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Getting Started with AmplifyAI Assistants
Create a reusable assistant at mercer.cr8.io with your Mercer credentials and MFA.
Build it once, test it carefully, and use it to support focused conversations.

1 Open the assistant builder. Select the sparkles
tab, then choose Assistant.

2
Name and describe it. Use a clear name and a
short description of the assistant’s purpose, such
as Syllabus Helper.

3
Write its instructions. Explain the task,
audience, sources, expected output, boundaries,
and what to do when information is missing.

4

Add reference materials and save. Under
Upload Data Sources, add current, authoritative
files you are permitted to use. Add a response
disclaimer when useful. Select Save; source
changes may take a few minutes to take effect.

ASSISTANT EDITOR EXAMPLE
Name, description, instructions, and disclaimer fields

5 Test before sharing. Try a typical request, a case with missing information, and a request outside the
assistant’s purpose. Revise the instructions and test again.

USE YOUR ASSISTANT IN A CHAT

6 Start a New Chat. Select the @ icon below the prompt box and choose your assistant.

7
Add the current task. Attach task-specific documents if needed, identify the course or project, and wait for the
green check. Then enter the request for this conversation. The assistant supplies reusable instructions; your message
supplies the current task.

REVIEW BEFORE RELYING ON OR SHARING ASSISTANT OUTPUT
Check important information and revise instructions when the assistant misses the mark.
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Share an Assistant
Select only the intended assistant and recipients before sharing.

1 Open sharing. Select the assistant’s share control, or choose Sharing from the profile menu.

2 Add recipients and a note. Under People, add the intended recipients. Enter the required Note to explain
what you are sharing.

3 Select the assistant. Under Prompts, select only the assistant you intend to share. Check that no
unintended items are selected.

4
Share and confirm access. After completing the required Note, select Share and ask a recipient to confirm
access. Explain the assistant’s purpose, required documents, and limitations; keep its reference materials
current.

2

2

3

4

ANNOTATED SHARING DIALOG
2 People/Note   ·   3 Assistant under Prompts   ·   4 Share
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