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Preface

Al assistants have arrived in everyday life remarkably quickly. They sit in our browsers, phones, email
programs, and office apps. They can draft a polite reply to a difficult customer, explain a confusing
letter from the bank, turn a messy meeting transcript into a clear list of action items, help a student

understand photosynthesis, or suggest a week of dinners that use up what is already in the fridge.

And yet many people try an Al assistant a few times, get a bland or slightly wrong answer, and quietly
decide it is not for them. Others use it every day but feel they are only scratching the surface. In most
cases the difference between a disappointing answer and a genuinely useful one is not the tool — it is
the way we ask. That skill has a slightly grand name, prompt engineering, but at heart it is simply
the art of giving clear instructions and good context, the same way you would brief a capable new

colleague.

This book teaches that skill from the very beginning. You do not need any technical background, and
there is no programming anywhere in these pages. We explain in plain English how AI assistants
work, why they sometimes make things up, and how to write prompts that get better results on the
first try. Then we practice those techniques on the tasks people actually care about: writing,
summarizing, learning, planning, research, numbers, and creative work — always with an eye on

accuracy, privacy, and responsible use.

Who This Book Is For

» Office workers and professionals who want to save time on email, documents, meetings, and
planning.
+ Small-business owners and freelancers who wear many hats and want a capable helper for

marketing, customer service, and admin.

« Students and teachers who want to learn and teach more effectively — while respecting

academic integrity.

« Job seekers, parents, and curious people who want to use AI confidently and safely in

everyday life.

What You Will Learn

« What AI assistants can and cannot do, and how they work — explained without jargon.

« A simple, memorable framework for writing good prompts, and the core skills behind it: clarity,

context, examples, format, tone, and iteration.

» How to get the Al to think through problems, break big tasks into steps, and brainstorm ideas that

are not bland.

» How to spot mistakes and "hallucinations", and the habits that keep you from being misled.



 Practical recipes for emails, summaries, studying, spreadsheets, planning, research, and working
with files, images, and voice.
« How to protect your privacy, use Al fairly and ethically, and build a personal library of reusable

prompt templates.

» Two complete projects that put everything together, plus 100 ready-to-use prompt templates.

How This Book Is Organized

Part I — Getting Started with AI Assistants (Chapters 1—4) explains what these tools are, how
they work, how to get set up, and what makes a good prompt. Part II — Core Prompting Skills
(Chapters 5—10) covers the six skills you will use every day. Part III — Thinking with AI (Chapters
11—14) shows how to reason, plan, brainstorm, and check answers with Al. Part IV — Everyday
Uses (Chapters 15—21) applies the skills to common tasks. Part V — Using AI Responsibly and
Well (Chapters 22—25) covers privacy, ethics, prompt libraries, and troubleshooting. Part VI —
Putting It All Together (Chapters 26—28) walks through complete projects and your next steps.
The appendices include a cheat sheet, 100 ready-to-use templates, checklists, and a glossary.

Every chapter ends with a Try It Yourself section of short exercises and a Key Takeaways box for

quick review.

Meet Copperleaf Studio

Throughout the book we follow Copperleaf Studio, a fictional small design-and-print shop in the
fictional town of Brookhaven. Its founder, Maya Torres, runs the business with a small team: Sam
handles customer service and orders, Priya designs, Leo keeps the books part-time, and Hana, a
university student, helps with marketing. Together they use Al assistants to answer customers, plan
promotions, understand contracts, analyze sales, and train new staff. Alongside Copperleaf, every
chapter includes personal examples — studying, travel, budgeting, job hunting, and more — so that

you can see how each technique fits your own life.

Which Al Assistant Should You Use?

Any mainstream assistant will do. The techniques in this book work in ChatGPT, Claude, Gemini,
Microsoft Copilot, and similar tools, because they are about how you communicate, not about one
product's buttons. Features, limits, and plans vary between products and change often, so when we
mention a feature such as file uploads or saved preferences, check your assistant's help pages for the
details.



How to Read the Examples

Prompt

Prompts you can type or adapt appear in blue boxes like this one.
Fill-in blanks are shown in [square brackets].

Example response (illustrative)

Example answers appear in dashed boxes like this one. We wrote them to show the typical
shape of a good answer. Real assistants will word things differently every time.

Conventions Used in This Book
TIP

A recommended practice or a shortcut that makes your work easier.

NOTE

Background information or a useful aside.

