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1. “Growing Up: Mavigating Genal's Early Years." Al at Wharton School of Business and GBK Caollective. October 2024,
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[PASTE OR SUMMARIZE EACH EMAIL'S CONTENT OR
COPY AND PASTE A FULL EMAIL CHAIN]

Glouiiwy g oudidid)S wlowaund i lwl wlegibga Lokl
tusw LS dwolls |y o daagl wul yo ouiliZ oo Zubug
Jd=lo p gi¥ wlaluBl Gjlweiig) Sl paixe dolls S
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Summarize multiple emails

| have several emails discussing [TOPIC]. Here are the
relevant excerpts: [PASTE OR SUMMARIZE EACH
EMAIL'S CONTENT OR COPY AND PASTE A FULL EMAIL
CHAIN]. Summarize the main topics, decisions, and
outstanding questions raised across these emails. Then,
draft a concise summary to clarify action items and next
steps.
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5 oS gyl B cuwlgsyo & dS yuwgh dibuga Lal zbld

[TIME FRAME] _ilgj ojb G jiSlus dS WiS cuwlgsye
o Sl Sl joyd
[COPY AND PASTE PREVIOUS EMAIL]

Write follow-up emails

I need to follow up with someone who hasn’t responded
to my last email. Draft a firm yet polite follow-up email,
referencing the previous request and asking for an
update by [TIME FRAME]: [COPY AND PASTE PREVIOUS
EMAIL]
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« [COPY AND PASTE EMAIL] »
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Send meeting requests

| just received the following email: “[COPY AND PASTE
EMAIL]". | need to request a 30-minute meeting to
discuss it. Draft a short, clear, and respectful meeting
request email. Please include a few suggested time slots
and a brief agenda.
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[COPY AND PASTE EMAIL]

Tackle routine correspondence

Here is the text of an email | need to answer. Draft a
succinct, polite, and professional reply that addresses
any questions and provides clear next steps. Ensure the
toneis friendly yet efficient: [COPY AND PASTE EMAIL]
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[COPY AND PASTE EMAIL]

Reply to complex inquiries

| received an email with multiple questions. Based on the
provided email text, break down the questions and draft
a thorough response that includes clear explanations and
next steps. The tone should be helpful, knowledgeable,
and customer-focused: [COPY AND PASTE EMAIL]
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Quick topline

Using the PDF | uploaded, create a structured outline of
the paper’s sections with onesentence summaries for
each.

olBuus Jul=s
A5 ) oBaiugi Gl J¥aiwl ouuddshl PDF Uil Gwluwl
S uaiuiie |y Jlalo | gblie udyled b G uSouw digSin g us

POV analysis
Based on the PDF | provided, critique the authors’
arguments, noting any biases or conflicts of interest.

Joluia os¥lguw
S¥lbw Uiy U 4 |y sdudig)ldS)l PDF Juld Lbol oS
<05 Ju agac cblixs Gl Jgluia

FAQ
Turn the main points of the uploaded PDF into a FAQ
segment for a lay audience.

B Sjlwdols

Bu  jSai U | of lakd .plowyS )ldS)L PDF Lld Sy
olgS BLSLL U WB o i o lwdidl lvuligy « bl
.uS duolls

Summarization

| have uploaded a PDF. Please summarize it in a concise
paragraph, focusing on the main objective, methods,
findings, and conclusions.

A0as wblxa gl dazys

iauaixi olo sl (gzye wlgicd) PDF Jylé jl oslatwl b
S g colw vl 4 b Guwlidulbiy) ity Jo V5750
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General audience translation

Using the PDF as a reference, translate the technical
jargon in the methods section into plain language for a
non-technical audience.

Ldouly Guuls ol
&)l slaygaji o wuasLd (PDF L8 glgixa gulwl p
2l bz dS oy ZudgT g uS lwlind |y oudioulatul Guyls
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Key data points

Based on the PDF, identify the key metrics and
statistical tests used and summarize why they are
important.
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Practical tip

Try starting your chat session with the following
prompt:

“I will now upload a PDF. Please acknowledge when
you'vereaditand thenI'll ask my questions.”

