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Automating recurring

workflows

Start with a task your team already repeats. Map the 
inputs, handoffs, decisions, and checks, then choose 
what belongs in a prompt, a scheduled task, a skill, 
or a workspace agent.

WHAT WE COVERED

Core concepts

A useful workflow spells out its trigger, inputs, steps, 
output, and owner.

Separate steps ChatGPT can read, draft, or summarize 
from actions that change a system or require approval.

Use a saved prompt for one-off work, Scheduled 
Tasks for timed checks, or a skill or workspace agent 
for shared steps.

TRY IT OUT

Example use cases and prompts

🔗 Weekly Status Rollup


🔗 Request Intake + Triage


🔗 Approval Tracker


🔗 Meeting Prep Brief

🔗 Project Update Digest


🔗 Feedback Triage


🔗 Monthly Reporting Pack


🔗 Change Monitor

OPENAI ACADEMY
▶ ️Watch the recording

ACCESS REQUIRED
ChatGPT or ChatGPT Work; approved plugins or source files

EXPECTED OUTCOME
Create a workflow brief and test it with a real example

Pick a process that keeps coming back

Choose work that happens every week or month, such as a status update, intake queue, or approval check. Write down what takes the most time, 

where people wait or redo work, and which decisions still need a person.

STEP 01 Map what happens today STEP 02 Decide what can repeat

Write the process as it runs today, before you automate it. 

Name who starts the work, the inputs they gather, each step 
and handoff, the final output, and who receives it. Include what 

usually slows the work down.

Try it: a normal case | a difficult case

Mark the steps that follow the same pattern and those that 

need judgment. Note what ChatGPT can read or draft, what 
must be confirmed, and actions that change another system. 

Scheduled Tasks cannot use uploaded files, so plan another 
path.

STEP 03 Write the workflow brief STEP 04 Test, then choose a home

Give ChatGPT a recent example and ask it to write the 

instructions: trigger, approved sources, ordered steps, output 
format, checks, exceptions, and escalation. Have it show the 

questions that still need an answer before you run the 
workflow.

Run a normal case and one difficult case, such as missing 

data, conflicting updates, or a late approval. Check whether 
the workflow stops in the right place. Then keep it as a 

prompt, schedule a check, save a skill, or build a workspace 
agent.

GO FURTHER

Use it next week Share a working version Additional resources

⟡ Get Started with ChatGPT Work

⟡ Scheduled Tasks in ChatGPT

⟡ OpenAI Academy Courses

⟡ Getting started with skills

⟡ Workspace agents

Try the workflow on the next real 
cycle. Keep a short list of 
instructions that needed changing 
and cases that still required manual 
work.

When the steps settle, save them as 
a skill or build a workspace agent. 
Include an example input, expected 
output, and approval point so 
teammates can test it.

https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20Friday%20at%204%3A00%20PM.%20Review%20this%20week's%20relevant%20updates%20from%20my%20connected%20apps%2C%20then%20send%20me%20a%20concise%20status%20rollup%20with%20progress%2C%20risks%2C%20decisions%2C%20and%20next%20steps.%20Flag%20anything%20that%20needs%20follow-up.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20weekday%20at%209%3A00%20AM.%20Check%20my%20connected%20apps%20for%20new%20requests%2C%20group%20them%20by%20topic%20and%20urgency%2C%20and%20send%20me%20a%20short%20triage%20list%20with%20suggested%20owners%20and%20next%20actions.%20Flag%20unclear%20or%20time-sensitive%20requests.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20weekday%20at%202%3A00%20PM.%20Check%20my%20connected%20apps%20for%20items%20waiting%20on%20approval%20and%20send%20me%20a%20short%20list%20of%20what%20is%20pending%2C%20who%20is%20needed%2C%20due%20dates%2C%20and%20anything%20overdue.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20weekday%20at%207%3A30%20AM.%20Review%20my%20calendar%20and%20connected%20apps%2C%20then%20send%20me%20a%20brief%20for%20today's%20meetings%20with%20the%20goal%2C%20relevant%20context%2C%20open%20questions%2C%20and%20any%20preparation%20I%20should%20complete.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20Monday%20at%209%3A00%20AM.%20Review%20recent%20project%20updates%20in%20my%20connected%20apps%20and%20send%20me%20a%20concise%20digest%20of%20changes%2C%20milestones%2C%20risks%2C%20blockers%2C%20and%20actions%20for%20the%20week.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20every%20weekday%20at%2010%3A00%20AM.%20Review%20new%20feedback%20in%20my%20connected%20apps%2C%20group%20it%20into%20themes%2C%20note%20frequency%20and%20urgency%2C%20and%20flag%20items%20that%20need%20a%20response%20or%20escalation.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20runs%20on%20the%20first%20day%20of%20each%20month%20at%209%3A00%20AM.%20Review%20the%20prior%20month's%20relevant%20updates%20in%20my%20connected%20apps%20and%20send%20me%20a%20short%20reporting%20pack%20with%20key%20results%2C%20changes%2C%20risks%2C%20and%20actions%20to%20follow%20up.
https://chatgpt.com/?q=Create%20a%20scheduled%20task%20that%20checks%20every%20day%20at%208%3A00%20AM%20for%20meaningful%20changes%20in%20my%20connected%20apps%20related%20to%20my%20current%20projects.%20Notify%20me%20only%20when%20there%20is%20a%20material%20update%2C%20and%20summarize%20what%20changed%20and%20why%20it%20matters.
https://academy.openai.com/home/clubs/work-users-ynjqu/events/skill-lab-automating-workflows-tko7y70ynu
https://learn.chatgpt.com/docs/get-started-with-work
https://help.openai.com/en/articles/10291617-scheduled-tasks-in-chatgpt
https://academy.openai.com/pages/courses?linkMenu=Courses
https://openai.com/academy/skills/
https://openai.com/academy/workspace-agents/