WARNING

A common mistake, a privacy or safety risk, or a situation where AI answers need extra care.
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PART 1

Getting Started with Al
Assistants

What AI assistants are, what they are good and bad at, how they work in
plain English, how to get set up safely, and what makes a prompt good.

1 - What Al Assistants Can (and Can't) Do
2 - How Al Assistants Work
3 - Your First Conversations

4 - The Anatomy of a Good Prompt



CHAPTER 1 - PART | — GETTING STARTED WITH Al ASSISTANTS

What Al Assistants Can (and Can't) Do

Al chat assistants can draft, explain, summarize, and brainstorm in seconds — but
they can also be confidently wrong. In this chapter you will learn what these tools are
genuinely good at, where they stumble, and the simple mindset that makes them useful

instead of frustrating.

Welcome to the Conversation

If you have ever typed a question into an AI chat assistant and received an answer that was
surprisingly helpful, you already know why so many people are curious about these tools. If you have
also received an answer that was bland, off-target, or simply wrong, you know why this book exists.
The difference between those two experiences is rarely luck. Most of the time, it comes down to how

the request was asked.

That is what prompt engineering means in this book. The phrase sounds technical, but the idea is
friendly and familiar: a prompt is simply the message you type to an Al assistant, and prompt
engineering is the everyday skill of writing those messages so you get useful, reliable results. You do
not need to know anything about programming. You do not need a technical background or a special

vocabulary. If you can write a clear email to a colleague, you can learn to write a clear prompt.

We wrote this book for complete beginners: office workers, students, teachers, small-business owners,
freelancers, job seekers, parents, retirees, and anyone who has heard about AT assistants and wants to
use them well. Every technique works in any mainstream assistant, whether you use ChatGPT, Claude,
Gemini, Microsoft Copilot, or something similar. We will not teach one product's menus, because
menus change. Instead, we will teach the part that lasts: how to communicate clearly with a very

capable, very fast, and sometimes unreliable helper.

Before we learn how to ask, it helps to understand what we are asking. This first chapter answers three
basic questions. What exactly is an AI assistant? What is it genuinely good at? And where does it fall

short? Once you have a realistic picture, everything else in the book will make more sense.

What Is an Al Assistant, Really?

An Al chat assistant is a computer program you talk to in ordinary language. You type (or sometimes
speak) a request, and it replies in ordinary language too. You might ask it to explain a confusing letter
from your bank, suggest names for a new product, turn your messy notes into a tidy list, or help you
plan a week of dinners. It answers in seconds, and you can reply to its answer, ask follow-up questions,

and refine the result, much like chatting with a person.
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Under the hood, these assistants are built on what experts call large language models. We will
explain how they work in plain English in Chapter 2, but here is the short version: the assistant has
learned patterns from an enormous amount of written text, and it uses those patterns to produce a
likely, sensible-sounding response to whatever you write. It is very good at producing language. That is

both its superpower and the source of its biggest weakness, as we will see.

It helps to be clear about what an AI assistant is not. It is not a search engine, although some
assistants can search the web as one of their features. It is not a database of verified facts. It is not a
person, even though it writes like one and may be polite, funny, or encouraging. And it is not an expert
who takes responsibility for its advice. It is a tool — a remarkable one — and like any tool, it works best

when you understand its strengths and limits.

NOTE

Features, limits, and plans vary by product and change often. Some assistants can search the
web, read uploaded files, look at images, or remember your preferences; others cannot, or offer
these only on certain plans. When we mention a feature in this book, we describe it generally.

Check your own assistant's help pages for the details that apply to you.

Meet Copperleaf Studio

Throughout this book we will follow a small, fictional business so you can see prompting in realistic,
everyday situations. Copperleaf Studio is a design-and-print shop in the fictional town of
Brookhaven. It makes business cards, wedding invitations, event posters, custom stickers, small-

batch notebooks, and logos for local customers.

The studio was founded by Maya Torres, who has spent twelve years in print design. She is talented
and busy, and she is curious about whether an Al assistant could give her back a few hours each week.

Her small team includes:

Sam Okafor, who handles customer service and orders, and answers a lot of email.

« Priya Nair, the designer, who is always looking for fresh ideas and clear client briefs.
« Leo Brandt, the part-time bookkeeper, who keeps an eye on the monthly sales spreadsheet.

« Hana Kim, the marketing intern, a university student who also juggles exams.

