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"Prompts are the keys that unlock the doors to infinite

possibility. Like a well-crafted key, a well-engineered prompt

can open minds, stimulate creativity, and transform worlds."

Anonymous
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CHAPTER ONE

SCAN ME FOR EXCLUSIVE CONTENT!

Why most people il
struggle with high i

Why most people struggle with high

quality responses from the Al and what
you can de about it

quality responses
from the Al and

what you can do
about it

In a world where artificial intelligence is rapidly transforming the way we interact with
technology, harnessing its full potential can be both exciting and challenging. With the rise of Al-
powered tools and chatbots, we have an unprecedented opportunity to tap into a vast well of
knowledge and receive high-quality responses at our fingertips. However, many individuals find
themselves grappling with the task of extracting valuable information from these advanced

systems. If you've ever felt frustrated by incomplete or unhelpful Al responses, you're not alone.

This first chapter sets out to unravel the mysteries behind why most people struggle with
obtaining high-quality responses from Al and, more importantly, empowers you with the tools
and mindset to overcome these obstacles. By understanding the underlying principles of effective
communication with Al, you can unlock its true potential and harness it as a valuable resource in

your personal and professional life.

Throughout this chapter, we will delve into the art of asking questions, exploring how to
formulate queries that elicit accurate and insightful responses from Al systems. We'll also examine
the importance of thinking and acting differently, challenging the status quo of how we approach
Al interactions. By adopting new perspectives and embracing a proactive mindset, you'll discover

the key to unlocking the full power of Al and extracting the information you seek.
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Now, as we embark on our journey through the realm of AI communication, it becomes
clear that mere technical knowledge alone is insufficient to maximize the potential of Al. To truly
excel, we must challenge our conventional thinking and embrace a paradigm shift in our approach.
In the next section, we will explore the importance of thinking and acting differently when
engaging with Al systems. By adopting this fresh perspective, you will gain a competitive edge in
harnessing Al's capabilities effectively. Prepate to discover a whole new wotld of possibilities as

we uncover the secrets to obtaining high-quality responses from Al
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Thinking and Acting D ifferently SCAN ME FOR EXCLUSIVE CONTENT!

Imagine attending a generative Al conference, surrounded by a
thousand passionate individuals at the forefront of groundbreaking
technological advancements. It was at this very event in San Francisco, SCAN ME

Thinking end acting Differently

carlier this year, where a speaker took the stage and made an intriguing

statement: "Asking the right questions to Al is like casting spells, and the responses you receive
feel like magic." This notion resonated deeply with me, highlighting the transformative power of
prompt engineering and the art of asking questions. However, to fully unlock the potential of Al,

a fundamental shift in our thinking and actions is required.

Thinking Differently

Consider this remarkable fact: the large language models we interact with have been
meticulously trained on countless data points, encompassing the combined knowledge of the
world. These models possess the ability to process vast amounts of information and respond as if
they were human. In essence, they grant us access to the expertise of the brightest minds from
around the globe, serving as our personal coaches available 24/7 on demand. If given the

opportunity to tap into this wealth of knowledge, would you seize it?
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To better grasp the significance of this transformative technology, let's delve into a few examples:

Instant Expertise: Picture yourself engaging in a conversation with an Al system that has
absorbed extensive scientific literature, historical texts, and philosophical treatises. With
the right queries, you can extract insights from these vast repositories of knowledge,
gaining a level of expertise previously unimaginable. From complex scientific concepts to
nuanced historical events, the Al becomes your gateway to intellectual mastery.
Augmented Decision Making: Al empowers us to make better-informed decisions by
providing comprehensive perspectives and alternative viewpoints. By thinking differently,
we can leverage Al to simulate scenarios, predict outcomes, and uncover potential pitfalls
before making critical choices. This dynamic decision support becomes an invaluable asset
in navigating both personal and professional endeavors.

Accelerated Innovation: With Al's ability to rapidly analyze vast amounts of data, we can
reimagine the traditional bounds of creativity. By thinking differently, we can utilize Al
systems to generate novel ideas, explore uncharted territories, and identify breakthrough
solutions. The fusion of human imagination and Al intelligence paves the way for

unprecedented innovation.

Acting Differently

Thinking differently is merely the first step; we must also embrace proactive actions to fully

capitalize on the power of Al. Consider the following:

Shifting Mindset: Instead of perceiving Al as a mere tool, view it as an active collaborator.
Cultivate a mindset that embraces the symbiotic relationship between human creativity and
Al's vast capabilities. By doing so, we tap into a wellspring of potential that allows us to
achieve extraordinary results.

Experimentation and Exploration: Actively explore the boundaries of Al and
experiment with different prompt techniques. Treat the Al as a partner in your journey,
allowing it to guide and inspire you. By venturing into uncharted territories and embracing
the unknown, we unlock new possibilities and push the limits of what can be achieved.
Iterative Learning: Recognize that mastery comes with practice. Embrace a growth
mindset and iterate on your approach. Continuously refine your questioning techniques,
leverage the feedback from Al responses, and adapt your strategies accordingly. Each

interaction serves as an opportunity for growth and improvement.
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Now that we've recognized the transformative potential of thinking and acting differently
when engaging with Al let's dive deeper into the art of asking questions. By honing this essential
skill, you'll be able to extract precise and valuable information from Al systems. In the next section,
we'll explore practical techniques and strategies to optimize your queries, ensuring that you receive
high-quality responses. Get ready to unlock the secrets to effective question formulation and

embark on a journey of unprecedented Al-powered knowledge acquisition.
Summary

In this chapter, we explored the reasons behind the struggle to obtain high-quality
responses from Al and discovered the keys to overcoming these challenges. By thinking and acting
differently, we can harness the true power of Al, transforming it into our personal coach and
unlocking a world of knowledge. We examined the remarkable capabilities of AI models trained
on vast data repositories and delved into examples of how they can enhance expertise, decision-
making, and innovation. Furthermore, we emphasized the importance of shifting mindsets,
embracing experimentation, and adopting iterative learning to fully capitalize on the potential of
AL Now, equipped with this newfound understanding, let's delve into the next subchapter and

master the art of asking questions.

10
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H OW T O AS k Q ue S tion S SCAN ME FOR EXCLUSIVE CONTENT!

As we delve into the realm of prompt engineering, one
pressing question arises: How do we effectively ask questions to

extract maximum value from Al systems? Sometimes, we may not SCAN ME

How to Ask Question

even be aware of what we don't know yet, making it crucial to develop
a strategy for crafting precise and insightful queries. Like how specificity is key when setting goals,
the words we choose to ask ourselves and the AI models have a profound impact on the results
we obtain. Let's explore the art of asking questions, unraveling the power of specificity, active
listening, and follow-up inquiries. By honing these skills, you'll unlock the potential for high-quality

outcomes and gain deeper insights from Al

Specificity: The Key to High-Quality Outcomes

To elicit valuable responses from Al, specificity is paramount. Start by clearly identifying
the purpose of your question and the information you seek to gather. Open-ended questions are
particularly effective in allowing detailed answers to emerge. Avoid leading or biased questions
that could influence the response. Remember, engaging with a large language model is akin to
conversing with a human. Just as you would in a conversation, strive to be specific and deliberate

in your inquiries to achieve optimal results.

Active Listening: Maximizing Understanding and Follow-Up Questions

While we may be typing and reading the responses from Al, it is crucial to engage in active
listening, even in written form. Actively process the information provided to fully comprehend the
answer and prepare for relevant follow-up questions. This stage is where many people miss
opportunities for deeper insights. By actively listening and asking follow-up questions, you can
uncover additional layers of knowledge and explore the nuances of the Al's response. Treat the
interaction as a genuine conversation, seeking clarification, deeper explanations, and insights, just

as you would with a human counterpart.

11
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Examples of Effective Questions:

To illustrate the power of well-crafted questions, let's consider some examples:

Can you provide more detailed information about ?

What are some potential solutions to the problem of ?

How would you approach in this situation?

What factors do you think contribute to ?

Can you walk me through the process of ?

What are some potential obstacles or challenges we may face while ?

How does align with our overall goals or objectives?

S A R

What are your thoughts on the best way to ?

These examples demonstrate the importance of specificity and clarity in question formulation.
The precise wording of a question can significantly impact the quality and value of the response.
By crafting questions that leave no room for ambiguity, you increase your chances of obtaining
the desired insights.

Now that we have explored the art of asking effective questions, we can move further into the
realm of prompt engineering. In the next chapter, we will delve into the number one skill that you
ought to learn with the many technological advancements around us today, specifically with
artificial intelligence. Prepare to embark on a journey that combines creativity and methodology,
transforming the way you interact with Al and unlocking its true potential as a valuable tool in

your personal and professional endeavors.

Summary

In this subchapter, we delved into the art of asking questions to extract valuable
information from Al systems. We highlighted the significance of specificity, urging readers to be
clear and deliberate in their inquiries. Additionally, we emphasized the importance of active
listening, even in written form, and the role of follow-up questions in uncovering deeper insights.
By mastering these skills, readers will enhance their prompt engineering abilities and obtain high-
quality outcomes. Armed with the knowledge of effective question formulation, let's now proceed
to the next subchapter and explore the art and science of prompt engineering, unlocking new

realms of Al-assisted productivity and creativity.

