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Everything you need to start using Al today. No tech

skills. No jargon. No PhD. Just sign up and start.
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You're Starting at the Best Time

If you haven't used Al yet, you're not behind. The tools today are better, cheaper, and easier than anything
from even six months ago. This guide gets you from zero to productive in one afternoon.

What Al Is (30-Second Version)

Al tools like ChatGPT and Claude understand language and generate responses. You type what you want in
plain English. They respond with text, ideas, analysis, or whatever you asked for.

Think of it as a very fast, very knowledgeable assistant available 24/7. It's not perfect. It occasionally gets
facts wrong. But for most daily work, it's remarkably useful.

Step 1: Sign Up (2 Minutes)

Go to claude.ai or chat.openai.com. Create a free account. That's it.

Which one? Claude writes better. ChatGPT has more features. Both are free to start. Pick either. Try the other
later.

Step 2: Try These Right Now

Write a professional email apologizing for a delayed shipment and offering 10% off
the next order.

Explain how mortgage rates work like I'm 25 and buying my first house.

I run a landscaping business. Give me 5 social media post ideas for this week.

I have a meeting about a raise tomorrow. Help me prepare talking points based on:
[1ist your accomplishments].

Proofread this and fix any errors: [paste something you wrote]
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The One Rule That Changes Everything

Be specific.
That's the entire secret.

Bad: "Write me an email."

Good: "Write a friendly email to my client Sarah at Acme Corp about our project delay. We're two weeks
behind because the supplier was late. Reassure her and offer a revised timeline. Under 100 words."

More detail = better output. Every single time.

The Follow-Up Skill (This Is the Real Secret)

The first response is a starting point. The magic is in what you say next:

"Make it shorter." "More casual, like I'm texting a friend." "Add a section about
pricing." "That sounds like a robot wrote it. Make it sound like me."

Two follow-ups turns decent into great. This is what separates "meh" users from power users.

10 Things Al Is Great At

—_

. Writing emails and messages you've been putting off
. Explaining complex things simply

. Brainstorming when you're stuck

. Summarizing long documents

. Proofreading and improving your writing

. Creating social media content

. Preparing for meetings and presentations

. Researching any topic quickly

. Drafting contracts, policies, and SOPs
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. Turning rough notes into polished content
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5 Things Al Is Bad At
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1. Getting facts right 100% of the time. Always double-check specifics.
2. Knowing what happened today (unless it has web search).

3. Replacing your expertise. Al assists. You decide.

4. Understanding your situation without being told. Give context.

5. True originality. It remixes patterns. You bring the creativity.

When to Go Paid ($20/month)

Free is genuinely useful. Upgrade when:

* You hit the limit and it interrupts your work
* You use it every day and want the better model
* You need image creation or file analysis

* Your time savings clearly exceed $20/month (they will)

Your Homework

Today: Sign up. Do one real task. Time it vs. normal.
This week: Use Al for something every day. Build the habit.

This month: Find your top 3 time-saving tasks. Build templates for them.

The only way to learn is to start.

One task. One tool. Today.
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