BEGINNER ACTIVITY 1 · WRITE A NOTE YOU'VE BEEN MEANING TO SEND
BEGINNER ACTIVITY 1 OF 3 · ABOUT 15 MINUTES
Write a note you’ve been meaning to send
An email to a grandchild, a thank-you card, a firm letter to a company. You say what you want; it writes the first draft; you make it yours.
	Before you start
Have the Start Here sheet done: ChatGPT open in your browser, signed in, text made bigger. If you are using Gemini or Copilot instead, every step below works the same way.
You don't have to type fast or spell perfectly. It understands plain English, typos and all.



Step 1  Tell it who the note is for and what you want to say
Click New chat. Then type a message like the one below. Change the details to fit your life: a different grandchild, a friend, a neighbor. The more you tell it, the better the draft.
	TYPE THIS (OR CLICK THE MICROPHONE AND SAY IT):
Help me write a short, warm email to my granddaughter Emma, who just started college. I want to say I'm proud of her, ask how her classes are going, and mention that a care package is on the way. Keep it under 120 words. Make it sound like me: friendly and a little bit funny, not formal.


What you should see: a complete email appears in a few seconds, with a greeting and a sign-off. Read it. Some of it will sound like you, and some of it won't. That is normal; the next step fixes it.
Step 2  Talk back to it
This is the part most people miss. You don't have to accept the first draft. It remembers everything in the conversation, so you can just say what you want changed. Try two or three of these, one at a time:
	TYPE THIS (OR CLICK THE MICROPHONE AND SAY IT):
Shorter, please. And add a joke about how I still can't work the TV remote.



	TYPE THIS (OR CLICK THE MICROPHONE AND SAY IT):
That sounds too formal. Make it sound like a grandmother talking, not a greeting card.



	TYPE THIS (OR CLICK THE MICROPHONE AND SAY IT):
Add a line asking whether her roommate is nice.


What you should see: a new version each time, keeping what you liked and changing what you asked for. If you liked an earlier version better, say so: “Go back to the second version.”
Step 3  Copy it into your email
1. Move your mouse to the bottom of the answer. A row of small icons appears. Click the Copy icon (two overlapping squares). The text is now copied.
1. Open your email, start a New message, click in the body, and paste: hold Ctrl and tap V (Mac: Cmd and V). Or right-click and choose Paste.
1. Read it one more time and change any words that don't sound like you. Then send it, or save it as a draft for later.
Step 4  Now try a different kind of note
Pick whichever one you have actually been putting off. Change the details to match your real situation, but leave out account numbers and addresses.
	A LETTER TO A COMPANY
Write a polite but firm letter to my internet company. They charged me twice in October for the same month. I want the extra charge refunded and a written confirmation. Keep it to one page and keep the tone calm.



	A THANK-YOU NOTE
Write a short thank-you note to our neighbors, Bob and Linda, for bringing dinner over when I had my knee surgery. Mention that the lasagna was the best I've had in years.



	A BIRTHDAY MESSAGE
Help me write a birthday message for my brother, who is turning 80. He was in the Navy, loves bad puns, and we have been arguing about baseball for 70 years.


Make it yours
1. Say who you are. “I'm a retired nurse” or “I'm writing as a grandfather” changes the voice.
1. Say how long. “Under 100 words,” “three sentences,” “one page.”
1. Say the tone. Warm, funny, businesslike, firm, apologetic, cheerful.
1. Give it the facts. Names, dates, what happened, what you want to happen. It cannot know what it isn't told.
If something goes wrong
1. It wrote too much. Type: “Shorter.” That's enough.
1. It sounds stiff. Type: “Make it sound like a real person, not a lawyer.”
1. You don't like it at all. Type: “Try again, completely different.”
1. It invented a detail. It sometimes adds things you never said (a made-up date, a wrong name). Just correct it: “Her name is Emma, not Emily.” And always read before you send.

	Keep it on the postcard side of private
First names are fine. Addresses, phone numbers, account numbers, and anything you wouldn't write on a postcard stay out of the chat. You can always add those yourself after you paste the note into your email.
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