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Wins from last week

What things did you try that really worked for you?
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Questions from last week

What questions do you have?
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How to get more info

Get the recordings.

o They will show up about 1-2 days later. Log into WBL site. Click on Resources. You will see Amy and
Michelle at the top of the page. Scroll down to find the Accelerator.

Get the slides.

o Click the link in the Zoom Chat OR scan the QR code at the end of the session on the screen. You will be
directed to download them. Same place each week.

Get the emails after each session.

o |If you registered for or downloaded the slides, we will send you an email each week with more Al tips
and a summary of the session.

© LEARN Al FOR BIZ 2023-4. ALL RIGHTS RESERVED. WWW.LEARNAIFORBIZ.COM HTTPS://WWW.LINKEDIN.COM/IN/GAIL-ZONA/


https://www.linkedin.com/in/gail-zona/

LEARN s,
@
FORBI

Here’s what you will learn today

Customization techniques

o All the ways you can customize ChatGPT

Using Al to do important things better

o Client insights, difficult conversations

The HACK and some cool new features

o Upload a file, Voice Mode
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Customization

Critical to make ChatGPT sound like you

o People who customize their ChatGPT can create more authentic content

Within a Chat

o ChatGPT (and all Al's) remember everything in the chat as you keep adding prompts

Using the Customization boxes

o Anything you put in the Customization boxes will be used across all the chats

Using memory

o Anything in memory is used across all chats.
o ChatGPT adds things on its own
o You can force it to add things.
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Customizing a Chat
How to give ChatGPT information and not have it do anything

Q2

\ Persona

| % Here is some information about my clients who are younger. They care
about buying their dream home, saving for their children’s college
Backstoty education, taking vacations. They are concerned about how to save for

these things and worried about what happens if they lose their jobs.

S
Wait for further instructions.

I%i
f .I.
\J

Task

This assumes that somewhere you have told ChatGPT what you do: such as you are a

vy

@ financial advisor.

Want to know how? Schedule a FREE Discovery Chat.
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@ @ ChatGPT 40 with canvas 2 Share @ C u Sto m i Za t i O n

@ ChatGPT & Myplan
How does this sound? Would you like me to emphasize any

? Market Insighter more? A MyGPTs b Oxe S
for ChatGPT

[ Customize ChatGPT

Yesterday no. keep the original things i said for & Settings
the part about understanding client &

SEO and blogs
example [® Logout

Al Benefits for Small Busines <+

Previous 7 Days Al can be used in many ways for small businesses. First, it helps you do day-to-day 1 . CI |Ck on yO urin |t I1a IS

T i —— things faster—like creating social media posts in seconds. Second, it helps you do | n th eu p p er r| g ht
important things better—like truly understanding who your clients are and what

Sanuasiunctiopality Explained they're thinking. And third, Al helps you do things you once thought were h an d corner to get
09-24: Ll posts impossible—like publishing a blog every week. Sta rted an d yO u Wi I I
see this drop down
menu.

Previous 30 Days Does this reflect your original points while still being impactful?

SEO Terms and Al
LAl proposals

Presentation Prompts

Al Service Package Namin i
- ¢ I Great! If you need any other edits or content like this, feel free to ask. I'm here to 2 . CI IC k on t h e

e help. Customize ChatGPT
FU strategy for seminars MO P 0 ptIO n

Effective Marketing Strategies -

Q2 Enroliment Strategy Issues

@ Message ChatGPT
® Add Team workspace

ChatGPT can make mistakes. Check important info.
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Customization

Customize ChatGPT
Introduce yourself to get better, more personalized responses boxes fo r Ch atG PT
What should ChatGPT call you? 1 Type your name
< here
What do you do? .
Yo 2. Put your business name
EngiTeeTStoriemtmete here. You can put a
sentence about what your
What traits should ChatGPT have? business does

+ Chatty + Witty + Opinionated + Straight shooting + GenZ

+ Encouraging + Skeptical + Forward thinking O

() Enable for new chats

WWW.LEARNAIFORBIZ.COM INSTAGRAM @LEARNAIFORBIZ
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Customization
Customize ChatGPT
Introduce yourself to get better, more personalized responses boxes fo r Ch atG PT

What traits should ChatGPT have? )

3. This is where your brand
tone goes. You can click on
the bubbles below as ideas
or add your own. Limit is
1500 characters.

