Grab Lunch, Get Settled
Meet ChatGPT Business
Clear Plates, Open Laptops
Try It Together

INTRODUCING CHATGPT BUSINESS ,
AT CENTRAL CAROLINA COMMUNITY FOUNDATION Let’s Talk Use Cases

SEPTEMBER 25, 2025 | 12 - 2 PM Closing and Next Steps

COLLABORATION ZONE



Mentimeter Icebreaker Srab Lunch. Get Settlec

What work task(s) do

you wish you could
delegate this month?

Use QR code or
Go to: menti.com and
use code: 5616 9801
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HOW dld We get here? Meet ChatGPT Business

Results from July 2025 Foundation Staff Survey

Staff use Al for work often

92% 50% Top tools used

of staff have used Al O 1. ChatGPT (75%)
tools for their work at 257 257 2. Grammarly (33%)
the Foundation in the . . 3. Google Gemini (17%)
last 6 months 4. Claude (17%)
Daily A fewtimes a A fewtimes a
week month

“Our Approach to Al”’
Guiding Document
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IntI'O dU.CiIlg ChatGPT Meet ChatGPT Business

ChatGPT free version

Image generated with ChatGPT
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IntI'O dU.CiIlg ChatGPT Meet ChatGPT Business

ChatGPT free version vs. ChatGPT Business

PRIVATE
WORKSPACE ||

Image generated with ChatGPT
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The FaCtS Meet ChatGPT Business

Private and secure workspace for Central Carolina Community Foundation
Note: OpenAl does not use our workspace data to train its models.
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The FaCtS Meet ChatGPT Business

Private and secure workspace for Central Carolina Community Foundation
Note: OpenAl does not use our workspace data to train its models.

Chelsea is the workspace administrator
She manages billing and member access—nothing more.

Staff join the workspace with their Foundation email
This workspace is for Foundation-related work only, not personal use.

Your chats are private unless you choose to share
Collaboration can happen, if you want it to.

“Our Approach to Al” Policy applies

We use Al to work more efficiently, brainstorm, and refine communications, but never
for confidential information, replacing our own judgment, or making final decisions
without review.
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The FaCtS Meet ChatGPT Business

Q
®

Private and secure workspace for Central Carolina Community Foundation
Note: OpenAl does not use our workspace data to train its models.

Chelsea is the workspace administrator
She manages billing and member access—nothing more.

Staff join the workspace with their Foundation email
This workspace is for Foundation-related work only, not personal use.

Your chats are private unless you choose to share
Collaboration can happen, if you want it to.

“Our Approach to Al” Policy applies

We use Al to work more efficiently, brainstorm, and refine communications, but never
for confidential information, replacing our own judgment, or making final decisions
without review.
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LOgglng In On a COmPUter Meet ChatGPT Business

@ ChatGPT x  + = O *
Go to chatgpt.com < > o CHili *Eomn @ 40
°
) 28 Central Carolina Co... @ ChatGPT [J Al [J C-5Suite [J Feedback [ HR [J Project Management [ Data Viz »
& D ChatGPT 5 ~ .
Log in or sign u o tevens
g g p Q Search chats
You’'ll get smarter responses and can upload &) Library
files, images, and more.
() Codex
i o
() Sora |
|@y0urfnundat'|on.crg| ]
88 GPTs
Central Carolina Community... .
! What can | help with?
Continue
5 New project
+  Ask anything g e
OR Chats
{5 Continue with Google
" Continue with Microsoft Account
o Continue with Apple
&, Continue with phone
Terms of Use | Privacy Policy
[ O - ) ] ChatGPT can make mistakes. OpenAl doesn't use Central Carolina Community Foundation workspace
Central Carolina Community Fou... data to train its models.




ownload the App

2:28
Q. chatgpt

ChatGPT
@ The official app by OpenAl

kK kk 3.7M

#1in Productivity Utilities [2] OpenAl

all 5G¢ 89

© Cancel

Open

Image generation Chat in voice Find creative
is available mode. inspiration.
for everyone.
= PR = vy { o ave )

= chager @ -

Choose a voice

W

Vale

ChatGPT
@ The official app by OpenAl

*kkkk 3.7M

#1 in Productivity Utilities (8] OpenAl

(\ Chatbot Al Assistant - Genie

) Al Chatbot & Image Generator
*hkAkkx 191K

= CheioPT @

Open

Get

<7 Productivity Utilities (8] APPNATION YAZILIM HI...

Ask Al

Al Image

Anything Generator

@ <

Today Games

Chat in
Voice Mode

Arcade Search

& Continue with Apple

(> Continue with Google

Sign up

Login

“ChatGPT" Wants to Use

"openai.com” to Sign In

This allows the app and website to
share information about you.