After the PDF content is in the conversation and your
chatbot has acknowledged it, proceed with one of the
prompts below. This allows you to verify the model has
correctly processed the document, ensuring there aren’t
any issues, before you ask in-depth questions.

Oo 505840 S)u

Jiw ol dS gldiwg odudg)ldS b PDF (Juld jl oulatwl b
dirgjuiy digSn g ody Zuded b cuwl ol Jo Gl ol o
2w ulyoslw ybyj 4 |y by

Contextual understanding
Using the uploaded PDF as your source, explain the
problem it aims to solve and provide any relevant
backgroundin simple terms.
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Iy [TASK/PROCESS] jobz Wl dalgs o uhlSas jl S
-l oual dalul ju 5 el & byyya wlellbl . uas glxdl
1 Wilgly dS pug i el ulB g ouluw 0UgS Llanllglws lak)
150 bl Jlo jo e dS ¢S SS9 gizan LudS oolatwl of
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[PASTE INSTRUCTIONS] .5 b wylo jlui SaS dy

Lightly teach while delaying

A colleague wants to know how to perform
[TASK/PROCESS]. The information on how to do this is
below. Provide brief, easy-to-follow instructions they
can try now. Also mention that I'm in the middle of
something and will check in after | finish to see if they
need more help. [PASTE INSTRUCTIONS]

wauaixia 3 4 gl

wa Lol iowyS JIgaw o jl [TOPIC] wae yo psi Gbel jl o
Slddys Loly Lk plu oSwl Gl wh uobcuulio
uulio oy dS [COLLEAGUE] ¢y Iy gl dS Luwgis diliwgo o
ol 45 0guls wuST puizans i glogl il Skl sl
dS cuwl gl pdu dSl i cuuy Ua 587570 Blima A Fwl
.S s Slwys SaS ol

Redirect to a subject matter expert

A teammate asked me about [TOPIC]. I'm not the best
person to answer. Write a friendly, professional
message directing them to [COLLEAGUE] who is the
correct person to address the question. Make it clear I'm
notignoring them, just ensuring they get the right help.

_ B Sjlwdlad
lah) . yls Zusgs b jld 4 uls Gl ue sloadpm jl U
ds owy gl gl dy g wS Al |y GuulS ST I wudiyy Slduoll>
Olxudyi wploimd 5 pladl jl vy poidie Jledips
bl Glddys 5 dillwgy Wb ply o sy ol 4 Gyl
[PASTE TEXT/DATA]

Quick clarification

My teammate needs clarification on the text below.
Provide a concise explanation of the key points and tell
them I'm happy to elaborate further once I've finished
my current task. Keep it friendly and professional:
[PASTE TEXT/DATA]

JALus oy dy Bagalid

Slw [QUESTION/PROBLEM] oylys whlSas jl 5
oLl &S pado vlgidiy dilgyizo polg> o . cuwl odgwy
didam 45 puphy il ekl WS Gy b dool) uliogs
34 g amy olgidiy o Gl dulgl gria b pl Wiz g wdil
05) pdlgS Ly o iy SaS Gl lums dS amo gllb|

Encourage independent exploration

A coworker asked about [QUESTION/PROBLEM]. | need
to politely suggest they explore a solution before | jump
in. Suggest a response that is understanding and
suggests a few initial steps or resources they can look
into, letting them know I'll be back with more help later.

<ualy digad

) v5750 ilio Ay gl
rwl k) ol ooliwyd [TOPIC] glys ol gylias
[DOCUMENT/ dy &) gl dS oS digd Juao g oligs
45wy ylizabl Jlogueys g vy gloyl TOOL/RESOURCE]

S palgs Al it wldjz pl Jwd 1S pladl jl gy

Point to existing resources

| received a message from my co-worker asking about
[TOPIC]. Craft a brief, helpful response that points them
to [DOCUMENT/ TOOL/RESOURCE], assuring them | will
provide more details after | wrap up my current task.

