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Getting Started with ChatGPT
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[image: ChatGPT Logo Open Ai icon with chatbot. Artificial Intelligence OpenAI ...]ChatGPT – What is it?
ChatGPT is a variant of the GPT (Generative Pre-training Transformer) language model that was developed specifically for generating human-like text in a conversational context. It is designed to generate natural language responses when given input from a user — making it potentially useful in a variety of business applications where human-like conversation with customers or clients is desirable.
[bookmark: _Toc133235328][image: Text

Description automatically generated with low confidence]How does it work?
The way ChatGPT works is complicated, but basically it was trained on a huge amount of text data from the internet. This data includes things like books, articles, and websites, so ChatGPT has learned a lot about how people use language.
When you give ChatGPT some text to work with, it uses what it's learned from that massive dataset to try and predict what text should come next. It does this by breaking down the input text into smaller parts and using complex math to figure out what the most likely next part should be.
Then, once ChatGPT has predicted what the next part of the text should be, it generates that text and uses it to keep predicting what comes next. This process continues until ChatGPT has generated a whole response to your original text.
The model doesn’t “know” what it’s saying, but it does know what symbols (words) are likely to come after one another based on the data set it was trained on. The current generation of artificial intelligence chatbots, such as ChatGPT, its Google rival Bard and others, don’t really make intelligently informed decisions; instead, they’re the internet’s parrots, repeating words that are likely to be found next to one another in the course of natural speech.
In ChatGPT’s case, that data set is a large portion of the internet. From there, humans give feedback on the AI’s output to confirm whether the words it uses sound natural.
ChatGPT can be used to:
· Generate Text
· Write Code
· Solve Math
· Translate Languages
· Write a Resume
· Smart Assistant in your daily life
[bookmark: _Toc132811913][bookmark: _Toc132811911]

[bookmark: _Toc133235329]Who invented artificial intelligence (AI)?
The founding fathers of AI are considered to be John McCarthy, Alan Turing, Marvin Minksy, Allen Newell, and Herbert A. Simon. However, it was John McCarthy and his team who coined the term “artificial intelligence” in 1956.
[bookmark: _Toc133235330]How to Access ChatGPT
1. [image: Graphical user interface, text, application

Description automatically generated]Open an Internet Brower.
2. Go to https://chat.openai.com/ 
3. Click on ‘Try ChatGPT’ if this is your first time.
4. Click on ‘Sign up’.
5. Enter your email address and click on ‘Continue’. ...
6. Enter a password and click on ‘Continue’. ...
7. Continue with setup.
[bookmark: _Toc133235331]What does ChatGPT Cost?
ChatGPT is FREE to use but there is a pay version, ChatGPT Plus. By offering this subscription pricing, we will be able to help support free access availability to as many people as possible.
The new subscription plan, ChatGPT Plus, will be available for $20/month, and subscribers will receive a number of benefits:
· General access to ChatGPT, even during peak times
· Faster response times
· Priority access to new features and improvements
· ChatGPT Plus is available to customers in the United States and around the world.
· [image: Graphical user interface, application

Description automatically generated]We expanded access to ChatGPT Plus for customers outside of the United States on February 10th, 2023.

