
OPENAI SKILL LABS

Creating high-quality

presentations

Turn notes, data, or a rough idea into an editable 
presentation with a clear story, supporting evidence, 
and speaker notes using ChatGPT or ChatGPT Work.

WHAT WE COVERED

Core concepts

ChatGPT can help plan a presentation from notes, files, 
or a prior deck. Connect plugins for company context

Use ChatGPT Work to handle a longer build, create an 
editable file, and refine individual slides or charts.

Use the @Presentations skill in ChatGPT Work or 
Codex to use a pre-built template. 

TRY IT OUT

Example use cases and prompts

🔗 Team OKR Readout


🔗 Project Status Update


🔗 Executive Business Review


🔗 Proposal and Recommendation

🔗 Research Readout 


🔗 Strategy & Roadmap


🔗 Training Deck


🔗 Project Retrospective

OPENAI ACADEMY
▶ ️Watch the recording

ACCESS REQUIRED
ChatGPT or ChatGPT Work; approved plugins or source files

EXPECTED OUTCOME
Create and review one presentation using your own sources

Think of a presentation you have to deliver

You’ll get more out of this exercise by practicing on a presentation you actually need to make. Before you prompt, write down your audience, purpose, 

desired decision or takeaway, and expected format—and if any of those are unclear, start by asking ChatGPT to help you define them.

STEP 01 Define the assignment STEP 02 Find the right evidence

Tell ChatGPT who the presentation is for, what they already 

know, what should be clearer by the end, and what you want 
them to decide or do. Add practical constraints such as 

meeting length, slide count, required sections, or template.

Attach relevant files and ask ChatGPT to search your 

connected apps for notes, data, messages, prior decks, and 
other useful context. Confirm which sources are current and 

trustworthy, and surface gaps, disagreements, or material that 
should be excluded before you start making slides.

STEP 03 Shape the story STEP 04 Build, review, and refine

Ask ChatGPT to propose the narrative before building the 

deck. Review the slide-by-slide outline for a clear message, 
supporting evidence, speaker notes, and an appropriate visual

—and pressure-test weak claims or missing tradeoffs while the 
story is still easy to change.

Once the story is approved, ask ChatGPT to build the 

presentation using your source material and any template or 
design examples you provide. Open the file and review the 

story, evidence, citations, layout, notes, and editability, then 
request specific revisions while preserving what already works.

GO FURTHER

Extend your use case Reuse the pattern Additional resources

⟡ Get Started with ChatGPT Work

⟡ Generate Slide Decks

⟡ OpenAI Academy Courses

⟡ Getting started with skills

⟡ Plugins in ChatGPT

Try the same workflow for another 
presentation, from a leadership 
update to a research readout or 
retrospective.

Save the prompts, structure, and 
review steps as a skill so you can 
reuse them next time, or create a 
workspace agent for your team.