82555 U olpam dilayisea sl

ol g g I [TOPICT woe yo Sjbds gylias
cdlyo wwl gaws dS gy dillwgo g obgS Loly lakl
[OTHER TOPIC] Jp®dia wpiSl dS ums Fusdod «udiuy
.88 amlgs byl gl b Touza [TIME/DAY] o Lal ialum
JQilgi -0 [DOCUMENT/ TOOL/RESOURCE] 31 ¢gpaud yo
S lais)y | gl (b oudiSSas

Defer with a polite acknowledgment

My colleague just asked me about [TOPIC]. Please draft
a short, friendly message acknowledging their question.
Let them know I'm currently focused on [OTHER TOPIC],
but I'll circle back by [TIME/DAY]. Encourage them to
check [DOCUMENT/ TOOL/RESOURCE] in the meantime
if that might help.
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Grammar & clarity check

Please review the following text for grammar, spelling,
punctuation, and clarity. Suggest improvements that will
make it read more smoothly and professionally: [PASTE
TEXT].

) 2850uLj phslS

@ ipga Ol Bds o b of L) . cuwl ga pugiviy ol

[PASTE TEXT]: 1S unnijb ypaaiwg g Jdols cygs
Reduce wordiness

Here's my draft. Can you make it more concise and direct
without losing important meaning? [PASTE TEXT].

i

-l ouudy didigd 18 yliblxa Gl 45 gly puwgiviy S
wbblxs ¢ly & oS Suugiib Gipb ) ule wil ik
Jl s poolw | ol cauilb pgdlB o ouaiine
jl oy cuwlio Oygo Jo g OS judy L8 ool
olelbl g ply Jo 1S oulaiwl yugals GloJlis b L guld

[PASTETEXT] . oS bds |y Lol

.

Make a draft less technical

| have a draft originally written for a technical audience.
Rewrite this content to be easily understandable by a
non-technical audience. Simplify the language, avoid
jargon, and use analogies or relatable examples where
appropriate while still maintaining the core message and
key information: [PASTE TEXT].

) Ugauys / Buad b lixg puuiti

Iy o lakn) . cuwl ouuds didigi [PERSONAT @l 1l gia el
wuwlio [OTHER PERSONA] @ly 45 oS il sldigs
RN V]

Change audience/persona
Here is some text originally written for [PERSONA].
Rewrite this content to target [OTHER PERSONA].

[PASTE OUTLINE] : cuwl ¢ro [CONTENT TYPE] ULSE_)JQ us]l
bl ) S Lo S50 Gl dS S dug dulol Lusnd iy oy i)
[INCLUDE DETAILS ABOUT TONE, FORMAT, LENGTH, ETC]

Transform an outline into a draft

Here is the outline for my [CONTENT TYPE]: [PASTE
OUTLINE]. Please write the first draft. Ensure that it
meets the following specifications: [INCLUDE DETAILS
ABOUT TONE, FORMAT, LENGTH, ETC].

pruio pugiuiuy 4 Locubilosl s

[PASTE NOTES] : i by weo pls Gl cubilonly dalol ju
[CONTENT TYPE] U du Iy lncudlool el Lilgioe UT
GRSl g dIBlylis L Gldivy «odig) Gldaddo b pxuio
§ S i jualina

Incorporate notes into a draft

Here are my raw notes: [PASTE NOTES]. Can you
transform these into a coherent [CONTENT TYPE] with a
clear introduction, well-structured body, and a concise
conclusion?

wuliB g JUia gugjdl

[EXPLAIN CONCEPT] :pmo g3 b 1) pogio pslgs o
LT £51500 Wil b a5 ildolixa yigy o dy Sas gl Lol
Loy ulg iy cuwlio pulid b JUo wis cdiiug

Add examples and analogies

| need to explain the following concept: [EXPLAIN
CONCEPT]. Suggest analogies or examples to help clarify
the concept for audiences that might be new to the topic.

oLyo [CONTENT TYPE] Gl diblylislw z,b S podlgs o
s slouiin b 3180 IS Zub S ikl .piS dugd [TOPIC]
iody ulg iy

[CUSTOMIZE AS NEEDED]

Outline a document

I need to create a structured outline for [CONTENT TYPE]
on [TOPIC]. Please propose a detailed outline with the
following sections: [CUSTOMIZE AS NEEDED].

s iaio s s

wilgia UT . plowyS dugi [CONTENT TYPE] sl dulgl zd> 5
siaba Wowl Likin oz jI U oIS Gisl b 2k o
Lada) |y cowl oo uligal o jl i j51 iodicean §ppud
[PASTE OUTLINE] .00y olgidiy

Logical flow check

| have an initial outline for my [CONTENT TYPE]. Can you
refine this outline to ensure a logical progression of ideas
and suggest any sections | might be missing? [PASTE
OUTLINE].
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Clarity & simplicity pass with visual reference

Review the uploaded slide image. The message feels
cluttered. Suggest how to simplify both the text and any
visual elements so that the slide communicates its point
more clearly in under 10 seconds of viewing.

