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Chapter 1 
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How I wrote a book in a day  
(with a little help from Claude)

Claude.ai wrote this book. Or did I? I guess we did it together. 

In July 2024, I was asked to start preparing for a Masterclass prompting I was to 
give in October. While I had been developing training and inspirational sessions 
on Generative AI for more than a year now, I wanted this session to be something 
special. After working on the content and the presentation for several weeks, I 
felt ready for the dry run, scheduled for two weeks from now.

While I was working on other things, I kept coming back to the session for fine-
tuning – a never-ending story. And while I was experimenting with the different 
possibilities of the tools, I thought, “Why not try to write a companion book to the 
session?”  
I was pretty happy with the content and the structure of my presentation, so I 
decided to see what Copilot for Microsoft 365 could do with it. I went to Word and 
asked it to create a document based on the presentation. This works fine, but 
the result… was not really a book, it was more like three pages. Very good as a 
summary for the presentation, but nothing more. I asked, begged and pleaded 
with Copilot (yes, we all do that sometimes) to give me more text, more pages, 
but it couldn’t.

While Copilot for Microsoft 365 is really good for everyday tasks, this wasn’t it. 
Copilot Online (the Enterprise version) gave me some variations, as did ChatGPT 
and Gemini. But I realized that writing a whole book would be quite a lot of work, 
more than I could handle. Next came Claude.ai. I had experimented with Claude 
in the past, and I found its results really good, but not necessarily always the best 
for what I need. Copilot usually gives me really good results, including references 
and online research, so that’s my go-to AI. But this time, I was in for a treat.

I gave Claude the Word document that Copilot had created, and I asked it to 
write me a book of 14.000 words. After a couple of seconds, I got the following 
response:
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I understand that you’d like me to write an extensive book of about 15,000 words on 
prompt techniques, based on the Dutch document you provided. This is a rather large 
task that will require careful planning and execution. I’d be happy to help you with 
this project, but I think it would be best to approach it in stages. 

Here’s how I suggest we proceed:
First, let’s outline the structure of the book based on the information in the 
document.
Then, we can work on expanding each section one at a time.
We’ll review and refine each section as we go.
Finally, we’ll put it all together and make sure it flows well as a complete book. 

Does this approach sound good to you? If so, I’ll start by creating an outline for the 
book. If you have any specific preferences or additional topics you’d like to include, 
please let me know.

What followed, was one of my best experiences with Generative AI in the past 
year. Claude started writing chapter after chapter, and it felt like it knew exactly 
what I wanted to say. Halfway through, I had to upgrade to a Pro account, but I 
was too far along to stop at that point (Yes, I know, they got me…).  
 
After about two hours, I had a pretty good draft of a book on prompting that 
covered everything that’s in my Masterclass, and more! I spent another day going 
through the text, rewriting paragraphs, asking Claude to rewrite what I had 
written to fit in with the rest, rewriting again, adding details, moving or removing 
certain parts… 

It took me one day to write a book. One day! If I had to do it alone, I probably 
wouldn’t have gotten past the introduction. I like to write (this very chapter was 
written without AI), but more than 100 pages? I have written user guides for 
Office apps in the past, but they usually took more than three weeks to complete. 

This experience shows me the true power of Generative AI: working together, 
being creative and using the tool to extend that creativity. Yes, this book was 
written by Claude.ai and me, and I’m proud of the result. I hope you’ll have as 
much fun discovering how to improve your prompting skills as I did writing this 
ebook.  
 
- Tom Van ’t veld, September 2024
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Chapter 2 

Introduction

1.	 The Rise of Generative AI

In recent years, the field of artificial intelligence has witnessed a remarkable 
transformation with the advent of generative AI. These sophisticated systems, 
powered by advanced machine learning algorithms and vast amounts of data, 
have revolutionized the way we interact with technology and process information. 

Generative AI, at its core, is a subset of artificial intelligence capable of creating 
new content, be it text, images, music, or even code. Unlike traditional AI 
systems that are designed to analyze and interpret existing data, generative AI 
can produce original outputs that often rival human-created content in quality 
and creativity.
 
The journey of generative AI began with simple text prediction models and has 
now evolved into complex systems like GPT (Generative Pre-trained Transformer) 
series, DALL-E, and others. These models have shown remarkable capabilities 
in understanding context, generating human-like text, creating art, and even 
assisting in coding tasks. 

The impact of generative AI is being felt across various sectors: 

1.	 Content Creation: Journalists, marketers, and writers are using AI to 
generate drafts, headlines, and even full articles.

2.	 Creative Industries: Artists and designers are experimenting with AI-
generated art and designs.

3.	 Software Development: Programmers are leveraging AI to automate 
coding tasks and debug complex systems.

4.	 Customer Service: Chatbots and virtual assistants powered by generative 
AI are handling customer queries with increasing sophistication.

5.	 Education: AI tutors are providing personalized learning experiences and 
generating educational content.
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As generative AI continues to evolve, its potential applications seem boundless. 
However, with great power comes great responsibility, and the rise of this 
technology has also sparked important discussions about ethics, authenticity, 
and the future of human creativity.

2.	 The Importance of Effective Prompts

While generative AI models are incredibly powerful, their output is only as good 
as the input they receive. This is where the art and science of prompt engineering 
come into play. A prompt, in the context of generative AI, is the initial input or 
instruction given to the AI system to generate a response or output. 

The importance of effective prompts cannot be overstated for several reasons: 

1.	 Quality of Output: Well-crafted prompts lead to higher quality, more 
relevant, and more accurate outputs from the AI system.

2.	 Efficiency: Good prompts can save time and computational resources by 
guiding the AI to produce desired results more quickly and with fewer 
iterations.

3.	 Specificity: Effective prompts allow users to obtain highly specific and 
tailored responses, making the AI a more versatile tool for various tasks.

4.	 Creativity: Thoughtful prompts can push the boundaries of AI’s creative 
capabilities, leading to novel and innovative outputs.

5.	 Control: By mastering prompt engineering, users gain greater control 
over the AI’s output, reducing unexpected or undesired results.

6.	 Problem-Solving: Complex problems can be broken down and addressed 
more effectively through well-structured prompts.

7.	 Ethical Considerations: Careful prompt crafting can help mitigate biases 
and ensure more responsible use of AI technology.

Understanding how to construct effective prompts is becoming an essential skill 
in the age of generative AI. It bridges the gap between human intent and machine 
output, allowing for more meaningful and productive human-AI collaboration.
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3.	 Overview of the Book

This comprehensive guide aims to equip you with the knowledge and skills 
necessary to master the art of prompt engineering. Whether you’re a novice just 
starting to explore generative AI or an experienced professional looking to refine 
your techniques, this book offers valuable insights and practical strategies.
 
 
Here’s what you can expect from the chapters ahead: 

•	 Chapter 3 provides a foundational understanding of generative AI, its 
workings, and its applications.

•	 Chapter 4 delves into the fundamentals of prompt engineering, breaking 
down the components of effective prompts.

•	 Chapter 5 and Chapter 6 explore basic and advanced prompt techniques, 
offering a toolkit for crafting powerful prompts.

•	 Chapter 7 focuses on specialized techniques for different domains, from 
content creation to data analysis.

•	 Chapter 8 guides you in optimizing prompts for various AI models and 
tools.

•	 Chapter 9 presents real-world use cases and applications of prompt 
engineering.

•	 Chapter 10 addresses the crucial ethical considerations in using 
generative AI.

•	 Chapter 11 discusses methods for measuring and improving prompt 
effectiveness.

•	 Chapter 12 looks ahead to the future of prompt engineering and 
generative AI.

•	 Chapter 13 offers practical exercises and case studies to reinforce your 
learning.

•	 Chapter 14 provides a curated list of tools and resources for further 
exploration.
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By the end of this book, you will have a comprehensive understanding of prompt 
engineering techniques and be well-equipped to harness the full potential of 
generative AI in your personal and professional endeavors.

Remember, mastering prompt engineering is an ongoing journey. As AI 
technology continues to evolve, so too will the techniques and best practices for 
interacting with these systems. This book serves as your foundation and guide in 
this exciting and rapidly changing field.

Let’s embark on this journey to unlock the full potential of generative AI through 
the power of effective prompts.
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Chapter 3 

Understanding Generative AI Tools

1.	 What is Generative AI?

Generative AI refers to artificial intelligence systems that can create new content 
based on patterns learned from existing data. For information workers, these 
tools offer powerful capabilities to assist with various tasks, from writing and 
analysis to image creation and coding.

Key points about generative AI for information workers:

1.	 Assistance: These tools act as intelligent assistants, enhancing 
productivity and creativity.

2.	 Versatility: They can be applied to a wide range of tasks across various 
offices and knowledge work domains.

3.	 Learning Curve: While powerful, these tools require practice to use 
effectively, especially in crafting good prompts.

4.	 Limitations: It’s important to understand that while impressive, these 
tools can make mistakes and have biases.

2.	 Popular Generative AI Tools

It’s impossible to give an up-to-date and complete list of all Generative AI tools 
on the market. In this book, we will focus on some of the most widely used tools. 
 

Text-Based AI Assistants

ChatGPT

ChatGPT, developed by OpenAI, is a web-based chat interface that excels at 
drafting, brainstorming, and answering questions. This versatile all-rounder is 
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available in both free and paid (Plus) versions, offering very fast responses.
While ChatGPT is highly capable, it has some limitations: free versions have 
restricted data access, responses can sometimes sound generic, and the 
information provided isn’t always trustworthy. Despite these drawbacks, it 
remains a popular and powerful AI language tool.

Microsoft Copilot

Microsoft Copilot is an AI assistant that offers many premium ChatGPT features 
in its online version, such as fast and high-quality results, image generation and 
even audio generation. It is integrated into the Edge browser so you can use it 
to examine documents or web pages. It includes a Notebook option for handling 
larger prompts and provides references to sources in its responses. Copilot’s 
enterprise version also comes with built-in protection measures so that your 
data is not shared outside your company. 

While versatile, Copilot’s main drawback is the variable quality of its results; 
often it’s very good, sometimes… not really.

Copilot for Microsoft 365

Copilot for Microsoft 365 is a paid service that integrates AI capabilities directly 
into Microsoft Office applications. This powerful tool allows users to generate, 
edit, and summarize content based on their Microsoft 365 data, including files, 
emails, calendar events, and contacts. It can assist with tasks such as drafting 
emails, creating presentations, analyzing data in Excel, and summarizing long 
documents. Copilot for Microsoft 365 aims to enhance productivity by automating 
routine tasks and providing intelligent suggestions within the familiar Microsoft 
Office environment. 

The interaction model of Copilot for Microsoft 365 is designed for simplicity and 
ease of use. Unlike some AI systems that require complex prompting techniques, 
Copilot typically operates with straightforward commands such as “Summarize 
this document” or “Create a presentation based on this file.” To facilitate user 
engagement, the service includes a feature called Copilot Lab, which provides 
a curated selection of prompts organized by application or role. This design 
philosophy emphasizes accessibility and integration with existing workflows. 

In the context of Microsoft Teams chat, Copilot offers more advanced querying 
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capabilities. Users can construct more intricate prompts to retrieve specific 
information, such as emails pertaining to a particular topic within a defined time 
frame. However, it is worth noting that simpler prompts often yield comparable 
results. While the prompting techniques discussed in specialized AI literature 
are not explicitly designed for Copilot for Microsoft 365, users who are familiar 
with these methods may find that applying them judiciously can enhance their 
interaction with the Office Copilot, potentially leading to more refined and 
targeted outcomes. 

Google Gemini

Google Gemini, developed by Google, is an advanced AI system integrated into 
Google Workspace with access to users’ personal files. It leverages a very large 
language model, enabling it to understand and generate text, images, and code.
Despite its impressive capabilities, Gemini is not yet available for everyone and 
shows variable quality in its multimodal outputs.

Anthropic’s Claude

Claude is an AI assistant known for its strong language understanding and 
generation capabilities. It excels at complex analytical tasks and is highly creative 
and cooperative. Claude offers a high level of security for user interactions.
Although very good at working with documents, it has limited other multimodal 
capabilities compared to some competitors. Additionally, the web app can be 
unstable, sometimes resulting in frequent errors for users.

Image Generation Tools
 
DALL-E 3

DALL-E 3 is an advanced AI image generation model developed by OpenAI. It 
creates high-quality, photorealistic images from text descriptions, showing 
significant improvements over its predecessors in accuracy and detail. DALL-E 
3 can generate complex scenes, interpret nuanced prompts, and maintain 
consistency across multiple images. It’s integrated with ChatGPT and Microsoft 
Copilot, allowing for more intuitive and conversational image creation. While 
impressive, DALL-E 3 has limitations in generating certain types of content and 
may occasionally misinterpret complex prompts.
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Midjourney

Midjourney is a powerful AI-driven image generation tool that creates stunning, 
artistic visuals from text prompts. Known for its unique aesthetic style, 
Midjourney excels at producing fantastical and surreal imagery. It offers various 
style options and can generate highly detailed scenes. Midjourney operates 
through a Discord bot interface, making it accessible to a wide user base.
While it produces impressive results, it can sometimes struggle with specific 
requests like accurate text or human anatomy. The tool has gained popularity 
among artists, designers, and hobbyists for its ability to inspire and create 
imaginative visuals quickly. 

Stable Diffusion

Stable Diffusion is an open-source AI model for generating images from 
text descriptions. It can be downloaded and installed on your own (powerful) 
computer. Developed by Stability AI, it has quickly become a popular choice in 
the AI art community due to its accessibility and flexibility. Stable Diffusion uses 
a latent diffusion model to create images, allowing for faster generation times 
and lower computational requirements compared to some other models. It 
can produce a wide range of styles and subjects, from photorealistic images to 
abstract art. 
 
One of Stable Diffusion’s key strengths is its customizability. Users can fine-
tune the model on specific datasets to create specialized versions for particular 
styles or subjects. This has led to a vibrant ecosystem of custom models and 
applications. Stable Diffusion also supports various advanced techniques like 
inpainting, outpainting, and image-to-image translation. 

While Stable Diffusion is powerful, it does have some limitations. Like other 
AI image generators, it can struggle with complex prompts, accurate text 
generation, and certain anatomical details. However, its open-source nature 
means that it’s continually being improved by a global community of developers 
and artists. On top of that, it requires quite a bit of knowledge on how to install an 
app via Github and Python.
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3.	 How These Tools Work

While the technical details can be complex, it’s helpful to understand the basic 
principles:

1.	 Training: These AI models are trained on vast amounts of data (text, 
images, code) to learn patterns and relationships.

2.	 Input Processing: When you provide a prompt, the AI analyzes it to 
understand your request.

3.	 Generation: Based on its training and your input, the AI generates a 
response or content.

4.	 Iteration: Often, the best results come from refining your prompts and 
iterating on the AI’s outputs.

4.	  Applications in Information Work

The generative AI tools described earlier can assist with a wide range of tasks:

Writing and Editing
 
In the digital age, AI has become an indispensable tool for writing and editing 
tasks. It excels at drafting emails, reports, and articles, providing a solid 
foundation for further refinement. Moreover, AI’s proofreading capabilities are 
remarkable, offering suggestions for improvements in grammar, style, and 
clarity. 

One of the most valuable features of AI in this domain is its ability to summarize 
long documents. This skill saves time and enhances comprehension, allowing 
professionals to quickly grasp the essence of lengthy reports or research papers.

Data Analysis and Visualization
 
AI has revolutionized the way we handle and interpret data. It can swiftly analyze 
large datasets to identify trends and patterns that might be overlooked by human 
analysts. Using tools like Microsoft Copilot, AI generates informative charts and 
graphs, transforming raw data into visually appealing and easy-to-understand 
formats. 
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Perhaps most importantly, AI excels at explaining complex data in simple terms. 
This ability bridges the gap between data specialists and other team members, 
fostering better communication and decision-making across organizations. 

Presentation Creation
 
Creating engaging presentations has become significantly easier with AI 
assistance. These tools can generate compelling slide content and suggest 
effective layouts, taking into account best practices in visual communication. AI 
doesn’t stop at the visual elements; it can also craft speaker notes, providing 
presenters with key talking points and ensuring a cohesive narrative throughout 
the presentation. 

Problem-Solving and Brainstorming
 
AI has proven to be an invaluable partner in problem-solving and brainstorming 
sessions. It can generate a wide array of ideas for projects or campaigns, often 
presenting novel concepts that human teams might not have considered. By 
offering different perspectives on issues, AI helps teams approach problems 
from multiple angles. 

