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What would it be worth to you to 

have an extra hour every day? 
 

In today's fast-paced business environment, time has become the most 

valuable resource for us as executives. I am sure you have heard about 

AI tools like ChatGPT, and most business leaders thinks of how AI 

tools can be used by your employees or your team to be more efficient. 

 

The real power of the AI tools available today is however in making top 

management more efficient. Thus freeing up precious time to focus 

on strategic planning and decision-making. 

 

This short ebook is designed to give you step-by-step directions on how 

you can quickly set up and start using three AI tools ChatGPT, Bing and 

Midjourney to save up to one hour a day! 

 

 

  

  



Introduction 
The tips in this book is based on my own personal experience spending a great 

many hours on research and experimenting with a large number of  different 

AI tools, and how I can boost my own personal efficiency as an executive at a 

large company. They are also based on the learnings of  a public experiment I 

did in building an “AI-first” company in just 30 days, that turned into 

IntelliTees.ai, and that was profitable after just 12 days. 

 

An estimated 2000 new AI tools 

was released in the past 30 days as 

of  me writing this, so it is 

impossible to keep even an e-book 

like this up to date. Therefor the 

focus is on showing some 

practical applications for you as an 

executive in boosting your 

productivity using generative AI 

utilizing a few select AI tools. 
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Disclaimer 
Before using any of  the tips or tools mentioned in this e-book, please consult 

with your IT and legal department about your company policy on using such 

tools. Also never use these tools on sensitive data, personal data, trade secrets 

etc.   

Copyright Alexander Haneng 2023 

All images are created with Midjourney 

http://intellitees.ai/


ChatGPT: How to set it up 
ChatGPT can be used through a web browser on your 

PC/Mac or on your phone. I highly recommend getting the 

paid ChatGPT Plus service to access the latest version of  

ChatGPT and avoid usage limits. It is only $20/month and it will make you 

much more than that in saved time. 

 

1. Go to https://chat.openai.com/auth/login 

2. Sign up for an account or sign in with your Google or Microsoft account 

3. Subscribe to ChatGPT Plus 

4. Once you have set up everything you will see a new chat window. Make 

sure to select GPT 4 before entering your prompts 

 

https://chat.openai.com/auth/login


Bing Chat: How to set it up 
Bing Chat is free and offers ChatGPT 4 in addition to web 

access. You need to use the Edge browser on your PC or 

download the Bing app to your phone to access the service. 

 

1. Go to https://bing.com 

2. Click on “Chat” 

3. Set the conversation style to “Creative” 

4. Start typing your prompts. 

 

 

https://bing.com/


Midjourney: How to set it 

up 

Midjourney is a little bit tricky to set up and use, but not very 

difficult once you understand its little quirks. You need to access Midjourney 

through a service called Discord in your browser. Midjourney is free, but I 

would recommend subscribing to the paid version at $10/month. 

 

1. Go to https://www.midjourney.com/auth/signin/ 

2. Click “Join the beta” 

3. Create a free discord account by choosing your user name and following 

the steps. 

4. Once inside the Midjourney Discord click on one of  the channels 

named “Newcomer rooms” 

5. In the Message field at the bottom enter /imagine and hit enter. Now 

enter the text description of  the image you want Midjourney to create. It 

will take about 1-3 minutes and 4 pictures will show up. By clicking the V 

buttons, you can make variants of  this image, and with the U buttons 

you can get the full size image. 

6. What is confusing for many is that your channel feed will also be filled 

up with other user’s pictures and finding yours might be a little difficult. 

 

https://www.midjourney.com/auth/signin/


Tip #1: Give you a summary 

of a long text 
Tool: ChatGPT  

Do you need to summarize a long text such as a long memo or meeting notes? 

Using ChatGPT you can do it so much faster than even asking someone else to 

do it for you. In addition it can also list out any decisions made or any action 

items that came out of  the meeting.   

