The Tech Cowboy's ChatGPT Training
Manual (2025 Edition)

Welcome to the Tech Cowboy's training manual for ChatGPT, OpenAl's Al-powered assistant. This
manual is designed to help new users navigate ChatGPT's features, including differences between the
Free and Plus plans, and how to use enhanced tools like file uploads, image analysis, voice
conversations, custom instructions, and the Sora interface. This guide is up-to-date with features
available as of early 2025.

% by Ty Davis-Turcotte
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Introduction to ChatGPT

ChatGPT is a conversational Al platform by OpenAl that
generates text, answers questions, brainstorms ideas, and
analyzes documents. It serves both casual and professional
users, with enhanced capabilities available to Plus
subscribers through GPT-4.

The system understands context, follows complex
instructions, and maintains coherent conversations. Trained
on internet text and refined through machine learning and
human feedback, ChatGPT aims to be helpful, harmless,
and honest.

Common uses include drafting emails, writing code,
explaining concepts, creating content, translating
languages, and solving problems. While the free version
offers solid capabilities, Plus unlocks the more powerful
GPT-4 model with improved reasoning.

For best results, provide clear instructions when interacting
with ChatGPT, as it occasionally may provide incorrect
information or misinterpret requests despite regular
updates that enhance its performance.

Video Walkthrough
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Download Wink for FREE on
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https://www.youtube.com/watch?v=zsg50mC7opk

Accessing ChatGPT

@ Visitthe Website A Incitory

Visit https://chat.openai.com using any modern

web browser like Chrome, Firefox, Safari, or Edge. & Lars your every dresign of ot I
The platform is fully responsive and works on

desktop, tablet, and mobile devices. interrance.

O Create an Account j ingin us the ig in the is for your

Create a free OpenAl account or log in with Google, | and ure for ChatGPT .lin r stropi

Microsoft, or Apple. The sign-up process takes less >u emevakee, dufng to the, abow v

than a minute and requires a valid email address for

verification. You'll need to agree to OpenAl's terms ! hap conal ||mary to your cnaitole

of service and privacy policy. 1e rocrcest will this design is out a

. , theer recury ait the GPT cltup an
e Upgrade Option

from all a all your change.
Upgrade to ChatGPT Plus ($20/month) to access

GPT-4 and tools. This subscription provides priority
access during peak times, faster response speeds,
and exclusive access to advanced features. You can
cancel your subscription at any time through your
account settings.

(] Mobile App Access

Download the official ChatGPT mobile app available
on i0OS and Android devices. The app offers a
streamlined interface optimized for on-the-go use
and includes voice conversation capabilities built-in
for Plus subscribers.

S Regional Availability

Check if ChatGPT is available in your region, as

OpenAl has expanded access to over 170 countries
since its initial launch. Some features may have
specific regional restrictions due to local regulations
or technical limitations.

iting lo gitt drow, ouit ranof frant y

/£ APl Access ChatGPT butting likit gray, and sil

For developers and enterprises, access ChatGPT's
capabilities through OpenAl's API with a separate
API key and billing system. This option allows for

deeper integration with custom applications and C >
_ _ o Lear n more
services while providing more control over usage

arce [ne.

parameters.



https://chat.openai.com/

User Interface Overview

The ChatGPT interface is designed to be intuitive and user-friendly, offering a clean workspace with
easily accessible features. Understanding the layout will help you navigate the platform efficiently and
access all available tools.

Left Sidebar: Main Window:

New Chat: Start a fresh conversation with
ChatGPT

History: Access your past conversations
organized by date

Explore GPTs (Plus only): Browse through
custom GPT models created by OpenAl and
community members

My GPTs (Plus only): Access and manage
GPT models you've created or customized

Settings: Customize your ChatGPT
experience and manage account preferences

Help & Feedback: Access support resources
and provide input to OpenAl

Collapse button: Minimize the sidebar for a
distraction-free experience

Model selector: Choose between different
GPT versions (3.5 or 4)

Account information: View subscription
status and profile settings

Prompt bar: The text input field where you
type your questions or instructions

Response area: Where ChatGPT displays its
answers with formatting capabilities

Toolbar: Contains options to regenerate
responses, copy text, and provide feedback
(thumbs up/down)

Paperclip icon: Upload files for analysis
(available with GPT-4)

Microphone icon: Start voice conversations
(available for Plus subscribers)

Image icon: Upload images for analysis or
discussion (GPT-4 Vision)

Stop generating button: Appears during
response generation to halt the process

Thread view: Shows the full conversation
history in a scrollable format

Code blocks: Special formatting for code with
syntax highlighting and copy button

Citation markers: Links to sources in
responses that reference external information

The interface adapts to different screen sizes, with the sidebar automatically collapsing on mobile
devices. Plus subscribers will notice additional features highlighted throughout the interface, while free
users still have access to all core functionality needed for productive conversations.