Furthermore, AI excels at breaking down complex problems into manageable 
components. This systematic approach aids in creating structured solutions and 
action plans, making daunting tasks more approachable. 

Code Assistance (for technical roles)
 
For those in technical roles, AI has become an indispensable coding companion. 
It can explain complex code snippets, making it easier for developers to 
understand and work with unfamiliar code. AI also suggests code improvements, 
helping to optimize performance and maintain best practices. 

One of the most time-saving features of AI in coding is its ability to assist with 
debugging. By analyzing code and suggesting potential fixes, AI can significantly 
reduce the time developers spend troubleshooting issues.

Visual Content Creation
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AI has made significant strides in visual content creation, offering tools that can 
generate images for presentations or reports. These AI-generated visuals can 
range from simple diagrams to complex infographics, adding visual appeal and 
clarity to documents.

Moreover, AI can create custom illustrations, bringing concepts to life in ways 
that stock images often can’t. This capability is particularly useful for visualizing 
abstract ideas or data, making complex information more accessible and 
engaging.

Research and Information Synthesis

In the realm of research and information synthesis, AI has proven to be a 
powerful ally. It can quickly summarize articles or research papers, distilling key 
points from lengthy texts. This capability allows professionals to stay informed on 
a wide range of topics without spending hours reading full documents. 

AI also excels at answering specific questions about various topics, drawing from 
its vast knowledge base. Furthermore, it can compare and contrast different 
viewpoints on a subject, providing a balanced perspective and highlighting areas 
of consensus or disagreement.

Task Planning and Management

AI has transformed task planning and management, offering tools that can break 
down complex projects into manageable tasks. These systems can suggest 
realistic timelines and milestones, taking into account various factors that might 
affect project progress.

Beyond planning, AI can offer valuable productivity tips, helping teams and 
individuals optimize their workflow. By analyzing work patterns and identifying 
potential bottlenecks, AI assists in creating more efficient and effective work 
processes.
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Learning and Skill Development

In the realm of learning and skill development, AI serves as a patient and 
knowledgeable tutor. It can explain new concepts or technologies in clear, 
understandable terms, adapting its explanations to the learner’s level of 
understanding.

AI also excels at providing step-by-step guides for acquiring new skills, breaking 
down complex processes into manageable chunks. Its ability to answer questions 
on a vast array of subjects makes it an invaluable resource for continuous 
learning and professional development. 

5.	 Considerations and Best Practices

Generative AI is far from an exact science. Therefore, there are a number of 
considerations to keep in mind when using these tools:

1.	 Accuracy: Always verify important information, as AI can make mistakes 
or present outdated data.

2.	 Privacy: Be cautious about inputting sensitive or confidential information, 
especially when using public tools.

3.	 Ethical Use: Use AI as an assistant, not a replacement for human 
judgment, especially in decision-making roles.

4.	 Continuous Learning: Stay updated on new features and best practices as 
these tools evolve rapidly.

5.	 Prompt Crafting: The quality of your output often depends on the quality 
of your input. Learning to write effective prompts is crucial.

 
Understanding generative AI tools and their applications is the first step in 
leveraging them effectively in your work. The following chapters will delve into 
the art of crafting prompts to get the most out of these powerful assistants, 
enhancing your productivity and creativity.
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Chapter 4 

Fundamentals of Prompt Engineering

1.	 What is Prompt Engineering?

Prompt engineering is the art and science of crafting effective inputs for 
generative AI tools to produce desired outputs. For information workers using 
tools like Microsoft Copilot, ChatGPT, or Gemini, mastering prompt engineering 
can significantly enhance productivity and the quality of AI-assisted work. 

Poor prompt engineering can lead to suboptimal or even misleading results 
from AI tools. Examples of bad prompts include vague requests like “Tell me 
about history,” which are too broad and lack specific focus. Overly complex 
or jargon-filled prompts such as “Elucidate the multifaceted ramifications 
of socioeconomic disparities on educational attainment” may confuse the 
AI or result in equally convoluted responses. Biased or leading prompts like 
“Explain why capitalism is always better than socialism” can produce skewed or 
unreliable information.  
 
Additionally, prompts that ask the AI to perform tasks beyond its capabilities, 
such as “Access my personal email and summarize my recent messages,” are 
ineffective and potentially raise privacy concerns. Crafting clear, specific, and 
well-structured prompts is key to leveraging AI tools effectively.

Key aspects of prompt engineering: 

•	 It’s a skill that can be learned and improved over time

•	 It bridges the gap between human intent and AI capability

•	 It’s crucial for getting the most out of AI tools in your daily work
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2.	 The Anatomy of a Good Prompt

A well-crafted prompt typically consists of several key elements: 

1.	 Clear Objective: What you want to achieve

2.	 Context: Relevant background information

3.	 Constraints: Any limitations or specific requirements

4.	 Format: The desired structure of the output

5.	 Examples (when helpful): Illustrations of what you’re looking for

Here’s an example of a well-crafted prompt: 
 

Create a brief executive summary of the Q2 sales report. Context: Our company 
sells software solutions. The summary should highlight key metrics, trends, and 
actionable insights. Format it as 5 bullet points, each no longer than 2 sentences. 
Example of a good bullet point: ‘Q2 sales increased by 15% YoY, driven primarily by 
our new cloud offering.

3.	 Key Components of Effective Prompts

Effective prompts are the cornerstone of successful interactions with generative 
AI tools. By incorporating key components such as clarity, specificity, context, 
and appropriate framing, users can guide AI models to produce more accurate, 
relevant, and useful outputs across a wide range of applications. 

Give the AI a role 

Assigning a role to an AI system is a powerful technique in prompt engineering 
that can significantly shape the quality and relevance of its outputs. By 
instructing the AI to assume a specific persona or expertise, such as that of a 
scientist, historian, or creative writer, users can effectively tailor the tone, depth, 
and perspective of the AI’s responses. This approach not only helps to focus the 
AI’s vast knowledge base but also encourages more contextually appropriate and 
nuanced answers. 
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For instance, asking an AI to respond “as a climate scientist” when discussing 
environmental issues can lead to more technical and research-oriented 
responses, while assigning the role of a “children’s book author” might result 
in simpler, more imaginative explanations. Role assignment thus serves as a 
valuable tool for users to fine-tune AI interactions and extract more targeted and 
relevant information or creative output.
 
Example:
 

“Act as a marketing strategist and help me brainstorm ideas for our new product 
launch.”

Benefits: 

•	 Provides context for the AI’s responses

•	 Can lead to more specialized and relevant outputs

•	 Helps maintain consistency in tone and perspective

 

Setting Goals

Clearly articulating your objectives when interacting with AI is a crucial aspect 
of effective prompt engineering. By explicitly stating your desired outcome, 
you provide the AI with a clear direction and purpose, allowing it to tailor 
its responses more accurately to your needs. This practice helps eliminate 
ambiguity and reduces the likelihood of irrelevant or off-topic information.
Instead of vaguely asking about a topic, specifying that you need “a brief 
summary suitable for a presentation” or “a detailed analysis for a research 
paper” guides the AI to structure and present information in the most useful 
format for your purpose. Being specific about your goals not only improves the 
quality of the AI’s output but also saves time by minimizing the need for follow-up 
clarifications or revisions.

Example:

“My goal is to create a compelling presentation that convinces our leadership to 
increase the IT budget.”
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Benefits: 

•	 Focuses the AI’s responses on your specific needs

•	 Helps avoid irrelevant or off-topic information

•	 Improves the efficiency of your interaction with the AI

 
Specifying Desired Output

Specifying the desired output characteristics is a key strategy in crafting 
effective AI prompts. By clearly defining the type, format, and specific attributes 
of the response you’re seeking, you provide the AI with a precise framework to 
structure its output. This level of detail helps ensure that the AI’s response aligns 
closely with your needs, whether you’re requesting a bullet-point list, a detailed 
paragraph, or a structured analysis with specific sections.
 
For instance, asking for “a 5-point action plan in markdown format” or “a 300-
word persuasive essay with three main arguments” gives the AI clear parameters 
to work within. This approach not only increases the likelihood of receiving 
a directly usable response but also reduces the need for extensive editing or 
reformatting, ultimately saving time and improving the overall efficiency of your 
AI interactions. 

Example:

“Generate a list of 10 potential blog post titles about workplace productivity. Each 
title should be no longer than 10 words and include a number or statistic.”

Benefits: 

•	 Ensures you get the information in a usable format

•	 Saves time on reformatting or requesting changes

•	 Increases the likelihood of getting immediately applicable results
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Providing Context

Providing relevant background information in your prompts helps contextualize 
your request for the AI, leading to more accurate and tailored responses. By 
offering pertinent details about your situation, project, or audience, you equip 
the AI with crucial context that informs its understanding and shapes its output. 
For example, mentioning that you’re “preparing a presentation for high school 
students” or “writing a technical report for aerospace engineers” allows the AI to 
adjust its language, complexity, and focus accordingly.

This contextual framing helps the AI navigate its vast knowledge base more 
effectively, filtering out irrelevant information and honing in on the most 
appropriate content and tone for your specific needs. Ultimately, this practice of 
supplying background information enhances the relevance and usefulness of the 
AI’s assistance, making your interactions more productive and aligned with your 
intended goals.

Example:

“We’re a small B2B software company targeting HR professionals. Our main 
competitor just launched a new feature that automates employee onboarding.”

 
Benefits: 

•	 Leads to more accurate and relevant responses

•	 Helps the AI understand nuances specific to your situation

•	 Can result in more insightful and tailored suggestions

4.	 Common Pitfalls in Prompt Writing

Common pitfalls in prompt writing can significantly hinder AI-assisted tasks. 
These include being too vague or overly specific, failing to provide necessary 
context, using ambiguous language or jargon, and inadvertently introducing bias. 
Recognizing and avoiding these mistakes is crucial for crafting effective prompts 
that yield valuable, actionable outputs from AI tools. 
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Here are some useful examples:

1.	 Being Too Vague 

Bad: “Give me some ideas for my presentation.”
Better: “Suggest 5 key points to include in a 10-minute presentation on improving 
customer retention for a SaaS company.”

2.	 Overloading with Information

Bad: [A paragraph of detailed company history and current market conditions]
Better: Provide context concisely, focusing on what’s directly relevant to your 
request.

3.	 Neglecting to Specify Format

Bad: “Write about time management techniques.”
Better: “Create a numbered list of 7 time management techniques, each with a brief 
one-sentence explanation.”

4.	 Forgetting to Set Constraints

Bad: “Give me ideas for team-building activities.”
Better: “Suggest 5 team-building activities suitable for a remote team of 20 people, 
each taking no more than 30 minutes.”

5.	 Assuming AI Knows Your Specific Context

Bad: “What should I include in the report?” (Without providing any context)
Better: “I’m preparing a quarterly financial report for our startup’s investors. What 
are the 5 most crucial elements I should include?”
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5.	 Iterative Prompting

Prompt engineering is a dynamic and iterative process that requires patience 
and creativity to master. The journey begins with crafting an initial prompt, which 
serves as your first attempt to communicate your intentions to the AI. This initial 
prompt is based on your understanding of the task at hand and your expectations 
of what the AI can deliver. However, it’s rare to achieve perfect results on the first 
try, which is why the iterative nature of prompt engineering is so crucial.

Once you’ve submitted your initial prompt, the next step is to carefully evaluate 
the AI’s response. This evaluation phase is critical as it allows you to identify 
areas where the output aligns with your expectations and, more importantly, 
where it falls short. You might find that the AI misinterpreted certain aspects of 
your request, focused on irrelevant details, or perhaps didn’t provide the depth 
or specificity you were looking for. This analysis forms the foundation for the next 
phase of the process.

Armed with insights from your evaluation, you can then refine your prompt. 
This refinement might involve clarifying ambiguous terms, adding more specific 
details, or restructuring the prompt to guide the AI’s focus more effectively. The 
refined prompt is then submitted, and the cycle of evaluation and refinement 
continues. This iterative approach allows you to progressively hone in on exactly 
what you need, especially for more complex or nuanced tasks. By patiently 
working through this process, you can guide the AI to produce results that closely 
align with your vision, even if it takes several iterations to get there.

Here’s an example of iteration: 
 

1.	 Initial: “Give me ideas for increasing employee engagement.”
2.	 Refinement: “Provide 5 specific strategies for increasing employee 		
	 engagement in a hybrid work environment, focusing on communication and 	
	 team-building.”
3.	 Further refinement: “For each of the 5 strategies you suggested for employee 	
	 engagement in a hybrid work environment, provide one real-world example of 	
	 a company successfully implementing it.”
 
By mastering these fundamentals of prompt engineering, you’ll be well-equipped 
to leverage AI tools effectively in your daily work, enhancing your productivity and 
the quality of your outputs across various tasks and projects.



28



29

Chapter 5 

Basic Prompt Techniques

In this chapter, we’ll explore several basic but powerful prompt techniques 
that can significantly enhance your interactions with AI tools like Microsoft 
Copilot, ChatGPT or others. These techniques are designed to help you get more 
accurate, relevant, and useful responses in your daily work tasks.

1.	 Clear and Concise Language

One of the most fundamental techniques in prompt engineering is using clear 
and concise language. This approach is crucial for effective communication 
with AI systems, as it helps the AI understand your request more accurately. 
When crafting prompts, it’s important to avoid ambiguous or overly complex 
phrasing that might confuse the AI or lead to misinterpretation. Instead, focus 
on expressing your ideas and instructions in simple, straightforward terms. 
This clarity not only improves the AI’s comprehension but also increases the 
likelihood of receiving relevant and useful responses.
Additionally, concise language helps to maintain focus on the core elements 
of your request, preventing the AI from getting sidetracked by extraneous 
information. By mastering the art of clear and concise prompt writing, you 
can significantly enhance the quality and reliability of your interactions with AI 
systems across various applications and domains.

Guidelines: 

•	 Use simple, straightforward language

•	 Avoid jargon unless necessary for your specific task

•	 Break complex requests into smaller, manageable parts
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Example:
 

Instead of: “I need to figure out how to make our team’s productivity better because 
we’re falling behind on projects and it’s causing issues with clients and management 
isn’t happy about it.”
Try: “Suggest 5 strategies to improve team productivity for a software development 
team that’s missing project deadlines.”

2.	 Using Specific Instructions

Providing specific instructions helps guide the AI to produce the exact type of 
output you need. This approach is crucial in prompt engineering as it allows you 
to effectively steer the AI’s response towards your desired outcome. By including 
detailed parameters such as format, length, tone, perspective, and content focus 
in your prompts, you create a clear framework for the AI to work within. This 
specificity not only increases the likelihood of receiving relevant and tailored 
responses but also reduces the need for multiple iterations.
Specific instructions act as a filter, helping the AI prioritize the most pertinent 
information from its vast knowledge base. As a result, you can more efficiently 
harness the AI’s capabilities, saving time and improving the overall quality of the 
generated content. Whether you’re seeking creative writing, data analysis, or 
problem-solving assistance, the practice of giving specific instructions enhances 
the precision and usefulness of AI-generated outputs.

 
Guidelines: 

•	 Be explicit about what you want

•	 Include numerical specifications when applicable

•	 Clarify any particular focus or angle you want the AI to take 

Example:

Instead of: “Give me some ideas for our company blog.” 

Try: “Generate 3 blog post outlines on the topic of ‘cybersecurity for small 
businesses’. Each outline should have a catchy title, 3 main points, and a suggested 
call-to-action.”
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3.	 Providing Examples

Including examples in your prompts can be extremely effective in guiding the AI 
to produce the style and type of content you’re looking for. Examples serve as 
concrete illustrations of your expectations, providing the AI with a clear reference 
point for its output. By showcasing the desired format, tone, or structure through 
examples, you create a tangible model for the AI to emulate or draw inspiration 
from. This approach is particularly useful when dealing with complex or nuanced 
requests, as it helps bridge the gap between abstract instructions and practical 
implementation. 

Examples can also help calibrate the AI’s understanding of specific terminologies 
or contexts within your field of interest. Moreover, they can demonstrate the level 
of detail, creativity, or technical depth you expect in the response. By leveraging 
examples in your prompts, you effectively set a benchmark for quality and 
relevance, increasing the likelihood of receiving outputs that closely align with 
your intentions and requirements. This strategy not only enhances the accuracy 
of the AI’s responses but also streamlines the interaction process, potentially 
reducing the need for multiple revisions or clarifications.

