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Publication Note and Responsible Use
Disclaimer

Author: The American Newspaper (https://americannewspaper.org) and AmericanTV
(https://americantv.org).

This eBook is an educational manuscript. It is not legal, medical, financial, tax, cybersecurity, or
professional advice. ChatGPT output should be reviewed by qualified humans before use in high-stakes
decisions. Product features, availability, and plan limits can change; readers should consult current
official OpenAl documentation and their own organization's policies.

The examples in this manuscript are templates. They are meant to be adapted to the user's actual facts,
audience, jurisdiction, and risk level.
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Preface

ChatGPT is not merely a new app. It is a new interface for thinking, drafting, learning, analyzing, and
creating. For many people, the first experience feels simple: type a question and receive an answer. But
serious value begins when users learn to direct the system with clear goals, rich context, structured
formats, verification requests, and iterative follow-up.

This book is written for readers who want practical results rather than hype. It explains how ChatGPT
differs from a search engine, a human assistant, an expert consultant, and a writing tool. It also explains
its limits: it can be wrong, incomplete, outdated, or overconfident. The right method is not blind trust.
The right method is disciplined collaboration.

The manuscript is organized in four levels: Beginner, Intermediate, Advanced, and Expert. Beginner
chapters help readers ask better questions and complete everyday tasks. Intermediate chapters show
how to improve office productivity, research, and content creation. Advanced chapters cover files, data,
charts, images, voice, projects, memory, custom instructions, and canvas. Expert chapters focus on
profession-specific workflows, failure management, ethics, security, and long-term Al strategy.

Each chapter includes a core concept, practical example, copy-and-paste prompt template, common
mistakes, advanced tip, and exercise. The goal is simple: help readers turn ChatGPT from a novelty into
a reliable productivity system.
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Chapter Summary Map

Use this map as a quick guide to the eBook's learning path.

1. The Beginning of the ChatGPT
Era

2. What ChatGPT Does Well - and
What It Does Not Do Well

3. Good Questions Create Good
Answers

4. The Basic Formula of Prompt
Writing

5. Writing, Translation, and
Summarization in Practice

6. Improving Workplace
Productivity

7. Research and Fact-Checking
Workflows

8. Content Creation and Personal
Branding

9. Data Analysis and Document
Work

10. Image, Voice, and Multimodal
Use

11. Custom Instructions, Memory,
Projects, and Canvas

12. Use Cases by Profession

13. Failure Cases and Risk
Management

14. Copyright, Privacy, Security,
and Ethics

15. Future Strategy for Al Use
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Core promise

ChatGPT marks a shift from software that waits for commands to software that
participates in conversation, drafts, explains, analyzes, and helps users iterate.

ChatGPT is strong at language, structure, brainstorming, explanation, synthesis, coding
assistance, and working with files; it is weaker when precision, current facts, hidden
proprietary data, legal compliance, or expert judgment are required without
verification.

Prompting is the skill of turning a vague intention into a clear request with task,
context, audience, format, constraints, and follow-up strategy.

A repeatable prompt formula makes ChatGPT more reliable: role, task, context,
examples, output format, constraints, verification, and revision request.

ChatGPT can draft, rewrite, translate, summarize, simplify, expand, and adapt tone,
but the user must control purpose, audience, accuracy, and final voice.

Employees and managers can use ChatGPT for report drafts, meeting preparation,
email, presentations, process documents, and decision support.

ChatGPT is useful for research planning, source triage, question generation, synthesis,
and fact-check checklists, but factual claims should be verified against reliable
sources.

Creators can use ChatGPT to develop content strategy, article ideas, headlines,
newsletter structure, YouTube scripts, short-form video hooks, and brand voice
guidelines.

With uploaded files and structured data, ChatGPT can answer questions, summarize
documents, create tables and charts, and explain results, but data hygiene and human
review remain essential.

Modern ChatGPT workflows can include text, files, images, charts, screenshots, voice
conversations, and visual creation, expanding Al from writing assistant to multimodal
collaborator.

Personalization tools help ChatGPT stay aligned with your preferences and
long-running work: Custom Instructions provide standing guidance, Memory can
preserve useful details, Projects group chats/files/instructions, and Canvas supports
iterative writing and coding.

The highest value comes from adapting ChatGPT to a specific professional workflow
rather than using generic prompts.

Al failures usually come from vague prompts, missing context, hallucinated facts, weak
verification, privacy mistakes, over-automation, and misuse in high-stakes settings.

Responsible Al use requires respect for intellectual property, confidential information,
personal data, security rules, disclosure norms, and audience trust.

