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Claude Setup Guide
AI Working Labs · Wells Fargo PCI Pilot	Complete before Lab 1 · about 30 minutes
Everyone in this program uses the same setup: the Claude desktop app with Cowork, working from one folder on your computer. You'll use it at whatever depth fits your work; the setup is identical for everybody. Work through this guide with your buddy, in order. If a step fails, stop and use the help contact at the end rather than improvising; access problems take days to fix inside most organizations, and we want them found now, not on lab day.
Step 1: Activate your account
1. Find the subscription invitation sent to your work email and activate your Claude account. Use your work email, not a personal one.
1. Log in at claude.ai in your browser once, just to confirm the account works.
Step 2: Install the desktop app
1. Download the Claude desktop app from claude.ai/download and install it on the computer you will use during labs.
Wells Fargo participants: installing applications on a managed machine usually requires IT approval. Start that request the day you receive this guide. If the install is blocked, you are not stuck: see the fallback section below, and tell us so we plan for it.
1. Open the app and sign in with the account from Step 1.
Step 3: Create your lab folder
1. Create a folder on your computer called AI-Labs. Inside it, create two subfolders: Working (files going to and from Claude) and Kits (the materials we send each week).
1. In the desktop app, start a Cowork session and when asked which folder to use, choose your Working folder. This is the move that matters: Claude can read files you put in that folder and write its outputs back as files. No copy-paste shuttling.
1. One rule, permanent: nothing identifying goes in the Working folder. Names, client records, donor details all stay in your protected environment. The labs teach you the substitution routine that makes this easy; until then, when in doubt, keep it out.
Step 4: The first file-in, file-out test
Prove the whole pipeline in five minutes:
1. Save any public document (a newsletter, a published report) into your Working folder.
1. In Cowork, ask: “Read the document in this folder and give me a three-sentence summary, saved as a new file called summary.txt.”
1. Confirm summary.txt appeared in the folder. If it did, your setup is done and you are ready for Lab 1.
Five settings worth two minutes
1. Projects: find where Projects live in the app. You will build one in Lab 2 and live in it for six weeks. Just know the door.
1. Model picker: notice it exists. The labs will tell you when it matters; the default is fine until then.
1. Chat history: notice that chats persist and are searchable. Your work does not vanish.
1. Data settings: review what your organization's policy expects (your program admin has the details for this pilot's seats).
1. Updates: let the app update itself. Features in this program assume a current version.
If IT blocks the desktop app
You can complete every lab in this program through claude.ai in your browser, and the facilitator demonstrates the browser route alongside the desktop route in every lab where files move. Be aware of what differs: instead of files moving automatically in and out of a folder, you attach files to the chat and download outputs by hand, which adds clicks to the data-heavy labs, and a few later conveniences (like saved automations) are smoother on desktop. The core motions, and every program outcome, work fully in the browser. Tell us before Lab 1 that you are running in browser mode so we pair you with a desktop buddy. Keep your IT request open; approval often arrives mid-program, and switching over takes five minutes.
Done? Confirm it
Reply to the pre-flight confirmation with three words: installed, tested, ready (or: browser mode, tested, ready). Both buddies confirm separately.

Stuck on any step? Contact: chrisjarvis@rw.institute. Include a screenshot; it cuts the back-and-forth in half.
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