Guidelines:

•	 Provide a sample of the output you want
•	 Use “in the style of” prompts for writing tasks
•	 For data analysis, show a sample insight you’d like to see

Example:

“Write a professional email to a client about a project delay. Here’s an example of the 
tone and structure I’m looking for: 
‘Dear [Client],
I hope this email finds you well. I’m writing to inform you about a slight delay in 
our current project timeline. Due to [brief explanation], we anticipate a revised 
completion date of [new date]. We understand the importance of this project and are 
implementing [solution] to minimize any impact. We appreciate your understanding 
and are committed to delivering the high-quality results you expect. Please let me 
know if you have any questions or concerns.
Best regards,
[Your Name]’ 
Now, write a similar email for our client WidgetCorp about a two-week delay in their 
website redesign project.”
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4.	 Asking for Step-by-Step Responses

When dealing with complex tasks or processes, asking the AI to break down its 
response into steps can make the information more manageable and easier 
to follow. This approach transforms potentially overwhelming information into 
a structured, sequential format that enhances comprehension and retention. 
By requesting step-by-step explanations, you encourage the AI to organize 
its knowledge in a logical progression, ensuring that each component of the 
complex task is addressed in a clear, orderly manner. This method not only aids 
in understanding but also facilitates practical implementation, as users can 
tackle each step individually.

Breaking down responses into steps is particularly valuable for technical 
processes, problem-solving scenarios, or when explaining intricate concepts to 
beginners. It allows for easier identification of specific areas that might require 
further clarification and enables users to pace their learning or execution of the 
task. Moreover, this structured approach can reveal interdependencies between 
different stages of a process, highlighting crucial decision points and potential 
pitfalls. By utilizing this technique in your prompts, you can transform complex 
information into actionable insights, making the AI’s vast knowledge more 
accessible and applicable to real-world situations.

Guidelines:

•	 Clarifies complex processes

•	 Makes it easier to implement suggestions

•	 Helps in creating guides or documentation

Example:

“Explain how to conduct a SWOT analysis for a small e-commerce business. Break 
down the process into steps, with a brief explanation for each step.”
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5.	 Incorporating Constraints and Limitations

Specifying constraints helps the AI tailor its responses to your specific needs 
and circumstances. By setting clear boundaries and limitations in your prompts, 
you effectively narrow the AI’s focus, ensuring that the generated content aligns 
more closely with your requirements. These constraints can encompass various 
aspects such as time periods, geographical locations, technological limitations, 
budget considerations, or ethical guidelines. When you provide such parameters, 
you’re essentially creating a customized framework within which the AI operates, 
filtering out irrelevant information and concentrating on solutions that are 
feasible and applicable to your situation. 

This approach not only improves the relevance and practicality of the AI’s 
responses but also saves time by reducing the need for multiple iterations 
or clarifications. Constraints can also challenge the AI to think creatively 
within set boundaries, potentially leading to innovative solutions you might 
not have considered. Moreover, by specifying constraints, you can ensure that 
the AI’s suggestions are compatible with your resources, expertise level, or 
organizational policies. This practice of defining limitations transforms generic 
AI responses into tailored, actionable insights that address your unique context, 
making the interaction more efficient and the outcomes more valuable.
 
Guidelines: 

•	 Time limitations

•	 Budget restrictions

•	 Technology constraints

•	 Skill level of the target audience

•	 Industry-specific regulations

Example:

“Suggest team-building activities for a remote marketing team of 15 people. 
Constraints: Activities should be doable online, take no more than 30 minutes each, 
and require no special equipment.”
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6.	 Using the “Act As” Technique

Instructing the AI to adopt a specific role or perspective can lead to more 
focused and relevant responses. This technique, often referred to as role-
prompting, leverages the AI’s ability to contextualize information and tailor its 
communication style to match a particular viewpoint or expertise. 

By assigning a role such as “expert scientist,” “historical figure,” or “financial 
advisor,” you frame the AI’s responses within a specific knowledge domain and 
professional context. This approach not only helps in obtaining more specialized 
and nuanced information but also ensures that the language, tone, and level of 
detail align with the chosen role’s typical communication style.

Role-prompting can be particularly effective when seeking diverse perspectives 
on a topic, simulating professional consultations, or exploring complex issues 
from multiple angles. It encourages the AI to draw upon relevant expertise and 
consider factors that might be overlooked in a more general response. 

Additionally, this method can enhance the authenticity and depth of the AI’s 
output, as it mimics the thought processes and priorities associated with the 
specified role. By skillfully utilizing role-prompting, you can transform your 
interactions with AI into more dynamic, insightful, and contextually appropriate 
exchanges, often yielding responses that are better suited to your specific inquiry 
or scenario.

Guidelines: 

•	 Specify a role relevant to your task

•	 Consider roles that bring specific expertise or viewpoints

Example:

“Act as an experienced project manager. Review the following project plan and 
identify potential risks and mitigation strategies:
[Insert your project plan here]”
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7.	 Combining Techniques for Complex Tasks

For more complex tasks, combining multiple prompt engineering techniques 
can yield optimal results. This approach recognizes that intricate problems 
often require multifaceted solutions. By integrating various methods like role-
prompting, specific instructions, step-by-step breakdowns, and providing 
examples within constraints, you create a synergistic effect that enhances the 
AI’s ability to generate comprehensive and nuanced responses. 

This layered approach leverages the strengths of each technique, addressing 
different aspects of the task at hand. It encourages the AI to engage from 
multiple angles, potentially uncovering insights that might be missed when using 
a single method. Combining techniques allows for flexibility in processing and 
presenting information, adapting to the evolving nature of complex problems. 

By skillfully blending prompting strategies, you guide the AI to produce 
responses that are more accurate, relevant, creative, and comprehensive, 
ultimately leading to more effective problem-solving and decision-making in 
complex scenarios.

Example combining several techniques: 

“Act as a marketing strategist for a B2B software company. We need to create a 
content marketing plan for Q3. Please provide a step-by-step approach to developing 
this plan. Include the following:
1.	 3 main goals for the content strategy
2.	 5 content types we should focus on (e.g., blog posts, whitepapers, videos)
3.	 A content calendar template for one month

 
Constraints:

•	 We have a small team of 2 content writers and 1 graphic designer

•	 Our budget for paid promotion is $5000 for the quarter

•	 Our target audience is IT managers in mid-sized companies

Please format your response with clear headings and bullet points where 
appropriate.”
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4.	 Iterative Refinement

Prompt engineering often involves refinement through an iterative process. 
If your initial prompt doesn’t yield the desired output, use the AI’s response 
to inform your next attempt. Analyze the results to identify gaps or 
misinterpretations, then adjust your prompt accordingly. This might involve 
increasing specificity, providing better examples, or refining constraints.

Each iteration helps you understand the AI’s capabilities and improve your 
communication with it. By persistently refining your prompts based on previous 
responses, you can significantly enhance the quality and relevance of the AI’s 
output, ultimately achieving results that closely align with your needs.

Example of iterative refinement:

1.	 Initial prompt: “Give me ideas for improving customer service.”

2.	 Refined prompt: “Provide 5 specific strategies for improving customer 
service in an e-commerce business, focusing on reducing response times 
and increasing customer satisfaction.”

3.	 Further refinement: “For each of the 5 customer service improvement 
strategies you suggested, provide an example of how a successful 
e-commerce company has implemented it, and list one potential 
challenge in implementation.”

 
By mastering these basic prompt techniques, you’ll be able to get more out of 
your AI tools, leading to more productive and effective use of these technologies 
in your daily work as an information worker.
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Chapter 6 

Advanced Prompting Techniques

As you become more comfortable with basic prompt engineering, you can start 
to leverage more advanced techniques to get even more value out of AI tools 
like Microsoft Copilot, ChatGPT, Gemini, and Claude. This chapter will explore 
sophisticated prompting strategies that can help you tackle more complex tasks 
and achieve more nuanced results.

1.	 Prompt Priming

Prompt priming involves providing context or examples to the AI before asking 
your main question. This technique can significantly improve the relevance and 
quality of the AI’s responses.

Zero-Shot Prompting
 
Zero-shot prompting is a technique where an AI is asked to perform a task 
without being given any specific examples or prior training for that particular 
task. This approach tests the AI’s ability to generalize its knowledge and apply 
it to new situations. It relies on the AI’s broad understanding of language and 
concepts to interpret the request and produce a relevant response. While 
challenging, successful zero-shot prompting demonstrates the AI’s flexibility and 
capacity for reasoning across diverse domains.

Example:

“Classify the following email as either ‘Urgent’, ‘Important’, or ‘Routine’:
[Insert email text here]”

 
 



39

One-Shot Prompting 

One-shot prompting is a technique that enhances AI task performance by 
providing a single, illustrative example before requesting a similar action. This 
method offers the AI a clear template to follow. By demonstrating the desired 
output format or approach once, one-shot prompting helps guide the AI’s 
understanding and improves the accuracy and relevance of its responses. This 
technique is particularly useful when dealing with specific formats or styles that 
may not be immediately obvious from the task description alone.

Example:

“Here’s an example of how to summarize a business email:
Original: ‘Dear team, I hope this email finds you well. I wanted to touch base about 
the upcoming client presentation. We need to finalize the slides by Friday, run 
through a practice session on Monday, and deliver the presentation next Wednesday. 
Please make sure all your sections are complete and proofread by Thursday EOD. Let 
me know if you have any questions or concerns.’
Summary: ‘Team needs to complete presentation slides by Friday, practice on 
Monday, for delivery on Wednesday. Individual sections due Thursday EOD.’
Now, summarize the following email in a similar style:
[Insert new email text here]”

 
Few-Shot Prompting

Few-shot prompting is an advanced technique that leverages multiple examples 
to guide an AI’s comprehension and execution of a given task. By presenting 
several diverse instances of the desired input-output relationship, this method 
allows the AI to discern patterns and nuances more effectively.

Few-shot prompting helps the AI grasp the full scope of the task, including 
potential variations and edge cases. This approach strikes a balance between 
minimal guidance and extensive training, enabling the AI to generalize from the 
provided examples and apply the learned concepts to new, similar scenarios with 
greater accuracy and flexibility.
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Example:

“I want you to classify customer feedback into categories: Positive, Negative, or 
Neutral. Here are some examples:
‘Your product has revolutionized our workflow!’ - Positive
‘I’ve been waiting for a response from your support team for days.’ - Negative
‘The product works as expected.’ - Neutral
 
Now, classify the following customer feedback:
‘I’m not sure if this was worth the price, but it does the job.’
‘Absolutely terrible customer service! I’m switching to your competitor.’
‘The new features in the latest update are game-changing!’
‘It’s okay, I guess. Nothing special.’”

Note that some AI tools can combine this technique with an uploaded file. So 
instead of giving a short list as in the previous example, you could refer to a file 
and ask the AI to do this analysis on a longer list.

Mastering these prompt priming techniques—zero-shot, one-shot, and few-shot 
prompting—can significantly enhance your interactions with AI systems. Each 
method has its strengths and is suitable for different scenarios, depending on the 
complexity of the task and the level of guidance required.

As you practice and experiment with these methods, you’ll develop a intuitive 
sense of which approach works best for various tasks, allowing you to leverage AI 
capabilities more effectively in your personal and professional endeavors.

2.	 Chain of Thought Prompting

Chain-of-thought prompting is a powerful technique that encourages AI 
systems to articulate their reasoning process step-by-step. By prompting the 
AI to show its work, this method provides insight into the logical pathways the 
system follows to reach its conclusions. This approach is particularly valuable 
for complex problem-solving or decision-making tasks, as it allows users to 
understand and verify the AI’s thought process.
Chain-of-thought prompting not only improves the transparency of AI responses 
but also often leads to more accurate results, as the systematic breakdown of 
reasoning can help the AI catch potential errors or oversights in its own logic.
 



41

Example:

“As a financial analyst, evaluate whether our company should invest in expanding 
our e-commerce platform or opening a new physical store location. Walk me through 
your thought process step-by-step, considering factors such as initial costs, potential 
ROI, market trends, and long-term scalability.”

3.	 XML Tagging in Prompts

Using XML-like tags (<your text> or [your text] for example) in your prompts 
can help structure the AI’s response and make it easier to parse specific 
information. This technique allows you to clearly define sections and expectations 
for the AI’s output, resulting in more organized and targeted responses. By 
incorporating tags, you can guide the AI to provide information in a specific 
format or structure, making it simpler to extract and utilize the data you need.

This approach is particularly useful when dealing with complex queries that 
require multiple components or when you want to ensure consistency across 
multiple AI-generated responses. Additionally, XML-like tags can help improve 
the clarity of your prompts, reducing the likelihood of misinterpretation by the AI 
and leading to more accurate and relevant outputs.

Within a longer conversation with an AI, using tags can be especially beneficial as 
they provide clear reference points. This makes it easier for the AI to understand 
which specific parts of previous exchanges you’re referring to, enhancing the 
coherence and continuity of the dialogue. By consistently using tags throughout a 
conversation, you create a shared framework that both you and the AI can rely on 
to maintain context and focus.

Example: 

“Analyze our company’s Q2 performance and provide the following:
<summary>
A brief overview of the overall performance
</summary>
<key_metrics>
List the top 3 KPIs and their values
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</key_metrics>
<areas_for_improvement>
Identify 2 areas where we underperformed and suggest improvement strategies
</areas_for_improvement>
<outlook>
Provide a brief forecast for Q3 based on Q2 results
</outlook>”

4.	 Self-Criticism and Iterative Refinement

Encouraging the AI to evaluate and improve its own responses can significantly 
enhance the quality of its outputs. This self-reflective approach prompts the AI 
to critically analyze its initial answers, considering factors such as accuracy, 
relevance, and completeness. By incorporating this step, users can obtain more 
refined and precise information. The process may involve asking the AI to double-
check its facts, consider alternative perspectives, or elaborate on certain points.
This iterative improvement cycle not only leads to more accurate responses but 
also helps in uncovering nuances or details that might have been overlooked 
initially. Moreover, it mimics human cognitive processes of review and 
refinement, potentially resulting in more thoughtful and comprehensive answers. 
Ultimately, this practice can transform the AI from a simple query-response tool 
into a more dynamic and adaptive assistant capable of producing higher-quality, 
more reliable outputs.

Example:

“Generate a marketing email for our new productivity app. After generating the 
email, critically evaluate it for persuasiveness, clarity, and adherence to best 
practices in email marketing. Then, based on your evaluation, rewrite the email to 
address any shortcomings you identified.”

5.	 Reverse Engineering Prompts

The technique of asking an AI to generate a prompt that would produce a specific 
type of output is a powerful method for enhancing prompt engineering skills. 
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This approach, often referred to as “reverse prompting” or “prompt generation,” 
involves tasking the AI with creating the input that would lead to a desired output. 
By engaging in this exercise, users can gain valuable insights into the structure 
and components of effective prompts for particular tasks.

This method can reveal nuances in language, formatting, and context that 
might not be immediately apparent when crafting prompts from scratch. It’s 
particularly useful for complex or specialized tasks where the ideal prompt 
structure may not be intuitive. Additionally, this technique can help users 
understand the AI’s “thought process” and how it interprets different prompt 
elements. As users compare the AI-generated prompts with their own, they 
can refine their prompt crafting skills, leading to more precise and efficient 
interactions with AI systems across various applications.

Example:

“Here’s a well-written project status update:
[Insert a sample project status update]
What prompt would you give to an AI assistant to generate a similar project status 
update? Please provide the prompt and explain why each element of the prompt is 
important.”

6.	 Multi-Turn Conversation Design (prompt chaining)

Designing a series of prompts that build on each other is an effective strategy 
for tackling complex tasks or generating more comprehensive outputs with AI. 
This approach, also known as “chain prompting” or “prompt chaining,” involves 
breaking down a complex task into smaller, manageable steps, each addressed 
by a separate prompt. By structuring prompts in this sequential manner, users 
can guide the AI through a logical progression of thought, simulating a multi-turn 
conversation.

This method is particularly useful for tasks that require in-depth analysis, 
creative problem-solving, or the synthesis of multiple concepts. For instance, 
when creating a comprehensive business plan, you might start with prompts 
that gather essential information about the business idea, target market, and 
initial resources. Then, subsequent prompts can focus on developing specific 
sections of the business plan, such as market analysis, financial projections, and 
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marketing strategies.

