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In guide 1 you built a workflow, in guide 2 an agent with a knowledge base. Now you put
those two forms to work for a real team: the people at a school who write to parents, for the
website and for the parent app. You build three apps for the fictional Example College:

App Form What it does

Parent letter Agent (chat) Rewrites a draft letter according to the style
assistant guide and says what it changed

School news Workflow (form) Turns one core message into a piece for the

website, the parent app and social media

Reception Extension of the School Writes, for a receptionist, the reply to a
mode guide assistant from guide  parent, from the school guide and in the
2 house style

The common thread is a style guide: two pages with the school's agreements about reading
level, form of address, words to avoid and the length per channel. You put it in the
knowledge base next to the school guide. After that all three apps stick to it, without you
having to repeat the rules in every prompt. Change the style guide and the apps change with
it.

This guide follows the cloud version of Dify as it looked on 20 September 2026. Dify changes
fast: if your screen differs, follow what you see, not what is written here.

How to read this guide

Form Meaning
1.2.3. What you do: click, choose, open
Bold A button, menu or field as it appears on your screen

Table What you type = Values you putin a form field

Grey box Type in Text you type or paste literally
Orange box A pitfall you would otherwise discover yourself
Green box Your A place where you can replace our example with your own material, style

choice or prompt



About credits and the app limit: a sandbox account may have five apps in Studio. With
the apps from guides 1 and 2 you hit exactly that limit after this guide. That is why we do
not build the third app from scratch but extend the School guide assistant. If you do
want a separate app, delete an old one first (Studio, ... menu on the card, Delete). On a
paid account (Professional: 50 apps) this does not apply and you can simply use
Duplicate in part D.

The design card for this app

Before we started clicking, this card was filled in (the blank card is in the Design card
appendix). Fill in the same five boxes for your own app; the loose version of this filled-in card
is in 00-design-card/examples.

1. Who is it for 2. What goes in

A form tutor who at 16:00 still has to send a letter The draft letter or loose sentences,
about next week’s school trip and has three woolly pasted into the chat. If the class or the
paragraphs. Wants the letter to sound like the requested action is missing, the agent
school, not like themselves. asks for it.

3. What comes out 4. What it must stick to

The rewritten letter with a subject line, in the  The style guide of Example College (style-

style of the style guide (B1, formal address, guide-example-college.pdf) in the knowledge
structure), and below it “What I changed"”: at base; invent no dates, names or appointments;
most five points with the rule for each. no introduction or compliment from the agent
Missing facts as [FILL IN]. itself.

5. How you know it works

Test What goes in What must come out

1 A woolly letter about a A short letter with date, time, place and what the
parents’' evening parent must do; five improvement points

2 Two loose sentences The agent first asks which class the letter is for

without a class

3 (the A letter without the date [FILL IN] where the date should be, no invented date
hard one)  of the trip

Preparation

e You have done guide 2: the knowledge base School guide Example College and the app
School guide assistant are on your account.



e You have style-guide-example-college.pdf ready (it comes with this guide).
e Your model is set to gpt-5-mini. The default model gpt-5 is five times as expensive.

Your choice: your own style guide. Does your school or trust have a house style guide,
a communication guide or a “this is how we write” document? Use that instead of ours.
Conditions: real text (not a scan), no personal data, and preferably short. Two to five
pages of concrete rules work better than thirty pages of vision. If you have nothing, write
down ten rules you find important yourself, for example “we address parents formally”
and “no abbreviations”. That is enough to start with.

Part A. The style guide in the knowledge base

The school guide is already in the knowledge base. You add the style guide as a second
document, so that one knowledge base contains everything the apps need to know about the
school.

Step 1. Add the file
1. Click Knowledge in the left-hand menu and open School guide Example College.
2. Under Documents, click Add file.

3. Click Browse and choose style-guide-example-college.pdf, or drag the file into the
box.
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Add file
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a Dify's Workspace o

©4.987 credits VIEW PLAN Upload file
() Home
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The file is ready

4. Click Next.

In the sandbox you can upload only one file at a time (“Maximum 1 files”). So you add
several documents one after another. That is not a mistake on your part.

Step 2. Check the splitting setting

Dify does not necessarily remember the setting of the first document. So check again how
the document is split.
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Index Method
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The default setting: Delimiter \n

1. In the Delimiter field set the value to \n\n (backslash-n twice, no spaces).



Field on screen

Delimiter
Maximum chun

Chunk overlap

2. Click Preview Chunk. On the right you now see four pieces of a few paragraphs each: who

k length

What you type

\n\n
1024 (leave as is)

50 (leave as is)

we write for and the tone, the words to avoid and the letter structure, the channels, the

privacy rules.
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After the change: four chunks with real content

3. Click Save & Process.

a

@D DOCUMENT PROCESSING

PREVIEW
style-guide-example-colleg... v 4 ESTIMATED CHUNKS

#:Chunk-1 - 948 characters

Style guide for parent letters and news Example College, communications team
- school year 2026-2027 - fictional practice document for the Dify guides 1. Who
we write for Our parents are busy, read on their phones, and do not all have
English as their first language. A letter from school must be clear at first
reading: what is happening, what does it mean for my child, and what do I need
to do. A parent who has to phone the school after reading has received a poor
letter. 2. Reading level and tone We write at CEFR level B1: short sentences
(twelve words on average), everyday words, one topic per paragraph. Active,
not passive: "The form tutor will call you", not "You will be called by the form
tutor”. Friendly and direct, without padding. No exclamation marks, no capitals
for emphasis. We address parents formally but warmly. Students are referred to
by first name or "your child"; in website news "students”, never "kids".

#:Chunk-2 - 1015 characters

Staff are addressed by first name. Avoid Use instead utilise, facilitate, in respect
of, with regard to use, arrange, about educational professional, practitioner
teacher trajectory, process approach, plan, period within the framework of for,
because you are required to, you are requested to please, could you asap, re.,
w.rt., n.b. write the words in full 3. Structure of a parent letter 1. A subject line
that says what it is about, at most eight words. Not "Important information”,
but "Year 8 parents' evening on 8 October". 2. First paragraph: what, when, for
whom. In two or three sentences. 3. What it means for you: what changes, what
you need to do, by when. Each action on its own line, with a date. 4. Closing:
who to contact with questions, with name and email address or phone number.
Sign with name and role, not "the management". A parent letter is at most one
A4 nane nreferahlv sharter Attacrhments nnhs when there is nn nther waw the




Step 3. Wait for the green tick
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Document uploaded, embedding completed

For two pages this takes a few seconds. Then click Go to document: the knowledge base
now has two documents.

