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Part 1:

Understanding Prompts
"What is a prompt?”









Part 2:

Prompts: Why Responses Change
“Settings have a huge impact on responses and conversations”



Settings Demo



ChatGPT Settings

Higher Intelligence: How much reasoning ChatGPT uses, paid version
Personalization: Overall response style and behavior
Custom Instructions: Details of how you want ChatGPT to behave
About You: Uses information about you to tailor responses
Memory: Can use information from previous conversations
Additional Tools:
 Web search: Whether ChatGPT can search the web for answers
 Connector search: Whether ChatGPT can search using connected Apps

Five minutes in Settings can dramatically improve every future conversation

The same prompt can produce different responses because of these settings.



ChatGPT Settings: Custom Instructions 

Same Prompt

"Explain photosynthesis."

No Custom Instructions
Response:

Photosynthesis is the process by which plants convert sunlight, water, and carbon dioxide into glucose and 
oxygen. It occurs primarily in the chloroplasts...

Custom Instruction:

"Always explain things as if I were 12 years old."

Response:

Think of a plant as a tiny solar-powered food factory. It uses sunlight like electricity, takes in water through its 
roots and carbon dioxide from the air, then combines them to make its own food. As a bonus, it releases oxygen 
for us to breathe.

Details of how you want ChatGPT to behave



ChatGPT Settings: About You

Example 1 – Without "About You”;
Prompt: "Suggest a weekend project.“

Response: Paint a room, build a bookshelf, learn photography, hike a trail...

Example 2 – With "About You“
Prompt: "Suggest a weekend project.“
Suppose "About You" says:

Retired
Lives in Florida
Enjoys genealogy
Teaches AI classes

The same prompt response might become: Develop a new genealogy project, create a handout for your 
AI class, organize old family photos, or visit a local historical society.

Details of how you want ChatGPT to behave



ChatGPT Settings: Memory

Memory OFF
Prompt:
"How is my prompt engineering presentation coming along?"
Response:
I'd be happy to help. Could you tell me more about the presentation?

Memory ON
Same prompt:
"How is my prompt engineering presentation coming along?"
Response:
Last time we worked on your presentation, we were refining the section on what shapes a response. We 
discussed slides on Memory, About You, Higher Intelligence, and Custom Instructions, and we were 
looking at demonstrations for each. The next logical step is...

Can use information from previous conversations*

*Note: ChatGPT may answer without referring to previous conversations









Part 3:

Building Better Prompts
“John’s 12 Top Tips”

1. Give ChatGPT a Role
2. Name the Audience
3. Choose the Tone or Perspective
4. Specify the Format
5. Ask for Examples or Analogies
6. Ground the Answer in Your Material
7. Make It Interactive
8. Chain the Task
9. Ask for the Reasoning
10. Ask for a Self-Critique
11.  Set a Rule
12.  Give Context 
13.  Bonus: Ask ChatGPT to Write the Prompt



Define a Role or Persona for ChatGPT

Gives you a more focused and direct answer

Example: “Acting as a CFO, please give me advice….”

• Gives ChatGPT context and direction
• Produces more focused, practical responses
• Great for planning, coaching, reviewing, or creative work

https://chatgpt.com/g/g-p-6a453e1cbf548191bedee6d17d99ff2b-olli-prompt-examples/project


Name the Audience 

Help ChatGPT tailor the response to their knowledge, interests, or needs

Example: “Briefly explain DNA in five short bullet points to a nursing student

• Matches tone and depth needed
• Makes responses easier to understand and more relevant
• Works well for studying, presentations and content creation 



Choose a Style, Tone, or Perspective

Tell ChatGPT how you want the response to sound and be presented.

Example: “ Briefly explain DNA to a nursing student in a friendly, conversational style."

• Match the tone to your purpose
• Make responses more engaging
• Create content that fits your audience



Specify The Format

Tells ChatGPT exactly how you want the information organized.

Example: “Create a checklist of important things to know when choosing a health plan."

• Organize information the way you need it
• Save time by reducing editing
• Create ready-to-use content



Ask for Examples or Analogies

Examples and analogies make new or complex ideas easier to understand and remember.

Example: "Explain DNA using a baking analogy that a 12-year-old would understand.“

• Turn complex ideas into simple explanations
• Learn new subjects more quickly
• Remember information more easily



Ground the Answer in Your Material

Give ChatGPT your documents or notes so it can answer using (only) your information.

Example: Using ONLY the attached article, summarize SpaceX's IPO. Do not use outside information.

• Producing answers based on your documents
• Getting more accurate and relevant responses
• Summarizing, comparing, or explaining complex information



Make it Interactive

Produces more accurate and personalized responses through a guided conversation.

Example: What should I ask my doctor on my next visit? Ask me one question at a time before making 
suggestions.

• More accurate recommendations
• Avoids overwhelming questions all at once
• Allows you to refine your answer as you go



Chain The Task

Keeps complex simple by moving step by step, with your approval before continuing.

Example: Help me plan a three-day trip to London. Suggest the itinerary first, then stop and ask for my 
approval before moving on to hotels and budget.

• Keeps you in control
• Prevents wasted work
• Makes big tasks easier to manage



Ask for Reasoning

Helps you understand the answer instead of just accepting it..

Example: Suggest the best computer tablet for a senior who will use it for day-to-day social activities. 
Show your reasoning in a table.

• Understands the "why" behind the answer
• Builds confidence in recommendations
• Helps you learn, not just receive answers



Ask for a Self-Critique

Improves the answer by asking ChatGPT to review its own work.

Example: Tell me which three careers are likely to be most impacted by AI. Then critique your answer and 
explain any limitations or alternative viewpoints.

• Finds weaknesses or omissions
• Improves accuracy and balance
• Produces a stronger final answer



Set the Rules

Limits on where ChatGPT looks or what information it can use.

Example: summarize the 2026 hurricane forecast for Tampa using non-government sources only.

• Uses known sources
• Limits outdated information
• Produces more reliable answers



Give Context

Context helps the AI understand your situation so it can give specific rather than generic advice.

Example: I have never gardened before. I live in Tampa, Florida, and I want to grow tomatoes in 
containers on a sunny patio. What should I do first?

• More personalized answers
• More practical recommendations
• Fewer follow-up questions



Let ChatGPT Write the Prompt

You don't have to know how to write a perfect prompt. Describe what you want and ask ChatGPT to 
create the prompt for you.

Example: Help me write the best prompt to research and compare Medicare Advantage plans. Ask me 
any questions you need first.

• Better prompts with less effort
• More personalized responses
• Learning how to prompt over time







Prompts Demo



Part 4:

Beyond Prompting
Other Tools and Features

1. Deep Research
2. Advanced Images
3. Connecting Apps
4. Custom Assistants (GPTs)
5. AI Agents 
6. Comparing Models
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