Proje + Message ChatGPT, @ o @ Divide complex requests into smaller steps.
® Scheduled ® Use tools (attachments, data analysis, images)
Gl irages T T T T to obtain more accurate responses.
@ Library Add files, Write your request Give details Send the message @ Review and edit the prompt if the answer is
images or use in a clear and specific way with your voice (click the arrow) not what you expected.
14 atool
86  Apps
O Agents
@ Deep Research 9 WHAT YOU CAN DO FROM THE BAR "
" A ATTENTION
L 5 e Q o
Y ® Do not share personal, sensitive
Your chats v Attach files Use tools Give details Send message or confidential data in your prompts.
and images and functions with your voice
Your GPTs v Press the arrow or i i
Upload documents, PDFs, From the +* menu you Click the microphoneicon  press Enter to send Alway-s ceorifyjho |r-|formatycm provicec,
@ Settings images, tables or code can choose advanced tools to dictate your message. especially when using external sources.
to analyze them. such as Useful for longer texts You can stop a response ) N .
@ Help Supported file types: * Web search or when you prefer while itis being generated @ Uploaded files may contain information
PDF, DOCX, TXT, XLSX, @ Image creation not to type. by clicking the stop button visible to the underlying model: always share
& Logout CSV, PPTX, images, etc. . tl:::;s:;}nzed models on the bar. only what is appropriate.

Name Surname
name.sumame@unibgt  ©

University of Bergamo - EDU o Clear and contextualized -Z‘,, Too gener e To be avoided - unclear

Summariz thisdocumant “Explain digital transformation” “Do my homework”
highlighting the main points
for a final paper, with reliable (The response may be (Unclear request
sources for the bibliography.” too general) and unethical use.)

@ EXAMPLES OF EFFECTIVE PROMPTS

0 The quality of the response depends on the quality of the prompt. The more detalled and specific the information, the
more useful and relevant the answer will be.

University of Bergamo - Al Task Force Artificial Intelligence

From the prompt bar, you can communicate directly with ChatGPT Edu and specify precisely what you want
to achieve. It is the space where you write your requests, ask questions, request explanations, attach doc-
uments, access the available tools, and send your message to the platform. The screen highlights the main
elements: the button for adding files or using other functions, the field where you formulate your request,
the microphone icon for dictating text, and the send button. The prompt bar is the starting point for every
activity, because this is where the interaction with ChatGPT Edu takes shape. A clear, complete, and well-
contextualized request helps produce responses that are more relevant, well organized, and consistent

with the result you want to achieve.
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EFFECTIVE PROMPTS

How to write clear and effective prompts to get high-quality answers from ChatGPT Edu.
O QUICK EXAMPLES

ChatGPT o THE STRUCTURE OF A GOOD PROMPT E 5
ummary
. — “Summarize this text in 150 words,
o1 I ® i E = ™ Pighlghteigthe moly polntc:
Q  Ssearch chats Translati
1. OBJECTIVE 2. CONTEXT 3. INSTRUCTIONS 4. CONSTRAINTS 5. OUTPUT FORMAT u FnEson;
; » “Translate this text into English
B Projects i ‘ gl
Clearly indicate Provide the necessary ~ Specify whattodo  Indicate limits, format, Indicate how you .
with formal and technical language.
‘what you want. information. and how. tone, length, etc. want the answer.
® Scheduled
M analysis
@ Images "Analyze the advantages and
[ Library 0 EXAMPLE: INEFFECTIVE PROMPT ° EXAMPLE: EFFECTIVE PROMPT disadvartages of remote learning
32 Apps Explain climate change to a university student who does not £ erainstorming
Explain climate change. o : & "Generate 10 innovative ideas to
have a specific background in the subject. i
© Agents i 2 i > improve a process/project.
Include the main causes, current impacts, environmental, social
ﬁ Deep Research and economic consequences, and possible solutions.
» Use clear language and cancise paragraphs, with concrete
@ opT examples. Organize the answer in sections with titles and USEFUL SHORTCUTS
Why it's not effective: ,P‘ % ;]
provide a final summary.
7 Available commands
Pinned @ Too generic
Wi s offective: Ctrl + Enter  Send messa
ge
B work © Lack of context @ Objective: clearly explains what to do
. @ No specific instructions @ Context: defines the target audience (university student) Regenerate Regenerate response
FAQ extraction ; :
©)No constraints 6n formatior style @ Instructions: specifies content and arganization Modify 5t cee s Brompt
Knowledge Base Writing @ Constraints: language, examples, format of the answer
@ Output format: answer organized in sections + summary
PPT to Word transformation
@ norer
PRACTICAL TIPS
University of Bergamo. B = = An effective prompt = quality answer.
EDU 4 8 Be specific Q Provide context 8= Useclearinstructions —g= Set constraints @ Check the format Invest time in writing clear and detailed
The more details you Explain the scope, audience  Tell it what to do Define length, tone, Specify tables, lists. requests: you will get more relevant,
provide, the more or relevant information. and what to include level of detall sources,  examples, markdown, accurate and useful answers,
precise the answer will be. or exclude. ete. ete.

University of Bergamo - Al Task Force Artificial Intelligence

With an effective prompt, you can help ChatGPT Edu better understand your request and produce a more
useful response. The screen shows the elements that make a question clearer: the objective to be achieved,
the context in which the activity takes place, the instructions to follow, any constraints, and the desired
response format. The comparison between a generic request and a more detailed one highlights the im-
portance of providing precise instructions: specifying the target audience, the level of detail, the style, the
length, or the structure of the result makes it possible to obtain content that is more relevant and immedi-
ately usable. Learning to write good prompts therefore means interacting with ChatGPT Edu more con-

sciously, turning a simple question into a well-directed request aligned with the result you want to achieve.
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MODEL SELECTOR

The model selector allows you to choose the most suitable artificial intelligence model
for your needs. The available models may vary over time based on platform authorizations

and updates.
° BEST PRACTICES

ChatGPT Edu © WHERE TO FIND IT @ Choose the model that best matches the type
@  New chat The model selector is at the top left, in the bar above the chat, of activity you need.
next to the name of your workspace (e.g., ChatGPT Edu).
Q Search chats ® For complex tasks or requests requiring
greater accuracy, prefer GPT-do or GPT-4.1.
o o 2 @
@ Scheduled ® You can change models at any time
B g T during a conversation; the chat history
Model selector and responses may vary.
Library
22 Apps ® Check periodically for new models available
= HOW IT WORKS Choose a model () to improve features and performance.
G Agents 1. Click on the name of the current model (e.g., GPT-4c).
9 Deep Research 2. A menu will open with the available model options. ) GPT-40 °
Bt et otai o ek Beadd tivits Ideal for most activities
@ opr . you prefer based on your activity.
4 GrTdomn A ATTENTION
Your chats v Fast and ideal for simple tasks
° Note Responses may vary from model to model.
Your GPTs v fy SPTAN Uhdviaint)
The available options may vary i ek, g sl My el ® Advanced models may have usage limits
@ Settings based on your plan level and ¢ CPT-41 mini(chanced) set by the EDU plan.
B skills platform authorizations. Fast reasoning for everyday tasks
= Some models may not always Ay ® Some specialized (e.g., image generation,
Connectors " 00 Other models ¢
be available. 0 s e s kg i advanced analysis, web browsing) may not
be available for all models.
Name Surname .
8 H WHICH MODEL TO CHOOSE?
name.sumame@unibg.it
3 (n]u]
Uniertyof Bergamo — EDU L7 crrto & cer-ao min <> aa © moewer
il Fi e i - Other mode
Complete and versatile ast and l-:;htwe ghf GPT-4.1 (advanced) i Each model is designed for specific needs.
Jloal fou ot thsks Meshfew quick atcl Simpld Optimized for programming, Specialized models for R
and everyday situations asks and for terstive auaned slaty anaiysis; speciic nasdt Choose the most suitable one to get the best
in academic, work, testing or general complex reasoning, and Check the activity results in your activities on ChatGPT Edu.
or research contexts. assignments. in-depth documents. descriptions for details.

University of Bergamo - Al Task Force Artificial Intelligence

From the model selector, you can choose which ChatGPT Edu mode to use based on the type of activity
you need to carry out. It is located at the top of the chat window and, when multiple options are available,
allows you to select the model best suited to your request: a quick response, a more detailed analysis, work
involving files, image-related activities, or more specialized tasks. The screen shows the selection menu
and some useful guidance to help you make your choice. Not all models are necessarily available at all times:
the options may change over time and depend on the Edu plan, the organization’s settings, and platform
updates. Understanding this feature helps you use ChatGPT Edu in a more targeted way by choosing the

tool best suited to the result you want to achieve.
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SEARCH CHATS

USER GUIDE FOR USING CHATGPT EDU

@ WHAT IT IS FOR

ChatGPT
Search chats

Search field Allows you to find existing conversations

& New chat . & <
o B Type a keyword or quickly and easily.

