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Preface

A large part of office work is language work. We write emails and reply to them. We turn meeting
notes into action items, numbers into explanations, rough ideas into proposals, and long documents
into short summaries. We look up formulas we used once last year and have forgotten since. None of it

is the most valuable part of our jobs, but together it fills a surprising share of the week.

ChatGPT is very good at exactly this kind of work — when you know how to ask. The same tool that
produces a vague, generic answer to a vague, generic request can produce a sharp first draft, a working
spreadsheet formula, or a clear summary when it is given the right context, a clear task, and a sensible
format. The difference is rarely technical skill. It is a handful of habits: explaining what you need,
iterating instead of accepting the first answer, and checking the result before it goes anywhere

important.

This book teaches those habits in the context of real office tasks. It is not about hype, and it does not
promise that Al will do your job. It shows, task by task, where ChatGPT saves effort, where it needs

supervision, and where it should not be used at all — with prompts you can copy tomorrow morning.

Who This Book Is For

» Office professionals in any department — sales, customer service, marketing, HR, finance,

operations, and administration.
« Managers and team leads who want to use Al themselves and help their teams use it well.

» Beginners who have tried ChatGPT a few times and were not impressed, or were impressed but
not sure how to use it for real work.

« Regular users who want to go beyond simple questions to documents, data, custom GPTs, and
team prompt libraries.

No technical background is needed. Chapter 15 introduces spreadsheet macros and scripts gently, for

readers who want to go further.

What You Will Learn

» What ChatGPT is, how it works in plain language, and how to set it up safely at work.

« How to write prompts that get useful results, refine them in conversation, and verify what comes
back.

» How to draft and improve emails, reports, proposals, meeting notes, and presentations.

» How to write and fix Excel and Google Sheets formulas, analyze and clean data, and turn numbers
into a story.

» How to summarize and compare documents, research with sources, and make ChatGPT remember

how you work.



« Practical playbooks for managers, HR, sales, customer service, marketing, finance, and operations.

« How to build custom GPTs, connect ChatGPT to your tools, and use AI responsibly with
confidential information.

How This Book Is Organized

Part I — Getting Started (Chapters 1—5) explains what ChatGPT is, how to set it up, and the
prompting and verification habits everything else builds on. Part II — Writing and
Communication (Chapters 6-10) covers email, business documents, editing, meetings, and
presentations. Part III — Spreadsheets and Data (Chapters 11—15) covers formulas, data analysis,
cleaning, reporting, and simple automation. Part IV — Documents, Research, and Knowledge
(Chapters 16—19) covers working with files, research, personalization, and prompt libraries. Part V. —
Playbooks by Role (Chapters 20—24) applies everything to specific jobs. Part VI — Scaling Up
Responsibly (Chapters 25—-28) covers custom GPTs, integrations, responsible use, and a week-long
case study. The appendices provide a prompt cheat sheet, templates by task, a safe-use checklist, and a

glossary.

Each chapter ends with exercises and a Key Takeaways box for quick review. You can read the book
straight through or jump to the chapter for the task in front of you; Part I is the foundation for
everything else.

The Running Example: Maplestone

Throughout the book we work alongside the team at Maplestone Home Supply, a fictional
distributor of kitchen and home appliances with about 400 employees, a head office in Harbridge, and
three regional warehouses. You will meet Nadia in sales, Leo in customer service, Priya in HR, Owen
in finance, Grace in marketing, Tomaés in operations, and Hannah, who supports the COO. Their tasks
— a tricky customer email, a quarterly sales spreadsheet, a messy set of meeting notes, a new

employee handbook — are the kind of work you probably do every week.

A Note on Versions and Accuracy

ChatGPT changes often. New features appear, menus move, plans are renamed, and models are
replaced. We describe features in general terms, note where they depend on your plan or your
organization's settings, and avoid naming specific model versions. When something in your screen
looks different from the book, the underlying technique almost always still applies. We also avoid
made-up statistics: when we say something saves time, we show you how, rather than quoting a

number.

TIP

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



NOTE

Background information, version or plan differences, or a useful aside.

WARNING
A common mistake, or something that could expose confidential information or cause a costly

€rror.

