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14-Day Al Confidence
Quick-Start Guide

The Plain-English System That Gets You Comfortable Using Al
At Work In Just 2 Weeks



2025 by Evergreen Edge. All rights reserved.

No part of this book may be reproduced or utilized in any form or by any
means, electronic or mechanical, including photocopying, recording, or
by any information storage and retrieval system, without permission in
writing from the publisher.

The information provided in this ebook is intended solely for educational
and informational purposes. The author accepts no responsibility for the
outcomes that may arise from applying the material within. While efforts
have been made to ensure the accuracy and relevance of the content, the
author cannot be held accountable for any errors or omissions or any
consequences resulting from the use or misuse of the information
provided. The responsibility for any actions taken based on the
information in this ebook lies solely with the reader.
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Let’'s be honest. You've probably felt it—that little jolt of anxiety when another
headline screams about Al "taking jobs.” Or maybe it's that subtle sense of
being left behind when a younger coworker mentions using an Al tool to finish a
task in minutes that would take you hours.

Many seasoned professionals feel uncertain about Al adoption, and that's
completely understandable. This guide exists because no experienced worker—
someone with 20+ years of expertise, strong people skills, and deep knowledge
—should feel uncertain in the face of new technology. Seasoned professionals
possess irreplaceable judgment, relationship skills, and institutional knowledge
that Al simply cannot replicate.

This guide will help you transform uncertainty into practical confidence by
learning to use Al as a productivity tool that works alongside to complement
and enhance your expertise.
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ho This Guide Serves

THIS GUIDE IS DESIGNED FOR YOU IF:

e You're comfortable with basic computer tasks (emaiil,
web browsing, document editing)

* You want to understand Al's practical applications
without getting lost in technical jargon

* You prefer learning privately at your own pace

* You're looking to save time on routine tasks while
making your experience even more valuable

This guide is not for coders, programmers, or Al researchers.
It is for anyone else, from administrative aid to C-suite
executive, who simply wants to leverage the power of Al to
enhace their careers by working more efficiently.




What You'll Achieve in
14 Days

Understand Al's role as a productivity tool in plain language
Learn to use Al for commmon workplace tasks (emaiils,
summaries, reports)

Develop confidence in Al interactions through private
practice

Save significant time on routine tasks

Feel prepared when Al topics arise in workplace discussions




This is a structured 14-day program
requiring 10-15 minutes daily. Think
of it like learning any new skill—
consistent practice in small doses
works better than trying to absorb
everything at once.

Each day includes:
* Brief explanation of concepts
* Hands-on practice exercises
* Real-world examples
e Building blocks for the next day's
learning

Requirements: Basic computer skills,
internet access, and willingness to
practice. No technical background
needed.

(DAILY PROGRESSION)
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Section 1-

Understanding Al in the Workplace

What Is Al, Really?

Al (Artificial Intelligence) is software that can read, understand,
and generate text—much like having a very capable writing
assistant. Think of it as having a smart intern who can draft
documents, summarize information, and suggest ideas, but still
needs your oversight and expertise to ensure quality and
accuracy.

Key Distinctions:
e Automation: Follows preset rules (like email filters that sort
your messages automatically)
* Al: Generates new content based on your instructions but
requires your guidance
* Your Role: Remains central—you provide context, make
decisions, and ensure quality

ﬁ ‘ Better
Results




Why Al Adoption Matters Now

Workplace Reality: Al tools are becoming standard in many
industries. According to McKinsey Global Institute research,
workers who develop basic Al skills report increased productivity
and job satisfaction. You don't need to become an expert
overnight, but understanding the basics helps you stay current
and confident.

Your Advantage: Your experience provides the judgment and
context that Al lacks. Combined with Al's processing speed, this
creates a powerful productivity partnership.

Time Savings: Research indicates that knowledge workers using
Al for routine tasks can reclaim 8-12 hours monthly, allowing
more focus on high-value activities that require human
expertise.

Where You'll Encounter Al

Standalone Al Tools:

e ChatGPT, Claude, Google's Gemini (text generation
tools)

* Microsoft Copilot (integrated with Microsoft Office
programs like Word and Excel)

e Google Workspace Al features (built into Google Docs
and Gmail)




Al That's Already Working Behind the Scenes:

* Email programs: Smart compose suggestions in Gmail,
spell-check improvements

* Navigation apps: Google Maps and Waze use Al to find
the fastest routes and predict traffic

e Calendar programs: Smart scheduling suggestions and
meeting time recommendations

e Customer management systems: Software that helps
sales teams track clients and suggests follow-up actions

e Team communication platforms: Apps like Zoom and
Microsoft Teams that can automatically create meeting
summaries

* Document programs: Microsoft Word and Google Docs
now offer writing suggestions and formatting help

Al IN OUR DAILY TECH
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Your Experience Remains Essential

Let's be clear about what Al cannot do:

* Read meeting dynamics or office politics

* Build genuine client relationships

* Apply decades of industry knowledge to complex
decisions

e Understand nuanced human communication

* Navigate sensitive workplace situations

Al excels at:
* Processing large amounts of text quickly
Generating first drafts for you to review and revise
Summarizing lengthy documents
Formatting and organizing information
Suggesting alternative approaches for you to consider




Section 2:

Setting Up for Success

ADDRESSING COMMON CONCERNS

"What if | make a mistake?”