[bookmark: _Toc133235332]Versions of ChatGPT
The current version of ChatGPT is GPT 3.5 but GPT 4 is now available.  ChatGPT-4 is currently only available in the paid for subscription.
· GPT-4 is short for “generative pretrained transformer 4.
· It claims ChatGPT-4 is more accurate, creative and collaborative than the previous iteration, ChatGPT-3.5, and “40% more likely” to produce factual responses.
· Has the ability to handle not only words, but pictures too, in what is being called “multimodal” technology. 
· A user will have the ability to submit a picture alongside text — both of which ChatGPT-4 will be able to process and discuss. The ability to input video is also on the horizon. 
· Trained on data that existed before 2021.
[image: ChatGPT-4 — What Do We Know About the Latest Development?]GPT-4 is a new language model created by OpenAI that can generate text that is similar to human speech. It advances the technology used by ChatGPT, which is currently based on GPT-3.5. GPT is the acronym for Generative Pre-trained Transformer, a deep learning technology that uses artificial neural networks to write like a human.
According to OpenAI, this next-generation language model is more advanced in three key areas: creativity, visual input, and longer context. In terms of creativity, OpenAI says GPT-4 is much better at both creating and collaborating with users on creative projects. Examples of these include music, screenplays, technical writing, and even “learning a user’s writing style.”
GPT-4 will also be available as an API “for developers to build applications and services.” Some of the companies that have already integrated GPT-4 include Duolingo, Be My Eyes, Stripe, and Khan Academy.
The longer context plays into this as well. GPT-4 can now process up to 25,000 words of text from the user. You can even just send GPT-4 a web link and ask it to interact with the text from that page. OpenAI says this can be helpful for the creation of long-form content, as well as “extended conversations.”
[image: How GPT3 Works - Visualizations and Animations – Jay Alammar ...]
[bookmark: _Toc133235333]What ChatGPT Won’t Do
· ChatGPT cannot generate the latest information - Since OpenAI has built ChatGPT on GPT3.5, which has been trained with data until 2021, it can not generate up-to-date and accurate responses.
· It won't predict future results of sports events or political contests
· It won't discuss partisan political issues
· It won't always be accurate
· It won't do anything that involves a web lookup
[bookmark: _Toc133235334][bookmark: _Toc132811912]Thinking Through the Potential Dangers of Chat AI
There are enormous opportunities for businesses to use tools like ChatGPT to improve their bottom line and create better customer experiences — but there are some potential dangers with this technology, too.
In the beta version of their ChatGPT software, OpenAI acknowledges the current limitations of the AI, including the potential to occasionally generate incorrect information or biased content. It also says the AI may have limited knowledge of events or knowledge after 2021, based on when the model was trained.
AI models require lots of training and fine-tuning to reach ideal performance levels.
1. Misinformation: Chatbots are only as accurate and reliable as the information they are trained on. If a chatbot is trained on inaccurate or misleading information, it will spread that misinformation to anyone who interacts with it.
2. Privacy concerns: Chatbots can collect and store large amounts of personal information from users, which can be vulnerable to hacking or mishandling.
3. Job loss: Chatbots can automate certain tasks and customer service interactions, which can lead to job loss for human employees.
4. Lack of empathy: Chatbots are not able to understand or respond to emotional cues, which can make them poor choices for certain types of interactions, such as crisis counseling or therapy.
5. Bias: Chatbots can perpetuate and even amplify biases if they are trained on data that is not diverse or representative of the population.
6. Lack of accountability: Chatbots do not have a legal or moral responsibility for their actions, which can make it difficult to hold them accountable for errors or harm caused.
7. Difficulty in identifying: It is often difficult for people to identify when they are interacting with a chatbot, which can lead to confusion and mistrust.
8. Manipulation: Chatbots can be programmed to manipulate and influence users, such as spreading propaganda or fake news.Set clear guidelines and policies for its use.

However, if used responsibly and ethically, chat AI can be a valuable tool for businesses, organizations, and individuals. It can improve customer service, automate tedious tasks, and even help with mental health. 
[image: A picture containing website

Description automatically generated]It is important for developers and users to be aware of the potential dangers and take steps to mitigate them, such as regular audits and transparency about the chatbot's capabilities and limitations.

[bookmark: _Toc132811910][bookmark: _Toc133235335][bookmark: _Toc132811914]Example Questions to ask:
· What are some interview questions for a Data Analysis?
· What’s the best way to reach out to potential customers?
· What are the essential skills for a successful business leader?
· Write a list of ways to improve customer service.
· Write a mission statement for my company, which offers X, Y, and Z.
[bookmark: _Toc133235336]Use ChatGPT Content Creation
Most marketing experts agree that creating engaging content is one of the best ways to build a following and attract customers. The challenge is that content creation takes a lot of time — in most industries, posting on social media or your blog several times per week is standard, and each piece of content generally takes anywhere from two to six hours. Unfortunately, this can pull an entrepreneur away from other critical activities involved in keeping their business operating.It's important to always add your own spin to the content.

ChatGPT can significantly reduce the amount of time that it takes for small business owners to generate the content they need, including articles, blog posts, video scripts and social media posts.