GualS Ol jS)ad
wipga U oS pSas iplowys G)ld§L dS Guglluwl dyd=gil
o i bwbindy |y oguds dibws Wb dS Sldasi b ply
ol dS oS waniiL 6y |y nbullet point g wullwl ylgic

LS JALie 358 |) GuulS dis

Focus on key takeaways

Looking at the slide image I've uploaded, help me
identify the single most important takeaway | should
highlight. Then, rewrite the slide headline and bullets to
emphasize that takeaway more effectively.

B ouly ¢ jluyguas ldolgidey
slgiing Lo . oS Gy b logad Ghls ouadigldSb atluwl
Ul .oys &yl Julds JSdid |y lvouls glgi o digSs dS oy
e ol Wb LT SuiS juudi s 4 Sldlia jlogad cuwl igy
iyl SuilS jusl weuuzy U Wb el Gpay
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Data visualization recommendations

Analyze the uploaded slide image containing a data
chart. Suggest a more compelling way to present this
data. For example, should | switch from a bar chart to a
line graph, reduce clutter, or change labeling?
Recommend how | should modify the chart visually.

(Speaker Notes) dil)l cubilool sl uia olgidu
ryllul Gloiss dy dzgi b oS oy ) odudis)ldS L agllul
culgy 45 oS dugd owisodihl Gly locublool k)
JIdS Jooldh vcudlosl gyl oo sl ) Lilgy olads
L Jlo & g Il ply Glp loolgiduw «(transition)

b vouls U Jadya oS wluwly
Speaker note suggestions
Check the slide in the uploaded image. Given the content
on the slide, please propose speaker notes that provide
a smooth verbal narrative. Include transitions, pacing
suggestions, and one anecdote related to the data
shown.
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Slide layout feedback

| have uploaded an image of my current slide. Please
review the layout shown in the uploaded image and
suggest 3 improvements to enhance clarity, visual
appeal, and hierarchy of information.

Z5445 5 o ullip
wlpie oS Guyp b plowsS )AL U a5 Gullul jiguas
Lok 0w i¥gb Ly (bullet points) suuls wlsi g
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iU dw g Wl wlgic O .S jusi Slel ply dS5T gguy

.oy ulgidiy oduz ol guuls

Text editing and clarity

Review the slide image |'ve justuploaded. The headline
and bullet points are too wordy. Please rewrite the text
to be more concise, while maintaining the main
message. Offer a revised headline and 3 bullet points.

_ ) tip cugd b g pay Sislas
bl .S ol plowsS GIdSL & Gwllwl gl @
oy )l dSdlio B g vy souind s Soylyo Rldolgidiy
0jo> o gpiy o Gldds Wiy U Sw b wllwl ool B
105750 b paic ym Gl opid PJSislans Gyl

S Dl asuiig olgiudig

Visual consistency with brand:

Look at the uploaded slide image. Suggest changes to
fonts, colors, and spacing that would better align this
slide with a professional, forward-looking tech brand
style. Include specific recommendations for each design
element you see.
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[PASTE TRANSCRIPT/NOTES] . uuiily

Follow-up email draft

Based on this meeting’s notes/transcript, please draft a
professional follow-up email to the attendees. The
email should summarize the key outcomes, decisions,
and action items, and include any additional resources or
links. The tone should be clear, positive, and action-
oriented: [PASTE TRANSCRIPT/NOTES].
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Meeting summary

Here is the transcript from today’s meeting. Provide a
summary and identify the main topics discussed, key
decisions made, and any unresolved questions that need
followup. The summary should be in bullet points and
easily digestible for someone who didn’t attend: [PASTE
TRANSCRIPT/NOTES].
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[PASTE TRANSCRIPT/NOTES]

