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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 sidebar menu 

 

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. 

Figure 1 ChatGPT Edu sidebar menu 
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ChatGPT Edu account and profile 

 

Figure 2 ChatGPT Edu account and profile 

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 

 

Figure 3 New chat 

With New chat, you can immediately start a conversation from scratch and set up a new working context. 

It is 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 

 

Figure 4 Prompt bar 

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 

 

Figure 5 Effective prompts 

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 

 

Figure 6 Model selector 

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 

 

Figure 7 Search Chats 

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 chats 

 
Figure 8 Manage and organize chats 

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. 
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Upload and use files 

 
Figure 9 Upload and use files 

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. 
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Analyze PDFs 

 
Figure 10 Analyze PDFs 

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. 
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Projects 

 
Figure 11 Projects 

 
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. 
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Library 

 
Figure 12 Library 

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-

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

 
Figure 13 Images 

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. 
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Generate images from chat 

 
Figure 14 Generate images from chat 

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. 
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App 

 
Figure 15 App 

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. 
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The Skills section 

 
Figure 16 The Skills section 

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, APIs, 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. 
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Agents 

 
Figure 17 Agents 

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. 
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GPT 

 
Figure 18 GPT 

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. 
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Create a GPT 

 
Figure 19 Create a GPT 

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. 
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Share and publish your GPT 

 
Figure 20 Share and publish your GPT 

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. 
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Deep Research 

 
Figure 21 Deep Research 

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. 
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Scheduled tasks 

 
Figure 22 Scheduled tasks 

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. 
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Custom instructions 

 
Figure 23 Custom instructions 

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. 
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Customize your settings 

 
Figure 24  Customize your settings 

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. 
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Share a chat 

 
Figure 25 Share a chat 

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. 
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Examples of use 

 
Figure 26 Examples of use 

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. 
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Evaluate the responses 

 
Figure 27 Evaluate the responses 

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. 
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Best Practices and Ethical Use 

 
Figure 28 Best Practices and Ethical Use 

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.
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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 AI 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 AI 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 AI Task Force at: taskfor-

ceia@unibg.it. 