This step-by-step approach allows for more nuanced exploration of each aspect 
of the plan, ensuring that all crucial elements are thoroughly addressed. 
Moreover, it enables users to review and refine intermediate outputs, ensuring 
the final result is comprehensive and well-aligned with the overall objective. By 
employing this technique, users can leverage AI to produce more sophisticated, 
well-reasoned, and thorough outputs for complex scenarios, while maintaining 
control over the direction and content of the conversation.

Example 1:

“We’re going to create a comprehensive business plan for a new startup. We’ll do 
this in stages. First, ask me a series of questions to gather the necessary information 
about the business idea, target market, and initial resources. Then, we’ll go through 
each section of the business plan one by one, with you providing guidance and 
generating content based on my responses.”

 
Example 2:

1.	 “Generate a list of 5 potential topics for our company blog, focusing on 		
	 emerging trends in our industry.”
2.	 “For each of the blog topics you just generated, create a brief outline with 	
	 main points.”
3.	 “Take the first outline and expand it into a full blog post of approximately 800 	
	 words.”
4.	 “Now, generate 5 engaging social media posts to promote this blog post on 	
	 different platforms.”

5.	 Prompt Templates for Recurring Tasks

Developing reusable prompt templates for tasks you perform regularly is a 
strategic approach to streamline your AI interactions and enhance productivity. 
By creating a library of well-crafted, task-specific prompts, you can save 
significant time and effort in your day-to-day work with AI systems. These 
templates serve as standardized frameworks that can be easily adapted or 
customized for specific instances, ensuring consistency in your outputs and 
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reducing the likelihood of overlooking important details or instructions. 

For example, if you frequently use AI for market analysis, you might create a 
template that outlines key areas to explore, such as competitor landscape, 
customer demographics, and emerging trends.

To maximize the benefits of this approach, consider using readily available tools 
like Notepad, OneNote, or specialized prompt management applications to 
organize and store your prompt templates. These tools allow for easy reference, 
quick retrieval, and ongoing refinement of your prompts. 
By categorizing your templates based on task types or departments, you can 
create a comprehensive prompt library that is accessible and user-friendly. 
Sharing these templates within your team or organization can promote best 
practices and maintain uniformity in AI interactions across different users. 
Remember to regularly review and update your prompt templates to ensure they 
remain effective and aligned with your evolving objectives.

Example template for weekly report generation: 

“Generate a weekly report for the [DEPARTMENT] department covering the period 
from [START_DATE] to [END_DATE]. Include the following sections:
1.	 Executive Summary
2.	 Key Performance Indicators 
		  a. [KPI_1] 
		  b. [KPI_2] 
		  c. [KPI_3]
3.	 Major Achievements
4.	 Challenges Faced
5.	 Upcoming Week’s Priorities
6.	 Resources Needed 

For each section, provide concise bullet points. The entire report should not exceed 
one page when formatted. “

7.	 Combining Multiple AI Tools

By strategically combining various AI tools, you can tackle complex tasks more 
effectively and efficiently. Each AI system has its own unique strengths and 
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capabilities, whether it’s natural language processing, image recognition, data 
analysis, or predictive modeling. Learning to identify the ideal tool for each 
component of a multifaceted problem allows you to create powerful workflows.

For instance, you might use one tool for initial brainstorming, a specialized 
analytics tool to crunch numbers, and a visualization AI to present findings. This 
synergistic approach not only enhances problem-solving but also often leads to 
more innovative and comprehensive solutions than relying on a single AI system 
alone. 

Example:
 

1.	 Use ChatGPT to brainstorm ideas and create an outline for a presentation.
2.	 Use Microsoft Copilot to generate the actual slides based on the outline.
3.	 Use DALL-E or Midjourney to create custom images for key slides.
4.	 Use Claude to review and refine the final presentation content.

 
By mastering these advanced prompting techniques, you’ll be able to tackle more 
complex tasks, generate higher-quality outputs, and use AI tools more efficiently 
in your work as an information professional. Remember, the key to success with 
these techniques is practice and experimentation. Don’t be afraid to try different 
approaches and refine your prompts based on the results you get.
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Chapter 7 

Specialized Prompt Techniques for 
Different Domains

Within your work environment, you likely engage with various types of tasks 
across different domains. This chapter will explore how to tailor your prompting 
techniques to specific areas of work, helping you leverage AI tools more 
effectively for each type of task.

1.	 Writing and Content Creation

AI tools can be powerful allies in various writing tasks, from emails to reports 
to marketing copy. Here are some specialized techniques for writing-related 
prompts.

Style Emulation
 
Style emulation is a powerful technique that allows you to harness AI’s language 
capabilities to mimic specific writing styles. This approach is particularly useful 
when you need to maintain consistency across different pieces of content or 
when you want to adapt your writing to a particular brand voice.
By providing clear instructions about the desired style, or even offering a sample 
text as a reference, you can guide the AI to produce content that aligns with 
your intended tone, vocabulary, and sentence structure. This can be especially 
valuable for marketing materials, where brand consistency is crucial, or for 
creative writing exercises where you want to experiment with different authorial 
voices.

Example: 

“Write an internal memo (about 150 words) announcing a new data management 
policy in the style of our CEO, Sarah Johnson. Her communication style is known 
for being clear, forward-thinking, and mildly optimistic. Use short paragraphs, 
incorporate one or two relevant statistics, and end with a call to action. Focus on how 

this policy will improve efficiency and data security.”
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Audience-Focused Writing

Tailoring content to a specific audience is a crucial aspect of effective 
communication. By specifying the target audience in your prompts, you can guide 
the AI to create content that resonates with the intended readers. This involves 
considering factors such as the audience’s background knowledge, interests, 
reading level, and preferences. 

Audience-focused writing ensures that the language, examples, and level 
of detail in the content are appropriate and engaging for the specific group 
you’re addressing. This technique can significantly enhance the impact and 
effectiveness of your communications, whether you’re creating educational 
materials, marketing content, or technical documentation.

Example:

“Create an explanation of our company’s new cloud security measures. The target 
audience is non-technical C-level executives. Use analogies to explain complex 
concepts and focus on business benefits.”

Tone Adjustment
 
Tone adjustment is a nuanced aspect of writing that can greatly influence how 
your message is received. By explicitly directing the AI to use a specific tone, 
you can ensure that the emotional context of your content aligns with your 
communication goals.

This technique is particularly useful when you need to convey sensitive 
information, manage customer relations, or adapt your message for different 
contexts. Whether you need to strike a formal, casual, empathetic, or 
authoritative tone, providing clear instructions to the AI can help you achieve the 
desired emotional resonance in your writing.

Example:

“Rewrite the following customer service email in a more empathetic and solution-
oriented tone:
[Insert original email]”
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Structured Writing Prompts

Using structured writing prompts is an effective way to guide the AI in creating 
well-organized, coherent content. By outlining the desired structure of the 
content in your prompt, you provide a clear framework for the AI to follow. This 
approach is particularly useful for longer-form content like articles, reports, or 
presentations, where a logical flow of information is crucial.

Structured prompts can help ensure that all necessary points are covered, 
that the content progresses in a logical manner, and that the overall piece 
achieves its intended purpose. This technique can save you time in editing and 
reorganizing content, as the initial output is already well-structured.

Example:

“Write a blog post about the benefits of remote work. Structure it as follows:
1.	 Introduction (2 paragraphs)
2.	 3 main benefits (1 paragraph each)
3.	 Potential challenges (1 paragraph)
4.	 How to overcome challenges (2 paragraphs)
5.	 Conclusion (1 paragraph)”

Data Analysis and Visualization

While AI tools may not directly create visualizations, they can sometimes assist in 
interpreting data and suggesting visualization approaches.

Data Interpretation Prompts

Data interpretation prompts leverage AI’s analytical capabilities to extract 
meaningful insights from complex datasets. By framing your requests in terms 
of deriving insights and suggesting visualizations, you can tap into the AI’s ability 
to identify patterns, trends, and correlations that might not be immediately 
apparent.

This approach can be particularly valuable when dealing with large or 
multifaceted datasets, where manual analysis might be time-consuming or prone 
to overlooking subtle relationships. By using these prompts, you can quickly 
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generate hypotheses, identify areas for further investigation, and get suggestions 
for effective ways to communicate your findings visually.

Please note that not every AI tool is equally capable of uploading and analyzing 
files, although this is one of the domains where Generative AI tools are rapidly 
evolving.

Example:
 

“I have sales data for our products over the last 12 months. The columns are: Date, 
Product Name, Units Sold, Revenue. What are the top 3 insights you can derive 
from this data? For each insight, suggest an appropriate type of data visualization to 
represent it.”

Visualization Recommendation

Choosing the right type of visualization is crucial for effectively communicating 
data-driven insights. By asking the AI for visualization recommendations, you 
can benefit from its knowledge of various chart types and their appropriate 
uses. This technique involves providing the AI with information about your data 
and your communication goals, allowing it to suggest the most effective visual 
representation.

This can be particularly helpful when dealing with complex relationships between 
variables or when you’re unsure of the best way to present your data. The AI can 
provide rationales for its suggestions, helping you understand the pros and cons 
of different visualization approaches.
 
Example:

“I need to present data showing the relationship between employee satisfaction 
scores and productivity levels across different departments. What type of chart or 
graph would best represent this data, and why?”

Metric Selection

Identifying the most relevant metrics for a given scenario is a critical step in 
data analysis and performance measurement. By engaging the AI in metric 
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selection, you can leverage its broad knowledge of key performance indicators 
(KPIs) across various domains. This technique involves describing your specific 
situation or goals and asking the AI to recommend the most appropriate metrics 
to track.

The AI can not only suggest relevant KPIs but also explain their significance 
and how they should be calculated. This approach can help ensure that you’re 
focusing on the most meaningful data points for your particular context, leading 
to more insightful analysis and more effective decision-making.

Example:

“We’re launching a new e-commerce website. What are the top 5 KPIs we should 
track to measure its success in the first 3 months? For each KPI, explain why it’s 
important and how it should be calculated.”

Problem-Solving and Strategic Planning

AI can be a valuable brainstorming partner and can help structure your approach 
to complex problem.

Structured Problem-Solving Frameworks

Applying structured problem-solving frameworks to complex situations can 
provide valuable insights and organization to your thinking process. By asking 
the AI to use specific frameworks like SWOT analysis, PESTLE analysis, or the 
5 Whys, you can ensure a comprehensive and methodical approach to problem-
solving.

This technique leverages the AI’s ability to systematically consider multiple 
aspects of a situation, helping you identify key factors, potential issues, and 
opportunities that might otherwise be overlooked. Using structured frameworks 
can also facilitate clearer communication of your analysis to stakeholders and 
provide a solid foundation for strategic decision-making.
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Example:

“Use the SWOT analysis framework to evaluate our plan to expand into the Asian 
market. Provide at least 3 points for each category (Strengths, Weaknesses, 
Opportunities, Threats).”
 
Scenario Planning

Scenario planning is a powerful strategic tool that involves exploring multiple 
potential future outcomes. By engaging AI in scenario planning exercises, you 
can quickly generate and analyze various ‘what-if’ scenarios.

This technique involves describing different possible situations or strategies 
and asking the AI to explore their implications, benefits, and risks. By doing 
so, you can gain a broader perspective on potential outcomes, identify key 
variables that might influence your success, and develop more robust and flexible 
strategies. This approach is particularly valuable in rapidly changing or uncertain 
environments, helping you prepare for multiple contingencies.

Example:

“We’re considering three different pricing strategies for our new SaaS product. For 
each of the following strategies, outline the potential benefits and risks:
1.         Freemium model
2.         Tiered pricing based on features
3.         Usage-based pricing
After analyzing each, recommend which strategy you think is best and why.”

Decision Matrix Creation 

Creating decision matrices is an effective way to objectively evaluate options 
across multiple criteria. By utilizing AI to help create and populate these 
matrices, you can benefit from its ability to systematically consider and weigh 
various factors.

This technique involves specifying your decision criteria and potential options, 
then asking the AI to structure this information into a matrix format. The AI 
can suggest scoring systems, help you think through the relative importance 
of different criteria, and guide you in using the matrix to reach a decision. 
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This approach can be particularly useful for complex decisions with multiple 
stakeholders or where numerous factors need to be balanced.

Example:

“We need to choose a new office location. The criteria we’re considering are: cost, 
accessibility for employees, proximity to clients, and potential for growth. Create 
a decision matrix comparing our three potential locations (City Center, Suburb A, 
and Business Park B) across these criteria. Suggest a scoring system and walk me 
through how to use this matrix to make a decision.”

Project Management

AI tools can assist in various aspects of project management, from planning to 
risk assessment.

Task Breakdown:

Breaking down complex projects into manageable tasks is a fundamental skill 
in project management. By leveraging AI for task breakdown, you can quickly 
generate comprehensive lists of tasks and subtasks for your projects.
This technique involves describing your project goals and major phases, then 
asking the AI to provide a detailed breakdown of specific tasks. The AI can help 
ensure that no crucial steps are overlooked, suggest logical sequences for tasks, 
and even provide estimated timeframes. This approach can significantly speed 
up the project planning process and help you create more thorough and realistic 
project schedules.

Example:

“We’re planning to migrate our CRM system to a new platform. Break this project 
down into major phases, and then list at least 5 specific tasks for each phase. Include 
estimated time frames for each task.”

Risk Identification and Mitigation

Identifying potential risks and developing mitigation strategies is crucial for 
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project success. By using AI to brainstorm risks and mitigation approaches, you 
can tap into a broad knowledge base of potential issues across various project 
types.
This technique involves describing your project and asking the AI to identify 
possible risks, ranging from technical challenges to resource constraints to 
external factors. For each identified risk, the AI can suggest potential mitigation 
strategies, helping you develop a comprehensive risk management plan. This 
approach can help you anticipate and prepare for a wider range of potential 
issues, increasing the likelihood of project success.

Example:

“We’re launching a new mobile app in 3 months. Identify 10 potential risks we might 
face during the development and launch process. For each risk, suggest a mitigation 
strategy.”

Resource Allocation

Effective resource allocation is key to optimizing project efficiency and success. 
By engaging AI in resource allocation planning, you can quickly generate and 
evaluate different allocation scenarios.
This technique involves providing information about your available resources and 
project requirements, then asking the AI to suggest allocation strategies. The AI 
can help you think through the implications of different allocation approaches, 
identify potential bottlenecks, and suggest ways to optimize resource usage 
across different project phases. This can lead to more efficient project execution 
and help you make the most of your available resources.
 
Example:

“We have a team of 5 developers, 2 designers, and 1 project manager for our 
upcoming website redesign project. The project needs to be completed in 12 weeks. 
Suggest how we should allocate these resources across the different phases of the 
project (Planning, Design, Development, Testing, Launch). Provide a rough timeline 
and explain your reasoning.”
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Customer Service and Communication

AI can help in crafting effective customer communications and developing service 
strategies. 

Response Templates

Creating effective response templates for common customer service scenarios 
can significantly improve efficiency and consistency in customer communications. 
By using AI to generate these templates, you can quickly produce a variety of 
well-crafted responses for different situations.

This technique involves describing specific customer service scenarios and 
asking the AI to create appropriate response templates. The AI can help ensure 
that the templates strike the right tone, include all necessary information, and 
adhere to best practices in customer service communication. This approach 
can save time for your customer service team and help maintain high-quality, 
consistent responses across various channels and situations.

Example:

“Create 3 email templates for the following customer service scenarios:
1.	 Responding to a complaint about a delayed shipment
2.	 Helping a customer reset their password
3.	 Thanking a customer for positive feedback 

Each template should be friendly, empathetic, and solution oriented.”

Complaint Analysis

Analyzing patterns in customer complaints is crucial for identifying systemic 
issues and improving overall service quality. By leveraging AI for complaint 
analysis, you can quickly process large volumes of customer feedback and 
extract meaningful insights.

This technique involves providing the AI with a set of customer complaints and 
asking it to identify common themes, underlying issues, and potential areas for 
improvement. The AI can help you spot trends that might not be immediately 
apparent, prioritize issues based on their frequency or severity, and suggest 
concrete actions to address the root causes of common complaints. This 
approach can lead to more data-driven decision-making in your customer service 
strategy. 
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Example: 

“I have a list of the top 20 customer complaints we received last month. Analyze 
these complaints, identify any common themes or issues, and suggest 3 concrete 
actions we could take to address the most prevalent problems.”

Communication Strategy Development

Developing effective communication strategies for specific scenarios is essential 
for maintaining strong customer relationships and managing expectations. By 
engaging AI in communication strategy development, you can quickly generate 
comprehensive plans for various situations.

