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GOALS

This online learning material provides support for small and medium-sized enterprises
(SMEs) to effectively integrate the basic use of artificial intelligence (such as ChatGPT)
into their daily workflows, whether in marketing activities, administration, analysis, or
other areas.

The goal of the VETech toolkit:

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not
necessarily reflect those of the European Union or the European Education and Culture Executive Agency (EACEA).
Neither the European Union nor EACEA can be held responsible for them.

The Artificial Intelligence – use of ChatGPT in business learning
material’s aim:

The development of digital skills of students and teachers participating in vocational
education, and the support of the digital transformation of small and medium-sized
enterprises (SMEs) with free-of-charge digitally accessible learning materials that
promote the development of the stakeholders’ digital skills, thereby ensuring that the
digital skills acquired in vocational education are aligned with the needs of market
players.

freepik.com
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UPDATES OF CHATGPT

Please note that OpenAI, as the developer of ChatGPT, continuously updates the
ChatGPT. Therefore, certain functions may be located elsewhere on the
interface, or newer features may not appear in this learning material at the time
you are studying it.

At the same time, this material provides an excellent opportunity to acquire
information on the basic use of ChatGPT.
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THE STRUCTURE OF THE VETECH TOOLKIT

The toolkit targets three groups, which are:

All 3 target groups find dedicated learning materials in the following three areas:

Students in vocational education Trainers in vocational education SMEs

Artificial intelligence (AI) Online collaboration Digital content creation

The structure of each learning material is as follows:
1. Introduction sheet (general summary of the tool)
2. PowerPoint presentation with the detailed learning material
3. Worksheet to support the practical application of the learning material (hands-on exercise)
4. Questionnaire for review (test)
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DEFINITION - AI

Artificial Intelligence (AI), is a technological revolution. It refers to a set of computer
systems and programs that are capable of functioning in ways similar to human
thinking.

This means that AI systems are able to:

• learn from information, examples, and patterns (machine learning),

• recognize patterns (e.g., in images or texts),

• make decisions (based on data),

• solve problems and perform tasks, and

• interpret and use human language (e.g., communicating through a chatbot such
as ChatGPT).

What is the Artificial Intelligence?

freepik.comIt cannot be ignored, as it now permeates almost every area of life. 

It is developing at an increasing pace, becoming ever more affordable and accurate.
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ADVANTAGES OF AI

✓ Speed – AI can perform tasks in seconds that would take humans hours or even days.

✓ 24/7 availability – always accessible without interruption.

✓ Cost savings – by requiring less human labor and fewer resources, it reduces expenses (both in 
business and in personal issues).

✓ Personalization – it can support personal or business goals and tasks in a customized way.

✓ Convenience – it works with vast amounts of information, helping and supporting decision-
making in both private and business life.

ADVANTAGES OF THE ARTIFICIAL INTELLIGENCE
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DISADVANTAGES OF AI

✓ It is not infallible and does not “know” in the classical human sense;

✓ it makes inferences and provides answers based on learned patterns and preloaded 
information. We do not understand how it decides or on what basis it provides answers, so 
we cannot know whether it is really fair (e.g., loan approvals, grant evaluations, medical 
diagnoses, etc.).

The EU AI regulation aims to address these situations: human oversight is required for higher-risk AI systems.

✓ It can create anything that humans can imagine, and it can also be unethical, e.g., deepfakes
or artificially generated images/sounds.

✓ It may lead to the complete or partial disappearance of numerous professions.

✓ It provides opportunities for misuse and can pose security risks.

DISADVANTAGES OF THE ARTIFICIAL INTELLIGENCE
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RELEVANCE OF AI 

✓ Process automation: Automating 
administrative tasks (invoicing etc.).

✓ Enhancing customer experience: 
Using customer service chatbots.

✓ Data-driven decision making: Assisting
in market research and demand 
forecasting.

✓Marketing and sales support: Creating 
personalized offers and advertisements.

EXAMPLES OF AI APPLICATION AREAS IN BUSINESS:
✓ Cost reduction and efficiency 

improvement: Reducing errors with 
quality control algorithms.

✓ Innovation: Generating new product 
or service ideas.

✓ HR and workforce management 
support: Quick screening of resumes, 
supporting the interview process.