The future belongs to people and organizations that treat Al as a workflow layer:
prompts, files, memory, projects, data, voice, images, review systems, and human
judgment working together.
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How ChatGPT Differs from Familiar Tools

Search engine

Human assistant

Expert consultant

Writing tool

Spreadsheet or Bl tool

Finding web pages, documents, ChatGPT can synthesize, draft, explain, and converse, but
sources, and current information should cite or verify sources for factual claims.
Scheduling, follow-up, judgment, ChatGPT can draft and organize quickly, but lacks human
relationship-sensitive support accountability, social context, and real-world agency

unless connected to tools.

Specialized judgment, legal or ChatGPT can simulate frameworks and questions, but
professional responsibility, custom expert review is needed for high-stakes decisions.
diagnosis

Grammar, style, formatting, and ChatGPT can plan, reason, translate, summarize, create
revision alternatives, and respond to follow-up.

Structured calculations, dashboards, @ ChatGPT can explain and explore data, but durable
and verified data pipelines analytics require clean data and validation.

Four levels of mastery

Main skill Typical outputs

Beginner

Intermediate

Advanced

Expert

Ask clear questions and revise Emails, summaries, translations, ideas

answers

Turn work into repeatable workflows Reports, meeting notes, research plans, content calendars
Use files, data, projects, memory, Charts, document analysis, custom workspaces, drafts

canvas, images, and voice

Build Al systems with governance Prompt libraries, risk controls, professional workflows, Al
strategy
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PART | - BEGINNER

Understand ChatGPT and learn how to ask better questions.
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Chapter 1. The Beginning of the ChatGPT
Era

Level: Beginner

Chapter summary

ChatGPT marks a shift from software that waits for commands to software that participates in conversation,
drafts, explains, analyzes, and helps users iterate.

Core concept

ChatGPT is best understood as a conversational Al assistant. It does not merely search for pages or fill a
template. It receives your goal, interprets your context, produces a draft or analysis, and allows you to
refine the result through follow-up questions. This turns knowledge work into a cycle: ask, inspect, refine,
verify, and apply.

Practical use example

A new user can begin with a simple request such as, 'Explain this topic in plain English,' then improve the
answer by adding audience, purpose, length, and format. A professional user can start with a rough idea
and turn it into a memo, checklist, outline, slide plan, or research agenda.

Copy-and-paste prompt template

Act as a patient AI tutor and productivity coach. I am new to ChatGPT. Explain [topic or task] in simple
language, then give me three practical ways I can use it today. Keep the answer clear, concrete, and
beginner-friendly.

Common mistakes
Treating ChatGPT like a magic answer machine instead of a collaborative drafting and reasoning partner.
Asking vague one-line questions and accepting the first answer without revision.

Using Al output in public or professional contexts without checking facts, tone, and privacy.

Advanced tip

The first answer is usually a starting point. The real value appears when you challenge, narrow, reframe,
or ask for a second version.

Practice exercise

Ask ChatGPT to explain a topic you already know well. Then ask it to rewrite the explanation for a child, a
manager, and an expert. Compare the differences.
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Chapter 2. What ChatGPT Does Well - and
What It Does Not Do Well

Level: Beginner

Chapter summary

ChatGPT is strong at language, structure, brainstorming, explanation, synthesis, coding assistance, and
working with files; it is weaker when precision, current facts, hidden proprietary data, legal compliance, or
expert judgment are required without verification.

Core concept

ChatGPT is useful for brainstorming, writing, studying, planning, math, coding, image and file analysis,
and other tasks when the user supplies clear instructions. It is not a substitute for verified sources,
licensed professional advice, private databases it cannot access, or human accountability. It can sound
confident even when incomplete or wrong, so serious work requires checks.

Practical use example

Ask it to draft ten possible article angles, summarize a PDF, compare two products, explain a balance
sheet, or generate a Python script. But ask it to cite sources, state assumptions, flag uncertainty, and
separate fact from interpretation.

Copy-and-paste prompt template

Analyze [issue]. First list what you can answer confidently. Then list what would require verification,
current data, a document upload, or expert review. Finally, give me a safe next-step checklist.

Common mistakes
Using ChatGPT for medical, legal, financial, or security decisions without qualified review.
Assuming every answer is current when the topic changes quickly.

Uploading confidential material without considering organizational policy and data controls.

Advanced tip

For high-stakes work, ask for a 'confidence map': what is likely true, what is uncertain, what needs a
source, and what should not be concluded.

Practice exercise

Give ChatGPT a current-events question and ask it to separate background knowledge from items that
need web verification.
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Chapter 3. Good Questions Create Good
Answers

Level: Beginner

(=H =

lllustration: good questions create good answers as a practical Al workflow.

