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Sites & dashboards

Build MeridianConnect from six approved HR files—then refine the 
experience and verify a privacy-safe dashboard.

Session Recording
Academy Skill Lab • Aug 13, 2026

Access required
ChatGPT Work with Sites enabled; six approved Meridian HR files; permission to 
create a private Site.

Expected Outcome
Create the brief, build and annotate a Site, verify metrics, and review who can 
access it.

What we covered

Core concepts

Start with a person, task, and approved source—not a blank 
page. Map the onboarding guide to milestones, the manager 
toolkit to rollout gates, the course CSV to learning, and the 
benefits playbook to official dates. Build a private, task-first Site; 
label source freshness; separate approved integrations from 
static uploads.

Try it out

Example use cases

↗ Manager toolkit


↗ Listening brief

↗ 30-day onboarding


↗ Mobility guide

↗ Benefits playbook


↗ Course catalog

Tips & tricks

• + Upload approved files.

• Work → Plugins → Sites.

• Label source + freshness.

• Current is not the target.

• A saved Site is not live sync.

• Keep employee data private.

• Review before Share.

Think of a use case
START HERE: Open each blue file link above and download all six Meridian demo files. In ChatGPT, select Work and follow Steps 01–04. Each blue 
prompt opens prefilled instructions; attach the requested files before you send.

Step 01 Open Work + create the brief Step 02 Select Sites + build

1. Click Work at the top → + beside the message box. Attach all six 
Meridian files.

2. Open the prompt below → Send. Ask for audience, top tasks, source 
owners, accessibility, privacy, and reviewers.

3. Review the generated MeridianConnect product brief.

↗ CLICK: OPEN THE PLANNING PROMPT

1. In the same Work task, click Plugins → Sites, or type @Sites.

2. Open the build prompt below → Send. Keep the approved brief and six 
files attached.

3. Click Open MeridianConnect. Check Get help, Start a new role, Find 
learning, careers, and benefits.

↗ CLICK: OPEN THE SITE-BUILD PROMPT

Step 03 Annotate + send feedback Step 04 Verify the dashboard + access

1. In the Site preview, click the annotation icon in the upper-right corner; 
Annotating appears.

2. Click the heading or button you want to change. Add specific feedback 
such as “Make Get help the primary action.”

3. Click Send, then reopen the preview and confirm the change.

↗ CLICK: OPEN THE REFINEMENT PROMPT

1. Return to the Work task; open the dashboard prompt → Send.

2. Open the manager/HR view. Check demos 54% → 90%, portal access 
81% → 95%, and ticket response 31.6h → <24h against the source files.