Copperleaf's customers include local cafés, schools, a farmers' market, couples planning weddings,
and small nonprofits. One regular customer is Green Bean Café, which orders posters and stickers
for its seasonal menus. The studio's sample prices, which we will use consistently, are business cards

from $39 per 250, wedding invitation suites from $4.50 each, and posters from $18.

You do not need to run a business to get value from this book. Alongside Copperleaf, every chapter
includes everyday examples — studying, cooking, travel, budgeting, job hunting, hobbies, and family
life — because the same prompting skills work everywhere. Copperleaf simply gives us a familiar cast

of characters and a set of recurring problems we can return to as your skills grow.
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What Al Assistants Are Good At

Let's start with the good news. Al assistants are genuinely helpful for a wide range of tasks, especially
tasks that involve words and ideas. Here are the main categories, each with a small example from
Copperleaf or everyday life.

Drafting

Staring at a blank page is hard. An assistant can give you a first draft in seconds — an email, a product
description, a cover letter, a toast for a wedding, a note to a teacher. The draft will rarely be perfect,

but it gives you something to react to, and editing is usually much easier than starting from nothing.

Sam, for example, spends a lot of time answering the same kinds of customer questions. Here is a

simple drafting request he might try.

Prompt

Write a short, friendly reply to a customer who asked how long it takes
to print 250 business cards. Our usual turnaround is 3 to 5 business days
after they approve the final proof. Keep it under 80 words.

Example response (illustrative)
Hi there,

Thanks for getting in touch! Once you approve your final proof, we usually
print and pack 250 business cards within 3 to 5 business days. We'll send
you a quick note as soon as they're ready for pickup or shipping.

If you have a deadline in mind, just let us know and we'll do our best to help.

Warm regards,
Sam at Copperleaf Studio

Notice what made this work. Sam told the assistant the task (a reply), the key fact it could not know on
its own (the turnaround time), and a limit on length. The assistant supplied the friendly wording. That
division of labor — you provide the facts and the goal, the assistant provides the words — is one of the
most useful patterns in this book.

Rewriting and Editing

Assistants are excellent at changing the style of text you already have. They can make a message
shorter, warmer, more formal, simpler, or clearer. They can fix grammar and spelling, suggest a better
opening line, or turn a long paragraph into bullet points. This is often where beginners get the
quickest wins, because you remain in control of the content and the assistant only polishes the

wording.
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Prompt
Rewrite this message so it sounds polite but firm. Keep the meaning the same.

"Hey, the rent money still hasn't come through and it's been a week. What's going on?"

Example response (illustrative)

Hi, | wanted to check in about this month's rent. It was due a week ago
and | haven't received it yet. Could you let me know when | can expect it?
Thanks for sorting this out.

Summarizing

If you have a long article, a report, meeting notes, or a lengthy email thread, an assistant can pull out
the main points. Maya, for instance, might paste in a supplier's terms and ask for a plain-English
summary of the parts about delivery times and returns. This saves time, but it comes with an
important caution we will repeat often: a summary can leave things out or misread something, so for

anything important, check the original. We cover summarizing in depth in Chapter 16.

Explaining

Assistants are patient teachers. You can ask them to explain a concept "like I'm new to this," to use an
everyday analogy, or to explain it again in a different way if the first attempt didn't click. You can ask
the same question five times without anyone losing patience with you. Hana uses this for her

university courses.

Prompt

I'm a first-year marketing student. Explain the difference between a
“target audience" and a "target market" in plain English, with one example
from a small local business like a print shop.

Example response (illustrative)

Think of the target market as the big group of people who might buy
from you, and the target audience as the specific people a particular
message is aimed at.

Example: A print shop's target market might be "local small businesses

and people planning events." For a spring poster promotion, the target
audience could be narrower: "café owners who change their menus each season."

13



Brainstorming

When you need ideas — names, themes, gift ideas, blog topics, ways to solve a problem — an assistant
can produce a long list quickly. Not every idea will be good, and some will be predictable. But a list of
twenty rough ideas often contains two or three worth developing, and it can break you out of a creative
rut. Priya might ask for poster themes for Green Bean Café's autumn menu; you might ask for birthday

party themes for a seven-year-old who loves dinosaurs and space.

Prompt

Give me 10 ideas for a small spring promotion at a local print shop.
Our customers are cafés, schools, couples planning weddings, and small
nonprofits. Keep each idea to one sentence.

Organizing and Planning

Assistants are good at taking a jumble of information and putting it in order. They can turn notes into
a checklist, create a simple schedule, sort tasks by priority, or build a packing list. Maya might ask for
a to-do list for preparing a craft fair stall; a parent might ask for a weekly chore chart for three
children of different ages.