This technique involves describing a specific communication need and asking 
the AI to develop a strategy that covers aspects such as timing, channels, key 
messages, and potential customer reactions. The AI can help you consider 
multiple angles of the communication challenge, ensure that your strategy is 
comprehensive, and anticipate potential customer concerns or questions. This 
approach can lead to more thorough and effective communication planning, 
helping you navigate complex or sensitive situations with greater confidence.

Example: 

“We need to inform our customers about an upcoming planned service outage for 
system maintenance. Develop a communication strategy that includes: 

1.	 Timing of notifications (how far in advance, how often)
2.	 Channels to use (email, app notifications, social media, etc.)
3.	 Key messages to include in each communication
4.	 How to handle customer concerns or questions about the outage”
 

By tailoring your prompts to these specific domains, you can more effectively 
leverage AI tools to assist you in various aspects of your work as an information 
professional. Remember, the key to success is to be specific in your prompts, 
provide relevant context, and iterate based on the responses you receive.
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Chapter 8

Optimizing Prompts for Different AI 
Models

While the fundamental principles of prompt engineering apply across various AI 
tools, each model has its own strengths, limitations, and quirks. Understanding 
these can help you optimize your prompts for better results. This chapter will 
focus on tailoring your approach to some of the most common AI tools used by 
information workers.

1.	 Microsoft Copilot

Microsoft Copilot’s enterprise version is designed with enhanced security and 
privacy features to protect sensitive corporate information. When crafting 
prompts for this tool, it’s important to remember that while it doesn’t have 
access to your personal or company data (unless you are using Copilot for 
Microsoft 365), it offers robust protection for the information you provide during 
your interaction. All queries and responses are kept within your organization’s 
ecosystem, ensuring that sensitive information doesn’t leave your company’s 
boundaries. This allows users to confidently discuss work-related topics without 
concerns about data leakage.

A key feature of the enterprise Copilot is its ability to work with user-provided 
content. You can upload images or files directly into your conversation with 
Copilot, allowing for more detailed and specific inquiries. For example, you could 
upload a spreadsheet and ask, “Analyze this sales report and highlight the top-
performing regions.”

Additionally, Copilot can access web information to provide up-to-date responses. 
To leverage this capability, you might prompt Copilot with queries like, “Based on 
current market trends, how might our industry be affected in the next quarter? 
Refer to the internet for up-to-date information”  
This combination of secure handling of uploaded content and access to web 
information makes Copilot a versatile tool for enterprise users seeking both data 
analysis and current insights.
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For users who prefer a more expansive workspace, Copilot online offers a 
Notebook feature. This powerful tool allows you to write longer prompts and 
receive more detailed responses, moving beyond the typical back-and-forth 
conversation style. The Notebook provides a canvas where you can iteratively 
refine your prompts, experiment with different phrasings, and gradually fine-
tune your input to achieve optimal results. This feature is particularly useful for 
complex tasks that require multiple revisions or for developing comprehensive 
content pieces. By using the Notebook, you can craft intricate prompts, 
incorporate various elements, and receive extensive, well-structured responses 
tailored to your specific needs.

Key features: 

•	 Enhanced security and privacy

•	 Ability to work with user-provided content

•	 Access to web information

•	 Notebook allows you to finetune complex prompts

Optimization Techniques:

Enhance Security Awareness 
 
“Analyze this internal sales report, but ensure all specific company names and 
figures are anonymized in your response.”

Leverage User-Provided Content 
 
“I’m uploading our quarterly financial statement. Please summarize the key 
trends and highlight any areas of concern.”

Combine Web Information with Internal Data
 
“Using the attached market research report and current web data, provide 
insights on how our product positioning compares to emerging industry trends.”
 
Prompt for Up-to-date Insights
 
“Based on the latest economic indicators available online, how might our 
industry be affected in the next quarter? Provide specific data points to support 
your analysis.”
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2.	 ChatGPT

ChatGPT, developed by OpenAI, offers a versatile conversational AI experience 
with several key features that can be leveraged through tailored prompts. One of 
its standout capabilities is the ability to understand and generate human-like text 
across a wide range of topics and styles. When crafting prompts for ChatGPT, 
it’s effective to be specific about the desired output format, tone, or perspective. 
For instance, you might request, “Explain quantum computing as if you’re writing 
a script for a children’s educational show” or “Provide a technical analysis of 
renewable energy trends in the style of a research paper.”

Another important aspect of ChatGPT is its ability to perform tasks that require 
reasoning or step-by-step problem-solving. This makes it particularly useful 
for coding assistance, mathematical problem-solving, or logical analysis. 
When using ChatGPT for such tasks, it’s beneficial to break down complex 
problems into smaller steps and ask the AI to work through them sequentially. 
For example, “Let’s solve this coding problem step-by-step. First, explain the 
problem. Then, outline a potential algorithm. Finally, write the code in Python.” 

Additionally, ChatGPT can access current information up to its knowledge cutoff 
date, allowing users to ask about recent events or developments within that 
timeframe. However, for the most up-to-date information, users should verify 
details from primary sources. If you are using a Pro license, ChatGPT has access 
to the internet, which makes it even more powerful.

Key features: 

•	 Strong language understanding and generation

•	 Ability to maintain context over multiple exchanges

•	 Wide-ranging knowledge base (but may have knowledge cutoff)

Optimization Techniques: 
 
Specify Output Format and Style
 
“Explain the process of photosynthesis in the style of a mystery novel, with the 
sun as the detective and the plant as the crime scene.”
 



62

Leverage Multi-perspective Explanations
 
“Describe the impact of artificial intelligence on the job market from three 
perspectives: an economist, a tech CEO, and a factory worker.”
 
Use Step-by-step Problem Solving
 
“Let’s debug this JavaScript code. First, identify the error. Then, explain why it’s 
occurring. Finally, provide a corrected version of the code.”

Combine Knowledge with Reasoning
 
“Using your knowledge of climate science up to your cutoff date, analyze the 
potential long-term effects of rising sea levels on coastal cities. Then, propose 
three innovative solutions that could mitigate these effects.”

Simulate Scenarios
 
“Imagine you’re an AI ethics consultant in the year 2030. What would be your top 
5 concerns regarding the widespread use of AI in healthcare, and how would you 
address them?”

Utilize Task Breakdown for Complex Queries
 
“Help me write a business plan. Let’s approach this in stages:
Outline the key sections,
Develop the executive summary,
Create a detailed market analysis.
We’ll work on each part separately and refine as we go.”

3.	 Google Gemini

Google Gemini, Google’s advanced multimodal AI, offers distinctive capabilities 
that can be leveraged through carefully crafted prompts. One of Gemini’s 
standout features is its ability to seamlessly integrate visual and textual 
information. To take full advantage of this, prompts can be designed to combine 
image uploads with text-based queries. For instance, you could present Gemini 
with a photograph of a busy urban intersection and prompt, “Analyze this image 
for traffic flow issues and suggest smart city solutions to improve mobility.” This 
approach taps into Gemini’s ability to perceive visual details and apply relevant 
knowledge simultaneously. 
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Another unique aspect of Gemini is its proficiency in handling prompts that 
require cross-domain reasoning and creative problem-solving. Unlike systems 
that excel in narrow fields, Gemini can blend insights from various disciplines. 
This capability allows for prompts that explore interconnected topics or novel 
combinations of ideas.  
 
For example, you might ask, “How could principles from biomimicry be applied 
to improve cybersecurity systems? Provide specific examples and explain the 
potential benefits.” Such prompts challenge Gemini to draw connections between 
seemingly unrelated fields, potentially leading to innovative insights.

Additionally, when working on coding tasks, Gemini responds well to prompts 
that not only request code but also ask for explanations of the underlying logic 
and potential alternative approaches. A prompt like “Create a Python script to 
analyze social media sentiment, explain each step of the code, and suggest how 
it could be adapted for different platforms” takes advantage of Gemini’s ability to 
provide comprehensive, educational responses in technical domains.

Key features: 

•	 Ability to understand and analyze both text and images

•	 Strong performance on analytical and reasoning tasks

•	 Integration with Google Workspace (in some versions)

Optimization Techniques:

Utilize Multimodal Inputs
 
“I’m sharing an image of our product sales graph for the past year. Based on this 
image, what trends do you observe and what strategies would you recommend 
for the coming quarter?”

Leverage for Complex Analysis
 
“I have a dataset of customer churn rates over the past 2 years. Can you analyze 
this data to identify patterns, potential causes of churn, and suggest retention 
strategies? Please provide your analysis in a structured report format.”

Ask for Step-by-Step Reasoning
 
“We’re considering expanding our business into a new market. Can you walk 
me through a step-by-step process of how we should approach this decision, 
including what data we should gather and how we should analyze it?”
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4.	 Anthropic’s Claude

Claude, as an AI assistant developed by Anthropic, offers some unique 
capabilities that can be leveraged through tailored prompts. One of Claude’s 
strengths is its ability to engage in nuanced, context-aware discussions on 
complex topics. When crafting prompts for Claude, it’s effective to frame 
questions or tasks in a way that invites deeper analysis or ethical consideration. 
For instance, you might ask, “Analyze the potential societal impacts of 
widespread autonomous vehicle adoption, considering economic, environmental, 
and ethical factors. Then, propose policy recommendations to address potential 
challenges.”

Another key feature of Claude is its proficiency in handling multi-step tasks and 
maintaining context throughout a conversation. This allows for prompts that build 
upon previous information or break down complex problems into manageable 
steps. For example, you could start with a broad prompt like, “Let’s develop a 
comprehensive marketing strategy for a new eco-friendly product line.” Then, 
follow up with more specific prompts such as, “Now, focusing on the digital 
marketing aspect, how would we leverage social media platforms to reach our 
target audience?”

Claude excels at maintaining the context of the overall task while diving into 
specific details. Additionally, Claude has strong capabilities in text analysis 
and generation across various styles and formats. You can prompt it to rewrite 
content for different audiences, summarize long documents, or even engage in 
creative writing tasks with specific stylistic requirements.

Key features: 

•	 Can process and analyze large amounts of text

•	 Strong performance on tasks requiring careful analysis or ethical reasoning

•	 Ability to follow complex, multi-step instructions

Optimization Techniques 

Provide Detailed Context 

“I’m going to share our company’s last three quarterly reports. After I’ve 
uploaded them, please analyze the trends in our financial performance, noting 
any significant changes or patterns. Then, based on this analysis, suggest three 
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key areas we should focus on for improvement in the coming quarter.”
Use for Ethical Considerations
 
“We’re developing a new AI-powered feature for our app that will use customer 
data to provide personalized recommendations. Can you help us think through 
the potential ethical implications of this feature? Consider privacy concerns, data 
security, potential biases, and any other relevant ethical considerations.”

Leverage for Document Analysis
 
“I’ll provide our company’s employee handbook. Please review it and suggest 
updates or additions that would make it more comprehensive, clear, and aligned 
with current best practices in HR. Pay particular attention to policies around 
remote work, diversity and inclusion, and professional development.”

5.	 DALL-E 3 and Midjourney

Dall-E 3 and Midjourney, while both focused on image generation, have distinct 
characteristics that call for tailored prompting techniques. These AI tools 
transform text descriptions into visual art, but the way you craft your prompts 
can significantly influence the output.

For Dall-E 3, prompts benefit from being highly descriptive and specific 
about visual elements. Instead of simply requesting “a cat,” you might say, “A 
fluffy orange tabby cat with green eyes, sitting on a velvet cushion in a sunlit 
Victorian parlor.” Dall-E 3 responds well to detailed scene descriptions, lighting 
information, and specific artistic styles. For instance, you could prompt, “A 
cyberpunk cityscape at twilight, neon signs reflecting in rain puddles, painted 
in the style of Blade Runner concept art.” This level of detail helps Dall-E 3 
generate images that closely match your vision.

Midjourney, on the other hand, excels with prompts that leverage artistic 
terms and stylistic references. While it also benefits from descriptive prompts, 
Midjourney is particularly adept at interpreting and blending artistic styles. A 
prompt for Midjourney might look like, “An Art Nouveau poster of a peacock, 
inspired by Alphonse Mucha, with gold leaf accents and muted pastel colors.” 
Midjourney also responds well to aspect ratio specifications and stylistic 
parameters. For example, “A surrealist landscape with floating islands and 
impossible staircases, in the style of Salvador Dali, aspect ratio 16:9, cinematic 
lighting.”  
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By incorporating these specific artistic and technical terms, you can guide 
Midjourney to produce images that align closely with your creative vision.
 
Key features: 

•	 Generate images from textual descriptions

•	 Can create a wide range of styles and subjects

•	 DALL-E 3 can understand and incorporate more nuanced prompts

Optimization Techniques:

Be Specific and Descriptive
“Create an image of a modern, minimalist office space with large windows, 
sleek white desks, and indoor plants. The lighting should be bright and natural, 
creating a productive atmosphere.”

Specify Style and Mood
“Generate a logo for a tech startup named ‘GreenLeaf Solutions’. The style 
should be modern and clean, with a color scheme of green and blue. The logo 
should convey growth and innovation.”

Iterate and Refine
“Based on the previous image, let’s make the following changes: increase the 
contrast, make the background slightly darker, and add a subtle texture to the 
main element.”

Use for Conceptual Illustrations
“Create an allegorical image representing the concept of work-life balance. 
Include elements symbolizing both professional life and personal time in a 
harmonious composition.”

Remember, the key to optimizing your prompts for different AI models is 
to understand each tool’s strengths and tailor your approach accordingly. 
Experiment with these techniques and pay attention to the results you get. 
Over time, you’ll develop an intuition for how to best leverage each tool for your 
specific needs.
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Chapter 9

Prompt Engineering for Specific Use 
Cases

In this chapter, we’ll explore how to apply prompt engineering techniques to 
common scenarios you may face. By examining these specific use cases, you’ll 
gain a better understanding of how to craft effective prompts for your own unique 
situations.

1.	 Email Management and Communication

Emails are a significant part of most information workers’ daily tasks. Here’s how 
you can use AI to streamline your email processes:

Drafting Emails

“Draft a professional email to our client, Johnson & Co., about the delay in our 
project delivery. Include the following points: 

1.	 Apologize for the delay

2.	 Explain that the delay is due to an unexpected supply chain issue

3.	 Provide a new estimated delivery date of July 15th

4.	 Offer a 10% discount on their next order as compensation

5.	 Ask if they would like to schedule a call to discuss further

 
The tone should be apologetic but confident. Keep the email concise, no more 
than 3 paragraphs.”
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Email Summarization

“I have a long email thread about our upcoming product launch. Please 
summarize the key points of the discussion, including: 

1.	 Main decisions made

2.	 Action items and who they’re assigned to

3.	 Unresolved issues that need further discussion

4.	 Next steps and any deadlines mentioned

Format the summary as a bulleted list for easy reading.”
 
Note that you’ll need to export the email conversation to a file the AI can work 
with, such as a Word document, or a PDF (Office has a built-in PDF printer). If you 
want to do this directly within Outlook for example, you’ll need the paid license 
Copilot for Microsoft 365 as discussed earlier.

 
Email Organization and Prioritization

“I’ll provide you with the subject lines and senders of 10 emails in my inbox. For 
each email, suggest a priority level (High, Medium, Low) and a category (e.g., 
Client Communication, Internal Meeting, Project Update, etc.). Explain your 
reasoning for each categorization. Here are the emails: 

1.	 “Urgent: Client meeting rescheduled” from John (Sales Manager)

2.	 “Weekly team update” from Sarah (Team Lead)

3.	  ...

 
[continue with the rest of the email list]”

2.	 Report Writing and Analysis

Information workers often need to create reports summarizing data, projects, 
or research. Here’s how AI can assist. As usual, keep in mind you may need to 
upload a file, make sure this is in line with your company’s policy.
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Data Analysis Report

“I have monthly sales data for our product lines over the past year. Help me 
create a comprehensive sales analysis report with the following sections: 

1.	 Executive Summary (2-3 key points)

2.	 Overall Sales Trends (including any seasonality or notable patterns)

3.	 Top Performing Products (top 3 products by revenue and by units sold)

4.	 Underperforming Products (bottom 3 products, with potential reasons for 
underperformance)

5.	 Regional Analysis (breakdown of sales by region, highlighting any 
significant differences)

6.	 Recommendations for Next Quarter (3-5 actionable suggestions based on 
the data)

 
For each section, suggest what type of chart or graph would best represent the 
data. Keep the language clear and suitable for a non-technical audience.”
 
