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1. What Is ChatGPT? 

ChatGPT is OpenAI's AI assistant. It can hold conversations, answer questions, write and edit text, 

analyze documents and images, generate images, browse the web, run code, and help with 

everyday tasks all through natural conversation. 

It has grown from a simple chatbot into a broader assistant that can remember useful details across 

conversations, organize related work into Projects, and even use tools like web search and code 

execution to produce more reliable answers. 

 

What Makes ChatGPT Useful 

• Strong general-purpose writing, reasoning, and coding ability. 

• Can browse the web for current information when needed. 

• Remembers relevant details across chats to personalize future answers. 

• Supports file uploads, images, voice input, and data analysis. 

2. Getting Started 

1. Go to chatgpt.com or open the ChatGPT app on your phone. 

2. Create a free account with an email address or existing login. 

3. Start a new chat and type your question or task in plain language. 

4. Read the response, then reply with follow-up questions or corrections. 

5. Upload files, images, or spreadsheets when you need ChatGPT to work from real material. 

 

Where You Can Use ChatGPT 

• ChatGPT web app and mobile app for everyday chatting and tasks. 

• ChatGPT desktop app works alongside other apps on your computer. 

• Custom GPTs specialized versions of ChatGPT built for specific tasks. 

• The OpenAI API for developers building ChatGPT into their own products. 

3. Understanding the ChatGPT Plans 

OpenAI offers several tiers, and the right one depends on how often you use ChatGPT and how 

demanding your tasks are. 

Free Tier 

Good for everyday questions, casual writing help, and trying things out. Comes with usage limits 

and access to a lighter model than paid tiers. 

Plus 

A mid-priced plan aimed at most individual users. It unlocks the flagship reasoning model, 

expanded messaging and uploads, faster image generation, deep research tools, expanded memory, 

Projects, tasks, and custom GPTs. 

 

 



Pro 

A higher-priced tier for people who rely on ChatGPT daily for demanding work. It removes most 

usage caps and unlocks the strongest reasoning mode, maximum memory and context, and the 

most advanced research and coding tools. 

Business / Enterprise 

Built for teams and organizations, adding collaboration features, admin controls, and stronger data-

privacy guarantees. 

 

Tip: Start on the free plan. Move to Plus if you regularly hit usage limits or need deeper research 

and memory features. 

4. How ChatGPT Actually Works (In Simple Terms) 

ChatGPT generates responses by predicting the most useful next words based on your message, 

any files you've shared, and when it uses tools like web search current information it retrieves in 

real time. 

This explains two important things: 

• Clear, well-structured prompts lead to noticeably better answers, since ChatGPT is working 

from what you provide. 

• ChatGPT can still make confident-sounding mistakes, especially on specific facts, unless it 

searches the web or you supply the real source material. 

 

Key Idea 

Treat ChatGPT like a highly capable assistant on their first week: give clear instructions, 

real supporting material, and check important details, just as you would with a new hire. 

5. The Golden Rules of Prompting 

Rule 1: Be Specific 

Vague requests produce vague answers. State exactly what you want, for whom, and why it 

matters. 

Rule 2: Give Real Context 

Upload the actual document, spreadsheet, or error message instead of describing it from memory. 

Rule 3: State the Format You Want 

Ask directly for a table, a short list, a formal document, or a specific word count. 

Rule 4: Split Big Tasks into Steps 

Ask for one part of a large project at a time rather than everything in a single message. 

Rule 5: Review, Then Refine 

Treat the first answer as a draft ask ChatGPT to adjust tone, length, or accuracy until it's right. 

  



6. How to Structure a Great Prompt 

A strong prompt usually includes four parts: 

6. Goal what you're trying to achieve. 

7. Context background information or attached files ChatGPT needs. 

8. Format how you want the answer presented. 

9. Constraints length, tone, audience, or things to avoid. 

 

Example: Weak vs Strong Prompt 

Weak: "Help me with my resume." 

 

Strong: "Review my resume for a marketing manager role. Point out weak bullet points, 

suggest stronger action verbs, and keep the overall length to one page." 

The second version gives ChatGPT a clear goal, role, focus areas, and constraint producing a far 

more usable result. 