You're practicing in a private environment. Al responses can be deleted, revised, or
ignored. There's no permanent record of your learning process, and nobody's
watching over your shoulder.

"Will this expose company information?”
We'll use only generic examples and personal practice exercises. The golden rule:
never input confidential company data into Al tools during your learning phase.

"Am | too behind to catch up?”

No, Al adoption in the workplace is still in its early stages, but it is growing quickly.
Your professional experience is actually an advantage, not a limitation. You
understand work contexts and business needs that younger colleagues are still
learning.

CREATING A SAFE LEARNING SETTING REALISTIC EXPECTATIONS
ENVIRONMENT
Week 1Goal: Basic familiarity with how
Best Practices: Al conversations work
e Practice with non-sensitive
information only Week 2 Goal: Practical application to
e Use made-up examples rather than routine tasks you already do
real company data
o Keep learning exercises private until Long-term Goal: Confident use of Al for
you're comfortable productivity enhancement
e Focus on one skill at a time
e Remember: Al is a tool to enhance Think of this like learning to use any new
your judgment, not replace it office software—it takes a little practice,

but once you get the hang of it, it
becomes second nature.



Section 3:

The 14-Day Quick-Start Plan

IMPORTANT DATA SECURITY REMINDER

Before you begin the daily exercises: When the instructions ask you to use a
familiar document, meeting note, table, spreadsheet, or small report, please
use only non-sensitive, generic examples or create practice versions. Never
use any company documents that may contain confidential, proprietary, or
sensitive information. Your practice is completely private, but it's always best
to protect your organization's data by using only public or made-up
examples during your learning process.

GETTING STARTED WITH CHATGPT Interface Overview
‘ ) e Chat Window: Where your conversations with
Why ChatGPT: It's accessible, user- Al appear (like a text message thread)
friendly, and offers substantial « Input Box: Where you type your requests or
e e . ' questions

capability in its free version. You don't ‘ .

.  Send Button: Submits your request (icon at
need to pay for Gnythlng to get the right side of the Input Box)
started. :

Chat Window

% ChatGPT

Setup Steps:

1.Open your web browser
(whatever you normally use)

2.Type in: chat.openai.com

3.Create an account with your
email address

4.Take a moment to familiarize
yourself with the simple interface |

L 'i' 'r )

Input Box Send Button



https://chatgpt.com/

UNDERSTANDING
Prompts

A prompt is simply your instruction or question to the Al. Think
of it like giving clear directions to a helpful assistant. Effective
prompts are:

e Clear and specific about what you want

e Include context about your situation

e Specify the format you'd prefer (email, bullet points, etc.)

e Mention the tone you want (professionol, friendly, formal)

Prompt Structure:
Who (audience) + What (task) + How (format) + Tone (style)

Example:

"Write a professional email to my supervisor summarizing our
team'’s project status. Keep it under 100 words and maintain a
confident, informative tone.”
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Days 1-2-

First Contact

n nv I Meet Your New Assistant

Try This:

PART1
1.Enter the following prompt:
"What are three ways you can help me write documents?”
2. Click Send. Read the reply.

PART 2
1.Try asking a follow-up: "How
can | get your responses to
sound like me?”
2.Click Send. Read the reply.

Today's Insight: You've met your
new draft helper—your words,
your tone.




Practice Your First Prompts

Try This:

Partl
1.Enter the following prompt: "Explain the following concept to

me as if | were new to the field in 75 words or less: [enter any
concept, phrase, industry standard, or anything unique to
your trade or industry, e.g. OSHA Regulations, GAAP, standard
nursing process, etc]"

2. Click Send. Read the reply.

Part 2
1.Copy a 5-7 sentence paragraph from a familiar document

(remember: use only non-sensitive, generic examples)
2.Enter the following prompt: "Summarize the following

paragraph for my supervisor, make it easy to skim, and keep

the tone respectful and clear. [paste your paragraph here]."
3.Click Send. Read the reply.

Today's Insight: Your first exposure to what Al can do, and how it

responds to your prompts.




Days 3-9:

Email Efficiency

p—— ]\

1.Enter the following prompt: "Write an email to my coworker John

Try This:

Smith asking if he's had a chance to review my draft of the Q2 sales
report yet. Let him know I'm available if he has any questions, and
keep it under 75 words, sounding friendly but professional.”

2.Click Send. Read the reply.

Part 2
1.Enter the following prompt: "Write a short follow-up email to my
coworker about the project update we discussed yesterday. Make it
polite and clear. Here are some notes from that discussion.”
2.Add a few notes into the prompt box about an issue discussed with a
coworker about the project.
3.Click Send. Read the reply.