@3 YouTube

ChatGPT — Complete Beginners Guide

This In-Depth 2023 ChatGPT Beginners Guide covers ChatGPT
Examples, demonstrates how you can use follow up questions, get...

ChatGPT Free vs. Plus Comparison

Feature

Model Access

File Uploads

Image Analysis
Voice Conversations
Custom GPTs

Sora Workspace

Free Plan

GPT-3.5

No

No

No

Use Only

No

Plus Plan ($20/month)
GPT-4 Turbo

Yes

Yes

Yes

Create & Use

Yes


https://www.youtube.com/watch?v=Z272B8K87Mg

Prompting Basics

Effective prompting is the key to getting useful responses
from ChatGPT. Follow these fundamental techniques to
improve your interactions:

Start a new chat

Click the "New Chat" button to begin a fresh
conversation. Starting a new chat ensures that
previous context doesn't influence current responses
and gives you a clean slate for your inquiry.

Type clear instructions

Use specific language: e.g., "Summarize this article
in 3 bullet points." The more precise your
instructions, the better the results. Include details
about format, length, tone, and perspective to
guide the response.

Ask follow-up questions

Refine results by asking for adjustments or
more details. Don't hesitate to request
clarification, simplification, or expansion on
points of interest. ChatGPT retains context
within a conversation thread.

Use step-by-step approach

Break complex tasks into smaller, sequential
prompts. This helps ChatGPT focus on one

aspect at a time and leads to more thorough,
organized responses for complex questions.

Provide examples

When you need a specific format or style,
include examples in your prompt. This
technique, called "few-shot prompting," helps
ChatGPT understand exactly what you're
looking for and match your desired output
format.

Use system instructions

Begin prompts with clear role or context setting like
"Act as a history professor" or "Explain this to a 10-
year-old." This helps frame how ChatGPT should
approach your question and tailor its response
style.

Iterate and refine

Don't expect perfect results on the first try. Use initial
responses as a starting point, then guide ChatGPT
toward your desired outcome through specific
feedback and adjustments.

Remember that effective prompting is both an art and a
science. Experiment with different approaches to discover
what works best for your specific needs.



Uploading Files (GPT-4 Only)

ChatGPT Plus subscribers can upload and analyze files using GPT-4. This powerful feature allows you to
extract information, summarize content, and get insights from your documents.

Supported file types: PDF, DOCX, CSV, TXT, JPG, PNG (up to 20MB per file, maximum 10 files per
conversation)

Start a chat in GPT-4 mode

@ Ensure you're using GPT-4, as file uploads aren't available in the free version. Switch to
GPT-4 using the model selector at the top of the interface. Remember that GPT-4 requires
a Plus subscription.

Click the paperclip icon

@ Look for the paperclip in the prompt bar to access file upload. This icon appears next to
the message input field. If you don't see it, check that you're using GPT-4 and that your
account has upload permissions enabled.

Upload a file

D Select the document you want ChatGPT to analyze. You can either drag and drop files

— directly into the chat window or browse your device to select them. The system will
process the file, which may take a few moments depending on file size and complexity.
Ask a question about the file

p) Try: "Summarize this file" or "Extract all dates." Be specific with your questions to get the

most relevant information. You can ask ChatGPT to analyze specific sections, compare
data points, or extract particular types of information.

Common Use Cases:

e Extract key information from research papers or reports
e Summarize lengthy documents into concise bullet points
e Convert data from spreadsheets into different formats

e Analyze contract terms and legal language

e Get explanations of complex concepts in technical documents
Tips for Effective File Analysis:

e Upload multiple files at once for comparison (up to 10 files per conversation)
e GPT-4 can analyze documents together to find patterns and relationships

e Start with broad questions, then ask more specific follow-ups

e For spreadsheets, specify which columns or data points you're interested in
e When uploading images, provide context about what you want analyzed

¢ Remember that ChatGPT cannot access links within documents
Limitations to Keep in Mind:

e \ery large files may be truncated or processed incompletely
e Complex formatting in documents may not be perfectly preserved
e |mage quality in scanned documents affects text recognition accuracy

e Files are only available during your current conversation



Image Analysis (Plus Only)

Steps:

1. Starta GPT-4 chat.

2. Upload an image using the paperclip icon.

3. Ask: "What is shown in this image?" or
"Describe the chart."

Use Cases:

e Interpreting graphs and charts

e Reading handwriting

e Describing photos for accessibility



Voice Conversations (GPT-4 Only)

Available on: Mobile app (i0OS/Android) and web (for some users)

Voice conversations allow you to interact with ChatGPT through natural speech, creating a more intuitive
and accessible way to use the platform. This feature transforms how you can engage with Al, making
complex interactions possible while on-the-go or when typing isn't convenient.

How to Start Voice Voice Settings

Chat

Special Features

e Interrupt and speak over Access via Settings > Voice

1.

Click the microphone
icon in the message

ChatGPT at any time
during its response.

to select your preferred
voice style and language

Input area. e Choose from 5 different options.