Prompt

I'm planning a 4-day family trip with two kids (ages 6 and 10).
Make a simple packing checklist grouped into: clothes, toiletries,
entertainment for the car, and documents. Keep it practical, not exhaustive.

Practicing and Role-Play

A less obvious but powerful use is practice. You can ask an assistant to play the role of a job
interviewer, a difficult customer, or a language partner, and then respond to you. This lets you
rehearse in a low-pressure setting. Sam could practice handling a frustrated customer before a real

call; a job seeker could practice answering "Tell me about yourself."

Prompt

Act as a friendly interviewer for an entry-level office assistant job.
Ask me one interview question at a time, wait for my answer, then give me
brief feedback before asking the next question. Start with the first question.

TIP
A great first habit is to ask the assistant to ask you questions. Adding "Before you start, ask me
any questions you need" to a prompt often leads to a much better result, because the assistant

gathers the details it needs instead of guessing.

14



What Al Assistants Can't Do (or Do Poorly)

Now for the honest part. Al assistants have real limitations, and knowing them is what separates a
confident user from a disappointed one. None of these limitations mean you should avoid the tools.

They mean you should use them with open eyes.

They Can Make Things Up

This is the most important limitation to understand. An assistant can state something false in a calm,
confident, well-written way. It might invent a statistic, misquote a person, describe a law incorrectly,
cite a book that does not exist, or get a date wrong. The common name for this is a hallucination. It
happens because the assistant is designed to produce plausible-sounding language, and plausible is

not the same as true. We explain why this happens in Chapter 2 and how to catch it in Chapter 14.

The practical rule is simple: always verify important facts, numbers, quotes, names, dates,
laws, and medical, financial, or legal information with a reliable source or a qualified

professional. If the answer matters, check it.

WARNING
A polished, confident answer is not evidence that the answer is correct. Assistants rarely signal
uncertainty on their own. If you are going to rely on a fact — in an email to a customer, a school

assignment, a health decision, or a money decision — confirm it independently first.

They May Not Know Recent Events

An assistant learns from text collected up to a certain point in time, often called its knowledge
cutoff. After that date, it knows nothing unless the product includes a web search feature or you paste
in the new information yourself. So if you ask about this week's news, a new product, or recent
changes to a rule, the assistant might give outdated information, or it might guess. Some assistants

can search the web to fill the gap; we cover this in Chapter 2.

They Don't Know Your Situation

The assistant does not know Copperleaf's prices, Sam's turnaround times, your child's allergies, your
company's policies, or your budget unless you tell it. When it lacks details, it fills the gaps with generic,
average-sounding assumptions. This is why so many AI answers feel bland: the assistant was forced to

guess. The cure, which runs through this entire book, is to give it the context it needs.

They Can Be Unreliable with Precise Details

Assistants can struggle with exact counting, some arithmetic, precise dates, and long lists where every
item must be correct. Many have improved a great deal, and some include tools that help with
calculations, but it is still wise to double-check any number that matters. If Leo asks an assistant to
total a month of sales, he should confirm the total in his spreadsheet. We look at working with

numbers safely in Chapter 18.
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They Don't Take Responsibility

An assistant cannot be held accountable for its advice. It does not know the full picture, it cannot
examine you, inspect your documents in person, or understand every consequence of a decision. For
health, legal, and financial matters, an assistant can help you understand concepts and prepare good
questions — which is genuinely valuable — but it should not replace a doctor, lawyer, accountant, or
other professional.

Prompt

My doctor's appointment next week is about recurring headaches.
Help me prepare: list the questions | could ask and the details | should
note down beforehand (like timing and triggers). Don't try to diagnose me.

Notice how this prompt uses the assistant responsibly. It asks for help preparing for a professional
conversation, and it explicitly says not to diagnose. You get the benefit of organized thinking without

pretending the assistant is a doctor.

They Aren't a Safe Place for Everything

What you type into an assistant may be stored, reviewed, or used to improve the product, depending
on the service and your settings. That means you should never paste passwords, ID numbers, full card
numbers, confidential client information, or health records unless your organization's approved tool
and policy allow it. We cover privacy settings in Chapter 3 and privacy in depth in Chapter 22. For

now, a good rule is: if you would not want it read by a stranger, think twice before pasting it.