https://chatgpt.com/?q=Help%20me%20build%20a%20Team%20OKR%20Readout%20presentation.%20Start%20by%20interviewing%20me%20before%20you%20draft%20anything.%20First%20confirm%3A%20%281%29%20the%20audience%20and%20what%20they%20already%20know%2C%20%282%29%20the%20decision%2C%20action%2C%20or%20understanding%20I%20want%20from%20them%2C%20%283%29%20the%20time%20period%20and%20OKRs%20in%20scope%2C%20%284%29%20the%20source%20materials%20that%20should%20be%20treated%20as%20authoritative%2C%20such%20as%20OKR%20trackers%2C%20dashboards%2C%20prior%20updates%2C%20meeting%20notes%2C%20or%20spreadsheets%2C%20and%20%285%29%20any%20design%20template%2C%20brand%20guidance%2C%20or%20example%20deck%20I%20want%20you%20to%20follow.%20Ask%20me%20to%20provide%20or%20connect%20missing%20sources%20rather%20than%20filling%20gaps%20with%20assumptions.%0A%0AOnce%20we%20establish%20the%20brief%2C%20help%20me%20identify%20the%20narrative%3A%20what%20changed%2C%20what%20is%20on%20track%20or%20off%20track%2C%20why%20it%20matters%2C%20and%20what%20needs%20attention%20next.%20Propose%20a%20concise%20narrative%20arc%20and%20ask%20for%20my%20feedback.%20Then%20create%20a%20slide-by-slide%20outline%20with%20the%20purpose%2C%20key%20takeaway%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20each%20slide.%20Pause%20for%20my%20approval.%0A%0AAfter%20I%20approve%20the%20outline%2C%20create%20the%20presentation%20if%20presentation%20creation%20is%20available.%20Follow%20my%20design%20guidance%20or%20examples%2C%20use%20takeaway-oriented%20slide%20titles%2C%20prefer%20charts%20and%20visuals%20over%20dense%20text%2C%20and%20clearly%20flag%20missing%20or%20unverified%20information.
https://chatgpt.com/?q=Help%20me%20build%20a%20Team%20OKR%20Readout%20presentation.%20Start%20by%20interviewing%20me%20before%20you%20draft%20anything.%20First%20confirm%3A%20%281%29%20the%20audience%20and%20what%20they%20already%20know%2C%20%282%29%20the%20decision%2C%20action%2C%20or%20understanding%20I%20want%20from%20them%2C%20%283%29%20the%20time%20period%20and%20OKRs%20in%20scope%2C%20%284%29%20the%20source%20materials%20that%20should%20be%20treated%20as%20authoritative%2C%20such%20as%20OKR%20trackers%2C%20dashboards%2C%20prior%20updates%2C%20meeting%20notes%2C%20or%20spreadsheets%2C%20and%20%285%29%20any%20design%20template%2C%20brand%20guidance%2C%20or%20example%20deck%20I%20want%20you%20to%20follow.%20Ask%20me%20to%20provide%20or%20connect%20missing%20sources%20rather%20than%20filling%20gaps%20with%20assumptions.%0A%0AOnce%20we%20establish%20the%20brief%2C%20help%20me%20identify%20the%20narrative%3A%20what%20changed%2C%20what%20is%20on%20track%20or%20off%20track%2C%20why%20it%20matters%2C%20and%20what%20needs%20attention%20next.%20Propose%20a%20concise%20narrative%20arc%20and%20ask%20for%20my%20feedback.%20Then%20create%20a%20slide-by-slide%20outline%20with%20the%20purpose%2C%20key%20takeaway%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20each%20slide.%20Pause%20for%20my%20approval.%0A%0AAfter%20I%20approve%20the%20outline%2C%20create%20the%20presentation%20if%20presentation%20creation%20is%20available.%20Follow%20my%20design%20guidance%20or%20examples%2C%20use%20takeaway-oriented%20slide%20titles%2C%20prefer%20charts%20and%20visuals%20over%20dense%20text%2C%20and%20clearly%20flag%20missing%20or%20unverified%20information.
