
Prompting Made Simple: A Quick Guide to Talking to AI

Welcome! 👋

Ready to unlock the power of AI? This mini-course will teach you how to "talk" to AI tools like ChatGPT,
Claude, and others in a way that gets you amazing results. No tech background needed – just curiosity
and 10 minutes of your time!

1. What Is Prompting? 🤔

Think of a prompt like a recipe for AI. Just like you need clear ingredients and steps to bake a cake,
you need clear instructions to get great results from AI.

A prompt is simply the text you type into an AI tool. It's your question, request, or instruction that tells the
AI what you want it to do.

Why it matters:

Good prompts = helpful, accurate responses

Vague prompts = confusing, generic answers

Clear prompts save you time and frustration

Example:

Vague: "Help me write"

Clear: "Write a friendly email to my customers announcing a 20% sale on handmade jewelry"

2. How AI Understands You 🧠

Think of AI like a super-smart assistant who wants to help but needs clear directions. This assistant:

Knows a lot about everything

Follows instructions exactly as given

Can't read your mind or guess what you really want

Gets better results when you're specific

Key insight: AI doesn't know the context of your life, business, or situation unless you tell it. The more
details you provide, the better it can help you.

Example: Instead of: "Write a social media post" Try: "Write an Instagram caption for my bakery's new
chocolate croissants. Make it fun and mention they're available this weekend only."

3. Prompting Basics 🎯



The Magic Formula: Context + Task + Format

Context: What's the situation? Task: What do you want done? Format: How should it look?

Good vs Bad Examples:

❌ Bad Prompt: "Write something about productivity"

✅ Good Prompt: "I'm a freelance graphic designer who struggles with time management. Write 5
practical productivity tips I can use to better organize my daily work schedule. Format as a numbered list
with brief explanations."

Simple Tricks That Work:

Be specific: Instead of "make it good," say "make it professional but friendly"

Give examples: "Write like this sample..." then show what you mean

Set the role: "Act as a marketing expert..." or "You're a patient teacher..."

Mention your audience: "Explain this to a 12-year-old" or "Write for busy professionals"

4. Common Use Cases 💡

Writing Help

Emails: "Write a polite follow-up email to a client who hasn't responded in 2 weeks"

Content: "Create a blog post outline about sustainable living for beginners"

Social media: "Write 3 LinkedIn posts about remote work tips for my consulting business"

Brainstorming Ideas

Business: "Generate 10 creative names for a pet grooming service"

Content: "Suggest 5 YouTube video ideas for teaching guitar to beginners"

Events: "Give me theme ideas for a company retreat focused on team building"

Learning New Things

Explanations: "Explain cryptocurrency like I'm 10 years old"

Step-by-step: "Teach me how to start a vegetable garden in 5 simple steps"

Comparisons: "Compare WordPress vs Squarespace for a small business website"

Personal Productivity

Planning: "Create a morning routine for busy parents that takes 30 minutes"

Organization: "Help me organize my home office on a $200 budget"

Goal setting: "Break down 'learn Spanish' into 3-month milestones"



5. Mini Practice Zone 🚀

Copy these prompts and try them right now:

Prompt 1: Content Creation

"I run a small coffee shop in downtown [your city]. Write a warm, inviting Instagram post about our new
seasonal pumpkin spice latte. Include relevant hashtags and mention it's available for a limited time."

Prompt 2: Problem Solving

"I'm a college student struggling to balance work and studies. Give me 3 practical time management
strategies that don't require expensive tools or apps. Explain each in 2-3 sentences."

Prompt 3: Creative Brainstorming

"I need gift ideas for my friend who loves cooking, has a budget of $50, and already owns basic kitchen
tools. Suggest 5 unique, thoughtful options with brief explanations why they'd love each one."

6. Bonus: What NOT to Do ⚠️

Don't confuse AI with these common mistakes:

Being too vague: "Help me with my business" → AI doesn't know what kind of help you need

Asking multiple questions at once: Pick one main request per prompt

Forgetting context: AI doesn't remember your previous conversations unless you remind it

Expecting mind reading: If you want a specific tone, length, or style, mention it

Using unclear pronouns: Instead of "make it better," specify what "it" refers to

Quick fixes:

One clear request per prompt

Always include relevant background information

Specify the format you want (list, paragraph, email, etc.)

Be patient – you might need to refine your prompt

7. Final Tips + Your Next Steps 🎉

Remember the Golden Rules:

Clarity beats cleverness – simple, clear prompts work best

Context is king – always provide background information

Experiment freely – try different approaches to see what works



Refine as needed – don't expect perfection on the first try

Your Prompt Cheat Sheet:

Template: "I am [your role/situation]. I need [specific task]. Please [format/style preferences]. My
audience is [who will see this]."

Ready to Level Up?

Now that you understand the basics, start experimenting! Try the practice prompts above, then create
your own. Remember: the best way to learn prompting is by doing it.

Pro tip: Keep a note of prompts that work well for you – you can reuse and adapt them for similar tasks
later.

🎁 Want more? This is just the beginning! The key to mastering AI is practice and experimentation. Start
with these basics, and soon you'll be crafting prompts like a pro.