Prompts you can type are shown in dark boxes labeled Prompt. Example responses are labeled as such

— ChatGPT's answers vary every time, so yours will not match word for word. Text in square brackets,

such as [CUSTOMER NAME] , is a placeholder for you to replace.
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CHAPTER 1 - PART | — GETTING STARTED

What ChatGPT Is (and Isn't): A Plain-
English Guide for Office Work

Before you hand ChatGPT your first email or spreadsheet, it helps to know what is
actually happening when you type a question and a fluent answer appears. This
chapter explains the tool in plain words, shows where it shines and where it stumbles
in everyday office work, and introduces the Maplestone colleagues who will

accompany you through the rest of the book.

Why This Chapter Comes First

Most people meet ChatGPT the same way. A colleague mentions that they used it to draft a tricky
email, or a manager forwards an article about "AI at work," and you open the website out of curiosity.
You type a question, something readable comes back within seconds, and you are left with two

reactions at once: this is impressive, and I am not sure I can trust it.

Both reactions are correct. ChatGPT can take a messy set of meeting notes and turn them into tidy
minutes, explain a spreadsheet formula you inherited from someone who left the company, or give you
three polite ways to decline a vendor's invitation. It can also state something false with complete
confidence. The difference between people who get real value from it and people who give up after a

week usually comes down to one thing: a clear mental model of what the tool is doing.

That is what this chapter gives you: no mathematics, just the handful of facts that make every later

chapter easier to apply.

What ChatGPT Is, in Plain Words

ChatGPT is a chat assistant made by a company called OpenAl. You type a message (or, in some
versions, speak it), and it replies in natural language. Behind the chat window sits a kind of software
called a large language model, often shortened to LLM. The name sounds technical, but each word

is doing simple work:
« Language — it works with text: words, sentences, lists, tables, and even formulas and code, which
are just another kind of text.
« Model — it is a mathematical system that has learned patterns, not a database of stored answers.

« Large — it learned those patterns from an enormous amount of text, far more than any person

could read in many lifetimes.

10



The core skill of a language model is surprisingly modest to describe: given some text, it predicts what
text is likely to come next. When you write "Please draft a short, friendly reminder to the team that
timesheets are due on Friday," the model produces a reply one small piece at a time, each piece chosen
because it fits well with everything before it. Because it has seen countless reminders, emails, and
friendly workplace messages during training, the most likely continuation looks a lot like a good

reminder email.

That simple mechanism, repeated at enormous scale, produces behavior that feels like understanding:
following instructions, remembering earlier messages, adjusting tone, building tables. But

underneath, it is generating plausible text, not looking up verified facts.

How it learned: training in one paragraph

A model like the one behind ChatGPT is built in stages. First, it is trained on a very large collection of
text so it learns grammar, facts, writing styles, and the general shape of how people explain things.
Then it is refined with additional training, including feedback from people who rated responses, so
that it becomes more helpful, follows instructions better, and declines clearly harmful requests. It does
not have a list of every fact it read, and it cannot tell you exactly where a particular sentence it wrote

came from.

What happens when you press Enter

When you send a message, ChatGPT receives your text plus the earlier messages in the same
conversation, and sometimes other context such as a file you attached or preferences you saved in
settings (Chapter 18 covers those). It then generates a reply based on all of that. Two consequences

matter for daily work:

« Context is everything. The model only knows what is in its training and what you give it in the
conversation. It does not know your company's refund policy, your manager's preferences, or what

happened in yesterday's meeting unless you tell it.

» Answers vary. Ask the same question twice and you will often get two different wordings,
sometimes with different details. That is normal. It is part of why the example responses in this

book are labeled as examples: your version will differ.

NOTE

OpenAl updates ChatGPT often. The default model, the features available on each plan, and the
layout of the screen all change over time. In this book we describe features in general terms and
use phrases like "depending on your plan" or "in recent versions." When something looks
different on your screen, check OpenAl's help center and your company's IT guidance for the

current details.
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What ChatGPT Is Not

Many early frustrations come from treating ChatGPT as something it is not. Here are the most

common mix-ups we see in offices.

It is not a search engine (by default)

A search engine finds existing web pages and shows them to you. You judge each source yourself.
ChatGPT, in its basic form, writes a new answer from patterns it learned. In recent versions it can also
search the web and show links to sources, depending on your plan and settings, and Chapter 17 covers
that in detail. But even when it searches, it is still summarizing and rewriting, and the summary can
drift from what the source actually says. If you need the exact current price of a product, the text of a

regulation, or today's exchange rate, you want a real source, not a fluent paragraph.