Q, Search chats Q  search in chats phrase related to the Type a keyword, a topic, a resource

conversation you or any other information you remember
B Projects want to find. without having to manually scroll
@® Scheduled Results e through the chat list.
© Images 0 Document analysis 10:45 0 WHERE TO FIND IT

—
[E Library Summary of the main points of the document... i
T o . Lesufts In the side menu on the left,
P ist tie
Lt il o) Communication plan Yesterday & f: :;:Tws::ns select “Search chats”
iy un: matc!
£ Agents Ideas and actions for a communication plan... your search.
o Deep Research e HOW TO USE IT
= (@] Lesson ideas 2 days ago
® 5 ideas to introduce the topic in class.. \ Click on “Search chats”.
e — o Type a keyword related to the
o %) Weekly report 5 days ago Selected chat conversation you are looking for.

B work Report on the week’s activities and updates... Click on the chat you © Review the results.

are merestacicl (o © Click on the correct chat to open it.

D Translate text days ago open it and continue
Translate the following text into English... where you left off. e Return to where you left off.

e

o IN BRIEF

Use “Search chats” to quickly recover

v
University of Bergamo Load more chats

EDU
past conversations without having to

manually search through the full list.

University of Bergamo — Al Task Force Artificial Intelligence

With Search chats, you can quickly find conversations you have already had in ChatGPT Edu. This feature
is useful when you want to retrieve a response, a draft, a summary, an analysis, or an activity started pre-
viously, without having to scroll manually through your entire history. The screen shows the field where
you can enter keywords, the list of available results, and the option to select the conversation you want to
reopen. In this way, you can resume your work from where you left off, preserving the context already
established and ensuring continuity across your activities. Using search also helps you stay better orga-
nized, especially as the number of conversations increases and it becomes important to find the most use-

ful materials quickly.
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MANAGE AND ORGANIZE YOUR CHATS

Keep your conversations organized to easily find information and projects.

USER GUIDE FOR USING CHATGPT EDU

ChatGPT D HOW TO ORGANIZE YOUR CHATS @ v s mpoRTANT
B New chat ©Q rerameyourchat € Add to 8 project © Manage projects O seorchchars © Archive or delete ® Save time by quickly finding information.
D ey Click on the chattitle () Click on the “+* (plus) Create folders in "Projects”  Use “Search chats™ Archive 1o hide a chat B aar o, s ardi osumad:
next to the name and next to the chat o better organize in the side menu to without deleting it, .
Projects choose "Rename”. and choose your chats. find the chat you need.  or delete it ® Protect the context of your conversations.
© Scheduled the project folder. ® Improve work continuity.
B Programmed Analysis of texts - Ansiysisoftexts & Projects Q. Search chat Aikive
@ Images B work
Z  Rename il o et anak
e Oissewnasan | | | i e & Acrive @ userushorreuts
22 Apes B archive ) Projectideas  © B Didactics 2 @ Delete
L " & sl i PO Cirl+Kfor X +KonMac)  Open search chats
Agents
2 Ag Ctrl + Shift + P Open quick commands
& Deep Research
With a chat open Add to a project
9 GPT TIPS FOR GOOD ORGANIZATION
Drag chat Move to project
Your chats v 5
. = © £y Q &
4 ’ (archive, delete)
i agetyt Clear structure Meaningful names Jse i . Search instead Archive regularly
A T Create folders by Use clear and hak of scrolling Keep your workspace
(Bothenieaton peey Ckas subject, matter, descriptive titles Use the star to Search is faster clean by archiving A . .
i prejects or objectives. specific to each chat. mark the most and more relisble what you ne longer & ATTENTIC
important chats than scrolling. need.

Exam preparation Definitive deletion is not recoverable.

Abstract translation

.

Archived chats remain hidden,
b t deleted.
PRACTICAL EXAMPLE no e
Previous 7 days

Bra ing workshop g SITUATION @ ACTIONS Q@ resur

Commercisl offer request

.

Deleted chats cannot be restored.

s

Always check before deleting.
You are working on a lesson and Croate a "Lesson IA” project You find information faster,

you have various discussions: and organize the chats: maintain context over time
« Text analysis —> [ Create the folder =y | mpiork mon productivaly
R . « Bibliographic resources @ Add chats R
@ Uiy ot Sgame B + Communication plan @ Add bibliographic resources e e,

« Introduction structure 3 Refine the structure on brainstorming ideas.

University of Bergamo - Al Task Force Artificial Intelligence

With the tools for managing and organizing chats, you can keep your ChatGPT Edu workspace more orderly.
This feature is useful when you want to rename a conversation, add it to your favorites, place it in a project,
search for it in your history, archive it, or delete it when you no longer need it. The screen shows the main
actions available for organizing conversations and retrieving them more easily. In this way, you can distin-
guish activities more clearly by topic, priority, or work context, avoiding confusion between chats related
to different projects. Using these functions regularly helps you resume your work more consistently and

avoid losing materials you have already produced.

Task Force Al
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UPLOAD AND USE FILES

You can upload files to provide ChatGPT Edu with documents and data to base its answers on.

USER GUIDE FOR USING CHATGPT EDU

ChatGPT [in] HOW TO UPLOAD A FILE ° USEFUL TIPS
2, ' Drepiaifiahers u ted and relevant files to get
@ New chat @ Open anew chat N, o clickiba natact se updated and relevant files to get
i more accurate answers.
earch chats i
Click the erclip icon

o , ) D @ POF Word Excel PPT Toxt csv Images ® Always indicate the purpose of your analysis.

Projects in the message box.
@ Select only the relevant parts of the file

© Scheduled o Select a file from your device. Wits aimasiag for faster analysis.
Programmed o Whits yourrequest fefaring I"@\ o @ You can upload multiple files and ask
@ Images to the uploaded file and send it. A questions about them.
[ Library * Maximum file size: 512 MB - Total files per chat: 10
BBf. Ares o SUPPORTED FORMATS

WHAT YOU CAN DO WITH FILES
£? Agents
Fraer— 3 ; I @ & @

B} il &£ & 0

® GPT Word Excel PowerPoint

Analyze documents Work with data Edit content Create materials Translate (docx) (xsx) (pptx)
Pinned Summarize, extract Perform calculations, Rewrite texts, improve  Generste presentations, Trarslate documents @ @

information, find key create charts, tables style, fix errors reports, plans, and while keeping the
work insights and specifics.  and statistics. and shorten or fruch more. mesning and context Text csv Images

expand content. intact. (xt) (esv) (png. jpg. .jpeg)

EXAMPLE OF USE A LIMITS TO KNOW

@ REQUEST
“Summarize the main points
in § bullet points and suggest
possible areas for future research.”

9 CHATGPT EDU ANSWER

FILE UPLOADED
LEURD ChatGPT Edu analyzes the decument

A Report_Research 2024pdf 7

® Maximum file size: 512 MB.

and provides you with structured .
answers and rolevant suggestions

The number of files you can upload

per chat is limited.
University of Bergamo
=

EDU

ChatGPT Edu may not be able to read
scanned documents with text that is
not selected (OCR not always available).

D PRACTICE

W Provide clear instructions and specify what you want to get from the file. The more context you give, the better the answers will be.

University of Bergamo - Al Task Force Artificial Intelligence

With file uploads, you can provide ChatGPT Edu with documents and materials to work on more precisely.
This feature is useful when you want to analyze a text, work with data, edit content, create materials, trans-
late documents, or ask questions based on a specific file. The screen shows where to attach a document,
the main supported formats, and some of the activities that can be carried out on uploaded files. In this
way, you can give the platform a more concrete context and obtain responses that are more closely aligned
with the source material. Before uploading a file, however, it is important to check its relevance, quality,
and confidentiality, avoiding the inclusion of personal or sensitive data, or information not intended for

sharing.

Task Force Al
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cucrress - = ANALYZE PDF DOCUMENTS

(i,’r(aT@lj LAERDEL. | o MINEUCR USER GUIDE FOR USING CHATGPT EDU

B Nkt You oan uplnad.PDF files and ask ChatGPT to read them, summarize, analyze or ° GOCD PRACTICES

extract information.
Q  Search chats Ideal for scientific articles, reports, i nips, calls for prop and institutional d t: @ Always check the information provided with a
B Proj eritical reading of the document.

jects

I RCHORNE @ Make requests that are specific and clear.