Chapter summary

Prompting is the skill of turning a vague intention into a clear request with task, context, audience, format,
constraints, and follow-up strategy.

Core concept

A strong prompt resembles a well-written assignment to a capable colleague. It says what role ChatGPT
should play, what outcome you want, who the audience is, what information matters, how the answer
should be formatted, and what boundaries must be respected. Prompting is not about secret words; it is
about clarity.

Practical use example

Weak: 'Write about marketing.' Strong: 'Act as a small-business marketing consultant. Create a 30-day
local restaurant promotion plan for Instagram and email. Use a table with week, action, message,
budget, and metric.'

Copy-and-paste prompt template

Act as [role]. I want to achieve [goal]. Context: [background]. Audience: [reader/customer]. Output format:
[table/list/memo/script]. Constraints: [length, tone, budget, sources, exclusions]. Before finalizing, ask
up to three clarifying questions if needed; otherwise make reasonable assumptions and state them.

Common mistakes
Requesting too many unrelated tasks at once.
Omitting audience and purpose.

Asking for 'best' without defining the criteria for best.

Advanced tip
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Use the formula R-G-C-F-C-V: Role, Goal, Context, Format, Constraints, Verification.

Practice exercise

Rewrite five of your common work requests using the R-G-C-F-C-V formula.
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Chapter 4. The Basic Formula of Prompt
Writing

Chapter summary

A repeatable prompt formula makes ChatGPT more reliable: role, task, context, examples, output format,
constraints, verification, and revision request.

Core concept

The most practical prompt architecture is modular. Give ChatGPT a role, define the task, provide
background, give examples when quality matters, specify output, set constraints, request verification,
and ask for a revision path. This reduces ambiguity and makes results easier to inspect.

Practical use example

A consultant preparing a client report can ask for an outline, then a first draft, then a critique, then a final
executive version. Each step has a specific format and purpose.

Copy-and-paste prompt template

Role: [expert role]

Task: [specific task]

Background: [facts, audience, purpose]

Examples: [style or structure to imitate]

Output: [exact format]

Constraints: [length, tone, exclusions]

Verification: identify assumptions, possible errors, and questions I should answer next.
Revision: after your answer, suggest two ways to improve the output.

Common mistakes
Confusing role assignment with authority; a role improves framing but does not guarantee correctness.
Failing to provide source material when asking for summary or critique.

Forgetting to ask for the answer in the format you actually need.

Advanced tip

When the task is complex, do not ask for the final answer first. Ask for an outline, quality criteria, and
risk checklist before drafting.

Practice exercise

Use the formula to create one prompt for an email, one for a report, and one for an investment memo.

Prompt formula reference

Role Who should ChatGPT act as? Act as a senior editor.

Goal What result do you need? Create a 1-page briefing.
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Context What background matters?

Format How should the answer look?
Constraints What rules apply?

Verification How should uncertainty be handled?

https://americannewspaper.org | https://americantv.org

The American Newspaper | AmericanTV

Audience is non-technical executives.
Use a table with risks and actions.
Under 500 words; no invented facts.

List assumptions and facts to verify.
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Chapter 5. Writing, Translation, and
Summarization in Practice

Level: Beginner

Chapter summary

ChatGPT can draft, rewrite, translate, summarize, simplify, expand, and adapt tone, but the user must
control purpose, audience, accuracy, and final voice.

Core concept

Writing with ChatGPT works best as a workflow: outline, draft, revise, tighten, adapt, and proofread.
Translation should include audience, region, tone, and preservation of technical terms. Summarization
should specify whether you want a brief, executive summary, argument map, action items, or critical
review.

Practical use example

A journalist can paste interview notes and ask for key themes, possible headlines, and a fact-check
checklist. A business owner can ask for a customer-friendly explanation of a service. A student can ask
for a plain-language summary and quiz questions.

Copy-and-paste prompt template

Rewrite the following text for [audience] in [tone]. Preserve all factual claims. Improve clarity, flow, and
structure. Do not add new facts. After rewriting, list any ambiguous points I should verify. Text: [paste
text]

Common mistakes
Letting Al erase your personal or institutional voice.
Using translation without checking cultural nuance, legal terminology, and names.

Summarizing a document without asking for omissions, assumptions, or unresolved questions.

Advanced tip

Ask for three versions: concise, persuasive, and formal. Choose the best parts and combine them.

