START HERE · GETTING SET UP
BEGINNER HANDOUTS · START HERE · ABOUT 5 MINUTES
Getting set up
Do this once, then pick any of the three activities. A helper is at every table; wave one over any time.
Step 1  Open your web browser
Chrome, Edge, or Safari, whichever you normally use to look at websites. It is the program you use for Google or your email.
Step 2  Go to chatgpt.com
Click in the long address bar at the very top of the window, type chatgpt.com, and press the Enter key.
Step 3  Sign in (a helper can do this with you)
1. Click Log in. If you have a Gmail address, click Continue with Google and choose your account. That is the easiest way.
1. No Gmail? Click Sign up and use any email address. You will choose a password; write it down somewhere safe.
1. You can try typing questions without signing in, but making pictures and keeping your conversations both need an account. The free plan is enough for everything in these handouts.
Step 4  Make the text bigger
Hold down the Ctrl key and tap the + key two or three times. (On a Mac: hold Cmd and tap +.) Everything on the page grows. Ctrl and – makes it smaller again.
Step 5  Find the typing box
At the bottom of the page is a box that says Ask anything. Click inside it, type a message, and press Enter (or click the arrow button at the right end of the box). Try it now:
	TYPE THIS (OR CLICK THE MICROPHONE AND SAY IT):
Hello! I'm new to this. In two or three sentences, what can you help a retired person with?


What you should see: a friendly answer appears within a few seconds, word by word. That is all there is to it: you type, it answers, you type again.
Step 6  Hate typing? Use the microphone
Look for a small microphone icon in or next to the typing box. Click it, say your message out loud in an ordinary voice, then click it again (or the “done” check mark). Your words appear as text. If your browser asks permission to use the microphone, click Allow. If you don't see a microphone, typing works just as well.
Step 7  Starting a new topic
Each conversation is called a chat. When you change subjects, click New chat (the pencil-and-square icon near the top left). Your old chats are saved in the list on the left, so nothing is lost.

	Three rules that never change
1. Never type account numbers, Social Security or Medicare numbers, or passwords into a chatbot. Describe your situation instead of pasting the document.
1. It can be wrong, and it sounds confident when it is. Check anything that matters with a real person: your bank, your doctor, your advisor.
1. It is a draft, not a decision. You read it, you change it, you decide.



	Optional: the privacy switch (two minutes)
1. By default, free accounts let the company use your conversations to improve its product. You can turn that off: click your name or initials (usually a circle in a corner of the page), then Settings, then Data controls, and switch off “Improve the model for everyone.” A helper can show you.
1. Using Gemini instead? Go to gemini.google.com and sign in with Google. Using Copilot? Go to copilot.microsoft.com. The typing box, the microphone, and the “new chat” idea are the same.
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