 

Open a new ChatGPT window and write the following text prompt: 

Give me an executive summary of the meeting notes in a single paragraph. 

Include a bullet list of any decisions that were made. 

 

Then paste the text you want to summarize (max 4000 characters) below and 

hit enter.  

 



Tip #2: Query the contents 

of a long text 
Tool: ChatGPT  

In addition to the ability to summarized long texts you can also 

ask questions about the text. For example in a long meeting notes text you can 

ask “Who voted in favor of  the decision to buy the widget?” 

 

Open a new ChatGPT window and write the following text prompt: 

What were the biggest concerns during the meeting. 

Then paste the text you want to query (max 4000 characters) below and hit 

enter.  

 

You can also query the text by specifying your own role: 

As the CFO what tasks did I get in the meeting? 

 



 Tip #3: Create an outline for 

a strategy document, 

marketing plan etc. 
Tool: ChatGPT 

Quickly create an outline for almost anything. Then divide the sections up to be 

worked on by the relevant managers or departments. This gives you a super 

quick start to any new project since you don’t have to wait for someone else to 

come up with and write the outline.  

 

Open a new ChatGPT window and write the following text prompt: 

Give me a 5 point outline for a company strategy document  

 



Tip #4: Make your event 

names, titles, and slogans 

better 
Tool: ChatGPT  

Trying to come up with a clever title for a presentation or project name? Or 

maybe you need a new slogan? Let ChatGPT give you multiple suggestions, 

and you can even combine several of  them yourself  to create an even better 

version.  

 

Open a new ChatGPT window and write the following text prompt: 

We are hosting a breakfast seminar for customers about trends in our 

industry. Give me 10 suggestions for titles. 

 

 

 

  



Tip #5: Rewrite your text to 

make it better 
Tool: ChatGPT  

Written a piece of  text that you just aren’t happy about? Should it sound more 

professional? Be more convincing or funnier? Let ChatGPT help you to 

rewrite your text.  

 

Open a new ChatGPT window and write the following text prompt: 

Rewrite the following text in 3 different ways: make it better, make it more 

convincing and make it funnier “We are happy to invite you to our 

breakfast seminar about industry trends. Coffee and pastries will be served. 

And we will have two speakers. We really hope you will attend» 



Tip #6: Spark creativity  
Tool: ChatGPT  

AI can be great tool when it comes to sparking new ideas 

and unleashing creativity when you are stuck. From 

suggestions to what to do to refresh your product lines to 

what should be the theme of  your next office party. ChatGPT can give you 

some great suggestions to start off  with. 

 

Open a new ChatGPT window and write the following text 

Give me 10 suggestions of themes for our next office party 



Tip #7: Do basic research on 

(almost) any topic 
Tool: Bing Chat  

Do you need to do some quick basic research for your next meeting or 

business case? There is no quicker way than asking AI for some basic insights 

to get you started. 

 

The last knowledge update for ChatGPT was in September 2021 and it can’t 

access the internet, so to do updated research you need to use Bing Chat.  

 

Open a new Bing Chat window and write the following text 

What is the smart phone penetration in Africa? 

 

  



Tip #8: Write a draft for a 

blog, social media post or 

other types of content 
Tool: ChatGPT 

Got a guilty conscience for not posting as much as you planned on the 

company blog or on LinkedIn? With ChatGPT you can turn your high-level 

ideas into a full blog post in just a few minutes. The results are often 90-95% 

complete, and you can spend a few minutes editing the AI suggestions to make 

it perfect instead of  writing everything from scratch. You can also specify the 

destination (Twitter, LinkedIn etc.) to get the right formating, even including 

appropriate emojis. 

Open a new ChatGPT window and write the following text prompt: 

I think that AI will affect the publishing industry in a positive way liberating 

authors to create more and better. Write a two paragraph LinkedIn post 

about this. 