Cancel [ Continue ]

Continue with Google

Sign up

Log in

o—e—0—0—10C—°O0

Meet ChatGPT Business

0
Q

Cancel auth.openai.com

ChatGPT

Log in or sign up

You’ll get smarter responses and can upload files,
images, and more.

Email address
<<YOUR FOUNDATION EMAIL> )

OR

&z Continue with Google

= Continue with Micresoft Account

@ Continue with Apple

Q, Continue with phone

Terms of Use | Privacy Policy
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Meet ChatGPT Business

ChatGPT 101

BoRpD O

& ChatGPT
> C 25 chatgpt.com w
2 Central Carolina Co... @ ChatGPT [ Al [J C-5Suite  [J Feedback [3J HR [J Project Management [[J Data Viz »
'S
o

O ChatGPT 5 ~

&

(& Mew chat

Starting a new chat

() Search chats

E@ Library
|

() Codex

What can | help with?

Central Carolina Commun
.g, ||||

5 New project
+  Ask anything

Chats

ChatGPT can make mistakes. Opendl doesn't use Central Carclina Community Foundation workspace
data to train its models.

Chelsea Richard

Central Carolina Community Fou...
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ChatGPT 10 1 Meet ChatGPT Business

& ChatGPT X+

&« N & 2 chatgpt.com * B r‘g £ (a &, ° :

2 Central Carolina Co... @ ChatGPT [ Al [J C-5Suite  [J Feedback [3J HR [J Project Management [[J Data Viz »

(&) D ChatGPT 5 ~

-

(& Mew chat

() Search chats

Viewing your chat history

|
(2 Codex I
(» Sora
ge GPTs

Central Carolina Community...

What can | help with?

5 New project

+ Ask anything o v
Chats

Chelsea Richard

i ) ChatGPT can make mistakes. Opendl doesn't use Central Carclina Community Foundation workspace
Central Carolina Community Fou...

data to train its models.




ChatGPT 101

Organizing your chats into
folders (AKA projects)

& ChatGPT X

<« N & 23 chatgpt.com

& D

(& Mew chat
() Search chats

E@ Library

(2 Codex

(» Sora

88 GPTs

o—e—0—0—10C—°O0

Meet ChatGPT Business

*x Bo@o o

[«
-]

2 Central Carolina Co... @ ChatGPT [ Al [J C-5Suite  [J Feedback [3J HR [J Project Management [[J Data Viz »
ChatGPT 5 ~ o
|
- - - - - |
Project name @ X

Central Carolina Community...

Chats

Chelsea Richard

Central Carolina Community Fou...

/ [ @ F:Dper.-lagen T”F: ]
5 New project

+ @) Investing % Homewaork ) Writing £23 Health Tra I

Q Projects keep chats, files, and custom instructions in one place. Use them for
ongoing work, or just to keep things tidy.

Create project

\ £5 New project

B3 test project

\

5 New project

= test project

ChatGPT can make mistakes. OpenAl doesn't use Central Carclina Community Foun
data to train its models.

Birthday email draft

Thank you email draft
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ChatGPT 10 1 Meet ChatGPT Business

Renaming chats or projects— ;..

Writing style review

External document draft T, Share

Summary of action items [ ¢ Rename ]

Agenda draft creation
B Archive

Refine email draft

@ Delete
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ChatGPT 10 1 Meet ChatGPT Business

Chats

Writing style review

ernal document draft T, Share

I 1 / L
Deleting chats or projects Sammryof ctonitens | feram

Agenda draft creation
B Archive

[ @ Delete ]

Refine email draft
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ChatGPT 10 1 Meet ChatGPT Business

What can | help with?
Uploading files or photos —

>+ Ask anything g e

[LﬁJ Add photos & files ]

(e Agent mode e
%2 Use connectors
G® Deep researc h
E@ Create image

«++ Mare b

Or drag and drop

+ Copy

Add anything

Drop any file here to add it to the conversation
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ChatGPT 10 1 Meet ChatGPT Business

What can | help with?

+ Ask anything

) Add photos & files

‘v Agent mode  ne

Dictating your prompt — | & e

G® Deep researc h

E@ Create image




ChatGPT 101

Customizing your Chat’s traits

and behaviors globally

44

Use a professional, approachable tone. Do not
use contractions or em dashes. Do not say
"thanks," use "thank you". Do not use a colon after
a title above a bulleted list.

29

o—e—0—0—10C—°O0

Meet ChatGPT Business

Your name > Settings > Personalization >

Custom Instructions > ‘On’

Customize ChatGPT

Introduce yourself to get better, more personalized responses (2

What should ChatGPT call you?

Chelsea

What do you do?

