
 

Welcome to Your ChatGPT Cheat Sheet 

This guide is designed to help you get the most out of ChatGPT. Each section walks 

you through a different way to use it—starting with the basics and moving toward 

advanced features. 

Here’s how it’s organized: 

Getting to Know ChatGPT – What it is and how to interact with it. 

Starting a Conversation – Simple ways to begin chatting and get comfortable. 

Exploring Capabilities – The wide range of tasks ChatGPT can help with. 

Tips for Better Responses – How to ask questions that get clearer answers. 

If You Get Stuck – What to do when ChatGPT’s responses aren’t quite right. 

Fun with ChatGPT – Creative and playful ways to use AI. 

Learn and Grow – Using ChatGPT for education, research, and skill-building. 

Safety and Privacy – Keeping your information secure while you explore. 

Advanced Tips for Prodigies – Techniques for more powerful interactions. 

Lesser-Known Features – Hidden tools and tricks many people miss. 

For Curious Minds – Deeper questions about how ChatGPT works. 

Scenarios – Real-world examples of ChatGPT in action. 

Next-Level Features – An introduction to voice dictation, voice conversations, 

creating custom GPTs, and setting up agents to support your workflow. 

ChatGPT Prompt Formula -  Fill in the blanks on your way to success!
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ChatGPT Cheat Sheet for Beginners 🌟 

 

Getting to Know ChatGPT 🤖 

●​ What is ChatGPT? It's an AI that can chat with you, answer questions, and help with a 

variety of tasks. 

●​ How to interact? Just type your message and press enter! 

 

Starting a Conversation 🗨️ 

●​ Be clear: The clearer you are, the better ChatGPT can help you. 

●​ Try simple questions: Start with questions like "What's the weather like?" to get a feel      

for it. 

 

Exploring Capabilities 🚀 

●​ Ask for help: Type "What can you do?" to see a range of abilities. 

●​ Experiment: Try different types of requests, from math help to story-telling. 
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Tips for Better Responses 💡 

●​ Be specific: Include all the details you think are relevant. 

●​ Follow-up: If an answer isn't perfect, ask follow-up questions to clarify. 

 

If You Get Stuck 🔄 

●​ Rephrase: Sometimes asking in a different way can help. 

●​ Reset: Type "Let's start over" if things get muddled. 

 

Fun with ChatGPT 😄 

●​ Play games: Ask to play a word game or solve a riddle. 

●​ Get creative: Request a poem or a story about anything you like. 

 

Learn and Grow 📚 

●​ Educational questions: Use ChatGPT to learn about history, science, and more. 

●​ Language learning: Practice a new language by having conversations. 
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Safety and Privacy 🔒 

●​ Don’t share personal info: Keep things like your address or phone number private. 

●​ Safety first: If you're unsure about an answer, especially health-related, always consult a 

professional. 

 

Advanced Tips for ChatGPT Prodigies 🌠 

●​ Use specific dates: When asking about historical events, providing a date can improve the 

accuracy of the response. 

●​ Set scenarios: Create hypothetical situations for ChatGPT to respond to, which can be 

great for problem-solving practice. 

●​ Learn coding: ChatGPT can explain code snippets or help with debugging in different 

programming languages. Just remember—always test the code, since it may not be 

bug-free right away. 

●​ Roleplay: ChatGPT can roleplay scenarios or characters, which can be both educational 

and entertaining. 

●​ Explore art and culture: Ask for descriptions of artistic styles, cultural events, or to explain 

music theory. 
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●​ Continuity in conversation: ChatGPT remembers context during a single conversation. 

For longer-term memory across sessions, you’ll need to enable the memory feature in your 

account settings. 

Lesser-Known Features 🧙‍♂️ 

●​ Text summarization: Give it a long article or a piece of text and ask for a summary. 

●​ Create lists: Ask ChatGPT to help you create lists, whether for shopping, tasks, or 

planning events. 

●​ Brainstorming help: If you need creative ideas, ChatGPT can be a great brainstorming 

partner. 

●​ Emulate styles: ChatGPT can try to mimic certain writing styles or tones if you give it an 

example. 

●​ Translate and transcribe: ChatGPT can translate languages. For audio, it can help if you 

describe the content, but actual audio-to-text transcription works best using tools like 

Whisper or built-in voice features on the mobile app. 

 

For the Curious Minds 🧐 

●​ Ask "why": Not just "what" or "how", but ask ChatGPT the reasoning behind things to get 

deeper insights. 

●​ Explore the 'meta': Ask ChatGPT about its own workings, limitations, and the technology 

behind AI. 
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ChatGPT Scenarios 

●​ Scenario 1: E-commerce Growth Strategies 📈 

○​ User: "I want to scale my home furnishings online store. Can you suggest strategies 

for growth that also balance sustainability?" 

○​ ChatGPT: "Certainly! Consider implementing a drop-shipping model to reduce 

inventory costs, collaborating with eco-friendly suppliers for sustainable products, 

and utilizing social media marketing to target eco-conscious consumers. Also, 

explore partnerships with interior design influencers to expand your reach." 

