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A one-page
AI briefing
every morning.
How to build a daily digest with Claude in Cowork —
modular, automated, secure.

Swipe →

5 slides · 60-second read
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Pick your scope.
The digest is modular — three levels of depth, depending
on what you want and what you can connect.

1
News only
Headlines on topics, sectors and regions you care about. A simple
data-gathering exercise across public web sources.

NO CONNECTOR NEEDED

2
+ Today's calendar
A line-by-line view of your meetings, so you walk in with the schedule in
mind.

NEEDS MICROSOFT 365 CONNECTOR

3
+ Inbox & Teams to-do list
Tasks pulled from your work email and chats. The most powerful version
of the digest.

NEEDS MICROSOFT 365 CONNECTOR
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The catch:
Outlook is read-only.
The official Microsoft 365 connector for Claude lets the AI read
your inbox and calendar, but not write to them. So delivering
the digest into your morning routine needs a workaround.

Three workarounds that work:

Google Calendar invite
Cowork creates a Google Calendar event with the digest in the body; Outlook
auto-adds it as a tentative meeting.

Local file + browser popup
Cowork writes the digest to a local HTML file. Windows Task Scheduler opens it
in your browser at the chosen time.

Outlook Classic .ics import
Cowork writes a calendar file; Outlook Classic opens it as a meeting form for
you to add to the calendar.
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Set it up in 5 steps.
5–10 minutes depending on scope. Mostly answering
questions; Claude does the building.

1 Download the Setup Guide MD file from the link on the last slide.

2 Open a fresh Cowork chat and attach the MD file.

3 Type: “Read this guide and follow it — set me up with a daily
digest.”

4 Answer Claude's questions: scope, news topics, time, delivery
method.

5 Claude builds the skill, schedules the task, walks you through
any one-time Windows setup.
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Get the guide.
Two files: the Setup Guide (Claude reads this) and a
one-page Quick Start (you read this).

Download:

→  github.com/wjvandenberg/
    daily-digest-cowork
Both files plus a README mirroring this post.
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