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Index
A
account creation, 17

choosing platforms (web, desktop, and 
mobile), 19–20

data handling, 20–21
incognito conversations, 21–22
setup, confirming, 22
signing up at claude.ai, 18

account deletion, 32–33
accounts, setting up and managing, 17

interface, touring, 33
controls, locating, 33–35
main screen, navigating, 33
styles and preferences, customizing Claude 

with, 35–37
plan, choosing, 22

Free plan, 22, 25–26
Max plan, 22, 27–28
Pro plan, 22, 26–27
upgrade decisions, 28–29

plans and accounts, managing, 29
billing and payment methods, 31–32
downloading and deleting data, 32–33
login security, 32
subscription changes, 29–31

accuracy vs confidence, 347
Acme Corp, 88
actionable information, 145
action items, extracting, 197
action-oriented messages, 177–178
action plans with constraints, building, 137
adaptive thinking, 163, 314
AI (artificial intelligence), defining, 8
AI-Powered Artifacts, 262

alternative tools, knowing when to use, 14–16
ambiguity in prompts, 358
analysis paralysis, overcoming, 355
analysis templates, 133

content against criteria, analyzing, 133–135
insights in data and documents, finding, 134
options based on priorities, 

evaluating, 135–136
summaries highlighting key points, 135

answer formats, understanding, 144
answer sounding like guesses, 361
Anthropic, 8, 18, 20–21
Anthropic Skills, 105
Apple’s Hide My Email feature, 18
Archived Projects, 89
articles, reports, and documents, 

structuring, 181–182
artifacts, 10, 20, 251, 261, 280. See also Claude 

Design; Projects; visualizations
Claude Design for visual projects, 

exploring, 282
effective artifact requests, 274

clear descriptions, providing, 275
context and constraints, providing, 275–276
initial versions, testing and 

troubleshooting, 276
enabling, 262–263
exploring, 263–264
exporting artifacts for external use, 280–281
first artifact, requesting, 264–265
recognizing when artifacts are needed, 265

automatic artifact creation, 
understanding, 267–268

specific artifact formats, requesting, 268
what artifacts do beyond conversations, 267
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artifacts (continued)
refinement through iteration, 276

existing artifacts for new uses, remixing, 279
features and improvements, 

adding, 277–278
fixing problems and adjusting 

behavior, 278–279
successful artifacts into new Projects, 

bringing, 281–282
types, 269

data visualizations and diagrams, 
creating, 271–272

formatted documents and reports, 
building, 270–271

interactive tools and calculators, 
creating, 269–270

matching goals to artifact types, 274
web components and layouts, 

designing, 273–274
assumptions, unstated, 338
audience and tone, determining, 170
authentication, passwordless, 18
authoritative sources, verification with, 289
automatic artifact creation, 

understanding, 267–268
automatic saving, 92
automatic vs manual saving, 92–93
automation without coding, 220–221
autonomous desktop agent, 317

B
background, adding, 60–61
better framing, restarting with, 340
big goals into manageable steps, 

breaking, 207–208
big projects into manageable steps, 

breaking, 138
billing and payment methods, 31–32
Billing section in Settings, 31
blank page, 227, 240
blank page paralysis, overcoming, 354
blank page problem, 170–171

blank page syndrome, overcoming, 170
getting started, 171–172
outlines and first drafts, creating, 172–173

blank prompts, starting from, 122
bracketed variables, 141
brainstorming, 202, 228, 356. See also idea 

generation; targeted ideas, generating
brand voice and consistency, 

maintaining, 233–234
breakpoints, recognizing, 75–76
browser version, 19
browsing and installing plugins, 331–332
buffers in project planning, 209
built-in conversation starters, 122–124
built-in knowledge, 285

vs current facts, 296–297
business decisions, learning for, 189

C
Calculate Payment button, 264
calculators

interactive, 269–270
mortgage, 275

camera capabilities, 19–20
Canva, 26, 109
charts and diagrams, understanding,  

225–226
clarifying questions from Claude, 357–358
clarity-brevity-action triangle, 177
clarity editing, 173
clarity, importance of, 56–58
Claude, defined, 1
Claude Design, 282
Claude Haiku, 312
Claude Opus, 312
Claude Sonnet, 312
Claude’s Choice (conversation starter), 122
clear descriptions, providing, 275
clear request, 39

follow-up questions, asking, 41–42
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reading and using Claude’s response, 41
understanding, 40–41

client and Project-specific knowledge, 
managing, 88

code and technical implementation, 13
code and technical instructions, 

following, 144–145
Code (conversation starter), 122
code execution, 219, 249
cognitive biases, checking for, 207
combining techniques, 155

keeping prompts simple, 163
complexity hurting results, 

troubleshooting, 164–165
one technique, when enough, 164
overengineering, recognizing, 163–164

multiple instructions, layering, 157
examples + style + format, combining, 160
pattern + context + requirements, 

applying, 160–161
role + task + constraints, 157
role-setting, when it helps, 157–160

powerful combinations, ready-to-use, 161
example + template + constraint 

technique, 162–163
question type + reasoning + critique 

method, 162
role + context + style approach, 161–162

putting techniques together, 166
reusable workflows, creating, 165

multistep processes, building, 165
successful combinations, saving,  

165–166
workflows for new situations, adapting, 166

why it works, 156
layering, when it adds value, 156–157
multiple requirements, handling, 156

common problems, fixing, 337
Claude misunderstandings, fixing, 337

better framing, restarting with, 340
missing context, adding, 339
specificity, improving, 338–339