What personality should ChatGPT have? (0

What traits should ChatGPT have? ()

Use a professional, approachable tone. Do not use contr
dashes. Do not say "thanks,” use "thank you”. Do not use
a title above a bulleted list.

t Chatty = Witty t Straight shooting t+Encouragil

} Traditiona t Forward thinking ]

Anything else ChatGPT should know about you? (0

() Enable for new chats

Vice President of Operations at Central Carclina Community

Default (

Default
Cheerful and adaptive

Cynic

Cntical and sarcastic

Robot

Efficient and blunt

Listener
Thoughtful and supportive

Merd

Exploratory and enthusiastic

Cancel @



ChatGPT 101

Sharing your chat

&5 New project
&= test project

Birthday email draft

Thank you email

Chats

enda draft creation

Survey to interview protocol

Writing style review

Chats

Summary of action items
Agenda draft creation

Refine email draft

Writing style revi L

External document draft [ 1, Share

[,,L Share

=

¢2 Rename

 Remove from test P

= Archive

'@' Delete

roject

o—e—0—0—10C—°O0

Meet ChatGPT Business

v

]_,

¢? Rename

B Archive

@ Delete

Share link to chat

Any messages you add after sharing will be visible to members of your
workspace. Project files and custom instructions won't be accessible via

the shared link.

https://chatgpt.com/share/...

¢? Create link



ChatGPT 101

Summary

Starting a new chat

Viewing your chat history

Organizing your chats into
folders (AKA projects)

Renaming chats or projects

Deleting chats or projects

o—e—0—0—10C—°O0

Meet ChatGPT Business

Uploading files or photos

Dictating your prompt

Customizing your Chat’s traits
and behaviors globally

Sharing your chat

Questions?
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A FYI: Agent MOde Meet ChatGPT Business

Do not use right now, but you should be aware of it

Right now, do not use Agent Mode

What is it?: Lets ChatGPT act more autonomously What can | h
Like using apps (e.g., “add this to my Outlook calendar?)

+ Ask anything

) Add photos & files

Why not?: Still learning risks and benefits (@ raenmose = )

%8 Use connectors

& Deep researc h

May revisit our use once better understood B Creste image

«++« Maore »
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FYI : TypeS Of AI Meet ChatGPT Business

Generative Al (the creator) Predictive Al (the fortune teller)

* Creates new content (text, images, * Forecasts or classifies based on
audio, video) patterns in data

* Works by learning patterns from large * Uses pastinformation to predict
datasets and generating original outcomes or label categories
outputs * Think suggesting items you might like

* Think writing a donor thank you letter based on your shopping history

%—/

ChatGPT can act as either!

Images generated with ChatGPT
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S PARK Meet ChatGPT Business

Five Uses for Al at Work

What can you
help me with?

| can answer questions,
explain ideas, and
help you work faster.

Image generated with ChatGPT



SPARK

Five Uses for Al at Work

Summarize

Condense or clarify
information for
different audiences

66

Summarize this 3-page
report in 5 bullet points

29

o—e—0—0—10C—°O0

Meet ChatGPT Business



SPARK

Five Uses for Al at Work

Summarize Plan
Condense or clarify Organize ideas,
information for outline steps, or
different audiences create checklists

“ “How can |l use Excel

Summarize this 3-page

report in 5 bullet points Power Query to turn my

data from wide to long

29 29

o—e—0—0—10C—°O0

Meet ChatGPT Business



SPARK

Five Uses for Al at Work

Summarize Plan Adapt

Condense or clarify Organize ideas, Reshape content

information for outline steps, or for different uses or

different audiences create checklists examine
information
critically

“ “ How can | use Excel “

Summarize this 3-page
report in 5 bullet points Power Query to turn my for a new Board
data from wide to long member

29 29 29

Rewrite this update

o—e—0—0—10C—°O0

Meet ChatGPT Business



SPARK

Five Uses for Al at Work

Summarize Plan

Organize ideas,
outline steps, or
create checklists

Condense or clarify
information for
different audiences

Summarize this 3-page
report in 5 bullet points

29

“ “ How can | use Excel “

Power Query to turn my
data from wide to long

Adapt

Reshape content
for different uses or
examine
information
critically

Rewrite this update
for a new Board
member

o—e—0—0—10C—°O0

Meet ChatGPT Business

Refine

Polish, edit, or
improve content
you have drafted

44

Make this email
more concise and
professional

29



SPARK

Five Uses for Al at Work

Plan

Summarize

Adapt

Organize ideas,
outline steps, or
create checklists

Reshape content
for different uses or
examine
information
critically

Condense or clarify
information for
different audiences

“ “ How can | use Excel “

Summarize this 3-page
report in 5 bullet points Power Query to turn my
data from wide to long

29 29

Rewrite this update
for a new Board
member

o—e—0—0—10C—°O0

Meet ChatGPT Business

Refine Kickstart

Generate fresh
ideas or creative
options from
scratch

Polish, edit, or
improve content
you have drafted

44 | J—

creative themes for a
fundraising event

29 29

Make this email
more concise and
professional
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S PARK Meet ChatGPT Business

Five Uses for Al at Work

What can you
help me with?

| can answer questions,
explain ideas, and
help you work faster.