Project Status Report

“Generate a project status report for our website redesign project. The report 
should include: 

1.	 Project Overview (2-3 sentences)

2.	 Key Accomplishments (what’s been completed since the last report)

3.	 Current Status (on track, behind schedule, or ahead of schedule - choose 
based on the accomplishments)

4.	 Upcoming Milestones (next 3-4 major tasks with deadlines)

5.	 Risks and Issues (any potential problems or current issues, with proposed 
solutions)

6.	 Resource Allocation (brief overview of how team members are being 
utilized)

7.	 Budget Status (whether we’re within budget, over, or under - you can 
decide this)

Format the report in a way that’s easy to skim, using bullet points where 
appropriate. The tone should be professional and objective.”
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3.	 Presentation Creation

AI can be a valuable tool in assisting in the creation of engaging presentations. 
Here’s how to use it effectively:
 
Presentation Outline
 
“I need to create a 15-minute presentation on ‘The Future of Remote Work’ for 
our annual company meeting. Please provide an outline for this presentation, 
including: 

1.	 An attention-grabbing introduction

2.	 3-4 main points to cover (with brief descriptions)

3.	 Supporting data or examples for each point (you can suggest hypothetical 
statistics or case studies)

4.	 A compelling conclusion

5.	 2-3 thought-provoking questions for a Q&A session

For each section, suggest a type of visual aid (chart, image, infographic) that 
could enhance the point being made. The tone should be informative and 
slightly persuasive, suitable for a diverse audience of employees from different 
departments.”
 
Slide Content Generation

“Based on the outline for ‘The Future of Remote Work’ presentation, let’s create 
content for the first main point: ‘The Rise of Digital Collaboration Tools’. For this 
section, generate: 

1.	 A headline for the slide

2.	 3-4 bullet points expanding on this topic (keep each point to 1-2 lines)

3.	 A brief speaker note (2-3 sentences) providing additional context or an 
anecdote to support this point

4.	 A suggestion for a relevant statistic or data point to include as a visual 
element

Remember, the content should be concise enough to fit comfortably on a single 
slide, while providing enough detail to be informative.”
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4.	 Meeting Management

AI can help in preparing for meetings and following up effectively. Here are some 
examples:

 
Meeting Agenda Creation
 
“Help me create an agenda for a 1-hour team meeting. The purpose of the 
meeting is to discuss our Q3 goals and align on priorities. The attendees include 
team leads from Sales, Marketing, Product, and Customer Support. Please 
provide:

1.	 A brief opening (2-3 minutes)

2.	 3-4 main discussion topics, with time allocations

3.	 Specific questions or points to address under each topic

4.	 A time slot for open discussion or Q&A

5.	 A brief closing section

Format the agenda in a clear, easy-to-read structure. Include any necessary 
preparation instructions for attendees.”

 
Meeting Minutes and Follow-up

“I’ve just finished a team meeting about our Q3 goals. Based on the notes I’ll 
provide, please help me create:

1.	 A concise summary of the meeting (3-4 key points discussed)

2.	 A list of decisions made

3.	 Action items, including who is responsible and the deadline

4.	 Any unresolved issues that need further discussion

5.	 A brief outline for a follow-up email to send to attendees

Here are my rough notes from the meeting:
[Insert meeting notes here]

Please organize this information in a clear, professional format suitable for 
distribution to the team.”
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5.	 Problem-Solving and Decision Making

AI can be a valuable brainstorming partner in problem-solving scenarios. Here’s 
an example of how to use it: 

 
Problem Analysis and Solution Generation
 
“We’re facing a problem with high customer churn rates in our SaaS product. 
Let’s approach this problem systematically: 

1.	 First, list 5-7 potential reasons for high customer churn in SaaS products.

2.	 For each reason, suggest a method to investigate whether this is a factor 
in our situation.

3.	 Now, propose 3 possible solutions to address customer churn, assuming 
we’ve identified the top reasons.

4.	 For each solution, outline:

		  a. The potential benefits
		  b. Possible drawbacks or risks
		  c. Resources needed to implement

5.	 Finally, recommend which solution you think we should pursue first and 
why.

Present this analysis in a structured format, suitable for sharing with the 
management team.”
 
By tailoring your prompts to these specific use cases, you can leverage AI tools 
more effectively in your daily work. Remember to be specific in your requests, 
provide necessary context, and don’t hesitate to ask for clarification or iterations 
if the initial output doesn’t fully meet your needs.
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Chapter 10 

Ethical Considerations in Prompt 
Engineering

As AI tools become increasingly integrated into our work processes, it’s crucial 
to consider the ethical implications of their use. This chapter will explore 
key ethical considerations in prompt engineering and provide guidelines for 
responsible use of AI in the workplace.
 

1.	 Avoiding Bias and Discrimination

AI models, despite their impressive capabilities, are not immune to biases. These 
systems can unknowingly perpetuate or even amplify prejudices and stereotypes 
present in their training data. This phenomenon occurs because machine 
learning algorithms learn patterns from historical data, which may contain 
societal biases accumulated over time. 

It’s crucial to approach AI-generated content with a critical eye and an 
understanding of these limitations. You should be aware that AI outputs may 
reflect and potentially exacerbate existing societal biases related to race, gender, 
age, or other sensitive attributes.

Additionally, human oversight and intervention play vital roles in mitigating 
AI bias. By combining AI capabilities with human judgment and ethics, we 
can work towards more equitable and unbiased outcomes. This approach 
involves questioning AI-generated results, cross-referencing information from 
multiple sources, and consistently considering the broader societal impact of AI 
applications. 
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Guidelines: 

1.	 Be mindful of potential biases in your prompts 
Example of a biased prompt: “Generate a description of a typical 
successful entrepreneur.” 
 
Improved prompt: “Generate diverse examples of successful 
entrepreneurs, including people of various genders, ethnicities, and 
backgrounds.” 

2.	 Review and critically evaluate AI-generated content 
Always review AI outputs for potential biases or stereotypes before using 	
them in your work. 

3.	 Use inclusive language in your prompts 
Example: Instead of “businessman” or “businesswoman”, use “business 
professional” or “entrepreneur”.

4.	 When dealing with sensitive topics, explicitly instruct the AI to be neutral 
and factual 
Example: “Provide an objective summary of the current debate on 
[sensitive topic]. Present multiple viewpoints without favoring any 
particular stance.”

2.	 Ensuring Privacy and Data Protection

When using AI tools, it’s crucial to protect sensitive information and respect 
privacy boundaries. You must be vigilant about the data you input into these 
systems, as they may store or process information in ways you don’t fully control. 
Be cautious about sharing personal identifiers, confidential business information, 
or any data that could compromise individual privacy or organizational security.

It’s important to understand the privacy policies and data handling practices 
of the AI tools you use. Some systems may retain inputted data for model 
improvement, which could potentially expose sensitive information. Always use 
these tools in compliance with relevant data protection regulations and your 
organization’s privacy guidelines.
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Consider anonymizing or generalizing information when possible before inputting 
it into AI systems. This approach can help maintain privacy while still allowing 
you to leverage AI capabilities. Additionally, be mindful of the context in which 
you’re using AI tools – certain environments may require extra precautions or 
may not be suitable for AI assistance at all.

Remember that AI models can sometimes generate detailed outputs based on 
minimal input, potentially revealing more information than intended. Always 
review AI-generated content carefully before sharing or acting on it to ensure 
no unintended disclosures occur. By maintaining a strong focus on privacy and 
data protection, you can harness the benefits of AI while safeguarding sensitive 
information.

Guidelines: 

1.	 Avoid inputting personally identifiable information (PII) into AI tool 
Instead of using real names or specific details, use placeholders or 
anonymized data. 

2.	 Be cautious with confidential business information 
Example of what to avoid: “Analyze our confidential sales data for Q2, 	
which I’ll paste here: [confidential data]” 
 
Better approach: “I need to analyze some sales data. Can you provide 
a general framework for analyzing quarterly sales trends without me 
sharing the actual data?” 

3.	 Understand the data retention policies of the AI tools you’re using 
Some AI services may retain input data for model improvement. Be aware 
of this when deciding what information to input. 

4.	 When generating content about individuals, respect their privacy 
Example: Instead of “Write a detailed profile of our new CEO, John 
Smith, including his personal background”, use “Suggest a format for 
a professional bio of a new CEO, focusing on career achievements and 
professional qualifications.”
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3.	 Maintaining Transparency and Disclosure

When using AI tools, it’s crucial to protect sensitive information and respect 
privacy boundaries. Before engaging with any generative AI service, check your 
company’s policies regarding their use. Understand which specific tools are 
permitted and for what purposes. Some organizations may have strict guidelines 
or prohibit certain AI applications altogether. Once you’ve confirmed compliance, 
be vigilant about the data you input into these systems.

Remember that some AI services may retain input data for model improvement, 
so be cautious when deciding what information to share. Avoid inputting sensitive 
personal identifiers, confidential business information, or any data that could 
compromise individual privacy or organizational security.

Always use these tools in accordance with relevant data protection regulations 
and your company’s privacy guidelines. By staying informed about both your 
company’s policies and the AI tools’ data practices, you can leverage these 
powerful resources while maintaining appropriate safeguards for sensitive 
information.

Guidelines: 

1.	 Disclose AI assistance when appropriate 
Example: In a report footer - “This report was prepared with assistance 	
from AI language models. All content has been reviewed and verified by 	
[Your Name].” 

2.	 Distinguish between AI-generated content and human-created content 
When collaborating on documents, you might use comments or 		
highlighting to indicate which parts were AI-assisted. 

3.	 Be prepared to explain your use of AI tools 
Understand how the AI arrives at its outputs so you can explain the 
process if asked.

4.	 Don’t misrepresent AI capabilities 
Avoid implying that AI can provide authoritative answers on subjects 
requiring human expertise or judgment.
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4.	 Ensuring Accuracy and Reliability

While AI tools can be incredibly helpful, they can also make mistakes or generate 
inaccurate information. These systems, despite their sophistication, are not 
infallible. They can produce errors, inconsistencies, or even completely fabricated 
information - a phenomenon often referred to as “hallucination” in AI contexts. 
This is particularly common when the AI is asked to operate outside its training 
domain or when dealing with ambiguous queries.

You should always approach AI-generated content with a critical mindset. Fact-
check important information, especially when it relates to critical decisions or 
sensitive topics. Be particularly wary of AI responses that seem too confident or 
precise, as this can sometimes mask underlying uncertainties or inaccuracies.
It’s also important to remember that AI models have knowledge cutoffs and may 
not be up-to-date with the most recent information. They can sometimes present 
outdated facts or fail to account for recent developments in rapidly evolving 
fields.

To mitigate these risks, consider using AI-generated content as a starting point 
rather than a definitive answer. Cross-reference information with reputable 
sources, and when in doubt, seek human expert opinion. By maintaining a 
balanced approach - leveraging AI’s strengths while being aware of its limitations 
- you can maximize the benefits of these tools while minimizing potential pitfalls.

Guidelines: 

1.	 Always fact-check important information 
Example prompt: “I’m going to use the information you provide in a client 	
presentation. Please only include facts you’re very confident about, and 	
indicate any areas where you’re less certain.” 

2.	 Use AI as a starting point, not the final word 
Treat AI outputs as drafts or suggestions that require human review and 	
verification. 

3.	 Be aware of the AI’s knowledge cutoff date 
For topics that may have recent developments, include a prompt like: 	
“Please note that your knowledge might not be up to date. I’ll verify any 	
recent information myself.” 
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4.	 Cross-reference AI-generated information with reliable sources 
Don’t rely solely on AI for critical business decisions or sensitive 		
information.

5.	 Responsible Use of AI-Generated Content

As artificial intelligence continues to revolutionize various aspects of our work 
and daily lives, it is crucial to approach the use of AI-generated content with 
thoughtfulness and responsibility. The ethical deployment of AI tools requires 
careful consideration of their broader implications, including their impact on 
intellectual property, employment landscapes, personal skill development, and 
environmental sustainability.

Guidelines: 

1.	 Respect intellectual property rights 
Don’t use AI to reproduce copyrighted content without permission. Be 	
cautious when asking AI to generate content similar to existing works. 

2.	 Consider the impact on jobs and skills 
Use AI to enhance your work, not to replace critical thinking or creativity. 	
Focus on using AI for tasks that free up time for higher-value activities 

3.	 Maintain your own expertise 
Don’t become overly reliant on AI. Continue to develop your own skills and 	
knowledge.

4.	 Be mindful of the environmental impact 
Large language models require significant computational resources. Use 	
AI tools judiciously and efficiently.
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6.	 Ethical Prompt Engineering in Practice

Ethical prompt engineering is a critical skill in the age of artificial intelligence, 
where the way we formulate requests to AI systems can significantly impact the 
outcomes and their ethical implications.While using AI tools, it’s essential to 
craft prompts that not only achieve our desired results but also uphold ethical 
standards, promote inclusivity, protect privacy, ensure transparency, maintain 
accuracy, and encourage responsible use.

By thoughtfully constructing our prompts, we can guide AI systems to generate 
content and insights that align with our values and contribute positively to our 
work and society. The following examples demonstrate how to integrate ethical 
considerations into prompt engineering, illustrating practical approaches to 
common scenarios across different domains.

 
1.	 For diversity and inclusion: 

“Generate ideas for improving workplace diversity and inclusion. Ensure 
the suggestions are sensitive to a wide range of backgrounds and 
experiences.”

	
2.	 For privacy protection: 

“I need to analyze some customer feedback. Please provide a framework 	
for sentiment analysis without me sharing any actual customer data.”

3.	 For transparency: 
“Help me draft a disclosure statement explaining how AI tools were used 	
in the creation of this report.”

4.	 For accuracy and reliability: 
“Summarize the current best practices for cybersecurity in cloud 
computing. Please cite reputable sources for any specific claims or 		
statistics.”

5.	 For responsible use: 
“Suggest ways that our company can use AI tools to enhance employee 
productivity while also supporting employee skill development and job 
satisfaction.”
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By keeping these ethical considerations in mind, you can ensure that your use 
of AI tools in prompt engineering is responsible, respectful, and aligned with 
best practices. Remember, as a user of Generative AI tools, you play a crucial 
role in shaping how AI is used in your organization. By using AI ethically, you can 
harness its benefits while mitigating potential risks and negative impacts.
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Chapter 11

Measuring and Improving Prompt 
Effectiveness

As you develop your prompt engineering skills, it’s crucial to have methods for 
evaluating and improving the effectiveness of your prompts. This chapter will 
explore strategies for measuring prompt quality and techniques for continuous 
improvement.
 

1.	 Metrics for Evaluating Prompt Quality

Assessing the effectiveness of your prompts involves both quantitative and 
qualitative measures. Here are some key metrics to consider:

Relevance
 
How well does the AI’s output address the specific task or question posed in the 
prompt? 

Evaluation method: Score responses on a scale of 1-5, where 1 is completely 
irrelevant and 5 is highly relevant. 

Example prompt: “On a scale of 1-5, how relevant was the AI’s response to my 
original query? Provide a brief explanation for your rating.”

Accuracy
 
Is the information provided by the AI correct and reliable? 

Evaluation method: Fact-check key points against reliable sources and calculate 
the percentage of accurate information. 

Example prompt: “Review the following AI-generated text and identify any 
factual errors or inaccuracies. List each error found and provide the correct 
information.”
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Completeness 

Does the AI’s response cover all aspects of the query or task? 

Evaluation method: Create a checklist of expected elements and calculate the 
percentage of elements addressed.
 
Example prompt: “I asked the AI to provide a project plan with the following 
elements: timeline, resource allocation, budget breakdown, and risk assessment. 
Please review the AI’s response and indicate which elements were adequately 
addressed and which were missing or incomplete.”

Clarity and Coherence 

Is the AI’s output clear, well-organized, and easy to understand? 

Evaluation method: Rate responses on a scale of 1-5 for clarity and coherence.
 
Example prompt: “Evaluate the clarity and coherence of the following AI-
generated text on a scale of 1-5. Consider factors such as logical flow, use of 
clear language, and overall organization. Provide a brief explanation for your 
rating.”

Usefulness

How valuable is the AI’s output in addressing your specific needs or solving your 
problem?

Evaluation method: Rate the usefulness on a scale of 1-5 and provide qualitative 
feedback.

Example prompt: “On a scale of 1-5, how useful was the AI’s response in 
addressing your specific task or problem? Explain your rating and suggest how 
the response could have been more useful.”
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2.	 A/B Testing Prompts

A/B testing involves comparing two versions of a prompt to see which produces 
better results. This can be a powerful tool for refining your prompt engineering 
skills.

