
 

 

Five Ways 

ChatGPT Saves 

You 30 Minutes 

This Week 
 

And One Mistake That Wastes 

Your Time 

  



 

Welcome to Dial Gen AI Hub 
 

 
 
If you remember when the internet had the 
sounds of modems connecting you to the 
wider world, this guide is for you. No jargon, 
no hype - just five practical ways to use 
ChatGPT that will save you real time this 
week. Each section includes copy-paste 
prompts you can try today, plus one common 
mistake that trips up most beginners. 
 

 



1. Turn Messy Notes Into Action Items 
(Saves 15 minutes) 
 
The Problem: You've got a page of scattered 
meeting notes or random thoughts, and you're 
staring at it wondering where to start. 
 
The Solution: Let ChatGPT organize the 
chaos for you. 
 
Copy-paste this prompt: 
"Review these meeting notes. Extract the 
main points, group them into 3-5 themes, with 
bullet points for each theme. Then list action 
items with deadlines. Format as a simple 
checklist: [Paste your messy notes here]" 
 
What you'll get: Clear categories and 
actionable next steps instead of wondering 
what you wrote down. 
 
Real example: Sarah pasted her scattered 
notes from a family planning meeting. In 2 
minutes, ChatGPT turned "mom's birthday - 
restaurant? - check with Dave about dates - 
need cake" into a proper checklist with 
deadlines. 



2. Research Products Without Opening 20 
Tabs (Saves 25 minutes) 
 
The Problem: You need to buy something 
(exercise bike, vacuum cleaner, gift) but 
research feels overwhelming. 
 
The Solution: Turn ChatGPT into your 
personal shopping assistant. 
 
Copy-paste this prompt: 
"I need to buy [product] for [purpose]. My 
budget is [amount] and my main requirements 
are [list 2-3 must-haves]. Ask me 3-4 
questions to help you recommend the best 
options." 
 
Follow up with: 
"Based on my answers, compare 3-5 options 
under $[budget]. Show price, key features, 
and who each is best for in a simple table." 
 
What you'll get: A clear comparison without 
endless scrolling through reviews and 
specifications. 
  



3. Generate Ideas When You're Stuck 
(Saves 10 minutes) 
 
The Problem: You need gift ideas, vacation 
suggestions, or solutions to a problem, but 
your brain feels blank. 
 
The Solution: Use AI as your brainstorming 
partner. 
 
Copy-paste this prompt: 
"Give me 8-10 [gift ideas/vacation 
spots/solutions] for [describe 
person/situation]. Tone should be 
[practical/fun/thoughtful]. Budget around 
$[amount if relevant]." 
 
What you'll get: A variety of options you 
might not have considered, breaking through 
that mental block. 
 
Real example: "Give me 10 thoughtful 
birthday gifts for a 65-year-old who loves 
gardening and classical music. Budget around 
$50." Result: unique combinations like "seed 
subscription box with classical music for 
gardening playlist." 



4. Summarize Long Articles and 
Documents (Saves 20 minutes) 
 
The Problem: You have reports, articles, or 
emails that are too long to read fully, but you 
need the key points. 
 
The Solution: Get ChatGPT to extract what 
matters. 
 
Copy-paste this prompt: 
"Summarize this into 3-5 key main themes. 
Then add bullet points (ideally 3-5 bullet 
points per theme) to explain each theme in 
more detail. Use simple language and 
highlight anything I need to act on: 
 
[Paste the long text here]" 
 
What you'll get: The essential information 
without the fluff, plus clear action items. 
 
  



5. Plan Meals and Shopping Lists (Saves 
30 minutes) 
 
The Problem: Weekly meal planning feels 
like a chore, and you end up buying random 
groceries or ordering takeout. 
The Solution: Let AI handle the planning and 
list-making. 
 
Copy-paste this prompt: 
"Create a 7-day meal plan for [number] 
people. Focus on [healthy/budget-
friendly/quick prep] meals using [any dietary 
preferences]. Include a complete shopping list 
organized by store section." 
 
What you'll get: A week's worth of meals with 
everything you need to buy, organized and 
ready to go. 
 
Real example result: 

• Monday: Grilled chicken with roasted 
vegetables 

• Tuesday: Salmon with quinoa and green 
beans 

• Shopping list organized: Produce section, 
Meat section, Pantry items 



The One Mistake That Wastes Your Time 
 
The Trap: Asking ChatGPT to write emails or 
documents without giving enough information. 
 
What doesn't work: "Write me an email to 
my boss." 
 
What you'll get: Generic, awkward text that 
sounds robotic. 
 
What works better: "Draft a polite email reply 
to this message: [paste original]. Key points: 
thank them for the update, explain the delay 
was due to supply chain issues, confirm new 
deadline is Friday. Tone: professional but 
friendly." 
 
The lesson: ChatGPT needs context to be 
useful. Give it the background, your main 
points, and the tone you want. Without this 
information, you'll spend more time fixing bad 
drafts than if you'd written it yourself. 
  



Don’t Forget 

ChatGPT and other AI assistants can and do 

make mistakes, or just make things up. 

Make sure to check what they write and 

review it for accuracy, particularly in relation to 

finance, health, legal and other important 

matters. 

  



Your Next Steps 
 
Pick one of these five methods and try it 
today. Start with whichever problem you're 
facing right now - messy notes, research, 
planning, or summarizing. 
 
Remember: ChatGPT works best when you 
give it clear instructions. Don't worry about 
perfect prompts - you can always refine as 
you go. 
 
Want more prompt ideas and tutorials? 
Join the Dial Gen AI Hub community where 
we share practical AI tips for people who lived 
through the dial-up era. No tech jargon, no 
hype - just real solutions that save time. 
 
From the team at Dial Gen AI Hub - making AI 
simple and practical for the generation that 
survived dial-up. 
 


