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How to use ChatGPT Voice Modeto take notes

Try talking to your phone. You'll realize how difficult it isto get your ideas across smoothly over the phone. In
the midst of our disjointed thoughts, good ideas often slip away.

Try talking to your phone. You'll realize how difficult it isto get your ideas across smoothly over the phone. In
the midst of our digjointed thoughts, good ideas often slip away. Nothing sticks because everything requires too
much effort. But that will change when you start a simple ChatGPT workflow that captures everything you say,
turnsit into clear notes, and automatically schedules follow-ups. It's on its way to replacing the complex mix of
note-taking, document, and task-management apps.

Turn ChatGPT into atool to record everything

ChatGPT turnseverything you say into structured notes
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Hey there, Saikat!
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Hey there, Saikat!

Hey there!
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"Start recording. Don't respond.
Just capture everything as
messy notes until | say stop."

Absolutely, I'll just start capturing everything
in a messy notes style and won't respond out
loud. Feel free to go ahead and talk whenever
you're ready.
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"All right, here's the truth."

Gotit, I'm
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"I keep procrastinating on this
newsletter."
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All right, I've got that in the notes too—been
putting it off for around three months. Keep
going, and I'll keep capturing it all.
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"The topics are all over the
place. Some days | want to write
about tech, other days | want to
rant about creative blocks or
share the behind-the-scenes
stuff from client projects. | don't
know."

Got that all noted down
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"Also, | still haven't picked a
platform. Substack, Beehive, my
own site. | keep bouncing
between them and doing
absolutely nothing."

All right, I've got that down too: you're still
undecided on the platf~-m and kind of
bouncing around bet: ¥, options like
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Voice Mode is one of ChatGPT's best features. With just one tap, jotting down thoughts becomes easy. Y ou tap
the microphone, speak your idea or reminder, and the recording appears instantly. The feature works the same
whether you're meditating while walking or recording a meeting. Because ChatGPT keeps everything in context,
you can ask it to organize these raw notes into summaries, lists, or templates.

Speaking into ChatGPT is like speaking into atape recorder, but the advantage is that it understands the structure
of what you want to say. Y ou can refer to these conversations at any time, and the Al ?2memory will continue
the conversation as if you never left. Plus, it can understand the messiness of your words. ChatGPT doesn't get
confused by "ums,” "ahs," and other unfinished thoughts. It can string them together into compl ete sentences.
The redl utility comes after you finish your rambling thoughts.

Automatically organize your messy notesinto useful formats

ChatGPT can convert raw text into structured summaries, outlines, checklists, or
templates

With ChatGPT, you don't need a perfect organization system. It can do it for you with just a prompt. Once your
notes are captured, ChatGPT can reformat the same text endlessly. Y ou can ask it to create neat bullet points,
meeting minutes, research summaries, or even project plans that span days and months. It's flexible enough to
reformat the same content into multiple formats. This saves alot of time when you have alot of messy notes.

Here's another example. ChatGPT is like a silent companion that listens when your mind is cluttered and your
ideas are hazy. Y ou take everything in and then ask it to categorize your scattered thoughts into Wins,
Challenges, Ideas, and Tasks. For you, organizing might be something different. ChatGPT can clarify and
separate the signal from the noise.

Try this suggestion if your note context fits:

Summarize this content into: Key Points, Decisions, Open Questions, and Next Steps.



'‘Open-ended questions will help you think critically. 'Decisions and 'Next steps will tell you where to take
action.

Schedule remindersfrom notes so you don't miss any information

ChatGPT can turn action itemsinto next tasks and automatically notify you

The real magic happens when ChatGPT turns your notes into reminders. ChatGPT Tasks can trigger follow-up
calls directly from what you just recorded. It can pull action items from your meeting summary, attach due dates,
and schedule each reminder without the need for another app. Each reminder appears in ChatGPT's dedi cated
task list, and you can edit or pause them at any time.

Task reminders solve the biggest problem: Remembering to revisit an idea later. Many people still rely on
reminders scattered across Apple Notes, Google Keep, and task apps, which means they still forget. Now, when
you take a voice note, ChatGPT condenses tasks and automatically schedules when they should be done.

For example, after brainstorming ideas for a new project, ask:
Turn these ideas into a project plan and create a reminder for next month [ or any specific day/time] to review.

ChatGPT builds plans and schedules reminders instantly. Y ou don't have to manually pick dates or move
anything elsewhere - it just happens.

Hereis a5-step diagram of the typical workflow:

1. Open ChatGPT. Click on the microphone.

2. Say: "Start recording. Don't answer - just record everything until | say stop.”

3. Sitdown for awhile.

4. Say: "Stop recording. Summarize the notes into a project plan with Key Points, Action Items, and
Deadlines."

5. Say: "Create reminders for each action item."



Why ChatGPT voice note system can work effectively?

Try thismethod for some specific types of notesif other systemsdon't meet your
requirements.

Thisworkflow is a convenient aternative to other quick note-taking systems. First, it's faster to speak than to
type. Second, it eliminates organizational clutter because ChatGPT formats and processes everything for you.
Finally, if set up properly, tasks and reminders happen automatically.

Whether you're brainstorming, journaling, studying, or tracking meetings, you can reuse the same simple
workflow: Record > summarize > schedule. It works because the maintenance burden is shifted from you to
ChatGPT.

Y ou finished reading the article "How to use ChatGPT Voice Mode to take notes' edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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