They Don't Have Your Judgment

Finally, an assistant does not share your values, your taste, or your knowledge of the people involved.
It does not know that Green Bean Café's owner dislikes exclamation marks, or that your grandmother
would find a certain joke hurtful. It can suggest, but you decide. The best results come when you treat

the assistant's output as a proposal, not a verdict.

Good Jobs and Careful Jobs at a Glance

Here is a quick way to think about where Al assistants shine and where you need extra care. This is not

a list of forbidden uses; it is a guide to how much checking each type of task needs.

Great first jobs Jobs that need extra care

First drafts of emails and messages Facts, statistics, and quotes
Rewriting for tone or length Recent news and current prices
Brainstorming names and ideas Medical, legal, and money matters
Explaining concepts simply Exact calculations and totals
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Turning notes into lists Anything with private data

Practice and role-play Final decisions about people

Notice a pattern. The left column is mostly about language and structure, where you can easily judge
the result yourself. The right column is mostly about truth and consequences, where a mistake could

cost you money, credibility, or safety. Use the assistant freely on the left and carefully on the right.

The Right Mindset: A Fast, Well-Read Intern

If you remember only one idea from this chapter, make it this one. Think of an AI assistant as a fast,
well-read intern who sometimes makes things up.

Picture a new intern who has read an astonishing number of books, websites, and articles. They write
quickly and fluently. They are eager to help and never get tired. They will happily draft ten versions ot
a paragraph in a minute. But they are new. They don't know your business, your customers, or your
preferences. They sometimes misremember things they read. And when they don't know an answer,

they occasionally fill the gap with a confident guess rather than saying "I'm not sure."

How would you work with an intern like that? You would give them clear instructions. You would
explain the background they need. You would tell them what a good result looks like. You would check
their work before sending it to a customer. And you would give them feedback so the next draft is
better. That is almost exactly what good prompting looks like, and it is the approach we will build on
throughout this book.

This mindset protects you from two common mistakes. The first is over-trusting: treating every
answer as correct because it sounds authoritative. The second is under-using: giving up after one
vague prompt produced a vague answer and deciding the tool is useless. A good manager of an intern

does neither. They get real value by guiding the work and checking it.
Let's see the intern mindset in action. Here is how Maya might first approach a task without it.

Prompt

Write something about our wedding invitations.

An intern given that instruction would have to guess everything: where the text will appear, how long
it should be, what makes Copperleaf's invitations special, and who will read it. The assistant will guess
too, and the result will probably be generic. Now here is the same request, written as if briefing a
capable new colleague.

Prompt

| run Copperleaf Studio, a small design-and-print shop in Brookhaven.
Write a short description of our wedding invitation suites for our website.

Details:
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- Suites start at $4.50 each.

- Each design is customized by our in-house designer.
- Couples get a printed sample before the full order.

- Tone: warm and elegant, not over-the-top.

Length: about 100 words. End with a gentle invitation to book a consultation.

Example response (illustrative)

Your wedding invitation is the first glimpse your guests get of your big day.
At Copperleaf Studio, every suite is customized by our in-house designer to
reflect your style, from classic and understated to modern and playful.
Before we print your full order, we'll send you a printed sample so you can
see and feel the paper, colors, and details for yourself.

Suites start at $4.50 each.

Ready to begin? Book a relaxed consultation with us and let's create
something beautiful together.

The second prompt took perhaps a minute longer to write, but the answer is far closer to something
Maya could actually use. She still needs to read it carefully — for example, to make sure the assistant
didn't add a promise Copperleaf can't keep — but the heavy lifting is done. In Chapter 4, we will turn
this "brief a new colleague" approach into a simple framework you can use every time.

Why Prompting Is a Real Skill

Some people assume that because Al assistants understand ordinary language, there is nothing to
learn. You just ask, and it answers. In a sense that's true: you don't need special commands or secret
phrases. But the quality of what you get depends heavily on the quality of what you give. Two people
using the same assistant on the same day can get very different results simply because one of them
explained the task clearly and the other didn't.

The good news is that the skill is learnable, and most of it is common sense once you see it laid out. It
includes being clear about what you want, giving relevant background, showing examples, asking for a
specific format, reviewing the answer critically, and asking for improvements. These are the same
skills that make someone good at delegating work to people. Learning to prompt well often makes you

a clearer communicator in general.