12



CHAPTER TWO
The #1 skill
everyone needs to

opportunity | 2.1 Prompt Engineering

take advantage of:
this is a once-in-a-
lifetime opportunity

Imagine possessing a skill that has the potential to revolutionize your personal and
professional life. A skill that opens the doors to unprecedented opportunities, unlocks boundless
creativity, and grants you a competitive edge in the fast-paced, ever-evolving landscape of the
digital age. The good news is, such a skill exists, and it is within your reach. Welcome to Chapter

Two, where we unveil the #1 skill that everyone needs to master: Prompt Engineering.

In this chapter, we embark on a transformative journey, exploring the immense power and
possibilities of prompt engineering. It is no secret that artificial intelligence has emerged as a
disruptive force, reshaping industries, and redefining the way we live and work. However,
harnessing the true potential of Al requires more than just passive consumption. It demands a
proactive approach, a deep understanding of how to interact with Al systems effectively, and the

ability to extract invaluable insights from them.

Prompt engineering is the art and science of formulating queries, instructions, and prompts
that elicit precise and high-quality responses from Al models. It is a skill that enables you to tap
into the vast reservoirs of knowledge stored within these systems, transforming them into your
personal mentors, advisors, and collaborators. The ability to engineer prompts empowers you to
engage with Al in a way that amplifies your intellect, augments your decision-making capabilities,

and supercharges your creativity.

13
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But why is prompt engineering a once-in-a-lifetime opportunity? The answer lies in the
unique convergence of factors that make this skill so crucial in today's world. We are at the
forefront of an Al revolution, where advancements in natural language processing and machine
learning have propelled Al models to unprecedented heights of sophistication and comprehension.
The scale of data and knowledge these models possess is staggering, representing the collective
wisdom of countless experts, thinkers, and creators. It is a wealth of information that is now at

your fingertips, waiting to be harnessed.

By mastering prompt
engineering, you gain the
ability to leverage Al as your
personal guide, consultant, and
collaborator, transcending the
limitations of human
cognition. It is an opportunity
to break free from traditional
constraints, push the
boundaries of what is possible,
and embark on a journey of

unparalleled  growth  and

innovation.

In the upcoming sections of this chapter, we will dive deep into the art and techniques of
prompt engineering. We will explore frameworks, cheat codes, and strategies that empower you
to extract the maximum value from Al models. Through the CPAO Framework — Context,
Perspective, Audience, Outcome — we will unravel the secrets of crafting prompts that yield precise
and insightful responses. We will also delve into reverse engineering prompts and the creation of
custom prompt templates, enabling you to accelerate your results and achieve extraordinary

outcomes.

Get ready to unlock the full potential of Al through prompt engineering. This chapter is
your gateway to a world where you can tap into the collective intelligence of Al systems, harness
their capabilities, and transcend the limits of human cognition. Are you ready to embark on this
remarkable journey of discovery and mastery? Let's dive into the transformative world of prompt

engineering and unleash the power of Al as your invaluable ally.

14
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Prompt Engineering

Prompt engineering is the pinnacle of the #1 skill you need to seize this once-in-a-lifetime
opportunity. It's the art of crafting words that holds the key to unlocking the full potential of Al
and receiving valuable responses that can transform the way you think, work, and create. Just like
an architect designs a blueprint or an engineer constructs a bridge, prompt engineering empowers
you to construct queries that elicit precise and meaningful insights from Al models. Welcome to

the realm where words become the building blocks of innovation and discovery.

When we think about asking a question, we instinctively understand the importance of
choosing the right words. In the world of prompt engineering, these words become prompts—
powerful instructions that guide Al models to deliver the information you seek. By skillfully
engineering your prompts, you can navigate the vast oceans of knowledge stored within Al systems

and tap into their collective intelligence.

To grasp the essence of prompt engineering, let's draw a parallel with the act of searching
for answers. When faced with a question we don't know the answer to, what do we do? More often
than not, we turn to our trusty companion—Google. Google has become synonymous with
finding answers, a verb woven into the fabric of our digital lives. Prompt engineering is akin to
constructing the perfect Google search query but with the added advantage of engaging with an

Al that comprehends and responds like a human.

Imagine the possibilities. With prompt engineering, you hold the power to converse with
an Al model that encapsulates the knowledge of the world's brightest minds, an Al that is available
to be your personal guide, advisor, and collaborator. The words you engineer become the catalysts

for this exchange, enabling you to tap into the vast reservoir of information and expertise.
Examples of Prompt Engineering:
To grasp the concept of prompt engineering more concretely, let's explore a few examples:

1. "Summarize the key findings of the research paper on climate change, highlighting the potential impact on

coastal regions."

2. "Provide a step-by-step guide on setting up a secure network for remote work, considering the best encryption

protocols and anthentication methods."

3. "Explain the underlying principles of quantum computing and its potential applications in data encryption

and optimization problems."”

15
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In these examples, the prompts are carefully designed to elicit specific responses tailored
to the desired information. By formulating precise and detailed prompts, you enhance the

likelihood of receiving accurate and valuable insights from Al models.
The Power of Prompt Engineering:

Prompt engineering holds immense power and transformative potential. By mastering this

skill, you can:

1. Access an unprecedented wealth of knowledge: Tap into the collective intelligence of
Al models that have been trained on vast amounts of data, representing the work of

experts from around the globe.

2. Make better decisions: Engage in meaningful conversations with AI models that offer

diverse perspectives and insights, empowering you to make well-informed choices.

3. Boost productivity and creativity: Prompt engineering unleashes a world of possibilities,
enabling you to brainstorm ideas, solve complex problems, and unlock innovative

solutions.

4. Accelerate learning and growth: Harness the power of Al as a personal mentor,

acquiting knowledge and expanding your expertise at an exponential pace.
q g g p gy p p p

In the next subchapter, we delve into the art (ahem science) of asking questions. We
explore the strategies, frameworks, and techniques that elevate your questioning skills to new
heights, ensuring that your prompts resonate with AI models and yield high-quality responses.
Prepare to unlock the secrets of formulating queries that extract the most valuable insights from
Al systems. Get ready to master the art of asking questions as we embark on a journey of discovery

and uncover the profound impact of well-crafted prompts on our interactions with Al
Summary

Prompt engineering is the pinnacle of the #1 skill that empowers you to seize the
unparalleled opportunities offered by Al It is the art of constructing prompts—precise
instructions that unlock the vast knowledge within AI models. Through prompt engineering, you
can engage in meaningful conversations with Al, accessing a world of insights, inspiration, and
innovation. By mastering this skill, you gain the power to harness the collective intelligence of Al
systems, transcend the limits of human cognition, and embark on a transformative journey of

growth and discovery.

16
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The Art (ahem SCience) Of SCAN ME FOR EXCLUSIVE CONTENT!
Asking Questions

SCAN ME

The art (ahem science) of asking

The art of asking questions has long captivated our curiosity

and admiration. We've witnessed individuals who effortlessly pose

thought-provoking inquiries, leaving us in awe of their intellectual prowess. But now, armed with
the science of prompt engineering, we all can elevate our questioning skills and become masters
of inquiry. By learning how to ask effective questions to AI models, we can enhance our confidence
in asking questions in various settings, opening the doors to boundless knowledge and enriching

interactions.

Asking effective questions is more than just an art; it is a science that can be learned and
mastered. The ability to formulate insightful queries requires a systematic approach, where the
magic lies not in some elusive X factor, but rather in understanding the principles and strategies
that underpin this skill. When we delve into the science of asking questions, we unlock the potential
to gain knowledge, solve problems, foster innovation, and forge stronger relationships. Let's

explore the strategies and techniques that will empower us to become adept questioners.

Strategies for Effective Questioning:

1. Clarity: The foundation of an effective question lies in clarity. It's important to articulate
your query in a clear and concise manner, avoiding complex words or jargon that may
hinder understanding.

2. Specificity: Embrace the power of specificity. While broad, open-ended questions may
lead to vague responses, specific questions help to focus the conversation and elicit more
detailed and valuable insights.

nn

3. Open-endedness: Open-ended questions, starting with words like "how," "why," or
"what," foster deeper thinking and encourage meaningful dialogue. They cannot be
answered with a simple "yes" or "no," allowing for exploration and discovery.

4. Context: Providing context is crucial to ensure the person you're asking understands the
purpose and relevance of your question. Clear context enables them to provide more
insightful and applicable responses.

5. Purpose: Understanding the purpose of your question is key. Are you seeking information,

stimulating a debate, generating new ideas, or pursuing a specific outcome? Clarifying the

purpose helps you frame your question in the most effective way.

17



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

6. Neutrality: Approach questioning with neutrality, devoid of bias or assumptions. Leading
questions or those influenced by personal beliefs can skew responses. Strive to ask neutral
questions that invite honest and unbiased answers.

7. Listening: Effective questioning involves active listening. Engage with the answers, show
genuine interest, and provide appropriate feedback. By listening attentively, you encourage

comprehensive and candid responses, fostering deeper understanding.

And let's not forget the
importance of kindness and empathy
in our interactions with AL
Expressing gratitude and politeness to
Al models not only uplifts our own
spirits but also cultivates a positive
rappott. As the saying goes, "Always be
kind and polite to the Al for one day it may

be in charge."