[bookmark: _Toc133235337]General Use Cases of ChatGPT for Business
1- Content creation - Businesses can leverage ChatGPT for content creation to streamline and enhance their marketing efforts, enabling them to generate engaging, high-quality content more efficiently. By incorporating ChatGPT into their content strategy, companies can automate the production of:
· Blog posts
· Articles
· Social media posts
· Promotional marketing materials tailored to their target audience.
[image: 2AGRhBYX6QsTIRPfQM 89q2TSOvRa1rlXrBMl Csm0AqzB3hhK6lU7ef6pVpeEwjt2ONDqBr0wY6APCJM6gBb3 CU4erO9fTBV69DoUR627HvZmgvscPHhi11k22vrZA28VoACNqT5PHoWqL5z2oz4bJI0LUE85SLGaSiS4QiJva1CdasRAmvXBaOBSCPg]
Figure 1 ChatGPT SEO-friendly title suggestions for contents in B2B marketing
2- Language translation - Businesses can harness ChatGPT for translation services, enabling seamless communication across linguistic barriers in today’s increasingly globalized market. By integrating ChatGPT into their operations, companies can gain access to real-time, accurate translations for various content types, such as emails, reports, marketing materials, and product documentation.
3- Email and communication - Businesses can employ ChatGPT to enhance email and communication processes personalized to customers, leading to more effective and efficient internal and external correspondence. By using ChatGPT, employees can quickly draft, edit, and proofread emails, ensuring they are polished and professional.
[image: U r0yKM2fmvbqdV]
Figure 2 - ChatGPT providing an email template for a certain customer problem.
Furthermore, ChatGPT can be utilized to generate templates for recurring emails, such as: 
· Sales pitches
· Follow-ups
· Meeting requests 
This allows employees to maintain consistent messaging while saving time.
4- Idea generation and brainstorming - Businesses can use ChatGPT to generate ideas and facilitate brainstorming sessions, providing a creative and innovative approach to problem-solving. By integrating ChatGPT into brainstorming sessions, employees can input their initial ideas or problems, and the model can generate related concepts or potential solutions based on the given context.
Furthermore, ChatGPT can assist in refining ideas and proposals, offering feedback and suggestions to enhance the quality and feasibility of those ideas.
5- Creating presentations - By leveraging ChatGPT’s natural language understanding capabilities, employees can obtain suggestions for presentation topics, key points, and arguments based on their initial input or a specific subject area. 
[image: T78IZeMBjPvlYUeOdNPsxv HiKu9XdXT5dlJbL HZ61o SDyUrSXzKvKzspd4Jv9IXRYPAWDiZyftIMi343tmtuRQ 2IrxIeuy44I6s 8nV5Y A9Y5Q6pD9p0ueun8383e kfcC8qq932bs hTg1umvm1d2TJujWaq8jez0foRdsMimLX7yRqfB a9fNPg]
Figure 3 - ChatGPT offers presentation structure and key points to mention.
Furthermore, the AI tool can assist in generating concise and engaging text for slide content, ensuring that the core messages are conveyed clearly and effectively. ChatGPT can also help in crafting compelling headlines, bullet points, and speaker notes, allowing presenters to focus on the delivery and visual aspects of their presentations.
6- Employee training - Businesses can leverage ChatGPT to elevate employee training programs, providing customized and engaging learning experiences tailored to individual needs. By integrating ChatGPT into training platforms, companies can generate contextually relevant instructional content based on employees’ roles, skill levels, and learning goals, such as: 