Image generated with ChatGPT
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PrOmptlng 11ke a PrO Meet ChatGPT Business

Through
prompts

Image generated with ChatGPT
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PrOmptlng 11ke a PrO Meet ChatGPT Business

Help me with [task].

This is a general template that

You’re a [personal. may be helpful as you get started!

Prompts can also be use-case

The output should be [format]. dependent, based on personal

preference, or your urgency.

Also, you do not have to be nice to

You should know that [context]. ChatGPT. Tell it when it does

something you do not want or like!

Here are some [references].

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

Help me with [taSk]. What you want to accomplish

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

What you want to accomplish

YOLl,re a [perSOna]. Which expertise to draw from

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

What you want to accomplish

Which expertise to draw from

The output should be [format]. How the results should appear

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

What you want to accomplish

Which expertise to draw from

How the results should appear

You should know that [context]. Needed background information

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

What you want to accomplish

Which expertise to draw from

How the results should appear

Needed background information

Here are some [references]. Examples

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a PrO Meet ChatGPT Business

Help me with [task]. What you want to accomplish
You’re a [personal. Which expertise to draw from
The output should be [format]. How the results should appear
You should know that [context]. Needed background information

Here are some [references]. Examples

Adapted from Grow with Google’s “Make Al Work for You”
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PrOmptlng 11ke a Pro Meet ChatGPT Business

Help me with [task]. What you want to accomplish
You’re a [personal. Which expertise to draw from
The output should be [format]. How the results should appear
You should know that [context]. Needed background information

Here are some [references]. Examples

%—/

Critically evaluate the output

Iterate to make it great

Adapted from Grow with Google’s “Make Al Work for You”
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Demo: Prompting like a Pro oot ChatGPT Business

Help me with developing a one-year learning plan for building skills in project
[task] management that would be useful in a community foundation context for a
mid-career professional with no experience in project management.

You’re an expert in project and change management with over 30 years of

[persona] experience working with medium sized community foundations.

[fO rmat] The output should be a timeline with measurable goals.

You should know that we aim to utilize free or reduced cost virtual trainings, as

[context] much as possible.

[refe rences] Here is the job description of the person for whom I’d like you to write this plan.

%—J

Critically evaluate the output

Iterate to make it great




. . oO—0—0O0—0CO—0—°0
Demo: Prompting like a Pro oot ChatGPT Business

Help me with developing a one-year learning plan for building skills in project
[task] management that would be useful in a community foundation context for a
mid-career professional with no experience in project management.

You’re an expert in project and change management with over 30 years of

[persona] experience with medium sized community foundations.

[fO rmat] The output should be a timeline with measurable goals.

You should know that we aim to utilize free or reduced cost virtual trainings, as

[context] much as possible.

[refe rences] Here is the job description of the person for whom I’d like you to write this plan.

%—J

Example

Critically evaluate the output “this is too much - can you take what you

planned for the first six months and turn that

Iterate to make it great
into a year timeline”
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Let’s Try! Prompting like a Pro  Weecchatcprausines:

Help me with [task]. What you want to accomplish
You’re a [personal. Which expertise to draw from
The output should be [format]. How the results should appear
You should know that [context]. Needed background information

Here are some [references]. Examples

%—/

Critically evaluate the output

Iterate to make it great

Adapted from Grow with Google’s “Make Al Work for You”
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We JUSt 1earned. oo Meet ChatGPT Business

How to log on with your work credentials
How to use ChatGPT and stay organized
Ways we can use Al at work

How to prompt like a pro

How to iterate to make it great

Questions?
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Your turn! Pair & share Tyt Togothor

Use SPARK and iteration to turn a rough idea into a product you would actually use!

Team up with your partner

Start with the scenario . .
Assigned pairs

Prompt ChatGPT for a first draft

Link to activity folders
Refine through iteration

Share your best version + one insight
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Open Discussion et Talk Use Cases

Where did ChatGPT feel most useful in today’s practice?
|s there a way you recently used Al at work that you want to share?

What challenges or concerns do you still have about using
ChatGPT?

How would you like us to share tips and learnings as a team going
forward?
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What,S NeXt? Closing and Next Steps

Keep exploring ChatGPT Business in your daily work
Apply the SPARK framework to guide your prompts
Share your learnings and great prompts with teammates
Watch for upcoming training sessions and resources

Reach out with questions, ideas, or support needs to members
of our Al Implementation Team
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Thank y0u fOI‘ learnlng Wlth US! Closing and Next Steps

From, Your AI Implementation Team

Chelsea Richard Georgia Mjartan Erin Johnson Mimi Slade Kate Cherry
Team Lead

Questions?
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