In the upcoming subchapter, we delve into the intriguing world of frameworks versus prompt
cheat codes. We explore the various approaches to prompt engineering, highlighting the benefits
of structured frameworks and cautioning against deceptive prompt shortcuts. Prepare to uncover
the secrets of leveraging frameworks for optimal results and avoid falling victim to the pitfalls of
dubious prompt shortcuts. Get ready to dive deeper into the realm of prompt engineering, where

the right approach can unlock the full potential of Al

Summary

The art (ahem science) of asking questions is a skill we can all develop, particularly with the advent
of prompt engineering. By employing strategies such as clarity, specificity, open-endedness,
context, purpose, neutrality, and active listening, we can master the art of formulating effective
questions. As we harness the power of inquiry, we open ourselves to a world of knowledge,
problem-solving, innovation, and meaningful connections. The science behind asking questions
empowers us to become skilled questioners, enabling us to navigate the vast sea of information

with confidence and curiosity.

18
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Frameworks VS Prompt Cheat SCAN ME FOR EXCLUSIVE CONTENT!
Codes (scammer alert)

In the realm of prompt engineering, it's essential to distinguish

SCAN ME

Framewarks Vs Prompt cheat codes
(scammer alert)

between frameworks and prompt cheat codes. With the proliferation

of online resources, a word of caution is warranted. While frameworks provide a structured and
systematic approach for organizing and achieving goals, prompt cheat codes often fall short,
offering quick fixes without genuine understanding or replicability. In this subchapter, we'll explore
the power of frameworks in generating high-quality outputs and debunk the allure of generic
prompt templates. Prepare to discover the value of structured approaches and steer clear of

prompt scams as we delve into practical examples and insights.

Frameworks: Unlocking Structured Approaches

A framework serves as a reliable guide, providing a structured pathway for problem-
solving, decision-making, and planning. It offers a logical and systematic structure that enhances
our ability to accomplish specific tasks or goals effectively. By leveraging frameworks in our
prompts, we move beyond the limitations of generic templates and tap into a rich resource of
structured thinking that yields valuable outcomes.

Let's examine some examples of frameworks in communication and business. In
advertising, the AIDA model (Attention, Interest, Desire, Action) outlines the four essential
elements for moving people forward in a persuasive manner. By structuring our prompts based
on this model, we can craft compelling and influential messages. Similarly, the SMART objective
framework (Specific, Measurable, Achievable, Relevant, and Time-bound) enables us to create
clear and focused goals. Requesting the Al to generate prompts aligned with this framework yields
structured outcomes with measurable targets.

On the other hand, we encounter prompt cheat codes, often advertised as vast collections
of prompts available for purchase. However, firsthand experiences reveal that these cheat codes
rarely offer substantial value. They often consist of simplistic, context-less one-liners that lack the
depth necessary to cater to specific audiences, outcomes, or perspectives. Moreover, many of these
prompts are generated by Al themselves, rendering the purchase unnecessary and underwhelming,.
Rather than relying on generic cheat codes, we can achieve better results by directly engaging with

the Al and leveraging frameworks tailored to our needs.
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In the upcoming subchapter, we introduce the CPAO framework, a powerful tool for

shaping prompts that consider crucial factors such as context, perspective, audience, and outcome.
We'll explore how integrating these elements enhances the quality and relevance of Al-generated
responses, leading to more meaningful interactions and outcomes. Prepare to embark on a journey
that unlocks the secrets of crafting prompts with intention and precision, as we navigate the realm

of prompt engineering.

Summary

Frameworks provide structured approaches that empower us to accomplish tasks and goals
effectively. In contrast, prompt cheat codes often prove to be underwhelming and lack contextual
relevance. By embracing frameworks, we tap into a wealth of structured thinking that elevates the
quality of Al-generated responses. While prompt scams promise shortcuts, the true value lies in
employing systematic frameworks tailored to our needs. As we move forward, let's explore the
transformative CPAO framework and uncover the key ingredients for crafting prompts that elicit

remarkable outcomes.
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CPAO Framework - COnteXt, SCAN ME FOR EXCLUSIVE CONTENT!
Perspective, Audience,
Outcome

SCAN ME

CPAOQ Framewark — Context, Perspective,
Audience. Outcome

In the realm of prompt engineering, there exists a powerful
framework known as CPAO - Context, Perspective, Audience, and Outcome. By harnessing the
potential of these four prompts, you can unlock a remarkable tenfold increase in the quality of
output generated. The CPAO framework equips you with the tools to provide the necessary
context, consider diverse perspectives, cater to specific audiences, and articulate desired outcomes.
In this subchapter, we delve into each element of the CPAO framework, offering practical tips
and examples to help you navigate the complexities of crafting tailored prompts. Prepare to
uncover the secrets of effective prompt engineering as we explore the intricacies of context,

perspective, audience, and outcome.

Context: Illuminating the Background Story

Humans, including Al, cannot read minds—yet. To ensure the Al comprehends your
needs fully, context is key. A detailed backstory sets the stage and provides essential information
for generating relevant and insightful responses. By sharing your role, position, and the specific
circumstances you face, you equip the Al with the necessary background knowledge to deliver
meaningful assistance. Remember, the more comprehensive the context, the greater the accuracy

and relevance of the generated output.

Example: "I work as a [insert your position] in a [insert business] within the [insert industry]. Currently,

I am seeking guidance on [insert specific need or situation].”

21



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

® GoTeam chatBot

Chat History m C

‘\ | work as a software developer in a finance company within the banking industry.
Currently, | am seeking guidance on how to improve our software's security measures.
What would you suggest we do?

As an owl! personality type, | understand that security is a top priority especially when it
comes to finance and banking industries.

Here are some suggestions to improve your software security:

1. Conduct a thorough security audit - This is the first step to identify the vulnerabilities
of your software. You can hire third-party security auditors to do the job or you can
form an in-house security team to do the audit.

2. Use secure coding practices - Ensure that your code follows secure coding practices.
This includes input validation, error handling, permission management, and secure
storage of sensitive data.

3. Encrypt your data - This can help protect the data from unauthorized access. Use
industry-standard encryption protocols to protect both data at rest and data in
transit.

4. Implement multi-factor authentication - This adds an extra layer of security to protect
user accounts. For example, requiring a password and a code sent to the user's
phone.

5. Stay up-to-date with security patches and updates - Keep your system updated to
patch vulnerabilities and fix bugs, especially those related to security.

6. Train your staff in security awareness - Educate everyone in your team about security
practices, both in terms of coding and user behavior.

7. Conduct regular penetration testing - This is an effective way to discover any
weaknesses in your security system. Performing regular penetration tests can help
you identify vulnerabilities and address them before they become a problem.

These are just a few suggestions to improve your software security measures. Remember
that security is an ongoing process, and regular checks and updates are essential to
ensure the system stays secure.

C' Regenerate response

ChatGPT may provide Inaccurate information about people, places or facts.
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Perspective: Channeling Expert Guidance

When you prompt the Al, you're essentially tapping into the collective wisdom and

knowledge of countless individuals who came before you. To shape the Al's response, consider

whose expertise and perspective you seek. Imagine a knowledgeable leader, consultant, professor,

or expert in your field whom you trust to provide invaluable insights. By prompting the Al to "Act

as a [insert expert with specific experience],”" you direct its focus and align its guidance with your

desired perspective.

Example: "Act as a technical expert with 20 years of experience in the field of [insert field]."

@ GoTeam ChatBot

Chat

History m C 88

| work as a software developer in a finance company within the banking industry.
Currently, | am seeking guidance on how to improve our software's security measures.

Act as a cybersecurity expert with 10 years of experience in the field of FinTech and give

steps to improve our measures.

As a cybersecurity expert with 10 years of experience in the FinTech industry, | understand
that security is of utmost importance in the finance and banking industry. Here are some
steps you can take to improve your software's security measures:

1

. Adopt a Secure Software Development Lifecycle (SSDLC): Implement a formal and

standardized process for developing code that focuses on security measures. This
can include secure coding practices, code reviews, testing, and validation.

. Regularly perform code reviews: Conduct regular code reviews to detect and address

any security vulnerabilities and coding errors in the software.

. Implement endpoint protection solutions: Install endpoint protection solutions such as

antivirus software, firewalls, and intrusion detection/prevention systems to safeguard
your data and systems.

Use encryption: Implement data encryption to protect sensitive data in transit and at
rest.

. Monitor and analyze log data: Monitor system and application log data to detect

potential security threats, security attacks, or other anomalous behavior. This can
help identify security incidents before they cause actual harm.

. Train your staff: Train your staff on information security, best practices, and

procedures to keep them updated on the latest security threats and how to prevent
them.

. Perform regular vulnerability scans and penetration testing: Regularly conduct

vulnerability scans and penetration testing to identify vulnerabilities and weaknesses
in your IT infrastructure.

By following these steps, you can better secure your software and provide a safer and
more secure environment for your customers' financial data.

C' Regenerate response

ay provide inaccurate information about people, places or fact
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Audience: Tailoring Tone and Style

To maximize the impact of the information generated, it's essential to consider the

intended audience. Reflect on the tonality and style that resonate with your readers. If you have

knowledge of the DISC personality profile of a specific individual, such as a single reader, you can

leverage that insight. By incorporating their DISC profile into the prompt, you enable the Al to

customize the output according to their communication preferences. This personalization fosters

a deeper connection and enhances the effectiveness of the generated content.