It is not a database of your company's information

ChatGPT has never seen your company's intranet, your shared drives, or your customer records unless
someone has deliberately connected those systems or you paste the information in. Some business and
enterprise workspaces do offer connectors to company tools (Chapter 26 discusses them, with
appropriate caution), but you should never assume the tool knows internal facts. Ask it "What is
Maplestone's return window?" and it will either say it does not know or, worse, invent something

reasonable-sounding.

It is not a calculator you can trust blindly

Because a language model predicts text, it can make arithmetic mistakes, especially with long chains ot
numbers. When ChatGPT has a data analysis feature available (Chapter 12), it can run actual
calculations on an uploaded file, which is much more reliable, but you still check the results. For

anything involving money, headcount, or targets, treat numbers in a reply as a draft to verify.

It is not a person, and it has no stake in the outcome

ChatGPT writes in a warm, confident voice, which makes it easy to forget that it has no knowledge of
consequences. It does not know that your customer is already upset or that your manager dislikes long
emails, and it is not accountable for anything it writes. You are. That is not a reason to avoid it; it is a

reason to stay in charge.

It is not always up to date

Every model has a training cutoff: a point after which it saw no new text. Depending on the model and
on whether web search is turned on, ChatGPT may not know about recent product launches, new laws,
or last month's industry news. If timeliness matters, ask whether it is using web search, and check the

date on any source.

You might assume What it actually is What that means for you
ChatGPT is...
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A search engine A text generator that can sometimes Ask for sources and open them

search

A company database A general assistant with no inside Paste in the facts it needs, if allowed
knowledge

A calculator A pattern predictor that can make Recheck every important number
math slips

An expert advisor A well-read drafting partner Use experts for final legal, HR, or

finance calls
Always current Trained up to a cutoff date Verify anything time-sensitive

Hallucinations: The One Word You Need to Know

When a language model produces something false but presents it as fact, people call it a
hallucination. The term is a little dramatic, but it describes the experience well. You ask for the
name of a regulation and get a convincing title that does not exist. You ask for a quote from a report
and get a sentence the report never contained. You ask for a summary of a long contract and the
summary includes a clause that is not there.

Hallucinations happen because the model is built to produce plausible text. If the most plausible-
looking answer happens to be false, the model has no built-in alarm that goes off. It is not lying in the
human sense; it simply does not have a reliable way to separate "things I am sure of" from "things that
sound right."

For office work, the practical lesson is simple. ChatGPT is at its most reliable when you give it the
material and ask it to transform that material: shorten it, reorganize it, change the tone, extract the
action items. It is at its least reliable when you ask it to supply specific facts from memory: names,
dates, figures, citations, legal requirements. Chapter 5 is devoted entirely to accuracy and verification,
but you should carry this one rule from page one:

Transforming your content is low risk. Supplying facts from thin air is high risk.

WARNING

Never send, publish, or act on factual claims from ChatGPT without checking them, especially
numbers, dates, names, prices, policy details, and anything legal, medical, financial, or HR-
related. A confident tone is not evidence. If you cannot verify a claim, remove it or mark it clearly
as unconfirmed.

What ChatGPT Is Good At in the Office

Now for the encouraging part. Once you understand the limits, the list of genuinely useful office tasks

is long. These are the categories where most of this book spends its time:

13



« First drafts. Emails, memos, job postings, policy outlines, and product descriptions. Editing a

draft is almost always faster than starting from a blank page.

+ Rewriting and tone. Shorter, friendlier, firmer, more formal, or plain language for a non-

expert. Reliable, because all the facts come from you.

 Summarizing and extracting. Long threads, notes, and reports condensed into key points,

decisions, and action items, which you then check against the original.
« Organizing. Turning a jumble of notes into a table, checklist, timeline, or set of headings.

« Explaining. A formula, a financial term, or a clause in plain words, with follow-up questions you

would never feel embarrassed to ask.

« Brainstorming. Ten subject lines or agenda ideas in seconds; most ordinary, a few useful, and
that is fine.

» Spreadsheets. Writing and explaining formulas and, where the data analysis feature is available

on your plan, analyzing an uploaded file (Part III).

« Practice. Role-playing a difficult customer or a skeptical finance director before the real

conversation.

Where It Struggles

Knowing the weak spots saves you from embarrassing mistakes. These are the areas where you should

be most careful.

o Specific facts from memory. Names, dates, statistics, citations, and quotes are the classic

hallucination zone.