  



Tip #9: Explain advanced 

topics in simple terms 
Tool: ChatGPT 4 

As a business executive you come across unfamiliar lingo or expressions all the 

time. From tech jargon to legalese, to the latest fad in business management 

theory. ChatGPT can not only explain the topic to you, but it can also even 

explain it at any age level. That way you can get a quick basic understanding of  

even the most advanced concept in a few minutes. 

 

Open a new ChatGPT window and write the following text prompt: 

Explain in short what quantum computing is to an adult, a 12-year-old 

and a 5 year old  

 



Tip #10: Ask you expert 

questions to help you 

decide 
Tool: ChatGPT  

Stuck when trying to make an important decision? Need someone 

knowledgeable on the subject to discuss it with? ChatGPT can ask you a series 

of  questions to get you thinking. 

 

Open a new ChatGPT window and write the following text 

I need to decide on which job candidate to hire. Ask me a few questions to 

help me choose  



Tip #11: Give you an 

executive summary of a 

web page 
Tool: Bing Chat 

Did your boss or maybe colleague send you the link to a lengthy article that you 

need to read before the next meeting? Short on time? Unlike ChatGPT, Bing 

Chat can access the internet. You can get Bing Chat to give you an executive 

summary of  the contents of  a web page by providing the URL. 

 

Open a new Bing Chat window and write the following text prompt 

Give me an executive summary of this research briefing by MIT 

https://cisr.mit.edu/publication/2020_0201_InnovatingGreaterValueFaster_

Fonstad 

 



Tip #12: Create a multiple-

choice quiz 
Tool: Bing Chat 

Using a multiple-choice quiz can be a great way for you or 

your team to learn a new topic. Or maybe you want a fun quiz for a company 

social event. A pro tip is to copy the results into a tool like Kahoot to make the 

experience even more fun and let people compete in real time. 

 

Open a new ChatGPT window and write the following text prompt 

Make a multiple choice quiz with 3 questions with 3 options each about 

marketing. Add the correct answers at the end  



Tip #13: Analyze market 

trends and the impact on 

your industry 
Tool: Bing Chat 

Need a quick up-to-date analysis of  market trends in your industry? Simply ask 

the AI for the most important trends in your industry and their effects. 

 

Open a new Bing Chat window and write the following text prompt 

What are 3 trends that are going to affect the logistics industry 

 

 

  



Tip #14: Create checklists 

for almost anything 
Tool: Bing Chat 

Having the right check list in hand can be crucial (just ask any airline pilot in the 

world) and with AI you can create a detailed checklist to accomplish your goals 

for almost anything. 

 

Open a new Bing Chat window and write the following text prompt: 

Give me a 5 point checklist for the most important tasks when taking the 

position as the CEO at a company 

 

 

 



Tip #15: Quickly get an 

overview of the top 

software in a category 
Tool: Bing Chat 

Do you need to summarize a long text for an email or meeting notes? Using 

ChatGPT you can do so much faster than even asking someone else to do it 

for you. It can not only give you a summary, but also list out any decisions 

made or action items.  Pro tip: Once summarized you can continue to ask 

questions about the contents, like “What was the main concerns?” or “Who 

voted in favor of  the decision?” 

 

Open a new ChatGPT window and write the following text 

What are the top 5 software for sales teams at Fortune 500 companies? 

 

  



Tip #16: Learn new skills 

and knowledge by asking 

for courses, tutorials, 

books, podcasts, videos, etc. on 

any subject 
Tool: Bing Chat 

As a busy executive it might be hard to find the time to acquire a new skill or 

knowledge. By using AI, you can quickly get a list of  resources that will help 

you learn in no time. From book recommendations to videos and podcast 

episodes. Starting to learn a new skill has never been quicker. 

 

Open a new Bing Chat window and write the following text prompt 

Give me links to good resources where I can learn the basics of podcasting 

 

  



Tip #17: Add a fun story 

to your next speech 
Tool: Bring Chat 

Everybody loves a good story, and with AI you can have a fun and poignant 

story ready for any occasion! 

