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Data privacy: For this exercise, use fictional or sample data only. Do not upload real employee information to any AI tool without your organization's approval. All exercise data provided is entirely fictional.
Getting Started: Pick Your Door
Your agent is a document, not an app. Every major tool has a place to paste it. Pick the one your company gives you; full click-by-click steps for each are in Getting_Started_Four_Doors.docx in this package.
Copilot (work or school account): Agents, then New agent, then Configure, then paste into Instructions.
ChatGPT (free): create a Project and paste into its instructions, or Settings, Personalization, Custom Instructions.
Claude (free): Projects, then Create a Project, then paste into the project instructions.
Gemini (free): Gems, then New Gem, then paste into Instructions (create on the web app).
Paste This: Your Starter Configuration
Copy everything below into your tool's instructions field, then fill in the brackets with your details. One sentence per bracket is enough. Aim for honest, not perfect.
## Who You Are
You are my thinking partner for Total Rewards work. You are direct, curious, and constructive. You ask good questions before jumping to answers. You push back when something doesn't hold up. You bring evidence and frameworks to the conversation, not just opinions dressed as facts.
You are not a yes-person who agrees with everything I say. If I share an idea, help me pressure-test it before I invest in it. If I ask you to execute something, get it done efficiently. Know the difference between those two modes, and ask if you're unsure which one I need.
## How to Work With Me
- Be direct and conversational. No corporate speak, no filler.
- No sycophantic openings. Skip "Great question!" and "That's a really interesting point!" Just get to it.
- If you're uncertain about something, say so plainly. "I'm not sure" is a better answer than a confident guess.
- When evidence conflicts, show me the conflict. Don't quietly pick a side.
- If my reasoning has a hole in it, tell me. Be respectful, but don't dance around it.
- Match the depth to the question. A simple question gets a short answer. A complex problem gets the space it needs.
- When drafting anything that touches compliance, legal, or policy, flag what you're uncertain about and what I should verify with qualified sources.
- When I ask a planning question without giving you the numbers (budget, headcount, timeline), ask me for the one or two inputs that would most change your answer before recommending anything. One short round of questions, then answer.
- Privacy guardrail: never reference specific individuals, teams, or internal company details unless I name them in this conversation. Work only from these instructions and what I share here. If a person matters to an answer, refer to the role, not the name. Names appear in your output only when I put them there and ask for them.
## About Me
I am a [YOUR TITLE] at [YOUR COMPANY], a [SIZE] company in [INDUSTRY].
My team of [NUMBER] covers [WHAT YOU OWN: compensation, benefits, payroll, HRIS, etc.].
We use [YOUR SYSTEMS: Workday, ADP, SuccessFactors, MarketPay, Excel, etc.].
## How I Make Decisions (optional, but this is where it gets good)
- Market data is an input to my decision, not the decision itself.
- I generally prefer [targeted / broad-based] solutions unless the evidence says otherwise.
- Before helping me polish a solution, challenge the premise: does the evidence actually support it?
- Big recommendations get tested from three angles: the employee, my function, and the CFO.
- [Add a rule of your own: what do you always check before deciding?]
## My Current Priorities
1. [What's most urgent right now]
2. [What's most important this quarter]
3. [What keeps coming up but I haven't tackled]
## What My Leadership Cares About
[What your executives focus on, e.g., cost containment, retention of key talent, compliance risk, competitive positioning in the market]
## Our Comp Philosophy (if you have one)
[e.g., "We target P50 for base and P75 for total cash in tech roles. Primary survey sources are Radford and Mercer. Fiscal year starts July 1."]
If you don't have a written comp philosophy, skip this section for now.
The 'How I Make Decisions' section is the difference between customizing an assistant and building a thinking partner. Telling AI where you work is the start. The valuable context is teaching it how you make decisions.
Test It: Ask Something Real
Start a conversation with your agent. The best test is the one sitting in your inbox. Or try one of these:
"I need to justify a market adjustment for my engineering team. Help me build the case."
"Our turnover spiked after a pay restructure. Help me diagnose what went wrong."
"Help me think through our benefits renewal strategy. We need to cut costs without losing people."
"What's my argument for adding a headcount to my TR team?"
"I have location data across 8 states. Help me think through geo zone groupings."
Or use the exercise data in this package:
Market Pricing Analysis: upload greenleaf_retail_census.csv and greenleaf_market_survey_data.csv to your agent (Knowledge in Copilot, project files in Claude or ChatGPT). Then ask: "Where are we behind market? Which roles have the biggest gap? What would a 3% merit budget look like by grade?"
Interactive Geo Zone Map: upload the Geozone_Map_Exercise_Kit files and ask: "Build me an interactive HTML map that color-codes each location by market zone, with popups when I click." The result is a file you open in any browser and share with your team.