Practice exercise

Take a long email and ask for a one-sentence summary, a five-bullet summary, and a polished reply.
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PART Il - INTERMEDIATE

Turn everyday work into repeatable productivity and content workflows.
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Chapter 6. Improving Workplace
Productivity

Level: Intermediate

lllustration: improving workplace productivity as a practical Al workflow.

Chapter summary

Employees and managers can use ChatGPT for report drafts, meeting preparation, email, presentations,
process documents, and decision support.

Core concept

Work productivity improves when ChatGPT is used to reduce blank-page friction and organize messy
information. It can turn notes into agendas, meeting minutes, project plans, risk registers, email drafts,
slide outlines, executive summaries, and comparison tables. The human remains responsible for
judgment, facts, priorities, and tone.

Practical use example

Before a meeting, paste the agenda and ask for likely questions, decision points, stakeholder concerns,
and a one-page briefing. After the meeting, paste notes and ask for action items, owners, deadlines, and
unresolved issues.

Copy-and-paste prompt template

Act as an executive assistant and business analyst. Convert the following raw notes into: 1) a one-paragraph
executive summary, 2) decisions made, 3) action items with owners and deadlines, 4) risks, 5) follow-up email
draft. Notes: [paste notes]

Common mistakes
Sending Al-generated workplace messages without adapting tone to the relationship.
Letting ChatGPT invent deadlines, owners, or commitments not present in notes.

Using Al to create busy-looking documents instead of clarifying decisions.

Advanced tip
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For reports, ask ChatGPT for 'the missing analysis' - what a skeptical executive would ask before
approving the document.

Practice exercise

Paste a meeting agenda and ask for a preparation memo, then ask for a tougher version written from the
viewpoint of a skeptical CFO.
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Chapter 7. Research and Fact-Checking
Workflows

Level: Intermediate

)

lllustration: research and fact-checking workflows as a practical Al workflow.

Chapter summary

ChatGPT is useful for research planning, source triage, question generation, synthesis, and fact-check
checklists, but factual claims should be verified against reliable sources.

Core concept

Research with ChatGPT should be treated as assisted inquiry, not automatic truth. It can build a research
plan, identify concepts, compare perspectives, suggest search terms, summarize uploaded sources, and
create verification checklists. For current, niche, legal, medical, financial, or political topics, use current
sources and document citations.

Practical use example

A reporter preparing a feature can ask for background questions, stakeholder map, timeline, documents
to request, and claims that require verification. An investor can ask for industry drivers, risks,
competitors, and data sources to check.

Copy-and-paste prompt template

Create a research plan for [topic]. Include: key questions, likely source types, search terms, people or
institutions to check, data needed, possible biases, and a fact-check checklist. Separate what is background
knowledge from what needs current verification.

Common mistakes
Citing ChatGPT itself as a source.
Accepting plausible-looking statistics without checking original data.

Ignoring date, jurisdiction, methodology, and source incentives.

Advanced tip
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Ask for a red-team review: 'What would make this conclusion wrong?' This exposes weak assumptions.

Practice exercise

Choose one claim from a draft article and ask ChatGPT to build a verification checklist for it.
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Chapter 8. Content Creation and Personal
Branding

Level: Intermediate

OF@NCRC

Illustration: content creation and personal branding as a practical Al workflow.

Chapter summary

Creators can use ChatGPT to develop content strategy, article ideas, headlines, newsletter structure,
YouTube scripts, short-form video hooks, and brand voice guidelines.

Core concept

ChatGPT helps creators move from scattered ideas to repeatable publishing systems. It can generate
editorial calendars, content pillars, audience personas, hooks, scripts, headlines, newsletter intros,
episode outlines, and repurposing plans. The key is to define brand position, audience pain points, and
what should never be imitated or exaggerated.

Practical use example

A journalist can ask for ten angles on a policy issue, five interview questions per stakeholder, headline
options, and a fact-check plan. A YouTuber can convert a long essay into a 60-second script, a 10-minute
script, and a newsletter summary.

Copy-and-paste prompt template

Act as a senior content strategist. Build a content package for [topic] and [audience]. Include: article
angle, headline options, newsletter subject lines, short-form video hook, 60-second script, interview
questions, and a fact-check checklist. Tone: [tone]. Avoid: [exclusions].

Common mistakes
Generating generic content that sounds like everyone else.
Optimizing for clicks while weakening credibility.

Failing to verify names, dates, quotes, and claims before publishing.

Advanced tip
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Create a 'voice brief' for your brand: values, banned phrases, target reader, evidence standard, and
preferred structure.

Practice exercise

Ask ChatGPT to turn one article idea into an article outline, newsletter, LinkedIn post, and short-form
video script.
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PART Ill - ADVANCED

Use files, data, charts, images, voice, projects, memory, and canvas.
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Chapter 9. Data Analysis and Document
Work

Level: Advanced

lllustration: data analysis and document work as a practical Al workflow.