@ Scheduled You can upload a PDF using the prompt bar below or by dragging the file into the chat window.
® For very long PDFs, ask for specific sections
@ Images (e.. "Anal ly Chapter 27).
4+ Message ChatGPT... g o o e )
@ Library @ You can ask for textual citations indicating
T - - T the page or section.
. f y
*: Apps | H
Click "+ | B Drop your PDF here o e ® Use the PDF as a basis for in-depth analysis,

€ Agents i | or click to select together with the fle summaries or didactic materials.
% DesphRmsearch, | L ATUThmmeemeeeeeeeeeeeeeeee
® orr 3

HOW IT WORKS: KEY STEPS p ATTENTION
Your chats @ rracneror @ wreyowraqun @) crrcrTrmads teror Q) vougerthemower Q) sk more qstions ® Do not upload documents containing personal,

sensitive or confidential information.

GPT: & (—)
i h ® POF reading may not be perfect: always check
e} fonts, names and references

@ Settings
Click *+* and select the Clearly explain what The model analyzes the You will receive an answer  Keep the conversation ® Do not replace critical judgment or your
3= Preferences file from your devic you nesd: summary, contant of the document. based on the PDF content,  going to gt further expertise.
B e or drop itin the chat analysis, explanstion, This may take a few Inchading text, information | information o refine o e s s e s
data extraction. otc. seconds for long fles. and in-depth insights. your requests. the University of Bergamo.
EXAMPLES OF USEFUL REQUESTS
@ 1LE FORMATS SUPPORTED
What the Extract the g Exg this
Name Sumame ! E Summarize the POF Q ” e m-.‘" % key. {[..4 g plain ; @ @ @ ﬁj
name sumama@unisg & P ——— topics coered in formation in S5y persgrach in —
. L
[ ——— Y o S the POF. e = oot Bl it
B B ™
. . v T
@ e cloarer and more contextualized your request, the more accurate and useful the answer will be. s cs rages
() (esv) (png. Jjpg. Jpea)

University of Bergamo - Al Task Force Artificial Intelligence

With PDF analysis, you can work on articles, lecture notes, reports, and documents directly within ChatGPT
Edu. This feature is useful when you want to obtain a summary, extract information, clarify complex pas-
sages, compare sections of the text, or ask questions about the document’s content. The screen shows
where to upload the PDF, the option to drag it into the conversation, and the main steps for starting the
analysis. In this way, you can navigate lengthy or complex materials more quickly and focus on the most
relevant aspects. However, using this feature still requires care: responses should always be verified, es-
pecially when the document contains scans, tables, sensitive data, or information intended for academic

or institutional use.

Task Force Al
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PROJECTS
ChatGPT [In] Projects ,_ ( Nowipislas | ° WHAT IT IS FOR

Click here to create Projects help you organize work by topic,
New chat roiect i :
Q Search projects 2 new. projec course, activity or team of materials.
Search chats )
Each project can include conversations,

24
Q
B3 Projects Your projects files and specific instructions, keeping
- - the context always consistent and coherent.
© Scheduled a General Psychology Course | Projects list
S jikages Materials, lessons and course activities e T —
&2 B 12 files you are part of. 0 WHERE TO FIND IT
I Library 4 )
In the left side menu,
88 Apps ; Master's Theses under “Projects”.
A Documents collection, notes and drafts
4% Agents
&1 D 8files
@ Deep Research HOW TO USE IT
GPT Open project Click on "Projects”.
@ A Research Laboratory 1 cick e g
g ick on a proje:
Data, analysis and reports ¥ X hp :‘ © Create a new project
Pinned a Sjopanihe chet, or open an existing one.
&3 DB 15fies the files and the
Sk related settings. © Give the project a clear name.
(% Orientation Materials O Add any instructions and files.
=~ Presentations and information contents © Invite users to the project if needed.
&2 D ofiles @ Wirite your request
(2 Administrative Communication Projactidatans o IN SHORT
i ans: T Shows the number
. Models, guidelines and documents . )
@ University of Bergame - EDU [ of members and files Use Projects to keep materials
% :
an B 9 files in the project. organized and structured, and work

on the same topic or activity.

University of Bergamo — Al Task Force Artificial Intelligence

With Projects, you can create workspaces dedicated to a topic, a course, a research project, a thesis, or an
administrative activity. This feature is useful when you want to collect conversations, files, and materials
related to the same context in a single environment. The screen shows the list of available projects, the
button for creating a new one, and some associated information, such as the name, description, files, and
members. In this way, you can prevent content from becoming scattered across separate chats and keep
your work more clearly organized. Using projects is especially helpful for ongoing activities, where it is im-

portant to easily retrieve materials, instructions, and conversations that have already been started.

Task Force Al
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ChatGPT o Library Q  search @ WHAT IT IS FOR
P Find files, conversations, The Library collects files, conversations,
& New chat Q, Search in the library Bl instructions or GPTs saved custom instructions and GPTs so that you
Q Search chats in the library. can easily find, organize and consult them
» Files Conversations Custom instructions GPTs at any time.
B Projects = ™ It helps you keep your work organized
iles
@ Schediled \ ? Filters and not lose important materials.
@ ChatGPT Edu Guide.pdf | Filter content by type:
® images POF « 2.4 MB + Uploaded 12 May 2025 files, conversations,
i i WHERE TO FIND IT
) Library @ s i custom instructions
= DOCX - 512KB + Uploaded 10 May 2025 or GPTs. In the left side menu,
88 Apps . under ”Libfary”
n  Student data 2025.xlsx -,
x
£ Agents XLSX - 96 KB « Uploaded 8 May 2025 - a Files
59 Deep Research View all files > List of files uploaded e HOW TO USE IT
or saved in the library.
@ el Conversations o Click on “Library".
Pinned (O Preparing an artfical intelligence lesson @ Use the search box to find content.
.
Last activity: 12 May 2025 (O Conversations © Fiter by content type.
B work
D Analysis of fine guide documents List of saved conversations o Open an item to view or resuma it
Last activity: 9 May 2025 that can be easily
resumed e Manage, download or delete
D FAQ students - ChatGPT Edu avilikiEaRtaTR
Last activity: 7 May 2025
View all conversations >
. + =
4" Instructions & GPTs o IN SHORT
Custom instructions
Eroua o N Abcess) i clstan The Library is your personal archive in
(@, Univeriity communication styie guide inatructionsiand ChatGPT: it stores files, conversations,
@ University of Bergamo - EDU () Last update: 5 May 2025 saved GPTs. i 4 ¥
: instructions and GPTs saved for future
View all instructions > use whenever you need.

University of Bergamo - Al Task Force Artificial Intelligence

With the Library, you can more easily find content, files, conversations, custom instructions, and GPTs
saved in your ChatGPT Edu environment. This feature is useful when you want to retrieve materials you
have already uploaded or used without having to search for them manually in individual conversations. The
screen shows the search field, filters by content type, and organized lists of the available materials. In this
way, you can access the resources you need more quickly and reuse documents, configurations, or content
already available. Using the Library helps you keep your work more organized, especially when you fre-

guently use the same materials or when the activities carried out on the platform increase over time.

Task Force Al
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USER GUIDE FOR USING CHATGPT EDU

ChatGPT ]

Images - Write what you want
2 to create of modify. Allows you to create images from a text
& Newchat The more precise and ) g i
b A g ‘ Setaded A description or modify existing images,
escribe the image you want to create etail iption,
Q Search chats AR oundascion if the feature is available.
the closer the result
B Projects + Saite i FR— Mo tlons o will be to what you want. It is ideal for educational materials, slides,
o A ; .
@ scheduled b : == communications, illustrations and diagrams.
o Input options.
@ Images -
Suggestions You can add files,
M Library reference images 0 WHERE TO FIND IT
lllustration Realistic Institutional or other content
88 Apps o support In the left side menu,
& Agents Generated images your request. under Simages’.
4P Deep Research
o Style and format e HOW TO USE IT
Choose the style, format
: and other settings @ Clickon “Images”.
Pinned
Torcusomiza © Write what you want to create or modify.
B work your image.

IMAGES

Image description

Generated images

| These are the images

WHAT IT IS FOR

o Specify subject, style, format and details.
o Send the request.
o Review the result.

° Ask for any corrections or variations.

created based on
your request.

You can download,
save or modify them.

o IN SHORT

Use “Images” to create or modify

@ University of Bergamo - EDU 53
visual content, describing precisely
the desired result.

University of Bergamo - Al Task Force Artificial Intelligence

With Images, you can create or edit visual content based on a text description. This feature is useful when
you want to produce illustrations, images for presentations, visual diagrams, graphic drafts, or materials to
support communication and teaching. The screen shows the space where you can formulate your request,
the options for defining the style and format, and the area where the generated results are displayed. In
this way, you can turn an idea described in words into visual content that can be used for different activi-
ties. To obtain more consistent results, it is important to specify the subject, purpose, style, format, and

target audience.