✓ Sustainability and energy efficiency: 
Optimizing energy consumption, etc.

freepik.com
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AI TOOLS I

Customer service and communication

✓ ChatGPT – Writing texts, answering customer questions, generating creative content.

✓Microsoft Copilot – AI-assisted document and spreadsheet management.

✓ Intercom – Chat, email, and automation features.

✓ Google Gemini – Text creation, information retrieval, content summarization, and support
for creative tasks.

ARTIFICIAL INTELLIGENCE TOOLS FOR SUPPORTING BUSINESS OPERATIONS

Marketing and digital content creation

✓ Jasper AI – Generating blog posts, ads (SEO optimization), emails, and social media posts.

✓ Copy.ai – Fast marketing copywriting.

✓ Canva Magic Studio (Canva) – AI-based editing of images and graphic content.

✓ Lumen5 – Automatically converting blog posts, newsletters, or any text into videos.
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AI TOOLS II

Project management and productivity

✓ Notion AI – Organizing and summarizing notes and documents, brain storming.

✓ ClickUp AI – AI-assisted task and project management.

✓ Slack GPT – Smart information retrieval and rapid response generation in team communication.

Finance and administration

✓ QuickBooks (with AI features) – Automating accounting, invoicing, and financial reporting.

✓ Xero (with AI features) – Online accounting, automatic bank data synchronization, AI 
suggestions for financial decisions.

✓ Expensify – Recognizing and categorizing expenses from photos, supporting faster and more 
accurate expense tracking and reporting.

Digital Skills for Tomorrow's SMEs
2024-2-HU01-KA210-VET-000295830 

ARTIFICIAL INTELLIGENCE TOOLS FOR SUPPORTING BUSINESS OPERATIONS



AI TOOLS III

HR and recruiting

✓Workable – AI-based recruitment and hiring platform that helps find and evaluate 
suitable candidates and streamline hiring processes.

✓ HireVue – AI-based video interview and talent assessment platform that enhances 
the efficiency of recruitment processes.

✓ Deel (with AI features) – Employee and freelancer management platform.

Data and business analysis

✓ Power BI (with AI features) – Microsoft’s business intelligence (BI) and data visualization
platform, integrating AI features for corporate data analysis and decision support.

✓ Tableau GPT – Interactive reporting with AI support.

✓MonkeyLearn – Analysis of text data (e.g., customer feedback).

Creative and visual content
DALL·E – Generating custom images based on text descriptions, e.g., for marketing materials.
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WHAT IS CHATGPT?

ChatGPT is an artificial intelligence-based language model.

Its essence lies in communicating with humans in natural language and being able to interpret, generate, explain,
or creatively transform text. Its operation is based on recognizing statistical patterns. It does not “know” in the
classical human sense, but it can predict which words or expressions are likely to follow in a given textual context.

Use of ChatGPT: thanks to its vast training data, it can perform a wide variety of tasks, including consulting,
creative writing, programming, assisting with language learning, summarizing texts, translation, story generation,
market research, image generation, grant writing, minute-taking, and more.
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ChatGPT – advantages and disadvantages

ADVANTAGES DISADVANTAGES

Fast Frequent incorrect or inaccurate information.

Multilingual Does not understand highly specific, context-dependent 
situations.

Versatile Prone to hallucinations (providing fictitious information).

Available 24/7 Responses are based only on trained data.

Easy to use Requires knowledge of proper prompt engineering.

Rapidly evolving Does not replace human expertise.

Free version (registration recommended) Not recommended to share sensitive data.
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✓ Customer service and communication: ChatGPT can provide instant, 
24/7 customer support via website chat interfaces, social media, or email.

✓Marketing and content creation: It can generate professional ads, 
blog posts, social media content or email campaigns within minutes.

✓Market research and decision support: Quickly gathers information from 
public sources, presents it in a structured format, and helps develop 
alternative solutions, enabling data-driven, informed decision-making.

✓ Education and training: Capable of creating customized learning materials
and guides, e.g., for onboarding new employees or developing staff skills.

✓ Etc.

