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Why Learn ChatGPT?
ChatGPT is more than just a chatbot; it's an AI assistant that 
can write, analyze, brainstorm, and teach. Mastering it is 
essential for enhancing productivity and creativity in today's 
fast-paced world.

This course transforms beginners into confident users in 7 
comprehensive modules, covering everything from 
fundamental concepts to advanced features like data 
analysis, custom instructions, and workflow automation.
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Module 1: What is ChatGPT? (The Basics)

AI Assistant
Trained on vast data to answer 
questions, write content, and solve 
problems across various domains.

Versions
Free (GPT-3.5): Ideal for everyday 
tasks.

Plus (GPT-4): Offers advanced 
reasoning, file uploads, web 
browsing, and code 
interpretation.

Key Use Cases
Writing emails & essays

Learning complex topics

Coding assistance

Data analysis

Activity: Simplifying Complexity

Ask ChatGPT: "Explain quantum physics like I9m 10." Observe how it simplifies complex ideas effectively.
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Module 2: Getting Started

Goal: Set up and Navigate ChatGPT

Sign Up Visit chat.openai.com. Create a free account 
using your email, Google, or Microsoft credentials.

1.

Interface Tour Familiarize yourself with the layout: New 
Chat for fresh conversations, Thread History in the left 
sidebar for past chats, and the Input Box for commands.

2.

Upgrade to Plus Unlock advanced features like GPT-4, 
file uploads, and plugins for $20/month. Navigate to 
Settings > Upgrade to Plus.

3.

Pro Tip: Enable dark mode (Settings > Appearance) 
for enhanced eye comfort during extended use.

https://chat.openai.com/
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Module 3: Core Skills 3 Prompt Engineering
Goal: Master giving commands ("prompts") to get the best responses from ChatGPT. The quality of your output depends on 
the quality of your input.

1. Be Specific
o  <Write a story.=

'  <Write a 200-word sci-fi story about a robot learning 
emotions, with a plot twist.=

2. Set Context
o  <Explain blockchain.=

'  <Explain blockchain to a high school student using 
simple analogies.=

3. Assign a Role
<Act as a career counselor. Advise on switching to tech at 
age 40.=

4. Control Format
<Answer in bullet points.=

<Use a table to compare options.=

Activity: Role-Playing & Formatting

Prompt: <You are a nutritionist. Create a 7-day vegetarian meal plan in a table with columns: Day, Breakfast, Lunch, Dinner.=
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Module 4: Advanced Features (ChatGPT Plus)
Goal: Unlock and effectively use GPT-49s premium tools.

File Upload
Upload PDFs, Excel, Word, or images for analysis. 
Prompt: <Summarize this PDF in 5 bullet points.=

Code Interpreter
Analyze data, create charts, convert files. Try: <Analyze 
this sales.csv file. Plot monthly revenue trends.=

Web Browsing
Fetch real-time data by enabling it in the GPT-4 
dropdown. <Find recent AI news from reliable sources. 
Summarize key points.=

Custom Instructions
Set preferences in Settings > Custom Instructions. 
Example: <Always respond formally. I9m a teacher 
creating lesson plans.=

Activity: Data Visualization

Upload a spreadsheet. Ask: <Calculate average sales per region and show a bar chart.=
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Module 5: Real-World Applications
Goal: Apply ChatGPT to enhance your daily tasks and workflows across various domains.

Writing Enhancement
<Revise this email to sound 
professional.= or <Generate blog 
ideas about sustainable fashion.=

Learning & Education
<Create a study plan for Python 
in 30 days.= or <Quiz me on 
French vocabulary.=

Coding & Debugging
<Debug this Python code: [paste 
code].= or <Build a website 
landing page with HTML/CSS.=

Data Interpretation
<Interpret this climate data. 
What trends do you see?=

Creative Brainstorming
<Design a workout plan for 
beginners.=

Tip: Use follow-up prompts to refine responses: <Make the workout plan shorter.=, <Add rest days.=
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Module 6: Troubleshooting & Best Practices
Goal: Resolve common issues and ensure responsible, ethical use of ChatGPT.

Common Problems & Solutions
Inaccurate Answers: Rephrase prompts or add: <Double-
check facts.=

Vague Responses: Ask: <Explain step by step.=

Context Loss: Reset with <New Chat= or summarize 
context: <Previously, we discussed X. Now, [new query].=

Best Practices for Responsible Use
Verify Critical Info: Always cross-check medical or legal 
advice from ChatGPT.

Avoid Plagiarism: Use outputs as inspiration, not as final, 
unedited work.

Privacy First: Never share sensitive personal data like 
SSNs or passwords.

Ethical Use in Education

Prompt: <How can I use ChatGPT without cheating in school?=

ChatGPT's Ideal Response: <Use it to explain concepts, generate study questions, or brainstorm ideas, not to write essays or 
complete assignments for you.=
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Module 7: Automation & Advanced Workflows
Goal: Seamlessly integrate ChatGPT into your existing digital workflow for enhanced efficiency.

Integration Platforms
Use tools like Zapier or Automate.io 
to connect ChatGPT with 
applications such as Gmail or Slack. 
Example: auto-generating email 
replies.

APIs for Developers
For those with coding skills, 
leverage OpenAI9s API to build 
custom applications and solutions 
tailored to your specific needs.

Chrome Extensions
Enhance your browsing and 
ChatGPT experience with 
extensions like AIPRM, which 
provide pre-made prompt 
templates and other helpful 
features.

Activity: Automate a Task

Prompt: <Write a Python script to send daily weather alerts via email.=
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Final Project:

Showcase Your Skills
Your Task:

Use the file upload feature to analyze a dataset (e.g., this 
sample CSV).

Generate a comprehensive report that includes relevant 
charts.

Finally, present your findings to ChatGPT, asking it to: 
<Explain this data to a non-technical audience.=

Example Prompt to Get Started:

<Analyze sales_data.csv. Identify top 3 products by revenue. Create a summary slide with a bar chart and key insights.=

https://example.com/data.csv
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