2. Speak your prompt voice options with Customize the speaking
Cleal’ly into your device Unique characteristics. rate’ response |ength’ and
microphone. e Adjust voice settings in other parameters to tailor

3. ChatGPT responds with preferences for the the experience to your
a natural voice that optimal experience. preferences.

Sollie’s r.emarkably ¢ Switch seamlessly Configure voice activation
MUMET=LE, between voice and text settings to determine how

4. Continue the in the same and when voice mode
conversation naturally as conversation. activates.
you would with a person. e Use voice for complex

5. End the voice session by queries that would be
clicking the microphone tedious to type.
icon again or switching
to text.

Best Practices Limitations

e Speak clearly and at a moderate pace for e \/oice quality may vary depending on your
optimal recognition. internet connection.

e Use voice mode in quiet environments e Some accents and specialized terminology
when possible. might require clarification.

e Frame complex questions in logical e Background noise can impact recognition
segments rather than long unstructured accuracy.
prompts. e \oice features may consume more battery

e Try different voices to find which works on mobile devices.

best for different types of content.

Voice conversations represent a significant evolution in how we interact with Al assistants, making the
technology more accessible and integrated into our natural communication patterns. The feature
continues to improve with regular updates to voice quality, recognition accuracy, and responsiveness.



Custom Instructions

Available to all users. GPT-4 users can save preferences via Memory.

Setup Steps:

1. Go to Settings > Custom Instructions.

2. Fill in the two main sections:
o What should ChatGPT know about you?
o How should it respond?

3. Review and save your instructions.

4. Test with a few prompts to ensure desired
behavior.

5. Refine as needed based on response quality.

Custom Instructions apply to all new
conversations unless specifically overridden. You
can update them at any time to refine how
ChatGPT responds to your queries.

Benefits of Custom Instructions:

@ Save Time

Eliminate the need to repeat preferences in
every conversation.

£33 Consistent Experience

Maintain a uniform interaction style across
all your conversations.

Best Practices:

Example Instructions:

"I'm a small business owner focused on
western apparel. Please use friendly, concise
language and include relevant western
references when appropriate."

"I'm a college student studying computer
science. Explain technical concepts clearly
with code examples when relevant. | prefer
Python."

"I'm a non-native English speaker. Please use
simple language and explain idioms or
complex phrases."

Custom instructions help ChatGPT maintain

consistency across conversations and tailor

responses to your specific needs.

9,

Improved Relevance

Receive responses that are better aligned
with your specific context and needs.

Privacy Control

Share only the personal context that's
relevant for better responses.

For maximum effectiveness with Custom Instructions, consider these recommendations:

* Be specific: The more precise your instructions, the better ChatGPT can tailor its responses.

e Include your role/background: Mentioning your profession, interests, or expertise helps

contextualize responses.

» Specify formatting preferences: If you prefer bullet points, code blocks, or detailed explanations,

say so.

* Mention language level: Indicate if you prefer technical, simple, or specialized vocabulary.

e Update regularly: Refine your instructions as you learn what works best for your needs.

Custom Instructions remain private and are used exclusively to improve your individual experience with

ChatGPT. They represent one of the most powerful ways to personalize Al interactions to suit your

specific workflow and communication style.



Settings Panel and Preferences

The Settings panel in ChatGPT provides numerous customization options to enhance your experience.

These settings allow you to personalize the interface, manage your data, and configure how ChatGPT

interacts with you.

Access via: Bottom-left profile icon > Settings

o

Theme

Choose between Light
and Dark mode for the
interface. The Light theme
offers better readability in
bright environments,
while Dark mode reduces
eye strain during
nighttime usage and
conserves battery on
OLED screens. Your
theme preference is
saved across devices
when logged in.

Data Controls

Clear history, export data, delete account.
The history clearing option removes past
conversations from your account. Data
export provides a downloadable file with
your conversation history for record-
keeping. Account deletion permanently
removes all your data from OpenAl's
systems. ChatGPT also offers controls for
managing how your data contributes to

model training.

ot

Custom Instructions

Set your preferences for
how ChatGPT should
respond. You can specify
your background,
expertise level, preferred
response format, and
communication style.
Custom instructions help
ChatGPT provide more
relevant answers tailored
to your specific needs
without having to repeat
your preferences in every
conversation.

8

Beta Features (GPT-
4 only)

Enable tools like
browsing, code
interpreter, DALL-E, and
plugins. The browsing
capability allows ChatGPT
to search the internet for
up-to-date information.
Code interpreter lets you
work with data files and
execute code. DALL-E
integration enables image
generation based on text
prompts. These features
are regularly updated as
new capabilities are
developed.

0 Voice settings

scenarios.

