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What is Chat GPT?

Defintion:

CHAT GPT is an Al language model created by
Open Al Using machine learning and massive
amounts of data, CHAT GPT acts like an assistant,
requiring your inputs.

Why it's Useful:

Chat GPT can assist with a range of tasks, from
answering questions to offering advice on various
topics.

This guide will walkthrough Chat GPT as a tool for
scheduling and template creation. Showcasing basic
functions to help you maximize CHAT GPT for your own
use.



Getting Started

Accessing CHAT GPT:

You can visit platforms that integrate Chat GPT such es
Opendl's wabsite. Some platforms may require an account
creation or logging in.

I
How to Communicate with Chat GPT:

You can communicate with Chat GPT like you would with
another person. Just simply type questions or requests into a
taxt box and hit anter. Chat GPT can understand both short
and long phrases. with no need for perfect
grammar/langusgs.

I
Functions:

There are a variety of tasks, everything from asking for &
recipe to getting advice. The more you can interact the
easier Chat GPT becomes.



Function: Scheduling

Setting up a Schedule

Chat GPT can create basic schedules for you_ just ask it to
help creste one besed on your needs with & prompt like the
example below

*| have meetings/work from 9am-lpm_and | need time to
study and relax. Can you make & schedule for me from
Monday-Friday?

Customization

Chat GPT allows you to specify the details of your zchedule.
Schedules that balance work study. and personal time are &
prompt awayYou can integrate and priotize tasks create
recurring schedules and use Chat GPT to manage your time.



Integrating Events or Tasks
Into Your Schedule

Adding Activites Handling Conflicts

You can seamlzssly add
events or tasks to new or

existing schedules, with Ifthere are conflicts in your

time specific constraints schedule. you can sk Chat

pravided by you GPT to adjust your timins.
Chat GPT can modify

Example Prompt: exisiting content to adapt

*Add & meeting @ 2pm an in real time to your needs.

8 doctor's appointmant @

10 am on Friday”

Time-Blocking

If you prefer to work in dedicated blocks of time_ Chet GPT
can craate a tima-block scedule. Regardless of need, Chat
GPT can adapt.



Generating Recurring

Schedules
|
Weekly Repeats & Consistent Scheduling

Chat GPT can generate schedules for recurring weekly
activitas, making it a tool for setting up & standard weekly
routing.

Handling Special Dates

U=ing Chat GFT to develop standarized schedules can create
overlaps/oversights with holideys or personal needs. Chat
GPT will help reoganize tasks accordingly, using specific
prompts such as

*Modify my schedule next week to account for & holiday on
Monday"



Time Managment Tips

Focus and Productivity:

Chat GPT can offer tips and technigues to stay focused and
productive. It can suggest schedule specfic practices for
optimzing your time_All it takes iz & prompt.

w7 Dealing with Overload

w e e fyou feel overwhelemed with
Ve ™, v a, yourschedulz, Chat GPT can
" identify by suggesting tasks
- .~ (elegation or postponment,
—eee e - Uging 8 prompt such as
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*Help me priotize and delegate
tasks in my schedule



Function: Templates

Chat GFT cen be a tool to develop templates for tesks and
amails. Templatas can be used to track progress and can be
personalized to your needs.

Use & prompt such as: “develop a weekly checklist for
tracking my fitness goals® or "Develop & task list for my
home renovation project”

Once you have a basic template, you can ask ChatGFT to
adjust it to fit your evolving needs. You can request
vairations of the same template to match different scenarios
or neads.

Using prompts such as: “Generate & casusl version of this
meeting agenda for a team_and & formal version for client
meetings”



Task Templates

Task templates are a spechic genre of templates that Chat
GFT can develop for your personal needs. They can be as
minimal or detailed, depending on your prompt

Below is an example of Chat GPT's response to the prompt:
“Develop a basic task template®
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Email Templates

Email Templates are another genre that Chat GPT can
develop for you. It can draft professional emails. meeting
reminders, ar custom reponses for specific audiences
[Customers, Stakeholders Team-members)

In rezponse to the prompt: “professionsl email template”
Chat GPT can produce a clear and concise template like
example below.
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Report Templates

Chat GFT can also develop business or creative templates, in
the form of reports.

Business Reports Creative Templates
Business Reporis or Creative Templates can
templates can take the take the form: Journal
form of : Business plans, prompts, Outlines, Event
Employee Performance Planning, Steryboarding,
Review, Invaicing, Meeting Creative project
Agendas, Proposals, or any timelines, Commisson
need you may have. agreement, Budgeting or

any need you may have.



Generating Recurring

Templates

I
Weekly Repeats/Regular Use

For tasks that you do regulary, Chat GPT offers the ability to
develop recurring templates intened for repeat use. Daily
Checklist, Planners, or simple outlines for your personal use
are all possible using your prompts and Chat GPT.

Handling Special Circumstance

The spirit of adaptiblitly applies to templates as well as
schedules. Chat GPT can adjust your recurring templates
when circumstance deems it, building upon your recurring
templates with prompts like:

“Modify my daily planner to include prep time for the Holiday
on Friday”



Maximizing ChatGPT
I

Here a few tips to keep in mind to maximze your experince
using Chat GPT.

Be Specfic: The more detail you include, the better Chat GFTs
responses will be. Include time constraints tasks types.
layout features you want, or any conditions you want.

Refina and [terate: If Chat GPT's reponse isn't quite what you
wanted, refine your request/prompt. Ask for adjustments or
alternative versions until you acheive the result you want.

Test and Explore: Don't be afraid to play eround. Make use of
the massive data pool that drives the &1 model If you run out
of ideas, just ask Chat GPT for new and exciting prompts!



Wrap-Up

What is Chat GPT?

An Al language model that can generate human-like text
based on prompts

How to Use it

Input clear test prompts in quastion or stateaments

What it Can Do

Content Generation
Learning & Reserach
Scheudling and Organization

Improve your Experience
Be clear and specfic

[tarate & Rafrine

Break Tasks into Steps

Limitations

While & grest tool. it can be wrong and can lack resl-time
infarmatian. Always verify information for sccuracy and
biaszes.



Ethical Considerations of Chat
GPT

|
Bias in Al

Al models ars

limited to the data

sats it was built on. Privacy and Data Security

Thui’u_ d’hmfetr' can Information input into &1 models

f’“ ﬂrln? "If" i can be shared, stored or used.
awards cultures, Use caution when inputting

concepts, ar persanal infarmation_ and

regians. protect your sensitive data.

Ethical Usage of Al

Chat GPT can help generate content_ however there are
questions of autharship and the suthenticity of Al contant.
Always disclose when content has been Al generated to
ensure transparency and accountability.



