
Using ChatGPT in Your Workflow: Capabilities,
Use-Cases, and Cautions
ChatGPT (and similar AI language models) can be a powerful assistant for many tasks – from writing
code and documents to summarizing information – but it also has important limitations. It excels at
generating human-like text quickly and synthesizing ideas, yet its knowledge is static and its outputs
can contain errors. According to experts, ChatGPT can assist with code examples and explanations in
many languages , quickly produce drafts or summaries , and outline steps to solve problems .
However, its training data is fixed (usually up to 2021–2023) so it cannot access real-time facts , and it
may “hallucinate” or make up information . In practice, the best use of ChatGPT is as a creative
or drafting aid – an assistant to speed up work – rather than a source of final answers.

Key Strengths and Use-Cases

Code Writing & Debugging: ChatGPT can generate sample code, explain syntax, and even
convert code between languages. For example, it can draft HTML/CSS/JavaScript snippets or
Python functions given clear prompts . It can suggest refactoring ideas (like extracting
duplicate code into functions) to improve readability . It often helps with small to medium
coding tasks (e.g. writing a new function or API endpoint) much faster than coding from scratch

. It can also rewrite code (say, JavaScript to Python), though one must test carefully –
even a small mistake (like wrong capitalization) can break the code .
Data and Scripting Tasks: The model can assist in data-related work, such as generating scripts
to transform or clean data. It can help write SQL queries, data-migration scripts, or Python/R
code for analysis . For instance, ChatGPT can outline how to convert CSV files to a
database schema or suggest visualization code. By automating boilerplate, it lets you focus on
interpreting results rather than writing every line of code.
Writing and Documentation: Because ChatGPT is a text generator, it’s great for drafting and
polishing written content. It can write outlines, summaries, reports, or documentation on
demand. It quickly synthesizes information into readable text . You can ask it to list key
points, explain concepts, or even draft LaTeX equations and code (if you specify the format) .
This makes it useful for preparing slides, reports, emails, or teaching materials.
Idea Generation and Brainstorming: ChatGPT can brainstorm ideas, suggest strategies, or
provide examples. By prompting it for lists or use cases, you can jumpstart creative work. For
example, asking for “5 key strategies for…” yields structured answers . It can also adopt roles
(“Act as a seasoned developer…” ) to give more focused advice.
Learning and Tutoring: The model can explain complex concepts step by step. If you ask “How
do I do X?”, it often breaks the task into parts and explains them . This makes it a handy
tutor or assistant when you’re learning a new tool or process. For instance, one writer noted
ChatGPT gave a “really high-quality step-by-step guide” when asked about a technical setup .

Limitations and Weaknesses

No Real-Time Knowledge: ChatGPT’s knowledge is frozen at its last training update (often late
2021 or 2023). It cannot fetch current data or events. As a result, its answers on recent
technologies, libraries, or news may be outdated or missing. It “pulls responses from static,
rather than live, data” . 
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Accuracy / Hallucination: The model may confidently give wrong or made-up answers. In fields
needing precision (like law, medicine, or advanced math), it can “make things up” – for example,
it has generated fake legal citations in one documented case . It also struggles with
complex math or reasoning: without being a true calculator, it often errs on non-trivial
computations . In short, always verify facts it provides.
Context & Memory: ChatGPT has limited understanding of context. It processes each prompt
independently and doesn’t remember past chats unless the conversation is explicitly kept active.
It “lacks essential context retention” , so you must provide sufficient detail each time.
Ambiguous questions or insufficient context will lead to confusion or wrong answers .
Inconsistent Reasoning: While ChatGPT can follow patterns, it isn’t reasoning from first
principles. It may miss nuances or the “big picture” – for example, building a large application
with multiple interconnected parts is difficult for it . It tends to work best on well-defined,
self-contained tasks. For very large codebases or architecture, its suggestions can be disjointed.
Security and Privacy: Since it doesn’t run code, any code it suggests should be reviewed.
ChatGPT might suggest insecure practices (e.g. lacking input validation) without warning . If
you blindly insert generated code, you could introduce vulnerabilities. Also, be cautious with
sensitive data: don’t feed private credentials or proprietary code into a public AI model. Treat its
output as unverified, not trusted code.
Bias and Ethics: ChatGPT mirrors patterns from its training data. It has no built-in ethics or up-
to-date content filters (beyond what OpenAI provides), so it could produce biased or
inappropriate content if prompted poorly . Always check for unintentional bias or offensive
language, especially in client-facing or public outputs.
Limited Formats: It excels at text and code, but not everything. It can’t generate images or
video (unless you use an extended model), nor can it interact with software on your computer. It
also doesn’t “understand” informal context like jokes or sarcasm in the same way a human
might, so take conversational replies with a grain of salt.