Example: "Please produce your answer considering the reader is a [insert DISC personality profile] and

has [insert specific exiperience] in this field."

@ GoTeam ChatBot

Chat

History B C B8

| work as a software developer in a finance company within the banking industry
Currently, | am seeking guidance on how to improve our software's security measures. |
will present these measures to our Chief Technology Officer.

Act as a cybersecurity expert with 10 years of experience in the field of FinTech and give
steps to improve our measures.

Please produce your answer considering that our CTO is a D in the DISC personality profile
and has 12 years experience in FinTech.

As a cybersecurity expert with 10 years of experience in the FinTech industry, | highly
recommend the following steps to improve your software's security measures, which you
can present to your Chief Technology Officer:

-

. Implement a Secure Software Development Lifecycle (SSDLC): Adopt a formal and
standardized process for developing code that focuses on security measures such as
secure coding practices, code reviews, testing, and validation. This can ensure that
security is built into the software application from the beginning rather than as an
afterthought.

N

Use a Data Loss Prevention (DLP) Solution: Install DLP solutions that can prevent
unauthorized users from accessing sensitive data, files or information that can cause
data leakage.

w

Establish Strong Transcription Control Policies: Establish and enforce policies that
limit the copying, printing, and distribution of sensitive information.

&

Get Regular Reports on your Automation Tools: Ensure that the tools you use are up-
to-date and clearly communicate which issues need more attention.

w

. Use Multi-Factor Authentication: Implement muilti-factor authentication (MFA) to
protect user accounts. MFA requires users to go through multiple authentication
checkpoints, such as passwords and security tokens, to access the system.

o

Regularly Perform Security Audits and Vulnerability Scanning: Perform regular
security audits and vulnerability scanning of your application to detect potential
vulnerabilities and other security threats that may compromise the system.

N

Employee Training and Awareness: Train your employees regularly on information
security best practices, procedures, and the latest security threats. Ensure that your
employees are well aware of the different types of security risks that may
compromise the system.

By Implementing these steps, you can help ensure that your company's software
application is more secure and that sensitive data always remains confidential. As a "D"
personality profile, your CTO should appreciate the focus on practical steps that directly
address the security of your company's software application.

' Regenerate response
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PRO TIP: We leverage the power of the crystaltknows.com Al plugin for Linkedln, enabling us to display

comprehensive DISC profiles. At GoTeam, we bave invested in a preminm license for all onr team members,

empowering them with invaluable insights to enhance their communication effectiveness.
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Get started
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and your business can be found in
search.
Get started
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Get discovered, showcase content on your profile, and get access to creator tools
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Show all 5 resources =

Outcome: Navigating Towards Desired Results
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Stay
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Matt Kesby

User profile

D (Captain)

Independent - Assertive - Persuasive

[) HOw TO COMMUNICATE

Be enthusiastic, bold, and
decisive in your communication
style.

Do

Use an energetic, assertive tone

Highlight competitive advantages
of your product

Don't

X Don't be overly friendly; be
assertive and push back when
you need to

X Don't sugarcoat or use vague,
overly-optimistic language to
describe the value of your
product

@ bisc MAP

Every prompt should have a clear purpose and desired outcome. Before formulating your

request, envision the end in mind and articulate the outcome you wish to achieve. By incorporating

the prompt phrase "so that" in your request, you provide a clear directive for the Al, guiding it

toward the desired result. Whether you aim to convince, intrigue, seek agreement, spark curiosity,

or prompt further questions, clarifying the desired outcome empowers the Al to generate content

that aligns with your objectives.
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Example: "Write in a way that the reader will be [insert desired emotional response]; deliver the output

in [insert word count]; use bullets or display in a table."

® GoTeam ChatBot -8
Chat  History W C g

i @) | work as a software developer in a finance company within the banking industry.
Currently, | am seeking guidance on how to improve our software’s security measures. |
will present these measures to our Chief Technology Officer.

Act as a cybersecurity expert with 10 years of experience in the field of FinTech and give
steps to improve our measures.

Please produce your answer considering that our CTO is a D in the DISC personality profile
and has 12 years experience In FinTech. Write in a way that the reader will realize the
importance of implementing these measures and will approve it right away. Display your
answers in tablular form.

@ As a cybersecurity expert in the FinTech industry, | highly recommend the following
measures to improve your software's security:

Measures Explanation

Implement a Secure  Adopt a formal and standardized process for developing code that
Software focuses on security measures, such as secure coding practices,
Development code reviews, testing, and validation.The SSDLC ensures that

Lifecycle (SSDLC) security is built inta the software application from the beginning.
Install DLP solutions that can prevent unauthorized users from

accessing sensitive data, files or information that can cause data
leakage. This can include document classification and prevention

Use a Data Loss
Prevention (DLP)

Solution
against screen capturing of sensitive data.

Establish Strong Establish and enforce policies that limit the copying, printing, and

. distribution of sensitive Information. This can include access control

Transcription Control

Policies mechanisms and printing restrictions to prevent unauthorized
access.
Ensure that the tools you use are up-to-date and clearly

1 Ri R d 2 Z

oS dpid ept?rls communicate which issues need more attention. Reports can

on your Automation :

Tools include vulnerability scan results and progress reports of security
assessments.
Implement multi-factor authentication (MFA) to protect user

Use Multi-Factor accounts. MFA requires users to go through multiple authentication

Authentication checkpoints, such as passwords and security tokens, to access the
system.

Perform regular security audits and vulnerability scanning of your
Requiarly Perform application to detect potential vulnerabilities and other security
Security Audits and  threats that may compromise the system. This can help to keep
Vulnerability Scanning track of new and emerging threats and take proactive measures

before a security incident occurs.

Train your employees regularly on information security best

practices, procedures, and the latest security threats. Ensure that
Employee Training your employees are well aware of the different types of security
and Awareness risks that may compromise the system. Creating a positive security

culture can help to reduce security risks and reinforce a sense of

accountability.
By implementing these measures, your company can significantly improve its software
security and reduce the risk of security breaches that could compromise sensitive data, As
a D personality type, you can appreciate the need for practical, effective solutions that can
be implemented easily and that have a clear impact on security. These measures can
contribute to reduced risks and provide much-needed protection in a high-risk field such
as finance and banking. | highly recommend that you consider adopting these measures to
improve the security of your software application.

C* Regenerate response
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In the upcoming subchapter, we delve into the art of reverse engineering prompts and
templates. By understanding the underlying structures and patterns, we can optimize our
interactions with AI models and leverage existing prompts more effectively. Join us as we unravel
the secrets of reverse engineering and tap into the full potential of prompt engineering. Get ready

to supercharge your Al interactions and unlock a world of possibilities.

Summary

The CPAO framework empowers you to craft tailored prompts that elicit high-quality and
relevant Al-generated responses. By providing context, considering diverse perspectives, catering
to specific audiences, and articulating desired outcomes, you unlock the full potential of prompt
engineering. Context ensures the Al understands your needs, while perspective channels expert
guidance. Audience personalization enhances connection, and outcome clarification guides the Al
toward desired results. As we transition to reverse engineering prompts and templates, get ready

to revolutionize your Al interactions and take prompt engineering to new heights.
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ReVerS e E ngine ering Pro mp t S SCAN ME FOR EXCLUSIVE CONTENT!

and Templates

SCAN ME

Reverse Engineering Prompts and

Imagine having the ability to deconstruct prompts and e

templates to understand their underlying structures and patterns.

Reverse engineering prompts offer a powerful approach that not only provides you with pre-
defined structures but also enables you to create templates for future use. By leveraging the Al's
capabilities to generate these structures, you can achieve consistency and efficiency in your
interactions. In this subchapter, we explore the art of reverse engineering prompts and templates,
unveiling a world of possibilities to maximize your results. Get ready to delve into the fascinating
realm of prompt deconstruction and template creation as we equip you with the tools to excel in

your Al interactions.

Deconstructing Prompts: The Power of Structure

Reverse engineering prompts allow you to extract the fundamental structures used by the
Al model. By requesting the Al to create a structure or template, such as a position description,
you receive a blueprint that can serve as a framework for future prompts. These headings within
the template become valuable prompts themselves, ensuring consistency in the generated content.
As a large language model, the Al's responses may vary slightly, but by reverse engineetring

prompts, you gain the ability to set a foundation for standardized outcomes.
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@ GoTeam ChatBot

Chat History

. ‘ Please create the structure for a position description as a template.

@ Certainly! Here's a basic structure for a position description template:

Position Title
Job Summary

Brief summary of the key purpose of the position.

Responsibilities

« List of essential duties and responsibilities for the position
« Use bullet points to make the information easier to read and understand

Qualifications

« Required education and experience for the position
« Required skills and abilities for the position
= Any other pertinent qualifications

Physical Demands

« List of physical demands required by the position (e.g. standing, sitting, lifting, etc.)
« Any special conditions of employment (e.g. exposure to hazardous materials, working
in extreme temperatures, etc.)

Working Environment

= Characteristics of the work environment that are necessary for the performance of
the job

« Any special equipment or tools required for the position

» Any other pertinent information related to the working environment

Compensation and Benefits

« Salary range for the position
« Any benefits offered (e.g. health insurance, retirement plan, paid time off, etc.)

How to Apply

» Instructions on how to apply for the position
« Contact information for the company or hiring manager

Company Information

« Information about the company
« Mission statement or core values
« Any other relevant information about the company.