+ Chatty + Witty + Opinionated + Straight shooting + GenZ

+ Encouraging + Skeptical + Forward thinking D)

4. This is where the
description about your

i ggala ol pealacamenatefmerrrriTT business and clients goes.
Limit is 1500 characters.

Anything else ChatGPT should know about you?

5. Be sure to Enable.
Remember this will work
for New Chats only, not for
the ones you already did.

(:) Enable for new chats <

6. Then click Save.
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(D) © ChatGPT 40 with canvas - &, Share @
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@ ChatGPT & Myplan
How does this sound? Would you like me to emphasize any
o Market Insighter

more? S MyGPTs

29 Explore GPTs [ Customize ChatGPT fo r C h atG PT

Yesterday no. keep the original things i said for & Settings
the part about understanding client

SEO and blogs
example [® Logout

Al Benefits for Small Busines <+

Previous 7 Days Al can be used in many ways for small businesses. First, it helps you do day-to-day 1 . CI |Ck on yO urin |t I1a IS

T i —— things faster—like creating social media posts in seconds. Second, it helps you do | n th eu p p er r| g ht
important things better—like truly understanding who your clients are and what

they're thinking. And third, Al helps you do things you once thought were h an d corner tO get
09-24: LI posts impossible—like publishing a blog every week. Sta rted an d yO u Wl I I
see this drop down
menu.

Canvas Functionality Explained

Previous 30 Days Does this reflect your original points while still being impactful?

SEO Terms and Al
LAl proposals

Presentation Prompts
Al Service Package Namil i i
S ACRICURUNY Great! If you need any other edits or content like this, feel free to ask. I'm here to 2 . CI IC k ont h € SEttI n gS

Al for Mundane Tasks i
help. option

FU strategy for seminars POe 6P o
-/

Effective Marketing Strategies ~

Q2 Enroliment Strategy Issues

Message ChatGPT
® Add Team workspace

ChatGPT can make mistakes. Check important info.
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Memory
for ChatGPT

Settings

@ General Theme System v

Personalization
<G

Always show Code Witerrusirgedatamanalyst 3 CIle on the

Speech
Personalization option

Data controls Language Auto-detect v

Builder profile
Archived chats Manage

Connected apps

Security Archive all chats Archive all

Delete all chats Delete all

Log out on this device Log out
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Memory
setings for ChatGPT

@ General Custom instructions

Personalization Memory

4. Make sure the
ChatGPT will become more helpful as you chat, picking up on details and .
SPEECh preferences to tailor its responses to you. Learn more M emo ry IS tu rn Ed O n.

Data controls To understand what ChatGPT remembers or teach it something new, just chat
with it:

Builder profile » "Remember that | like concise responses.”

« "l just got a puppy!”
Connected apps * “What do you remember about me?”

» “Where did we leave off on my last project?”

) 5. Click on the Manage
Manage button

Clear memories

Security
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Memory
Memory % for ChatGPT

Lorraine is a leadership coach for teens in New England, specializing in helping parents of teens ages 12-16. She W

has 20 years of experience working with teens and focuses on building their confidence so they know their voice

matters. 6. Click on the trash

Lorraine wants engaging Instagram posts with a strong call to action. ] can to remove SpeCIfIC
memories.

Lorraine also does email marketing for a junk hauling and dumpster rental business serving residential clients in W

Manatee and Sarasota counties, Florida. Her clients are homeowners concerned about decluttering, downsizing,

and moving. She wants her emails to be engaging, with strong calls to action and catchy subject lines. 7 Wh en you are

Lorraine's business is a platform that helps people shop and sell locally, offering services and a storefront to |0} fl N ished exam | N | ng

artisans and boutiques to claim their fair share of the online market. She is considering hiring an additional person

memory, click on the
x’ to exit. Be sure NOT
to click on the Clear
Memories!