Best Practices and Tips

Prompt Clearly: Your results depend on how you ask. Give ChatGPT a specific, detailed
prompt. Include the context, language, and format you want. For example, instead of “Write
code for X,” say exactly what the inputs, outputs, and constraints are . More detail yields
more useful answers.
Iterate and Refine: Treat the session as a dialogue. Don’t expect a perfect answer at first: if the
response is off, ask follow-up questions or adjust your query. You can say “That’s close, but can
you add X or use Y approach?” ChatGPT remembers the chat context and can refine its answers

. Changing the “temperature” (asking again) often yields new ideas.
Use Structured Prompts: Ask for the format you want. For instance, request bullet points,
numbered steps, or ask explicitly for a code block. ChatGPT can “mix it up” – e.g. “Summarize in 3
bullet points” or “Give me the output as a Python function” . This helps get results you can
directly use or tweak.
Adopt Roles: You can tell it to “act as” an expert. For example: “You are a SQL expert; write a
query…” or “Act like a marketing consultant” . This often makes replies more on-point or
professional.
Review and Edit: Crucially, always critically review its output. Check for accuracy, correct
mistakes, and ensure the style fits your needs. As one guide warns, “ChatGPT is a great tool, but
it’s not a replacement for human review” . For code, run and debug it yourself . For text,
verify facts and rephrase anything unclear.
Test in Pieces: If working on a larger task, break it into smaller chunks. For coding, ask for one
function or module at a time, test it, then move on. For logic problems, use “chain-of-thought”
prompting (asking it to outline steps) to catch mistakes early .
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Supplement, Don’t Replace: Use ChatGPT as a partner, not an oracle. It’s best for
brainstorming, drafting, and exploring ideas. It can speed up routine parts of your workflow, but
let your expertise guide the final result. One article emphasizes “ChatGPT is not designed to
replace humans but to assist them” .

Ideal Use-Cases vs. When to Avoid

Good tasks: Drafting boilerplate code; rewriting or explaining small code snippets; generating
test cases; writing or editing documentation; summarizing articles or data; prototyping features;
creating outlines or slide content; language translation; and brainstorming ideas. For instance, it
can quickly produce sample SQL or Python code that you can adapt .
Caution/avoid: Don’t rely on ChatGPT for final production code or critical calculations without
human checks. Avoid using it as the sole expert on anything requiring up-to-date or specialized
knowledge (like regulatory compliance, medical diagnosis, investment advice, etc.). It’s also ill-
suited to tasks needing empathy or true creativity (it can simulate creativity, but it’s still remixing
patterns) . If a task involves sensitive or proprietary information, use more secure tools or
offline expert help.

Finally, be aware of policies and privacy. For example, some communities (StackOverflow, etc.) currently
ban AI-generated answers . Check any license or confidentiality implications before using generated
content. In summary: leverage ChatGPT’s speed and breadth, but double-check its work. With clear
prompts and careful oversight, it can greatly boost productivity in coding, writing, and research – but it’s
a tool, not a perfection guarantee .

Sources: Discussion of ChatGPT’s capabilities and pitfalls from industry articles and user guides
 (among others). These highlight both practical use-cases and cautionary advice for

integrating AI assistants into workflows. 
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