generic responses, avoiding, 341
constraints, adding, 342–343
examples, providing, 341–342
styles and formats, requesting, 343

problem patterns, understanding, 349–350
quality problems in responses, 

diagnosing, 343
asking too much at once, avoiding, 344–345
different prompt approaches, trying, 346
enough information, verifying, 345

recognizing when Claude seems wrong or 
confused, 347

confidence mistakes, spotting, 347
external verification, knowing when 

needed, 349
sources and reasoning, requesting, 348

compelling presentation outlines, 
outlining, 234–235

competitive intelligence, 295
completeness and accuracy, checking 

for, 145–146
complex calculations, 14
complexity hurting results, 

troubleshooting, 164–165
complex requests, working through, 73

breaking requests into steps, 74–75
breakpoints, recognizing, 75–76
follow-up questions for refinement, 76
start afresh, knowing when to, 76–78

complex topics
confusing concepts, breaking down, 186–187
explanations at one’s level, 187–189
learning quickly, 354
learning without fear, 189–190
simplified, 11

computer use, 329
in Cowork, 329–330
enabling, on computer, 330–331

Computer Use toggle, 330, 331
confidence mistakes, spotting, 347
confident-sounding mistakes, spotting, 147
confusing concepts, breaking down, 186–187
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connected service, working with, 113
connection stage in long-form writing, 181
Connectors, 26–27, 102, 318, 329–330

directory, 112
permissions, reviewing, 113

consistency across sections, maintaining, 182
constraints, 57, 62–63

adding, 342–343
paradox, 63
in templates, 125, 137, 141–142

contact forms, 273
content against criteria, analyzing, 133–135
content between styles, transforming, 127–128
content creation for work and life, 227

idea generation, 227
brainstorming, 228
finding angles others miss, 230
first ideas, pushing past, 229

presentations and slide content, building, 234
compelling presentation outlines, 

outlining, 234–235
speaker notes and scripts, creating, 237
writing slide text that works, 236

recipes, meal plans, and travel itineraries 
creation, 238

detailed travel itineraries, creating, 239–240
meals, planning, for dietary needs, 238–239

social media and marketing content, 
writing, 231

brand voice and consistency, 
maintaining, 233–234

tailoring content for different 
platforms, 232–233

writing posts that get responses, 231–232
content for specific audiences, 

generating, 125–126
content, long-form, creating, 180

articles, reports, and documents, 
structuring, 181–182

consistency across sections, maintaining, 182
ideas into complete pieces, developing,  

183–184

context analysis, 57
context and constraints

including, 62–63
providing, 275–276

context for Claude, providing, 60
background, adding, 60–61
context and constraints, including, 62–63
examples, using, 61–62

context in long conversations, managing, 154
context + task + style + format, 157
context window, long, 10
contingency planning, 210
continuing vs starting afresh, 154
controls, locating, 33–35
conversations. See also multi-turn 

conversations; voice mode
history, 25

managing, 44–45
vs search engine approach, 73–74

Copilot, 8
copy-and-use analysis templates, 133

content against criteria, analyzing,  
133–135

insights in data and documents, finding, 134
options based on priorities, 

evaluating, 135–136
summaries highlighting key points, 135

copy-and-use learning templates, 
exploring, 129

comparing concepts and differences,  
130–131

explanations tailored to knowledge 
level, 129–130

problems, diagnosing and fixing, 132–133
skills, mastering step-by-step, 131–132

copy-and-use planning templates, viewing, 136
action plans with constraints, building, 137
big projects into manageable steps, 

breaking, 138
targeted ideas, generating, 138–139
templates for recurring tasks, 

developing, 139–140
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copy-and-use writing templates, reviewing, 125
content between styles, 

transforming, 127–128
content for specific audiences, 

generating, 125–126
existing text, improving and refining, 126–127
length adjustment without losing 

meaning, 128–129
Copy button, 280
copy feature, 44
copying and sharing responses, 44
Cowork (desktop agent), 27, 317

computer use in Cowork, 329
computer use, enabling, 330–331
computer use in Cowork, 

understanding, 329–330
Dispatch for phone-based tasks, 325

Dispatch setup, 325–328
tasks and results through Dispatch, 

managing, 328–329
getting started with Cowork, 319

first task, setting up and running, 319–321
monitoring progress and mid-task 

steering, 321
limits, 333

current limitations, 333–334
work safety practices, 334–335

one-off tasks in, 322
plugins and scheduled tasks, 331

browsing and installing plugins, 331–332
scheduled tasks, setting up, 333

Projects in Cowork, organizing work with, 322
Cowork Project, creating, 322–323
global and folder instructions, 

setting, 324–325
understanding, 318

Cowork vs regular chat, 318
tasks to hand off, identifying, 319

Cowork Plugin Create plugin, 332
Cowork Project, creating, 322–323
cross-conversation memory of Claude, 92
CSV files, 219, 220

current data, 285–287, 289, 298, 299
current information, accessing, 283

combining Claude’s knowledge with 
fresh data, 296

building reports using both 
sources, 298–299

built-in knowledge vs current facts,  
296–297

training data with search results, 
blending, 297–298

knowledge cutoff, overcoming, 283
knowing when current data 

matters, 285–286
web search vs research mode, 284–285

research mode for deep investigation, 291
getting reports with citations, 293–295
research mode to Google Workspace, 

connecting, 293
research strategies beyond publication 

workflows, 295
when research mode beats web 

search, 291–293
web search, 286

current news, prices, and data, getting, 289
enabling, 286–287
search-triggering questions, asking,  