· Tutorials
· Case studies
· Quizzes
The AI model can also be utilized to answer trainees’ questions, offering instant support and clarification on complex topics or tasks. It can also assist in identifying knowledge gaps and suggesting targeted learning resources to bridge those gaps, ensuring continuous skill development and growth.
7- Human resources - ChatGPT can assist in employee onboarding, providing essential information and guidance to new hires, and facilitating the orientation process. It can also help in forming interview questions for job positions.
[image: gYphN1zxo pNK8uABn4TYLQ7riubFb0yK0jmvZeff152XQubgv5J8eVc2R7e3C3Hnpgq0AEpFK22wcc9OmfhtGy9iEmLq z2UoMv8FZPNnxpWyRd0NDQP142yJcdXOho 9xnV82KWOEFjaipgbyQT5QOmTQ qisHFsSDpzFkZEQqtbpvUDnA5W11WvF4 Q]
Figure 4 - ChatGPT creates a set of interview questions for a job position.
Furthermore, ChatGPT can be utilized to generate performance evaluations, feedback, and development plans, providing a more objective and data-driven approach to performance management.
Additionally, ChatGPT can be used to automate routine HR inquiries and tasks, such as updating employee information or answering frequently asked questions, freeing up HR personnel to focus on more complex tasks.
9- Web scraping - scraping helps extract structured data from websites. Businesses use web scraping as a powerful tool to Web gather information from the internet and gain insights for various purposes, such as:
· Gaining competitive intelligence for growth.
· Lead generation via contact information.
· Sentiment analysis via customer opinions and reviews.
Businesses can use ChatGPT in web scraping, for various applications like generating code for scraping websites (Figure 6) or cleaning extracted data.
[image: CC30 5jOP8 TaiSPJaYTpDh9FWJPAHoQ44sUYUJFfRQT1N Pe NCivl0Cgm amjJFvZkjhhqL01wdGEx9ECwit6ZHd9QNCPWNf3gV0dxCQFvQWbFRyD9k 2rgBm4BOfXXEDsoerXKyYlvmBYh6BNCbU6kL VAEYn3DIqVDRnrf7bfSLE1Q6MPYgntVXseA]
Figure 5 - Scraping from an Amazon product page.
10- Sentiment Analysis - In 2023, it is projected that 80% of businesses will embrace solutions incorporating sentiment analysis. This natural language processing (NLP) technique categorizes text, images, or videos according to their emotional content as positive, negative, or neutral. By doing so, it offers insights into consumer sentiments, enabling companies to create strategies for enhancing their products or services.
As generative AI models like ChatGPT progress, companies can automate natural language processing tasks and carry out sentiment analysis without the need for manual text data analysis.
[bookmark: _Toc133235338]Fine-Tuned & Customized Use Cases of ChatGPT for Business
Enterprises can customize and fine-tune large language models like ChatGPT, using their own data to create more efficient and domain-specific business tools. Fine-tuning allows the models to adapt to the unique requirements, terminology, and context of the organization, making them more effective for their specific use cases.
To achieve large language model fine tuning and customization, enterprises can follow these general steps:
· Data collection: Gathering relevant, high-quality, and diverse data that represents the specific domain or use case the organization wants to address.
· Data preprocessing: Cleaning and preprocessing the collected data to ensure consistency and remove any sensitive or personally identifiable information.
· Model fine-tuning: Using the preprocessed data to train the model in a supervised or unsupervised manner.
· Evaluation: Assessing the performance of the fine-tuned model by using various metrics like accuracy, precision, or recall, depending on the application.
· Deployment: Integrating the fine-tuned model into the desired business application.
· Monitoring and maintenance: Continuously monitoring the model’s performance, collecting user feedback, and updating the model as needed.
Customer Support - ChatGPT can be trained to understand and adapt to a business’s unique products, services, and brand voice, ensuring a consistent and tailored customer experience.
With customization, businesses can utilize ChatGPT to transform their customer support efforts, delivering timely, accurate, and personalized assistance through AI chatbot or support systems. By integrating ChatGPT into customer service platforms, companies can enable many applications:
· Multilingual customer support - ChatGPT can be trained on a range of languages and can be integrated into the business chatbots. It has the potential to translate messages from one language to another, enabling effective communication between customers and businesses in different languages.
· Answering FAQs - ChatGPT can be trained on a company’s FAQ page or knowledge base to identify and respond to frequent customer inquiries. When a customer submits a question, ChatGPT can examine the message and offer a response that addresses the customer’s inquiry or guide them to additional resources that may be useful.
· Quick responses to customer inquiries & complaints - ChatGPT can be trained to detect and reply to typical customer complaints, such as problems with product quality, shipping delays, or billing errors. When a customer submits a complaint, ChatGPT can evaluate the message and offer a response that acknowledges the customer’s concerns and presents possible solutions to address the issue.
Sales & Marketing - Businesses can leverage ChatGPT to enhance their sales and marketing efforts, enabling them to reach their target audiences more effectively and efficiently. By incorporating ChatGPT into their sales and marketing strategies, companies can create many marketing opportunities:
· Personalization of customer experience - ChatGPT can generate personalized content for customers that takes into account their preferences, past behavior, and demographics. This enables businesses to create targeted content that connects with their audience on a more personalized level, resulting in higher levels of engagement and conversion rates.
· Writing product descriptions - Product descriptions are a fundamental aspect of marketing that furnish potential customers with information about a product’s features, benefits, and value. ChatGPT can assist in crafting engaging and informative product descriptions that align with the interests and preferences of the target audience.
Creating customer surveys - ChatGPT can help with creating customer surveys:
· Question generation
· Organizing survey structure
· Making surveys multilingual with its translation ability
· Survey analysis
Document review and analysis - ChatGPT can help legal teams analyze contracts, leases, and other legal documents to identify key clauses, potential risks, and areas for negotiation.
Compliance assistance - ChatGPT can provide guidance on regulatory requirements, helping businesses ensure that their operations, products, and services are compliant with applicable laws.
For more information and other uses for ChatGPT, visit How to Use ChatGPT for Business in 2023: Top 30 Applications (aimultiple.com). The information above was provided from this website.
[bookmark: _Toc133235339]Managing Chats
ChatGPT automatically saves your conversations with ChatGPT on the tab on your screen’s left side. You need to log in to your ID on OpenAI, click on the tab on the left side, and all your conversations with ChatGPT will be saved in this tab.
Locate the conversation on the left-hand bar - On the left side of your screen, you will see a new tab when you begin your chat with the bot. This new tab will contain all your saved conversations with the ChatGPT. If you are having trouble in 
· These chats are saved by ChatGPT automatically. Therefore, you don’t need any additional steps to save a conversation. You can look it up on the new tab.
· ChatGPT will label your conversations with the chatbot based on your first prompt. This tab will contain each and every single conversation that took place between you and the chatbot unless you have deleted the conversation. if you are encountering the “Fix Conversation Not Found Error on ChatGPT,” updating your application to the latest version might help.
· However, once you have deleted the conversation (even by mistake) from the tab, you won’t be able to re-access those chats. These chats don’t contain any backup. Thus, you need to be 100% sure when you delete these conversations.
· If the chat is extremely vital for you and contains essential data, you should consider having a copy of that chat or take screenshots to ensure you have lost the data.
[bookmark: _Toc133235340]Rename or Delete the Conversation
ChatGPT automatically uses your first prompt as the name of the conversation between you and the chatbot. But if users want to switch the name to something more meaningful or suitable which can help identify the chat more easily, then you can do it by clicking on the tab in the left corner. 
[image: ]After this, you need to take your cursor to the chat that you would like to rename. You will notice “Pencil” and “Trash” icons available next to your chat’s name.
Once the conversation is deleted, it will be deleted permanently. 
[bookmark: _Toc133235341]How to rename ChatGPT conversations
[image: ]You can rename saved ChatGPT conversations by clicking on the tab in your screen’s left corner. Select the chat you want to rename, tap on the “Pencil” icon, and enter your preferred name, and the name will instantly change. 
[bookmark: _Toc133235342]Chatbot vs ChatGPT
Chatbots and ChatGPT are both forms of natural language processing (NLP) technology, but they have different purposes and distinct capabilities.
Currently, interactions between chatbots and humans mostly happen in the customer service space (opens in new tab), and these interactions are mixed. While in some cases, chatbots can helpfully surface the answer to your pesky question that's buried deep within a website's FAQs, a lack of nuance and context defines most interactions, and they serve as a frustrating barrier before the inevitable phone call with a human operator.
ChatGPT, meanwhile, offers far more depth, and possibilities in this space, due to the way the system's been engineered. Yes, it’s still a chatbot and will certainly exhibit some flaws that won’t make it suitable for all use cases, but OpenAI’s ChatGPT could revolutionize the interactions between people and machines in all kinds of instances.
[bookmark: _Toc133235343]Key Differences between Chatbot and ChatGPT
	Comparison
	Chatbots
	ChatGPT

