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Your first helper in Claude
It drafts replies to customers,
based on your prices and your style

Who it's for: Business owners who answer the same questions every day, by

text, email or Instagram.

What you'll
have:

An assistant that drafts a reply to every customer message, using
your business information and your tone. You read it, fix it if
needed, and send.

What you
need:

A Claude account (the free plan is enough; don't have one? Guide 1
covers everything), and 3 real messages you got from customers.

Go at your own pace, one part at a time if you like. Easiest on a
computer; only have a phone?

Your screen may look a little different (for example, the model name under the
message box, like Sonnet or Opus). That's fine: the buttons are in the same places.
Click any screenshot to see it bigger.

Fill in your "Business page" · before you open Claude

Your "Business page" is a note you write for Claude (not a website). Tap
"Copy", paste it into your notes app or a document, and fill it in using your own
words. Keep it: you'll paste it in step 4, and update it later.

Not now? You can start with just your business name, your prices and two common questions, and fill in

the rest later.

This is the most important step. Your assistant only knows what's written
here. Skip it, and the assistant will answer "CHECK:" to almost every question,
because it has no information.
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After you tap "Copy": paste it into your notes app or a document (on a phone: press and hold, then
"Paste"; on a computer: Ctrl+V, on a Mac: Command+V).

See a filled-in example (a made-up business, for inspiration only, don't
copy it)

Business page
Business name:
What we sell / offer:
Prices (only what I can tell a customer):
Hours and location:
How to book / order:
The 5 questions I get most, and how I answer them:
Question 1:
Question 2:
Question 3:
Question 4:
Question 5:
What not to say or promise (discounts, times, prices that aren't listed here):
My tone (for example: warm and short, first names):

Create a new project

Only have a phone? Skip to the phone route: it's complete on its own.

Open Claude on a computer at claude.ai and sign in with your email. (First
time? Guide 1 shows how.)

1. In the menu on the left, click Projects . No menu? Click the small icon
next to the word Claude, at the top left.

2. At the top right, click the black New project  button.
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3. In the first box, type just your business name. (In the screenshot we wrote
"Demo – Sarah's Hair Salon", because it's a demo project.)

4. The second box asks what you're trying to achieve. It's optional; you can
write: "An assistant that drafts replies to customers".

5. Leave Add context  in this window alone. Click Create project .

Give your assistant its instructions

1. On the project page, in the column on the side, on the Instructions  line,
click Add .
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2. A window opens. Copy this text and paste it into the big box:

3. Click Save instructions .

You are my assistant for replying to customers of the business described in the 
"Business page".
Every time I paste a customer's message:
1. Draft a short reply in the tone described on the business page, using only the 
information on the page.
2. If information is missing, don't make it up. Tell me what's missing on a separate 
line that starts with "CHECK:".
3. Don't promise a price, discount, or time that isn't on the business page.
4. End with the customer's next step (booking a time, a booking link, a short 
question).
After each reply, suggest in one sentence what I should add to the business page.

Add your "Business page"4
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Check: after saving, the instructions line says Edit  instead of Add. That's
how you know they were saved.

1. One line below, on the Context  line, click Add . Careful: that's the

second Add, not the one for the instructions.

2. In the menu that opens, choose Add text content .

3. In the Title  box, type: Business page.

4. In the Content  box, paste the business page you filled in at step 1.

5. Click Add Content .
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Check: next to Context  it now says 1 file .

Already have your business page as a file (Word or PDF)? In the menu from part 2, choose Upload

from device  instead.
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Test it with a real message

Did the assistant get something wrong? Jump to "Wrong, or missing information?"

1. On the project page, in the message box (it says New session in  and the

project name), paste a real customer message.

2. Click the orange arrow, or press Enter.

A chat page opens, and then the reply arrives. Check:

Read only, there's no copy button here: this is the reply from the screenshot, as text:
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Are the price and the details right?✓

Does it sound like you?✓

When something was missing, did it write "CHECK:" instead of making it
up?

✓

Draft reply to the customer:
Hi [name],
A haircut for your daughter is $25 (kids under 12). About a sibling discount, let me 
check and get back to you. We open at 9am tomorrow (Monday). What time in the 
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(Without the business page suggestion at the end.)

Before you send it to the customer: the "CHECK:" lines are for you, not the
customer. The easy way: click the copy icon under Claude's reply (the first
small icon, two overlapping squares), paste it into your notes, delete the
"CHECK:" lines and replace [name] with the real name. Send the rest to the

customer.

Wrong, or missing information? Don't argue with it. Fix the business page on
your side (in your notes or document from step 1), and replace it in the
project:

1. On the project page, click the word Context  itself, not the Add next to it.

2. A window opens with a list that includes "Business page". Don't click Add or
Select here. Point your mouse at the Business page line, and three dots
( … ) appear at its end. Click them.

3. Click Remove from project .

4. Close the window (the X at the top), and add the updated page exactly like
in step 4.

morning works for you? I'll check and confirm.
CHECK: The business page has no information about a sibling discount. Decide 
whether you offer one; I didn't promise anything in the meantime.
CHECK: Look at your schedule for tomorrow morning's openings before confirming 
a time.
CHECK: The customer's name isn't in the message. Fill it in where it says [name].
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After every change, test again in a new chat from the project page (every
customer message = a new chat). Do it with all 3 messages.

Use it every day

Every new customer message:

1. Open Claude, click Projects  in the menu, and pick your business project.

2. Paste the message into the box at the top of the page. Every message gets

a new chat, so it doesn't mix up customers.

3. Read it, copy the reply and send it to the customer.

Once a week, add the new questions you got to your business page (and

replace it in the project, like in step 5).
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Keep in mind: always read before you send. The assistant drafts, you decide. Don't
paste customers' sensitive details, like Social Security numbers, credit cards or
medical information.

Only have a phone?

You can do this in the Claude app, in a regular chat:

1. In one note on your phone, keep the instructions from step 3, and under them
the business page you filled in (step 1). That way you copy both at once.

2. In the app, tap the three lines at the top left (the menu).

3. Tap New chat  at the bottom.

4. In the message box, paste the note (instructions + business page), and under it
write "The customer's message:" and paste it. Send with the arrow.

5. Next customer? New chat  again, and again: the note, then the customer's
message under it.



Check the reply as in step 5. To send it: copy it (with the copy button under it),
paste it into your notes, delete the "CHECK:" lines and replace [name] with the real
name. Then copy it and send it to the customer.

The difference from a computer: in a project, the instructions are saved for good; in a regular chat, you paste

them every time. (The app also has Projects  in the menu, but this guide shows the project on a computer.)
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