288–289
strengths and limitations, 290

curse of knowledge, 174
Custom Connectors, 110
custom examples, practicing with, 191–192
custom instructions, 93

Projects vs, 86
customization of templates, 124–125
customization tools, 101
Customize hub, 101–102
Customize sidebar, 105
customizing Claude, 50

custom instructions, setting up, 50–51
display and language preferences, 

adjusting, 52–54
styles for different purposes, creating, 52

custom Skills, 105–106
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D
data. See also documents; spreadsheets

downloading and deleting, 32–33
fresh data, combining with Claude’s 

knowledge, 296–299
time-sensitive, 289

data analysis without being a data scientist, 215
numbers, understanding what they mean, 218
patterns in data, understanding, 216
summaries and insights, creating, 217

data handling, 20–21
data quality issues, checking, 249
data-to-insights workflows, 248

data files, uploading and exploring, 248–249
pattern analysis and visualization 

creation, 250–251
results and recommendations, 

presenting, 251–253
data visualizations, 280

and diagrams, creating, 271–272
decision documentation, 258
decision frameworks, 204
decision-making, 212

organizing information for, 197–198
decision-making and problem-solving, 199

getting unstuck, 199
ideas before committing, testing, 202–203
new solutions, finding, 200–201
options, exploring systematically, 201–202
right approach, choosing, 203

making better decisions faster, 204
pros and cons, weighing objectively, 204–205
second opinion, getting, 206–207
trade-offs, analyzing, 205–206

projects and workflows, planning, 207
big goals into manageable steps, 

breaking, 207–208
obstacles and solutions, 

anticipating, 209–210
realistic timelines and milestones, 

creating, 208–209
decision matrices, 197

decision rationale, documenting, 258
decisions

gut feeling vs systematic analysis, 204
trade-offs in, 205–206

decisions and implementation plans, 
documenting, 256–258

decorative role-setting, 158
deep investigation, research mode for, 291, 306

getting comprehensive reports on complex 
topics, 310–311

getting reports with citations, 293–295
research mode conversations, 

starting, 307–309
research mode to Google Workspace, 

connecting, 293
research mode vs regular chat, 309–310
research strategies beyond publication 

workflows, 295
when research mode beats web 

search, 291–293
deep, multi-turn interactions, 9
deep thinking, speed vs, 313
Delete Account, 32–33
dense documents, 196
depth-optimized combinations, 313
desktop app, 19, 319, 321, 323
detail, amount to include, 58–59
development stage in long-form writing, 181
diagnostic feedback, 170, 173
diagrams, understanding, 225–226
dictation feature, 46
dietary needs, planning meals for, 238–239
difficult communications, handling 

diplomatically, 180
discovering best uses of Claude, 10

learning complex topics, 11–12
writing and thinking, 10–11

Dispatch for phone-based tasks, 325
Dispatch setup, 325–328
tasks and results through Dispatch, 

managing, 328–329
Dispatch welcome screen, 326, 327
display preferences, adjusting, 52–54
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distinctive features of Claude, 9–10
document analysis, 9
documents

formatted, 262, 267, 268, 270–271, 280
instant answers from, 212

multiple documents, comparing, 214–215
specific information, finding quickly, 213–214
uploading and asking questions, 212–213

document uploads, 196, 212
domain Projects, 87
draft creation and polish, 10
due diligence, 295
dumb questions, 11

E
editing

clarity, 173
fact-checking, and finalizing, 246–248
polish, 173
structural, 173

editing assistance, 354
editing levels, 173
email option, 18
emails

crafting professional emails, 178–179
drafting, 10
subject lines, 65
writing effective, 177

difficult communications, handling 
diplomatically, 180

professional emails, crafting, 178–179
tone for the situation, getting right, 179

writing in seconds, 353–354
emerging topics, learning about, 295
Enterprise plan, 7, 23
essential features, trying, 42

conversation history, managing, 44–45
copying and sharing responses, 44
responses, regenerating, 43–44

essential vs optional examples, 67–68

example library, building, 68
best examples, saving, 68–69
reusable materials in Projects, organizing, 70
uploaded documents for reference, 69–70

examples
importance of, 64
positive and negative, 65

examples + style + format, combining, 160
example + template + constraint 

technique, 162–163
Excel files, 105, 219–220
existing text, improving and refining,  

126–127
expectations, setting, 71–72
expert fixes, 132–133
explanations

at one’s level, 11, 187–189
tailored to knowledge level, 129–130

exporting data, 32
exports

HTML, 280–281
PDF, 280

extended thinking, 24, 26, 30, 302
differences in, 302–304
thinking insights, using, 306
when to use, 304–305

extended thinking and research mode, 
using, 301

models and modes for tasks, choosing, 311
model differences, understanding, 312
research mode for thorough investigation, 

launching, 315
speed vs deep thinking, 313
switching between models strategically, 314
using standard chat for most tasks,  