Task Force Al
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Generate images from chat
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ChatGPT Edu ~ ®

New chat
Search chats
Projects
Scheduled

Images

BE®eoloBR

Library

Apps

as
ao

Agents

Deep Research

@8 e

GPT

Your chats v~

MyGPTs v

£ Settings
B Knowledge

B Connectors

Name Sumame .
nama cognometuibgit

University of Bergam - EDU
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GENERATE IMAGES FROM CHAT

You can ask ChatGPT to create images, graphics, diagrams, illustrations and much more

based on your instructions.

WHERE TO FIND IT

‘Write your request in the prompt bar.
ChatGPT will generate the image and show it directly in the conversation.

+  Create an illustration of a modern university library... \g; °

HOW IT WORKS: KEY STEPS

Q o @ rases

D » = » & -+ = 0

Write in detail what
you need. The more

© crwcrrgmns (@) Review and refine © povnioad and e
he im

Specify style, colors, The model creates. You can ask for changes Dovnload the image

subject, format, context, the image in a few or improvements. by clicking the icon

infarmation you provide, etc. Example: seconds right in Example: “Make it or ask for higher
the better the result “Minimal infographic the chat, simpler”, otc. resolution or other fils
will match your request. on renewable energy”. formats.

EXAMPLES OF REQUESTS AND RESULTS

“Draw & concept map about
the causes of climate change
and their solutions™

il ==

@ ¥ the image is not exactly what you wanted, specify what to change. ChatGPT will regenerate it based on your instructions.

“Create an infographic about
the water cycle”

“Create a bar chart showing
enroliment growth from 2020 to 2024™

“Create a photo-realistic image
of an ergonomic stuy desk”

University of Bergamo - Al Task Force Artificial Intelligence

USER GUIDE FOR USING CHATGPT EDU

° ‘GOOD PRACTICES

Be specific and detailed in your requests.

Always state the purpose of the image (study,
presentation, report, relationship, etc.).

® Use clear and positive language.

® Check that the image information contains
no errors.

® Respect copyright and do not request images
that reproduce protected content.

A srention

Do not generate images of real people
without consent.

Avoid offensive, discriminatory or
inappropriate content.

Generated images may not always be

accurate or realistic.

Do not include data from unofficial

or unreliable sources.

o IN SHORT

Use “Images” to create or modify visual
content quickly and easily based on your
ideas and needs.

With image generation from chat, you can ask ChatGPT Edu to create visual content directly within a con-

versation. This feature is useful when you want to produce images, illustrations, diagrams, graphics, or

visual representations without leaving the chat flow. The screen shows where to enter your request, the

steps for describing the desired image, and an example of a generated result. In this way, you can start

from a simple description and progressively refine the result by requesting changes to the style, color,

composition, or level of detail. Using this feature helps you quickly integrate visual content into your activ-

ities, while always checking that it is suitable for the intended context.

Task Force Al
taskforceia@unibg.it
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(
earch field
ChatGPT Edu ) A = .
PPSs
A ’I Search for a specific app
& New chat Q. Search apps 7 | among all those
| available.
Q  Search chats L
Productivity ~ Research  Education  Tools  More
B Projects A 5
g T | Categories
® Scheduled In evidence Lk
Filter the apps by
@ Programs KAYAK Canva area of use.
Find flights, hotels and car C Create graphics, presentations \
@ Images rentals, and much more.
From kaysh
00 Library | Appsin evidence
22 Apps Notes B Zillow | Selection of popular
Write, organize and structure Find, explore and choose - apes litecrated
& Agents your ideas. the ideal home. Pps e
o with ChatGPT to
From notes.app From ziflow.com
@ Deep Research expand its
@ GPT Prompt Perfect Speak capebliities
Improve your prompts Learn a language with % =
for better results. persona lized lessons.
Pinned From promptperfect.ai From spes.com
B work
v Show more apps
Recently used P
Recently used apps
Scholarl % o
9 Search academic papers and research results. - List of apps you have

@ University of Bergamo - EDU (5

From scholarai io

Wolfram
Calculate, get data and information with Wolfram Alpha.

From welfram.com

used recently for

quick access.

USER GUIDE FOR USING CHATGPT EDU

° WHAT IT IS FOR

The Apps section collects third-party
applications integrated with ChatGPT that
enable you to perform specific tasks directly
within the conversation.

Apps extend ChatGPT's functionality by
connecting to external services.

0 WHERE TO FIND IT

In the left side menu,
under “Apps”.

e HOW TO USE IT

© Click on "Apps”.

€ Use the search bar to find a specific app.
© Browse categories to filter the apps.

o Select an app to open its page.

© Follow the app’s instructions to use it
in the chat.

o IN SHORT

Apps allow you to do more within ChatGPT
by connecting to external services useful

for work, study and productivity.

University of Bergamo — Al Task Force Artificial Intelligence

With Apps, you can access applications or integrations available within ChatGPT Edu. This feature is useful
when you want to identify additional tools for specific activities, provided they are enabled by the organi-
zation's configuration. The screen shows the search field, the available categories, featured apps, and re-
cently used apps. In this way, you can explore additional features and choose those best suited to the task
you need to carry out. App availability may vary depending on the University’s permissions and the settings
of the Edu environment, so it is important to use them carefully, especially when they involve data, docu-

ments, or external services.

Task Force Al
taskforceia@unibg.it
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SKILLS SELECTION

Skills allow ChatGPT Edu to access external resources (databases, APls, services) to provide more accurate

USER GUIDE FOR USING CHATGPT EDU

answers, keep information up to date and perform advanced actions within conversations.

ChatGPT Edu ~ @
@ Newchat

Q  Search chats
£ Projects

© Programs
@ Images

@ Lbrary

3 Apps

& Agems

'$ Desp Research
® GPT

Your chats  ~
My GPTs  ~
B Settings

@ General

@ Personalization
[ Notifications
@ Data privacy
82 Family controls

¥ Skills Selection

@ Connectors

Name Surname

WHAT ARE SKILLS?

Skills connect ChatGPT Edu to powerful external tools and resources that extend its capabilities beyond

its internal knowledge and allow it to take action.

@ Web and APls

Access online services,
APls, news, stock
markots, weather

and more.

o The availability of skills may vary

8

Databases

and archives

Query academic, company
or public databases,

digital libraries, repositories,

CRMs and more.

on your i 's

&S

Interact with cloud sterage,

Cloud system
resources

content management
systems and LMS
platforms.

HOW TO ENABLE AND MANAGE SKILLS

E:} >

What are skills

They extend ChatGPT Edu's
capabilities by connecting
to external resources.

EXAMPLES OF USE

Q) sowncsdsonch

Search academic databases.
to find articles and

information.

“Find recant articles on

o= 5,

o=
Enable skills

Activate the needed skill
from Settings based on
your organization's policies.

S

Get up-to-date data such
as news, markets,
events and more.

“What's the weather

©

Configure

Set parmissions, connections

and parameters for
each skill

E Dacuments and
repositories
Access documents stored

in corporate or institutional
repasitories.

“Find the university privacy

and policies.

4]

)

Verify authorization

Confirm that ChatGPT Edu
has the necessary access
to external resources.

integeate with extornal
tools to perform actions
or retrieve information.

“Add this event to my

J kot

Use external services
such as Google Drive,
SharePoint, Slack,
Notion and others.

o

R -

Ready to use
Skills are now available and
will be used automatically
when needed.

Connect to helpdesk
or ticketing systems.
1o get updates and
manage cases.

° GOOD PRACTICES

® Enable only the necessary skills.

@ Regularly check that the tools are
configured and up to date.

® Limit access to sensitive skills
only to authorized users.

® Monitor usage and performance

of active skills.

A ATTENTION

Sharing credentials can compromise

your erganization's security.

.

Skills may access external data:
always review privacy and
security policies.

The availability of some skills may
be subject to administrative
limitations.

o IN SHORT

Skills allow ChatGPT Edu to do much

forscast in Bargamo
for the next few days?”

“Chack the status
of ticket #12345."

pokcy documant.” calendar and send me

a reminder.”

artificial intefligence in

more by connecting external tools
databases.”

University of Bergame - EDU
and resources useful for work, study

REMEMBER: Skills greatly enhance ChatGPT Edu’s potential, but the quality of the answers depends EncTEcuR Vit

on the quality and timeliness of the connected data and resources.