Step 4. Update the description

The agent reads the description of the knowledge base to decide whether to search in it. Now
that it also contains writing rules, the description must say so.

1. Click Settings in the left-hand menu.
2. Replace the text under Description.

TYPE IN

Two documents from Example College. School guide: lesson times, reporting
illness, absence and leave, homework and tests, phones and laptops, form
tutors, contact. Style guide: how the school writes for parents, website,
parent app and social media (level B1l, forms of address, words to avoid,
letter structure, length per channel, photos). Use for school rules and for
parent texts.



< (@ / KNOWLEDGE [ ] Knowledge settings
Here you can modify the properties and retrieval settings of this Knowledge

:_ School guide E...
B coven o vecTon
Name & Icon [==] School guide Example College
B Documents 5 Two documents from Example College. School guide: lesson times, reporting iliness, absence .
Description and leave, homework and tests, phones and laptops, form tutors, contact. Style guide: how
2 Pipeline the school writes for parents, website, parent app and social media (level B1, forms of '
address, words to avoid, letter structure, length per channel, photos). Use for school rules and
Retrieval Testing for parent texts.
-
~s Settings
Permissions o Only me
Chunk Structure
Learn more about Chunk
Structure.
2 1
DOCUMENTS LINKE (o]
Index Method (RecommenD )
& APIAccess ® € High Quality [ ) )
Calling the embedding model to process documents for more precise retrieval helps LLM generate
high-quality answers.
0 o 0

The updated description

3. Scroll down and click Save.

The description may be at most 400 characters (the text above is 383). If it is longer, Dify
saves nothing and shows “Modified unsuccessfully” at the top right, or nothing at all; the
old text stays. Check after Save that the new text is there.

Your choice: the description. Write the description as if you were explaining to a new
colleague when to open this folder. Name the topics, not the file names. Then test with
Retrieval Testing (left-hand menu) whether a question such as “may I address a parent
informally?” puts the right piece at the top.

Part B. The Parent letter assistant (agent)

A teacher pastes a draft letter, the assistant turns it into a letter parents understand at first
reading, and explains what it changed and why. That last part is deliberate: this way the team
gets to know the style guide instead of outsourcing it.

Step 5. Create the agent

1. Go to Studio and click Create — Create from Blank.
2. Under Choose an App Type choose the Agent card.

Field on screen What you type

App Name & Icon Parent letter assistant

Description may stay empty



Create from Blank

Choose an App Type
o
o
Workflow Chatflow
Agentic flow for intelligent Warkflow enhanced for multi-
automations turn chats

MORE BASIC APPTYPES

Chatbot Agent
LLM-based chatbot with simple

Intelligent agent with reasoning
setup and autonomous tool use

App Name & Icon

Parent letter assistant

Description (Optional)

No ideas? Check out our templates >

Text Generator
Al assistant for text generation
tasks

1)

Cancel

Create from Blank with the Agent card chosen

3. Click Create.

AGENT

An intelligent agent capable of iterative reasoning and autonomous

tool use to achieve task goals.

[ -

[r— -
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°
-
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{8 Agent Settings
~
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J
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3% Access Point
B Logs
(2 Annotations
@ Monitoring
0
-
Variables

Variables allow users to introduce prompt words or opening remarks when filling out

forms, You can try entering "{input}}" in the prompt words

Knowledge

You can import Knowledge as context

METADATA FILTERING

Tools |

° Dify @ e Vision

Disabled v

0/0 Enabled

® Settings

) Bot

0 Features Enabled

The empty agent: instruction, variables, knowledge base and tools

@ orria

o tn @ oswosmeviw

o u -
7
- Whats tme price?
== socooeoo

® gpt5 HAT | &

4. Click the model name (gpt-5) at the top right and choose gpt-5-mini.

Step 6. Write the instruction

1. Click in the INSTRUCTIONS box and paste the text below.

25 Publish v

Manage >

O



TYPE IN

You are the parent letter assistant of Example College. Teachers, form tutors
and heads of year paste a draft letter or a few loose sentences, and you turn
it into a letter that parents understand at first reading.

Method:

1. Always consult the style guide in your knowledge base first. Apply the
rules on reading level Bl, formal address, words to avoid, the structure of a
parent letter and the length.

2. If it is not clear who the letter is for (which class or year group) or
what the parent has to do, ask that first; do not guess.

3. First give the rewritten letter, with a subject line, and then under the
heading "What I changed" a list of at most five points, each with the rule
from the style guide it belongs to.

4. Do not invent dates, names or appointments that are not in the supplied
text. If something a parent needs to know is missing, put [FILL IN] in that
place.

5. Be brief. No introduction, no compliment, no sign-off from you.

<@ / sTupIO 2 0 Orchestrate [4 roacyacen | @ AgentSettings @ gpt5S-mini cuar & = Publish
G N\ -

I?£Pl Parent lettera.. - INSTRUCTIONS +, Generate Debug & Preview o

¥ AcenT
1. Always consult the style quide in your knowledge base first. Apply the rules A

™ oOrchestrate on reading level B1, formal address, words to avoid, the structure of a parent

e letter and the length.

P Access Point 2.1f it is not clear who the letter is for (which class or year group) or what the
parent has to do, ask that first; do not guess

B Logs 3. First give the rewritten letter, with a subject line, and then under the heading
"What I changed" a list of at most five points, each with the rule from the style

(Z Annotations -
guide it belongs to.

& wonit 4. Do not invent dates, names or appointments that are not in the supplied text.

onitorin
9 If something a parent needs to know is missing, put [FILL IN] in that place.
5. Be brief. No introduction, no compliment, no sign-off from you, v
= J
Variables + Add
Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{{input}}" in the prompt words
Knowledge + Add
You can import Knowledge as context
METADATA FILTERING Disabled v
Tools 0/0 Enabled + Add
) rean nabled
° Dify ® o Vidlon & sextings (&) Features enabled Manage >

The instruction is in place

Your choice: the method. Point 3 determines the shape of the answer. Would you rather
have two variants (short and full)? A version in another language for parents who speak
it? Only the letter, without the explanation? Change only that point and test again. Point
4 (invent nothing, [FILL IN]) we recommend keeping; that is the rule that keeps you out
of trouble.

Step 7. Attach the knowledge base

1. Under Knowledge, click + Add.
2. Tick School guide Example College and click Add.



Select reference Knowledge x

[ é School guide Example College HQ - VECTOR ]

@ Biologie 3 havo ecologie HQ - VECTOR

@ Schoolgids Voorbeeldcollege HQ - VECTOR

1 Knowledge selected Cancel -

Select reference Knowledge

< (@ / STUDIO 2 0 Orchestrate [ rcacy e | {&} Agent Settings ® gpt-5-mini cHAT (& £

r N A
Parent lettera... - INSTRUCTIONS +. Generate Debug & Preview O
AGENT

1. Always consult the style guide in your knowledge base first. Apply the rules
[ orchestrate on reading level B1, formal address, words to avoid. the structure of a parent
letter and the length.