314–315
research mode for deep dives, accessing, 306

comprehensive reports on complex topics, 
getting, 310–311

research mode conversations, 
starting, 307–309

research mode vs regular chat, 309–310
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external services, browsing and connecting, 109
connected service, working with, 113
services, connecting to, 110–113

external verification, knowing when 
needed, 349

F
Facebook, 232, 233
fact-checking, 246–248
facts and claims, verifying, 146
fact verification strategies, 146
feedback

diagnostic, 170, 173
“fresh eyes” effect, 174
getting feedback on attempts, 192

Figma, 26, 109, 112
file creation, 105–108, 219
file types, working with, 223

charts and diagrams, understanding,  
225–226

PDFs, Word docs, and spreadsheets, 
processing, 223–224

text from images, extracting, 224–225
file uploads and analysis, 23
first artifact, requesting, 264–265
first drafts

creating, 172–173
creating instantly, 355

first ideas, pushing past, 229
first successful conversations with Claude, 39

clear request, 39
follow-up questions, asking, 41–42
reading and using Claude’s response, 41
understanding, 40–41

customizing Claude, 50
custom instructions, setting up, 50–51
display and language preferences, 

adjusting, 52–54
styles for different purposes, creating, 52

essential features, trying, 42
conversation history, managing, 44–45

copying and sharing responses, 44
responses, regenerating, 43–44

voice mode, getting started with, 46
voice accuracy and editing, tips for, 49–50
voice mode availability, 46–48
voice vs typing, 48–49

first task, setting up and running, 319–321
folder instructions, 325
follow-up questions, 41–42

asking, 41–42
for refinement, 76

follow-ups for added depth, 152–153
follow-ups reference, 152–153
forgetting information, controlling, 98
format requests, 343
formatted documents and reports, building, 

262, 267, 268, 270–271, 280
format, tone, and structure, specifying, 71
forms, contact, 273
Free plan, 7, 22, 25–26

five–Project limit, 91
fresh data, combining Claude’s 

knowledge with, 296
building reports using both sources, 298–299
built-in knowledge vs current facts, 296–297
training data with search results, 

blending, 297–298
“fresh eyes” effect, 174
fresh ideas, generating, 227–231
functional role-setting, 158–159

G
Gamma, 109, 110
generic responses, 358

avoiding, 341
constraints, adding, 342–343
examples, providing, 341–342
styles and formats, requesting, 343

Get Ready to Dispatch screen, 326, 328
GitHub, 109, 110
global and folder instructions, setting, 324–325
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GlobalFirm, 88
global instructions, 324–325
Gmail, 109, 110
good answers, recognizing, 145

completeness and accuracy, checking 
for, 145–146

confident-sounding mistakes, spotting, 147
facts and claims, verifying, 146
knowledge cutoff, understanding, 147

Google AI Mode, 8
Google Calendar, 109, 110
Google Drive, 109, 110
Google Sheets, 222
Google Workspace, 26

connecting research mode to, 293
grammar and style problems, 176–177
guesses, answers sounding like, 361
guessing-style responses, 361

H
Haiku 4.5, 30
hallucinations, 12. See also confident-

sounding mistakes, spotting; facts and 
claims, verifying

handling data and documents, 211
data analysis without being a data 

scientist, 215
numbers, understanding what 

they mean, 218
patterns in data, understanding, 216
summaries and insights, creating, 217

file types, working with, 223
charts and diagrams, 

understanding, 225–226
PDFs, Word docs, and spreadsheets, 

processing, 223–224
text from images, extracting, 224–225

instant answers from documents, 212
multiple documents, comparing, 214–215
specific information, finding quickly,  

213–214
uploading and asking questions, 212–213

spreadsheets and automation, help with, 219
Claude’s spreadsheet solutions, 

understanding, 221
repetitive work without coding, 

automating, 220–221
simple adjustments, making, 222
spreadsheet formulas, creating, 219–220

Help Improve Claude toggle, 20
Hide My Email feature (Apple), 18
HyperText Markup Language (HTML), 262, 280

I
idea generation, 227

brainstorming, 228
finding angles others miss, 230
first ideas, pushing past, 229
and planning, 11

ideas
generating ideas on demand, 356
testing ideas before committing, 202–203

images, text extraction from, 224–225
implementation plans, 257–258
incognito conversations, 21–22, 97–98
incognito mode, 21–22, 97–98
**information for decision-making, 

organizing, 197–198
information from multiple sources, gathering, 

193–194, 242–244
information, organizing effortlessly, 355
information overload, managing, 196

dense documents, 196
information for decision-making, 

organizing, 197–198
long content, extracting what 

matters from, 197
information quality, 345
insights from data, 217
Instagram, 232, 233
instant answers from documents, 212

multiple documents, comparing, 214–215
specific information, finding quickly, 213–214
uploading and asking questions, 212–213
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interactive learning, 11
interactive tools, 262, 269–270, 274, 280
interactive visualizations, 251
interdependent decisions, 305
interface, touring, 33

controls, locating, 33–35
main screen, navigating, 33
styles and preferences, customizing Claude 

with, 35–37
investigations, multisource, 284
iteration in artifact refinement, 276–279
iterative mindset, 73–74