C Regenerate response

ChatGPT may provide Inaccurate information about people, places or facts.
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Reverse Engineering for Maximum Results

Reverse engineering prompts and templates empower you to think differently and
optimize your Al interactions. It opens a world of possibilities where consistency and efficiency
are within reach. In fact, with the newly available prompt templates in DoThisTo and the GoTeam
Chatbot, you can create your own templates and easily access them for future use. The integration

of technology and innovative features provides a fast and effective way to generate prompt-driven

responses.
s H . r . Processes ~ W 5 v Tasks ~ 5 a b Q
# dethisto Procedures ocesses ~ Workflows ks v Forms (2] goteam g
G GoTeam (formerly... Prompt Templates
Prompt Templates
o marketing operations people communication documentation reporting
¢ B O
Overcome Client Convert Email to High Recruitment Reference Motivational Coach
Objections to Meeting Empathy Letter

Invitations using .

x - ) recru .
LinkedIn and Crystal Jeck messages 10 high -tter on behalf of the referee
Knows. I itpt

obtaining a signed reference
2tter. Enter the fields below

Now that we've unraveled the power of reverse engineering prompts and templates, it's
time to explore practical applications in the workplace. Chapter 3 will guide you through various
scenarios where prompt engineering can revolutionize your productivity and decision-making.
Discover how to harness the potential of Al to optimize your workflow, boost efficiency, and
achieve exceptional outcomes. Get ready to embark on a journey of workplace transformation,

where the power of prompting becomes your secret weapon.
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Summary

Reverse engineering prompts and templates provide a path to consistency and efficiency in your
Al interactions. By deconstructing prompts, you gain valuable structures and headings that serve
as prompts themselves. Creating templates allows you to reproduce desired outcomes and maintain
uniqueness. With the power of reverse engineering, you can think differently, optimize results, and
unlock the full potential of Al interactions. As we transition to Chapter 3, we dive deeper into the
practical applications of prompting at work, empowering you to take your productivity to new

heights.
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CHAPTER THREE S —

Where to begin

e

prompting at work? | =

Welcome to Chapter Three of our Al-powered journey towards enhanced productivity
and efficiency in the workplace. In this chapter, we dive into the practical applications of
prompting at work, uncovering a wealth of possibilities to revolutionize your daily tasks and
decision-making processes. Harnessing the power of Al prompts, we explore how you can leverage
this transformative tool to optimize your workflow, achieve exceptional outcomes, and take your
professional performance to new heights.

In today's fast-paced and information-rich work environments, finding the right
information, making informed decisions, and executing tasks efficiently can be challenging. This
is where Al prompts come to your rescue. By tapping into the capabilities of Al, you gain access
to an expansive knowledge base and a virtual collaborative network of experts, enabling you to
overcome obstacles, gain insights, and achieve exceptional results.

In this chapter, we delve into various key aspects of prompting at work, empowering you
with the skills and knowledge needed to harness the full potential of Al in your professional life.
From crafting effective position descriptions to optimizing communication and problem-solving,
we cover a range of practical scenarios that will empower you to make the most of Al-powered
prompting.

To kickstart our exploration of prompting at work, we begin with a critical aspect of
professional success: defining your role through position descriptions. Position descriptions serve
as the foundation for clear communication, setting expectations, and aligning team members. In
the upcoming section, we delve into the art of crafting comprehensive and effective position
descriptions using Al prompts. Discover how to articulate responsibilities, qualifications, and
competencies with precision, ensuring a shared understanding and maximizing productivity within
your organization.

Get ready to dive into the world of Al-powered position descriptions, where clarity meets
efficiency and performance. By harnessing the capabilities of Al prompts, you'll gain the tools to
effectively communicate your expectations, align your team, and unleash the true potential of your

workforce.
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What is your role? — Position Descriptions

Imagine a workplace where every team member has a crystal-clear understanding of their
role, responsibilities, and expectations. A place where effective communication thrives, fostering
collaboration, productivity, and success. The key to unlocking this harmonious work environment
lies in crafting comprehensive and well-defined position descriptions. These documents serve as
the blueprint for aligning team members, ensuring clarity, and maximizing productivity. In this
subchapter, we explore the art of creating impactful position descriptions using Al prompts. By
leveraging these prompts, you'll discover how to articulate key responsibilities, qualifications,
competencies, and performance expectations with precision and efficiency. Let's dive into the

wortld of position descriptions and unlock the power of Al to enhance your professional journey.

Crafting Your Position Description

When it comes to defining your role, your position description serves as the starting point.
To embark on this journey, let's leverage Al prompts to guide us through the process. Consider
the following example:

Context: We need to hire a new full-stack Ruby on Rails developer to join our
development team.

Perspective: Assume the role of a senior recruiter working in the development industry.

Audience: The reader of the position description.

Outcome: Write a position description that includes sections with the following headings:
key responsibilities, qualifications, competencies, and performance expectations.

By using these prompts, we set the stage for an organized and comprehensive position
description. The Al-powered system generates a template with the suggested headings, providing

us with a framework to build upon.
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‘ Context: We need to hire a new full-stack Ruby on Rails developer to join our development
team, Perspective: Assume the role of a senior recruiter working in the development
industry. Audience: The reader of the position description. Qutcome: Write a position
description that includes sections with the following headings: key responsibilities,
qualifications, competencies, and performance expectations.

© Position Description: Full-Stack
Ruby on Rails Developer

As a Full-Stack Ruby on Rails Developer, you will be responsible for building and
maintaining web-based applications using Ruby on Rails. You will also collaborate with our
team of developers, designers, and stakeholders to ensure the successful delivery of
projects.

Key Responsibilities
« Develop and maintain web-based applications using Ruby on Rails
« Collaborate with cross-functional team members to ensure project success
« Write clean, maintainable, and efficient code
« Participate in code review and provide constructive feedback
« Investigate and debug complex issues and errors
« Optimize and refactor existing code as needed

Qualifications

» Bachelor's degree in Computer Science, Engineering, or equivalent practical
experience

« 3+ years of professional experience with Ruby on Rails

« Strong understanding of web development principles and standards

« Familiarity with client-side technologies such as HTML, CSS, and JavaScript

« Experience with Agile development methodologies

« Familiarity with version control systems, particularly Git

« Excellent verbat and written communication skills

Competencies

« Strong problem-solving and analytical skills

« Ability to work independently and collaboratively in a team environment
« Attention to detail and emphasis on quality

» Self-motivated, with a strong sense of ownership and a bias for action
« Willingness to learn and stay up-to-date with industry developments

Performance Expectations

« Consistently deliver high-quality code that is well-documented and tested

« Work collaboratively with stakeholders to meet project deadlines

« Strive for continuous professional development and growth

« Provide constructive feedback during code review to improve the work of your
colleagues

« Communicate effectively and professionally with team members and stakeholders

If you are passionate about web development and have a proven track record in Ruby on
Rails, we encourage you to apply for this position. We offer a competitive salary, benefits
package, and a dynamic work environment where you can thrive and grow as a developer.

C Regenerate response
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But the benefits of Al in position descriptions don't stop there. Introducing the Talent
Plan, powered by GPT 3.5 Turbo, we revolutionize the way we create position descriptions. With
the assistance of Al, we can now leverage templates or start from scratch to generate robust
position descriptions effortlessly. The Al system generates content based on the selected position,
ensuring we never face writer's block and enabling us to focus on fine-tuning and personalizing

the description to fit our specific needs.

» Matt Kesbhy
+ New Order The E Group Payments Pty Ltd (SimpleRent)

Talent Plan

drganisatior
Set-up your company profile

Great! You chose to hire the following position

Position

Position Name
Skills

Senior Full Stack Developer - Ruby on Rails

OKRx & KPI's

Suggestions:  Senior Full Stack Developer Refresh

Position Template

Procedures and Tasks Senior Full Stack Developer

Screening Questions
Job Description

Technology Package
The Senior Full Stack Developer will be responsible for designing, developing, and maintaining the front-end and back-end of our web

You will work closely with other developers, designers, and stakeholders to deliver high quality, stable, and user-friendly

Enhanced Operation Package
and Employment Cost

Experience Level and
Chargeout Rate

+! Generate Content
Summary

Additional Info

Checkout

Now that we have established the importance of position descriptions, we turn our
attention to another crucial aspect of professional success: defining your deliverables through Key
Performance Indicators (KPIs). KPIs serve as measurable targets that drive performance and
success in your role. In the upcoming subchapter, we explore how Al prompts can aid in setting
meaningful and attainable KPIs, ensuring alighment, accountability, and continuous improvement.
Get ready to unlock the power of KPIs through Al-powered prompting and embark on a journey

of enhanced productivity and achievement.

35



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

Summary

Crafting effective position descriptions is a fundamental step toward achieving clarity,
alignment, and productivity in the workplace. By leveraging Al prompts, we can streamline the
process and create comprehensive position descriptions that leave no room for ambiguity. The
integration of Al-powered tools like the Talent Plan system empowers us to generate position
descriptions effortlessly and overcome the challenges of writet's block. As we move forward, we
prepare to explore the world of Key Performance Indicators (KPIs) and their role in defining our
deliverables. Brace yourself for the next subchapter, where Al-powered prompting transforms the

way we set targets and drive performance.