Steps for A/B Testing: 

1.	 Create two versions of a prompt, changing one specific element.

2.	 Use both prompts with the AI and collect the outputs.

3.	 Evaluate the outputs using the metrics discussed earlier.

4.	 Determine which prompt was more effective.

 
Example of A/B testing: 
 

Prompt A: “Summarize the key points of the attached report.”
Prompt B: “Provide a detailed summary of the attached report, including the main 
findings, methodology, and recommendations. Format the summary with bullet 
points for easy readability.”

After testing both prompts, you might find that Prompt B consistently produces 
more comprehensive and usable summaries.

3.	 Iterative Prompt Refinement

Improving your prompts is an iterative process. Here’s a structured approach to 
refining your prompts over time:

1.	 Start with an initial prompt.

2.	 Evaluate the AI’s output using the metrics discussed earlier.

3.	 Identify areas for improvement in the prompt.

4.	 Revise the prompt based on your findings.

5.	 Test the new prompt and compare results.

6.	 Repeat the process until you achieve satisfactory results.
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Example of Iterative Refinement:

Initial Prompt: “Give me ideas for improving customer satisfaction.”
 
Evaluation: The response was too general and didn’t consider our specific business 
context.
 
Refined Prompt: “Provide 5 specific strategies for improving customer satisfaction 
in a B2B software company. For each strategy, include an example of how it could be 
implemented and potential challenges to consider.”
 
Evaluation: This response was more relevant and actionable, but lacked data-driven 
insights.
 
Further Refined Prompt: “Based on common industry benchmarks and best 
practices, suggest 5 data-driven strategies for improving customer satisfaction in a 
B2B software company. For each strategy, provide: 

A specific implementation plan
Potential challenges and how to overcome them
Metrics to track for measuring the strategy’s effectiveness
 
Please ensure the strategies are suitable for a company with approximately 500 
customers and an average deal size of €50,000 per year.”

4.	 Building a Prompt Library

As you develop effective prompts, it’s valuable to create a library of successful 
prompts for future reference and reuse. 

At the moment, there’s no single, all-powerful tool on the market to manage 
your prompts. While several web options exist, it’s worth being cautious about 
how they handle your data. For those in the Microsoft 365 ecosystem, you’ve got 
a variety of built-in tools at your disposal - think OneNote, Planner, SharePoint, 
Lists, or Teams. Each has its own strengths, so it’s up to you (and maybe your 
colleagues) to figure out which one best fits your needs. 
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OneNote might be great for freeform organization, while Planner allows you to 
organize your prompts as cards. SharePoint or Lists allows you to organize your 
prompts in tables, while Teams could be better for quickly sharing successful 
prompts, although it’s probably not the best tool for saving and structuring 
your prompts. As prompt engineering continues to evolve, the key is to find a 
system that not only keeps you organized but also aligns with your data security 
concerns. 

Tips for Building a Prompt Library: 

1.	 Categorize prompts by task type (e.g., summarization, analysis, 
brainstorming).

2.	 Include context about when and how to use each prompt.

3.	 Note any specific AI tools or models the prompt works best with.

4.	 Include examples of successful outputs for reference.

5.	 Regularly review and update your library based on new learnings and 
changing needs.

 
Example Prompt Library Entry:

Category: Data Analysis
Prompt: “Analyze the attached sales data and provide the following: 

Top 3 performing products by revenue
Month-over-month growth rate
Identification of any seasonal trends
Suggestions for areas of improvement
 
Present the analysis in a clear, bulleted format suitable for inclusion in a 
management report. Include one visualization suggestion for each point of analysis.”

Context: Use this prompt when preparing monthly sales reports. It works well 
with ChatGPT-4 and Microsoft Copilot when integrated with Excel data.
Successful Output Example: [Include a sanitized version of a particularly good 
response]
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5.	 Continuous Learning and Improvement

Prompt engineering is an evolving field, and there are always new techniques and 
best practices to learn. 

Strategies for Continuous Improvement:

1.	 Stay updated with the latest developments in AI and prompt engineering 
Example prompt: “Summarize the key developments in prompt 
engineering techniques for large language models over the past six 
months. Focus on practical applications for business users.” 

2.	 Participate in online communities and forums dedicated to prompt 
engineering. 
Example prompt: “Suggest 5 reputable online communities or forums 
where I can discuss and learn about advanced prompt engineering 
techniques for business applications.”

3.	 Experiment with new prompt techniques and AI tools regularly. 
Example prompt: “I’ve been using basic prompt techniques like clear 	
instructions and role prompting. Suggest 3 advanced prompt engineering 	
techniques I could experiment with, and provide an example of how to 	
apply each in a business context.”

4.	 Seek feedback from colleagues on your AI-generated outputs. 
Example prompt: “Draft a brief survey to gather feedback from my team 	
members on the quality and usefulness of the AI-generated reports 	
I’ve been producing. Include questions that will help me improve my 	
prompt engineering skills.”

5.	 Analyze unsuccessful prompts to understand what went wrong. 
Example prompt: “Review this prompt and its unsuccessful output: [insert 	
prompt and output]. Identify potential issues with the prompt and suggest 	
three ways to improve it.”

 
By consistently measuring the effectiveness of your prompts and engaging in 
continuous improvement, you can significantly enhance your prompt engineering 
skills over time. Remember, the goal is not perfection, but steady progress in 
your ability to leverage AI tools effectively in your work.
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Chapter 12

The Future of Prompt Engineering

As AI technology continues to evolve at a rapid pace, the field of prompt 
engineering is likely to undergo significant changes. This chapter will explore 
potential future developments and their implications for information workers. 

Note: Keep in mind that due to this rapid and ever changing nature of prompt 
engineering, this chapter will probably quickly be outdated. As such, it can still 
form a useful reference point to see how prompting has evolved over the coming 
months and years.

1.	 Emerging Trends in AI and Natural Language Processing

Several trends are shaping the future of AI and, by extension, prompt 
engineering:

Multimodal AI 

Future AI models are likely to become increasingly multimodal, capable of 
processing and generating various types of data including text, images, audio, 
and video.

Implications for prompt engineering: 

•	 Prompts may need to incorporate multiple data types

•	 You may need to develop skills in crafting prompts that effectively 
combine different modalities

 
Example future prompt: “Analyze this quarterly sales report [attach document], 
the team presentation video [attach video], and the customer feedback 
audio recordings [attach audio files]. Synthesize the information to create 
a comprehensive performance review with text summaries, visual data 
representations, and key audio snippets.” 
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Increased Contextual Understanding 

AI models are becoming better at understanding and maintaining context over 
longer conversations and more complex tasks. 

Implications for prompt engineering: 

•	 Prompts may become more conversational and less structured

•	 You might engage in more extended “dialogues” with AI systems

Example future prompt: “Let’s continue our discussion from yesterday about the 
market expansion strategy. Taking into account the competitive analysis we did 
and the budget constraints we talked about, what are the next steps we should 
take?”

Improved Few-Shot and Zero-Shot Learning
 
As models improve in their ability to perform tasks with minimal examples (few-
shot) or no specific examples (zero-shot), prompt engineering may shift towards 
providing higher-level instructions.

Implications for prompt engineering: 

•	 Prompts may focus more on describing desired outcomes rather than 
providing specific instructions

•	 You might need to become adept at articulating high-level goals and 
constraints

Example future prompt: “Create a comprehensive go-to-market strategy for 
our new product. Use your understanding of best practices in product launches, 
market analysis, and our company’s industry position to develop a detailed plan.”
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2.	 The Evolution of Prompt-Based Interaction

The way we interact with AI through prompts is also likely to change:

 
 
Natural Language Interfaces
 
As AI becomes more integrated into various software tools, prompts may evolve 
into more natural language interactions. 

Instead of crafting a specific prompt, you might have a conversation with your AI-
enhanced project management tool: 

You: “I need to set up a new project.”
AI: “Certainly! What’s the project about?”
You: “It’s a product launch for our new software.”
AI: “Great. Based on our previous product launches, I suggest we start by 
defining the timeline, budget, and key milestones. Should I create a draft project 
plan with these elements?”

Visual Prompt Building
 
We may see the development of visual interfaces for constructing complex 
prompts, similar to visual programming languages.
Example future tool: A drag-and-drop interface where you can visually construct 
prompts by combining elements like “data source”, “analysis type”, “output 
format”, etc.

Automated Prompt Optimization
 
AI systems might develop the capability to automatically refine and optimize 
prompts based on the desired outcome.
Example future scenario: You provide a basic prompt and the desired outcome, 
and the AI suggests improvements to your prompt or automatically refines it 
through multiple iterations to achieve the best result.
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3.	 Potential Developments in AI Understanding and Generation

Advancements in AI could lead to significant changes in how we approach prompt 
engineering:

Enhanced Reasoning Capabilities 

Future AI models may have improved capabilities for logical reasoning, causal 
inference, and handling ambiguity. 

Implications for prompt engineering: 

•	 Prompts might focus more on defining problems and desired outcomes, 
leaving the AI to determine the best approach

•	 Information workers may need to become skilled at breaking down 
complex problems for AI analysis

Example future prompt: “We’re seeing a 20% drop in user engagement after our 
recent app update. Analyze potential causes, considering both technical and user 
experience factors. Propose a strategy to address this issue, including potential 
risks and mitigation plans for each proposed solution.”

 
Improved Creativity and Innovation 

AI may become better at generating novel ideas and creative solutions.

Implications for prompt engineering: 

•	 Prompts might focus on stimulating AI creativity while ensuring outputs 
remain relevant and practical

•	 Information workers might use AI more frequently for brainstorming and 
ideation tasks

Example future prompt: “We need fresh ideas for our annual client appreciation 
event. Generate 10 unique concepts that have never been done before in our 
industry, while ensuring they align with our company values of innovation, 
sustainability, and client-centricity.”
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Enhanced Personalization 

Future AI models might offer more personalized interactions based on individual 
user habits, preferences, and work styles. 

Implications for prompt engineering: 

•	 Prompts might become more personalized and context-aware

•	 Information workers may need to consider how to leverage 
personalization while maintaining consistency in team environments

Example future prompt: “Taking into account my writing style, previous 
presentations, and our company’s recent strategic shift, help me create a 
compelling narrative for our quarterly board meeting.”

4.	 Ethical and Societal Implications

As AI and prompt engineering evolve, we’re likely to see increased focus on 
ethical considerations:
 
 
Transparency and Explainability 

There may be growing demand for AI systems to explain their reasoning and for 
clear disclosure of AI-generated content. 

Implications for prompt engineering: 

•	 Prompts might routinely include requests for explanations and 
justifications

•	 Information workers may need to become adept at interpreting and 
communicating AI reasoning

 
Example future prompt: “Analyze our customer churn data and recommend 
retention strategies. For each recommendation, provide a detailed explanation 
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of your reasoning, including the data points and logical steps that led to this 
conclusion.”
Bias Mitigation
 
Efforts to identify and mitigate bias in AI systems are likely to intensify.
 
Implications for prompt engineering: 

•	 Prompts may need to explicitly address potential biases

•	 Information workers might need to develop skills in recognizing and 
mitigating bias in AI outputs

Example future prompt: “Review this draft policy for potential biases related to 
age, gender, ethnicity, or socioeconomic status. Highlight any potentially biased 
language or assumptions, and suggest alternative, more inclusive phrasings.”
 

Privacy and Data Protection
 
As AI systems become more powerful, concerns about privacy and data 
protection are likely to increase.

Implications for prompt engineering: 

•	 Prompts may need to explicitly consider privacy implications

•	 Information workers might need to become more aware of data protection 
regulations and best practices

Example future prompt: “Analyze our customer behavior data to improve our 
service offerings. Ensure all insights are derived from aggregated, anonymized 
data and do not risk identifying individual customers. Flag any analyses that 
might have privacy implications.”

5.	 Preparing for the Future of Prompt Engineering

As an information worker, here are some steps you can take to prepare for these 
potential developments:

1.	 Stay informed about AI advancements: Regularly read up on the latest 
developments in AI and their potential applications in your field.

2.	 Develop a strong understanding of ethics and bias in AI: This will be 
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crucial as AI systems become more powerful and widely used.

3.	 Practice adaptability: As AI tools evolve, be prepared to adapt your prompt 
engineering techniques accordingly.

4.	 Focus on high-level problem-solving skills: As AI handles more routine 
tasks, focus on developing skills in complex problem-solving, strategy, 
and creativity.

5.	 Cultivate domain expertise: Your deep understanding of your specific field 
will be crucial in effectively guiding and leveraging AI tools.

6.	 Experiment with emerging AI tools: Stay hands-on with new AI 
technologies as they emerge to understand their capabilities and 
limitations.

 
The future of prompt engineering is likely to be dynamic and exciting. By 
staying informed, adaptable, and focused on developing complementary skills, 
information workers can position themselves to thrive in this evolving landscape. 
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Chapter 13

Practical Exercises and Case Studies

This chapter is designed to help you put into practice the prompt engineering 
techniques you’ve learned throughout this book. We’ll go through a series of 
exercises and case studies that simulate real-world scenarios information 
workers often encounter.

1.	 Prompt Writing Workshops

These exercises are designed to help you practice crafting effective prompts for 
various common tasks.
 
Exercise 1: Email Drafting

Task: Draft a professional email to a client explaining a project delay. 
 
Initial Prompt: Write an email about a project delay.
 
Improved Prompt: Draft a professional email to our client, ABC Corp, regarding 
a two-week delay in the software development project. The email should: 

1.	 Start with a polite greeting

2.	 Briefly explain the reason for the delay (unexpected technical challenges)

3.	 Provide a new expected completion date

4.	 Outline steps we’re taking to mitigate further delays

5.	 Express our commitment to delivering a high-quality product

6.	 Offer to discuss further on a call if they have concerns

Keep the tone professional yet empathetic, and keep the email concise (no more 
than 3 paragraphs).
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Exercise 2: Data Analysis 

Task: Analyze sales data to identify trends and insights.
 
Initial Prompt: Analyze this sales data and tell me what you find.

Note: you’ll need to use a file with some data here. Or why not ask your AI tool to 
create one for you? 

Improved Prompt: Analyze the attached quarterly sales data for our company 
and provide the following insights: 

1.	 Identify the top 3 performing products by revenue

2.	 Calculate the year-over-year growth rate for each product category

3.	 Identify any seasonal trends in sales

4.	 Highlight any unusual patterns or anomalies in the data

5.	 Based on this analysis, provide 3 actionable recommendations for 
improving sales in the next quarter

 
Present your findings in a clear, structured format suitable for a management 
presentation. Include suggestions for appropriate data visualizations for each key 
insight.

 
Exercise 3: Content Creation
 
Task: Create an outline for a blog post about productivity tips for remote workers.

Initial Prompt: Write a blog post about productivity for remote workers.

Improved Prompt: Create a detailed outline for a 1500-word blog post titled 
“10 Proven Productivity Hacks for Remote Workers in 2024”. The outline should 
include: 

1.	 An engaging introduction that highlights the growing trend of remote 
work and the challenges it presents

2.	 10 distinct productivity tips, each with a brief explanation and a practical 
example of implementation
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3.	 For each tip, include a subheading and 2-3 bullet points of key 
information to cover

4.	 A conclusion that encourages readers to try these techniques and adapt 
them to their personal work style

5.	 A call-to-action for readers to share their own productivity tips in the 
comments

Ensure the tips are varied, covering aspects like time management, workspace 
optimization, digital tools, and mental health. The tone should be professional yet 
conversational, suitable for a corporate blog.

2.	 Real-World Case Studies

These case studies simulate complex, real-world scenarios that information 
workers might encounter. They require combining multiple prompt engineering 
techniques to achieve the desired outcome.

Case Study 1: Product Launch Strategy
 
Scenario: You’re a product manager at a tech startup, preparing to launch a new 
AI-powered personal finance app. You need to create a comprehensive launch 
strategy. 

Task: Use a series of prompts to develop various aspects of the product launch 
strategy. Your prompts should help you:

1.	 Conduct a market analysis

2.	 Develop a unique value proposition

3.	 Create a marketing plan

4.	 Identify potential risks and mitigation strategies

5.	 Draft a timeline for the launch

 
Example starting prompt: “Act as an experienced product marketing strategist. 
We’re preparing to launch a new AI-powered personal finance app that helps 
users budget, save, and invest more effectively. Our target market is millennials 
and Gen Z in urban areas. Please provide a framework for conducting a 
comprehensive market analysis for this product launch. Include key areas we 
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should research, potential data sources, and how this analysis will inform 
our launch strategy.” 