J
JSON files, 32

K
key insights, synthesizing, 194–195
knowledge cutoff

overcoming, 283
knowing when current data 

matters, 285–286
web search vs research mode, 284–285

understanding, 147
knowledge cutoff date, 12, 147
knowledge level, explanations tailored 

to, 129–130
knowledge of Claude, combining with 

fresh data, 296
building reports using both sources, 298–299
built-in knowledge vs current facts, 296–297
training data with search results, 

blending, 297–298

L
language preferences, adjusting, 52–54
large language model (LLM), 8, 58
layered follow-ups, 153
layering, 155–157
Learn (conversation starter), 122

learning complex topics with Claude, 11–12
learning faster, 185

complex topics, 186
confusing concepts, breaking down, 186–187
explanations at one’s level, 187–189
learning without fear, 189–190

information overload, managing, 196
dense documents, 196
information for decision-making, 

organizing, 197–198
long content, extracting what 

matters from, 197
new skills, mastering step by step, 190

custom examples, practicing with, 191–192
feedback on attempts, getting, 192
personalized tutorials, following, 190–191

superfast research, conducting, 193
information from multiple sources, 

gathering, 193–194
key insights, synthesizing, 194–195
web search, staying current with, 195

learning templates, 129
comparing concepts and differences,  

130–131
explanations tailored to knowledge 

level, 129–130
problems, diagnosing and fixing, 132–133
skills, mastering step-by-step, 131–132

length adjustment without losing 
meaning, 128–129

Life Stuff (conversation starter), 122
limitations of Claude, 9
LinkedIn, 232, 233
login security, 32
long content, extracting what matters from, 197
long conversations, managing context in, 154
long-form content, creating, 180

articles, reports, and documents, 
structuring, 181–182

consistency across sections, maintaining, 182
ideas into complete pieces, 

developing, 183–184
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long-form writing, 180
connection stage, 181
development stage, 181
polish stage, 181
structure stage, 180

M
main screen, navigating, 33
manual saving, 92
manual vs automatic saving, 92–93
market understanding, 295
Max plan, 7, 22, 27–28
meals, planning, for dietary needs, 238–239
Memory, 24, 26–27. See also custom 

instructions; incognito mode; 
privacy; Projects

editing/deleting, 95–96
exporting, 97
feature, 115–116

for better results, 98–99
importing, 97
management, 97

forgetting information, controlling, 98
incognito mode, 97–98

pausing, 96
resetting, 96
settings, 94–96
understanding, 91

automatic vs manual saving, 92–93
cross-conversation memory of Claude, 92
memories, editing and deleting, 95–96
Memory settings and privacy, 94–95
Memory vs Projects vs custom 

instructions, 93
mental picture, translating into prompts, 57
mental ruts, breaking out of, 200
messages

action-oriented, 177–178
writing effective, 177

difficult communications, handling 
diplomatically, 180

professional emails, crafting, 178–179
tone for the situation, getting right, 179

microphone icon, 46–47
milestones, realistic, 208
misinterpretation, 339
missing context, adding, 339
misunderstandings

catching and correcting early, 153
fixing Claude misunderstandings, 337

better framing, restarting with, 340
missing context, adding, 339
specificity, improving, 338–339

mobile app, 19
voice input, 19–20

Model Context Protocol (MCP), 27
model differences, understanding, 312
mortgage calculator, 275
multifactor analysis, 312
multiple attempts, combining best parts 

of, 151–152
multiple documents, comparing, 214–215
multiple instructions, layering, 157

examples + style + format, combining, 160
pattern + context + requirements, 

applying, 160–161
role-setting, when it helps, 157–160
role + task + constraints, 157

multiple perspectives and analogies, 11
multiple Projects, organizing, 88–89
multiple requirements, handling, 156
multiple sources, information from, 

gathering, 193–194
multisource investigations, 284
multistep processes, building, 165
multi-turn conversations, 9

building, 152
context in long conversations, 

managing, 154
continuing vs starting afresh, 154
follow-ups for added depth, 152–153
misunderstandings, catching and  

correcting early, 153
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N
natural conversation style, 9
negative examples, 65
New Artifact button, 263–264
new skills, mastering step by step, 190

custom examples, practicing with, 191–192
feedback on attempts, getting, 192
personalized tutorials, following, 190–191

new solutions, finding, 200–201
Notion, 26
numbers, understanding what they mean, 218

O
obstacles and solutions, anticipating, 209–210
one-off tasks in Cowork, 322
one technique, when enough, 164
opportunity assessment, 295
options based on priorities, 

evaluating, 135–136
options, exploring systematically, 201–202
Opus 4.7, 30, 163, 312–314
organization-wide Skills, 106
original content, generating and refining, 9
outcome-focused requests, 329
outlines and first drafts, creating, 172–173
output format, specifying, 142
output requests, 70

expectations, setting, 71–72
format, tone, and structure, specifying, 71
three-part prompt formula, using, 72–73

overengineering, recognizing, 163–164

P
paid plan users, 242, 249
parallel AI agents, 243
partner-built connectors, 110
passwordless authentication, 18, 32
pattern analysis and visualization 

creation, 250–251

pattern + context + requirements, applying,  
160–161

pattern library, personal, 124
pattern matching, 57, 64
patterns in data, understanding, 216
Pause Memory, 96
payment methods, 31–32
PayPal, 31
PDF, 105

processing, 223–224
Perplexity, 15
persistent context, 80–81
persistent workspace in Cowork 

Projects, 322–323
personalized tutorials, following,  

190–191
personal pattern library, building, 124
personal preferences, 51
personal Projects, creating, 87
perspective problems, 200
phone-based tasks, Dispatch for, 325

Dispatch setup, 325–328
tasks and results through Dispatch, 

managing, 328–329
pivot tables, 211, 215
placeholders in templates, 140
plan, choosing, 22