« Current events and prices. Without web search, knowledge stops at a cutoff date; with it,

summaries can still misstate sources.

* Your organization's specifics. Internal policies, org charts, customer history, and product

details must come from you.

» Precise arithmetic in plain chat. Long calculations can go wrong; use your spreadsheet or the

data analysis feature and check.

« Judgment calls about people. Hiring, performance ratings, discipline, and pay decisions

require human judgment and, often, HR and legal review.

« Final legal, medical, or financial advice. It can explain concepts and help you prepare

questions, but it is not a lawyer, doctor, or licensed advisor.

» Very long or complex documents. It can miss details in long files, especially scanned PDFs or

complicated tables, so spot-check.
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A First Conversation, Step by Step

Let us make this concrete. Suppose you work at Maplestone and your manager asks you to remind the
team that the new expense tool goes live next Monday. You have three facts: the tool launches
Monday, old paper forms will not be accepted after the end of the month, and there is a 30-minute

training session on Thursday at 2 p.m. Here is a quick first attempt:

Prompt

Write an email about the new expense tool.

ChatGPT will produce something, but it has to guess almost everything: who the audience is, what the
tool is called, when it launches, and what readers need to do. The result will be generic and may even
include invented details, such as a made-up tool name or a login link. Now compare a version that

gives it what it needs:

Prompt

Write a short, friendly email to my team at Maplestone Home Supply.
Purpose: remind them that our new expense tool goes live next Monday.
Facts to include:

- Paper expense forms will not be accepted after the end of this month.
- There is a 30-minute training session this Thursday at 2 p.m.

- Questions can go to me.

Keep it under 120 words, with a clear subject line.

Do not invent any links, names, or extra details.

ChatGPT (example response)
Subject: New expense tool goes live Monday - quick reminder
Hi team,
A quick reminder that our new expense tool goes live next Monday.
From then on, please submit all expenses through the new tool.

Paper expense forms will not be accepted after the end of this month,
so it's worth switching over early.

To help you get started, there's a 30-minute training session this

Thursday at 2 p.m. It's a good chance to see the tool in action and
ask questions.

If anything is unclear, just reach out to me.

Thanks,
[YOUR NAME]

Notice what changed. The second prompt said who the message was for, what it needed to achieve,
which facts to include, how long it should be, and what not to do. The response used only those facts

and left a placeholder for your name rather than guessing. That pattern — give the assistant the facts
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and the shape you want — is the heart of Chapter 3, and it is the single biggest improvement most

people can make.

Notice also what you still need to do. You read the draft. You check that "end of this month" is right
and that Thursday's session really is at 2 p.m. You add the room or meeting link yourself. You decide
whether "it's worth switching over early" is the tone you want. The draft saved you the effort of

starting from nothing, but it did not replace your judgment.

TIP
Adding one line such as "Do not invent any names, links, numbers, or details that I have not
given you" to your prompts reduces made-up content. It is not a guarantee, but it nudges the

assistant to use placeholders like [LINK] instead of guessing.

Chat vs. Search: Choosing the Right Tool

Office workers already have a powerful research tool: the search engine. So when should you reach for
ChatGPT instead? A useful rule of thumb is to ask yourself whether you need to find something or

make something.

» If you need to find an existing fact, document, or official source (a tax form, a supplier's phone
number, the text of a new regulation), a search engine or your company intranet is usually the

better first stop.

» If you need to make something (a draft, a summary, a reorganized list, a formula, an explanation

tailored to your situation), ChatGPT is usually faster.

Many real tasks combine the two. You might search for your company's official travel policy, then
paste the relevant section into ChatGPT and ask it to turn the policy into a one-page FAQ for new
hires. The facts come from the source; the transformation comes from the assistant. This combination

— trusted source in, useful format out — is one of the safest and most productive ways to work.

Thinking of ChatGPT as a Capable New Assistant

A helpful picture is a very capable new assistant who started this morning: well read, fast, tireless with
revisions, but knowing nothing about your company and sometimes filling gaps with confident
guesses. You would brief such a person clearly, share background, show an example, name the format,
and check their work before it goes out under your name. Every one of those instincts applies to
ChatGPT.