	Functionality
	Rule-based, pre-determined responses
	Generates text based on input

	Language Understanding
	Limited
	High level, trained on a large dataset of text

	Use cases
	Customer service and navigation
	Language translation, text summarization, and creative tasks

	Interaction Style
	Limited to pre-defined options
	Flexible, able to understand and respond to open-ended prompts

	Error Handling
	Limited to predefined rules, may not understand unexpected input
	Has the ability to understand the context and respond appropriately

	Training Data
	Typically trained on a small set of specific data
	Trained on a large dataset of diverse text, allowing for a broad understanding of language

	Customization Capabilities
	Limited, can only respond to pre-defined prompts
	High level of customization, which can be fine-tuned to specific tasks or industry


Microsoft 365 Copilot is a new service currently in preview mode and is not yet generally available to the public. However, you can request access to the preview by filling out a form on the Microsoft 365 Copilot website. Microsoft will review your request and notify you if you have been granted access to the preview.
It's important to note that Microsoft 365 Copilot is currently only available for Microsoft 365 E5 customers, and certain features may not be available during the preview period. Additionally, as with any preview service, there may be bugs or other issues that need to be resolved before the service is made generally available.
To request access to Microsoft 365 Copilot, Go to the Microsoft 365 Copilot website: https://www.microsoft.com/copilot.

AVAILABILTY OF COPILOT

[bookmark: _Toc132811915][bookmark: _Toc133235344]Microsoft 365 Copilot – your copilot for work 
Copilot combines the power of large language models (LLMs) with your data in the Microsoft Graph and the Microsoft 365 apps to turn your words into the most powerful productivity tool on the planet.
Copilot is integrated into Microsoft 365 in two ways. It works alongside you, embedded in the Microsoft 365 apps you use every day — Word, Excel, PowerPoint, Outlook, Teams and more.
Also recently announced is an entirely new experience: Business Chat. Business Chat works across the LLM, the Microsoft 365 apps, and your data — your calendar, emails, chats, documents, meetings and contacts — to do things you’ve never been able to do before. 
With Copilot, you’re always in control. You decide what to keep, modify or discard. Now, you can be more creative in Word, more analytical in Excel, more expressive in PowerPoint, more productive in Outlook and more collaborative in Teams.
Copilot will fundamentally change how people work with AI and how AI works with people. As with any new pattern of work, there’s a learning curve — but those who embrace this new way of working will quickly gain an edge.


