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ChatGPT — ADVANCED POWER USER
From Prompts to Production Workflows · For CIOs, IT Leaders, and Enterprise Power Users
2026 Edition · StevenSinger.org/ai · The Gold Standard CIO Resource

Vendor: OpenAI
Best For: Workflow automation,

content, code, data analysis

Pricing: Free | Plus $20/mo | Team

$25/user/mo | Enterprise custom

Context Window: 128K tokens

(GPT-4o)

■ ADVANCED POWER TIPS — CIO LEVEL

01. Set Custom Instructions with your role, company, and output format preferences — this front-loads context every session

02. Build 3–5 custom GPTs for your most repeated workflows; share with team for standardized output

03. Code Interpreter + CSV = instant executive dashboards: 'Upload sales data, identify top 3 trends, create a chart'

04. Use 'Continue this conversation' pattern for long-running projects across multiple sessions

05. Vision mode: photograph whiteboards, diagrams, or handwritten notes for instant structured output

06. Branch conversations to test multiple prompt approaches in parallel without losing context

07. Memory + Custom Instructions stack: Memory learns over time, Custom Instructions set fixed constraints

08. Export conversations as Markdown for documentation and knowledge base population

■ ALL SHORTCUTS & COMMANDS

Shortcut / Feature Exact Action or Command

Custom Instructions Settings → Personalization → Custom Instructions

New GPT ChatGPT.com → Explore GPTs → Create

Code Interpreter Start message with 'Analyze this data:' + upload CSV

Branch conversations Hover message → Edit → creates parallel thread

Export chat ■ menu → Export data → JSON or text

Pin conversations Hover chat title → Pin for quick access

Voice mode Microphone icon (mobile) or headphone icon (desktop)

Temporary chat New chat → Temp Chat toggle (no memory saved)

■ PROMPT ENGINEERING PATTERNS

Pattern Name Template / Exact Prompt Structure Optimal Use Case

Role-Based You are a [role]. Help me [task]. Expertise framing

Chain-of-Thought Think step-by-step. Show your reasoning. Complex problems

Few-Shot Here are 3 examples: [examples]. Now do [task]. Consistent formatting

Constraint In 3 bullets, no jargon, for executives. Specific outputs

Iterative Improve this: [content]. Make it [criteria]. Refinement loops

■ ADVANCED POWER USER CHECKLIST — COMPLETE ALL 10 = TOP 1%

■ 1. Custom Instructions include: role, company context, output format

defaults, tone

■ 2. 5+ custom GPTs built and shared with team

■ 3. Code Interpreter pipeline: CSV → analysis → chart → executive

summary

■ 4. DALL-E integrated into presentation workflow

■ 5. Voice mode used daily for hands-free drafting ■ 6. Memory reviewed and curated monthly

■ 7. Branch conversations used for A/B prompt testing ■ 8. Multimodal workflow: text + image + voice in single session

■ 9. GPT actions connected to external APIs/webhooks ■ 10. Usage analytics reviewed (Team/Enterprise tier)



STEVEN SINGER  |  CIO EDITION  |  2026 StevenSinger.org/ai

© 2026 Steven Singer. Gold Standard CIO | StevenSinger.org/ai | steven@stevensinger.org Page 2

■ GOVERNANCE & COMPLIANCE FRAMEWORK

■ Disable memory for sensitive client conversations (Temp Chat mode) ■ Enterprise tier: data not used for training, SOC 2 Type II compliant

■ Do not input PII, proprietary code, or trade secrets in consumer tier ■ Team tier: admin controls, usage analytics, priority access
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