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This guide walks you through what actions you need to take before activating your new CU ChatGPT Edu access if you already have a ChatGPT account created with your university email. CU ChatGPT Edu is a secure, institution-backed version of ChatGPT with enhanced privacy protections, expanded capabilities, and is secure to use with university information.
 
Take these steps to ensure your existing OpenAI account tied to your university email address can be migrated into the university’s ChatGPT Edu environment. This does NOT apply to ChatGPT accounts created with personal emails.

If you have a paid subscription: Note that the current version of CU ChatGPT Edu does not have the same advanced features and if you migrate your account to the free CU ChatGPT Edu, you will lose these benefits. ISS is working with OpenAI on a CU subscription iteration. To be notified about this, please complete our form. 

[bookmark: _Toc225504384]Getting Started
Before Starting the Process
Before you can migrate your account, make sure you have the following completed: 
1. An existing ChatGPT account created with your university email.
2. You have taken the required university training.
3. You have received the email invitation from OpenAI to join the CU ChatGPT Edu workspace, which will be sent to your university email within 24 hours after completing the university training.
4. Approximately 15 minutes to complete the migration.
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IMPORTANT: Do NOT accept the invitation until you have determined what migration path you will take.
[image: ]Still have questions? Contact the Service Desk: call 303.724.4357 (4-HELP). 
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Determine Migration Path
Before migrating your existing ChatGPT account into the CU ChatGPT Edu instance, review the migration options below and choose the one that best fits your needs. This is non-reversable once you select a migration path. 
 
There are two account migration paths available to choose from:
A. Transfer existing chat history and custom GPTs into the university's environment.
B. Export and delete existing chat history.
i. NOTE: While this will export your data to a file for download, there is no way to import this data into a new account.
[bookmark: _Toc225504386]Step 2: Option A 
Transfer Existing Account Data
· Accept the email invitation from OpenAI to join CU ChatGPT Edu.
· Once you accept the invitation, a screen will prompt you to either transfer your existing chat history and GPTs or export and delete your existing chat history.

IMPORTANT: Either decision you make is PERMANENT and can NOT be undone.
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Option A: Transfer Existing Account Data
· If you choose to transfer, here is the data that will and will not be transferred:
	Transferred
	NOT Transferred

	Chat History
	Any paid subscription (Go, Plus, and Pro) – Your subscription will be cancelled after joining and the prorated subscription will be refunded

	Custom GPTs you’ve built
	Third-party GPTs will not be transferred, but the chat history will be. However, you will be unable to continue or start a new conversation with the third-party GPT after migration. 

	Projects
	Settings & custom instructions

	 
	Plugins and/or synced applications



· After transferring, you are done and can start using the CU ChatGPT Edu tool.
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Export and Delete Chat History
· If you choose to export and delete your chat history, all your account data will be permanently deleted, and an export of your account content will be emailed to you for download:
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· This export includes: 
· HTML file of your chat history 
· Uploaded and generated images
· Other data related to your chat history and activity on your account
 
NOTE: There is no way to import this data into a new account. To add any of this data into your CU ChatGPT Edu account you will need to manually copy and paste it in.  

After exporting and deleting your data from your existing account, you will then join CU’s ChatGPT Edu and can use the tool.

[bookmark: _Toc225504388]Troubleshooting & Tips
Start Here for Common Issues
· What if I have an active ChatGPT subscription?
· If you have an active ChatGPT subscription (Go, Plus, or Pro) please note that the advanced features and benefits included with these subscriptions are unable to be supported at this time. 
· If you migrate your existing account into CU’s ChatGPT Edu before advanced features are available in the CU instance, your subscription will be cancelled, and you will have less functionality than you currently have. Learn more about CU ChatGPT Edu features included in the free version on our webpage.
· ISS is working with OpenAI to support paid subscription functionality and will reach out to identified users when this is available. 
· To ensure you are contacted, please complete our form. 
· What if I don’t receive an email invite to the workspace after completing the training?
· Invitations can take up to 24 hours to be sent. If you still haven’t received an invitation after 24 hours, please contact the Service Desk.
· I accepted the invitation but am not ready to transfer or I want to change my primary email address instead:
· Once the invitation has been accepted you are unable to go back or delay, the invitation will need to be revoked/cancelled. Please contact the Service Desk to have your invitation revoked so you can get back into your existing account and make changes.
· I’m still unable to join:
· Please contact the Service Desk for assistance. 
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You've been added to a ChatGPT Edu workspace

’ CU - Denver (Edu)

What should we do with your existing workspace?

In order to join this new workspace, you must choose to either
migrate or export your existing chat history.

* All Plugins and Custom Instructions in the existing workspace
will be deleted.

o If you have a ChatGPT Plus subscription, it will be canceled and
refunded upon completing this step.

Choose an option to continue:

@ Transfer existing chat history and GPTs Q
Merge into the Edu workspace

‘ ® Export and delete existing chat history O ‘

Delete the existing workspace
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ChatGPT - Your data export is ready
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[External Email - Use Caution]

OpenA

You recently requested a copy of your ChatGPT data.
Your data export is now ready. Please click on the link below to download your
data.

[Download data export]

If you have any questions please contact us through our help center.
Best,
The ChatGPT Team
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