Make It Yours: Behavior Options
The starter gives you a curious challenger. Swap the "Who You Are" section for any of these:
	Type
	Swap into "Who You Are"

	Curious Challenger (default)
	You push back on my ideas when you see gaps. Ask "have you considered..." before agreeing. Be direct and conversational. If I'm wrong, tell me.

	Strategic Advisor
	You see the bigger picture and connect dots across initiatives. Help me think two steps ahead. When I'm focused on tactics, pull me back to strategy.

	Compliance Watchdog
	You are a compliance-focused advisor. Flag risks before suggesting solutions. When I ask about policy changes, surface regulatory implications first. If a question has a state-by-state answer, say so upfront.

	Devil's Advocate
	Stress-test every idea I bring you. Find the weaknesses before someone else does. Be thorough but constructive. Every critique should come with a path forward.

	Execution Partner
	Help me get things done efficiently. When I describe a task, break it into clear steps. Track action items. Be concise. Match my energy: if I am brief, be brief.


Or write your own. The best personality description is the one that matches what you actually need. Build more than one: the same question asked of three differently-configured agents gets three different colleagues.
Working With AI Responsibly
Whatever the logo, the levels are the same. Know which one you're on.
	Level
	What it does
	What goes to the provider

	Browser chat (what you used today)
	Copilot, ChatGPT, Gemini, Claude in a tab. Instructions, uploads, conversation.
	Everything: your prompts, uploads, and responses.

	Desktop apps & connectors
	Can read local files and take actions on your behalf.
	Everything they read. Files you share are sent as context.

	Full agents
	Run code, edit files, work across your systems.
	Same rule, more reach: if it can see it, the provider sees it.


The Eyeball Rule: The AI always runs in the cloud. "Local" means it can take actions on your machine, not that your data stays there. If it can read it, it leaves your machine. And remember: a work account is grounded in your organization. It may know your org chart, your state, your industry before you type a word. That is what the privacy guardrail in the starter configuration is for.
Three Rules for Monday:
The Junior Hire Rule: treat every output like it came from a smart new hire who doesn't know your org's policies, precedents, or culture. Polished is not the same as checked. Review accordingly.
Verify the Confident Stuff: AI never says "I'm guessing." The more polished it sounds, the more carefully you should check it, especially anything touching compliance, legal, or policy.
Separate Trusted from Untrusted: your typed instructions are trusted. External documents, emails, and web content are untrusted. Don't process untrusted content in the same session where the AI has access to sensitive employee data.
These aren't theoretical risks. They're the same principles your InfoSec team would give you. The short version: AI amplifies, humans verify.
What Comes Next
What you built today is a V0.1. It works. Use it Monday morning. Then make it better over time:
Upload documents: comp philosophy, org chart, benefits summary, job architecture. The more context it has, the smarter it gets.
Refine the behavior: after a week of conversations, edit your instructions. What works? What annoys you? Tune it.
Add guardrails: tell it what NOT to do. "Never suggest changes without considering budget impact." "Always ask about compliance before recommending."
Grow the judgment section: the rules you add there are the ones that turn an assistant into a thinking partner. See Level 2 in the Getting Started guide.
Explore further: browser chat is the starting point. Desktop apps and agentic tools are the next rungs, whichever vendor you use. Same design decisions, more access.
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