EXAMPLES OF CHATGPT APPLICATION AREAS IN BUSINESS

freepik.com
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THE PROMPT

The prompt is an instruction or request given to ChatGPT that tells it what we want.
The more precise and detailed the prompt, the higher the chance of receiving exactly the answer we want. 
Therefore, a good prompt has three components:

1. ROLE: Specifies the role in which the AI should respond. It’s like telling an actor which character to play.
Example: “You are an experienced history teacher…” or “Act as a professional marketer…”

2. FORMAT: Specifies the structure or format in which the AI should provide the response.
Example: “Provide the answer in a table format…” or “Give a 5-point list…” or “Write a short essay in 3 paragraphs…”

3. CONTEXT: Provides the background information so that the AI knows exactly the context or task it should respond to. 
Without it, you will only get a general, non-personalized answer.
Example: “The students are 10 years old and are currently learning about the planets.” or “This text is part of a customer service 
email.” etc.

This is a good prompt.
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THE GOOD PROMPT

"Imagine yourself as an experienced history teacher! (role) Please, summarize the most
important events of World War II in 5 points, in chronological order, (format) making it
understandable for high school students preparing for their final exam.„ (context)
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CHECKLIST FOR RIGHT PROMPTING
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✓ What is your goal? (e.g. post, email, idea, report assessment)

✓ Who is it for? (target audience)

✓ What style? (e.g. professional / casual)

✓ Length / format? (list, paragraph, etc.)

✓ Provide context (the more, the better)

✓ Does it contain any sensitive information? 

✓ Is the request clear and specific enough? 

✓ Have I customized (not just copy-pasted)? 

✓ Have I added my own knowledge/perspective? 



SAFE USE OF CHATGPT
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What NOT to share with ChatGPT

❌ Personal data (e.g. client name, email, phone number)

❌ Business secrets (pricing, contracts, strategy)

❌ Passwords, login credentials

❌ Non-public financial data

❌ Information under NDA

TAKEAWAY: Do not enter any information that you would not be comfortable sharing on a public forum.



HALLUCINATION OF CHATGPT

How can we verify the accuracy of a response?

• If we haven’t done so, we can ask more precise questions by placing the AI

in a specific role and context.

• We can ask ChatGPT to indicate the internet sources for a given answer.

• We can directly search the internet for the answer and its key points.

• We can consult another artificial intelligence.

• We can ask a person for opinion.

It is recommended to use a combination of the above methods if there is suspicion of AI hallucination.

freepik.com
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data, even though it may sound plausible or confident.



HOW TO USE CHATGPT

HOMEPAGE: www.chatgpt.com

Usage options:

• Without registration

• With free registration

• With a subscription

Free registration is highly
recommended, as it unlocks 
more features and allows for 
much more efficient use than 
without registration. 
Additionally…
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USAGE LEVELS OF CHATGPT

Criteria Free registration Subscription (Plus) Subscription (Pro)

Version ChatGPT 5 ChatGPT 5 – More advanced reasoning ChatGPT 5 – Professional 
reasoning

Speed and 
availability

Limited and slower performance 
(e.g., image generation).

Fast, extended, and quicker image 
generation.

Unlimited and faster image 
generation.

Functions Basic text chat functionality,
conversation history is saved and 
retrievable. Limited file upload.
Limited memory and context.

Extended messaging and uploads.
Expanded memory and context.
Projects, tasks, custom GPTs, and SORA 
video generation.

Unlimited messages and uploads. 
Maximum memory and context. 
Extended projects, tasks, and 
custom GPTs. Advanced SORA 
video generation.

Quality and 
reliability

Limited in-depth research,
frequent hallucinations.

Extended in-depth research and agent 
mode, hallucinations are less common.

Maximum in-depth research and 
agent mode.

Reference: https://chatgpt.com/#pricing

The above illustrates options for personal use; however, subscriptions are also available for businesses.
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ChatGPT REGISTRATION

Screen
displayed 

after logging in

After reading, click the 
“Ok, let’s start” button.
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ChatGPT HOMEPAGE - AFTER LOGGING IN

Prompt input field
(question / request / instruction)

Various options for instant assistance provided by ChatGPT.

Allows dictation
(microphone permission required)

Subscription options
Start a new chat.

Search in a previous chat.

Availability of previously generated visual materials (e.g., images).

Generations of OpenAI’s language models 
that power ChatGPT.
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ChatGPT HOMEPAGE 

Left-side menu

Here, you can search 
for previous chats. 