2.1f it is not clear who the letter is for (which class or year group) or what the
parent has to do, ask that first; do not guess.

B Logs 3. First give the rewritten letter, with a subject line, and then under the heading

(Z Annotations "What I changed" a list of at most five points, each with the rule from the style

quide it belongs to.

4. Do not invent dates, names or appointments that are not in the supplied text.

If something a parent needs to know is missing, put [FILL IN] in that place.

5. Be brief. No introduction, no compliment, no sign-off from you. >

949
| J

¢ Access Point

@ Monitoring

Variables + Add

Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{{input}}” in the prompt words

Knowledge + Add
Q School guide Example College HQ - VECTOR
METADATA FILTERING Disabled v
Tools ¢ 0/0Enabled  + Add Talk to Bot

& Settings

e Dify ® () reatvresenabiea Manage >
° Vision

The knowledge base is attached to the agent

Step 8. Test with a woolly letter
1. In Debug & Preview at the bottom (Talk to Bot), paste the text below and press Enter.



TYPE IN

For the parents of class 8B:

Dear parent(s)/carer(s),

By means of this letter we would like to inform you with regard to the
parents' evening which, within the framework of the subject choice process,
will take place on Thursday 8 October at 19.30 in the main hall. During this
evening an explanation of the choice trajectory will be provided by the
careers adviser. You are requested to confirm your attendance asap via the
parent portal. Kind regards, the management

<@ / STUDIO 2 0 Orchestrate [ roacy e |
N
Q Parent letter a... INSTRUCTIONS +, Generate
AGENT
1. Always consult the style guide in your knowledge base first. Apply the rules "
[ orchestrate on reading level B1, formal address, words to avoid. the structure of a parent
i letter and the length.
3% Access Point i .
0 2.1f it is not clear who the letter is for (which class or year group) or what the
parent has to do, ask that first; do not guess.
Eb Logs 3. First gjve the rewritten letter, with a subject |ine, and then under the heading
2 Annotations mﬁ;l;hanged a list of at most five points, each with the rule from the style
quide it belongs to.
@ Monitorin 4. Do not invent dates, names or appointments that are not in the supplied text.
i If something a parent needs to know is missing, put [FILL IN] in that place.
5. Be brief. No introduction, no compliment, no sign-off from you. >
949
J
Variables + Add
Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{{input}}" in the prompt words.
Knowledge + Add
@ School guide Example College HQ - VECTOR
METADATA FILTERING Disabled v
Tools 0/0 Enabled + Add
0 o
e vision @ Settings
<@ / sTUDIO 2 0 Orchestrate [a ccacyacen)
~
$ Parent letter a... INSTRUCTIONS +, Generate
AGENT
1. Always consult the style guide in your knowledge base first. Apply the rules i
[ orchestrate on reading level B1, formal address, words to avoid, the structure of a parent
&, letter and the length.
3% Access Paint i )
0 2.1f It is not clear who the letter is for (which class or year group) or what the
parent has to do, ask that first; do not guess.
E Logs 3. First give the rewritten letter, with a subject line, and then under the heading
{ Annotations mwfbg;lghanged a list of at most five points, each with the rule from the style
quide it belongs to.
@ Monitorin 4. Do not invent dates, names or appointments that are not in the supplied text.
A If something a parent needs to know is missing, put [FILL IN] in that place.
5. Be brief. No introduction, no compliment, no sign-off from you. v
949
| J
Variables + Add

Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{{input}}" in the prompt words.

Knowledge + Add

@ School guide Example College HQ - VECTOR
METADATA FILTERING Disabled +
Tools ¢ 0/0 Enabled + Add
a vision @ Settings

o Dify ®

{8 Agent Settings @ gpt-5-mini cHAT &

Debug & Preview
@
T’ Used Knowledge >
Subject: Class 8B parents' evening on 8 October
Dear parents and carers of Class 8B,
You are invited to the Class 8B parents’ evening about
subject choices. It will be on Thursday 8 October at 7:30pm
in the main hall. The careers adviser will explain the subject
choice process.
What you need to do
« Please confirm your attendance via the parent portal
by [FILL IN].
Questions.
« Contact [FILL INJ, [role], at [FILL IN].
Kind regards
[FILL IN], [role]
Talk to Bot
0 Features Enabled Moaniacel

{8} Agent Settings @ gpt-5-mini cHaT & 3

Debug & Preview

Lt b a1y e

What I changed

. Short subject line that states who and when (Structure
of a parent letter, rule 1).

1=

Short, plain sentences and everyday words to meet
CEFR B1 (Reading level and tone, rule 2).

2

Replaced “asap” with a clear action and a deadline
placeholder [FILL IN] because no date was provided
(Structure, rule 3; do not invent dates).

>

Used “subject choice process” and “please confirm” to
avoid formal or unclear words (Reading level and tone,
words to avoid).

o1

Replaced “the management” with a named signatory
placeholder so the letter can show who to contact
(Structure, closing rule 4).

B OO0

Talk to Bot

© restres i

Manage >

Below it: "What I changed", with the rule from the style guide for each point

% Publish v

O

Publish v

3]




Note three things in the answer:

e Above the answer is Used Knowledge: the agent really read the style guide.

e “By means of this letter”, “with regard to”, “asap” and “within the framework of” are gone;
the letter says in the first sentence what it is about.

e Where the draft says nothing (a deadline, a name to call), it says [FILL IN]. The assistant
does not invent it.

Do you get an answer without Used Knowledge, or does the assistant ignore the style
guide? Then check step 4: a description that only mentions school rules makes the agent
skip the search for a writing question.

Step 9. Publish

An agent app is already published when it is created, but empty. Without this step the
webapp does not get your instruction and knowledge base.

1. Click Publish at the top right and then Publish Update.

<@ / STUDIO 2 0 Orchestrate | A Lcacy acent {8} Agent Settings @ gpt-5-mini cHaT & 25 Publish ~
3 <
@ Parent lettera.. - INSTRUCTIONS +; Generate Debug & Preview Lﬁ‘tleﬂ "l-'?lls"eﬂ O Restore )
AGENT Published 3 minutes ago

a @ A

1. Always consult the style guide in your knowledge base first. Apply the rules

Publish Update Ctri Shift P

[ orchestrate on reading level B1, formal address, words to avoid, the structure of a parent 1' Used Knowledge >
letter and the length.