University of Bergamo - Al Task Force Artificial Intelligence

With the Skills section, you can access additional capabilities or links to external resources and tools avail-
able in ChatGPT Edu. This feature is useful when the environment allows the platform’s operational possi-
bilities to be extended through web resources, APIls, databases, archives, system tools, or third-party ser-
vices. The screen shows some examples of skills and the path for activating or managing them. In this way,
you can use more advanced features, always within the limits of the permissions established by the organ-
ization. Using skills requires particular attention to source quality, data protection, and the accuracy of the

available permissions.

Task Force Al
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AGENTS

ChatGPT Edu ] Agents Nawingsnt @ WHAT IT IS FOR

| Click here to create

Agents combine customized instructions, additional knowledge Agents automate complex tasks by combining

& Newchat . a new agent.
and the ability to perform tasks. i i
s instructions, kr ge and tools.
Q. Search chats They can be used for research, analysis,
Q, Search agents *— Search agents iti izati
B Projects - g writing, organization and much more.
| Use the search bar Useful f i | -
seful for research, analysis, writing,
© Scheduled o Created by me Shared with me From gallery to find a specific b ; ysis, writing
- organization and much more.
% agent.
® Programs \ L
Created by me \
€ images [ 0 WHERE TO FIND IT
= S Filters
esearch Assistan p
s . i In the left sidebar menu,
0 Liorary m Supports academic research and document analysis. pf| TPt SOTa o iaw 3 S
Fikhe o Do Mai0 a0 . all, those created by under “Agents”.
88 Aued ublic + Updated May 10, 2026 t
L you, shared with you
\ or from the galle:
© Agents Data Analysis i HOW TO USE IT
lysi
Analyzes datasets and generates reports and visualizations.
57 Deep Research § e - \ Click on “Agents”
Private + Updated May 8, 2026 Agent list
@ GPT ™| Here you can find sgents o Use the search bar to find an agent
Academic Writing you have created or that © Choose a category to filter the list.
Pinned Helps improve academic texts and citations. & have been shared with you. © Cick an sgont to view ts dotaik.
B work Shared + Updated May 5, 2026
e Add a new agent from the gallery.
From gallery o Start a chat with the selected agent.
Web Researcher Agent gallery o IN BRIEE
Searches 'mup to-date information from theweb. ~ Add  *** & :
Discover and add agents .
PT = Web tools Agents are personalized assistants that
from the gallery to
3 perform tasks for you.
expand your options. .
@ Univarsiy of Bargams - £0U B Browse agent Galery > 5 Create, use existing agents or explore
the gallery to find the right one.

University of Bergamo — Al Task Force Artificial Intelligence

With Agents, you can use assistants configured to perform specific tasks or support more structured ac-
tivities. This feature is useful when you want to work with tools already designed for particular processes,
such as research, analysis, writing, teaching support, or the organization of materials. The screen shows
the agent search function, the available filters, the list of created or shared agents, and the option to add
others from the gallery. In this way, you can avoid repeating complex instructions each time and start a
conversation directly with an assistant already configured for a specific objective. Using agents helps make

your work more guided, consistent, and suited to the type of activity you need to carry out.

Task Force Al
taskforceia@unibg.it
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GPT

Search GPTs @ WHAT IT DOES
ChatGPT (10} GPT Search public GPTs 3 :
= = croated by the comeunity GPTs let you use customized versions
e i GPTs are customized versions of ChatGPT, created to carry out or by OpenAl of ChatGPT created for specific tasks
ow chat specific tasks with i ions, ge, and 2 s
~ 4 and dedicated capabilities.

@
Q Search chats . - e
Q Search GPTs .l & i They are useful for increasing productivity,
it ¥

B Projects e e creativity, analysis, and much more.

O]
(<]
m

Create a personalized
Scheduled Productivity ~ Research & Analysis  Education  Creativity  More v GPT based on your

needs. 0 'WHERE TO FIND IT
Images In evidence
4 e In the left sidebar menu,
Library o Tutor Al g Writing Coach Categories under "GPT".
e Personalized tutaring Imprave, rewrite, and Explore GPTs by
co Apps support to help you study perfect your texts for

and learn better. any purpose. ““90'? to find
& Agents 5 i S \ what suits you best. HOW TO USE IT
Gl By community
@ Deep Research \ © Click on “GPT".
@ GPT Data Analyst Image Generator \| GPTsin avidence @ Browse categories or use the search
Analyze data, create graphs, Cresos origiel imige Discover the most to find a GPT.
andl uncover usehil insights. from a description or '
i sketch. popular and useful © Click on a GPT to open it and start
. By ChatGF Lo
Pinned B GPTs, selected for using it
their quality and
B work i @ Create a custom GPT with “+ Create
Your GPTs a GPT"
——— © Configure instructions, knowledge,
Helps you plan, organize, and track your projects. and capabilities.
Py 2,200 g s Your GPTs @ Saveitand start using it.
— T Access and manage
m Prep ‘
Supports your preparation with quizzes and exercises. e the GPTs you've 0 N BRIEE
Updated April 28, 2026 created or saved.
@ University of Bargamo - EDU &) ¥ GPTs make ChatGPT even more powerful
View all your GPTs > and flexible by adapting it to your

specific needs.

University of Bergamo — Al Task Force Artificial Intelligence

With GPTs, you can access customized versions of ChatGPT configured for specific activities. This feature
is useful when you want to use an assistant already set up to support studying, writing, data analysis, image
generation, project management, or other operational purposes. The screen shows the search field, the
categories, featured GPTs, personal GPTs, and the button for creating a new one. In this way, you can
choose the tool best suited to the work you want to carry out without having to set up all the instructions
from scratch each time. Using GPTs allows you to make the interaction more targeted and obtain responses

that are more consistent with a specific task.

Task Force Al
taskforceia@unibg.it
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CREATE A GPT

You can create a custom GPT based on your specific needs.

ChatGPT in]
8 New chat

Q. Search chats
B Projects

@ Programs

© Images

@ Library

3% Apps

4% Agents

%P Deep Research

Q@ GpPT

Pinned

B work

@ University of Bergamo - EDU
a8

Create a GPT

Task Force Al

—0 2] ©

Configure Functionality Configure

o

Test

© 0—

Publish Save

Configure your GPT by providing the information below and instructions.

Name

e.g. Tax or Statistics 0120
Description

A short description of your GPT 0/800
Instructions

What does your GPT do? What should it focus on?

044000
Conversation starter

Messages that your GPT can use to start a
‘conversation 0/200

Knowledge
Select the knowledge your GPT can draw on during
conversations

+ Add files
Capabilities

O Web browsing
Enable GPT 1

(@ Image genersti
Enable GPT to ger

University of Bergamo — Al Task Force Artificial Intelligence

Preview

@

Your GPT preview wil
appear here after you configure
it for praview.

@ Tips
Start with a clear and specific
instruction. You can always
update and improve it

afterward.

@ configure

Enter the name, description,
instructions, and initial
knowledge.

e Functionality
Enable the features your
GPT will have.

e Configure
Verify what your GPT
is able to do.

O Test

Test the instructions

and settings.

© rublish
Make your GPT available

only to you or to others.

O save

Make changes and return
to the GPT list.

USER GUIDE FOR USING CHATGPT EDU

@ WHAT IT DOES

Create a custom GPT to have an Al
assistant tailored to specific tasks,
with dedicated knowledge and
functions. Ideal for study, research,

work, and training.

0 WHERE TO FIND IT

In the left sidebar menu,
under “GPT”. Click on
“+ Create a GPT".

e HOW TO USE IT

€@ Goto "GPT" in the sidebar menu.
@ Click on “+ Create a GPT".
© Complete all the required fields.

@ Add knowledge and enable
the features.

© Test your GPT in the preview.

Q Click "Create” to save

o IN BRIEF

The more clear and detailed you are,
the more effective and reliable your
GPT will be.

With Create a GPT, you can build a customized assistant for recurring activities or specific needs. This fea-
ture is useful when you want to define a tailored tool capable of following predefined instructions, response
rules, reference materials, and objectives. The screen shows the interface where you can enter the name,
description, instructions, conversation starters, knowledge, and capabilities, together with the preview
area. In this way, you can check how the GPT responds before saving it and correct any settings that are
not consistent. Creating a GPT requires careful attention to the clarity of the instructions, since the tool's

reliability, consistency, and usefulness depend on them.

Task Force Al
taskforceia@unibg.it
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SHARE AND PUBLISH YOUR GPT

Choose who can use your GPT and how to make it

ChatGPT o

B8 New chat
Q  Search chats
B Projects
® Programs
@ Images

E Library

2 Apps
O Agents

@ Deep Research
@ GPT

My GPTs
@ Chemistry Tutor
8 Decument Analyzer

@ Legal Expert

‘O DID YOU KNOW?