Free plan, 22, 25–26
Max plan, 22, 27–28
Pro plan, 22, 26–27
upgrade decisions, 28–29

planning templates, 136
action plans with constraints, building, 137
big projects into manageable steps, 

breaking, 138
targeted ideas, generating, 138–139
templates for recurring tasks, 

developing, 139–140
plans and accounts, managing, 29

billing and payment methods, 31–32
downloading and deleting data, 32–33
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login security, 32
subscription changes, 29–31

plugins, 331
browsing and installing, 331–332
department-specific, 332

polish editing, 173
polish stage in long-form writing, 181
positive examples, 65
posts, writing, that get responses, 231–232
powerful combinations, ready-to-use, 161

example + template + constraint 
technique, 162–163

question type + reasoning + critique 
method, 162

role + context + style approach, 161–162
PowerPoint, 105
practice and examples, 11
preferences, customizing Claude with, 35–37
presentations and slide content, building, 234

compelling presentation outlines, 
outlining, 234–235

speaker notes and scripts, creating, 237
writing slide text that works, 236

privacy. See also incognito mode
and Memory, 94–95
settings, 20–21

problems
diagnosing and fixing, 132–133
investigation, 295
understanding patterns of, 349–350

problem-solving and decision-making, 199
getting unstuck, 199

ideas before committing, testing, 202–203
new solutions, finding, 200–201
options, exploring systematically, 201–202
right approach, choosing, 203

making better decisions faster, 204
pros and cons, weighing objectively, 204–205
second opinion, getting, 206–207
trade-offs, analyzing, 205–206

projects and workflows, planning, 207
big goals into manageable steps, 

breaking, 207–208
obstacles and solutions, 

anticipating, 209–210
realistic timelines and milestones, 

creating, 208–209
problem-solving with Claude, 143, 241, 258

and analysis, 11
problem-to-solution workflows, 253

complex problems, defining and breaking 
down, 253–254

decisions and implementation plans, 
documenting, 256–258

generating and evaluating options 
systematically, 255–256

professional emails, crafting, 178–179
Project instructions, effective, 84–85
Project library, managing, 88

deleting Project, 91
multiple Projects, organizing, 88–89
Projects and regular chats, switching 

between, 89
Projects, 19, 24–25, 29–30, 51, 154, 322–323. 

See also artifacts; Memory; Skills; workflows
archiving and maintaining, 89–91
vs custom instructions, 86
deleting, 91
persistent context in, 80
vs regular chats, 80–81
reusable materials in Projects, organizing, 70
setting up, 82

first Project, creating, 82–84
reference documents and knowledge, 

uploading, 85
writing Project instructions, 84–85

Skills with, 114–115
successful artifacts into new Projects, 

bringing, 281–282
when to use, 81–82
workflows in, 165
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projects and workflows, planning, 207
big goals into manageable steps, 

breaking, 207–208
obstacles and solutions, anticipating, 209–210
realistic timelines and milestones, 

creating, 208–209
Projects for different purposes, using, 86

client and Project-specific knowledge, 
managing, 88

personal Projects, creating, 87
Projects for work domains, 87

Projects in Cowork, organizing work with, 322
Cowork Project, creating, 322–323
global and folder instructions, 

setting, 324–325
prompt engineering, 55
prompt formula, three-part, 72–73
prompt rewrites, signs for, 357

answer sounding like guesses, 361
clarifying questions from Claude, 357–358
Claude seeming confused or uncertain, 359
generic responses, 358
regeneration not helping, 360
results not matching one’s vision, 359–360
same response variations, repeated, 361
tone or style problems, 360
unexpected results, 358
wrong response length, 359

prompts. See also regenerate and revision, 
strategic use of; templates

overcomplicated, 164
simple vs complex, 163–165
specificity in, 59–60
vague vs specific, 56–60

prompts, crafting, 55
clarity, importance of, 56–58
complex requests, working through, 73

breaking requests into steps, 74–75
breakpoints, recognizing, 75–76

follow-up questions for refinement, 76
start afresh, knowing when to, 76–78

context for Claude, providing, 60
background, adding, 60–61
context and constraints, including, 62–63
examples, using, 61–62

detail, amount to include, 58–59
essential vs optional examples, 67–68
example library, building, 68

best examples, saving, 68–69
reusable materials in Projects, organizing, 70
uploaded documents for reference, 69–70

examples, importance of, 64
output requests, 70

expectations, setting, 71–72
format, tone, and structure, specifying, 71
three-part prompt formula, using, 72–73

quality standards, setting with examples, 66
showing what to want and avoid, 65–66
show-vs-tell principle, 64–65
show vs tell, when to use, 66–67
specificity in prompts, 59–60

Pro plan, 7, 22, 26–27

Q
QR code, scanning, 326, 327
quality problems in responses, diagnosing, 343

asking too much at once, avoiding, 344–345
different prompt approaches, trying, 346
enough information, verifying, 345

quality standards, setting with examples, 66
question type + reasoning + critique 

method, 162
quick information, web search for, 286

current news, prices, and data, getting, 289
enabling web search, 286–287
search-triggering questions, asking, 288–289

quick lookups, 286
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R
reading and using Claude’s response, 41
realistic timelines and milestones, 

creating, 208–209
real-time collaboration, working with, 14
recent information and current events, 12
reference documents, 69–70
reference documents and knowledge, 

uploading, 85
regenerate and revision, strategic use of, 148. 

