
THE ULTIMATE 
chatgpt guide



Welcome to the Ultimate ChatGPT
guide! Ready to level up?

Over the next 100 pages, you're
going to absorb all our ChatGPT
knowledge. 

Let's dive in!

WELCOME!
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2. Organize My Tasks
3. Summarize Meeting Notes
4. Email Drafting
5. Brainstorm for Meetings

TABLE OF CONTENTS

mindstream.news

SECTION 4 - PROMPTS FOR PRODUCTIVITY



Learn how to create an incredible prompt
for use in DALL-E, Midjourney and any other
image generator!
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Improve your ChatGPT responses with
these killer 25 prompt tips.

SECTION 1 -
PROMPT TIPS
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Try: Interpret, Apply,
Demonstrate, Illustrate,
Elaborate, Justify and
Validate to get get different
styles of answer.

GET VERBY.
Lean on doing words to
deliver clear instructions to
ChatGPT.

1



ChatGPT is capable of
reverse prompting.

This is where it can
generate a prompt based
on text input. Just ask for
reverse prompting.

PUT IT IN REVERSE.2



You can ask ChatGPT to
transform into the
personality of a famous
person and ask for their
opinions and feedback.

Try asking it to become
Elon Musk and to criticise
your business plan!

TRANSFORM!3



Struggling to think of that
perfect word?

Ask ChatGPT to become a
Thesaurus and it will
generate a list of other
words with the same
meaning as your input!

THESAURUS4



If you want to ensure
ChatGPT is giving you
accurate information, ask
it to provide sources.

You can then check them
yourself to check the
source of the information.

CITE THAT.5



To put emphasis on the
most important parts of a
prompt, put quotes around
them for better results.

For example: 
write an essay on ‘social
media marketing'

QUOTE IT6



Use examples to anchor
your prompts.

By giving an example of
what you want first, the
model will better
understand what is needed
and copy your style.

ANCHOR YOUR
PROMPTS
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You can get ChatGPT to
proofread text for you.

Better yet, you can ask it to
print the changes it makes
in a bullet point list. This
one is super helpful!

PROOF FOR ME8



ChatGPT is excellent at
producing book summaries, in
as much or as little detail as
you want.

While we don’t advise using it
for your book club, if you want
to get some key concepts
from a book you haven’t had
chance to read, ask ChatGPT
to summarise them for you!

YES, I’VE READ THAT9



If you're not getting the
desired response, try
rephrasing your question or
request in different ways.

Sometimes a slight
variation in wording can
lead to a more accurate or
helpful response.

PARAPHRASE10



ChatGPT is an effective
prompt generator.

If you’re struggling for
creative inspiration,
ChatGPT can suggest some
ideas in which to ask itself
to answer. It’s a bit like
Inception.

ASK CHATGPT11



Use ChatGPT as your
Resume/CV Guru.

“My current work experience
is [insert here], please
provide recommendations on
how to write my CV's content,
structure, or wording.”

UPDATE YOUR CV/
RESUME

12



ChatGPT is excellent at
debugging code. 

If you’re a programmer,
paste your code in and ask
it why it isn’t working, or to
improve it.

FIX MY CODE13



Ask ChatGPT to provide
multiple perspectives or
opinions on your question.
This is particularly useful
when preparing for a
debate!

CHATGPT TOO
BIASED?
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Use this prompt to make
ChatGPT a bit more human:

Strive to generate
responses that mimic
natural human language to
create more engaging
content.

CHATGPT TOO MUCH
LIKE CHATGPT?
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It has been shown in
studies the nicer you are to
ChatGPT the better the
outputs are. We‘re not
kidding.

TALK TO IT LIKE A
PERSON
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Feel free to re-ask the
question. ChatGPT will
change its answer each
time.

Tweak your prompts
slightly to get more varied
responses.

ASK AGAIN17



Don't start your prompts
with "Can You ....", "Will
you...".

Start your prompts with
Action Words - Create,
Write, Make, Generate, List,
Think of, Point out, etc.
You will get better results.