¥ You can always retum to.
“Your GPTs" to modify
the settings, update
instructions, and improve
the perfarmance of

within your or

1. CHOOSE SHARE OPTIONS

During GPT creation, click “Share” (at the end) to configure the visibility options.

Who can use your GPT

Only me
Only | can view and use it

&

People in my organization (University)

with a link can view and use it

Public (GPT Store)
Anyone on the internet can find

and use it in the public store.

Anyone at the University of Bergamo -]

ion or to the public.

Cancel

o

Chemistry Tutor

Helps students understand chemistry

concepts with exercises and quizzes.

By Name Surname

A People in my organization (University)

o Sharing options may vary based on your organization's settings.

2. PERSONALIZE YOUR GPT BEFORE SHARING

-—"‘ Provide a clear and relevant name

| Choose a name that clearly describes your GPT's function,

Add a representative image
An image helps your GPT stand out and ba racognizable.

G5}

3. WHERE TO FIND YOUR SHARED GPT

The GPTs you share are available in:

O MyGPTs
©O  The GPTs you created are in My GPTs,

Pa)] Projects
Your GPT can be associated with a specific project.

USER GUIDE FOR USING CHATGPT EDU

o BEST PRACTICES

@ Share with “People at the University”
to collaborate safely.

@ Publish complete GPTs with thorough and
well-written instructions.

® Add an accurate and engaging description
to encourage use.

® Respect the University's policies and
privacy of third parties.

A CAUTION

® Do not share sensitive or personal data
in your GPT's instructions.
Always check that your GPT does not
contain copyrighted content.
You are responsible for the content
and use of your GPT,

EXAMPLE OF PUBLISHED GPT

Environmental Analyst
Halps analyze environmental data and
create sustainability impact reports.

O

By Name Surname

your GPT. Write clear instructions
@ Always specify what the GPT should do and
what problems it solves.
Name Surname &

University of Bergamo - EDU —mpe
Help users understand what your GPT can
and cannot do.

SHARE AND ADD VALUE
Sharing your GPT helps spread knowledge and continuously improve academic
community skills. Collaborate, receive feedback, and grow together.

University of Bergamo — Al Task Force Artificial Intelligence

@ Public
@ GPT Store (if published)
Visible to everyone (or users, based on o
your sharing settings). AEASL (A0S B Pdacition, i
’3 COLLABORATE AND IMPROVE
(' Invite colleagues and students to try your GPT and provide feedback

to make it increasingly useful and innovative.

With Share and publish your GPT, you can make a customized assistant available to other authorized users
or, where permitted, to a broader audience. This feature is useful when you want to provide a shared tool
for a work group, a course, a recurring activity, or a shared operational context. The screen shows the avail-
able visibility levels, the settings to define before publication, and some guidance on the description, icon,
category, and content review. In this way, you can share a GPT in a more organized and recognizable man-

ner. Before publishing it, however, you must check that it does not contain personal data, confidential in-

formation, protected materials, or content that is inconsistent with the organization’s policies.

Task Force Al
taskforceia@unibg.it
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DEEP RESEARCH

@ WHAT IT DOES

ChatGPT Edu Research request
© Deep Research 5 Sl )
| Describe the topic in detail eep Research saves you time by
@ New chat Get in-depth, well-documented research on complex topics. » 7| oramka specific question providing in-depth research, detailed
Deep Research analyzes hundreds of online sources, interprets them, A to which you want reports, and reliable citations.
Q  search chats and produces a complete report with citations. i depth research. Itis ideal for study, market analysis,
B3 Projects e / literature review, benchmarking,
) 2 and much more.
@ FPrograma What do you want to research in depth? Optians
@ Images « Upload file: upload documents
7| orreterences. o WHERE TO FIND IT
M Library 2 il 3
+ &, Upload file & Add sources nd research *+ Add sources: indicate sites In the left sidebar menu,
3% Apps | orrepositories to include. under “Deep Research”
+ Send research: start
&y Agents the research,
Research examples
&) Deep Research / e HOW TO USE IT
@ opT " Anulys\.snl the impact of ger.eraﬁve}\-i in the higher ( EaT ey © Click on “Deep Research”
45l education sector: opportunities and risks Sl esearch examples . : .
= . @ Write your question or topic.
Report complete » Sources 132 = Inspiration to start. ; ;
Pinned Click on an example e (Optional) Upload a file or add
your preferred sources.
B work Environmental sustainability strategies in European for a model end
w universities: best practices 3 custamization ideas. @ Click “Send research”.
Report complete - Sources 88 g © Wait for completion: you will receive
a detailed report with sources, links,
New frontiers in personalized medicine: current state exports, and sharing options.
7 R N
Report complete - Sources 156 | Recent research o IN BRIEF
1 “Quickaccese o your Deep Research analyzes many online
3 = recent ressarch sources to deliver complete, reliable,
@ View recent research > and related reports.
@ University of Bergamo - EDU 25, \ & and citable reports you can use for

your work and projects.

University of Bergamo - Al Task Force Artificial Intelligence

With Deep Research, you can carry out more extensive and structured research than in a standard conver-
sation. This feature is useful when you want to obtain in-depth reports, documented summaries, compar-
isons between sources, or analyses of complex topics. The screen shows the area where you can enter your
research request, the options for attaching files or specifying preferred sources, examples of possible ac-
tivities, and access to recent research. In this way, you can address topics that require more extensive and
organized analysis. Using Deep Research helps you build an initial framework for further investigation, but
the results should always be read critically and verified before being used in academic or professional con-

texts.

Task Force Al
taskforceia@unibg.it
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SCHEDULED TASKS

@
WHAT IT DOES
ChasGPT O Scheduled Tasks a«ae o
1 Click to create Allows you to set tasks to run in the future
& New chat All A Paiisad Conpletad a new scheduled or on a recurring basis.
Q Search chats task. It is useful for prometing periodic
P . activities, regular checks or reminders
B Projects e at a specific time.
(@© Scheduled tasks ﬁ Prepare lesson materials Today, 9:00 AM List of tasks
(5] et Remind me mv prepare materials Every day i 1 Here are your active, o WHERE TO FIND IT
for tomorrow's lesson. scheduled, past,
(@ Library and upcoming tasks. In the left sidebar menu,
Upcoming / under “Scheduled tasks".
88 Apps
& Agents ~  Weekly checklist Every Monday, 8:30 AM ( il e
BRI i i e i coewesk % ®—| Dateand frequency HOW TO USE IT
Deep Research i iviti | Each task shows
& p a checklist of weekly activities. : ws ‘ @ Click on “Scheduled tasks".
@ GPT when it runs and e =
ick on “New task”,
= Activity summary Evary Friday, 5:00 PM how often. | o
. i B i i B e A il el © Choose what ChatGPT should do.
Pianed of completed activities. @ Set the date, time, and frequency.
B work Toek opitions i © Save the schedule.
La . 5
i Click the three dots O View, edit, or manage

to edit, pause, your tasks.

Student progress report May 15, 10:00 AM
L delete, or mark

o Remind me to review Onatine T
student progress reports. atask as completed. ‘ o IN BRIEF

Use "Scheduled tasks” when you want
ChatGPT to remember something

@ University of Bergamo - EDU & Show completed v or run a task at a specific time,

regularly or once.

University of Bergamo - Al Task Force Artificial Intelligence

With Scheduled Tasks, you can manage activities to be carried out at a later time or on a recurring basis.
This feature is useful when you want to set reminders, periodic summaries, recurring checks, or requests
to be delivered at a specific time. The screen shows the list of scheduled activities, the planned dates or
frequencies, and the options for creating or editing them. In this way, you can integrate ChatGPT Edu into
workflows that go beyond a single immediate request. Using this feature helps you manage deadlines,

teaching activities, organizational procedures, or recurring commitments more consistently.