2.1f it is not clear whao the letter is for (which class or year group) or what the

parent has to do, ask that first; do not gyess. ‘
S

% Current Draft
3% Access Point Subject: Class 8B pz

B Logs

(Z Annotations

Dearparentsandci &  Open web app

"What I changed" a list of at most five points. each with the rule from the style
You are invited to tt 3z
subject choices. It w
in the main hall. The

guide it belongs to. Access Paint
4. Do not jnvent dates, names or appointments that are not in the supplied text.
If something a parent needs to know is missing, put [FILL IN] in that place.

5. Be brief. No introduction, no compliment, no sign-off from you.

@ Monitoring
£2 Publish to Marketplace

oo HHREREAON choice process.

-

Variables

+ Add

Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{input}}” in the prompt words

What you need to do

* Please confirm your attendance via the parent portal
by [FILL IN].

Questions
Knowledge + Add
@) schaol guide Bxample College e « Contact [FILL IN], [role], at [FILL IN].
Kind regards
METADATA FILTERING Disabled ~ [FILL IN], [role]
Tools 0/0 Enabled + Add
o Dify ® (5 eatures Enabled Manage
o vision & Settings -

Publish Update




<@ / STUDIO 2 0

Parent lettera... -

B
™ oOrchestrate
9::- Access Point

B Logs

(Z Annotations

@ Monitoring

©Q on @

Orchestrate |4 .:c

INSTRUCTIONS 4+, Generate

~

-

1. Always consult the style guide in your knowledge base first. Apply the rules
on reading level B1, formal address, words to avoid, the structure of a parent
letter and the length.

2.1f it is not clear whao the letter is for (which class or year group) or what the
parent has to do, ask that first; do not gyess.
"What I changed" a list of at most five points. each with the rule from the style
quids i£ belongs to-

4. Do not invent dates, names or appointments that are not in the supplied text.
If something a parent needs to know is missing, put [FILL IN] in that place.

5. Be brief. No introduction, ne compliment, no sign-off from you.

949
-

Variables + Add

Variables allow users to introduce prompt words or opening remarks when filling out
forms. You can try entering "{input}}" in the prompt words

Knowledge + Add

€ School guide Example College HQ - VECTOR
METADATA FILTERING Disabled v
Tools 0/0 Enabled + Add
o Vision & Settings

Success: the webapp now runs the new version

{8 Agent Settings @ gpt-5-mini cHaT & 25
Debug & Preview @ success x )
i ]
1" Used Knowledge 3
Up to date
Subject: Class 8B p:
Dear parentsand¢i & Open web app
You are invitedtott 2 Access Point
subject choices. It v
in the main hall. Thi 2 Publish to Marketplace
choice process.
What you need to do
 Please confirm your attendance via the parent portal
by [FILL IN].
Questions
« Contact [FILL IN], [role], at [FILL IN].
Kind regards
[FILL IN], [role]
Q Features Enabled Manage

2. In the same menu click Open web app to see the link you share with the team. The app
from this guide is live at https://udify.app/chat/oB2H2mLaoKR6d4IC.

Part C. School news (workflow)

One message almost never lands in one place. The website wants 200 words with a headline,
the parent app 80 words on a phone screen, social media 60 words with a hashtag. Instead of
writing three times, you fill in one form. The workflow writes the three versions, each
according to the rules for that channel from the style guide.

This is what the whole thing will look like:

< @ / sTUDIO 2 0
L+ School news
8 onrow

P Orchestrate

9::— Access Point
B Logs

@ Monitoring

° Dify @

Auto-Saved 08:31:01 - Published 29 minutes ago

[> TestRunAlt R @ 9= & Publish v |0

R \ { (@ xnowLeoce ermevaL © | ! @) wessmme o | (@ earentaow ol { @ soom o!
o
@ @ Sehool guide Example College: ® gpe-S-mini cT G & gpt-5-mini ® gptSmini 0w &
88 0
LO] View cached variables ~ Clear

The whole workflow: User Input, Knowledge Retrieval, three LLM steps and Output

Q &% @


https://udify.app/chat/oB2H2mLaoKR6d4IC

Step 10. Create the workflow

1. Studio — Create — Create from Blank —» the Workflow card.

Field on screen What you type

App Name & Icon School news
Create from Blank WORKELOW %
—— z";‘ujl(\";d ld autonemous Al workflows with drag-and-drop

5]

= o]
Workflow Chatflow

Agentic flow for intell Warkflow e
:::::

o

nma

App Name & Icon

School news (58l

Description (Optional)

00 09000 PO @

No ideas? Check out our templates = Cancel Create Ctrl »

Create from Blank: Workflow

2. Click Create. You see the canvas with only a User Input block.

Step 11. Three input fields

Click the User Input block, then on the right under INPUT FIELD click +. You create three
fields. In the Add Input Field window, always choose the Field Type first and then fill in the
rest.

Field 1: the core message

Field on What you type
screen
Field Type Paragraph

Variable Name core message

Label Name What has happened or is going to happen? (who, what, where,
when)

Required on



Add Input Field

Field Type

= Paragraph

Variable Name

core_message

Label Name

has happened or s going to happen? (who, what, where, when)

Max Length

Default Value

Please input

@ Required

Hidden & Pre-Filled

Gancs m

Add Input Field: Paragraph, core message

Field 2: the audience

Field on screen What you type

Field Type Short Text

Variable Name year _group

Label Name For which class or year group? (or: whole school)
Required on

Field 3: the tone

Field on screen What you type

Field Type Select

Variable Name tone

Label Name Which tone fits this message?

Options informative, celebratory, urgent (each via + Add option)

Required on



Add Input Field

Field Type
&P Select

string

Variable Name

tone

Label Name

Which tone fits this message?

Options

informative
celebratory
urgent

+ Add option

Default Value

_empty_

Cancel

Add Input Field: Select with three options
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The three fields are in User Input

Scroll to selected node

START

D TestRunAt R @ 22 =& @

User Input

SETTINGS LAST RUN

INPUT FIELD
() core_message - What has happene.

(x) year_group For which class or y...

/
USER INPUT

{x} core_message
{x} year_group

{x} tone

o

(x) tone - Which tone fits this...

(x) userinput.files [ Legacy )

REQUIRED = yxrsmer

Add the next step in this workflow

REQUIRED [T B — (B

REQUIRED

VARIABLE INSPECT

Q 200% @

D -

B~ x

+
required =
required

required

Array[File]

Choose the Field Type before you start typing. If you change the type afterwards, the
window sometimes closes and you lose your input.