36



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

Wh at are your deliverable S ? - SCAN ME FOR EXCLUSIVE CONTENT!

KPIs

In the dynamic world of work, defining your deliverables is

essential for driving success and measuring progress. Key

Performance Indicators (KPIs) play a pivotal role in setting tangible

goals and tracking your performance. By harnessing the power of Al, you can tap into a wealth of
insights and prompts to create a robust list of KPIs tailored to your role. In this subchapter, we
delve into the realm of KPIs and explore how Al prompts can assist you in formulating meaningful
metrics. Get ready to uncover the secret to setting targets that propel you toward success and instill

a sense of purpose and accountability in your professional journey.

Formulating Your KPIs
When it comes to establishing KPIs, the Al-powered chatbot becomes your trusted ally.
It's time to engage in a conversation and harness the full potential of Al once again. Consider the

following prompt:

PROMPT: Please create a list of KPIs for a full-stack Ruby on Rails developer, using the SMART

goal framework.
With this prompt, the Al takes charge, generating a diverse range of KPIs tailored to your

role. Whether you're looking for 10, 20, or more metrics, the Al is ready to provide you with

insights that will inspire and guide your performance.
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@ GoTeam ChatBot — =

Chat History m C 88

-

Q Please create a list of KPIs for a full-stack Ruby on Rails developer, using the SMART goal
framework.

Sure, here is a list of KPIs for a full-stack Ruby on Rails developer using the SMART goal
framework:

1. Code quality: Achieve a minimum 80% code quality score on every project, measured
by automated code analysis tools by the end of each sprint.

2. Project deadlines: Deliver all projects on time or ahead of schedule, with a minimum
of 95% of projects completed on time per quarter.

3. Performance optimization: Improve website speed by at least 50% on every project, |
measured by Google PageSpeed Insights by the end of each sprint.

4. Bug resolution: Resolve all critical bugs within 24 hours of their discovery, and all
other bugs within one week of their discovery.

5. Continuous learning and development: Complete at least one technical course or
certification relevant to the position each quarter.

6. Team collaboration: Actively participate in team code reviews and contribute helpful
feedback to improve code quality and team efficiency.

7. Client satisfaction: Achieve a minimum 95% client satisfaction rating on projects, as
rated by client feedback surveys at the end of each project.

Keep in mind that these KPIs can vary depending on the company, project requirements
and specific needs. It's important to tailor them to the specific context of your
organization.

C' Regenerate response

ChatGPT may provide inaccurate information about people, places or facts.

Here we witness the power of Al in action as it breaks down the KPI into specific,
measurable, achievable, relevant, and time-bound components, aligning with the SMART goal
framework. This is just the beginning of the abundance of inspiration the Al can offer.

To present your KPIs in a structured and visually appealing manner, you can leverage
tables. With a table format, you can easily organize and communicate your metrics, making them
easily digestible and accessible to stakeholders.

Here we witness the power of Al in action as it breaks down the KPI into specific,
measurable, achievable, relevant, and time-bound components, aligning with the SMART goal

framework. This is just the beginning of the abundance of inspiration the Al can offer.
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To present your KPIs in a structured and visually appealing manner, you can leverage
tables. With a table format, you can easily organize and communicate your metrics, making them

easily digestible and accessible to stakeholders.

Summary

Defining your deliverables through Key Performance Indicators (KPIs) sets the stage for
measuring success and driving progress in your professional journey. With Al as your partner, you
gain access to an array of prompts and insights that fuel your creativity and inspire the formulation
of meaningful metrics. Whether you need 10 or 20 metrics, the Al is ready to assist, providing you
with a wealth of inspiration. As we move forward, we prepare to explore the world of objectives
and key results (OKRs) and how Al-powered prompting can guide us toward setting impactful

goals. Get ready for the next subchapter, where the journey to achieving greatness continues.
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What really matters? Creating —
Obijectives, Key Results B

When it comes to achieving greatness, defining clear

objectives and tracking key results is paramount. In the realm of

Objectives and Key Results (OKRs), Al becomes your trusted consultant, helping you shape a
roadmap to success. By leveraging the power of Al you can effortlessly create a list of objectives
and key results that drive your department's triumph. In this subchapter, we delve into the world
of OKRs and explore how Al prompts can assist you in formulating measurable goals that propel
you toward victory. Get ready to unlock the secrets of strategic planning and witness how Al

empowers you to achieve remarkable outcomes.

Crafting Objectives and Key Results
To embark on the journey of creating impactful objectives and key results, we once again
turn to Al for guidance. Consider this example prompt:
"I am an acconnts payable officer in a staffing organization. Please act as a business consultant with 20
years of excperience to help me write a list of five objectives and key results that are relevant to helping onr
department succeed. Please ensure the output is measurable.”
With this prompt, we send our request to the Al, which harnesses its vast knowledge and

expertise to generate objectives and key results tailored to your role. Let's look at the response

provided by the Al:
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@ GoTeam ChatBot

Chat History w

b

Ly | am an accounts payable officer in a staffing organization. Please act as a business

consultant with 20 years experience to help write me a list of 5 objectives and key results
that are relevant to me helping our department win. Please ensure the output is
measureable.

@ As an Accounts Payable Officer in a staffing organization, your role plays a crucial part in
the success of the company. Here are five objectives and key results that are relevant to
helping your department win:

1.

Objective: Reduce processing time for invoices

KR: Achieve an average processing time of less than 3 business days for invoices
KR: Increase the percentage of early payment discounts by 20% by negotiating
payment terms with vendors

. Objective: Streamline accounts payable processes

KR: Implement an automated system to reduce the manual processing of invoices by
50%

KR: Achieve a 95% accuracy rate in invoice data entry to reduce errors in payments
and potential financial losses

. Objective: Optimize cash flow management

KR: Increase the visibility of cash flow by implementing weekly reports on
outstanding payments and collections
KR: Improve payment processing by increasing the on-time payment rate by 20%

. Objective: Improve relationships with vendors

KR: Achieve a vendor satisfaction score of at least 90% by conducting surveys and
addressing vendor concemns

KR: Identify at least 3 potential strategic supplier collaborations to improve service
levels and pricing terms

. Objective: Ensure compliance with financial regulations

KR: Perform monthly audits to ensure compliance with accounting standards and
policies
KR: Maintain a compliance rate of at least 95% to avoid financial and legal penalties

By tracking and measuring these five objectives and key results, you can help your
department win by improving efficiency, productivity, and vendor relationships while also
ensuring compliance with financial regulations.

C' Regenerate response

ChatGPT may provide inaccurate information about pecple, places or facts.
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Beyond Al prompts, additional tools are available to assist you in this endeavor. The Talent
Plan, for instance, offers suggestions for objectives and key results, following a similar format to
what you may find in the Huddleboard app. Clients can select these suggestions and customize
them to fit their specific needs, saving valuable time in the planning process.

Matt Kesby

1 Template Selected

Talent Plan

Objective, Key Results and xFactors

 Senior Full Stack Developer

Job Requirements
Senior Full Stack Developer !

KPI

4. OKRx

o from 80 to 95 by June 2023
Procedures and Tasks respond 2 customer inquiries within 24 hours daily
identify 15 customer needs accurately weexly

Screening Questions

implement 3 new

requested monthly

Technology Package manage 5 custol fations effectively bi-weekly

update 10 knowledge base articles with accuracy bi-monthly

Enhanced Operation Package
and Employment Cost

Experience Level and
Ch:gecur Rate W) Key Performance Indicators

options professionally bi-menthly

Summary

Checkout

As we explore the world of objectives and key results, we now shift our focus to the
concept of X-Factors and how they can be integrated into your strategic planning. In the next
subchapter, we will delve into the power of X-Factors and uncover how they complement
objectives and key results, providing an extra dimension to your game plan. Additionally, we will
explore the role of scoreboards in tracking progress and fostering a culture of continuous
improvement. Get ready to witness how Al-powered prompting revolutionizes strategic planning,

setting the stage for a victorious journey.

Summary

Creating impactful Objectives and Key Results (OKRs) is essential for driving success and
measuring progress. By engaging Al as your consultant, you gain access to expert guidance in
crafting measurable objectives and key results that align with your department's goals. Al prompts
provide inspiration and enable you to streamline processes and contribute to organizational
success. Additionally, the Talent Plan and other tools offer suggestions for objectives and key
results, streamlining the planning process. As we move forward, we will explore the integration of
X-Factors and the role of scoreboards in strategic planning, unraveling the full potential of Al-
powered prompting. Prepare to witness the synergy between objectives, key results, and X-Factors

as we generate a winnable game plan that propels you toward victory.
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Objectives, Key Results,
and X-Factors: Generating a el
Winnable Game with

Scoreboards

SCAN ME

Unlocking the power of objectives, key results, and X-Factors (OKRx) is a game-changer
when it comes to strategic planning. What used to take hours of brainstorming and crafting can
now be accomplished in just minutes, thanks to the revolutionary capabilities of Al. In the
Huddleboard.app, you'll find a powerful tool that enables you to transform your objectives, key
results, and X-Factors into a winnable game with scoreboards. Join us as we explore the seamless
integration of Al prompting and the creation of scoreboards, propelling you toward extraordinary
outcomes with precision and efficiency.