Select voice, language, and other audio
preferences. ChatGPT offers multiple voice
options with different tones and accents.
You can adjust the speaking rate and
volume to suit your preferences. These
settings apply to voice conversations where
ChatGPT responds audibly instead of with
text. Voice mode is particularly useful for
accessibility and hands-free usage

Settings are automatically saved as soon as you change them and will persist across sessions. Some

settings may vary depending on your subscription tier (Free vs. Plus) and the specific model you're

using. For organizational accounts, certain settings may be controlled by your administrator.

To get the most out of ChatGPT, it's worth exploring these settings thoroughly and adjusting them to

match your workflow and preferences. Regular updates may introduce new settings options, so

checking this panel occasionally can help you discover new features.



Using Sora (GPT-4 Workspace)

Sora is a new workspace available to GPT-4 users that allows for file-rich interactions and extended

context. This specialized environment is designed for complex tasks that require analyzing multiple

documents, creating visual outputs, and maintaining longer conversations with greater context retention.

Unlike standard ChatGPT interfaces, Sora provides a comprehensive workspace experience similar to

professional document management systems but enhanced with Al capabilities.

Key Features:

Long-form file interaction with support for
multiple document formats (PDF, DOCX,
XLSX, CSV, etc.)

Visual output previews for immediate
feedback on generated content

Extended context window allowing for
analysis of lengthy documents

Persistent memory within sessions for
complex, multi-stage projects

Rich tool panel with:

o Summarization tools for condensing
lengthy documents

o Code generation and execution
environment

o Advanced data analysis and visualization
capabilities
o Image generation for creating visual

assets

o Document comparison and annotation
tools

o Draft collaboration features for team
projects
Customizable workspace layouts to match

your workflow

Export options for sharing results in multiple
formats

How to Access:

1.

Switch to Sora using the GPT-4 dropdown
menu or sidebar option.

Upload documents or start from a detailed
prompt outlining your project.

Use toolbar commands to interact with files
and activate specialized tools.

Organize your workspace by grouping related
documents together.

Save sessions to continue work across
multiple sittings.

Practical Applications:

Research synthesis across multiple academic
papers

Legal document analysis and contract
comparison

Financial data modeling with interactive
visualizations

Content creation workflows from outline to
final draft

Technical documentation development with
code samples

Educational materials preparation with visual
aids

Sora represents OpenAl's vision for Al-assisted professional workspaces, combining document
intelligence with generative capabilities. While currently available only to GPT-4 subscribers, the feature

set continues to expand based on user feedback and technological advancements.



Best Practices

Be specific and direct

\Z
X Clear instructions yield better results

Break down complex tasks

Use step-by-step approaches

Experiment with prompts

gy

Try different styles and formats

Use memory features

For consistent interactions

When working with ChatGPT, think of it like training a new deputy - the clearer your instructions, the
better the results. Experiment with different approaches to find what works best for your specific needs.
Using custom instructions and memory features helps maintain consistency across conversations,
especially for recurring tasks.

Being Specific and Direct

Avoid ambiguity in your prompts. Instead of asking "Tell me about cars," try "Explain the main differences
between electric and combustion engine vehicles, focusing on environmental impact and long-term
ownership costs." The more context and specificity you provide, the more tailored and useful ChatGPT's
responses will be.

Breaking Down Complex Tasks

When working on complicated projects, divide your requests into manageable segments. For instance, if
creating a comprehensive marketing plan, first ask for market analysis, then target audience definition,
followed by channel strategy, and finally implementation timeline. This sequential approach produces
more thorough and organized results than requesting everything at once.

Experimenting with Prompts

Don't hesitate to try different prompting techniques. You might request information in various formats
(lists, tables, narratives), specify different tones (formal, conversational, technical), or ask ChatGPT to
approach a problem from multiple perspectives. Keep track of which prompting styles generate the most
useful responses for your particular needs.

Leveraging Memory Features

For ongoing projects or recurring themes, take advantage of ChatGPT's ability to remember previous
parts of your conversation. You can reference earlier exchanges directly ("As we discussed earlier about
project timelines...") or use custom instructions to establish persistent preferences. This reduces
repetition and creates more coherent, progressive discussions.

Additional Strategies for Success

Provide examples when possible to illustrate your expectations. Use the "temperature" setting to control
creativity versus precision in responses. Request that ChatGPT explain its reasoning for critical decisions
or recommendations. Finally, don't hesitate to refine outputs by asking for revisions with specific
feedback.

Remember that effective prompting is a skill that improves with practice. What works for one type of task
may not be optimal for another, so maintain a flexible approach and continue refining your prompting
techniques based on results.



Troubleshooting & FAQs

Common Issues:

Problem Solution

Slow loading Check your connection or try GPT-3.5. Close
unused browser tabs and clear cache for better
performance.

Can't upload files Switch to GPT-4 and confirm tool access.
Ensure file format is supported (PDF, docx, txt,
etc.).

Voice not working Check browser permissions. Ensure

microphone access is enabled and try using
Chrome or Edge browsers.

Response cuts off Ask ChatGPT to continue where it left off.
Consider breaking your request into smaller
segments.

