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Agenda

• How Generative AI works
• What’s a Prompt?
• Shifting Our Mindset
• Prompting for Answers
• Prompting to Operate Software
• Prompting to Help Thinking
• Prompting Clinic
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Generative AI is a Completion Machine

• Trained on millions of sentences
• They mask part
• It predicts what’s missing
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She sells seashells by the seashore

She sells seashells by the seashore

She sells seashells by the seashore



What is Being Completed?

• The less information you give 
the AI, the wider the 
possibilities

• The less likely it will give you 
what you want

• The more information you give 
the AI, the closer it will be to 
what you want.
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She sells

She sells seashells

She sells seashells by

What?
Where?

Where?
When?



Search vs. Prompt

• Searching is using a keyword to pull in possibilities. 
• It is not completing a sentence, it is finding similarities. 
• You don’t get an answer, you get options.

• GenAI is creating something new. 
• It is taking what you have and creating the best next word, or 

sentence, or paragraph
• You don’t get options, you get a single drafted answer
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Definition of a Prompt
A prompt is text, graphics and examples that provide the stem, the 

starting point, that gives GenAI the best chance of creating 

the answer you want.
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GenAI Will Complete Anything

• What if you asked ChatGPT how to prompt ChatGPT?

• What if you asked ChatGPT how a customer would react to 
an email?

• What if you asked ChatGPT how to write an Excel formula?

7



The Real Mindshift

• We keep hearing about AI as ‘intelligence’ 

• That’s the wrong focus. 

• GenAI helps to automate mental effort. 
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Mental Effort

• I hate doing accounting
• “ChatGPT, please read all these receipts and log them into a 

spreadsheet”

• I get stuck when I have to write sales emails
• “Canvas, please write 3 versions of a sales email for my product, 

aimed at project managers. Use the attached example for details”

• I forget how to use software
• “ChatGPT, how do I connect to Zapier? “
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Three Roles AI Can Play

1. Finding Answers – search on steroids
1. Most “co-pilots” do this

2. Operating software – user interface on steroids
1. AI Isn’t The Software You Use.

AI Operates The Software You Use.

3. Providing Thinking – Autocomplete on lots of steroids
1. Assessing emails, presentations
2. Drafting emails, presentations
3. General planning, outlining, etc
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Prompting for Answers
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Pattern #1: RICCE

• Role – who is the answer for
• Instruction – what do you want answered
• Context – what industry, problem, situation
• Constraint – short, long, simple, complex answer
• Example – any example of where the answer goes, or past 

answers
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RICCE Example

Role: “Writing as a foreman at an HVAC contractor, 
Instruction: “read the uploaded document and tell me all of 
the standards you find.”
Context: “standards should be related to Aluminum sheet 
metal”
Constraints: “put them in a bulleted list”
Example: Like the list I’ve uploaded as “list.pdf”
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Pattern #2: AI Prompt Writer

• Ask AI to write a prompt for you

• “Please write a prompt for an analysis of uploaded documents that 
includes the following:
• Role – this is a senior HVAC engineer
• Instruction – looking to analyze uploaded documents
• Context – for a 2 year project
• Constraint – that uses correct technical terms
• Example – that references uploaded examples”
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Pattern #3: Socratic AI

• Get AI to ask you questions until it has the answers it needs.
• Be sure not to give it too much upfront, or it’ll just give you an 

answer.

This means you don’t have to think about all of the context up 
front. 

Try this with voice!
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Meeting Agenda

• Example:
• “I need to create a meeting agenda. Ask me all the questions 

you need to do this. Ask them one at a time, incorporating my 
answers as you go”

16



Prompting to Operate 
Software
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Start with ChatGPT Plus

• They built a bunch of software functions into the platform
• Adding to it all the time
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ChatGPT Can Write Code
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• Crop, Resize, recolor this 
image

• Summarize a table
• Create a GIF of a video
• Upload expenses and pull into 

a table
• Endless list…
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Manage Files of Many Types



ChatGPT can Operate over Time
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ChatGPT Can Answer Software 
Questions
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Excel Example
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Prompting for Thinking
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Getting That First Draft

• Here’s where Pattern #1 above makes sense
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Canvas: Working on A Draft
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Summary

• Think of AI as a ‘doer’ of mental work
• What mental work do you do you wish could get automated?
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Prompting Clinic
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What’s the Dumbest Thing 
You Waste Time On (At 
Work)
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Questions?
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Hugh Seaton, AI Consultant

hugh.seaton@thelink.ai
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