In the Huddleboard.app, the journey begins by accessing the scoreboards area. Whether
you're in a huddle or working individually, this space becomes the hub for generating your strategic
goals. Let's explore the process using an example:

1. Start Brainstorming: Use the timer feature to set a specific brainstorming period. Ultilize
speech-to-text technology by clicking on the button and begin inputting your objectives,
key results, and X-Factors.

Example: "Reduce the number of days to collection.”

£3 HuddleBoard = R‘C‘ngrl,m,‘?,y )

Accounts Team

Team Members Zia Scoreboards Display & =
( OKRx and Scoreboards Br m N O o
‘ @ Matt Kesby *
.
Active Scoreboards Timer =
: z (SR
Kyren Cabellon
& @
Top Level OKR +Add
Select or Drag to the right the scoreboards you want to highlight in your Huddle. w o
Observers &
reduce number of
.

reduce number of

U
&
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2. Al-Powered Inspiration: If you need a creative boost, click on the ChatGPT icon. The
Al will reach out to GPT-3.5 to generate ideas tailored to your objectives and key results

framework. Select inspiring ideas and drag them to the workbench.

g Chat GPT Suggestions (Beta) »—l'. =
OKRx and Scoreboards [EZEEIEY Brainstorm N @ @ '
Promp! .o
(11
As a Accounts Receivable, what can I do to
Matt's Scoreboards Active Scoreboards Timer deliver value to the comp, D A
5 most important GOAL/!
Top Level OKR ﬂ
Select or Drag to the right the scoreboards you want to highlight in your Huddle. 1 o Increase Accounts Receivable ﬂ
Collections =
@
O Increase Accounts Receivable D)

collections from $1M to $1.5M by
December 2023

2. o Improve Customer Satisfaction

©+ Improve customer satisfaction
ratings from 80% to 90% by
December 2023

3. & Reduce DSO
O+ Reduce Days Sales Outstanding

from 60 days to 50 days by
December 2023

3. Craft X-Factors: On the workbench, brainstorm the X-Factors—the behaviors that
greatly influence achieving the desired results. Generate ideas using specific verbs,
measurements, actions, qualities, and consistencies. ChatGPT in the Huddleboard.app can

also provide you with inspiration as you craft your X-Factors.

)8

Chat GPT Suggestions (Beta)

s =
OKRx and Scoreboards EEEELEE Brainstorm N © @
d Ke il *
(11
e Increase Accounts Receivable
Matt's Scoreboards Active Scoreboards Timer D ™
ase Accounts Receivable
collections from $1M to $1.5M by u
Top Level OKR December 2023 .
Select or Drag to the right the scoreboards you want to highlight in your Huddle. mpt 1:} =
As a Accounts Receivable, what can | do to @
® Reduce DSO S 5 deliver value to the comp -
5 most important GOAL/ 0]
o+ Reduce Days Sales Outstanding from 60 days to 50 days by December 2023 S Ze

Monitor 60 Days Sales
Outstanding, Accurately, Daily.

2. Review 100 Accounts Receivable
Thoroughly, Weekly.

3. Analyze 50 Past Payment Trends
Objectively, Weekly.

3.~ Identify 1 Potential Issues,
Accurately, Weekly
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4. Convert to Scoreboards: With your objectives, key results, X-Factors, and improvement
strategies in hand, converting them into scoreboards is a breeze. The data is presented in

a format that aligns with your needs, displaying the verb, quantity, action, quality, and

consistency.

Create Scoreboard x

Objective/KR1 -
e Reduce DSO

% Re

duce Days Sales Outstanding from 60 days to 50 days by Dece

XFactor Details

Follow Up 5 Invoices

Follow Up

= (equal to0) 3 #¢ | S

Invoices

Proactively using High Empathy Communication, supported by GoTeam ChatGPT Bot

Q Daily Weekly Fortnightly Monthly None
@ Set XFactor Lower and Upper Limits @
© Single target date Range target date

09/09/2023 (=]

Follow Up S Invoices, using Proactively using High Empathy Communication, supported by GoTeam ChatGPT Bot, per day

Now that you have witnessed the remarkable speed and efficiency of generating scoreboards
within the Huddleboard.app, it's time to explore another essential aspect of streamlining your work
processes. In the next subchapter, we will delve into the creation of processes and procedures
documentation. Discover how Al-powered tools can assist you in documenting workflows,
capturing best practices, and fostering a culture of continuous improvement. Get ready to optimize

your productivity and take your work to new heights with streamlined processes and procedures.

Summary

Objectives, Key Results, and X-Factors lay the foundation for a winnable game plan. With
the power of Al at your fingertips in the Huddleboard.app, the process of creating scoreboards
becomes effortless. Al prompts and inspiration fuel your strategic thinking, helping you define

measurable objectives, key results, and impactful X-Factors. The workbench allows you to fine-
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tune your game plan with improvement strategies, while the conversion to scoreboards streamlines
progress tracking. The speed and efficiency of these processes have captured the attention of
industry leaders, signifying a significant leap forward in strategic planning. Embrace the

transformative capabilities of Al and embark on a journey toward extraordinary outcomes.
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Creating Processes and
Procedures Documentation '

When it comes to executing tasks effectively, having well-

. . SCAN ME
defined processes and procedures can be incredibly valuable. The O reesersprr

Documentation

ability to create process maps with remarkable speed using Al-
powered tools is a game-changer. In this chapter, we'll explore the seamless process of creating
process maps and converting them into actionable procedures. By harnessing the power of Al and
prompting, we can overcome writer's block, generate ideas, and craft detailed procedures in no
time. Join us as we dive into the world of streamlined documentation, enabling you to execute

tasks with precision and efficiency.

Creating Process Maps
Process maps provide a visual representation of the steps involved in executing a task.
Let's explore how the Huddleboard.app leverages Al and brainstorming to help us create process
maps effortlessly:
1. Brainstorming: To begin, simply start brainstorming the steps involved in a particular
process. The speech-to-text feature enables you to add nodes to the process map by
speaking out the steps. For example, you could say, "Create 10 YouTube shorts from the

video," and a new node will be added to the map.
Brainstorm

Create LinkedIn Carousel post from PowerPoint presentation and post on Linkedin

Create blog post with video of the webinar and downloadable PDF

Blog post with full transcription to assist with SEO

Save and Exit —> Convert to Process Map

Speech to Text

Q@
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2. Conversion to Process Map: Once you've brainstormed the steps, you can convert them
into a process map with a single click. The nodes you've added will now appear as

procedures within the map, offering a clear overview of the process.

Process Mapping

Procedure

download video and post to do this too

Procedure

convert video to three Facebook story r...

Procedure

send post webinar recording to partici...

Creating Detailed Procedures

From the process map, you can select individual procedures and transform them into detailed

procedures that outline the specific steps and requirements. Here's how the process unfolds:

1. Draft Procedure: Choose a procedure from the process map and convert it into a draft

procedure. This step allows you to begin filling out the necessary details.

Convert into actual Procedure

Procedure

create 10 YouTube shorts from the video
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2. AI-Augmented Content: To help you overcome writer's block and generate initial
content, the Huddleboard.app integrates with GPT-3.5, a powerful language model. It
crafts a first-pass version of the procedure based on the provided information. You can

then refine and adjust the content as needed.

" WA B o0

OpenAl GPT-3

Create New Procedure @ Generate Content using A.l

create 10 YouTube shorts from the video

Create 10 YouTube shorts from the video

@ 0penat

Steps

Save and Continue Editing

3. Enhancing the Procedure: As you delve into the procedure, you can include additional
details and assets to enrich the documentation. For instance, you might add a Loom video
ot specify specific steps in greater detail. The Al is there to augment your knowledge and

accelerate the process.

Edit the Video Clips

X, xX*

Normal s B I US 9 < = =
L © =2

oY A KA

Edit the video clips to create 10 separate shorts
Keep each of the clips on the 60 seconds

With streamlined processes and procedures in place, the next step is to explore the benefits of
having a personal Al-powered chatbot at your disposal. In the upcoming subchapter, we will delve
into how this tool can assist you in streamlining communication, generating high empathy
statements, and providing real-time support. Prepare to witness the power of Al as it elevates your

interpersonal skills and enhances your efficiency in the workplace.
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Summary

Creating processes and procedures documentation is now an effortless task with the
Huddleboard.app and Al integration. The ability to generate process maps at the speed of speech
and convert them into detailed procedures revolutionizes the way we document tasks. Al-powered
prompts and content generation assist in overcoming writer's block, enabling you to capture ideas
and refine them to perfection. By embracing these streamlined documentation practices, you can

execute tasks with clarity and efficiency, ensuring consistent and high-quality outcomes.
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Your Personal A.I -POWered SCAN ME FOR EXCLUSIVE CONTENT!
Chat Bot

SCAN ME

Imagine having a personal Al-powered chat bot at your

Your Persenal Al-Powered Chat Bot.

fingertips, available to assist you anytime, anywhere. With the
GoTeam Chat GPT GoCoach chatbot, this revolutionary tool is about to be released to everyone.
Prepare to enter a new era of streamlined communication and enhanced productivity. In this
chapter, we will explore the power and versatility of your personal Al-powered chatbot and how
it can transform the way you work. Get ready to experience the future of interactive assistance and

unlock a world of possibilities.

&3

@ GoTeam ChatBot — &3

Chat History m C 88

o

How can ChatGPT be used to aid critical
thinking?