Step 12. Knowledge Retrieval: fetch the style guide

1. Click the + to the right of User Input and choose Knowledge Retrieval.

2. Under QUERY TEXT click the field and choose User Input / core_message.

Your choice: the fields. Which three questions does your communications officer always
ask a colleague who “just wants something on the site”? Those are your fields. Other
choices we see at schools: a field channel (website only, app only) so not everything is
always produced; a field sender (head, form tutor, department); a field deadline that
comes back literally in the message.
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6 School news @ Knowledge Retrieval B> m - x
WORKFLOW

P Orchestrate

F% Access Point SETTINGS LAST RUN

Bl Logs ° QUERY TEXT
{x} Setwvariabl
@ Monitoring o START
IS KNOWLEDGE * +
o USER INPUT Click the “+* button ta add knowledge
& METADATA FILTERING Disabled ~
{x} core_message REQUIRED =
OUTPUT VARIABLES *
{x} year_group REQUIRED [T
NEXT STEP
[Xl tone REQUIRED Add the next step in this workflow
® + SELECT NEXT STEP
o Dify @ ) o) VARIABLE INSPECT Q@ 200% @

Knowledge Retrieval, without a knowledge base yet

3. Under KNOWLEDGE click +, tick School guide Example College and click Add.

Select reference Knowledge %

[Q School guide Example College HQ - VECTOR ]

@y Biologie 3 havo ecologie HQ VECTOR

& Schoolgids Voorbeeldeollege HQ - VECTOR

1 Knowledge selected Cancel

Select reference Knowledge
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The knowledge base is attached, the query is the core message

o o

t B &

o

O]
o)

)% USER INPUT

{x} core_message
{x} year_group

{x} tone

VARIABLE INSPECT

[> TestRun Alt R @ 9= W Publish v O]
@ Knowledge Retrieval B m o x
SETTINGS LAST RUN
QUERY TEXT
@ User Input | {x}core_message String
KNOWLEDGE * %5 Retrieval Setting ~ +
€3 School guide Example College
METADATA FILTERING Disabled
REQUIRED =
OUTPUT VARIABLES
REQUIRED [T
NEXT STEP
Add the next step In this workflo
REQUIRED ' B

The query here is the core message, not “style guide”. That works because the
knowledge base is small: the style guide almost always comes along. With a large
knowledge base you would rather put a fixed query in the LLM prompt, or give the style

guide its own knowledge base.

Step 13. Three LLM steps: Website, Parent app, Social

You create an LLM block three times, one after another. Each block gets the same model and
the same context, but its own prompt. The first line of each prompt makes the model start its
answer with WEBSITE, PARENT APP or SOCIAL; that keeps the three texts apart in the output.

Block 1: Website

1. Click + after Knowledge Retrieval and choose LLM.

2. Set MODEL to gpt-5-mini. Ignore the message about the temperature parameter.

3. Under CONTEXT click Set variable and choose Knowledge Retrieval / result.
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USER INPUT

{x} core_message
{x} year_group

{x} tone

o Dify €] ) o) VARIABLE INSPECT

The LLM block with model and context, prompt still empty

REQUIRED =
REQUIRED [T

REQUIRED

Q 2004 @

D Tessrun At R @ 90 B ® OCCLIERE O

® um P m o x

SETTINGS LAST RUN

MODEL * {x]

it | M

® gpt-5-mini cHar &

CONTEXT

@ Knowledge Retrieval  {x}res... Array[Object]
o enable the context feature, please fill in the context

variable in PROMPT,

SYSTEM o # (o

+ Add Message
VISION

ENABLE REASONING TAG SEPARATION

OUTPUT VARIABLES STRUCTURED

4. Click in the SYSTEM box and type the prompt below. Where it says {...}, type a forward
slash 7/ and choose the item from the menu that appears: Context at the bottom of the

menu, the three fields under User Input.

TYPE IN

Start your answer with the line WEBSITE followed by an empty line.

You write for Example College, a secondary school. Write a news item for the
website of at most 200 words. The headline is an active sentence of at most
eight words, without an exclamation mark. The first paragraph answers who,
what, where and when. End with a next step or a way to get in touch. Stick
strictly to the style guide below: reading level B1l, formal address for
parents, words to avoid, names and photos of students. Adapt to the chosen
tone. Invent no facts. If something is missing, write [FILL IN]J.

Style guide: {Context}

Year group: {year group}
Tone: {tone}
Core message: {core message}




<@ / STUDIO 20 Auto-Saved 08:13:19 - Unpublished Scroll to selected node

School news

a WORKFLOW

™ Orchestrate

3% Access Point

B Logs )
@ Monitoring [ START
3
e USER INPUT
{x} core_message
{x} year_group
{x} tone
o Dify 6] 9 0] VARIABLE INSPECT

REQUIRED

1l

REQUIRED [T

REQUIRED

&

Q 2004 @

The menu after a forward slash: variables and, at the bottom, Context

[> TestRun alt R @3 2= oy Publish v o

® um B moe X

SETTINGS LAST RUN

CONTEXT

@ Knowledge Retrieval | {x}res... Array(Object]

nable the context feature, please fill in the context
variable in PROMP

~\
SYSTEM 508 # [
Start your answer with the line WEBSITE followed by '
an empty lin &

USER INPUT
You iwrita f0 (x) core_message String
Write a new: 4

x) erin
words, The | - AL ¥EALGroUD 2
eight words, () tone String
paragrapha  (x) files Array[File]
Endwithan
strictly to th FTEM
formal addri @ sys.user_id String
and photos | sys.app_id String
Inventnofa @ svs workflow id strina ¥
IN] -

& Context
Style guide: /| -,

5. Click the name LLM at the top of the panel and rename the block to Website.
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[ Orchestrate

3% Access Point

B Logs 4]
@ Monitoring 7] START
[3
8 USER INPUT
{x} core_message
{x} year_group
{x} tone
o Dify 0] 5 o) VARTABLE INSPECT

The Website block is finished

REQUIRED

1iif

REQUIRED [¥

&

REQUIRED

Q 200% @

[> TestRun Alt R @ 2= I3 Publish v tO]

@ Website B m - X

SETTINGS LAST RUN

@ Knowledge Retrieval | (x}res... Array[Object] -

SYSTEM 732 4 ®0 &
Start your answer with the line WEBSITE followed by

an empty line.

You write for Example College, a secondary school.
Write a news item for the website of at most 200
words. The headline is an active sentence of at most
eight words, w;(hau(gy‘ exclamation mark. The first
paragraph answers who, what, where and when.
End with a nex{ step or a way ta get in touch. Stick
strictly to the style guide below: reading level B1,
formal address for parents, words to avoid, names
and photes of students. Adapt ta the chosen tane.
Invent no facts. If something is missing, write [FILL

IN].