Task Force Al
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CUSTOM INSTRUCTIONS

) ’ = = = 'WHAT IT DOES
ChatGPT D Custom instructions What would you like @

Custom instructions help ChatGPT provide responses that ChatGPT to know? Custom instructions allow ChatGPT to

# New chat ¥
are more relevant to your preferences. Provide information about adapt its responses to your context,
Q  Search chats Learn more about custom instructions (3 you so that ChatGPT can your/prefarances, andiyour goals,
better understand who you providing more effective and relevant
B Projects . are, what you do, and your interactions.
What would you like ChatGPT to know about you to provide better responses? (1)
fields of interest.
@ scheduled tasks
| work as a researcher at the University of Bergamo.
N 3 = WHERE TO FIND IT
@ Images | work in the field of [..].
0 b My main activities include research, data analysis, academic How would you like Py T
1brai i i i 17 . . "
ry writing, and preparing presentations. ChatGPT to respond? under "Custom instructions’
Indicate the style, format, .
00 1 i (from the profile menu).
@ei Apps 214/1500 Clear / tone of voice, level of
7
I Agents / detail, and sources or
5o e s g % proforences for responsas. | e HOW TO USE IT
P Deep Research ~ -
Click on "Custom instructions”.
@ T | prefor cloar, well-structured responses based on reliable sources. ” o ci il i
When possible, provide concrete examples, lists, or tables. Bsiable For naw chats © Fillin the two fields with the
i Use simple and concise language. (- information and preferences you want.
nn . N o {
Address me in a formal, academic, and professional manner. automatically spplied © Enable “Enable for new chats”.
B work OME00 Clear to all new conversations. © Enable “Enable for new chats”
e S © Review your instructions.
.
(& ) @ Save your changes.
Enable for new chats () S
o Review and update o
it your instructions BIEREE
The more specific your instructions, the better the responses. o regularly to keep them By setting clear and detailed instructions,
You can update them at any time. useful and relevant. ChatGPT can offer more accurate

responses tailored to your needs,
your academic field, and your goals.

Learn more (2
University of Bergamo - EDU &%

University of Bergamo - Al Task Force Artificial Intelligence

With Custom Instructions, you can provide ChatGPT Edu with useful information about your profile and how
you prefer to receive responses. This feature is useful when you want conversations to be more consistent
with your role, your work context, the desired level of detail, or your preferred format. The screen shows
the two main fields: one for what ChatGPT should know about you and one for the preferred response style.
In this way, you can avoid repeating the same instructions each time and receive responses that are better
suited to your needs. If enabled for new chats, these instructions are automatically applied to subsequent

conversations.

Task Force Al
taskforceia@unibg.it
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CUSTOMIZE YOUR SETTINGS

Configure ChatGPT Edu settings to tailor the experience to your preferences and needs.

ChatGPT ]

New chat
Search chats
Projects
Scheduled tasks
Images

Library

Apps

Agents

Deep Research

RECEBEDOD LR

GPT

Pinned

B work

@ University of Bargamo - 60U 2

WHERE TO FIND SETTINGS

@ Click on your profile at the & My profile

bottor left iy
o Select "Settings”. @ Settings
© Explore the sections to customize @ Help

ChatGPT Edu Eiiliag ot

Name Surname
iversty of Bergarmo - EDU
THE MAIN SETTINGS
General
@ Manage language, theme (light/dark), chat 67

history, feedback, and other general preferences.

Personalization

o]
)  Manage custom instructions, memory,

and the style of responses.

Data controls
@ Choose how we use your data and configure B

your privacy options.

Q TIPS

Set custom instructions

@ L T

accurate and relevant acaderic

or professional answers,

University of Bergamo - Al Task Force Artificial Intelligence

With Customize Settings, you can adapt ChatGPT Edu to your usage preferences and manage certain profile
options. This feature is useful when you want to adjust aspects such as language, theme, data controls,
notifications, the connected profile, or feature previews. The screen shows the path for accessing settings
from the user account and the main configurable areas. In this way, you can make the user experience
more consistent with your needs and the institutional context in which you work. Managing settings care-

fully is important because some preferences may affect how the platform responds, stores information, or

displays certain features.

Task Force Al
taskforceia@unibg.it

Review privacy settings regularly
Check your privacy settings to keep

your data aligned with your

preferences.

Settings x

@

General
Personalization
Data controls
Connected apps

Notifications

@D DA D

Feature preview

Connected apps
Connect ChatGPT Edu with other services
(e.g.. Microsoft, Google) for an integrated experience.

Notifications
Choase which notifications you receive via email
or within the platform

Feature preview
Access and test experimental features
and new capabilities.

Try new features.
@ Enabic feature previews to discover

innovative tools that can
impreve your productivity.

USER GUIDE FOR USING CHATGPT EDU

° WHY CUSTOMIZE?

@ Improves the quality and relevance

of responses

@ Tailors the experience to your
preferences for work or study.

@ Manages privacy and uses data

consciously and responsibly.

@ PRIVACY AND SECURITY

ChatGPT Edu is designed to protect
your data and your privacy.
Avoid sharing personal or sensitive

information in your chats.

o IN BRIEF

By setting clear and detailed preferences,
ChatGPT can provide more accurate
responses tailored to your needs,

your academic field, and your goals.
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emorren- 2 SHARE A CHAT
@ New chat You can share a conversation with others via a link.
This is useful for collaborating, showing resuilts, or getting feedback.
Q  Search chats
Projects WHERE TO FIND IT ° RN
® Scheduled tasks The “Share” button is located at the top right of the chat window. ®  Share only eppropriate and non-sensitive content.
@ Images ChatGPT 4o Chat title 2 &, Share @ ® Check that the information does not contain
personal, confidential, or reserved data.
M Library
54 T @  Use clear titles so others understand
oo Apps Share butten the topic of the conversation.
& Agents ® Revoke the link when it's no longer necessary.
@ Deep Research HOW TO SHARE A CHAT
@ oPT @ Ciick “Share” © Choose what to share © creste alink © share the link
At the top right You can share the entire chat A shareable link Paste the link where ‘L&, ATTENTION
Your-chats ~ of the chat window: or a specific part. will be generated. you prefer (emai, -
o SNk g, > > > :""' “““:“’: T‘: ® Do not share chats with personal, sensitive,
ly s v nyone with the li
Whet do you wast s chars? Link Pl R or protected data.
n
& Settings CyfShe Entice chat ° Ao vt o ® Information shared could be copied
or redistributed.
@ Preferences Selected part | &

® Sharing does not guarantee control over

@ Connectors
how the content is interpreted or used.

'WHAT HAPPENS TO PEOPLE WHO RECEIVE THE LINK MANAGE THE SHARE ® Follow the privacy and security policy
: . of the University of Bergamo.
Anyore with the link can view the chet You can reveke or delete a link at any time.
Name Surname : (&) & 2
T No login or ChatGPT sccount i required ;
University of Bargamo - EDU to access shared conversations. 1. Click the menu (--) at the top right.
o The chat is read-only. 2. Select "Manage share”.
Recipients can't edit or continue the conversation.
3. Choose “Revoke link” to disable access.

® The link can be disabled.
You can revoke sharing anytime.

University of Bergamo - Al Task Force Artificial Intelligence

With Share a chat, you can generate a link to make a conversation accessible to other people. This feature
is useful when you want to collaborate, show a result, share a work outline, or request feedback on a con-
versation that has already taken place. The screen shows the share button in the top bar, the steps for
creating the link, and information about what the recipient will be able to view. In this way, you can make it
easier to share materials or results produced with ChatGPT Edu. Before proceeding, however, you must
check that the chat does not contain personal data, confidential information, sensitive materials, or content

not intended for distribution.

Task Force Al
taskforceia@unibg.it
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EXAMPLES OF USE
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Some practical examples of how to use ChatGPT Edu in academic and professional activities.

o USEFUL TIPS

ChatGPT Eds ®B -l .
" Eﬁ 1. Research and 2. Writing and * 3. Teaching and
= g 5 i éé i . B ific: the <l 5
& Now chat (o} information synthesis editing learning MBS 1 SO e €l N YT P
the more useful the answer.
Q  Search chats Find, summarize, and organize Improve and speed up the Support lesson preparation,

complex information quickly

production of academic and

teaching materials, and

© Provide context: include objectives,

Projects audience, and constraints.
and efficiently. professional texts learning activities.
@ scheduied tasks + Summarize articles or reports « Draft articles, essays, reports + Create slides and outlines © Hterate and refine: improve answers
® images + (Clarpan® thiwories oxconcapts o liproveityls snd:diety S Skt el e P . ClSRSREOTTO Sl
@ Lbrary * Extract key data + Translate and adapt texts + Simplify explanations ©  Ahways vertfy: check important
information and cite sources.
35 Apps Example prompt Example prompt Example prompt
T Asohe “Summarize the main results of “Rewrite this paragraph more “Create 5 multiple-choice questions
this academic paper in 5 key points.” clearly and formally.” on this topic with solutions.”
P Deep Research
A WARNING
@ cpT
@ 4. Data analysis </> 5. Programming and r © ChatGPT may generate inaccurate

Pinned coding torming or outdated information. Do not

= replace critical thinking or the
otk Interpret, visualize, and comment Wirite, explain, and optimize Generate ideas, proposals, and

@ v ctvegana- 0 &

on data to support evidence-
based decisions.