7. Getting the Most Accurate Results 

Ask ChatGPT to Search When Freshness Matters 

"Search the web and confirm this is current before answering." 

 

Use Deep Research for Bigger Questions 

For research-heavy tasks, ask ChatGPT to run a deep research report. It will gather information 

from multiple sources, compare them, and return a structured, cited summary instead of a single 

quick guess. 

Share the Real Data 

Upload the actual file, spreadsheet, or code rather than describing it. ChatGPT performs far more 

accurately when working from real material. 

Ask for the Reasoning 

"Walk me through your reasoning step by step, then give the final answer." 

Verify Anything Important 

For legal, medical, financial, or high-stakes technical questions, treat ChatGPT's answer as a strong 

starting point and confirm it with a qualified professional or primary source. 

  



8. Avoiding and Catching Mistakes (Hallucinations) 

ChatGPT can occasionally state something confidently that isn't accurate often called a 

"hallucination." A few habits reduce and catch this: 

• Ask ChatGPT to flag anything it isn't fully sure about, instead of guessing. 

• Ask for the source or reasoning behind specific facts, statistics, or quotes. 

• For anything time-sensitive, ask it to search and confirm before answering. 

• Independently verify important names, dates, and numbers before relying on them. 

• If something feels off, say so directly and ask it to double-check its own answer. 

 

"Before answering, tell me clearly if any part of this is uncertain rather than guessing." 

9. Using ChatGPT for Common Everyday Tasks 

Writing & Editing 

"Rewrite this email to sound more confident but still polite: [paste email]" 

 

Research 

"Run a deep research report comparing [option A] and [option B], with sources." 

 

Data & Spreadsheets 

"Look at this spreadsheet and summarize the three biggest trends in plain language." 

 

Planning & Organizing 

"Create a simple weekly study plan for [exam], with a topic for each day." 

 

Summarizing 

"Summarize this document into 5 clear bullet points." 

 

Coding Help 

"Here is my code and the error I'm getting: [paste code + error]. What's causing it?" 

  



10. Key Features to Know About 

• Web browsing lets ChatGPT check current information instead of relying only on training 

data. 

• Deep Research runs multi-step research and returns a structured, cited report. 

• File & image uploads share documents, spreadsheets, or photos directly in the chat. 

• Voice mode talk to ChatGPT and hear responses read back. 

• Code execution ChatGPT can run and test code in a sandbox to check its own work. 

• Image generation create visuals directly from a text description. 

11. Memory, Projects, and Custom GPTs 

Memory 

ChatGPT can remember useful details across conversations such as your preferences or ongoing 

work so future answers need less repeated context. You can review and edit what it remembers in 

your settings. 

Projects 

Projects let you group related chats and files together, so ChatGPT keeps consistent context for a 

specific piece of work instead of starting from scratch each time. 

Custom GPTs 

These are tailored versions of ChatGPT set up for a specific purpose such as a writing coach or a 

coding assistant with their own instructions and reference material built in. 

12. Do's and Don'ts Checklist 

Do 

• Be specific about your goal, audience, and format. 

• Upload real files instead of summarizing them yourself first. 

• Use deep research for anything that needs multiple sources. 

• Ask follow-up questions to refine the answer. 

• Break large projects into smaller steps. 

 

Don't 

• Assume the first answer is final review and refine it. 

• Combine several unrelated requests into one confusing message. 

• Skip verification on important decisions. 

• Leave out context and expect ChatGPT to guess your intent. 

  



13. Troubleshooting Common Problems 

"The answer is too generic." 

Add more specific detail audience, goal, tone, and an example of what you like. 

"The answer is too long or too short." 

State the exact length you want: "Keep it under 100 words" or "Give me a full detailed breakdown." 

"It didn't understand my request." 

Simplify your wording and split the request into smaller, clearer parts. 

"I'm not sure the information is current." 

Ask ChatGPT to search the web or run deep research before you rely on the answer. 

"It forgot something from an earlier chat." 

Check your memory settings, or start the task inside a Project so related context stays together. 

  



14. Conclusion 

ChatGPT can support everyday writing, research, planning, coding, and more. The quality of what you get back 

depends heavily on the clarity of your prompts and the quality of the material you share with it. 

Use this guide as a reference to get faster, more accurate results  and always verify anything important before acting 

on it. 
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