It is also worth saying what prompt engineering is not. It is not about memorizing magic words or
tricking the assistant. You will see lists online of "secret prompts" that promise amazing results. Some
contain useful ideas, but there is nothing magic about them. What works reliably is clarity, context,

and a willingness to have a short back-and-forth conversation. That is what we will teach.
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Everyday Examples Beyond the Office

Before we move on, let's look at a few personal uses, because many readers will first try an assistant at
home rather than at work. These examples show the same strengths — drafting, explaining,

organizing, brainstorming — applied to daily life.

Cooking. You open the fridge and find half a bag of spinach, three eggs, some cheese, and leftover
rice. An assistant can suggest a few simple dishes you could make with what you have, and adjust

them if you mention you don't own an oven.

Prompt

In my kitchen: spinach, 3 eggs, cheddar cheese, cooked rice, an onion, basic
spices. Suggest 3 simple dinner ideas for two people using mostly these.
| only have a stovetop, no oven. Keep each recipe to 5 short steps.

Budgeting. You can ask for a simple way to organize your monthly spending into categories, or for
questions to ask yourself before a big purchase. The assistant can help you think, but decisions about

money remain yours, and specific financial advice belongs with a qualified professional.

Studying. Hana uses an assistant to quiz her before exams, explain terms she missed in lectures, and
turn her notes into flashcards. She follows her university's rules about Al use and never submits Al-
written work as her own where that is not allowed. Used this way, the assistant helps her learn instead

of doing her learning for her. Chapter 17 covers studying in detail.

Hobbies. Whether you are learning guitar, starting a vegetable garden, or training for a first 5K run,
an assistant can suggest a beginner-friendly plan, explain terms, and answer the "silly" questions you
might feel shy asking a person. For anything involving health and fitness, it's sensible to check with a

professional if you have concerns.

A Few Common Myths

Let's clear up some misunderstandings that often trip up new users.

« "It knows everything." It knows a lot, but it has gaps, a knowledge cutoff, and a tendency to fill
gaps with guesses. Treat it as well-read, not all-knowing.

« "It's just a fancy search engine." A search engine points you to existing pages. An assistant
writes a new response each time. That makes it better at drafting and explaining, but it also means
you can't assume there is a reliable source behind every sentence.

« "If it says it, it must have checked." Unless the product clearly shows it searched the web or
used a specific document, assume it answered from its general training, and verify what matters.

o "It understands me like a person does." It is very good at responding to language, and it can
seem remarkably understanding. But it doesn't have your memories, feelings, or stake in the

outcome. Keep your own judgment switched on.
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» "Using it is cheating." That depends entirely on the context. Using an assistant to draft a
customer email you then review is ordinary good work. Submitting AI-written work for a class that
forbids it is not. Follow the rules of your school or workplace, and be honest about how you use it

where honesty is expected.

How to Use This Book

This book is organized in six parts. Part I, which you are reading now, gives you the foundations: what
assistants are, how they work, how to get set up, and the anatomy of a good prompt. Part II builds
your core skills: being specific, giving context, using examples, controlling format, setting tone, and
refining answers. Part III helps you think with AI: reasoning step by step, breaking big tasks down,
brainstorming, and checking facts. Part IV applies everything to everyday tasks like email, summaries,
studying, numbers, planning, research, and files. Part V covers responsible use: privacy, fairness,

prompt libraries, and common mistakes. Part VI brings it all together in two complete projects.

You can read straight through, which we recommend for the first four chapters, or jump to the chapter
that matches a problem you have right now. Each chapter includes example prompts you can copy and

adapt. When you see words in square brackets, like [your topic], replace them with your own details.

Most importantly, practice as you read. Reading about prompting is useful; trying it is how the skill
sticks. Each chapter ends with a "Try It Yourself" section of short exercises. They take only a few

minutes, and they will teach you more than any explanation can.

NOTE

The example responses in this book are illustrative. We wrote them to show the typical shape of
an answer, not to reproduce the exact output of any particular product. Your assistant's replies
will differ in wording, length, and style — and they may differ even when you ask the same

question twice. That is normal, and Chapter 2 explains why.

Try It Yourself

1. Draft, then improve. Ask your assistant: "Write a message to [a friend or colleague] about
[something you need to tell them]." Then ask the same thing again, but add who they are, why
you're writing, the tone you want, and a length limit. Compare the two results.

2. Explain something twice. Pick a topic you've always found confusing. Ask for a plain-English
explanation, then follow up with "Explain that again using an everyday analogy." Notice which
version helps you more.

3. Catch a guess. Ask a factual question about something you already know well, such as your
hometown, your job, or a hobby. Read the answer carefully and look for anything that is vague,

outdated, or wrong.

20