No image generation Verify you're using GPT-4 with DALL-E access
and that your prompt follows content policy
guidelines.

Account login issues Try password reset, clear cookies, or use
incognito mode. Check if service is
experiencing outages.

Frequently Asked Questions:

Why does ChatGPT sometimes provide incorrect information?

ChatGPT generates responses based on its training data and doesn't have the ability to search the
internet or access updated information beyond its training cutoff. It can occasionally produce
"hallucinations" or confident-sounding but incorrect answers.

How can | save my conversations?
ChatGPT automatically saves your conversation history in the sidebar. You can also export conversations
as PDFs by clicking the three dots menu at the top right of any chat and selecting "Export".

What's the difference between GPT-3.5 and GPT-4?

GPT-4 offers improved reasoning, broader general knowledge, better creativity, and access to additional
tools like image analysis. GPT-3.5 is faster and available to all users, while GPT-4 requires a Plus
subscription.

Is my data private when using ChatGPT?
OpenAl retains conversations to improve their models, though you can disable this in settings. Enterprise
users have additional privacy protections. Review the privacy policy for complete details.

Support Resources:
e Help Center: https://help.openai.com

 Community Forums: https://community.openai.com

« Status Page: https://status.openai.com (check for current outages)

o Email Support: Available to Plus subscribers through the help center


https://status.openai.com/

Summary Cheat Sheet

Free Users

Access to GPT-3.5 with basic prompting capabilities.
No file uploads, image generation, or voice features.
Daily usage limits apply. Great for everyday queries,

writing assistance, and learning.

Plus Users

Full access to GPT-4 Turbo with enhanced reasoning.
Includes document uploads, voice conversations,
image analysis and generation with DALL-E, and Sora
video creation. Priority during high traffic periods and
extended context window.

Key Tools

Use Paperclip icon to upload and analyze documents.
Click Microphone for voice conversations. Access
Settings to customize your experience, manage
history, and set preferences.

Prompt Strategies

Be specific and clear with instructions. Use Custom
Instructions for consistent interactions. Break complex
tasks into steps. Request specific formats when
needed (tables, lists, code).

Troubleshooting

If responses cut off, ask to continue. For incorrect
information, verify with reliable sources. Clear cache or
use incognito mode for login issues. Check
status.openai.com for outages.

Best Practices

Review Al outputs before implementing. Maintain
appropriate context length. Use the "Regenerate”
button for alternative responses. Save important
conversations using the export feature.

Remember that ChatGPT is a tool designed to assist, not
replace human judgment. For sensitive or critical decisions,
always verify information with authoritative sources.

End of Manual

Your full training manual for ChatGPT (2025 Edition) is now
complete and saved in the document titled "ChatGPT
Training Manual." You can view, edit, or expand it anytime.
For the latest features and updates, visit the OpenAl Help
Center or Community Forums. Happy prompting!



http://status.openai.com/

10 Beginner-Friendly Exercises for
Learning ChatGPT

This comprehensive guide provides ten practical exercises designed to help beginners learn how to
effectively use the free version of ChatGPT (GPT-3.5). From understanding the basic interface to
creating mini-projects, these exercises focus on essential skills including layout navigation, effective
prompting, using copy-paste as an upload alternative, and organizing your chat history.



Explore the Interface Layout

Understanding ChatGPT's interface is the foundation for effective use. When you first visit

chat.openai.com, take a moment to familiarize yourself with the key elements of the layout before diving

into conversations.

The main chat interface is designed to be intuitive, but knowing where everything is located will help you
navigate more efficiently. Think of it as learning the dashboard of a nhew car—you need to know where

the controls are before you can drive smoothly.

i

Message Input Area

Located at the bottom of the screen, this is
where you'll type your prompts and
questions. The text box expands as you
type and includes a send button on the right
side.

Chat History

The left sidebar displays your previous
conversations, allowing you to quickly
return to past chats and continue where you
left off.

_I_

New Chat Button

Found at the top of the left sidebar, this
button allows you to start a fresh
conversation without the context of
previous interactions.

Settings Menu

Located at the bottom left of the screen,
this is where you can adjust preferences,
Mmanage your account, and access help
resources.

Take a few minutes to click around and get comfortable with these different areas. Being familiar with the
interface will make your subsequent exercises more productive and enjoyable. Remember that the free
version has a clean, straightforward design that makes it accessible even for first-time users.



Write a Basic Prompt

The heart of using ChatGPT effectively lies in learning how to write clear prompts and build on
conversations. This exercise introduces you to the fundamental interaction pattern that makes ChatGPT
so useful for continuous dialogue.

To begin, locate the message input area at the bottom of your screen and type this simple question:
"What are the benefits of drinking water?" After pressing enter or clicking the send button, you'll see
ChatGPT generate a comprehensive response about hydration benefits, likely covering aspects such as
improved cognitive function, physical performance, digestive health, and more.