ACTION WORDS18



Specify the person this is
written for - who is reading?

Is it a teenager, an adult, or a
school kid? What is his level
of understanding of the
topic? Beginner,
Intermediate or Advanced?

WHO’S THE
AUDIENCE?

19



Make ChatGPT improve the
response by itself. Use the
power of AI itself to get
better responses. 

Tell it to self-critise its
answer and in the next
prompt, ask it to improve the
previous response based on
the points it listed.

CRITICISE CHATGPT20



Ask ChatGPT to make a
roadmap for you to
acomplish a task. anythgin
from planning trips to
writing blogs or learning a
language.

MAKE A ROADMAP21



Have an idea or thought,
but it is not concrete? 

Introducing Your Second AI
Brain - ChatGPT. Ask it to
brainstorm with you.

BRAINSTORM22



Not satisfied with the result
ChatGPT gave, and want a
slightly different version?

Tell ChatGPT to give you
more variations, based on
the part you liked.

VARIATONS23



Want to know why ChatGPT
gave a certain result?

Or what to know how you
can write the same? 

Ask ChatGPT to break-it-
down.

BREAKDOWN24



Rate the responses out of
ten and ask ChatGPT to
improve it!

e.g:

“That was a 6/10, give me a
9.5/10“

RATE CHATGPT25



Watch me take a bad prompt and improve it!

Knowing HOW to prompt is everything. 

Let me show you how to do it well. 

SECTION 2 - BAD TO
GOOD PROMPTS
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HERE IS OUR BASIC
PROMPT:



NOW LET'S ADD
SOME CONTEXT:



ASSIGN CHATGPT ITS
'ROLE' FOR BETTER
RESULTS.



ADDING THE AUDIENCE
HELPS CHATGPT
UNDERSTAND CONTEXT. 



ADDING A 'TONE' WILL
GIVE YOU MORE
SPECIFIC RESULTS.



TEMPERATE IS A
PARAMETER THAT
CONTROLS CHATGPT'S
CREATIVITY, FROM 0-1.



THERE YOU HAVE IT - AN
EXPERT LEVEL PROMPT.

NOW YOU KNOW HOW TO
STRUCTURE PROMPTS FOR
MAXIMUM RESULTS!



Learn how to chain prompt.

Start with a product idea.

End with a full article!

SECTION 3 - CHAIN
PROMPTING
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With the right prompts,
ChatGPT can do almost
ANYTHING. 

In this chapter, we're going
to learn how to chain
prompts. 

This allows you to keep
developing your idea. 



Let's kick things off with a
simple prompt.

CHAINED PROMPTING1

Now we have an article
headline. 



To continue the chain,
follow up with another
prompt.



Let's keep going and dig a
bit deeper!



Okay, this is good s stuff.tuff. 

We need to organise it now.



ChatGPT can give you
responses in the form of a
table if you ask.

This is great for getting
technical information or
creative ideas in a list
format.

PUT IT IN A TABLE2



Simply ask ChatGPT to add
the info into a table.

Great! Shall we get some
help from a professional? 



Let's use what we know
and ask ChatGPT to
transform into the
personality of a famous
person and ask for their
opinions and feedback.

Let‘s try Elon Musk...

TRANSFORM3



Let's see what Elon has to say!



Let's see what Elon has to say!

Great, now﻿ I want Elon to write
the whole article...



Let's generate the reverse
prompt for this article
written by Elon! 

REVERSE PROMPTING4





Now, paste the reverse
Prompt back into ChatGPT.



And here is Elon's Article for
us!







ChatGPT prompts to improve your
productivity!

SECTION 4 -
PROMPTS FOR
PRODUCTIVITY

mindstream.news



HELP ME
DELIVER
Prompt: I’m a (Insert job)
that [list work tasks]. Right
know I [explain specific
challenges you face]. Can
you help me reach[desired
outcome]??