●​ Scenario 2: Digital Marketing Mastery 📊 

○​ User: "I'm struggling with the SEO for my organic wellness products website. How 

can I improve my rankings?" 

○​ ChatGPT: "Start by conducting keyword research specific to organic wellness. 

Optimize your product descriptions and blog posts with these keywords. Build 

backlinks by guest posting on wellness blogs and engage with your audience on 

social media to drive traffic back to your site." 
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●​ Scenario 3: Work-Life Harmony 🧘 

○​ User: "As a solo entrepreneur, I find it hard to manage my business and personal 

life. Do you have any tips?" 

○​ ChatGPT: "Absolutely! Set clear business hours to create boundaries. Automate 

repetitive tasks with e-commerce tools. Outsource non-core activities like 

accounting. Schedule self-care activities, and consider a virtual assistant to handle 

customer inquiries." 

●​ Scenario 4: Networking and Learning 🤝 

○​ User: "I want to connect with other female entrepreneurs and learn from them. How 

can I do this effectively?" 

○​ ChatGPT: "Join online communities specifically for female e-commerce business 

owners, such as certain LinkedIn groups or forums. Attend virtual trade shows and 

webinars focused on female entrepreneurship. Consider forming or joining a 

mastermind group to share insights and support each other's growth." 

 

Remember, the more you interact with ChatGPT, the more you'll uncover its vast capabilities. 

Have fun exploring! 🚀 

Ready to Transform Your Marketing with AI? 
Connect with TLJ Creative Marketing! Our expert team is here to guide you through the evolving 

landscape of AI and ensure you stay ahead of the competition. Schedule Your Consultation Now! 

Don't miss this opportunity to elevate your marketing strategy with the power of AI.  

Let TLJ Creative Marketing be your partner in success!  

https://tljcreativemarketing.com/results-driving-marketing-consultation/
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Next-Level ChatGPT Features to Explore 🚀 

1. Voice Dictation & Conversations 🎙️ 

●​ You don’t have to type everything! ChatGPT now lets you dictate messages or even have full 
voice conversations.​
 

●​ This can save time, make brainstorming more natural, and give you a hands-free way to interact 
with AI.​
 

●​ Think of it as talking to your “idea partner” anytime you want.​
 

 

2. Create Your Own GPTs 🤖 

●​ Beyond the standard assistant, you can create your own customized GPTs (mini agents).​
 

●​ These GPTs can be tailored with instructions, knowledge, and even personality so they feel like a 
dedicated assistant for your specific needs—from marketing support to idea generation.​
 

●​ Best part? Once you make one, you can use it again and again like your own AI sidekick.​
 

 

3. Agents That Work for You ⚡ 

●​ Want a ChatGPT that remembers your brand voice, or one that helps you draft social posts the way 
you like them? That’s where personal agents come in.​
 

●​ Think of them as “pre-trained helpers” you can return to anytime.​
 

●​ This makes AI less about starting from scratch and more about building a reliable system that fits 
your workflow.​
 

 

Want Help Setting This Up? 

Exploring these features can feel overwhelming, but you don’t have to figure it out alone. 

👉 I offer 1-on-1 coaching to help you set up customized GPTs, use voice features effectively, and 
build AI systems that save you time and grow your business. Book Your Consultation Here

https://tljcreativemarketing.com/results-driving-marketing-consultation/
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ChatGPT Prompt Formula 

Prompt Structure: Act like a [role], I need a [task or need]. Create it in [format]. Do not 
[what to avoid]. 

 

Example: Act like a marketing strategist, I need a social media post promoting a webinar. 
Create it in a friendly and conversational tone. Do not use jargon or sound too salesy. 

Role Examples 

●​ Marketing Coach 
●​ Copywriter 
●​ Business Strategist 
●​ Web Designer 
●​ Social Media Manager 
●​ Therapist 
●​ Teacher 
●​ Editor 

Task or Need Examples 

●​ Write a blog post 
●​ Create an email 
●​ Generate ideas for a campaign 
●​ Summarize research 
●​ Write a script 
●​ Explain a concept 
●​ Create a checklist 

 

Format Examples 

●​ Paragraph 
●​ Bullet list 
●​ Table 
●​ Email draft 
●​ Script 
●​ Outline 
●​ Step-by-step guide 

 

Do Not Examples 

●​ Do not use slang 
●​ Do not sound robotic 
●​ Do not overexplain 
●​ Do not make it longer than necessary 
●​ Do not use emojis 

 

Tip: Use this formula as a guide, not a rulebook. You can be creative with how you 
fill in each part.  

Here’s an example of how you can make it your own: Act like a business coach, I need a 
motivational email for entrepreneurs. Create it in a warm, conversational tone. Do not 
make it sound like a sales pitch. 
 

 

Keep Learning! Want more free resources? Download my other guide: 5 Mistakes People 
Make on Their Website (and How to Fix Them) 

https://tljcreativemarketing.com/five-mistakes-people-make-on-their-website-and-how-to-fix-them/
https://tljcreativemarketing.com/five-mistakes-people-make-on-their-website-and-how-to-fix-them/
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