https://chatgpt.com/?q=Help%20me%20build%20an%20Executive%20Business%20Review%20presentation.%20Start%20by%20interviewing%20me%20to%20define%20the%20brief%3A%20who%20the%20executive%20audience%20is%2C%20what%20business%20or%20team%20is%20in%20scope%2C%20the%20reporting%20period%2C%20what%20leaders%20care%20most%20about%2C%20what%20decisions%20or%20discussions%20the%20deck%20should%20enable%2C%20and%20which%20sources%20are%20authoritative.%20Ask%20for%20relevant%20metrics%2C%20dashboards%2C%20financial%20or%20operational%20data%2C%20plans%2C%20prior%20reviews%2C%20customer%20or%20employee%20insights%2C%20and%20any%20other%20source%20material.%20Also%20ask%20for%20an%20existing%20executive-review%20format%2C%20company%20template%2C%20or%20example%20deck%20if%20one%20exists.%0A%0ABefore%20outlining%20slides%2C%20help%20me%20identify%20the%20narrative%20behind%20the%20numbers%3A%20what%20changed%2C%20why%20it%20changed%2C%20what%20it%20means%2C%20where%20performance%20is%20strong%20or%20weak%2C%20and%20what%20leadership%20should%20do%20about%20it.%20Flag%20unsupported%20explanations%20rather%20than%20guessing.%20Propose%20a%20narrative%20arc%20and%20ask%20for%20my%20feedback.%0A%0AThen%20create%20a%20slide-by-slide%20outline%20with%20a%20takeaway-oriented%20title%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20every%20slide.%20Favor%20charts%20and%20concise%20analysis%20over%20dense%20tables.%20Pause%20for%20approval.%0A%0AOnce%20approved%2C%20create%20the%20presentation%20if%20available%2C%20follow%20my%20design%20guidance%2C%20and%20make%20decisions%2C%20tradeoffs%2C%20risks%2C%20and%20asks%20easy%20for%20an%20executive%20to%20scan.
https://chatgpt.com/?q=Help%20me%20build%20a%20Proposal%20%26%20Recommendation%20presentation%20that%20drives%20toward%20a%20decision.%20Before%20drafting%2C%20interview%20me%20to%20confirm%20the%20audience%2C%20the%20decision%20I%20want%20them%20to%20make%2C%20the%20problem%20or%20opportunity%2C%20likely%20concerns%20or%20objections%2C%20constraints%2C%20alternatives%20under%20consideration%2C%20and%20what%20a%20successful%20outcome%20looks%20like.%20Confirm%20the%20evidence%20you%20should%20use%20and%20ask%20me%20for%20relevant%20research%2C%20analysis%2C%20data%2C%20stakeholder%20feedback%2C%20cost%20estimates%2C%20plans%2C%20previous%20proposals%2C%20or%20other%20source%20material.%20Ask%20about%20any%20template%2C%20brand%20guidance%2C%20or%20example%20deck%20I%20want%20you%20to%20follow.%0A%0AThen%20help%20me%20sharpen%20the%20recommendation.%20Pressure-test%20whether%20the%20evidence%20supports%20it%2C%20identify%20tradeoffs%20and%20assumptions%2C%20and%20separate%20known%20facts%20from%20claims%20that%20still%20need%20validation.%20Propose%20a%20narrative%20that%20moves%20from%20context%20and%20problem%20to%20evidence%2C%20options%2C%20recommendation%2C%20impact%2C%20and%20next%20steps.%20Ask%20for%20my%20feedback.%0A%0ACreate%20a%20slide-by-slide%20outline%20with%20the%20key%20takeaway%2C%20evidence%2C%20and%20best%20visual%20treatment%20for%20each%20slide.%20Pause%20for%20my%20approval.%0A%0AAfter%20approval%2C%20create%20the%20presentation%20if%20available.%20Follow%20my%20design%20references%2C%20make%20the%20recommendation%20and%20requested%20decision%20unmistakable%2C%20and%20keep%20the%20argument%20evidence-based%20rather%20than%20overstating%20certainty.