Action items extraction

From the following meeting transcript/notes: extract all
actionitems, including who is responsible and their
deadlines, if mentioned. List them clearly in a table with
columns for ‘Action Item,’ ‘Owner,’ and ‘Due Date.’ If
details are missing, flag them:

[PASTE TRANSCRIPT/NOTES].
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Key questions

I'm going into a meeting about [TOPIC]. The main
concerns are [LIST CONCERNS]. Based on these points,
please suggest strategic questions | can ask during the
meeting to clarify goals, timelines, and responsibilities.

plal gd)

PASTE TRANSCRIPT] jubrl duilocygio jl yuj uitiy o
lak) .yls vpzg uille LaS [ISSUE] olys ([SEGMENT
a5 Golgiiuy Jool dighia 5 ouy gudel ) Lol dlius
Slopls 5 Lol Ol B oS aSas . oS uakudia |y sl 7o
S S0 i ) Guw Jlais

Clarification

From the following recent segment of the meeting
transcript [PASTE TRANSCRIPT SEGMENT], there's
some confusion about [ISSUE]. Please explain the core
issue and any suggested solutions mentioned. Help me
understand the main points and possible next steps.
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Problem-solving

A user is facing the following issue: [DESCRIBE
ISSUE]. Propose multiple solutions, outlining
benefits, potential drawbacks, and resources
needed.

) dulgl oyl Zlkol § dawg
wilmoly lak) . [DESCRIBE IDEA] :gylo dygl ouyl Sy
B oy wlgiduy ol vl Zlbol b uiyius woig 6l

1 wileylie dS ca Blaml b 4igy
.05 Kimlam [DESCRIBE OBJECTIVES]

Further iteration

I have an initial idea: [DESCRIBE IDEA]. Suggest
additional ways to refine, expand, or improve
this idea to better meet my objectives [DESCRIBE
OBJECTIVES]

w095 658 uldpb

s o a5 Gjlugodyl duwls sbacl jl O o)
S5 Laa) .[DESCRIBE TASK] dS cawl el Lo déubsg
&l %0 Wz ouyl [NUMBER] olumi JBlus G oS
tpylo gl B ds vl oyl venl . puis

S oz 53 Glwouyl [PASTE IDEAS]

Group brainstorming

You are a member of our team brainstorming
session. Our task is [DESCRIBE TASK]. I need help
generating at least [NUMBER] additional ideas.
Here's what we have so far: [PASTE IDEAS].
What are yours?

(Slad) jgxogpu84 S jlupsonl

:dus il Gy o [THEME] glys aslgsa
lak) .aiS  &jlogoyl [DESCRIBE  PURPOSE]
L sddupania glodiglj dS owy slgidiy Jlnowl
-JiiS 1 ggudoa enl soylys Arac Sl

Thematic brainstorming

I need to brainstorm ideas on [THEME] for the
following purpose: [DESCRIBE PURPOSE].
Propose ideas that offer unique angles or deep
insightsinto this theme.

ol digad
[
Cuogusa gy g jb cudlls

5 piuus [PROJECT DESCRIPTION] @py 45 Jlo
Jolds Slwpgd lab) .gls jW oji sloowl @
5 wbdopaxio odyl gty b [NUMBER] oluxs
Jxio [DESIRED OUTCOME] & dS oy dihl wlds
Ldiguds
Open-ended creativity
I'm working on [PROJECT DESCRIPTION] and |
need fresh ideas. Brainstorm a list of [NUMBER]
or more unique, compelling concepts that
[DESIRED OUTCOME].

(pxaciuaiiy) Uikl 3 s & jleodsl
ez &luw jo [ROLE/ PERSONA] Sy wS usyd
owl U J=oly [NUMBER] sluws JBlus Lak) . i
L cuwolyl .oy dilyl [PROBLEM/GOAL] gl dilBLL
sxia [DESIRED OUTCOME] dy dS cuwl ulmouyl

g
Role-based brainstorming

Pretend you are a world-class [ROLE/
PERSONA]. Generate at least [NUMBER]
creative solutions for [PROBLEM/GOAL].
Prioritize ideas that are [DESIRED OUTCOME].
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Explore the Accelerator Workshop for GenAl Get started with Al

DAL Technologies
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