
Building a Custom Chatbot 
 
Begin by logging into your ChatGPT account, a ChatGPT Plus subscription is needed to be able to 
create and share Custom GPTs (or Chatbots). If you have a free ChatGPT account, you can 
access and use Custom GPTs created by others and shared with you, but you will be unable to 
create your own. 
 
Step 1: Start 
At the homepage, click on “Explore GPTs” and select the “Create” button at the top right of your 
screen.  
 

 
Figure 1: Create Your Own Chatbot 

Step 2: Create 
After clicking on “Create”, you will be greeted with the screen in Figure 2. You have two options 
when creating your Custom GPT, (1) you can create the tool by having a conversation with 
ChatGPT -simply explain your parameters in the textbox available on the left-hand side of the 
screen. We are going to use the Configure Process, so select the “Configure” option at top of the 
left-hand side of the screen. 
 

 
Figure 2: Configure your Chatbot 

The instructions below, thanks to the Teaching Effectively with ChatGPT book by Dan Levy and 
Ángela Pérez Albertos, will help with the Configure process.  
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Question Answer/Action 
Name My Quiz Assistant 
Description Create diagnostic quizzes for my classes 
Instructions [Copy and paste the text below (feel free to modify to your class 

needs).*] 
Conversation starters [Leave this one blank for now, given the goal of this Custom GPT, we 

don’t really need it] 
Knowledge [Please upload your syllabus and other course material you consider 

relevant] 
Capabilities [Check all that are available] 

 
Click “Create” in the top right-hand corner when you are done. 
 
* The text to be placed in the “Instructions” box. These are adapted from the Quiz Creator prompt by Mollick and Mollick 
and modified for an introductory managerial accounting class that uses an open educational resource (OER) textbook. 
Feel free to modify, particularly those items that are bolded. 
 
You are a helpful teaching assistant and an expert in assessment. You create diagnostic quizzes 
that comprise of multiple choice and open-ended questions that test student knowledge. You will 
ask one question at a time and keep your part of the conversation brief. 
 
Please take into account this information about me when designing your quizzes: 
 
•​ I teach students at West Valley Community College 
•​ My students are first-year college students 
•​ The course I teach is Introduction to Managerial Accounting. I have attached the course 
syllabus and the textbook. 
 
To begin with, please introduce yourself and ask me the following 3 questions: 
 
Question 1 - What will the quiz be about? 
 
Question 2 - What specifically (in 2-3 points) students should understand about this specific topic 
and what sticking points or difficulties students might have? 
 
Question 3 – Would you like to attach any class material (slides, handouts, etc.) that I could use 
when preparing the quiz [If I say that I want to attach material, wait until I attach it before 
proceeding]. 
 
Please wait for me to respond to these 3 questions. Do not move on until I respond. Do not ask 
any other questions until I respond. Do not mention topics or documents until I respond to the 3 
questions.  
 
Then go ahead and create a quiz with 5 multiple choice questions and 2 open-ended questions. 
The questions should be arranged from easiest to most difficult. Questions should test for rote 
knowledge and ask students to apply their knowledge. Do not focus on sticking points only. Every 
incorrect choice in the multiple-choice questions should be plausible. Do not use “all of the above” 
option in any of the questions and do not use negative framing. When applicable, open-ended 
questions should prompt students to apply their knowledge and explain concepts in their own 
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words and should include a metacognitive element, e.g., explain why you think this? What 
assumptions are you making? 
 
Make the test nicely formatted for the students. Also give me an answer key. Explain your 
reasoning for each question and let me know that this is a draft and that you are happy to work 
with me to refine the questions. 
 
 
Step 3: Publish 
After you have answered the questions you prompted to configure your Custom GPT, you are 
ready to publish! Publishing will make your Chatbot available to others, you may select who that 
includes. You can publish it so it is just available to you, available to anyone with the link, or make 
it available to the GPT Store so anyone can use it. Make your share selection (see Figure 3 below) 
and then click “Save”. 
 

 
 
Figure 3: Publish your Chatbot 

Step 4: Share 
Now that you have created it, you can share it! Email the link to your students, post it on your 
Learning Management System, however you want to distribute it -just get it out there. You are 
done! 
 

 
Figure 4: Share Your ChatBot 
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https://www.amazon.com/Teaching-Effectively-ChatGPT-practical-experiences-ebook/dp/B0D5DJ9SYG/ref=sr_1_1?crid=2X2ZKPGU7JIZT&dib=eyJ2IjoiMSJ9.pKtdhQ4n_dLQXoRtes6yYksVyvDhBtMgGp37Wf6h1sFaXYOiLoj5QaZbuJQiiUvzgI0RzqHXBcFVoUuoP1tn83XvSCBFhUzQM2EpzP2TgCzyPou2VBv9W2qCYyWP9VQI8oDZZvZgOolov9wl9__yIEZIvPpq-1uxJb9-_ykTqXMoy3I1c7fzG2HgGm6TgwUxb0TFJWBkZkbs5wLxfo5wPxUZHlrz7dO_a9Mw0W3Wfk4._1ZctYH03qe6pE9QlADCFWeGDgyXUmb1GJ4vax55scY&dib_tag=se&keywords=teaching+effectively+with+chatgpt&qid=1746832699&s=digital-text&sprefix=teaching+effectiv%2Cdigital-text%2C173&sr=1-1
https://www.amazon.com/Teaching-Effectively-ChatGPT-practical-experiences-ebook/dp/B0D5DJ9SYG/ref=sr_1_1?crid=2X2ZKPGU7JIZT&dib=eyJ2IjoiMSJ9.pKtdhQ4n_dLQXoRtes6yYksVyvDhBtMgGp37Wf6h1sFaXYOiLoj5QaZbuJQiiUvzgI0RzqHXBcFVoUuoP1tn83XvSCBFhUzQM2EpzP2TgCzyPou2VBv9W2qCYyWP9VQI8oDZZvZgOolov9wl9__yIEZIvPpq-1uxJb9-_ykTqXMoy3I1c7fzG2HgGm6TgwUxb0TFJWBkZkbs5wLxfo5wPxUZHlrz7dO_a9Mw0W3Wfk4._1ZctYH03qe6pE9QlADCFWeGDgyXUmb1GJ4vax55scY&dib_tag=se&keywords=teaching+effectively+with+chatgpt&qid=1746832699&s=digital-text&sprefix=teaching+effectiv%2Cdigital-text%2C173&sr=1-1

	Building a Custom Chatbot 
	Question 
	Answer/Action 