Open a new Bing Chat window and write the following text prompt 

I'm speaking in front of my sales team. What is a short and fun story I can 

tell them that also includes some sound advice on selling? 

 

  

  



Tip #18: Do brainstorms 
Tool: Bing Chat 

Stuck on a problem? Do a brainstorm together with the AI to 

come up with potential solutions. Once Bing has come up 

with the first ideas, you can send your own ideas or reflections back to the AI 

for it to consider. 

 

Open a new Bing Chat window and write the following text 

Brainstorm with me some potential solutions for finding cost savings in our 

restaurant business 

 

 

 

  



Tip #19: Get free images for 

your next presentation 
Tool: Midjourney 

Sick of  using the same company stock photos? Can’t find the perfect picture to 

fit your message? Or simply can’t afford professional photographers? Using the 

AI tool Midjourney you can create photorealistic images by simply providing a 

text description of  the phot you want. 

 

The best part is that it is both free and copyright free! 

 

In Midjourney write the following text prompt: 

/imagine an office meeting room with a chart that shows increased sales 

 

 

  



Tip #20: Get your point 

across with a surprising 

image 
Tool: Midjourney 

To leave a lasting impression, it's essential to deliver something that not only 

stands out but also stirs surprise. Leveraging an AI tool like this empowers you 

to craft images that push the boundaries of  imagination, blending two ordinary 

elements in an unexpected way., that also underscores your message and creates 

an unforgettable narrative. 

Imagine you start your presentation with “Well they said at the start of  the year 

that there was no way we would reach our sales projections, then this 

happened.” Show the image below to make the point that you did make it! 

In Midjourney write the following text prompt: 

/imagine pigs with wings flying over a city 

 

 

  



Tip #21: Spark 

imagination and 

creativity in your team 
Tool: Midjourney 

Are you working on a new physical product? Why not use Midjourney to come 

up with unique  ideas to get the creative juices flowing? Say for example you are 

crating a new line of  colorful sneakers. Ask Midjourney to create some images. 

 

In Midjourney write the following text prompt: 

/imagine a female model wearing colorful sneakers in Milan 



Tip #22: Master styles  
Tool: Midjourney 

To get absolute stunning and unique pictures out of  

Midjourney the trick is to add the phrase “in the style of…” 

 

In Midjourney write the following text prompt: 

/imagine a woman in a business suit in an office in the style of …   

Double exposure Photo realistic 

Drawing 2D illustration 



Tip #23: Create images 

for articles and social 

media 
Tool: Midjourney 

Need an image to illustrate your LinkedIn post? Or maybe something to go 

with your recent article about cyber security on Forbes.com? It has never been 

simpler to create images that are a perfect fit for your message and at the same 

time avoid using those stale old stock photos. 

 

In Midjourney write the following text prompt: 

/imagine an illustration of cyber defense in a company 

 

 

 

  

  



Tip #24: Create product 

image mockups 
Tool: Midjourney 

Working on a new product? With Midjourney you can do quick product image 

mockups to quickly get a sense for what such a product could look like to 

decisions makers. It also sparks the creative imagination of  the team working 

on it. 

 

In Midjourney write the following text prompt: 

/imagine a cereal box for business executives in an office in a photorealistic 

style with a business man on the packaging 



Tip #25: Now it is time to 

get your team on board 
 

The previous tips have been about how you can work more efficiently using AI 

tools. Remember that you should also equip the rest of  your team with these 

powerful tools. Just imagine the productivity gains and the higher morale of  

not having to do a lot of  the grunt work and get results quicker. It also frees up 

time in your team to focus on creativity and high-level decisions making and 

strategic discussions. 

 

Set up a meeting with your team three days from now, and in the meeting go 

through some of  the tips in this ebook together.  

 

 

 

 

 
 

 