3. Click Sites in the sidebar → Share only after approving audience and 
privacy.

↗ CLICK: OPEN THE DASHBOARD PROMPT

Go further

Extend your use case Expand to your team Additional resources

↗ Create a manager rollout view


↗ Add a first-30-days journey


↗ Test save, reload, and review


↗ Verify every metric + target


↗ Check privacy + source dates

↗ Draft a team Site brief


↗ Assign an owner + reviewer


↗ Verify the intended audience


↗ Map each file to its owner


↗ Approve access before Share

↗ Open the Academy event


↗ Open ChatGPT Work


↗ Read the Sites guide


↗ Create + manage Sites


↗ Workspace admin controls

https://academy.openai.com/public/clubs/work-users-ynjqu/events/skill-lab-building-sites-and-dashboards-2iszl8j8qn
https://docsend.com/view/gz4r45hzdjyen3u5
https://docsend.com/view/mbjz5buz3cjrcpk8
https://docsend.com/view/hajgvepra6z69giz
https://docsend.com/view/rmgxd7gf9i2bnwdf
https://docsend.com/view/wvydzpvrvxyzmh5h
https://docsend.com/view/j3mte45357gg5xqr
https://chatgpt.com/?q=I%E2%80%99m%20on%20the%20People%20Experience%20team%20at%20fictional%20Meridian%20Retail%20Group.%20Using%20the%20MeridianConnect%20manager%20toolkit%2C%20employee%20listening%20brief%2C%20first-30-days%20onboarding%20guide%2C%20internal%20mobility%20guide%2C%20open-enrollment%20playbook%2C%20and%20learning%20course%20catalog%20I%20attach%20%5BUPLOAD%20FILE%20HERE%5D%2C%20draft%20a%20concise%20brief%20for%20an%20employee-facing%20Site.%20Define%20the%20audience%2C%20top%20five%20employee%20tasks%2C%20task-based%20navigation%2C%20source%20owner%20for%20each%20content%20area%2C%20minimum%20useful%20first%20release%2C%20accessible%20and%20non-digital%20alternatives%2C%20manager%20boundaries%2C%20privacy%20exclusions%2C%20reviewer%2C%20and%20questions%20that%20materially%20affect%20the%20build.%20Do%20not%20invent%20employee%20records%2C%20personalized%20benefits%20advice%2C%20live%20integrations%2C%20or%20new%20performance%20data.
https://chatgpt.com/?q=Using%20the%20approved%20brief%20and%20attached%20Meridian%20HR%20source%20files%20%5BUPLOAD%20FILE%20HERE%5D%2C%20build%20a%20mobile-friendly%20MeridianConnect%20employee%20Site%20with%20task-based%20entry%20points%20for%20Get%20help%2C%20Start%20a%20new%20role%2C%20Find%20learning%2C%20Explore%20career%20paths%2C%20and%20Understand%20my%20benefits.%20Include%20first-shift%20and%2030-day%20onboarding%20guidance%2C%20a%20searchable%20course%20catalog%2C%20official%20benefits%20references%2C%20support%20escalation%20routes%2C%20and%20accessible%20or%20non-digital%20alternatives.%20Use%20only%20source-backed%20facts.%20Distinguish%20reference%20snapshots%2C%20Site-owned%20saved%20state%2C%20and%20explicitly%20approved%20live%20integrations.%20Keep%20employee%20records%2C%20personalized%20benefits%20advice%2C%20and%20publication%20behind%20human%20approval.
https://chatgpt.com/?q=Review%20the%20MeridianConnect%20Site%20as%20a%20frontline%20employee%2C%20then%20as%20a%20store%20manager%20and%20an%20HR%20leader.%20Identify%20the%20three%20most%20useful%20visual%20changes.%20Prioritize%20task-first%20navigation%2C%20the%20Get%20help%20action%2C%20first-shift%20guidance%2C%20learning%20filters%2C%20accessible%20alternatives%2C%20chart%20interpretation%2C%20source%20clarity%2C%20and%20privacy.%20For%20each%20change%2C%20point%20to%20the%20exact%20visible%20element%2C%20explain%20the%20problem%2C%20and%20describe%20the%20intended%20improvement.%20Apply%20only%20approved%20revisions%20without%20changing%20facts%20or%20broadening%20access.%20Summarize%20what%20still%20needs%20human%20review.
https://chatgpt.com/?q=Create%20a%20privacy-safe%20People%20Experience%20leadership%20dashboard%20from%20the%20attached%20Meridian%20manager%20toolkit%20and%20employee%20listening%20brief%20%5BUPLOAD%20FILE%20HERE%5D.%20Use%20only%20these%20documented%20aggregate%20values%3A%20manager%20briefing%2072%25%20versus%2090%25%20gate%3B%20location%20demos%2054%25%20versus%2090%25%20gate%3B%20portal%20access%2081%25%20versus%2095%25%20gate%3B%20top-task%20search%20success%2068%25%20versus%2085%25%20gate%3B%20engagement%203.72%2F5%20versus%203.90%2F5%3B%20communication%20clarity%203.43%2F5%20versus%203.80%2F5%3B%20HR%20ticket%20resolution%2031.6%20hours%20versus%20an%20under-24-hour%20target%3B%20training%20access%2068%25%20versus%2080%25.%20Label%20each%20metric%E2%80%99s%20source%2C%20current%20value%2C%20target%2C%20freshness%2C%20supported%20owner%2C%20and%20next%20decision.%20Do%20not%20invent%20trends%2C%20regional%20breakdowns%2C%20employee%20records%2C%20integrations%2C%20or%20automated%20refreshes.
