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Playbook: How to Sign in and Begin Using ChatGPT’s Free Version 

 

1. Getting Started 

Objective: By the end of this section, you will be able to successfully access and sign in to 
ChatGPT's free version. 

2. Accessing the Website 

• Step 1: Open your preferred web browser (e.g., Chrome, Firefox, Safari). 
• Step 2: In the address bar at the top of the browser, type in the following URL: 

https://chat.openai.com/ and press Enter. 

3. Creating an Account (If You Don't Have One) 

Objective: Set up a free account to access ChatGPT. 

• Step 1: On the ChatGPT homepage, click on Sign Up. 
• Step 2: You can sign up using your email, Google, or Microsoft account. Choose the 

method you prefer. 
• Step 3: Follow the prompts to enter your information (email address, password, etc.). 
• Step 4: Verify your email address by clicking the link sent to your inbox (check your 

spam or junk folder if you don’t see it). 
• Step 5: Once your email is verified, return to the ChatGPT site. 

4. Signing In 

Objective: Sign in to start using ChatGPT. 

• Step 1: On the ChatGPT homepage, click on Log In. 
• Step 2: Enter your email address and password or use the Google/Microsoft sign-in if 

you signed up that way. 
• Step 3: Click Log In to access your account. 

5. Navigating ChatGPT 

Objective: Understand the basic layout and features of ChatGPT. 

• Step 1: After logging in, you’ll see the ChatGPT interface, which consists of a text box at 
the bottom and the main chat window above it. 

• Step 2: The chat window displays the conversation. You can scroll up to review past 
interactions. 

• Step 3: The text box is where you will type your questions or prompts. 

https://chat.openai.com/


Log Cabin Schoolhouse 
 

2 
 

6. Starting a Conversation 

Objective: Learn how to interact with ChatGPT effectively. 

• Step 1: Click inside the text box at the bottom of the screen. 
• Step 2: Type a question or prompt. For example: "What are some fun science 

experiments I can do at home?" 
• Step 3: Press Enter or click the Send button to submit your prompt. 
• Step 4: ChatGPT will respond in the chat window. Read through the response and ask 

follow-up questions if needed. 

7. Best Practices for Using ChatGPT 

Objective: Learn how to ask effective questions and engage with ChatGPT for the best learning 
experience. 

• Tip 1: Be Clear and Specific - When asking questions, try to be as clear and specific as 
possible to get the best response. 

• Tip 2: Use Follow-up Questions - If you don’t understand something, ask follow-up 
questions like, “Can you explain that in simpler terms?” 

• Tip 3: Explore Different Topics - ChatGPT can help with a variety of subjects. Don’t 
hesitate to explore topics ranging from history to math to creative writing. 

8. Logging Out 

Objective: Learn how to securely log out of ChatGPT. 

• Step 1: When you’re done using ChatGPT, click on your profile icon in the top right 
corner. 

• Step 2: Select Log Out from the dropdown menu. 
• Step 3: Close your browser to ensure your session is fully ended. 

9. Troubleshooting 

Objective: Handle common issues that might come up while using ChatGPT. 

• Issue 1: Forgot Password? - If you forget your password, click on Forgot Password on 
the login page, and follow the instructions to reset it. 

• Issue 2: Access Issues? - If the site isn’t loading, check your internet connection or try 
using a different browser. 

• Issue 3: Email Verification Not Received? - Ensure you’ve entered your email correctly 
and check all folders (spam, promotions, etc.). 

 

Final Note: 
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Remember, ChatGPT is a tool to help you learn and explore new ideas. Use it responsibly, ask 
thoughtful questions, and enjoy the process of discovery! 
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