Cowork OS

The two-minute guide: install it, then read this once and you know exactly what to type.

Cowork OS is a quiet background layer you have installed into Claude Cowork. It keeps your workspace (the folder
Cowork works in) tidy, remembers the right things in the right place and sets up projects properly, so every chat starts
sharper and your Claude usage lasts longer.

It does not do your work for you. It will not write your emails or build your slides, and nothing flashy happens on day one:
the payoff builds quietly as you use Cowork for real work.

Install (about a minute)

You need Claude Cowork (in the Claude desktop app). Then:
1. Save the zip file you were sent anywhere on your computer. Keep it as a .zip: do not unzip or rename it.
2. In Cowork, click Customize (left menu), then Add plugin > Create plugin > Upload plugin, and choose the zip.

Start here

Everything below goes into a normal Cowork chat, the same box you always type in. No menus, no settings.
1. See what you have. Type "what does the Cowork OS plugin do". You get a short tour. It changes nothing.
2. Set up your workspace. Type "optimise my workspace". It checks what is already in your folder, adds only what is

missing and asks before adding anything.

3. Introduce yourself. Setup offers you a short interview at the end of step 2. Take it, and answer the questions. If you
skipped it, type "optimise my workspace" again and it goes straight to the offer. It fills two files: one for who you are, one

for how you like things written.

4. Do one real piece of work. Ask Cowork for something you actually need: a plan, a draft, some research. When
something matters, type "remember this" followed by what you want kept. In your next chat, it is already known.

Everything it can do
Every day

“remember this"

"spar with me"

"audit this session"

Now and then
"start a new project for the house move"
"log this to the house move"

“"triage my inbox"
"audit my workspace"

"tidy my memory"
"what does the Cowork OS plugin do"

"optimise my workspace"

Saves a fact in the right place so it is known next time.
Pressure-tests a decision, plan or draft for blind spots and stronger options.

When you finish working, before you close the chat: catches decisions and
preferences worth saving.

Sets up the new project's folders and files in seconds.
Files an email or message thread into that project's running record.

Goes through anything you have told Cowork to deal with later and files each one
where it belongs.

A full clean-up review of files, memory and projects, with your approval on every
change.

Trims an overgrown memory file and keeps a backup of the original.
The tour again, whenever you forget what is here.

The day-one setup check. Worth re-running after a big reorganisation.

Where the examples say the house move, use your own project's name. One more runs on its own: if something you ask for matches
a part of this kit you have switched off, Cowork OS tells you instead of improvising around it. Nothing to type, ever.

What to expect

No fireworks. The win is a Cowork that stays organised, remembers more and wastes less, and it gets better the more real

work you bring it.

If nothing happens

Start a new chat and type the exact phrase from this page. If it still does not run, click Customize in Cowork's left menu (the
same place you installed it) and check that Cowork OS shows as installed.

The promise

Cowork OS never sends or posts anything, and it never changes or removes anything in a file without showing you first and
getting your yes. Where it would replace something you already have, it keeps a dated backup of the original first.

If you get stuck at any point, message me and | will help you sort it.
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