https://chatgpt.com/?q=Adapt%20the%20approved%20MeridianConnect%20employee%20Site%20into%20a%20store-manager%20rollout%20view.%20Use%20the%20manager%20enablement%20toolkit%20as%20the%20source%20of%20truth%20for%20rollout%20huddles%2C%20the%20top%20employee%20tasks%2C%20manager%20responsibilities%2C%20escalation%20routes%2C%20accessibility%20alternatives%2C%20and%20launch-readiness%20gates.%20Show%20current%20values%20separately%20from%20targets%20and%20explain%20the%20next%20action%20when%20a%20gate%20is%20missed.%20Do%20not%20expose%20individual%20employee%20records%2C%20invent%20policy%20authority%2C%20or%20imply%20an%20unconfigured%20live%20integration.%20Draft%20the%20view%20for%20review%3B%20do%20not%20publish%20it.
https://chatgpt.com/?q=Using%20the%20approved%20Meridian%20Store%20Associate%2030-Day%20Onboarding%20Guide%2C%20manager%20toolkit%2C%20and%20learning%20catalog%20%5BUPLOAD%20FILE%20HERE%5D%2C%20adapt%20MeridianConnect%20into%20a%20first-shift%20and%20first-month%20onboarding%20experience.%20Organize%20the%20page%20around%20first-shift%20preparation%2C%20first-week%20learning%2C%20day-7%20and%20day-30%20check-ins%2C%20support%20routes%2C%20and%20official%20resource%20links.%20Separate%20any%20synthetic%20demo%20checklist%20data%20from%20real%20employee%20information.%20If%20progress%20should%20persist%2C%20describe%20where%20authorized%20Site-owned%20state%20would%20be%20saved%3B%20do%20not%20claim%20an%20external%20HR%20or%20learning-system%20connection%20unless%20one%20is%20explicitly%20approved%20and%20configured.
https://chatgpt.com/?q=Review%20the%20MeridianConnect%20Site%20as%20a%20frontline%20employee%2C%20then%20as%20a%20store%20manager%20and%20an%20HR%20leader.%20Identify%20the%20three%20most%20useful%20visual%20changes.%20Prioritize%20task-first%20navigation%2C%20the%20Get%20help%20action%2C%20first-shift%20guidance%2C%20learning%20filters%2C%20accessible%20alternatives%2C%20chart%20interpretation%2C%20source%20clarity%2C%20and%20privacy.%20For%20each%20change%2C%20point%20to%20the%20exact%20visible%20element%2C%20explain%20the%20problem%2C%20and%20describe%20the%20intended%20improvement.%20Apply%20only%20approved%20revisions%20without%20changing%20facts%20or%20broadening%20access.%20Summarize%20what%20still%20needs%20human%20review.
https://chatgpt.com/?q=Create%20a%20privacy-safe%20People%20Experience%20leadership%20dashboard%20from%20the%20attached%20Meridian%20manager%20toolkit%20and%20employee%20listening%20brief%20%5BUPLOAD%20FILE%20HERE%5D.%20Use%20only%20these%20documented%20aggregate%20values%3A%20manager%20briefing%2072%25%20versus%2090%25%20gate%3B%20location%20demos%2054%25%20versus%2090%25%20gate%3B%20portal%20access%2081%25%20versus%2095%25%20gate%3B%20top-task%20search%20success%2068%25%20versus%2085%25%20gate%3B%20engagement%203.72%2F5%20versus%203.90%2F5%3B%20communication%20clarity%203.43%2F5%20versus%203.80%2F5%3B%20HR%20ticket%20resolution%2031.6%20hours%20versus%20an%20under-24-hour%20target%3B%20training%20access%2068%25%20versus%2080%25.%20Label%20each%20metric%E2%80%99s%20source%2C%20current%20value%2C%20target%2C%20freshness%2C%20supported%20owner%2C%20and%20next%20decision.%20Do%20not%20invent%20trends%2C%20regional%20breakdowns%2C%20employee%20records%2C%20integrations%2C%20or%20automated%20refreshes.