Note: Memory will fill
ealr memaories

up eventually. From
time to time you
might want to go in
and delete things you
don’t care about.

to do seller recruiting and corporate sales.
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Example of ‘stuffing memory’

2

l Persona

L&)

Backstory

Search the website https://www.XXXX and summarize it.

Commit the information above to memory.

W, Whenever you have too much information to go into the Customization box,
you can just Commit to Memory.
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The HACK

You can use some of the ‘premium’ features for
a while in the FREE version

o Several of the premium features available in the paid version of ChatGPT, “ChatGPT Plus”, are available in the FREE
version

o BUT they are only available for a limited time each day

Current premium features you can use for FREE

o Upload a file, Voice Mode, Canvas (next session)

The ‘limited time’ part

o You get about 15 messages before it reverts back to the normal FREE version. Then it will give you a time later in the
day when you can back and again use the premium features for a while.

o So plan your usage. Do the things that need those features first thing before it reverts back!
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“Use Voice Mode” feature
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New premium feature available for limited time each day

'y © cratcPT - o x
“~ O ) httpsy//chatgpt.com © 4 1= g
[ < Q @  ChatGPT - o

@ Mewburyport, M X

ChatGPT
@ ChatGPT X &

88 Explore GPTs
4 Newtab  Cirl+T

2024

Client Profile Request

Unique Value Proposition UVF
Customization prompts
StoryBrand Website Template .
What can | help with?

Al Website Design Guide

Website Structure for Al

Learn Al for Biz Overview
SEO Keyword Generation Pron + @ search o
Social Media Post Strategy
Content Calendar Creation
B Create image B summarize text < Get advice More
Prompt Improvement Guidelin
email cleanup
Client Account Setup Email
Military Financial Planning Pitc
Financial Planning for Young F
Social Media
Keith Retirement Planning Upc
Rurdnatinn for Financial Fraard

ChatGPT can make mistakes. Check important info.
® Upgrade plan

© LEARN Al FOR BIZ 2023-5. ALL RIGHTS RESERVED. WWW.LEARNAIFORBIZ.COM

Click on the black button with the

lines
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“Use Voice Mode” feature

[ @ chatGPT - [} x

€ G [ 6 mosdugptom © w8 = @ e+ Thisis what you see the first time
© ) you use it

@ Newburyport M X

@ chatcpT X

4+ Newtab  Cirl+T

Sneak a peek at advanced voice mode

@ Free monthly preview
Use advanced voice for a short period each month.

@ Natural conversations
Senses and responds to interruptions, humor, and more.

® Personalized to you
Can use memory and custom instructions to shape
responses.

@ You're in control
Audio recordings are saved, and you can delete th:

time. Learn how to manage recordings.

Voice mode can make mistakes — check impor
Usage limits may change.
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Use Voice Mode” feature
New premium feature available for limited time each day

- o b |
Il & sy CIEDR- NN - o Click on the arrows to find a voice
5] < ] .
& v you like.
@ chatal PT
+ New

Choose a voice

Then Click on the black button to
start a new chat.

ppppppppppppp

CCCCCC
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“Use Voice Mode” feature

Transcribing notes examples

=~ C 1 hitps//chatgpt.com : G | (psoe §) - o

%%
[ )

When you see this screen, you can

start speaking.
. (The microphone button turns the microphone off.)

* Speakin your normal voice. You can
give it input or commands.

* For transcribing notes
. Read the notes from your handwritten
‘ ones. OK to embellish or add details as
you go. Doesn’t have to be in order.
. Good to say ‘End of meeting notes’
when you are done
. Then wait a few seconds and the Voice
you chose will read the summarized
and organized version back to you and
B & then ask if there is anything else you
want.
. Click the x button.