+ Descriptive statistical analysis
* Interpretation of charts and tables

+ Suggestions on trends and correlations

“Analyze this dataset and identify the

main trend. Creata a summary chart.”

code in different programming
languages.

+ Write and debug code
« Explain algorithms

+ Convert between languages

Example prompt
“Explain this Python code line by line

and suggest improvements.”

creative solutions for projects
and activities.

+ Brainstorm ideas
«  Structure projects
+ SWOT analysis and action plans

e promg
“Generate 10 innovative ideas for a

sustainability project at univarsity.”

validation of scientific sources.

PRIVACY & SECURITY

Do not share personal, sensitive,
or confidential data. Use ChatGPT
Edu in accordance with the policies

of the University of Bergamo.

University of Bergamo - Al Task Force Artificial Intelligence

ChatGPT Edu can be used to support a wide range of academic and professional activities, including re-
searching and summarizing information, writing and revising texts, preparing teaching materials, analyzing
data, programming, and generating ideas. It can help organize content, clarify concepts, suggest struc-
tures, rework materials, and develop possible solutions based on the instructions provided by the user. To
obtain useful results, it is important to formulate clear and well-contextualized requests, specifying the
objective, the desired level of detail, and the preferred format. The responses should nevertheless always

be verified, adapted, and critically evaluated according to the context in which they will be used.

Task Force Al
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OF BERGAMO ARTIFICIAL INTELLIGENCE USER GUIDE FOR USING CHATGPT EDU

EVALUATE THE RESPONSES

Critically evaluate the responses provided by ChatGPT Edu to ensure quality, accuracy, and relevance.

ChatGPT o HOW TO EVALUATE A RESPONSE A WARNING SIGNS
5 New chat x = z
G5 New cha ® Generic or vegue information
Q. Search chats ® Lack of fi
ack of sources or references
B Projects © relevance © Accuracy © Completeness Q clority © impartiality
® Outdated data (check the date)
© Scheduled tasks Is the response aligned Is the information s the response complete s the respanse clear Is the response objective
with your question? correct and refiable? but concise? and easy to understand?  and free from bias? ® Logical contradictions or inconsistencies
[
@) Fages « Addrosses the key points?  + Are the facts varifiable? + Are important pieces of + s the language appeopriata? = Doas it prosent multiple @ hssartions itouEridenge
Library « Covers the requested « Are the sources reliable? information missing? « Is the structure logical parpactives?
' ko aspects? + Ara thers any abvicus « Is t balanced and not and well organized? + Does it avoid unjustified 9 fiwantatlioh Urhaliiisbis Sibudsns.
ks ey superficial? generalizations?
&> Agents
)" Dnepsinsgarch o Reminder ChatGPT Ecu can make mistakes or provide outdated information. Always use your ritical judgment.
u is vi i twi it
i % L g GOOD PRACTICES
@ Pt
®  Be specific in your requests
Your chats v EVALUATION STRATEGIES 2 . &
Tod ” . ® P
d 1. Check the sources 2. Compare the responses 3. Ask follow-up questions e
Text analysis =
S  Check the cited sources and Compare the information Go deeper with more specific @ fterate and refine your questions
Sustainability project ideas 3
took for confirmation from with other tools, books, questions to test consistency
Aljgaen ragacinn external credible sources or academic articles. and solidity of the response ;) “Save:snd oiganios ussfil Tesponsss
Yesterday ®  Always cite sources when using
Abstract translation 4. Request practical examples o— 5. Check the logic 6. Use your judgment Airohtsnt
Article suramary l!'iﬁ Ask for examples, case studies, : == Make sure the reasoning Q Assess overall credibility and
or applications to verify your i coherent and free from integrate the response with
7-days ago understanding of the topic contradictions. your own knowledge.
Brainstorming workshop @
! REMEMBER
Communication plan
RAPID EVALUATION SCALE
The final responsibility is yours.
ufficient
i i X Insufficient Os @ Very good W Excellent Always verify, analyze, and adapt
@ Bt : Incorrect, irelevant, Partially correct but Correct and fairly Correct, complete, In-depth, accurate, responses before using them
Univaitky ot Sirgamo = EDU or not useful incomplete or unclear complete, with room clear, and well well argued, and ‘ h i
. in academic or professional contexts.
for improvement. structured. with reliable sources.

University of Bergamo — Al Task Force Artificial Intelligence

Responses produced by ChatGPT Edu should not be considered automatically correct. They may contain
incomplete, inaccurate, outdated, or unclear information. Before using any content, it is therefore neces-
sary to verify its relevance, accuracy, completeness, clarity, and impartiality, as well as its logical con-
sistency, the reliability of its sources, and the possible presence of unsupported claims. This level of atten-
tion is particularly important in academic and professional contexts, where responses may be included in
documents, lessons, research, or operational decisions. Responsible use of ChatGPT Edu always requires

critical evaluation by the user.

Task Force Al
taskforceia@unibg.it
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: GOOD PRACTICES AND ETHICAL USE

Use ChatGPT Edu in a responsible, ethical, and mindful way to maximize the benefits and minimize the risks.

ChatGPT Edu o CORE PRINCIPLES o BENEFITS

B8 New chat @ O @ éié Q @ ® Increases productivity and efficiency.
QU Search chats 2y 3

® Promotes critical and reflective thinking.

B Projects

Responsibility Integrity Privacy Transparency Respect ® Supports creativity and innovation
(® Scheduled tasks
Be responsible Use ChatGPT Edu Do not share Ensure that content Declare when you Interact respectfully ® Improves the quality of work and study.
@ Images for how you use for personal growth, personal, sensitive, supports fairness used Al, especially and considerately,
@ Library Al and the impact not to deceive or confidential and does not in academic or regarding people,
T8 i of your decisions. or harm athers. data. cause harm. professional work. ideas, and opinions.
Biiri ﬂ_{ POSSIBLE RISKS
gents
P Deep Rescarch WHAT TO DO WHAT TO AvVOID @ Inaccurate or incomplete information.
@ GPT - . . .
@ Always verify information: check it with reiable and up-to-date sources. @ Do not copy and paste: avoid presenting ChatGPT-generated ® Bias or stereotypes in content
cantent as your own.
Your chats v Personalize and adapt: use the response as a starting point, i
© i il © Do not generate content without critical review: unverified ® Privacy and security violations.
not as the final answer. St s
T lysi e L t.
Fext analysis information may be incorrec S Dralari sl akiction

A Sk @ Be transparent: indicate when and how you used ChatGPT Edu. @ Do not share sensitive data: do not enter personal, clinical, o criical thinking,
A @ Protect data: do not enter sensitive information el fekcy dats

or conficlential material. @ Do not viclate copyrights: do not upload copyrighted content
Al exam preparation without permission.
@ Improve your skills: use Al to learn, explore, experiment, o

Do net automate judgments: do not use Al for decisions
and create valve.

that require human judgment.

Communication plan

My GPTs

£, Tutor of Chemistry QUICK CHECKLIST

A Antitrust Analyst &y Have | clearly Have | verified Have | adapted Have | declared Have | protected

@ English GPT E definad my goal the information the response the use of Al personal and
for using in reliable to my context? when required? confidential
ChatGPT Edu? sources? data?

@ Your Name i
University of Bergamo - EDU GOLDEN RULE o) ) TOGETHER FOR RESPONSIBLE USE

Use ChatGPT Edu as an intelligent ally, not as a substitute for your critical thinking and language skills. ro_\ Let's contribute to building an ethical, inclusive,

and innovative academic community.

University of Bergamo - Al Task Force Artificial Intelligence

The use of ChatGPT Edu should be guided by the principles of responsibility, integrity, confidentiality, fair-
ness, transparency, and respect. The tool can support study, teaching, research, and professional activities,
but it should not replace human judgment, source verification, or disciplinary expertise. It is important to
avoid entering personal data, confidential information, or content not intended for sharing, and to assess
the responses received carefully at all times. Ethical and informed use therefore requires an understanding
of the tool's limitations, the adoption of appropriate behavior, and compliance with institutional purposes

and guidelines.

Task Force Al
taskforceia@unibg.it
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Contacts

If you still have questions or would like to learn more about the use of artificial intelligence at the University,
you can visit the page dedicated to the Al Task Force at the following link: https://www.unibg.it/ateneo/or-
ganizzazione-e-struttura/task-force. On the page, you will find the guide on the use of Artificial Intelligence
within the University of Bergamo and an FAQ section designed to answer the most frequently asked ques-
tions about the use of Al tools in academic and institutional contexts. If these resources are not sufficient
to clarify your questions, or if you have specific needs, you can contact the Al Task Force at: taskfor-

ceia@unibag.it.

Task Force Al
taskforceia@unibg.it



