How to Use ChatGPT Effectively

ZolaXTech - getting useful answers instead of generic ones

1. The Prompt Structure That Actually Works

Vague prompts get vague answers. A useful prompt usually has four parts: role/context, the specific task, constraints,
and the output format you want.

"You're helping me prep for a data analyst interview Gve me 5 SQL questions at an
internediate | evel, each with the question, expected approach, and one commobn m st ake
candi dat es make. Fornmat as a nunbered list."

Compare that to "give me SQL interview questions" — same tool, very different usefulness.

2. lterate Instead of Restarting

The first response is a draft, not a final answer. Instead of writing a new prompt from scratch when the output isn't
quite right, correct it directly: "make this shorter," "the second point is wrong because X," "redo this assuming a
beginner audience.” ChatGPT keeps the conversation context, so corrections are faster than re-explaining
everything.

3. Use It for First Drafts, Not Final Answers

First draft of an email you'll edit Final version of anything sent without review

Explaining a concept you can verify elsewhere The only source for a factual claim you'll repeat publicly
Brainstorming options Legal, medical, or financial decisions without a professional
Debugging a code error with the actual error text Code you run in production without reading it

4. Custom Instructions Save Repetitive Typing

If you find yourself typing the same context every conversation — "I'm a computer science student,” "keep answers
under 200 words," "I prefer Python over Java" — set that once in Custom Instructions (Settings) instead of repeating
it. It applies across new chats automatically.

5. Ask It to Show Its Reasoning for Anything You'll Rely On

"Walk through your reasoning step by step” or "what assumptions are you making here" surfaces the logic behind an
answer, which makes it much easier for you to spot where it went wrong — and it goes wrong more often on
multi-step reasoning and anything requiring current, precise facts.

6. Common Mistakes



* Trusting specific statistics, dates, or citations without checking them — these are the most common source of
confident-sounding errors.

 Asking one broad question instead of breaking a large task into smaller, checkable steps.
« Pasting sensitive personal or company data into a prompt without checking your organization's policy first.

* Not specifying length or format, then being surprised the answer is too long or in the wrong shape for what you
needed.

Interfaces and model versions change quickly — the underlying prompting principles here (be specific, iterate, verify) stay useful
regardless of which version you're on.