See also prompt rewrites, signs for
multiple attempts, combining best parts 

of, 151–152
retry, using effectively, 148–149
specific changes, requesting, 150–151

regenerate feature, 43
regenerate (retry) icon, 148
regeneration, 360
regular chat, 309, 310

Cowork vs, 318
Projects vs, 80–81
research mode vs, 309–310
vs Skills, 103

Remember icon, 3
repetitive work without coding, 

automating, 220–221
report structure, 65
requests, specificity in, 40–41
research

layered approach to, 194
pattern analysis in, 194
web search for, 193

Research feature, 243
research in less time, 356
research mode, 24, 26, 30, 284, 291–296, 306, 

308–311. See also current information, 
accessing; extended thinking; web search

for deep investigation, 291
getting reports with citations, 293–295

research strategies beyond publication 
workflows, 295

when research mode beats web 
search, 291–293

getting comprehensive reports on complex 
topics, 310–311

Google Workspace, connecting to, 293
vs regular chat, 309–310
starting research mode 

conversations, 307–309
for thorough investigation, 315

Research reports, 244–245
research-to-publication workflows, 242

editing, fact-checking, and finalizing,  
246–248

information from multiple sources, 
gathering, 242–244

structured outlines and drafts, 
creating, 244–246

Reset Memory, 96
responses of Claude, 143

accuracy, checking, 145–146
completeness, checking, 145–146
concrete and actionable, 145
generic, 358
good answers, recognizing, 145

completeness and accuracy, checking 
for, 145–146

confident-sounding mistakes, spotting, 147
facts and claims, verifying, 146
knowledge cutoff, understanding, 147

multi-turn conversations, building, 152
context in long conversations, 

managing, 154
continuing vs starting afresh, 154
follow-ups for added depth, 152–153
misunderstandings, catching and correcting 

early, 153
reading effectively, 143

answer formats, understanding, 144
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responses of Claude (continued)
code and technical instructions, 

following, 144–145
regenerate and revision, strategic use of, 148

multiple attempts, combining best parts 
of, 151–152

retry, using effectively, 148–149
specific changes, requesting, 150–151

regenerating, 43–44
revision requests, 150–151
streaming response of Claude, 41

results and recommendations, 
presenting, 251–253

Retry button, 360
retry, using effectively, 148–149
reusable materials in Projects, organizing, 70
reusable workflows, creating, 165

multistep processes, building, 165
successful combinations, saving, 165–166
workflows for new situations, adapting, 166

right approach, choosing, 203
role + context + style approach, 161–162
role-setting

decorative, 157, 158
functional, 157–160
when it helps, 157–160

role + task + constraints, 157
rolling usage limits, 25–26

S
safety and helpfulness, Claude on, 10
scatterplots, 250, 251
scenario-based prompts, 346
scheduled tasks, 329, 331

setting up, 333
search engines, how Claude differs from, 8–9
search queries, improving with Claude, 15
search results, blending training data 

with, 297–298
search-triggering questions, asking, 288–289

second opinion, getting, 206–207
security settings, 29
services, connecting to, 110–113
setup, confirming, 22
show-vs-tell principle, 64–65

when to use, 66–67
sidebar, 33
signing up at claude.ai, 18
single-focus prompts, 344–345
single sign-on (SSO), 18
Skills, 80, 102, 104, 105. See also Connectors; 

Customize hub; Projects
advanced use of, 116–117
capabilities and limitations, 104
combining Skills with projects, 114–115
combining with analysis, 116
as document-creation tools, 102
limitations of, 104
Memory, pairing with, 115–116
multiple outputs, requesting, 116
outputs, revising, 116
vs regular chat, 103
reusable templates, building, 116
setting up and use of, 106

activating Skills, 106–108
using Skills in conversations, 108–109

types, 105
Anthropic Skills, 105
custom Skills, 105–106
organization-wide Skills, 106

skills, mastering step-by-step, 131–132
Slack, 26, 109, 110
slide content and presentations, building, 234

compelling presentation outlines, 
outlining, 234–235

speaker notes and scripts, creating, 237
writing slide text that works, 236

slides, presentation logic in, 252
social media and marketing content, 

writing, 231
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brand voice and consistency, 
maintaining, 233–234

tailoring content for different 
platforms, 232–233

writing posts that get responses, 231–232
Sonnet 4.5, 30
sounding board, Claude as, 206
sound wave icon, 46, 47
source diversity in research, 244
sources and reasoning, requesting, 348
speaker notes and scripts, creating, 237
specific artifact formats, requesting, 268
specific changes, requesting, 150–151
specific information, finding quickly, 213–214
specificity

improving, 338–339
in prompts, 59–60

specific nouns, 60
specific verbs, 60
speed-optimized combinations, 313
speed vs deep thinking, 313
spreadsheets

and automation, 219
Claude’s spreadsheet solutions, 

understanding, 221
repetitive work without coding, 

automating, 220–221
simple adjustments, making, 222

creating spreadsheet formulas, 219–220
processing, 223–224

stakeholders and constraints, mapping, 254
standalone outputs, 267, 268
standard chat, using, 314–315
standard mode, 302
start afresh, knowing when to, 76–78
step-by-step guidance, mastering skills 

with, 131–132
strengths of Claude, 8–9
structural editing, 173
structured data, managing, 14

structured outlines and drafts, 
creating, 244–246

structure stage in long-form writing, 180
style preferences, 52
styles, 35–37

creation for different purposes, 52
requesting styles and formats, 343

styles and preferences, customizing Claude 
with, 35–37

subscription changes, 29–31
successful combinations, saving, 165–166
summaries and insights, creating, 217
superfast research, conducting, 193

information from multiple sources, 
gathering, 193–194

key insights, synthesizing, 194–195
web search, staying current with, 195

T
targeted ideas, generating, 138–139
task complexity, 312
task, context, and format formula, 72
Team and Enterprise plans, 7, 18, 22
Technical Stuff icon, 3
TechStart, 88
template results, troubleshooting, 140–142
templates, 121. See also prompts; 