https://chatgpt.com/?q=Help%20me%20build%20a%20Research%20%26%20Insights%20Readout%20presentation.%20Start%20by%20interviewing%20me%20about%20the%20audience%2C%20why%20the%20research%20was%20conducted%2C%20the%20questions%20it%20was%20meant%20to%20answer%2C%20and%20how%20the%20audience%20should%20use%20the%20findings.%20Confirm%20the%20source%20material%20and%20ask%20me%20to%20provide%20or%20connect%20research%20reports%2C%20interview%20notes%2C%20survey%20results%2C%20datasets%2C%20transcripts%2C%20market%20research%2C%20or%20other%20relevant%20evidence.%20Establish%20which%20sources%20are%20primary%20evidence%20versus%20supporting%20context.%20Ask%20whether%20I%20have%20a%20research%20template%2C%20brand%20guidance%2C%20or%20example%20deck%20to%20follow.%0A%0ABefore%20outlining%2C%20synthesize%20the%20evidence%20with%20me.%20Identify%20recurring%20themes%2C%20meaningful%20patterns%2C%20surprising%20findings%2C%20uncertainty%20or%20disagreement%20in%20the%20evidence%2C%20and%20implications%20for%20the%20audience.%20Distinguish%20observations%2C%20interpretations%2C%20and%20recommendations%2C%20and%20avoid%20generalizing%20from%20isolated%20anecdotes.%0A%0APropose%20a%20narrative%20that%20answers%20the%20original%20research%20questions%2C%20then%20ask%20for%20my%20feedback.%20Create%20a%20slide-by-slide%20outline%20with%20the%20takeaway%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20each%20slide.%20Pause%20for%20approval.%0A%0AAfter%20approval%2C%20create%20the%20presentation%20if%20available.%20Use%20charts%2C%20diagrams%2C%20selected%20quotes%2C%20or%20other%20evidence%20where%20useful%2C%20make%20important%20limitations%20visible%2C%20and%20end%20with%20clear%20implications%20or%20actions.
https://chatgpt.com/?q=Help%20me%20build%20a%20Strategy%20%26%20Roadmap%20presentation.%20Before%20drafting%2C%20interview%20me%20to%20confirm%20the%20audience%2C%20the%20initiative%20or%20strategy%20in%20scope%2C%20the%20planning%20horizon%2C%20the%20decisions%20or%20alignment%20I%20need%2C%20and%20the%20authoritative%20sources%20you%20should%20use.%20Ask%20for%20relevant%20goals%2C%20plans%2C%20research%2C%20customer%20insights%2C%20performance%20data%2C%20constraints%2C%20prior%20strategy%20documents%2C%20roadmaps%2C%20and%20any%20fixed%20commitments.%20Also%20ask%20whether%20I%20have%20a%20company%20template%2C%20roadmap%20format%2C%20or%20example%20deck%20to%20follow.%0A%0AThen%20help%20me%20articulate%20the%20strategy%20before%20making%20slides%3A%20the%20current%20situation%2C%20desired%20outcome%2C%20strategic%20choices%2C%20priorities%2C%20tradeoffs%2C%20measures%20of%20success%2C%20and%20what%20we%20are%20deliberately%20not%20prioritizing.%20Distinguish%20committed%20work%20from%20proposals%20or%20assumptions.%20If%20the%20strategy%20is%20too%20broad%20or%20the%20logic%20is%20unclear%2C%20help%20me%20sharpen%20it.%0A%0APropose%20a%20narrative%20arc%20and%20get%20my%20feedback.%20Then%20create%20a%20slide-by-slide%20outline%20with%20the%20purpose%2C%20takeaway%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20each%20slide%2C%20including%20diagrams%20for%20priorities%2C%20sequencing%2C%20dependencies%2C%20or%20milestones%20where%20useful.%20Pause%20for%20approval.%0A%0AAfter%20approval%2C%20create%20the%20presentation%20if%20available%2C%20following%20my%20design%20guidance%20and%20making%20the%20connection%20between%20goals%2C%20choices%2C%20initiatives%2C%20and%20outcomes%20easy%20to%20understand.