@ Newburyport M X

@ ® oworr  x

+ Newtsb  CuteT
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“Use Voice Mode” feature

Transcribing notes example
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@ Newbuyport M X

@ Discovery Chat & X

+ Newtab  CileT

@ ChatGPT

88 Explore GPTs

Today

Discovery Chat Summary

2024

Client Profile Request

Unique Value Proposition UVF
Customization prompts
StoryBrand Website Template
Al Website Design Guide
Website Structure for Al

Learn Al for Biz Overview

SEO Keyword Generation Pror
Sodial Media Post Strategy
Content Calendar Creation
Prompt Improvement Guidelir
email cleanup

Client Account Setup Email
Military Financial Planning Pitc

Financial Planning for Young F

@ Upgrade plan

@ Discovery Chat Summary

) https//chatgpt.com/c/67acbSd3-218-8010-a3e1-1d8d23259d5d

Q @

ChatGPT

(2}

- o X

w3

soae (@

< 272 >

Absolutely. Here's a streamlined summary of your discovery chat with

Jackie K:

Jackie K runs a leadership coaching business for individuals and small

companies. She’s currently using the free version of ChatGPT for social

media but hasn't customized it and isn't satisfied with the tone. She's

interested in using it more for course materials and presentations. The

idea of customized courses for different client types impressed her. She

also liked the 30-minute Al mini-sessions and plans to start with a

bundle of four, with the possibility of adding more later.

Next steps:

* Invoice Jackie.

e Set up the meeting for next Wednesday at 3 PM.

* Send meeting preparation notes.

+ search

ChatGPT can make mistakes. Check important info.

Update &g ) - Y

N

Slide240f34 [ §% Accessibility: Investigate
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After the voice window closes, here
is the summary of your notes. At
this point you can putitina
different chat for that client or for
your prospect chats. Maybe put it
into a word processing doc where
you are keeping all the notes. Or
use it to construct a follow up
email!

You can click the black button again
and give it more commands to edit
the text BUT you have to wait for it
to read through the entire thing
again before you click the ‘x’.
Otherwise it won’t show you that
text.
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“File upload” feature
New premium feature available for limited time each day
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&« O o] https://chatgpt.com

. ¢ Q@

@ Mewburyport, M X

ChatGPT
@ ChatGPT X &

88 Explore GPTs
4 Newtab  Cirl+T

2024

Client Profile Request

Unique Value Proposition UVF
Customization prompts
StoryBrand Website Template
Al Website Design Guide
Website Structure for Al

Learn Al for Biz Overview

SEO Keyword Generation Pron
Social Media Post Strategy
Content Calendar Creation
Prompt Improvement Guidelin
email cleanup

Client Account Setup Email
Military Financial Planning Pitc
Financial Planning for Young F
Social Media

Keith Retirement Planning Upc
Rurdnatinn for Financial Fraard

® I.!pgrade p\_af\_
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t can | help with?

+ @ search o

B Create image B summarize text < Get advice More

ChatGPT can make mistakes. Check important info.

WWW.LEARNAIFORBIZ.COM

Click on the ‘+ sign to start
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Iy @ chatGPT - o x
<~ O (%) httpsy//chatgpt.com © | a v (Upsm= G5 ) - M

(e 3B) .
O <

Q @ ChatGPT

@ Newburyport, . X

ChatGPT
@ ChatGPT X &

88 Explore GPTs.
+ Newtab  CtrlT

2024
Client Profile Request
Unique Value Proposition UVF

‘Customization prompts

StoryBrand Website Template &£ Connect to Google Drive h

dllViehsiielDesigolGuide) @ Connect to Microsoft OneDrive >

Website Structure for Al

Upload from computer
Learn Al for Biz Overview € up P

SEO Keyword Generation Pror + ) @ search o
Social Media Post Strategy
Content Calendar Creation
ES Create image [ Summarize text 7 Getadvice More
Prompt Improvement Guidelir
-email cleanup
Client Account Setup Email
Military Financial Planning Pitc
Financial Planning for Young F
Social Media
Keith Retirement Planning Upc

Rudnatina far Financial Fraads
ChatGPT can make mistakes. Check important info.