Case Study 2: Corporate Restructuring Communication 

Scenario: Your company is undergoing a major restructuring, including 
some departmental mergers and unfortunately, some layoffs. As an HR 
manager, you need to communicate this to all employees.

Task: Craft a series of prompts to: 

1.	 Draft an initial company-wide announcement email

2.	 Create a FAQ document addressing common concerns

3.	 Develop a script for managers to use in one-on-one conversations 
with affected employees

4.	 Design a communication timeline and strategy for the coming weeks

 
Example starting prompt: “As an HR communications expert, help me draft 
a company-wide email announcing a major corporate restructuring. The 
email should: 

1.	 Clearly explain the need for restructuring (market pressures and the 
need to streamline operations)

2.	 Outline the main changes (departmental mergers and, unfortunately, 
some layoffs)

3.	 Emphasize the company’s commitment to treating all employees 
with respect during this process

4.	 Provide a high-level timeline of the changes

5.	 Direct employees to resources for more information and support

The tone should be professional, empathetic, and transparent. The email 
should be concise but comprehensive, no longer than 500 words.”

Case Study 3: Data Breach Response
 
Scenario: Your company, an e-commerce platform, has experienced a data 
breach affecting customer information. As part of the crisis management 
team, you need to coordinate the response.
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Task: Develop a series of prompts to:
1.	 Draft an initial assessment of the situation

2.	 Create a customer notification email

3.	 Develop a press release

4.	 Design an action plan to prevent future breaches

5.	 Prepare talking points for a media interview

Example starting prompt: “Act as a cybersecurity expert and crisis 
management consultant. Our e-commerce platform has experienced a 
data breach affecting approximately 100,000 customers. The breached data 
includes names, email addresses, and encrypted passwords. No financial 
information was compromised. Please provide a detailed initial assessment 
of the situation, including: 

1.	 The potential impact on customers

2.	 Immediate steps we need to take

3.	 Legal and regulatory considerations

4.	 Potential long-term consequences for our business

5.	 Recommendations for our initial response strategy

Your assessment should be comprehensive yet concise, suitable for 
presentation to our executive team.”

3.	 Troubleshooting Common Prompt Issues

In this section, we’ll look at some common issues that arise in prompt 
engineering and practice how to resolve them.

Exercise 1: Dealing with Ambiguity 

Initial Prompt: “Give me some ideas for team building.”
 
Issue: This prompt is too vague and doesn’t provide enough context. 

Task: Rewrite this prompt to be more specific and likely to generate useful 
responses.
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Exercise 2: Handling Biased Outputs

Initial Prompt: “Describe a typical successful entrepreneur.” 

Issue: This prompt might lead to biased or stereotypical responses.
 
Task: Rewrite this prompt to encourage a more diverse and inclusive 
response.

 
Exercise 3: Managing Information Overload

Initial Prompt: “Explain everything about machine learning, including all 
the different types of algorithms, their applications, the history of the field, 
current trends, and future predictions.” 
 
Issue: This prompt is asking for too much information at once.

Task: Break this prompt down into a series of more focused, manageable 
prompts.

Exercise 4: Improving Relevance

Initial Prompt: “Write a marketing plan.”

Issue: This prompt lacks context and specifics, which may lead to a generic 
response.

Task: Rewrite this prompt to include necessary context and specific 
requirements for the marketing plan.
 
By working through these exercises and case studies, you’ll gain practical 
experience in applying prompt engineering techniques to real-world 
scenarios. Remember, effective prompt engineering is a skill that improves 
with practice. Don’t be afraid to iterate and refine your prompts based on 
the responses you receive.
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Chapter 14

Tools and Resources for Prompt 
Engineers

As the field of prompt engineering continues to evolve, a growing ecosystem 
of tools, communities, and educational resources has emerged to support 
information workers in honing their skills. This chapter will explore various 
resources that can help you enhance your prompt engineering abilities and stay 
current with the latest developments in the field.

1.	 Prompt Engineering Platforms and Software

Several platforms and software tools have been developed to assist in crafting, 
testing, and optimizing prompts. These tools can significantly streamline your 
workflow and improve the efficiency of your prompt engineering process.

 
GPT Playground
 
Developed by OpenAI, GPT Playground provides a user-friendly interface for 
experimenting with different prompts and seeing real-time results. It’s an 
excellent tool for testing and refining your prompts.

Key features: 

•	 Multiple model options

•	 Adjustable parameters (temperature, max tokens, etc.)

•	 Ability to save and share prompts

 
Link: https://gpt-playground.just-ai.com/

https://gpt-playground.just-ai.com/
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Anthropic’s Constitutional AI Platform
 
While more focused on AI safety and alignment, this platform offers tools for 
experimenting with prompts that adhere to specific guidelines or principles.

Key features: 

•	 Emphasis on ethical AI interactions

•	 Tools for testing prompt adherence to defined principles

•	 Advanced options for context setting

Link: https://www.anthropic.com/news/claudes-constitution

ShareGPT
 
One example of a platform for sharing and discovering effective prompts used by 
others in the community.

Key features:
•	 Searchable database of prompts

•	 User ratings and comments

•	 Ability to fork and modify existing prompts

Link: https://sharegpt.com/

 
AI for Work
 
AI for Work is a platform that offers a collection of AI tools and resources to 
enhance productivity in various professional settings.

Key features: 

•	 Curated list of AI tools for different work-related tasks

•	 Guides and tutorials on integrating AI into workflows

•	 Reviews and comparisons of popular AI tools

•	 Regular newsletter with updates on new AI technologies for work

Link: https://www.aiforwork.co/

https://www.anthropic.com/news/claudes-constitution
https://sharegpt.com/
https://www.aiforwork.co/
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Microsoft Copilot Studio

While this goes beyond the scope of this book, Copilot Studio is a powerful 
tool for creating and managing custom AI experiences within Microsoft 365 
applications. This innovative platform allows users to design, build, and deploy 
AI-powered solutions tailored to their specific organizational needs. With Copilot 
Studio, you can create custom chatbots, automate workflows, and integrate 
AI capabilities into familiar Microsoft tools like Teams, SharePoint, and Power 
Apps. It offers a user-friendly interface for prompt engineering and fine-tuning AI 
models, making it accessible even to those without deep technical expertise.

Copilot Studio also provides robust analytics and governance features, enabling 
organizations to monitor usage, ensure compliance, and continuously improve 
their AI solutions. For businesses looking to leverage AI more extensively within 
their Microsoft 365 environment, exploring Copilot Studio could open up new 
possibilities for productivity and innovation.

Key features: 

•	 Visual prompt design interface

•	 Integration with Microsoft 365 data sources

•	 Testing and deployment tools for custom AI assistants

Link for more info: https://www.microsoft.com/en-us/microsoft-copilot/
microsoft-copilot-studio

2.	 Art Generation Platforms and Tools

In addition to prompt engineering tools for text-based AI, there are several 
platforms and tools specifically designed for AI-powered art generation. These 
tools allow users to create, manipulate, and explore visual content using natural 
language prompts or other input methods.

Microsoft Designer
 
Microsoft Designer is an AI-powered design tool that helps users create 
professional-looking content quickly and easily.

https://www.microsoft.com/en-us/microsoft-copilot/microsoft-copilot-studio
https://www.microsoft.com/en-us/microsoft-copilot/microsoft-copilot-studio
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Key features: 

•	 AI-assisted design suggestions

•	 Integration with Microsoft 365 suite

•	 Text-to-image generation powered by DALL-E

•	 Templates for various design needs (social posts, presentations, etc.)

Link: https://designer.microsoft.com/

NightCafe Studio

NightCafe Studio is a user-friendly AI art generator that allows users to create 
stunning artworks using various AI models and techniques. It’s a great place to 
explore several art generation tools if you want to go the next step.

Key features: 

•	 Multiple AI art generation algorithms (DALL-E, Stable Diffusion, etc.)

•	 Text-to-image and image-to-image capabilities

•	 Style transfer and artistic filters

•	 Community features for sharing and discovering artworks

Link: https://nightcafe.studio/

Lexica.art

Lexica.art is a search engine and prompt library for Stable Diffusion, among 
others. You’ll find plenty of examples of images and the prompts that were used 
to create them.

Key features: 

•	 Vast database of AI-generated images and their associated prompts

•	 Advanced search functionality

https://designer.microsoft.com/
https://nightcafe.studio/
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•	 Inspiration for crafting effective image generation prompts

•	 Community-driven content and ratings

Link: https://lexica.art

 
PromptBase

PromptBase is a marketplace for buying and selling quality prompts for various 
AI models, including DALL-E, Midjourney, Stable Diffusion, and ChatGPT. It also 
includes several free prompts.

Key features: 

•	 Curated collection of high-quality prompts

•	 Categorized prompts for different AI models and use cases

•	 Ability for users to sell their own prompts

•	 Regular updates with new and trending prompts

Link: https://promptbase.com/

Stable Diffusion Workflows

This website provides comprehensive guides, tutorials, and workflows for using 
Stable Diffusion, an open-source AI image generation model. While you might 
find Stable Diffusion to be too complicated, this still provides interesting insights 
on art generation.

Key features: 

•	 Detailed step-by-step tutorials

•	 Advanced techniques for image manipulation and enhancement

•	 Curated list of tools and resources for Stable Diffusion

•	 Regular updates with new workflows and tips

Link: https://stable-diffusion-art.com/workflows/

https://lexica.art/
https://promptbase.com/
https://stable-diffusion-art.com/workflows/
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3.	 Educational resources

As prompt engineering becomes increasingly important in leveraging AI tools, 
several educational resources have emerged to help information workers 
develop their skills.

Promptingguide.ai

This comprehensive resource explores a wide range of prompting techniques 
applicable to both existing Generative AI tools and custom-built solutions. It 
stands out as an exceptional guide for all aspects of prompting.

Link: https://www.promptingguide.ai/

 
LearnPrompting.org

This educational platform offers a structured approach to mastering AI 
prompting techniques, catering to beginners and advanced users alike. It 
provides practical lessons, real-world examples, and interactive exercises to help 
users effectively communicate with AI models. The site covers a broad spectrum 
of prompting strategies applicable to various AI tools and use cases.

Link: https://learnprompting.org/

 
Xylos Learning

Do you want to improve your employees’ prompting skills? Xylos Learning offers 
training to meet your end users’ needs, always with your organization’s business 
goals in mind. Our genAI experts continuously stay ahead of the latest updates to 
the most prominent tools. As a Microsoft Copilot Jumpstart Partner, we get early 
access to Copilot’s newest features.

Link: https://xylos.com/artificial-intelligence/train-your-ai-skills/
 
By leveraging these tools and exploring recommended readings, you can 
continually refine your prompt engineering skills. Remember that the field 
of AI is rapidly evolving, so staying curious and open to new techniques and 
perspectives is key to mastering the art of prompt engineering.

https://www.promptingguide.ai/
https://learnprompting.org/
https://xylos.com/artificial-intelligence/train-your-ai-skills/
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Chapter 15

Conclusion

1.	 Recap of Key Concepts

Throughout this comprehensive guide, we’ve explored the powerful world of 
prompt engineering - the art and science of crafting effective inputs to unlock 
the full potential of generative AI tools. As information workers, our ability to 
leverage these AI assistants can significantly enhance our productivity, creativity, 
and problem-solving capabilities.

We began by understanding the fundamentals of generative AI and its 
transformative impact across various domains, from content creation to data 
analysis. Recognizing the importance of prompt engineering, we delved into the 
key components of effective prompts - clear objectives, relevant context, well-
defined constraints, and strategic use of examples.

Building on this foundation, we examined a range of prompt techniques, from 
using concise language and specific instructions to incorporating roles, step-
by-step guidance, and constraints. We also discussed how to tailor prompts 
for specialized domains, such as customer service, education, and business 
strategy, as well as how to optimize prompts for different AI models.

Recognizing the ethical considerations involved in prompt engineering, we 
explored strategies for avoiding bias, protecting privacy, and ensuring the 
responsible use of AI-generated content. Importantly, we emphasized the 
need for continuous measurement, testing, and refinement of prompts to drive 
continuous improvement.

Throughout the book, we reinforced the iterative nature of prompt engineering, 
encouraging you to view it as an ongoing process of learning, experimentation, 
and adaptation. By constructing a comprehensive prompt library and leveraging 
techniques like A/B testing, you can continuously refine your prompts to achieve 
better results from your generative AI tools.
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2.	 The Ongoing Importance of Human Creativity and Judgment

As impressive as generative AI systems have become, it’s essential to remember 
that they are tools - powerful assistants that can enhance our capabilities, 
but not a replacement for human creativity, critical thinking, and decision-
making. While prompt engineering empowers us to leverage these AI tools more 
effectively, it’s vital that we maintain our role as the primary decision-makers, 
problem-solvers, and innovators.

Even as AI models continue to advance, there will always be a need for the 
unique perspectives, intuitions, and ethical considerations that only human 
intelligence can provide. Our ability to understand context, navigate ambiguity, 
and make nuanced judgments will remain invaluable, particularly in high-stakes 
or complex scenarios.

The future of work will likely involve an increasingly seamless collaboration 
between humans and AI, where prompt engineering serves as the bridge that 
allows us to harness the strengths of both. By mastering this skill, we can ensure 
that we remain in control of the direction and outcomes of our work, while also 
tapping into the efficiency, consistency, and scalability that generative AI tools 
can offer.

3.	 Final Thoughts on the Future of Human-AI Collaboration

As the field of generative AI continues to evolve, the role of prompt engineering 
will only grow in importance. We can expect to see advancements in language 
understanding, multimodal integration, personalization, and specialized domain 
knowledge that will further enhance the capabilities of these AI assistants.

The future may bring even more conversational and intuitive prompt-based 
interactions, where the exchange between human and machine becomes more 
fluid and natural. Prompt sharing and collaboration may also become more 
widespread, with the emergence of prompt marketplaces and intelligent prompt 
suggestion systems that streamline the process.

Ultimately, the future of human-AI collaboration hinges on our ability to wield 
the power of prompt engineering responsibly and ethically. By continuously 
refining our prompting techniques, staying attuned to the evolving capabilities 
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and limitations of generative AI, and upholding principles of transparency and 
accountability, we can ensure that these tools serve as true force multipliers - 
amplifying our creativity, enhancing our productivity, and unlocking new frontiers 
of innovation.

As you continue your journey in the world of Generative AI, remember that 
prompt engineering is not simply a set of techniques, but a mindset - a way 
of approaching your work that empowers you to harness the full potential of 
generative AI in service of your goals and the greater good. By embracing this 
mindset and continuously honing your prompt engineering skills, you’ll be well-
equipped to navigate the exciting future of human-AI collaboration and maintain 
your edge as a valued, adaptable, and indispensable member of the information 
workforce.

4.	 Your next step

In conclusion, prompt engineering is more than just a technical skill – it’s 
a gateway to a new way of working, where human intelligence and artificial 
intelligence complement and enhance each other. By mastering the art of prompt 
engineering, you’re not just keeping pace with technological change; you’re 
positioning yourself to lead in an AI-augmented future.

As you apply these skills in your daily work, remember that the true power lies 
not in the AI itself, but in the synergy between human creativity and artificial 
intelligence. Your judgment, ethics, and uniquely human perspective will always 
be the key to unlocking the full potential of these powerful tools.

Embrace this new era of human-AI collaboration with confidence, curiosity, and 
creativity. The future of work is not about humans versus AI, but humans and AI 
working together to solve problems, innovate, and create value in ways we’re only 
beginning to imagine. Your journey in prompt engineering is just beginning, and 
the possibilities are boundless.
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5.	  Unlock AI success with Xylos

At Xylos, we understand that mastering AI tools like prompt engineering isn’t 
just about knowing the technology—it’s about empowering people to embrace 
it fully. That’s why we offer tailored training programs designed to improve user 
adoption, ensuring that your team doesn’t just learn how to use AI, but becomes 
confident in leveraging its full potential to innovate and succeed.

Whether you’re looking to upskill your employees, implement AI solutions, or 
boost productivity through AI-enhanced workflows, Xylos is here to support 
you at every stage of your AI journey. Let us help you unlock the true power 
of generative AI and build a future where human intelligence and artificial 
intelligence work hand in hand.

Get in touch: www.xylos.com/ai
 

http://www.xylos.com/ai
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