Take a moment to read through the response and notice the level of detail and structure. Now comes the
important part—Ilearning to build on this conversation with a follow-up question. In the same chat thread,
type: "Can you explain it to a 5th grader?"

This follow-up demonstrates one of ChatGPT's most powerful features: the ability to adapt its response
style based on your feedback. Notice how the second response simplifies the language, uses more
straightforward examples, and possibly incorporates more engaging elements appropriate for younger
audiences.

The skill you're developing here is conversation management—understanding that ChatGPT maintains
context within a chat thread and can build upon previous exchanges. This allows you to refine, redirect,
or expand on topics without having to repeat information, much like a natural human conversation.

Try adding another follow-up question to further explore this topic or ask for specific aspects that
interest you most. Each interaction helps you become more comfortable with this conversational
approach to information gathering.



Practice Prompt Variations

Small changes in how you phrase your prompts can dramatically affect the responses you receive from

ChatGPT. This exercise demonstrates how varying your question style can yield different types of

content, even when asking about the same topic.

Standard Explanation

Start by typing: "Explain how
photosynthesis works."

This straightforward request
typically produces a
comprehensive, somewhat
technical explanation suitable
for a general audience. You'll
likely receive information about
chlorophyll, light absorption,
carbon dioxide conversion,
and oxygen production in
standard educational
language.

Age-Appropriate
Version

Next, in a new chat, type: "Can
you explain photosynthesis
like I'm 10?"

This prompt signals ChatGPT
to adjust both language
complexity and examples to
suit a younger audience.
Watch for simpler vocabulary,
more relatable analogies, and
possibly a more enthusiastic
tone with fewer technical
details.

Procedural Format

Finally, in another new chat,
try: "Give me a simple step-
by-step of photosynthesis."

This request specifically asks
for a sequential breakdown,
which typically results in a
numbered or bulleted list that
emphasizes process and order
rather than explanations or
context.

After receiving all three responses, compare them side by side. Notice differences in:

e Length and detail level of each response

e Vocabulary complexity and use of technical terms

e Structure (narrative paragraphs vs. sequential steps)

e Use of analogies or examples

e OQverall tone and approach to the explanation

This exercise helps you develop precision in your prompting. When you need information for different

purposes or audiences, knowing how to frame your request can save you time and get you closer to

your desired result on the first try. Consider how you might apply these variations to other topics relevant

to your interests or studies.

Remember that effective prompting is a skill that improves with practice. As you become more familiar

with how ChatGPT responds to different phrasings, you'll naturally begin crafting more effective prompts

for your specific needs.



Summarize a Text

While the free version of ChatGPT doesn't support file uploads, you can still work with external content

by using the copy-paste method. This exercise demonstrates how to leverage ChatGPT's summarization
capabilities with text you provide.

To begin, find a short article, blog post, or paragraph from any source that interests you. The ideal length
for this exercise is about 300-500 words—Ilong enough to contain meaningful content but not so long
that it exceeds ChatGPT's input limitations. News articles, Wikipedia entries, or educational blog posts
work well for this purpose.

Once you've selected your text, follow these steps:

—

Highlight the text in its original source (website, document, etc.)
Copy it using Ctrl+C (Windows/Linux) or Cmd+C (Mac)

Click in the ChatGPT message input area

Paste the text using Ctrl+V or Cmd+V

Add the instruction: "Summarize this in 3 sentences." either before or after the pasted text

o gk~ W D

Send your message

ChatGPT will analyze the content you've provided and distill it into a concise three-sentence summary.
This exercise demonstrates an important workaround for the file upload limitation in the free version
while teaching you about ChatGPT's content processing capabilities.

For additional practice, try varying your summarization instructions with the same text:

e "Summarize this for a high school student."
o "Extract the three main points from this text."

e "Create a bullet-point summary of this information."

This technique is particularly valuable for students and researchers who need to quickly understand key
points from articles, or for professionals who need to condense information for presentations or reports.
It's an excellent example of how ChatGPT can help process and transform existing content rather than
just generating new information.



Create a To-Do List from a Scenario

ChatGPT excels at taking ambiguous scenarios and helping you organize them into structured action
plans. This exercise will show you how to use the Al to generate practical planning documents from
basic situational descriptions.

To begin this exercise, start a new chat and enter the following prompt: "I'm planning a community
fundraiser at the library. Can you make a to-do list for me?"

This prompt is intentionally open-ended—it provides a general scenario (a library fundraiser) but leaves
the details unspecified. Notice how ChatGPT responds by creating a comprehensive to-do list that might
include elements like:

1 Pre-Planning Phase 2 Logistics and Resources
ChatGPT will likely suggest steps related to The response might include items about
goal-setting, committee formation, and securing the venue, determining budget,
establishing a timeline—all essential first gathering supplies, and coordinating with
steps for any event planning. library staff to ensure space availability.