1



ORGANISE MY TASKS
Please help me prioritise my tasks.
 Here's a list of tasks:
 [Task 1] [Task 2] [Task 3] ... 

For Each Task Deadline or time
constraint (if any): Urgency (High,
Medium, Low): Importance (High,
Medium, Low): 

Task dependencies (if any): Personal
preferences or criteria for
prioritization: 

Additional context or details about the
task:

1



SALES PITCHING
Please write a compelling sales pitch for
the following product:
[Insert Product Description Here]

More Details:

Target audience:
Unique product features or benefits:
Key selling points or value
propositions:
Competitors or similar products:
Branding/style preferences (if any):
Preferred tone:
Call-to-action elements:

2



CONFLICT RESOLUTION
Please provide conflict resolution
suggestions for the following situation:
[Insert Conflict Details Here]

More Details:

Context and parties involved:
Core issues or disagreements:
Previous resolution attempts (if any):
Desired outcomes or goals:
Constraints or limitations:
Resolution timeline/urgency:
Communication or mediation
preferences (if any):

 [Task 1], [Task 2] , [Task 3]...

3



PROPOSAL WRITING
Please write a comprehensive proposal for
the following:

[Insert Project or Proposal Details Here]

More Details:

Objectives and scope:
Target audience:
Proposal guidelines (if any):
Desired outcomes or goals:
Relevant stakeholders:
Budget or resources:
Timeline or deadline:

4



BUDGETING ADVICE
Please write a comprehensive proposal for
the following:

[Insert Project or Proposal Details Here]

More Details:

Objectives and scope:
Target audience:
Proposal guidelines (if any):
Desired outcomes or goals:
Relevant stakeholders:
Budget or resources:
Timeline or deadline:

5



Learn how to create an incredible prompt for
use in DALL-E, Midjourney and any other image
generator!

SECTION 5 - CREATE
AMAZING IMAGE
PROMPTS
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With prompt chaining you can create very
effective Image Prompts for use in DALL-E,
Midjourney and other applications.

This is great for beginners getting started with
AI image generation.

Let‘s make an EPIC prompt, using ChatGPT.
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BRAINSTORMING

“I want to create a photo of
a businessman for a Forbes
magazine. How would this
man pose?“

1



BRAINSTORMING1.1



CLOTHING2
Let‘s, proceed
with number 4. 

Now describe
what he is wearing.



CLOTHING2.1



CLOTHING2.2



CLOTHING2.3
Lets finalise his dress as Charcoal
grey suit, single breasted design,
notch lapels, and hemmed and fitted
trousers. white shirt, neatly tucked in
trousers. Suggest a color for the tie,
the knot should be Windsor.

A metal strap wristwatch, cufflinks
that match, a pocket square, Brown
leather shoes, well maintained facial
hair, well groomed hair, trimmed nails.



CLOTHING2.4



CLOTHING2.5



BACKGROUND3
Now describe the background of the
photo.



BACKGROUND3.1



BACKGROUND3.2
Please describe the furniture, lighting,
composition, and out of window scenery a
little more.



BACKGROUND3.3



CAMERA AND LENS4
Now, help me decide on the best camera
and lens for this type of image.



CAMERA AND LENS4.1



CAMERA AND LENS4.2
Give a specific recommendation.



BRING IT ALL TOGETHER5
Now list all things we have discussed for this
photoshoot in detail.



BRING IT ALL TOGETHER5.1



THE FINAL PROMPT6
Now structure all this information in the
form of a text rompt to generate a very
realistic image.



THE FINAL PROMPT6.1



GENERATE IT!7
Now, paste the prompt into your image
gen of choice! We are using Midjourney
here.

Shall we check out the result?



THE FINAL RESULT8



You have reached the end, congrats!

That's it, you're officially a ChatGPT god.

Don't slack off now though. ChatGPT
continues to evolve and get smarter. We
need to do the same! 

Make sure to read Mindstream every day
in your inbox. It'll keep you up to date
with all the stuff the matters in the AI
world!

THE END


