CLAUDE COWORK -+ SETUP GUIDE

Get Cowork
up and
running.

A step-by-step setup walkthrough, from downloading the app to running your first
task. This covers the setup; Cowork has a lot more to explore once you're in.

1 ) Download and configure the Claude Desktop App
2 Give Claude context about who you are and how you work

3 Start running tasks — scheduled, connected, and on demand Swipe &
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BEFORE YOU START - CONTEXT IS EVERYTHING

What Claude needs
to

Cowork gets dramatically better when you give it the right context. Four things to set up once.

Claude Memory Folder Structure
® Claude builds a memory of your preferences across Create a Claude Cowork folder on your computer.
conversations — your role, communication style, and This is Claude's working desk.
goals.

Add a CLAUDE.md file — your role, preferences,

® View and edit your memory in Settings — Memory goals, and context. Claude reads this before every
inside the Claude app. task.

® The more you use Claude, the sharper it gets at Drop in supporting files — CV, brand guidelines,
anticipating what you need. team bios, writing samples.

' Global Instructions e Skills
Set in Settings — Custom Instructions inside the ® Skills live inside the Claude app under Customize -
Claude app. Create new skills.
Applies to every conversation — tell Claude your ® They teach Claude your specific processes — how
preferred tone, output format, and what to always you write, how you work, what outputs you expect.
avoid.

. Not sure what to put in CLAUDE.md? Ask Claude to interview you and draft it for you.
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GETTING STARTED - STEP 1 B

Download the

Required for Cowork. Three steps — takes under 2 minutes.

How to download Claude Desktop App

1. Go to claude.ai/download on your browser and 3. Type Claude under bottom left menu line, select the
select download for windows or apple as applicable Claude App and it will upload Claude for Desktop
M @ B ® % 0O @ @0 0 % B > & ® '

All Apps Dacuments Web Maore -
« > C
Best match
@ B B 35| % Download Claude | Claude by Anthropic - claude.ai/download 5
* Claude
App
. . . Search the web
2. Access the file in your download folder and hit run
= L) claude - See mo
. ¥ = | Downloads £ claude ai free
“ Home Share View p c|aud9 ﬂi

“— v 4 4 » ThisPC > Downloads »

2 claude mythos “0 Run as administrator

= Pin to Start

# Quick access A claude code

& iCloud Drive = Pin to taskbar

L claude desktop app

€ OneDrive - Personal
O claude cowork
v 48 This PC

¥ 3D Objects D claude code install

B Desktop Documents {13+)
% Documents i
Microsofts iCloud Folders (5+)
> 4 Downloads erwc.es.Smr Installer

= ewinmd Photos (4+)

i Last week (15
= Pictures
l Videos —| | [
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GETTING STARTED - STEP 2

Toggle to

Once you're in the Desktop App, make sure you switch to the Cowork tab — not Chat.

To work in Cowork toggle over to the Cowork tab

|

+ MNew task
£ Projects
Schaduled
3 Customize

B Dispatch & Claude Opus 4.7 works best with the latest desktop app Update now.
Spal

¢ [aily briefing

¢ Let's knock something off your list

#  Mewslatter summany

DEMOD Extract school events and ad T 'g
Extract school events snd update cale

Corvert markcown briefing to readat ':" Work in a project Ak Legacy Mooel
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COWORK - CUSTOMIZE

Add connectors,

Everything that makes Claude work the way you work lives under Customize in the left menu.

To add connectors, skills and plugins go under “Customize” on the lefthand menu

= % Chat Cowork Code

+ Mew task &~

) Search

(@ Scheduled =

o

™ Projects &

{5 Dispatch fod

@ Ideas

-m Customize Claude

Newsletter summary * Skills, connectors, and pluging shape how Claude works with you,
Daily briefing [ ]

Connect your apps
Let Clavde read and write to the tools you already use.

Convert markdown briefing to re

Create new skills
Teach Claude your processes, team norms, and expertise,

&

Updated to1,15617.0

Browse plugins
Add pre-built knowledge for your field.

Relavnch
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COWORK - CUSTOMIZE 04 / 06

teach Claude
how you work.

Go to Customize - Create new skills - select Skill Creator. Claude will guide you through building it.