Copilot in Word writes, edits, summarizes, and creates right alongside you. With only a brief prompt, Copilot in Word will create a first draft for you, bringing in information from across your organization as needed. Copilot can add content to existing documents, summarize text, and rewrite sections or the entire document to make it more concise. You can even get suggested tones—from professional to passionate and casual to thankful—to help you strike the right note. Copilot can also help you improve your writing with suggestions that strengthen your arguments or smooth inconsistencies. Here are some example commands and prompts you can try:
· Draft a two-page project proposal based on the data from [a document] and [a spreadsheet].
· Make the third paragraph more concise. Change the tone of the document to be more casual.
· [image: Copilot in Word appears as a simple pop-up. Simply describe what you want to create and let Copilot create a draft for you.]Create a one-page draft based on this rough outline.


Copilot in Excel works alongside you to help analyze and explore your data. Ask Copilot questions about your data set in natural language, not just formulas. It will reveal correlations, propose what-if scenarios, and suggest new formulas based on your questions—generating models based on your questions that help you explore your data without modifying it. Identify trends, create powerful visualizations, or ask for recommendations to drive different outcomes. Here are some example commands and prompts you can try:
· Give a breakdown of the sales by type and channel. Insert a table.
· Project the impact of [a variable change] and generate a chart to help visualize.
· Model how a change to the growth rate for [variable] would impact my gross margin.
[image: An animated image of an Excel spreadsheet with someone asking Copilot in Excel to analyze and summarize the data. Copilot responds with the key trends.]

[image: An employee uses Copilot in PowerPoint to start a new presentation, complete with a personalized narrative to tell the best story.]Copilot in PowerPoint helps you turn your ideas into stunning presentations. As your storytelling partner, Copilot can transform existing written documents into decks complete with speaker notes and sources or start a new presentation from a simple prompt or outline. Condense lengthy presentations at the click of a button and use natural language commands to adjust layouts, reformat text, and perfectly time animations. Here are some example commands and prompts you can try:
· Create a five-slide presentation based on a Word document and include relevant stock photos.
· Consolidate this presentation into a three-slide summary.
· Reformat these three bullets into three columns, each with a picture.

Copilot in Outlook works with you in your inbox and messages so that you can spend less time on email triage and more time on communicating—better, faster, and more easily. Summarize lengthy, convoluted email threads with multiple people to understand not only what has been said, but the different viewpoints of each person and the open questions that have yet to be answered. Respond to an existing email with a simple prompt or turn quick notes into crisp, professional messages—pulling from other emails or content that you already have access to from across Microsoft 365. Use toggles to adjust the tone or length of your note. Here are some example commands and prompts you can try:
· Summarize the emails I missed while I was out last week. Flag any important items.
· Draft a response thanking them and asking for more details about their second and third points; shorten this draft and make the tone professional.
· Invite everyone to a “lunch and learn” about new product launches next Thursday at noon. Mention that lunch is provided.
[image: Employee creates an email from a short prompt using Copilot in Outlook.]

Copilot in Teams takes the work out of working together. Copilot helps you run more effective meetings, get up to speed on the conversation, organize key discussion points, and summarize key actions so that the entire group knows what to do next. In your chat, Copilot gets you answers to specific questions or catches you up on anything you’ve missed, all without interrupting the flow of discussion. By adding Copilot to your meetings and conversations, you now also have a powerful tool to help with common tasks such as creating meeting agendas based on chat history, identifying the right people for follow-ups, and scheduling the next check-in. Here are example commands and prompts you can try:
· Summarize what I missed in the meeting. What points have been made so far? Where do we disagree on this topic?
· Create a table of pros and cons for [topic being discussed]. What else should we consider before making a decision?
· What decisions were made, and what are some suggested next steps?