https://chatgpt.com/?q=Help%20me%20build%20a%20Training%20%26%20Enablement%20presentation.%20Start%20by%20interviewing%20me%20about%20the%20learners%2C%20what%20they%20already%20know%2C%20what%20they%20should%20know%20or%20be%20able%20to%20do%20by%20the%20end%2C%20how%20the%20training%20will%20be%20delivered%2C%20the%20time%20available%2C%20and%20the%20authoritative%20source%20material.%20Ask%20me%20for%20documentation%2C%20processes%2C%20product%20information%2C%20policies%2C%20examples%2C%20existing%20training%2C%20screenshots%2C%20or%20other%20references.%20Also%20ask%20whether%20I%20have%20a%20training%20template%2C%20brand%20guidelines%2C%20or%20example%20deck%20to%20follow.%0A%0AHelp%20me%20define%20a%20small%20set%20of%20learning%20objectives%20and%20the%20best%20teaching%20sequence.%20Identify%20concepts%20that%20need%20explanation%2C%20steps%20that%20should%20be%20demonstrated%2C%20examples%20that%20make%20them%20concrete%2C%20and%20places%20where%20learners%20should%20practice%20or%20reflect.%20Do%20not%20simply%20turn%20every%20source%20document%20into%20slides.%0A%0APropose%20the%20learning%20narrative%20and%20ask%20for%20my%20feedback.%20Then%20create%20a%20slide-by-slide%20outline%20with%20what%20the%20learner%20should%20understand%2C%20the%20content%20or%20example%20needed%2C%20and%20the%20best%20format%2C%20such%20as%20a%20diagram%2C%20annotated%20screenshot%2C%20process%20flow%2C%20comparison%2C%20demo%2C%20or%20exercise.%20Pause%20for%20approval.%0A%0AAfter%20approval%2C%20create%20the%20presentation%20if%20available.%20Follow%20my%20design%20guidance%2C%20keep%20instructional%20slides%20focused%2C%20use%20concrete%20examples%2C%20make%20important%20actions%20visually%20obvious%2C%20and%20end%20with%20a%20recap%20and%20useful%20follow-up%20resources.
https://chatgpt.com/?q=Help%20me%20build%20a%20Project%20Retrospective%20presentation.%20Before%20drafting%2C%20interview%20me%20about%20the%20project%2C%20the%20audience%2C%20the%20milestone%20or%20period%20being%20reviewed%2C%20and%20whether%20the%20goal%20is%20learning%2C%20process%20improvement%2C%20decision-making%2C%20sharing%20outcomes%2C%20or%20a%20combination.%20Confirm%20the%20sources%20you%20should%20use%20and%20ask%20for%20project%20plans%2C%20goals%2C%20metrics%2C%20timelines%2C%20meeting%20notes%2C%20stakeholder%20or%20customer%20feedback%2C%20issue%20logs%2C%20and%20previous%20updates.%20Establish%20what%20is%20factual%20project%20history%20versus%20individual%20interpretation.%20Ask%20whether%20I%20have%20a%20retrospective%20template%2C%20brand%20guidance%2C%20or%20example%20deck%20to%20follow.%0A%0AThen%20help%20me%20reconstruct%20the%20important%20story%3A%20what%20we%20intended%20to%20accomplish%2C%20what%20actually%20happened%2C%20where%20expectations%20and%20outcomes%20diverged%2C%20what%20worked%2C%20what%20created%20friction%2C%20and%20what%20we%20learned.%20Look%20for%20patterns%20and%20contributing%20factors%20rather%20than%20assigning%20blame.%0A%0APropose%20a%20narrative%20and%20ask%20for%20my%20feedback.%20Then%20create%20a%20slide-by-slide%20outline%20with%20a%20specific%20takeaway%2C%20supporting%20evidence%2C%20and%20recommended%20visual%20for%20each%20slide%2C%20such%20as%20timelines%2C%20before-and-after%20comparisons%2C%20charts%2C%20or%20process%20diagrams.%20Pause%20for%20approval.%0A%0AAfter%20approval%2C%20create%20the%20presentation%20if%20available.%20Follow%20my%20design%20guidance%2C%20keep%20the%20tone%20constructive%20and%20evidence-based%2C%20translate%20lessons%20into%20concrete%20changes%20or%20next%20steps%2C%20and%20identify%20owners%20where%20the%20sources%20support%20them.
https://academy.openai.com/home/clubs/work-users-ynjqu/events/skill-lab-creating-high-quality-presentations-a1xknmzmi2
https://learn.chatgpt.com/docs/get-started-with-work
https://learn.chatgpt.com/use-cases/generate-slide-decks
https://academy.openai.com/pages/courses?linkMenu=Courses
https://openai.com/academy/skills/
https://chatgpt.com/features/plugins/