Chapter summary

With uploaded files and structured data, ChatGPT can answer questions, summarize documents, create
tables and charts, and explain results, but data hygiene and human review remain essential.

Core concept

ChatGPT can inspect uploaded files, answer questions about data, and create tables or charts when a
structured view helps. The best files have clear columns, one record per row, and plain-language field
names. For PDFs and documents, ask for summary, argument structure, obligations, contradictions,
risks, and extraction into tables.

Practical use example

Upload a spreadsheet of monthly sales and ask for trend analysis, outliers, category comparison, and a
chart. Upload a contract and ask for obligations, deadlines, termination provisions, and uncertain clauses
to review with counsel.

Copy-and-paste prompt template

I uploaded [file type]. Analyze it for [goal]. First describe the structure of the file. Then answer these
questions: [questions]. Create a table of key findings. If useful, create a chart. State assumptions, missing
data, and possible data-quality issues.

Common mistakes
Uploading messy spreadsheets with merged cells, hidden notes, or multiple unrelated tables.
Treating a chart as meaningful before checking source data.

Asking for legal or financial conclusions from documents without professional review.

Advanced tip
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Ask for both analysis and audit: 'Show me how you arrived at the result, what rows or columns mattered,
and what could distort the conclusion.'

Practice exercise

Create a simple CSV with date, category, revenue, and cost. Upload it and ask for monthly profit analysis
and chart suggestions.

File and data checklist

Use clear column names and one record per row for spreadsheets.

Tell ChatGPT the goal of the analysis before asking for charts.

Ask it to identify missing values, outliers, assumptions, and data-quality issues.

For documents, request extracted tables, obligations, deadlines, risks, and unanswered questions.
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Chapter 10. Image, Voice, and Multimodal
Use

Level: Advanced

Illustration: image, voice, and multimodal use as a practical Al workflow.

Chapter summary

Modern ChatGPT workflows can include text, files, images, charts, screenshots, voice conversations, and
visual creation, expanding Al from writing assistant to multimodal collaborator.

Core concept

Multimodal use means the conversation can involve more than typed text. You can ask questions about
images, screenshots, documents, and charts; generate image concepts; use voice for natural
conversation; and combine files with instructions. This is useful for learning, design brainstorming, visual
explanations, document review, and fast hands-free ideation.

Practical use example

Upload a screenshot of a dashboard and ask what the numbers suggest. Describe an eBook cover and
ask for image concepts. Use voice mode to rehearse an interview, sales pitch, or language-learning
conversation.

Copy-and-paste prompt template

Analyze this [image/screenshot/chart]. Describe what is visible, identify the most important patterns or
issues, list what cannot be concluded from the image alone, and suggest the next questions I should ask.

Common mistakes
Assuming image analysis can identify everything perfectly.

Using generated images with visible logos, people, or misleading representations without rights and
ethics review.

Letting voice conversations replace written records for important decisions.

Advanced tip
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For visual projects, ask for a creative brief before generating images: subject, style, composition, color,
exclusions, and intended use.

Practice exercise

Upload or describe a simple chart and ask ChatGPT to explain it for a general audience and then for an
expert audience.
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Chapter 11. Custom Instructions, Memory,
Projects, and Canvas

Level: Advanced

lllustration: custom instructions, memory, projects, and canvas as a practical Al workflow.

Chapter summary

Personalization tools help ChatGPT stay aligned with your preferences and long-running work: Custom
Instructions provide standing guidance, Memory can preserve useful details, Projects group
chats/files/instructions, and Canvas supports iterative writing and coding.

Core concept

Custom Instructions let users provide information ChatGPT should consider when responding, such as
role, preferred style, audience, or recurring constraints. Memory can help ChatGPT use relevant details
from prior conversations when enabled. Projects are workspaces that keep related chats, uploaded
reference files, and instructions together for long-running efforts. Canvas is useful when writing or coding
requires direct editing, revisions, and inline feedback.

Practical use example

A journalist can create a project for an investigative series, upload notes, define editorial standards, and
keep drafts in one workspace. A founder can set custom instructions for concise strategic answers and
use canvas to revise investor updates.

Copy-and-paste prompt template

Use the following long-term working instructions for this project: Audience: [audience]. Voice: [style].
Evidence standard: [sources and verification]. Output preferences: [format]. Avoid: [banned phrases or
risks]. When information is missing, state assumptions and ask only essential questions.

Common mistakes
Putting sensitive secrets into standing instructions.
Expecting memory to remember every detail perfectly.