Privacy: A First Word

We cover settings and data controls in detail in Chapter 2 and responsible use in Chapter 27, but one
principle belongs on page one. Whatever you type or upload into ChatGPT leaves your computer and

is processed by OpenAl's systems. How that information is stored and whether it may be used to
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improve models depends on your plan, your settings, and, for business and enterprise workspaces, the
terms your company agreed to. These details change, so read OpenAl's current privacy policy and,

more importantly, your own company's Al policy.

Until you know what your organization allows, follow a cautious default: do not paste confidential
company information, customer personal data, employee records, financial results that are not yet
public, passwords, or anything regulated. Use made-up or anonymized examples when you practice.

The examples in this book use the fictional Maplestone company for exactly that reason.

Meet Maplestone: The Company in This Book

Learning is easier with a consistent, realistic setting, so almost every example in this book takes place
at one fictional company. Maplestone Home Supply ("Maplestone") is a mid-size distributor of
kitchen and home products with about 400 employees. Its headquarters are in the city of Harbridge,
and it runs three regional warehouses: North (in Harbridge), South (in Calloway), and West (in

Pinecrest). Its fiscal year matches the calendar year, and it reports in US dollars.

Maplestone sells four product lines to retailers: Cookware, Small Appliances (blenders, kettles, air
fryers), Storage, and Cleaning. You will see a few products again and again, such as the BrewMate
Kettle (SKU SA-1042), the CrispAir Fryer 5L (SA-2210), StackRight Containers (10-pack)
(ST-0301), and the SteelPro Skillet 28 cm (CW-0118). Its key retail customers include Cedar &
Co. Kitchens, BrightHome Stores, and Northfield Hardware.

Maplestone, its people, its customers, and its data are all invented. They are ordinary enough that you
will recognize your own workplace in them, and fictional enough that you can copy every prompt

without risking anyone's real information.

Your colleagues

These are the people you will work alongside throughout the book. Each represents a common office

role, and each has the kinds of tasks you probably have too.

Colleague Role Typical tasks you will see

Nadia Okafor Sales Manager (West region) Proposals, outreach emails, sales reviews
Leo Martins Customer Service Team Lead Support replies, ticket summaries, FAQs
Priya Raman HR Business Partner Job postings, onboarding, policy drafts
Owen Fletcher Finance Analyst Formulas, variance notes, monthly reports
Grace Liu Marketing Coordinator Product copy, campaigns, social posts
Tomés Herrera Operations Manager (warehouses) Process documents, schedules, vendor notes
Hannah Weiss Executive Assistant to the COO Agendas, minutes, board materials

Daniel Brooks Chief Operating Officer Decision memos, updates, approvals
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A week of small wins

To get a feel for what is possible, here is how a few Maplestone colleagues might use ChatGPT in an

ordinary week, with a pointer to where each technique is taught.

« Hannah Weiss pastes her rough notes from a leadership meeting and asks for clean minutes
with a table of action items, owners, and due dates. She checks every owner and date against her
notes before sending (Chapter 9).

« Owen Fletcher inherits a spreadsheet with a formula nobody understands. He pastes the
formula and asks for a line-by-line explanation, then asks for a simpler version using XLOOKUP
(Chapter 11).

+ Leo Martins needs a calm reply to an upset customer from BrightHome Stores whose CrispAir
Fryer 5L order arrived damaged. He gives ChatGPT the facts and Maplestone's actual replacement
policy, and asks for a reply that apologizes without promising anything the policy does not allow
(Chapter 22).

» Nadia Okafor asks ChatGPT to play a skeptical buyer from Cedar & Co. Kitchens so she can

rehearse answers to price objections before a real meeting (Chapter 22).

Look at the pattern in those examples. In each case the colleague supplies the facts, ChatGPT does the
drafting or organizing, and the colleague checks the result. None of them asks ChatGPT to decide

something important on its own. That is the working style we will build throughout the book.

A Quick Tour of the Book

The book has six parts. Read it front to back, or jump to the chapters that match your job; if something

feels unfamiliar, look back at the first five chapters.

« Part I — Getting Started (Chapters 1—5). Setup, prompting, steering a conversation, and

checking accuracy.

o Part II — Writing and Communication (Chapters 6—10). Email, business documents,

editing, meetings, and presentations.

« Part III — Spreadsheets and Data (Chapters 11—15). Formulas, file analysis, data cleaning,

reporting, and gentle automation, using a sample Maplestone sales file.

