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HOW TO USE CHATGPT THE RIGHT WAY
Prompts · Setup · The Habits That Change Everything

Most People Use 10 Percent of What ChatGPT Can Do. This Guide Fixes That.

THE SETUP THAT CHANGES EVERYTHING

Before asking ChatGPT anything — give it context. This one habit makes every response more useful
than any other tip in this guide.

■ THE SETUP PROMPT — PASTE THIS FIRST IN EVERY NEW CONVERSATION: I want you to

act as my personal advisor. You know my situation: • I am [describe yourself and your role — be

specific] • My main goal right now is [your goal] • My biggest current challenge is [your challenge] •

My preferred communication style is [formal / casual / direct / detailed] From now on respond

specifically to my situation — not generically to everyone.

THE FIVE-PART PROMPT FORMULA

Every great prompt has five elements. Include all five and your output will be better than 90 percent of
what most people get.

1 ROLE
Tell ChatGPT who you are. I am a small business owner who sells digital products to
beginners. This changes how it responds to everything that follows.

2 TASK
Tell it exactly what you need. Write an email. Create a 30-day plan. Explain this concept in
plain English. Analyze this situation and give me a recommendation.

3 AUDIENCE
Tell it who the output is for. My audience is women 25-40 interested in personal finance. Or:
This is for my landlord. Or: This is for a corporate job interview panel.

4 TONE
Tell it how it should sound. Professional and direct. Warm and conversational. Bold and
persuasive. Friendly but authoritative. Fun and energetic.



5 FORMAT
Tell it the structure. Under 150 words. With 5 bullet points. In 3 paragraphs. As a numbered
list. With a strong opening hook and a clear call to action.



THE ITERATION TRICK MOST PEOPLE MISS

ChatGPT gets better with every follow-up. Most people ask once, get a mediocre answer, and stop. The
real power is in the back and forth.

→ Make this more conversational

→ Shorten this to under 100 words

→ Give me three different versions of this

→ Make the opening line much stronger

→ Rewrite this to be more persuasive

→ Make this sound less like AI wrote it

→ Add a specific real-world example

→ Make the CTA more urgent and direct

TEN EVERYDAY USE CASES MOST PEOPLE OVERLOOK

· Prepare For Any Conversation
Before a negotiation, interview, or difficult conversation type: I am about to talk with [person] about [topic].
Give me the three most important points to make and the objections I should prepare for.

· Understand Any Document
Paste a confusing contract, bill, or policy and say: Explain this in plain English. What are the three things I
need to know and is there anything I should be concerned about.

· Write Everything Faster
Give ChatGPT context and a rough idea and let it produce a first draft. You edit — you do not write from
zero. This cuts writing time by 70 percent for most people.

· Build Any Plan
I want to achieve [goal] in [timeframe]. I have [resources]. Build me a realistic step by step plan with
weekly milestones and the one most important action each week.

· Make Better Decisions
I need to decide between [option A] and [option B]. Here is my situation: [context]. Give me a clear
recommendation with the top three reasons for your choice.

· Generate Business Ideas
I have [skills and experience]. I want to make extra income in [hours per week] with a starting budget of
[amount]. Give me five specific business ideas ranked by easiest to start.

· Create Content Fast
Write a [format] about [topic] for [audience] in [tone]. Under [word count]. Include [specific elements you
want]. Use this formula for every piece of content you create.

· Analyze Anything
Paste any data, results, or situation and ask: Analyze this and give me three insights I might be missing
and one specific action I should take based on what you see.

· Learn Any Skill



I want to learn [skill] in [timeframe]. I am currently at [beginner/intermediate] level. Create a learning plan
with the most important concepts to cover each week.

· Practice Anything
Use ChatGPT as a practice partner. Say: Play the role of [person] and I will practice [situation]. Give me
feedback after. Use this for sales calls, interviews, negotiations, presentations.

■ THE BOTTOM LINE: ChatGPT is the most powerful free tool available right now. The gap

between mediocre results and excellent ones is not the tool — it is how you talk to it. Set context

first. Use the five-part formula. Iterate after every response. Never accept the first draft if one

follow-up could make it better.

Results vary. Educational purposes only. Not financial or professional advice.
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