Mixing unrelated projects in one chat, which weakens context and organization.
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Advanced tip

Create one project per serious workstream: book, client, course, newsletter, case, investment theme, or
research file.

Practice exercise

Write a custom instruction profile for yourself, then create a project plan for a 30-day writing or business
goal.

Personalization and project tools

Custom Instructions Standing guidance on style, role, audience, Avoid secrets or overly sensitive personal data
and response preferences

Memory Useful recurring details from prior Review, update, or delete saved memories
conversations when enabled

Projects Long-running workspaces with chats, files, Keep one project per serious workstream
and instructions

Canvas Writing and coding with direct edits, Version and review important text before
revisions, and inline feedback publishing

https://americannewspaper.org | https://americantv.org Page 32



The Practical ChatGPT Playbook The American Newspaper | AmericanTV

https://americannewspaper.org | https://americantv.org Page 33



The Practical ChatGPT Playbook The American Newspaper | AmericanTV

PART IV - EXPERT

Build professional systems, manage risk, and prepare for the next Al wave.
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Chapter 12. Use Cases by Profession

Level: Expert

Chapter summary

The highest value comes from adapting ChatGPT to a specific professional workflow rather than using
generic prompts.

Core concept

Different users need different Al systems. Employees need briefs, emails, reports, meeting preparation,
and slide plans. Small-business owners need marketing copy, customer responses, menu explanations,
and local ads. Journalists and creators need story angles, interview questions, headlines, fact-check
checklists, and short-form scripts. Investors and finance professionals need company analysis, industry
research, risk summaries, and investment memos.

Practical use example

A finance professional can ask for a company-analysis framework: business model, revenue drivers,
margins, competitive position, capital structure, risks, valuation questions, and catalysts. A small
restaurant owner can ask for menu descriptions, review replies, seasonal promotions, and Google
Business Profile updates.

Copy-and-paste prompt template

Act as a workflow designer for [profession]. Build a practical ChatGPT system for my weekly work. Include:
recurring tasks, prompt templates, review checklist, data or documents to upload, risks to avoid, and a
weekly routine that saves time without sacrificing quality.

Common mistakes
Using the same prompt for every job category.
Failing to define the professional standard of evidence and tone.

Automating judgment-heavy tasks without checkpoints.

Advanced tip

Create a personal prompt library organized by job function: research, writing, planning, analysis,
communication, and review.

Practice exercise

Choose your profession and build five reusable prompts that you can use every week.

Profession-by-profession use map

Practical ChatGPT Uses Review Standard

Employees and Report drafts, meeting briefs, email replies, slide Check facts, internal tone,

managers outlines, decision memos, project plans commitments, confidential data

Small-business owners Marketing copy, customer replies, menu descriptions, Check local details, prices, claims,
local ads, review responses, promotion calendars customer privacy
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Journalists and creators Story angles, interview questions, headlines,
fact-check lists, newsletters, short-form scripts

Students Study plans, explanations, flashcards, quizzes, essay
outlines, language practice

Investors and finance Company analysis, industry research, risk summaries,
professionals investment memos, earnings-call questions
Professional specialists Client memos, checklists, code review, policy drafts,

training materials
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Verify names, dates, quotes, sources,
fairness

Avoid plagiarism, cite sources,
understand the material

Use primary data, avoid investment
advice overreach, disclose assumptions

Expert review, compliance, data
security, jurisdiction-specific rules
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Chapter 13. Failure Cases and Risk
Management

Level: Expert

\\\ \/ /’/’/

Illustration: failure cases and risk management as a practical Al workflow.

\

Chapter summary

Al failures usually come from vague prompts, missing context, hallucinated facts, weak verification, privacy
mistakes, over-automation, and misuse in high-stakes settings.

Core concept

ChatGPT can produce confident but wrong answers, misunderstand ambiguous instructions, miss hidden
constraints, overgeneralize, or create polished text that lacks substance. Risk management means
designing checkpoints: source verification, expert review, privacy review, bias review, and final human
approval.

Practical use example

A lawyer should not file Al-drafted legal argument without checking cases and rules. A journalist should
not publish Al-generated claims without sources. An investor should not rely on Al summaries without
primary data and risk analysis.

Copy-and-paste prompt template

Review the following AI-generated output as a risk manager. Identify: factual risks, legal or compliance
risks, privacy risks, reputational risks, missing evidence, overstatements, and revisions needed before
public or professional use. Output a prioritized checklist.

Common mistakes
Confusing fluency with truth.
Skipping source checks because the answer sounds professional.