3 Marketing and Promotion 4 EventExecution and Follow-up
You'll probably see suggestions for creating The Al typically includes day-of tasks and
promotional materials, social media post-event activities like sending thank-you
announcements, and community outreach notes and evaluating success—details that
strategies to maximize attendance. might be overlooked in initial planning.

After receiving the initial list, practice refining it with follow-up prompts like:

e "Can you add more details about volunteer coordination?"
e "What should | consider for fundraising activities specifically for children?"

e "Can you organize this list by timeline (2 months before, 1 month before, etc.)?"

This exercise demonstrates how ChatGPT can help transform vague ideas into concrete plans. It's
particularly useful for students organizing events, professionals managing projects, or anyone who
needs to break down complex activities into manageable steps. The ability to follow up with specification
requests shows how you can iteratively improve outputs through conversation.



Explore Tone Adjustments

ChatGPT's ability to adjust the tone and style of writing makes it an excellent tool for drafting
communications for different contexts and audiences. This exercise helps you practice guiding the Al to
produce variations of the same content with different stylistic approaches.

Begin by starting a new chat thread and typing:
"Write a thank-you email to a teacher." When
ChatGPT responds, you'll likely receive a polite,
somewhat formal email expressing gratitude to
an educator. Take note of the language choices,
level of formality, sentence structure, and overall
tone.

After reviewing the initial email, follow up with:
"Now rewrite it to sound more casual." Watch
how ChatGPT transforms the same core
message into a more relaxed, conversational
version while maintaining the essence of
gratitude and respect.

Compare the two versions and notice the specific changes ChatGPT made to shift the tone, such as:

e Formal greetings ("Dear Professor Smith") versus casual openings ("Hi Ms. Smith!")
e Complex sentence structures versus shorter, more direct sentences

e Formal vocabulary versus colloquial expressions and contractions

e Structured formatting versus a more conversational flow

e Formal closings versus friendly sign-offs
To extend this exercise, try requesting additional tone adjustments:

e "Rewrite it to sound more enthusiastic."
 "Now make it more professional for a college professor | don't know well."

e "Adapt it for a teacher who has a good sense of humor."
This practice is particularly valuable for:

e Students learning to adapt their writing style for different academic contexts
e Professionals who communicate with diverse audiences

e Anyone looking to improve their written communication skills

Understanding how to guide ChatGPT to adjust tone gives you a powerful tool for crafting appropriate
communications for any situation. It also helps develop your own awareness of how language choices
affect perception and reception of your message.



Test Step-by-Step Instruction Prompts

One of ChatGPT's most practical applications is generating clear, sequential instructions for completing
tasks. This exercise will help you learn how to prompt for procedural content that's easy to follow and
implement.

Begin by starting a new chat and entering this prompt: "Give me step-by-step instructions for creating
a Gmail account." When ChatGPT responds, pay attention to how it structures the information, breaking
down what could be a complicated process into clear, manageable steps.

As you review the response, notice these key characteristics of effective instructional content:

e Sequential Organization: Instructions should be presented in a logical order, with each step building
on the previous one

 Numbering/Bulleting: Visual organization that makes it easy to follow along and track progress
e Clarity: Each step should be specific and unambiguous about what action to take
e Completeness: The instructions should cover the entire process from start to finish

e Handling Potential Issues: Good instructions often include troubleshooting tips or alternative paths if
something doesn't work as expected

To practice refining instructional prompts, try these follow-up requests:

e "Can you add screenshots | should expect to see at each step?" (Note that ChatGPT can't generate
actual screenshots but can describe what you should expect to see)

e "What are common problems people encounter during this process?"

e "Can you simplify these instructions for someone who isn't tech-savvy?"

This exercise demonstrates how to use ChatGPT as a teaching tool that adapts to different learning
needs. The ability to generate clear instructions is valuable for creating tutorials, documentation, or
personal reference guides for processes you perform infrequently.

Try applying this same approach to other processes relevant to your interests or needs, such as:

e Academic tasks: "Steps to write a research paper introduction"
e Technical processes: "How to reset your router"

e Creative activities: "Steps to draw a portrait for beginners"

Learning to prompt for clear instructional content allows you to turn ChatGPT into a personal guide for
virtually any process or procedure you need to learn.



Use Chat Memory (Thread Awareness)

One of ChatGPT's most powerful features is its ability to maintain context throughout a conversation
thread. This "memory" allows for natural conversational flow and building upon previous interactions

without repeating information—a key difference from traditional search engines.

Start with a Broad
Request

Begin a new chat and type:
"Give me 3 ideas for akid's
science project." ChatGPT will
likely respond with three distinct
project concepts, each with a
brief description. These might
include experiments with plant
growth, simple electrical circuits,
or water properties.

Reference Without
Specifying

Without mentioning which
specific idea you're referring to,
follow up with: "Can you turn
one into a classroom
handout?" Notice how ChatGPT
will either select one of the
previously mentioned projects
or ask you which one you'd
prefer to develop further.