To Create new skills select “Skill Creator” from the Skills menu

1. Go under “Customize” in the lefthand menu
2. Select “Create New Skills”
3. Select “Skill Creator” on lefthand menu

Chat Cowork Code — a »
& Skills Q.+ skill-creator O« -
Personal skills
E Added by Trigger
T2 skill-creator o Anthropic Slash command + auto
L=
& SKILL.md Description
% Create new skills, modify and improve existing skills, and measure skill
O agents ? performance. Use when users want to create a skill from scratch, edit, or
] assets ~ optimize an existing skill, run evals to test a skill, benchmark skill performance
with variance analysis, or optimize a skill's description for better triggering
1 eval-viewer > accuracy.
O references >
] scripts 3
LICENSE.txt & <>
Built-in skills
T schedule Skill Creator
B context A skill for creating new skills and iteratively improving them.
At ahigh level, the process of creating a skill goes like this:
s Decide what you want the skill to do and roughly how it
should do it
*  Write a draft of the skill
s Create a few test prompts and run claude-with-access-to-
the-skill on them

+ Not sure what to build? Ask Claude to draft a skill based on what it already knows about you.

Tech. Not Technical. Follow Tech Not Technical on Linkedin




A
o

COWORK - CONNECTORS 05 /

Connect your

Give Claude access to your real tools. It can then read, write and act inside them. Example shown: connecting
Canva.

To connect Apps directly to Claude

1. Go under “Customize” in the lefthand menu
2. Select “Connect new Apps”
3. Type App Name in the search bar
4. Click the plus sign at the right
5. Loginto app to get it connected to Claude
Directory
B skils [ Canval
g¢ Connectors
Anthropic & Partners Filter by Sort by
% Plugins
Canva -7 Interact & 21, Slack ‘pinteract .
; "
Braze MCP Server i a Affinity +
Brazs RESTAPI Road-Only endpoints A
PlayMCP + E.I Gusto v interact +
@ G2 + E Enterpret Wisdom
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COWORK - SCHEDULED TASKS 05 / 09

uling: let Claude
run tasks for you.

Set it once — Claude runs it on your schedule, even while you're away from your computer.

How to Schedule Tasks for Cowork to run unprompted

1. Gounder “Scheduled” on Left hand menu

2. Click “New Task”
3. Select “keep awake” so it can run while you’re away from your computer
4. Putin title, description, prompt frequency and output destination then save
= [@O ¢ Chat Cowork Code = a
+ MNew task
(et S Scheduled tasks - New task
Scheduled
@E = __::D Run tasks on a schedule or whenever you need them. Type /schedule inany existing task to set one up.
™ Projects
(L Scheduled tasks only run while your computer is awake. - Keepawake @D
& Ideas
(&= Customize Daily briefing Newsletter summary
Scheduled Every day at ~7:00 AM Every Saturday at ~7:00 AM
Sy brjeri“g — Mext run: Tomorrow at ~7:00 AM Mext run: Apr 18 at ~7:00 AM
MNewsletter summary ] L ]
T
Facark Sample scheduled Tasks:

T —— Daily briefing and Newsletter summary

&5 EVERY MORNING M

Daily Briefing Newsletter Summary

Claude checks your calendar, surfaces key emails, delivers a 5-line Claude reads every newsletter in your inbox and delivers one
summary of your day. Ready before your first coffee. punchy summary. No more unread guilt.

. Toggle Keep Awake so tasks run even when you step away from your computer.
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COWORK - IDEAS TAB

Not sure where

The Ideas tab has ready-to-run task examples. Browse by category, pick one and kick it off.

For sample Cowork usecases

1. Go under “Ideas” on the lefthand Menu
2. Toggle under “All” or relevant functional category

+ MNewtask
Q, Search Ideas 2, Search
(® Scheduled
& Projects C_ Create Analyze Organize Cn:n-n.;@ All roles
# Dispatch
Connect your tools to get more from Cowork B Connectors + &% Plugins
= Customize
Create a daily briefing Plan a trip Organize my files
Mewsletter summary L] B M
Daily briefing - Create a launch checklist Prioritize my inbox
Recents F“repare fora megt]ng Product management L]
Convert markdown briefing to re
E i :l'l.
Setup a project tracker Build a new hire onboarding
plan
Organize my calendar A o
Human resources
@ :
Build a content calendar
Updated to 1.1617.0 Plan a product launch
Relaunch to apaly Classify and sort PDFs & Marketing
Y Product management
Relaunch
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TECH NOT TECHNICAL

You have
everything
you need. Go.

More guides, resources, and Al literacy tools for non-technical professionals —
all in one place.

technotechnical.com

Recommended YouTubers for Claude Cowork deep-dives:
Sabrina Ramonov - Brooke Wright - Enovair
Links at technotechnical.com - Resources

LinkedIn: Tech Not Technical Instagram: @technottechnical
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