Style guide: & Context

Year group: @ User Input {x}year_group
Tone: @ User Input {x}tone
Core message: @ User Input (x]core_message vy

The context (the search result) only works if you actually put it in the prompt via / =
Context. Filling the CONTEXT field alone is not enough; Dify warns about that in orange.

Block 2: Parent app

6. Click + after Website, choose LLM, model gpt-5-mini, context Knowledge Retrieval /

result.
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The second LLM block, still empty

7. Prompt:

scrall to selected node

START

USER INPUT

{x} core_message
{x} year_group

{x} tone

VARIABLE INSPECT

REQUIRED
REQUIRED

REQUIRED

a 200% @

K3, T 1 B 11

[> TestRun alt R @ *:30 w @ Publish v o

@ um2 B moe X

SETTINGS LAST RUN

MODEL * = £

® gpt-5 cHat &

CONTEXT

SYSTEM 0¥ {65 I

+ Add Message

VISION

ENABLE REASONING TAG SEPARATION

OUTPUT VARIABLES STRUCTURED

TYPE IN

Style guide: {Context}

Year group: {year_group}
Tone: {tone}

Core message: {core message}

Start your answer with the line PARENT APP followed by an empty line.

You write for Example College, a secondary school. Write a message for the
parent app of at most 80 words: parents read this on their phone. One message,
one date, one action; no introduction and no headline. Address parents
formally. Stick strictly to the style guide below. Adapt to the chosen tone.
Invent no facts. If something is missing, write [FILL IN].
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After the forward slash: choose Context at the bottom of the menu

VARIABLE INSPECT

8. Rename the block to Parent app.
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The Parent app block is finished

VARTABLE INSPECT

Block 3: Social

oS

@ s

Q 46% @

@ s

Q 46% @

[> TestRun Alt R

& =

@ um2

SETTINGS LAST RUN
WODEL~*

@ gpt-5-mini cHar &

CONTEXT

@ Knowledge Retrieval ' (x} res.

publish v [kO}

B oo %

x

R

5

Array[Object]

le the context feature, please fill in the context

in PROMPT,
-
FNFTEM WEBSITE
Start your a1 () text String
by an empty
e {x} reasoning_content String
Youwrite fo  seg npUT
Write a mes:
(%) core_message String
words: parel
message, or {x} year_group String
no headline, (< tone String
tothestyle ¢ (x] files Array[File]
Invent no fa v
IN]. T
& Context
Style guide: /
[> TestRun alt R @ 2= I3 Pubhsh v tO]

@ Parent app

SETTINGS LAST RUN

Style guide: & Context

B m - %

Year group: @ User Input {x)year_group

Tone: @ User Input {x}tone

Core message: @ User Input (x)core_message

+ Add Message

VISION

ENABLE REASONING TAG SEPARATION

OUTPUT VARIABLES

RETRY ON FAILURE

ERROR HANDLING
NEXT STEP
Addthi. ot chan.in hicasnrk,

STRUCTURED

None v

9. In the Parent app panel scroll down and under NEXT STEP click Select next step — LLM.
(This is the same as the + on the canvas; handy when the panel hides the plus sign.)
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Select next step: the list of blocks

10. Model gpt-5-mini, context Knowledge Retrieval / result, prompt:

TYPE IN

Start your answer with the line SOCIAL followed by an empty line.

You write for Example College, a secondary school. Write a post for the
school's social media (Instagram and LinkedIn) of at most 60 words. Warm and
concrete, no hype. End with at most three hashtags, always including
#ExampleCollege. No names of students and no reference to recognisable photos
of students. Stick to the style guide below. Adapt to the chosen tone. Invent
no facts. If something is missing, write [FILL IN].

Style guide: {Context}
Year group: {year _group}

Tone: {tone}
Core message: {core message}

11. Rename the block to Social.
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CONTEXT
B Logs )
@ Knowledge Retrieval  {x}res... Array[Object]

@ Monitoring w

& SYSTEM 642 4 154 B el

! @ womsmaenerea. ' ! () wesare B L Start your answer with the line SOCIAL followed by
@ S i Hph an empty line.
8 You write for Example College, a secondary school.

Write a post for the school's social media (Instagram
and LinkedIn) of at most 60 words. Warm and
concrete, no hype. End with at most three hashtags,
always including #ExampleCollege. Ne names of
students and no reference to recognisable photos of
students. Stick to the style guide below. Adapt to the
chosen tone. Invent no facts. If something is
missing, write [FILL IN].

Style guide: B Context

Year group: @ User Input {x}year_group

° Dify (©] 9 o) VAREARLENSBEET Q 4% @ Tone: @User Input {xjtone
Core message: @ User Input (x)core_message

The Social block is finished

Your choice: the channels and their rules. The three prompts differ only in the first
paragraph: that is the place for your channel rules. Does your school have a newsletter
instead of Instagram? Replace block 3 with “Newsletter, at most 120 words, with a five-
word headline”. Want a fourth channel (for example the staff bulletin, informal address)?
Add a fourth block and a fourth output variable in step 14. The word limits are also in the
style guide; make prompt and style guide say the same thing, otherwise the prompt
wins.

Step 14. Output: three output variables
1. After Social: Select next step — Output.

2. Under OUTPUT VARIABLE click + three times and fill in:
Variable name Set variable
website Website / text
parent _app Parent app / text

social Social / text
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Output with three variables

Step 15. Test Run

B wsenmen

VARIABLE INSPECT

scrall to selected node

Q 46% @

1. Click Test Run at the top right and fill in the form.

Field on screen

What has
happened...

For which class
or year group?

Which tone fits
this message?
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The Test Run form

What you type

@ g

[> TestRun alt R @3 9= w @ Publish v o

n
- Output (11 X

SETTINGS LAST RUN

OUTPUT VARIABLE * +
website @ Website [x}t.. String o
parent_app @ Parentapp - [x)t... String &
social ® Social | (=) text String jj

NEXT STEP

Add the next step in this workflow

On Thursday 8 October at 19.30 there is a parents' evening for
Year 8 in the main hall. Form tutors will talk about subject
choices and the test week timetable. Parents can sign up until 5

October through the parent portal. Coffee and tea from 19.15.

Year 8

informative
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[ TestRunAlt R @ 9= & Publish v O]

Test Run (Running) x

INPUT

‘What has happened or is going to happen? (who, what...
evening for Year 8 in the main hall. Form tutors will
talk about subject choices and the test week
timetable. Parents can sign up until 5 October
through the parent portal. Coffee and tea from
19.15.

N (@ )

For which class or year group? (or: whole school)

Year 8

Which tone fits this message?

[ informative & J
Start Run




2. Click Start Run. The blocks turn green one by one; on the right the result appears under

RESULT.