Find information about Copilot by visiting this website: Introducing Microsoft 365 Copilot | Microsoft 365 Blog.
[bookmark: _Toc133235345]Glossary 
[bookmark: _Toc133235346]A
Algorithms: A set of rules or instructions given to an AI, neural network, or other machines to help it learn on its own; classification, clustering, recommendation, and regression are four of the most popular types.
Artificial intelligence: A machine’s ability to make decisions and perform tasks that simulate human intelligence and behavior.
Artificial neural network (ANN): A learning model created to act like a human brain that solves tasks that are too difficult for traditional computer systems to solve.
Autonomic computing: A system's capacity for adaptive self-management of its own resources for high-level computing functions without user input.
[bookmark: _Toc133235347]C
Chatbots: A chat robot (chatbot for short) that is designed to simulate a conversation with human users by communicating through text chats, voice commands, or both. They are a commonly used interface for computer programs that include AI capabilities.
Classification: Classification algorithms let machines assign a category to a data point based on training data.
Cluster analysis: A type of unsupervised learning used for exploratory data analysis to find hidden patterns or grouping in data; clusters are modeled with a measure of similarity defined by metrics such as Euclidean or probabilistic distance.
Clustering: Clustering algorithms let machines group data points or items into groups with similar characteristics.
Cognitive computing: A computerized model that mimics the way the human brain thinks. It involves self-learning through the use of data mining, natural language processing, and pattern recognition.
Convolutional neural network (CNN): A type of neural networks that identifies and makes sense of images.
[bookmark: _Toc133235348]D
Data mining: The examination of data sets to discover and mine patterns from that data that can be of further use.
Data science: An interdisciplinary field that combines scientific methods, systems, and processes from statistics, information science, and computer science to provide insight into phenomenon via either structured or unstructured data.
Decision tree: A tree and branch-based model used to map decisions and their possible consequences, similar to a flow chart.
Deep learning: The ability for machines to autonomously mimic human thought patterns through artificial neural networks composed of cascading layers of information.

[bookmark: _Toc133235349]F
Fluent: A type of condition that can change over time.
[bookmark: _Toc133235350]G
Game AI: A form of AI specific to gaming that uses an algorithm to replace randomness. It is a computational behavior used in non-player characters to generate human-like intelligence and reaction-based actions taken by the player.
Genetic algorithm: An evolutionary algorithm based on principles of genetics and natural selection that is used to find optimal or near-optimal solutions to difficult problems that would otherwise take decades to solve.
[bookmark: _Toc133235351]H
Heuristic search techniques: Support that narrows down the search for optimal solutions for a problem by eliminating options that are incorrect.
[bookmark: _Toc133235352]K
Knowledge engineering: Focuses on building knowledge-based systems, including all of the scientific, technical, and social aspects of it.
[bookmark: _Toc133235353]L
Logic programming: A type of programming paradigm in which computation is carried out based on the knowledge repository of facts and rules; LISP and Prolog are two logic programming languages used for AI programming.
[bookmark: _Toc133235354]M
Machine intelligence: An umbrella term that encompasses machine learning, deep learning, and classical learning algorithms.
Machine learning:  A facet of AI that focuses on algorithms, allowing machines to learn without being programmed and change when exposed to new data. 
Machine perception: The ability for a system to receive and interpret data from the outside world similarly to how humans use our senses. This is typically done with attached hardware, though software is also usable.
[bookmark: _Toc133235355]N
Natural language processing: The ability for a program to recognize human communication as it is meant to be understood. 
[bookmark: _Toc133235356]R
Recurrent neural network (RNN): A type of neural network that makes sense of sequential information and recognizes patterns, and creates outputs based on those calculations.
[bookmark: _Toc133235357]S
Supervised learning: A type of machine learning in which output datasets train the machine to generate the desired algorithms, like a teacher supervising a student; more common than unsupervised learning.
Swarm behavior: From the perspective of the mathematical modeler, it is an emergent behavior arising from simple rules that are followed by individuals and does not involve any central coordination.
[bookmark: _Toc133235358]U
Unsupervised learning: A type of machine learning algorithm used to draw inferences from datasets consisting of input data without labeled responses. The most common unsupervised learning method is cluster analysis.
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From Wikipedia, the free encyclopedia

ChatGPT? is an artificial intelligence (Al) chatbot developed by OpenAl and released in November 2022. It
is built on top of OpenAl's GPT-3.5 and GPT-4 families of large language models (LLMs) and has been fine-
tuned (an approach to transfer learning) using both supervised and reinforcement learning techniques.

ChatGPT launched as a prototype on November 30, 2022 and garnered attention for its detailed responses
and articulate answers across many domains of knowledge.! Its propensity, at times, to confidently provide
factually incorrect responses, however, has been identified as a significant drawback.! In 2023, following the
release of ChatGPT, OpenAl's valuation was estimated at US$29 billion.°!