https://chatgpt.com/?q=Review%20a%20proposed%20MeridianConnect%20HR%20dashboard%20for%20privacy%2C%20accuracy%2C%20and%20operational%20usefulness.%20Confirm%20that%20metrics%20are%20aggregate-only%2C%20current%20values%20are%20distinguished%20from%20targets%2C%20each%20metric%20has%20a%20source%20and%20reviewer%2C%20and%20no%20small-group%2C%20employee-level%2C%20medical%2C%20compensation%2C%20benefits%2C%20or%20confidential%20case%20information%20is%20exposed.%20Identify%20any%20unsupported%20trend%2C%20external%20integration%2C%20automated%20refresh%2C%20or%20sharing%20claim%20and%20replace%20it%20with%20an%20explicit%20verification%20or%20approval%20checkpoint.
https://chatgpt.com/?q=Turn%20the%20MeridianConnect%20Site%20concept%20into%20a%20concise%2C%20reviewable%20team%20project%20brief.%20Identify%20the%20audience%2C%20owner%2C%20approved%20sources%2C%20task-based%20navigation%2C%20accessibility%20requirements%2C%20visibility%20boundary%2C%20operational%20metrics%2C%20data%20owner%2C%20maintenance%20cadence%2C%20human%20review%20checkpoint%2C%20and%20publication%20approval.%20Separate%20source%20snapshots%2C%20Site-owned%20data%2C%20and%20approved%20live%20integrations.%20Do%20not%20publish%2C%20broaden%20sharing%2C%20or%20invent%20employee%20data.
https://chatgpt.com/?q=Turn%20the%20MeridianConnect%20Site%20concept%20into%20a%20concise%2C%20reviewable%20team%20project%20brief.%20Identify%20the%20audience%2C%20owner%2C%20approved%20sources%2C%20task-based%20navigation%2C%20accessibility%20requirements%2C%20visibility%20boundary%2C%20operational%20metrics%2C%20data%20owner%2C%20maintenance%20cadence%2C%20human%20review%20checkpoint%2C%20and%20publication%20approval.%20Separate%20source%20snapshots%2C%20Site-owned%20data%2C%20and%20approved%20live%20integrations.%20Do%20not%20publish%2C%20broaden%20sharing%2C%20or%20invent%20employee%20data.
https://chatgpt.com/?q=Review%20a%20proposed%20MeridianConnect%20HR%20dashboard%20for%20privacy%2C%20accuracy%2C%20and%20operational%20usefulness.%20Confirm%20that%20metrics%20are%20aggregate-only%2C%20current%20values%20are%20distinguished%20from%20targets%2C%20each%20metric%20has%20a%20source%20and%20reviewer%2C%20and%20no%20small-group%2C%20employee-level%2C%20medical%2C%20compensation%2C%20benefits%2C%20or%20confidential%20case%20information%20is%20exposed.%20Identify%20any%20unsupported%20trend%2C%20external%20integration%2C%20automated%20refresh%2C%20or%20sharing%20claim%20and%20replace%20it%20with%20an%20explicit%20verification%20or%20approval%20checkpoint.
https://chatgpt.com/?q=I%E2%80%99m%20on%20the%20People%20Experience%20team%20at%20fictional%20Meridian%20Retail%20Group.%20Using%20the%20MeridianConnect%20manager%20toolkit%2C%20employee%20listening%20brief%2C%20first-30-days%20onboarding%20guide%2C%20internal%20mobility%20guide%2C%20open-enrollment%20playbook%2C%20and%20learning%20course%20catalog%20I%20attach%20%5BUPLOAD%20FILE%20HERE%5D%2C%20draft%20a%20concise%20brief%20for%20an%20employee-facing%20Site.%20Define%20the%20audience%2C%20top%20five%20employee%20tasks%2C%20task-based%20navigation%2C%20source%20owner%20for%20each%20content%20area%2C%20minimum%20useful%20first%20release%2C%20accessible%20and%20non-digital%20alternatives%2C%20manager%20boundaries%2C%20privacy%20exclusions%2C%20reviewer%2C%20and%20questions%20that%20materially%20affect%20the%20build.%20Do%20not%20invent%20employee%20records%2C%20personalized%20benefits%20advice%2C%20live%20integrations%2C%20or%20new%20performance%20data.
https://chatgpt.com/?q=Review%20a%20proposed%20MeridianConnect%20HR%20dashboard%20for%20privacy%2C%20accuracy%2C%20and%20operational%20usefulness.%20Confirm%20that%20metrics%20are%20aggregate-only%2C%20current%20values%20are%20distinguished%20from%20targets%2C%20each%20metric%20has%20a%20source%20and%20reviewer%2C%20and%20no%20small-group%2C%20employee-level%2C%20medical%2C%20compensation%2C%20benefits%2C%20or%20confidential%20case%20information%20is%20exposed.%20Identify%20any%20unsupported%20trend%2C%20external%20integration%2C%20automated%20refresh%2C%20or%20sharing%20claim%20and%20replace%20it%20with%20an%20explicit%20verification%20or%20approval%20checkpoint.
https://academy.openai.com/public/clubs/work-users-ynjqu/events/skill-lab-building-sites-and-dashboards-2iszl8j8qn
https://chatgpt.com/
https://learn.chatgpt.com/docs/sites
https://help.openai.com/en/articles/20001339
https://help.openai.com/en/articles/20001338