Using Al to impersonate expertise or hide uncertainty.

Advanced tip
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Before using important output, ask ChatGPT to attack its own answer and identify what might be wrong,
unsupported, or misleading.

Practice exercise

Take an Al-written paragraph and ask for a red-team critique, then revise it using the critique.
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Chapter 14. Copyright, Privacy, Security,
and Ethics

Level: Expert

Chapter summary

Responsible Al use requires respect for intellectual property, confidential information, personal data,
security rules, disclosure norms, and audience trust.

Core concept

Al can help create and transform content, but users must avoid copying protected material, exposing
private data, misrepresenting authorship, generating deceptive media, or uploading information they are
not authorized to share. Ethical use is not only legal compliance; it is also about trust, transparency, and
professional responsibility.

Practical use example

A company can use ChatGPT to draft a customer-service script, but should not paste confidential
customer records unless policy allows it. A creator can use Al for ideation, but should avoid imitating a
living artist's style in a misleading commercial way.

Copy-and-paste prompt template

Create an AI-use policy for [organization or project]. Include allowed uses, prohibited uses,
confidential-data rules, copyright rules, human-review requirements, disclosure standards, and escalation
steps for high-risk tasks.

Common mistakes
Uploading contracts, client files, medical records, or financial statements without authorization.

Publishing generated material that falsely implies human reporting, original research, or personal
experience.

Ignoring platform terms, licensing, and attribution expectations.

Advanced tip

Use a simple rule: if the information would not be safe in an external email, do not casually paste it into
an Al tool without policy approval.

Practice exercise

Draft a one-page Al policy for your own work, then ask ChatGPT to make it stricter and clearer.
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Chapter 15. Future Strategy for Al Use

Level: Expert

Chapter summary

The future belongs to people and organizations that treat Al as a workflow layer: prompts, files, memory,
projects, data, voice, images, review systems, and human judgment working together.

Core concept

The strategic question is no longer whether to use Al, but how to build repeatable Al-enabled systems.
Professionals should create prompt libraries, project workspaces, verification routines, content pipelines,
data-analysis habits, and policies. The winning pattern is not replacing people with Al; it is upgrading
human work with faster drafting, broader options, better review, and disciplined decision support.

Practical use example

A solo creator can build an Al-assisted media operation. A small business can create marketing and
customer-service workflows. A finance team can create reusable research templates. A journalist can
create a source-checking and story-development system.

Copy-and-paste prompt template

Design a 90-day AI adoption plan for [person/team/business]. Include: goals, use cases, tools, training
schedule, prompt library, file/data workflow, privacy rules, quality-control process, metrics, and next-step
roadmap.

Common mistakes
Chasing new Al features without a business or learning goal.
Letting Al create more content than you can verify or use.

Ignoring team training, documentation, and governance.

Advanced tip

Measure Al by outcomes: time saved, quality improved, risks reduced, ideas generated, decisions
clarified, and revenue or learning impact.

Practice exercise

Write a 90-day Al plan for yourself or your organization and identify the first three workflows to improve.
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Bonus A. Marketing Copy

Positioning statement

The Practical ChatGPT Playbook is a clear, responsible, and highly usable guide for people who want
ChatGPT to improve real work: writing, research, business documents, content creation, data analysis,
images, voice, and long-term projects.

Back-cover copy

ChatGPT can be a toy, a shortcut, or a serious productivity system. The difference is how you ask, how
you verify, and how you build repeatable workflows. This eBook takes readers from the first question to
expert-level use: prompt formulas, writing and translation, office productivity, research, content
strategy, data analysis, images, voice, custom instructions, memory, projects, canvas, professional use
cases, risk management, privacy, copyright, and future Al strategy. It is written for beginners but deep
enough for professionals who need practical results.

Short promotional blurbs
A practical Al manual for work, study, content, business, and professional judgment.

Learn how to ask better questions, build better prompts, and turn ChatGPT into a reliable workflow
partner.

From emails and summaries to data charts, research plans, image concepts, and long-term projects.
A responsible guide to Al productivity - with templates, mistakes, exercises, and risk controls.

For employees, entrepreneurs, creators, journalists, students, investors, and specialists.

Audience-specific ad angles

Employees Save hours on emails, meetings, reports, and presentations without sounding generic.
Small-business owners Create marketing copy, customer replies, promotions, and menu descriptions faster.
Creators Build article ideas, scripts, newsletters, hooks, and personal-brand systems.