Options
for the previous chats.Previous chats

Bottom:

Clicking on the account 
at the bottom left corner the 
following menu will display:

Top:

Log out

Subscription option

Securaty settings
and notifications
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ChatGPT HOMEPAGE – ADVANCED LEVEL 

Bottom in the left-side menu:
During customization, you can set:

• Topic and style: Specify the type of 
responses you want (e.g., formal, 
casual, humorous, light, etc.).

• Work and interests: Providing these 
helps the AI better understand your 
preferences, making the responses 
more personalized.

• Memory: If enabled, ChatGPT can 
remember previous conversations and 
take them into account in future 
responses, making the interaction 
smoother and more contextually 
relevant.

Customizing ChatGPT allows the 
user to set specific preferences, 
making the conversation even 
more personalized.
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By clicking the ‘+’, you can, for example, 
upload documents that you want the AI to 
work with or perform tasks on, as well as 
access other options such as …

Further options:

ChatGPT HOMEPAGE 
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Shortcuts:

ChatGPT HOMEPAGE 

When starting a new chat, the 
options offered below the 
prompt help you quickly find the 
desired direction for the chat.
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TEMPORARY CHAT

Turning on temporary chat, means:

• The conversation is not saved in the 
history.

•It is not used for training the model.

• It is deleted from the system after 
30 days (may remain briefly only for 
abuse monitoring purposes).

When starting a new chat and you refer back to a previous one, the AI will not know the earlier context. Chats are independent of 
each other. If you want to recall something from a previous chat, you can use the “Search chats” option in the left sidebar.
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GIVING PROMT

Write the prompt: „I’m very stressed. What do you suggest as a solution?”
(This is a low-quality prompt; it lacks role, context, and format.)

Enter, approving the prompt.
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PROMPT AND CHAT

The AI gave a general answer 
due to the weak prompt!

Answering/asking, continuing the chat.

Reaction options:
• Copy response
• Like
• Dislike
• Read aloud (the AI reads the given 

response).
• Edit in canvas: transfer content 

from a conversation to a separate, 
editable workspace.

• Share
• Regenerate (request a new 

response).
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PROMPT AND CHAT

Prompt in which we define the 
ROLE:

„Act as a doctor and respond
accordingly!”

The answer is now more precise, 
approached from a medical perspective. ...

Moreover, it maintains this role, 
continuing the conversation and 
asking for information to provide 
an even more accurate answer.
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PROMPT AND CHAT

A prompt in which we assign a 
DIFFERENT ROLE to it, but keep the
same topic:
„Now, give advice from the 
perspective of a dietitian!”

The response is now given 
from the perspective of a dietitian. …

… Here, it also maintains the role, 
and by the end of the response it 
asks a question or provides guidance 
from the dietitian’s perspective.
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PROMPT AND CHAT

New prompt with a new topic, 
specifying the FORMAT:

"Coherent text, maximum 2000 
characters"

It respects the length limit and 
responds with a coherent text.

At the end of the response, it asks 
a question again, which we can 
answer or write a new prompt.
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PROMPT AND CHAT

Prompt in which we change the 
FORMAT but keep the same subject 
of the request.

At the end of the answer, it asks 
a question again, to which we can 
request a response or write a new 
prompt. IF we answer ‘YES’ …
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PROMPT AND CHAT

Visualization of the chat’s topic in an infographic:

Options:

• Download

• Dislike

• Like
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PROMPT AND CHAT

2. Summary of the conversation topic in PDF and download option:
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BEST PRACTICES OF CHATGPT

FOREIGN LANGUAGE EXPRESSIONS

General English Business English

Let me know if you have any questions. Should you have any further questions or require clarification, 
please don’t hesitate to reach out.

Sorry for the delay. We're working on it and will get back to 
you soon.

We sincerely apologize for the delay and appreciate your 
patience. Please be assured that our team is actively working to 
resolve the issue and we will be in touch with you shortly.

We’d like to request a quote for your service. Please send us 
more information about the pricing.

We are reaching out to kindly request a detailed quotation for 
your services. We would appreciate it if you could provide further 
information regarding your pricing structure and available 
packages. Thank you in advance.