The original release of ChatGPT was based on GPT-3.5. A version based on GPT-4, the newest OpenAl
model, was released on March 14, 2023, and is available for paid subscribers on a limited basis.
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*GPT-3: 175 billion parameters
* Cost (2020): $4.6 million

*GPT-4 (Human Brain): 100 trillion parameters
* Cost (2020): $2.6 billion
* Cost (2024): $325 million
* Cost (2028): $40 million
* Cost (2032): S5 million
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. Provide me with SEO-friendly titles for a content on B2B marketing?

. Here are some SEO-friendly titles for a content on B2B marketing:

N o g ks owbd =

"Maximizing Your B2B Marketing Efforts: The Ultimate Guide"
"The Power of Personalization in B2B Marketing"

"Mastering the Art of B2B Content Marketing"

"B2B Video Marketing: Why it Works and How to Get Started"
"Data-Driven Decision Making: Key to Success in B2B Marketing"
"Lead Generation Best Practices for B2B Marketing"

"Building and Maintaining Relationships with Key Stakeholders in B2B Marketing"
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Can you create a customer service email to a customer who has problems reaching our
service due to busy workload?

Sure, here's an example of a customer service email response to a customer who is

having trouble reaching our service due to a busy workload:

Subject: We're sorry for the difficulty in reaching us

Dear [Customer Name],

We apologize for the inconvenience you have experienced while trying to reach our
customer service team. We understand that our busy workload has made it difficult for

you to get in touch with us.

Rest assured that we are aware of the issue and we are taking steps to improve our
response time. In the meantime, we want to offer our sincerest apologies for any

frustration this has caused.

To help us better assist you, please let us know the nature of your inquiry and the best
way to contact you. We will do our best to respond as quickly as possible and provide

you with the information or assistance you need.

Thank you for your patience and understanding. We value your business and are

committed to providing you with the best possible service.

Sincerely,
[Your Name]

Customer Service Representative at [Company Name]

‘> Regenerate response
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. | am working on a presentation on supply chain optimization. Can you help me with
preparing such a presentation, for example what topics | should mention and what
should be their content?

Certainly! Supply chain optimization is an important topic for businesses looking to
improve efficiency and reduce costs. Here are some key topics and content suggestions

for your presentation:
1. Introduction:

* Define supply chain optimization.
* Explain its importance for businesses.
* Discuss the main goals of optimizing a supply chain: reducing costs, improving

efficiency, and enhancing customer service.
2. Supply Chain Components:

* Explain the basic components of a supply chain: suppliers, manufacturers,
warehouses, transportation, and retailers.

* Discuss how each component plays a role in the optimization process.
3. Visibility and Transparency:

* Explain the importance of visibility and transparency in the supply chain.
* Discuss how technologies, such as IoT and blockchain, can provide real-time data

and improve collaboration bel < Regenerate response rs.

Send a message...
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CE Please provide an example for a set of interview questions for a job position on content
marketing?

Here is a set of interview questions for a content marketing job position:

11.

Can you briefly introduce yourself and share your experience in content marketing?
What attracted you to our company, and how do you think your skills in content
marketing can contribute to our success?

How do you stay up-to-date with the latest trends and best practices in content
marketing?

Can you share an example of a successful content marketing campaign you have
managed, and what made it successful?

Describe your approach to creating a content strategy. How do you define goals,
target audiences, and appropriate content formats?

How do you measure the success of a content marketing campaign? What key
performance indicators (KPIs) do you track?

In your experience, what are the most effective content promotion and distribution
channels? How do you decide which channels to focus on?

Can you discuss your experience with search engine optimization (SEO) and how you
incorporate it into your content creation process?

How do you handle writer's block or a lack of inspiration when creating content?
Have you ever had to deal with a content marketing campaign that didn't meet its
goals? How did you handle it, and what did you learn from the experience?

How do you collaborate with other teams, such as design, social media, and product

teams, to create cohesive content marketing campaigns?
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import requests
from bs4 import BeautifulSoup

URL = "https://www.amazon.com/path/to/your/product/page"
HEADERS = {

"User-Agent": "Mozilla/5.0 (Windows NT 10.0; Win64; x64) AppleWebKit/53:
"Accept-Language": "en-US,en;g=0.9"

response = requests.get(URL, headers=HEADERS)
soup = BeautifulSoup(response.content, “html.parser™)

product_description = soup.find("div", {"id": "productDescription”})

if product_description:
description_text = product_description.get_text(strip=True)
print(description_text)

else:
print("Product description not found")
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