
ChatGPT,
Made Simple

GETTING COMFORTABLE WITH THE INTERFACE



ChatGPT is like a helpful assistant for your business, but its interface might look
new and unfamiliar. Don’t worry—it’s simpler than it seems! 

This guide walks you through the four main parts of the ChatGPT interface, so
you can start using it confidently to write emails, brainstorm ideas, or solve
problems. Think of it as learning to use a new smartphone app—once you know
the basics, it’s a breeze.



SECTION 1: THE CHAT WINDOW – YOUR CONVERSATION HUB

WHAT IT IS: The chat window is the main area where
you talk to ChatGPT and see its replies. It’s like texting
a super-smart friend who’s ready to help with any
question.

HOW IT WORKS:
You type your question or request (called a
prompt) in a text box at the bottom.
ChatGPT responds above, and the conversation
builds like a chat thread.
You can scroll back to see past messages, so
nothing gets lost.



SECTION 1: THE CHAT WINDOW – YOUR CONVERSATION HUB

EXAMPLE FOR YOUR BUSINESS: Type “Suggest a
tagline for my flower shop” and get a reply like “Bloom
with us—fresh flowers daily!” Keep chatting to refine it,
like “Make it shorter.”

WHY IT’S EASY: It feels like texting—no complicated
menus. Just type what you need, and ChatGPT
answers.

PRO TIP: Start with simple questions to get the hang
of it, like “Write a thank-you note for a customer.” If the
answer’s off, just ask again with a tweak, like “Make it
more formal.”



SECTION 2: THE SIDEBAR – YOUR CONVERSATION
ORGANIZER

WHAT IT IS: The sidebar (usually on the left) is like a notebook
that saves all your past chats with ChatGPT. It helps you find
old ideas or pick up where you left off.

HOW IT WORKS:
Each chat gets a title (often auto-named based on your
question, like “Marketing Ideas”).
Click a title to reopen that conversation and keep going.
You can start a new chat anytime by clicking a “New Chat”
button, keeping things tidy.



SECTION 2: THE SIDEBAR – YOUR CONVERSATION
ORGANIZER

EXAMPLE FOR YOUR BUSINESS: Last week, you asked “List
free marketing tools for my bakery.” Find that chat in the
sidebar, reopen it, and ask, “Which of those tools is best for
Instagram?”

WHY IT’S EASY: It’s like flipping through a planner—you can
revisit old notes without starting over. No need to remember
everything; it’s all saved for you.

PRO TIP: If you have lots of chats, use the search bar (if
available) or scan titles to find what you need, like “Email
Drafts” or “Pricing Help.”



WHAT IT IS: The settings menu (often a gear icon or
profile button) is where you tweak how ChatGPT works
for you, like adjusting the volume on a radio. It’s
simple and mostly optional for beginners.

HOW IT WORKS:
Find basic options like logging out, changing your
account details, or switching themes (e.g., light or
dark mode).
Some versions let you adjust response styles (e.g.,
more creative or concise), but you can skip this at
first.
Free users have limits (e.g., number of chats per
day), while paid plans unlock more features—
check here to see your plan.

SECTION 3: THE SETTINGS MENU – YOUR CONTROL PANEL



SECTION 3: THE SETTINGS MENU – YOUR CONTROL PANEL

EXAMPLE FOR YOUR BUSINESS: Go to settings to
switch to dark mode if you’re working late on a laptop,
or check your usage limit to plan a big project, like
drafting 10 customer emails.

WHY IT’S EASY: You don’t need to touch settings much
—just know it’s there if you want to personalize things.
Most of the magic happens in the chat window.

PRO TIP: If you’re curious, peek at settings to see your
plan’s limits (e.g., “You have 20 chats left today”). It
helps you avoid surprises when you’re on a roll.



SECTION 4: THE PROMPT BOX – YOUR STARTING POINT

WHAT IT IS: The prompt box (the text field at the bottom of the chat window) is where you kick things off by
typing your question or task. It’s like the steering wheel—it drives where ChatGPT goes.

HOW IT WORKS:
Type anything from “Explain SEO simply” to “Write a tweet for my gym.”
Hit “Send” (or press Enter), and ChatGPT starts thinking.
The clearer your prompt, the better the answer—use tips like “Be specific” or “Add context” (from our earlier
frameworks).



SECTION 4: THE PROMPT BOX – YOUR STARTING POINT

EXAMPLE FOR YOUR BUSINESS: Type “Create a one-sentence ad for my coffee shop aimed at students” and get
“Fuel your study sessions with our cozy coffee shop!” Tweak it by typing “Make it funnier” for a new version.

WHY IT’S EASY: It’s just a blank box waiting for your ideas—no right or wrong way to start. Think of it as
asking a question at a help desk.

PRO TIP: Try short prompts first, like “List three blog ideas for my salon.” If you want more, add details, like
“Focus on haircare tips for summer.”



ChatGPT’s interface is built to be user-friendly, like a simplified version of your
email or messaging app. These four part are all you need to get started. Practice
with small tasks, like asking for a customer reply or a quick business tip, and
you’ll feel at home in no time.