Journalists Use Al for story planning, interview questions, headlines, and fact-check checklists.
Finance professionals Improve company analysis, risk summaries, industry research, and investment memos.
Students Study smarter with explanations, quizzes, summaries, and learning plans.
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Bonus B. Sales Page Copy

Headline
Master ChatGPT for Real Work - Not Just Random Questions

Subheadline

A practical beginner-to-expert guide for using ChatGPT to write, research, analyze, create, plan, and
make better decisions - with templates you can copy immediately.

Problem

Most people use ChatGPT below its potential. They ask vague questions, accept generic answers, and
never build repeatable workflows. The result is inconsistent quality, wasted time, and unnecessary risk.

Promise

This eBook teaches a practical system: how to write clear prompts, improve answers, use files and data,
create content, manage projects, apply custom instructions and memory, use canvas, and avoid legal,
privacy, copyright, and accuracy mistakes.

What readers will learn

How ChatGPT differs from search, human assistants, expert consultants, and writing tools.

The prompt formula: role, goal, context, format, constraints, examples, verification, and revision.

How to use ChatGPT for writing, translation, summarization, email, reports, meetings, and presentations.
How to support research and fact-checking without treating Al as a source.

How to use files, spreadsheets, tables, charts, images, voice, projects, memory, and canvas.

How different professions can build their own Al workflow systems.

How to manage risk, protect privacy, respect copyright, and use Al ethically.

Who this is for

General readers, office workers, freelancers, entrepreneurs, creators, students, journalists, investors,
finance professionals, consultants, lawyers, educators, and anyone who wants to turn Al from a novelty
into a serious productivity tool.

Call to action

Stop asking random questions. Start building an Al workflow system. Read The Practical ChatGPT Playbook
and begin using ChatGPT with clarity, discipline, creativity, and professional judgment.

https://americannewspaper.org | https://americantv.org Page 42



The Practical ChatGPT Playbo

ok The American Newspaper | AmericanTV

Appendix. Compact Prompt Library

Use case

Answer improvement
Executive summary
Email

Research plan
Content package
Data analysis

Risk review

Learning

Project setup

Reusable prompt

Improve your previous answer by making it more specific, more practical, and easier to verify. List
assumptions and ask only essential follow-up questions.

Summarize the following material for a busy executive. Include issue, context, key findings, risks,
decision needed, and next steps.

Draft a concise professional email to [recipient] about [topic]. Tone: [tone]. Include a clear subject
line, short body, and specific next step.

Create a research plan for [topic]. Include key questions, source types, search terms, evidence
standard, and fact-check checklist.

Turn [topic] into a content package: article outline, headline options, newsletter intro, short-form
video hook, and fact-check list.

Analyze the uploaded file for [goall. Describe the dataset, identify trends and outliers, create a
table, suggest charts, and state limitations.

Red-team this output. Identify unsupported claims, missing evidence, privacy risks, legal risks,
reputational risks, and safer revisions.

Teach me [topic] in stages: simple explanation, key terms, examples, quiz, common mistakes,
and 7-day practice plan.

Create a project operating system for [goal]. Include instructions, files to collect, recurring
prompts, milestones, quality checks, and weekly review routine.
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Source Notes

The functional descriptions in this manuscript were prepared with reference to official OpenAl materials
available through the OpenAl Help Center and OpenAl websites. Readers should check current product
pages because features, plan availability, controls, and limits can change.

Official source used in preparing this manuscript

What ChatGPT is and common OpenAl Help Center, 'What is ChatGPT: FAQ,' updated May 2026.
uses

Prompting guidance OpenAl Help Center, 'How do | create a good prompt for an Al model?' and 'Best
practices for prompt engineering with the OpenAl API,' updated May 2026.

Projects OpenAl Help Center, 'Projects in ChatGPT,' updated May 2026.

Custom Instructions OpenAl Help Center, 'ChatGPT Custom Instructions,' updated May 2026.

Data analysis and file uploads OpenAl Help Center, 'Data analysis with ChatGPT' and 'File Uploads FAQ,' updated May
2026.

Memory OpenAl Help Center, 'Memory FAQ,' updated May 2026.

Canvas OpenAl Help Center, 'What is the canvas feature in ChatGPT and how do | use it?'

updated May 2026.

Selected official pages consulted

OpenAl Help Center - What is ChatGPT: FAQ.

OpenAl Help Center - How do | create a good prompt for an Al model?

OpenAl Help Center - Best practices for prompt engineering with the OpenAl API.
OpenAl Help Center - Projects in ChatGPT.

OpenAl Help Center - ChatGPT Custom Instructions.

OpenAl Help Center - Memory FAQ.

OpenAl Help Center - Data analysis with ChatGPT.

OpenAl Help Center - What is the canvas feature in ChatGPT and how do | use it?
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