FADE & THE MACHINES FREE SETUP GUIDE

[ 4 systems - 5 prompts J

Want to get ahead
of 99%7? Stop
collecting Al tools.
Start building.

The four Al systems to build first: a second brain, an assistant,
a coordinator and a content system. What each one does, how
to set it up and the exact prompt to copy.

Build one first. Add the next when it runs without you. Fade Adeniyi



THE PREMISE

Why does collecting Al tools
keep you stuck?

Because a tool only helps when you open it and explain yourself again. A system
already knows your work and does a job without being asked. Four systems do
most of the work: a second brain, an assistant, a coordinator and a content system.
Build one first, then add the rest.

| co-founded Techlerator, the company behind Xeruit, an Al talent intelligence
platform. | run a team of Al agents in my own business and every one of them is
a system built around my real work, not a tool | have to remember to open.

Anthropic's engineers make the same point in Building effective agents: start
with the simplest setup that works and only add complexity when you need it.
Their name for the coordinator pattern is routing, where one model sorts a
request and passes it to a specialist.

1. Second brain Your key documents and the context of your day, kept in one
place so Al can work from them.

2. Assistant Takes the tasks you repeat every single day: your brief, your
inbox, replies, tomorrow's prep and follow-ups.

3. Coordinator Routes your requests to the right assistant, so you talk to one
coordinator instead of 200 assistants.

4. Content system Does the research and drafts the posts. You review them and
post.

THE TRAP

The trap is signing up for every new Al tool you see. Ten tools you open once d
week won't beat one system that runs every day. Start with the second brain,
because the other three read from it.
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https://www.anthropic.com/engineering/building-effective-agents

SYSTEM 1 - SECOND BRAIN

How do you build a second brain
Al can use?

Whatiitis. Six files that tell Al who you are and how you work: About me, My

offers, Brand voice, Clients, SOPs and Meeting notes plus your daily context.

Claude, ChatGPT, Gemini and Perplexity can all work from files like these. In

Claude, Projects are free with up to five on the Free plan.

Write the files with Claude. Paste the interview prompt below into any chat
and answer its questions. Save each file it gives you.

business.

Upload the six files. Click + in the project's knowledge panel. Claude uses
them in every chat in that project.

and click Save instructions.

Keep it fed. Add your meeting notes and anything new each week. If you
explain something twice, it belongs in a file.

Interview me so we can write the six files for my second brain: About me, My offers,
Brand voice, Clients, SOPs and Meeting notes. Ask one question at a time and no more
than five per file. When a file is done, give it back to me as a document I can
save, then move to the next one. Use only what I tell you. Don't fill gaps with
guesses.

You're my second brain. Before you answer, check the files in this project: About
me, My offers, Brand voice, Clients, SOPs and Meeting notes. Use what's in them and
don't ask me for anything they already tell you. If my question isn't covered, say
so and tell me which file to add it to. Never invent a fact about me, my business or
my clients. Write in the tone set out in Brand voice.

Test it: ask "Who are my best clients and what do | sell them?” without explaining
anything. If it answers from your files, it's working.

NOT ON CLAUDE?

Use the same six files. ChatGPT Projects take files and instructions, including on
Free. Gemini Gems take knowledge files (Google says Gems on personal
accounts move to skills from November 2026). Perplexity Projects take files
and instructions too.
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https://support.claude.com/en/articles/9519177-how-can-i-create-and-manage-projects
https://help.openai.com/en/articles/10169521-projects-in-chatgpt
https://support.google.com/gemini/answer/15146780
https://www.perplexity.ai/help-center/en/articles/10352961-what-are-spaces

SYSTEM 2 - ASSISTANT

What should your Al assistant do
every day?

What it is. One scheduled task that does the five jobs you repeat every
morning: the morning brief, sorting the inbox, drafting replies, prepping
tomorrow and chasing follow-ups. It drafts and you decide.

a Connect your accounts. In a Claude chat, click +, then Connectors and
connect Gmail and Google Calendar (Google connectors). They're available
on every plan.

a Schedule it. In the Claude desktop app, open Cowork, click Scheduled, then
New task, then Create with Claude and paste the prompt below. Choose
weekdays. Scheduled tasks need a paid plan (how scheduling works).

e Read the first week closely. Check every draft before anything goes out. Tell
Claude what it got wrong and update the prompt.

Every weekday at 7am, using my Gmail and Google Calendar:

1. MORNING BRIEF: today's meetings with times, who's in each one and what I need to
prepare.

2. SORT THE INBOX: emails from the last 24 hours under Needs me, Can wait and
Ignore. Skip newsletters and receipts.

3. DRAFT REPLIES: a draft reply to every Needs me email, saved as a Gmail draft, in
this voice: [PASTE YOUR BRAND VOICE FILE].