@ Uegrads plal"\r

h

© LEARN Al FOR BIZ 2023-5. ALL RIGHTS RESERVED. WWW.LEARNAIFORBIZ.COM

Click on the source. In this case we
are going to upload it from our

computer.
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“File upload” feature
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.
{8 @ ChatGPT

<« O 5] https://chatgpt.com

= ¢ @D Q @ ChatGPT
@ Newburyport, M. X

ChatGPT
@ chatcPT x &

83 Explore GPTs
4+ Newtab  Ctrl+T

2024

Client Profile Request

Unigue Value Proposition UVF
Customization prompts
StoryBrand Website Template

Al Website Design Guide

2025 Session 1.pdf
Website Structure for Al E PDF

Learn Al for Biz Overview

SEQ Keyword Generation Pron
Social Media Post Strategy +
Content Calendar Creation

Prompt Improvement Guidelir

email cleanup

Client Account Setup Email

Military Financial Planning Pitc

Financial Planning for Young F

Social Media

Keith Retirement Planning Upc

Ruidnstina far Financial Eraad-

© PR
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Summarize this presentation into 2 paragraphsi

What can | help with?

ES Create image [E) Summarize text Get advice Mare

ChatGPT can make mistakes, Check important info.

WWW.LEARNAIFORBIZ.COM

You will get a normal file window
and you can click into the proper
directory to upload the file you
want.

Once it uploads you will see the
little icon with the name of the file.
Now just type in the prompt for
whatever you want to do.

In this case, ChatGPT will read the
entire presentation in seconds (!)
and summarize it into 2 paragraphs.
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Use Al to do important things better

Client insights, difficult conversations
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Customer Insights
What do your clients really think?

Q2

{ Persona

You are a marketing and branding expert skilled in helping small INDUSTRY
really connect with their clients.

| want to learn more about what drives my clients and how | can relate to

% them better. My clients are: GENDER, AGES, PROFESSION, GEOGRAPHY,
who NEED1, NEED2, NEED3. | provide SERVICE1, SERVICE2, and SERVICE3
Backstory to RESULTS. My specialty is SECRETSAUCE.
s a
|§! What are the top 10 pain points that my customers have?
Lans 10 more.

s This is the foundation for really using Al effectively. Once you do this you can not only dig
deeper into who your clients are, but now you can work on more effective lead
generation, appropriate products and services and upsells, pricing, and referrals.

Want to know how? Schedule a FREE Discovery Chat.
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Difficult Conversations

What should | say?

23

\ Persona

%'

Backstory

You are a communications expert skilled in helping small businesses with
client conversations.

| have the following situation. XXXX [describe the people and the situation
involved].
| am worried about XXXX.

S S
A
\/

Task

| want to achieve this goal: XXXX because XXXX
What are the best talking points for me to use in this situation?

Y Once you customize ChatGPT for your clients and/or employees, this becomes much
easier. Always remember to tell it the ‘why’ to get better results.
Want to know how? Schedule a FREE Discovery Chat.
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Discovery Chat and Al Mini Sessions

Discovery Chat

o | offer a free 30 minute Discovery Chat where we discuss how Al can specifically help YOUR business.
We talk about what you are doing now and how Al can streamline that, make it easier and faster and |
offer lots of suggestions about related things that you probably hadn’t even thought of.

° Book any time by just emailing me.

Al Mini Sessions

o If you would like specific 1on1 help, | offer Mini Sessions.

o These are 30 minute sessions where you are using ChatGPT and | am ‘looking over your shoulder’ giving
you prompts | prepared especially for you or guiding you exactly what prompts to use to get the results
you want

o They are incredibly productive and have been hugely popular since | give you customized prompts and
teach you how to use Al like an expert.

o We discuss how you might use these in the Discovery Chat
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Next Steps

0. Save the Zoom chat!

1. Get the slides. See the link in the chat and
on the last slide.

2. Practice, practice, practice!

3. For Newbies: definitely try the Customer
Insights prompt

4. For more advanced users: try one of the
new features like the Voice Mode.
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Contact Info

@ FREE Discovery Chat with me:
gail@Ilearnaiforbiz.com

m Follow me on Linked In:
https://www.linkedin.com/in/gail-zona/

4> Learn more about our services:
https://www.learnaiforbiz.com

Gall Zona

Founder, Learn Al for Biz
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