« Part IV — Documents, Research, and Knowledge (Chapters 16—19). Documents,

research with sources, custom instructions and Projects, and prompt libraries.

o Part V — Playbooks by Role (Chapters 20—24). Managers, HR, sales and service, marketing,

and finance and operations.

« Part VI — Scaling Up Responsibly (Chapters 25—28). Custom GPTs, connecting tools,

responsible use, and a week-long Maplestone case study.
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How to read the examples

Throughout the book you will see two kinds of example boxes. A box labeled Prompt contains text
you can copy into ChatGPT and adapt. Anything in square brackets, such as [CUSTOMER NAME] or
[PASTE NOTES HERE], is a placeholder for you to replace. A box labeled ChatGPT (example
response) shows the kind of answer you might get. Your response will not match word for word,
because the tool generates a fresh answer each time and the underlying model changes over time.

What matters is the shape and quality of the answer, not the exact wording.

Useful Questions to Ask ChatGPT About Itself

One pleasant feature of a chat assistant is that you can ask it how to use it. Its answers about its own
features are not always accurate (features change faster than the model's knowledge), but its advice on

how to phrase requests is often good. Here is a prompt worth trying in your first session:

Prompt

I work as a [YOUR ROLE] in an office. I mostly use email, spreadsheets,

documents, and video meetings. Suggest 10 everyday tasks where an AI chat

assistant could help me, and for each one, give a one-line example prompt.
Mark any task where I should double-check facts or numbers with (verify).

ChatGPT (example response)

. Drafting routine emails

"Draft a polite reminder to [NAME] that the report is due Friday."
. Summarizing long email threads

"Summarize this thread into decisions and open questions: [PASTE]"
. Rewriting for tone

"Make this message friendlier but still clear: [PASTE]"
. Meeting agendas

"Create a 30-minute agenda for a project kickoff with 5 people."
. Turning notes into minutes (verify)

"Turn these notes into minutes with action items: [PASTE NOTES]"
. Explaining spreadsheet formulas

"Explain this formula step by step: [PASTE FORMULA]"

. Writing new formulas (verify)

"Write a formula that totals column D when column B is 'West'."
. Creating checklists

"Make a checklist for onboarding a new team member."
. Preparing for difficult conversations

"Role-play a frustrated customer so I can practice my reply."

. Summarizing reports (verify)

"Give me the five key points of this report: [PASTE]"

That list is a decent starting menu. Notice that the response marked a few tasks with "(verify)" because
we asked it to. That is a small example of a big idea: you can ask ChatGPT to flag its own risk areas,
which makes your review faster. It is not a substitute for checking, though. The model may fail to flag

something it should have.

19



Common Misconceptions to Leave Behind

Before we move on to setup in Chapter 2, it is worth clearing away a few ideas that tend to hold people

back or lead them astray.

"If it sounds confident, it must be right."

Confidence is a writing style, not a measure of accuracy. ChatGPT sounds equally sure whether it is

correct or not. Judge the content, not the tone.

"It will replace my job."

ChatGPT is good at producing drafts and doing structured transformations. It is not good at knowing
your customers, building trust, making judgment calls, or being accountable. The people who benefit

most are those who combine their own knowledge with the tool's speed. This book is about that

combination.

"If the first answer is bad, the tool is useless for this."

The first answer is the start of a conversation, not the end. Asking for a shorter version, a different
tone, a table instead of paragraphs, or three alternatives often turns a mediocre first draft into a great

one within a minute or two. Chapter 4 teaches this skill of steering.

A Simple Mental Checklist for Every Task

As you start experimenting, run through these four questions before you type. They take a few seconds

and prevent most problems.

1. Am I allowed to share this? Check your company's Al policy and remove or anonymize

sensitive details.

2. Am I asking it to transform my material or to supply facts? Transformation is safer; facts

need verification.

3. Have I given it enough context? Who is the audience, what is the goal, what facts must be

included?
4. How will I check the result? Decide in advance what you will verify before the output leaves

your hands.

You will see these ideas again, in more detail, in Chapters 2, 3, and 5. For now, keep the checklist near

your desk. It is the shortest summary of how to work well with ChatGPT.

Try It Yourself
1. Open ChatGPT (Chapter 2 walks through setup if you do not have an account yet) and ask the "10

everyday tasks" prompt from this chapter, filling in your own role. Pick two tasks from the list you

would genuinely use this week.
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