Skills; workflows
analysis templates, 133

content against criteria, analyzing, 133–135
insights in data and documents, finding, 134
options based on priorities, 

evaluating, 135–136
summaries highlighting key points, 135

constraints in, 141
copy-and-use, 125–140
decision documentation, 258
importance of, 121

built-in conversation starters, 122–124
customizing vs using as is, 124–125
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templates (continued)
personal pattern library, building, 124
templates vs starting from scratch, 122

learning templates, 129
comparing concepts and 

differences, 130–131
explanations tailored to knowledge 

level, 129–130
problems, diagnosing and fixing, 132–133
skills, mastering step-by-step, 131–132

personal library of, 124
planning templates, 136

action plans with constraints, building, 137
big projects into manageable steps, 

breaking, 138
targeted ideas, generating, 138–139
templates for recurring tasks, 

developing, 139–140
presentation structures, 252
for recurring tasks, 139–140
reusable, 140
variables in, 141
writing templates, 125

content between styles, 
transforming, 127–128

content for specific audiences, 
generating, 125–126

existing text, improving and 
refining, 126–127

length adjustment without losing 
meaning, 128–129

text from images, extracting, 224–225
thinking insights, using, 306
thinking process, reading and using 

insights from, 306
three-part prompt formula, using, 72–73
time-saving uses of Claude, 353

analysis paralysis, overcoming, 355
blank page paralysis, overcoming, 354
complex topics, learning quickly, 354
editing assistance, 354
emails in seconds, writing, 353–354

first drafts, creating instantly, 355
getting unstuck quickly, 356
ideas on demand, generating, 356
information, organizing effortlessly, 355
research in less time, 356

time-sensitive facts, 289
time-sensitive information, 348
Tip icon, 2
tone and audience, determining, 170
tone and format transformation, 10
tone for the situation, getting right, 179
tone or style problems, 360
tools

alternative tools, knowing when to use, 14–16
customization tools, 101
interactive, 269, 274, 280
problem-solving tool, Claude as, 143

trade-offs, analyzing, 205–206
training data with search results, 

blending, 297–298
translation gap, 57

closing, 57, 78
travel itineraries, creating, 239–240
trend analysis, 295
Turn Off Memory dialog box, 96
tutorials, personalized, 190–191
two-factor authentication (2FA), 32
two-way conversation, voice mode as, 46

U
unexpected results, 358
upgrade decisions, 28–29
uploaded reference documents, 69–70, 85
uploading and asking questions, 212–213

V
vague requests, 329, 338
vague variables, 141
vague vs specific prompts, 60
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variables, bracketed, 141
variables, vague, 141
verification

recognizing need for, 12–13
strategies, 146

virtual machine workflows, 330
visual designs, creating, 14
visual information, 225
visualizations, 267, 272, 274

interactive, 251
interpreting, 225
iterating on, 251
scatterplots, 250, 251

visual projects, Claude Design for, 282
voice accuracy and editing, tips for, 49–50
voice input, 19–20
voice mode, 46–49. See also microphone icon; 

voice input
voice vs typing, 48–49

W
Warning icon, 3
web browser access, 18–19
web components and layouts, 

designing, 273–274
web search, 12, 23, 25. See also current 

information, accessing; research mode; 
verification

knowing when research mode beats, 291–293
for quick information, 286

current news, prices, and data, getting, 289
enabling web search, 286–287
search-triggering questions, asking, 288–289

vs research mode, 284–285
staying current with, 195
strengths and limitations, 290

Word docs, 105, 223–224
workflow examples, 241

data-to-insights workflows, 248
data files, uploading and exploring, 248–249

pattern analysis and visualization 
creation, 250–251

results and recommendations, 
presenting, 251–253

problem-to-solution workflows, 253
complex problems, defining and breaking 

down, 253–254
decisions and implementation plans, 

documenting, 256–258
generating and evaluating options 

systematically, 255–256
research-to-publication workflows, 242

editing, fact-checking, and 
finalizing, 246–248

information from multiple sources, 
gathering, 242–244

structured outlines and drafts, 
creating, 244–246

workflows. See also problem-solving and 
decision-making; Projects; templates

adapting workflows for new situations, 166
breaking tasks into steps, 165
saving, 166
versioning, 166

workflows and projects, planning, 207
big goals into manageable steps, 

breaking, 207–208
obstacles and solutions, anticipating, 209–210
realistic timelines and milestones, 

creating, 208–209
Write (conversation starter), 122
writer’s block, 354
writing. See also long-form content, creating; 

prompts; templates
long-form, 180–181
strengthening, 173

arguments and clarity, strengthening, 175
editing with a tireless partner, 174
grammar, style, and tone issues, 

fixing, 176–177
and thinking, 10–11
understanding writing help needs, 170
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writing assistant, Claude as, 9
writing better and quicker, 169

blank page syndrome, overcoming, 170
getting started, 171–172
outlines and first drafts, creating, 172–173

emails and messages, writing effective, 177
difficult communications, handling 

diplomatically, 180
professional emails, crafting, 178–179
tone for the situation, getting right, 179

long-form content, creating, 180
articles, reports, and documents, 

structuring, 181–182

consistency across sections, 
maintaining, 182

ideas into complete pieces, 
developing, 183–184

writing slide text that works, 236
writing templates, 125

content between styles, 
transforming, 127–128

content for specific audiences, 
generating, 125–126

existing text, improving and refining, 126–127
length adjustment without losing 

meaning, 128–129