Business requires professional communication in every language. In the case of foreign language communication, if the 
appropriate vocabulary is lacking, ChatGPT can adjust the style of the desired message or – in the case of Hungarian text –
translate it into the required language.
Examples:

freepik.com
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SOCIAL MEDIA TEXT CONTENT

ChatGPT helps in formulating creative and audience-appropriate posts in case of right prompting.
Its advantage lies in saving time in content planning, campaign ideas, and copywriting.
Multiple versions can be requested at once in different styles with varying lengths, etc. 
If the result is not satisfactory, new ideas can be requested, or even existing ones can be combined.

Examples for Facebook:
Prompt: I sell air conditioners and I need an attractive post for a Facebook ad. 
Please provide two versions: one informative, and another one that is playful. Emojis are welcome.

freepik.com
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SOCIAL MEDIA TEXT CONTENT
Examples for Instagram:

freepik.com
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TEXT SUMMARIZATION
ChatGPT can quickly and clearly summarize longer texts, which is especially useful when 
there’s no time to read everything in detail.

Examples:

• Market research: creates a short extract from a 10-page market research report.
• Professional article: highlights the most important trends relevant to the given 

industry.
• Marketing preparation: generates a brief presentation from a product documentation 

for the marketing team.
• Competitor analysis: prepares a short comparative summary based on several 

websites or product descriptions.
• Regulations and laws: extracts the key points that affect the business from complex 

official texts.
• Meeting notes: turns a multi-page meeting memo into a short action list.
• Customer feedback: summarizes many reviews, highlighting the most common 

positives and problems.
• Grant applications: concisely summarizes main requirements and deadlines.

Lot of data → Extract of text

Short summaries
Key points

📚 Long documents
📊 Researches
✉️ E-mails

Etc.

ChatGPT in progress
🔎 Analysis & extract
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DATA VISUALIZATION 

ChatGPT is capable of quickly processing large volumes of data (e.g., surveys, 
reports, metrics) and presenting them visually.
It identifies key patterns and highlights critical data points.
It is able to generate charts, diagrams, and infographics that effectively illustrate 
the results.

This saves time, helps business management quickly process and understand data, 
and supports decision-making through complex yet transparent information 
visualization.

Step1: Upload e.g. the document containing the completed questionnaires.
Step2: Provide a prompt specifying which data you want to extract and in what format.
Step3: Download the AI-generated data visualizations (tables, charts, graphs, etc.).

72 %

18 %
10 %

How to prompt data visualization?
freepik.com
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72 %

18 %
10 %

Colleagues’ satisfaction 
with internal 

communication

Charts generated by ChatGPT:
ChatGPT’s answers after data analysing: 

Which factors most facilitate 
work performance?
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DATA VISUALIZATION 

Training options
Better technical
infrastructure

Flexible working hours

BEST PRACTICES OF CHATGPT



DATA CLEANING
The necessity for data organization and data cleaning arises from the 
fact that raw data received by a business is often incorrect, inaccurate, 
or incomplete.

ChatGPT is capable of recognizing patterns in individual entries and 
creating a unified format. Data cleaning is useful in the following cases:

• Processing orders: e.g., customers enter data in different ways (e.g., 
“Budapest 11 dist.” vs. “Budapest XI. district”), phone numbers are 
inconsistent (+36 / 06 / with brackets / spaces).

• For event and conference registrations: applicants provide their 
addresses, tax numbers, or email addresses in varying formats.

• For marketing campaigns: accurate phone number and email formats 
are essential for successful newsletters or SMS campaigns.

• For reports and decision support: providing management with clean, 
consistent data enables more reliable decision-making.

• For financial, legal, or tax obligations: e.g., the format of a tax 
number is critical—if incorrect, the invoicing system won’t accept it.

• Etc.

18 %
10 %
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INTERPRETING FOREIGN TEXT BASED ON AN IMAGE

18 %
10 %

ChatGPT can quickly, accurately, and clearly make foreign-
language information understandable for everyone, even when 
the text is not available in written form, but the content is 
provided as an image.

How?
Step1: take a photo (e.g., of a document, poster, foreign-
language email, etc.).

Step2: upload it to ChatGPT and request the interpretation
in the prompt.

Step3: ChatGPT can extract the text from the image using OCR 
(optical character recognition), it translates and summarizes 
the foreign-language content making it easy to understand.
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Thank you for the attention
and have a great progress in learning.

Digital Skills for Tomorrow's SMEs
2024-2-HU01-KA210-VET-000295830 