4. PREP TOMORROW: tomorrow's meetings and anything I should read first.

5. CHASE FOLLOW-UPS: emails I sent more than [3] days ago with no reply, each with a
short, polite nudge drafted. Never send, delete or archive anything. I review every
draft.

The never-send line is the important one. Gmail's connector can send, so the prompt
keeps the final say with you.

On the Free plan? Save the prompt, drop the first line and paste it into a chat
with your connectors on each morning. It's the same five jobs. You just press go
yourself.
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https://support.claude.com/en/articles/10166901-use-google-workspace-connectors
https://support.claude.com/en/articles/13854387-schedule-recurring-tasks-in-claude-cowork

SYSTEMS 3 AND 4

How do the coordinator and
content system work?

3. The coordinator. Once you've got more than one assistant, you don't want to

remember which one does what. In Claude Code, each assistant is a subagent:

a small file with a name, a description and its own tools. Claude reads the
descriptions and hands each request to the right one. Claude Code is the Code
tab in the desktop app on Pro and up, with no terminal needed (quickstart).

c Make a folder called something like my-assistants, open the Code tab and
choose it.

e Paste the coordinator prompt and fill in one line for each assistant: Inbox,
Research, Content, Calendar, OQutreach and Finance.

e Talk to the coordinator only. Ask for what you need and let it pick the
assistant.

Set this folder up so you can be my coordinator. Create one subagent file in
.claude/agents/ for each of my assistants: inbox, research, content, calendar,
outreach and finance. Give each one a name, a description that says exactly when to
use it and only the tools it needs. What each one does for me: [ONE LINE PER
ASSISTANT]. Then write a CLAUDE.md that says: when I ask for something, pick the
right assistant, hand it the task and give me one combined answer. Any assistant
that could send, post, pay or delete must show me first and wait for my yes.

4. The content system. Research, then drafts, then you review and post. Run it
inside your second-brain project so it writes in your voice. Turn on Web search
from the + menu (web search help) or schedule it weekly in Cowork like the
assistant.

Every [MONDAY] morning:

1. RESEARCH: search the web for the [5] biggest stories this week about [YOUR TOPIC]
that matter to [WHO YOU POST FOR]. Give me each one with its link and date.

2. DRAFTS: pick the best [3] and draft a [PLATFORM] post for each, under [150]
words, opening with the hook, in the voice in my Brand voice file.

3. FOR REVIEW: put the source under every draft and flag any claim you couldn't
check. Don't post anything. I review, edit and post myself.

Never post a draft you haven't checked. Open every source link before a claim goes
out under your name.
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https://code.claude.com/docs/en/sub-agents
https://code.claude.com/docs/en/desktop-quickstart
https://support.claude.com/en/articles/10684626-enable-and-use-web-search

THE TAKEAWAY

Build one this week, then add the
next.

Start with the second brain this week, because the assistant, the coordinator
and the content system all read from it. When it answers about your business
without you explaining anything, add the assistant. Add the coordinator once
you've got more than one assistant to manage.

How luse it. | run a team of Al agents in my own business. My executive
assistant writes my morning brief, triages my inboxes and messages me on
Slack when an email needs a reply. A market-intelligence agent sends me Al
news and competitor signals every morning. An outreach agent drafts trigger-
based email sequences that only send when | switch sending on. A creative
director agent finds trends and helps write my scripts and a meeting agent
drafts what I'm asked for in a call into a private folder. Every one of them reads
the same files about me and my business before it starts. That's my second
brain.

What this won't do: Al gets things wrong, so check every draft, date and number
before it reaches a client. Scheduled tasks and Claude Code need a paid
Claude plan. Menu names change, so if a step doesn't match, look in the tool's

settings. The 99% in the title is a figure of speech, not a statistic.

Stop collecting Al tools. Start building the
systems that use them.

Sources, opened 2 November 2026: Claude Help Center, Projects, Scheduled tasks in Cowork,
Google Workspace connectors and Web search; Claude Code Docs, Subagents and Desktop
quickstart; Anthropic, Building effective agents (December 2024); OpenAl Help Center, Projects
in ChatGPT; Google, Use Gems; Perplexity, What are Projects?

Building something of your own? The Audacity to Build is my community for people building
alongside me, with the systems | actually run. It is opening soon. Join the waitlist at
fadeadeniyi.com/waitlist.

Fadé Adeniyi

Fadé & The Machines
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https://support.claude.com/en/articles/9519177-how-can-i-create-and-manage-projects
https://support.claude.com/en/articles/13854387-schedule-recurring-tasks-in-claude-cowork
https://support.claude.com/en/articles/10166901-use-google-workspace-connectors
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https://help.openai.com/en/articles/10169521-projects-in-chatgpt
https://support.google.com/gemini/answer/15146780
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