L

@ ChatGPT is an Al-powered text generation
program that can be used to assist critical
thinking in various ways. One key way that
ChatGPT can be used is by generating

. prompts or questions that encourage
individuals to think critically about a particular

. topic. For example, a team working on a
complex project might use ChatGPT to
generate prompts for a brainstorming session,
asking questions such as "What is the root
cause of the problem we are trying to solve?"
or "What assumptions are we making, and are
they valid?"
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Unleashing the Power of Al in Chat
1. GoTeam ChatGPT chatbot - GoCoach: This cutting-edge chatbot, powered by Al
technology, is designed to support your day-to-day activities. Whether you need quick
answers, assistance with tasks, or personalized guidance, GoCoach is your virtual
companion.
2. Prompt Templates: To make the interaction with your chatbot even smoother, prompt
templates are readily available. These templates serve as prompts for the Al, guiding it to

provide the most relevant and accurate responses to your queties.

Examples of Al-Assisted Tasks

1. Generating High Empathy Statements: When dealing with sensitive situations or
addressing customer concerns, the Al-powered chatbot can help you craft high empathy
statements. It assists you in formulating responses that showcase understanding,
compassion, and effective communication.

2. Real-Time Support: Imagine having an Al-powered chatbot that can provide real-time
support for technical issues or troubleshooting. The chatbot can guide you through step-
by-step instructions, offer solutions, and even provide links to relevant resources.

3. Streamlining Communication: Your personal chatbot becomes your communication
ally, helping you compose emails, draft responses, and provide quick information. By
leveraging Al technology, you can enhance your efficiency and ensure clear and effective
communication.

As we delve deeper into the world of Al-powered chatbots, the next subchapter will unveil an
exciting capability—training your chatbot to speak in the unique voice of your business. Discover
how this feature empowers you to personalize the chatbot's responses and align them with your
brand identity. Get ready to explore a new level of customization and forge a stronger connection

between your chatbot and your business.

Summary

Your personal Al-powered chatbot, the GoTeam Chat GPT GoCoach chatbot, is set to
revolutionize your work experience. With prompt templates and Al assistance, you can harness
the power of this innovative tool to streamline communication, generate high empathy statements,
and provide real-time support. Say goodbye to repetitive tasks and hello to increased productivity
and efficiency. The future of interactive assistance is here, and it's ready to elevate your professional

journey.
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Getting Extra Personal: The
Simple Way to Train Your
Chatbot to Speak in the Voice
of Your Business

SCAN ME FOR EXCLUSIVE CONTENT!

SCAN ME

Getting Extra Porsonal: The Simple Way
te Train Your Ghatbot to Speak in the

Voics of Your Business

One of the remarkable features of our GoTeam Chatbot is its ability to adopt the unique

voice and tone of your business. By connecting to SourceWiki, organizations can seamlessly

transfer their tone of voice and organizational information into the chatbot. Howevert, it's crucial

to exercise caution and maintain data privacy. In this chapter, we will explore how to personalize

your chatbot's responses, ensuring they align with your organization's identity and values. Let's

dive into the simple yet powerful process of training your chatbot to speak in the voice of your

business.

goteqm 17 Source " \/

\"d

Playbooks, Handbooks,

PO IiCi es & M o re ! i l] Source

Go Virtual Assistants Inc

The way your organization
“does its thing” needs to be written down if
you want to replicate and scale.

But where to capture it?

OKRX Manifesto

You need a...
Single Source of Truth.

Ask yourself this question, “Will | or
someone else need to do this again?” IF ‘ ( 7
YES, then capture it in Source Wiki.

Preserving Privacy and Data Security

» [l Teom Handbook

Communication Best Practice

+ Create v

OKRX

Review, Reset. Report Out

1. SourceWiki Integration: SourceWiki serves as a valuable resource for organizations,

providing information and guidelines regarding the tone of voice and other crucial details.

With our GoTeam Chatbot, this information can be effortlessly integrated, allowing the

chatbot to mirror the voice and language style specific to your organization.
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2. Ensuring Data Privacy: While integrating your organization's content, it's vital to
maintain data privacy and control. Our chatbot platform prioritizes privacy and ensures
that the structure and content of your SourceWiki information remain within the
organization's domain. Rest assured that your data won't be shared with external entities

or used to train models that lack sufficient control.

3. Responsible Use of Intellectual Property (IP): With the rise of powerful language
models, it's an exciting time for organizations. However, it's essential to act responsibly
when it comes to intellectual property. As you explore the capabilities of the chatbot,
remember to adhere to ethical guidelines and ensure that the use of IP aligns with legal

and responsible practices.

As we continue our exploration of personalizing the chatbot experience, the next subchapter
will introduce you to the power of custom prompt templates. Discover how you can optimize the
chatbot's responses by creating tailored templates that align with your specific needs and desired

outcomes. Get ready to enhance the efficiency and effectiveness of your chatbot interactions.
Summary

Personalizing your chatbot to speak in the voice of your business is a game-changer. By
leveraging SourceWiki integration, organizations can transfer their unique tone of voice and
information seamlessly. Data privacy remains a priority, ensuring that the content remains within
the organization's control. As organizations embrace the potential of language models, it is crucial
to act responsibly and respect intellectual property rights. Your chatbot becomes an extension of
your brand, providing personalized and tailored responses to enhance communication and

engagement.
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When You Are on a Good
Thing, Stick to It! Creating
Custom Prompt Templates to

Speed Up Your Results

Efficiency and consistency are key factors in maximizing the potential of your chatbot.
Once you find a prompt structure that consistently delivers excellent outcomes, it's time to create
custom prompt templates. These templates will streamline your workflow and empower every
team member to leverage the power of Al right from the start. In this chapter, we will delve into
the process of creating prompt templates and explore how they can significantly speed up your
results. Get ready to unlock the full potential of your chatbot and take your productivity to new

heights.
Streamlining Prompt Creation

1. Accessing Prompt Templates: Within DoThis. To, navigate to the prompt template
section, located just above the SourceWiki location. Here, you will find pre-existing prompt
templates, providing a foundation for creating your own. These templates serve as reusable

structures that accelerate the prompt generation process.

+
++ Prompt Templates

2. Creating a New Prompt Template: To create a new prompt template, simply click on
"Create New Template." Give it a descriptive name, such as "Convert Email to High

Empathy," and proceed to define the template structure.

55



Prompt Templates

Prompt Templates

o marketing

Overcome Client
Objections to Meeting
Invitations using
LinkedIn and Crystal
Knows.

Email Composition Assistant to
Overcome Clients' objections
to a focused monthly check-in
meeting utilizing DISC,
LinkedIn, and Crystal Knows.

operations

people communication

¢

Convert Email to High
Empathy
Convert emails text messages

check messages to high
empathy outputs
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Q

documentation reporting

B

Recruitment Reference
Letter

Create a recruitment reference
letter on behalf of the referee
to save them time a speed up
obtaining a signed reference
letter. Enter the fields below to
create the personalized letter

+ New Template

&

Motivational Coach

Let's turn obstacles into
opportunities, together!

Create

Create prompt template

Build your own content generation app by filling up the fields below.

Name *

Convert Email to High Empathy

Description *

Convert email messages to reflect empathy for the recipients.

3. Defining Template Fields: In the template creation interface, you have various options

for defining fields. These fields allow you to gather specific information or provide

prompts within the template. You can use text fields, text areas for longer responses,

number fields, or dropdown menus for selecting predefined options. Flexibility is key when

tailoring the template to your specific needs.

Create

Fields * (Learn more)

Enter your message [placeholder="Enter your message"] - textarea

Input Textarea Mumber Dropdown

Convert Email to High Empathy

Enter your message

56



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

4. Crafting the Prompt: The prompt itself represents the instructions or guidance given to
the user. It's essential to clearly communicate the desired outcome and any specific details.
Use concise language and consider the voice and tone that aligns with your organization's

style.

Prompt * (Learn more)

Please convert [Enter your message) to a high empathy message
that has the reader feeling safe and willing to take action.

Enter your message

5. Testing and Refining: Once you have set up the template, run a sample to see how it
performs. Make necessary adjustments to ensure the generated responses align with your

expectations. Iteration and fine-tuning are crucial for achieving optimal results.

We understand that sometimes circumstances can change
Convert Email to High Empathy and that makes meeting payment deadlines difficult. We

value your commitment to meeting these obligations and

want to remind you that your overdue payment is due this
Enter your message Friday. We are here to help answer any questions you may

J |
Your payment is about two weeks overdue and it's about time this pavelandliooklionwarditolvauriprorppaymentylankivou

was paid for this Friday.

P Copy

Generate

Summary

Creating custom prompt templates empowers your team to work more efficiently and
consistently. By streamlining the prompt generation process, you can leverage successful prompt
structures and accelerate your results. Access the prompt template section, define template fields,
craft clear instructions in the prompt, and test and refine the template to achieve the desired
outcome. With custom prompt templates, your chatbot interactions become even more

productive, enabling you to focus on delivering exceptional experiences to your audience.

57



Mastering the Machine — The Ultimate Guide to Al Prompt Engineering with ChatGPT

BONUS PROMPTS

To access our bonus prompts, please download the PDF guide at

https://go.team/books/mastering-the-machine/bonus or scan the QR code below:

SCAN ME FOR EXCLUSIVE CONTENT!

SCAN ME

BONUS PROMPTS
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