< (@ / STUDIO 20 Auto-Saved 08:28:14 - Unpublished
L. School news
.. ity

P oOrchestrate

9:} Access Point
B Logs

@ Monitoring

o Dify @

0 e o

2% Caching running status

@) oot o |

s Exar Cotss

-]

Website and Parent app are done, Social is still running
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All three texts, with the labels WEBSITE, PARENT APP and SOCIAL

e
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4% Rumning @ @ &= 0]
Test Run (Running) X
INPUT  RESULT DETAIL  TRACING

WEBSITE

Year 8 parents learn about subject choices

Parents and carers of Year 8 are invited to a
parents' evening on Thursday 8 October at 19.30
in the main hall. Form tutors will explain subject
choices and the test week timetable. Coffee and
tea will be available from 19.15.

Please sign up through the parent portal by 5
October. If you have questions, contact reception
on 01632 960123 or email
info@examplecollege.example.

D> TestRunAlt R @ 9=

&= Publish ~ O]

Test Run (08:28:56) X

INPUT RESULT  DETAIL TRACING

Please sign up through the parent portal by 5
October. If you have questions, contact
reception on 01632 960123 or email
info@examplecollege.example.

PARENT APP

Dear parents/carers, Thursday 8 October at
19.30 Year 8 parents' evening in the main hall.
Form tutors will discuss subject choices and the
test-week timetable. Coffee and tea from 19.15.
Please sign up via the parent portal.

SOCIAL

Year 8 parents: join us Thursday 8 October,
19.30, Main Hall. Form tutors will discuss
subject choices and the test-week timetable.
Coffee and tea from 19.15. Sign up via the
parent portal by 5 Octaber. #ExampleCollege
#Year8 #ParentsEvening

£ Copy

Check: the website item has a headline and ends with a contact, the parent app message is
one paragraph without a headline, the social post ends with #ExampleCollege. The contact
number comes from the school guide, not from thin air.

Step 16. Publish and share

1. Click Publish = Publish.
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Test Run (08:28:56)
Publish Curf

Please sign up through the parent portal by 5
October. If you have questions, contact
reception on 01632 960123 or email
info@examplecollege.example.

PARENT APP

Dear parents/carers, Thursday 8 October at
19.30 Year 8 parents' evening in the main hall.
Form tutors will discuss subject choices and the
test-week timetable. Coffee and tea from 19.15.
Please sign up via the parent portal.

SOCIAL

Year 8 parents: join us Thursday 8 October,
19.30, Main Hall. Form tutors will discuss
subject choices and the test-week timetable.
Coffee and tea from 19.15. Sign up via the
parent portal by 5 October. #ExampleCollege
#Year8 #ParentsEvening

I Copy
a sen @

2. Click Access point in the left-hand menu. Under Webapp is the link; Open shows it the

way a colleague sees it.

< @ / STUDIO 2 0 Access Point
All the ways this app can be reached. Access points match the running version only.
School news Built-in
WORKFLOW
B orchestrate Web App
¢ Use the app through a hosted web page ik sence @)
)::— Access Point
Access URL
B Logs
https:/fudify.app/workflow/E2CHtVPKe3PLg7GF B 88 © 20pen
@ Monitoring
1 Custom Frontend 23 Settings
@ MCP Server @ DISABLED
Expose the app as a tool for agents and Al apps
Server URL
o Dify @ [Z Add description

Access point with the webapp link

& Backend Service API

@ IN SERVICE
Integrate the app into your services over HTTP @

API Endpoint

https://api.dify.ai/v1 B

o API Key 0 [ API Reference A

Trigger

. ® UNAVAILABLE
Trigger nodes in the running version

Triggers appear here after you publish. Learn more about triggers
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RunOnce  Run Batch

What has happened or is going to happen? (who, what, where, when)

On Thursday 8 October at 19.30 there is a parents' evening for Year 8 in the main hall.
Form tutors will talk about subject choices and the test week timetable. Parents can sign

up until 5 October through the parent portal. Coffee and tea from 19.15.

For which class or year group? (or: whole school)

Year 8

Which tone fits this message?

informative

Clear © stopRun

poweren By Dify

< Workflow Process
USER INPUT
[ KNOWLEDGE RETRIEVAL
B weese
PARENT APP

[@ socaL

RESULT DETAIL

WEBSITE

Parents attend Year 8 evening in hall

Running 3

Parents and carers of Year 8 are invited to a parents' evening on Thursday 8 October at 19.30 in the

main hall.

Form tutors will explain subject choices and the test week timetable. Coffee and tea will be available

from 19.15.

Please sign up via the parent portal by 5 October. For questions, contact reception on 01632 960123

or email info@examplecollege.example.
PARENT APP

The webapp: form on the left, three texts on the right

The app from this guide is live at https://udify.app/workflow/E2CHtVPKe3PLg7GF.

Part D. Reception mode: one app, two users

The team’s third wish was a reference desk for reception: a parent emails or calls, the
receptionist wants a correct reply in the house style, fast. You could copy the School guide
assistant for that (Studio, ... menu on the card, Duplicate) and give the copy a different

instruction.
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https://udify.app/workflow/E2CHtVPKe3PLg7GF

But a sandbox account holds five apps at most, and with the apps from guides 1 to 3 you are
close to that:
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o Dify 2

Studio with the apps from guides 1 to 3 (and the Dutch originals)

Tekst op niveau - voorbeeld

So we do it differently, and actually better: the School guide assistant already has the style
guide in its knowledge base (that happened in part A, without touching the app). You only
have to tell it when to act as reception.

Step 17. Extend the instruction

1. In Studio open the app School guide assistant.

<@ / sTUDIO 2 0 Orchestrate [ a (reacy acens % Agent Settings gptS-mini char & L3 Publish v
) r N A
$ School guide as... - INSTRUCTIONS +, Generate Debug & Preview O
AGENT
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B Logs - If the answer is nat in the school guide, say honestly that you do not know and
(G Annatatioiis refer to reception.

- Answer briefly and in plain English, at most five sentences.

