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Artificial intelligence will not replace you.

But someone
using Al might.

A practical guide to navigating artificial intelligence
at work, at home, and in everyday life.
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Autocomplete o1

The Prediction Engine

Based on the contextual
input, the system anticipates
the most probable
sequence. Leveraging vast
datasets of language usage,
it offers seamless .
continuations that enhance ! '
communication efficiency,
transforming incomplete
thoughts into coherent
expressions in real-time,
showcasing the power of
predictive modeling.

Peanut butter and... = jelly

Al is not a digital brain. It has no memories, beliefs, or understanding. It simply recognizes patterns across
enormous amounts of data to predict the most useful response. It does not think; it predicts.
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The AI Advantage (The Tool)

Speed and scale of | | Common sense and life
information retrieval. A | experience.

Pattern recognition across -+ Understanding of real-world
vast datasets. : conseqguences.

Confident generation of " g " Empathy, values, and moral
conversational text. _ - ( judgment.

A GPS can find a route across the country, but it does
not understand travel. Al is a tool, not an authority.
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An assistant avail
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i Drafting Summarizing Brainstorming

| Write professional Distill 20-page reports Overcome the blank
|28 emails from a single into five bullet points. page with instant idea
e sentence. generation.

Planning Simplifying
Build travel itineraries Explain complex

and meal plans. technical or financial
topics in plain English.

Visualizing

Create custom images
from simple
descriptions.




The danger of being confidently wrong . B
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The Hallucination Trap

The Hallucination: ;
When the Al invents

B« Accurate
g tatistics, quotes, | ) Factual
FXRIUVC ([ TeYa Ml | cources becausathey.  highly useful Factual Truth
responses Truth

fit a predicted pattern,
even if they have no
basis in reality.

Unlike a human, Al does not know when it is guessing. It does not stop and say, "l don't know."” A wrong

answer delivered with confidence can be more convincing than a correct answer delivered with uncertainty.
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Danger
Social Security numbers, passwords, sensitive
medical files, confidential company data,

........

Public information, e -
general educational - - e WY
questions, travel planning, *": F e PR -
creative wniting. y - ’ .-n'?
: . .

The Stranger Test: If you wouldn't be
comfortable sharing this information with
a stranger, do not upload it to an Al.
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The anatomy of an effective prompt.

Prompt Equation

+ |Context| + [Constraints| = High-Value Output

The Weak Prompt

-~

Help me with my vacation.

Yields generic results.

.
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The Strong Prompt

-~
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Act as a travel agent [Role| and create a three-day

family vacation itinerary for Orlando [Context] in
June with a budget of $2,000 [Constraints].

\J

Yields expert results.

The quality of the output depends entirely on the quality of your input.
You do not need to learn code—you just need to provide context.
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Five prompts everyone should know.

1. Explain this like I'm 12.

For medical terms, financial concepts, and tech.

2. Summarize this.

For long reports, articles, and meeting notes.

3. Compare these options.

For product purchases and financial decisions.

4. Create a step-by-step plan.

For health goals, home projects, and career
development.

V'V

5. Act as an expert.

To force the Al to tailor its answer to a specific
persona, like a travel agent or financial coach.
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‘ Co-PilotM
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Provide a clear,
context-rich prompt.

\ The goal is not to find a
App]y perfect tool that never

makes mistakes. The goal Review
]udgment is to combine raw

Filter the output through ’ ; Critically evaluate
human empathy, common computational power with the Al's confident
s5ense, and consequence human jUngTIE'I'It. response.
evaluation.
Al works best when you

stay in charge.

.
Verify
Cross-check facts,
dates, and sources.
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The future belongs to the curious.
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You don't need to change
your life overnight.
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Al SAFETY
AND SCAME:
PREVENTIOI
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Start small. Try one prompt.
Ask one question.
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difficult as it integrates into
everyday life.

Before you close this guide, open your favorite Al tool and ask it
a quest
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