Observe the Contextual
Response

ChatGPT will create a classroom
handout based on the context of
your previous exchange,
maintaining knowledge of the
specific science projects it
suggested earlier. The handout
will likely include a title,
materials list, procedure steps,
and learning objectives—all
specifically tailored to the
chosen project.

This exercise demonstrates several important aspects of ChatGPT's conversational capabilities:

¢ Context Retention: ChatGPT remembers what was discussed earlier in the same thread

* Inferential Understanding: It can understand references to previous content without explicit pointers

e Content Development: It can elaborate on previously introduced ideas with new formats or

perspectives

e Format Transformation: It can convert conversational information into structured documents

To further explore thread awareness, try these additional follow-ups:

* "Add a section on safety precautions."

e "Can you suggest some discussion questions to go with this?"

e "How would this project be different for high school students?"

Understanding how to leverage ChatGPT's memory within a conversation allows you to build complex,

layered outputs through iterative prompting. This is particularly useful for developing ideas, refining
content, or exploring different aspects of a topic without having to restart the conversation or repeat

information.

Remember that this memory only persists within the same chat thread—if you start a new chat, you'll
need to reestablish the context. This exercise helps you practice building upon previous exchanges to

create more sophisticated and developed content.




Rename and Review Chats

Organizing your ChatGPT conversations is essential for efficient reference and continued learning. This
exercise teaches you how to manage your chat history using the built-in organizational features of the
free version.

As you use ChatGPT more frequently, you'll accumulate numerous conversations on various topics. By
default, these are titled with the first few words of your initial prompt, which isn't always descriptive of
the full conversation. Learning to rename these chats allows you to create a personalized knowledge

library that's easy to navigate.

1 Create a Meaningful Conversation 9 Locate the Chatin the Sidebar

If you haven't already, complete the "Write Look at the left side of your screen where
a Basic Prompt" exercise about water you should see a list of your recent
benefits, or create any other conversation conversations. Find the one you just

with substantial content. created (it will likely be at the top).

3 Rename the Chat 4 Practice Reviewing Past Chats
Hover your mouse over the chat title in the Click on different conversations in your
sidebar. You should see a pencil icon sidebar to practice jumping between chats.
appear. Click this icon, and you'll be able to Notice how ChatGPT maintains the full
edit the title. Type a descriptive name like conversation history for each separate
"Water Benefits Project" and press Enter to thread.
save.

Effective chat management offers several benefits:

e [Easy Reference: You can quickly find and return to valuable information
e Organization by Project: Group related conversations under similar naming conventions
e Progress Tracking: See how your understanding and use of ChatGPT evolves over time

e Content Reuse: Return to previous conversations to build upon ideas or reference information

Important Note: For this feature to work, chat history must be enabled in your settings. To verify this,
click on your name or the three dots at the bottom left of the screen, select "Settings," and ensure that
chat history is turned on. Be aware that if you're using ChatGPT in incognito/private browsing mode or
have disabled cookies, your chat history may not be saved between sessions.

Developing good organization habits early in your ChatGPT journey will save you significant time and
frustration as your collection of conversations grows. Think of it as creating your own personalized
knowledge database that becomes more valuable over time.



Create a Mini Project

This final exercise brings together everything you've learned to create a complete, useful document
through a series of targeted prompts. It demonstrates how to build a complex output by guiding ChatGPT
through multiple, sequential requests.

Start with a Core Request

® Begin a new chat and type: "Help me create a one-page handout about internet safety
for seniors." This establishes the project scope and audience.
Request Specific Elements

H After receiving the initial response, ask for: "A catchy title" to grab the reader's attention
and clearly communicate the document's purpose.
Build Out Content Sections

o Follow up with: "Three tips" that provide practical, actionable advice specifically relevant
to senior internet users.
Add Finishing Touches
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99 Request: "A closing sentence" that reinforces the main message and encourages

implementation of the safety tips.
Consider Visual Elements

o) Ask for: "Suggestions for adding visuals" to enhance understanding and engagement

with the content.

Throughout this exercise, you're essentially directing ChatGPT like a collaborative partner, building a
document piece by piece. Notice how each request builds upon previous ones, and how ChatGPT
maintains awareness of the overall project goals while addressing specific aspects.

After completing all the steps, you should have a comprehensive handout outline that includes:

e An engaging, relevant title that speaks to the senior audience
e Three practical internet safety tips specifically tailored for older adults
e A motivating conclusion that encourages implementation

e Suggestions for appropriate visuals that would complement the content
This mini-project approach can be applied to creating various types of content:

e Educational materials (lesson plans, study guides)
e Professional documents (meeting agendas, project proposals)

e Personal projects (travel itineraries, event planning guides)

The key skill you're developing is the ability to direct a complex creative process through conversational
prompts—breaking down a larger goal into manageable requests that build toward a cohesive final
product. This approach allows you to maintain control over the direction while leveraging ChatGPT's
ability to generate detailed, organized content.