- Where possible, name the chapter of the school guide the answer comes from.
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444
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Variables + Add
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The instruction from guide 2

2. Click at the end of the instruction and paste this paragraph below it:



TYPE IN

Reception mode: if a staff member starts with "Reception:" and then pastes a
question from a parent, you write the reply that the staff member can send to
that parent. Then follow the style guide in your knowledge base: address the
parent formally, reading level B1l, no abbreviations, no words from the list of
words to avoid, at most six sentences, and end with a way to get in touch. If
you do not know the answer from the school guide, write a short message saying
you will check and put [FILL IN] where the staff member must add the real
answer.
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. 4 N\ -
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- Answer briefly and in plain English, at most five sentences.
B Orchestrate - Where possible, name the chapter of the school guide the answer comes from.
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Eb Logs that parent. Then follow the style guide in your knowledge base: address the
parent formally, reading level B1, no abbreviations, no words from the list of
words to avoid, at most six sentences, and end with a way to get in touch. If you

do not know the answer from the school guide, write a short message saying

(Z Annotations
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995
L S
Variables + Add
Variables allow users to introduce prompt words or opening remarks when filling out
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The extended instruction

Step 18. Test as reception

1. Paste into Debug & Preview:

TYPE IN

Reception: Hello, my daughter is in 7C and will be ill tomorrow. Do I have to
report her absent and how do I do that? Will she get tomorrow's test at
another time? Regards, Sanne's mother
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The reply for reception: formal, from the school guide, with chapter references

The reply takes the sick report and the catch-up slot from two chapters of the school guide,
addresses the parent formally, and ends with reception. Ask the same question again without
“Reception:” in front: then you get the shorter answer for student or parent from guide 2.

One app, two users.

Step 19. Publish Update
1. Publish - Publish Update. Without this step the webapp does not know the Reception
mode.
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Publish Update in the Publish menu

Your choice: the switch word. “Reception:” is an agreement, not a technique. Choose a
word your team finds logical (“Front desk:”, “Reply for parent:”) and agree that everyone
uses it that way. Would you rather not have a switch word? Then make a separate app via
Duplicate after all, once there is room, and give it only the reception instruction.




Checking that it worked

¢ In Knowledge, School guide Example College has two documents, both Available
e The Parent letter assistant shows Used Knowledge above its answer and puts [FILL IN]

where information is missing

e School news delivers three texts with the labels WEBSITE, PARENT APP and SOCIAL, each

within the word limit

e The School guide assistant answers differently with and without “Reception:” in front

e All three webapp links work in a private window (so without being logged in to Dify)

When things go wrong

What you see

“Maximum 1 files” when uploading

Preview Chunk shows dozens of one-line
pieces

The Parent letter assistant ignores the
style guide

The three texts in School news run into
each other

Orange message “To enable the context
feature, please fill in the context variable
in PROMPT”

A text uses informal address, or is too
long

“Upgrade to create more apps”

The webapp does something different
from Debug & Preview

A block disappears after a keystroke on
the canvas

Credits drop fast

What is going on

Sandbox limit. One file at a time, then Add file
again

Delimiteris \n. Setitto \n\n (step 2)

The description of the knowledge base does not
mention writing rules (step 4), or the knowledge
base is not attached (step 7)

The first line of a prompt (“Start your answer with
the line ...”) is missing

You set CONTEXT but did not put / = Context in the
prompt

Prompt and style guide contradict each other. Align
them; the prompt wins

Five apps is the maximum. Delete an old app or
extend an existing one (part D)

Publish Update forgotten (agent) or Publish
forgotten (workflow)

Delete or Backspace removes the selected block.
Click the Undo arrow at the bottom left

An LLM block is still on gpt-5. Set each block to gpt-
5-mini separately



Housekeeping and costs

e Owner. Agree who maintains the style guide in the knowledge base. Uploading a new
version is steps 1 to 3 again; you delete the old document under Documents.

e Logs. Every app has Logs in the left-hand menu: there you see what colleagues entered
and what came out. Use it to tune the prompts, not to check up on colleagues, and say so.

e Personal data. A parent letter easily contains a name or a situation. Agree that colleagues
remove those before pasting, or use placeholders such as [NAME]. Dify processes in the
cloud, outside the school.

e Costs. With your own OpenAlI key (Integrations - Model Provider) a parent letter costs
about half a cent and a School news run about a cent. On Dify credits an agent answer
costs 6 to 7 credits and a workflow run with three LLM blocks about 10.

Make it yours

Everything above is an example. The school is invented, the style guide is invented, the
prompts are our choices. This chapter helps you rebuild the apps for your school, your team
and your style. Work from top to bottom: the first changes take five minutes, the last ones
half a day.



Change Where Difficulty What you get for it

School name, contact Style guide easy The texts are right for your
details, form of address (document) and the school straight away

first line of each

prompt
Words to avoid and Style guide easy Your house style instead of
standard phrases ours
Tone options (informative, = School news, field easy Options your team
celebratory, urgent) tone recognises, for example

“businesslike” or “personal”

Shape of the answer Parent letter medium  An assistant that fits how you

(explanation or not, two assistant, point 3 of correct

variants, another the instruction

language)

Channels (newsletter, staff ~ School news, LLM medium Exactly the channels you use

bulletin, second-language  blocks and Output

site)

A second document (for Knowledge base, medium Reception mode answers

example the year planner part A again more questions well

or the attendance

protocol)

Your own switch word ora  School guide medium A way of working your

separate reception app assistant or reception finds logical
Duplicate

Sending automatically Tools or HTTP hard A message that is not only

(email, parent app) Request in the written but also posted; only
workflow after agreements about

checking

Three assignments

1. Replace the style guide. Make a document of at most two pages with your school’s
writing rules (or ten rules you find important). Upload it next to or instead of ours (part A).
Have the Parent letter assistant rewrite the same woolly letter and compare: which rule
from your document do you see back, which not? Adjust the description of the knowledge
base until it is right.

2. Add a channel. Choose a channel you really use and we do not have. Write the channel
rule in three sentences (length, form of address, what must always be in it), make a fourth
LLM block and a fourth output variable. Test with a message from last week.

3. Let a colleague break it. Give the webapp link to someone who was not in the workshop
and ask for three real messages. Read the Logs: where did it go wrong? The answer is
usually one extra sentence in a prompt, or one extra rule in the style guide. Change it,
publish again, and let them try once more.



Checklist before you use your own material

e []The document you upload contains no names of students, parents or staff, and no
personal email addresses (a general address such as info@ is fine)

e []The document belongs to the school and may be shared with an external processor
(Dify runs in the cloud)

e []There is one owner who maintains the document and republishes the app

e []You have decided whether the webapp link stays internal or also goes to parents; in the
second case, involve the data protection officer first

e []The model is set to gpt-5-mini and you know what a run costs

e []Someone reads the output before it goes out; the app writes a draft, not a decision

What next

You now have a team toolkit that moves with one document. Guide 7 builds on School news
with a checker and a gatekeeper, so that a message with gaps never goes out unseen. After
that the next step is an agent that goes looking by itself: reading files, searching the web and
delivering several products. That is the Agent Console, guide 4 (the Test week planner) and
guide 6 (assessing and adapting learning material for students who need support).
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