Today's Insight: You don't need to write perfect sentences. Just drop in
your rough notes and let Al turn them into a clear, polite message that
keeps everyone on the same page.



n nv n Polish Your Words

Try This:

Part1
1.Enter the following prompt: 'Rewrite the following email to sound
clearer, friendlier, and under 100 words.”
2.Copy an old email draft and paste it into the prompt box (keeping
in mind data security practices).
3.Click Send. Read the reply.

Part 2
1.Repeat the same exercise by entering the following prompt:
'Rewrite the following [summary/memo | and make it more
[polished/formal/shorter]".
2.Copy the text from a recent memorandum or meeting summary
(keeping in mind data security practices).
3.Click Send. Read the reply.

QTip; If you need to move the cursor to a new line, such as for
starting a new paragraph, avoid just hitting "Enter” alone, as this will
immediately submit your question. Instead, hold down the "Shift" key
and then tap "Enter” ("Shift" + "Enter”). This will move the cursor to the
next line, allowing you to continue writing your prompt.

Today's Insight: You don't need to write perfect sentences.
Just drop in your rough notes and let Al turn them into a
clear, polite message that keeps everyone on the same page.
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nnv 5 Build Your Starter Library

Try This:

Part1

1.Find or write a longer thank-you note—around 4-6 lines. Example: "Thank
you so much for taking the time to meet with me today to discuss the
new project timeline and share all of your detailed feedback. I really
appreciate you walking me through each of your ideas and helping me
see things from a different angle. Your suggestions will make the next
draft much stronger. I'll incorporate everything we discussed and share
the updated version by Friday. Please let me know if you'd like to set up
another check-in next week."

2.Enter the following prompt: "Shorten this thank-you note to just two lines,
keeping it warm but professional.”

3.Click Send. Read the reply.

4.Copy the prompt and reply and paste them into a new document. Naome
the document "Document Editing Example” and save for future reference.

Part2
1.Next, ask Al to adapt that short thank-you for two different situations, like:
o Thanking a coworker for covering a shift
o Thanking a client for taking a quick phone call

Example adaptation prompt:
'Rewrite this thank-you note for a coworker who covered my shift yesterday.
Make it short and friendly.”

1.Click Send. Read the reply.

2.Copy each prompt and reply and paste them into a new document.
Name the document "Al Email Starters” and save it in a folder named
"Starter Library” for future reference.

Today's Insight: You're realizing that Al isn't just for one-off drafts—it's
flexible tool for shortening, rewriting, and adapting your emails for any
situation, so you spend less time typing and more time doing what matters.
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Document Processing

Summarize a Longer Document nnv s

Try This:

1.Copy a few pages of a meeting note or small report.

2.Enter the following prompt:"Summarize the following 3 page report into
3 bullet points for my supervisor. Keep it professional and easy to skim:
[paste your text]."

3.Click Send. Read the reply.

4.Copy the prompt and reply, and paste them into a new document.
Name the document "Document Summarization Examplel” and save it
in your "Starter Library” for future reference.

Today's Insight: You turn pages of info into neat bullet points—in seconds.



DAY /

Simple Tables

Try This:

1.Copy a small table or spreadsheet (if it's a spreadsheet, only 5-
10 rows, make sure to include the headers and use only non-
sensitive examples).

2.Enter the following prompt: "Here's my weekly sales table.
Summarize trends in 3 bullet points. [paste your
table/spreadsheet]”

3.Click Send. Read the reply.

4.Copy the prompt and reply, and paste them into a new
document. Name the document "Table Summarization Example
1" and save it in your "Starter Library" for future reference.

Today's Insight: Tables with numbers become clear talking points,
not chores.




DAY 8

More Practice, Simple Tables With Numbers

Choose another table that includes numbers—like expenses, hours
worked, or sales calls (use only non-sensitive examples).

Try This:

1.Copy a small table or spreadsheet (if it's a spreadsheet, only 5-10
rows, make sure to include the heoders).

2.Enter the following prompt: "Summarize this table and tell me the
total, the average, and the highest number, plus who or what
date it belongs to (edit this to correspond to your sample). [paste
your table/spreadsheet]"

3.Click Send. Read the reply.

4.Copy the prompt and reply, and paste them into a new document.
Name the document "Table Summarization Example 2" and save it
in your "Starter Library” for future reference.

Today's Insight: You get quick numerical insights without doing the
math yourself.




]| Days 9-1t:

nv 9 Fix a Real Work Update

Try This:

1.Enter the following prompt: "Write a short status update for
my team based on the following: [e.g. for a construction
manager, this could be that the foam insulation will arrive 10
days late, which could push the deadline, but overtime is
scheduled so welll stay on track, etc. Provide any details
relevant to your work situation. Remember, it doesn't need to
be grammatically correct, let Al correct it for you I

2.Click Send. Read the reply.

3.Copy the prompt and reply, and paste them into a new
document. Name the document "Work Update Example” and
save it in your "Starter Library” for future reference.

Today's Insight: You deliver tricky updates without wasting
mental energy.



DAY 10

Creating Checklists or Step-hy-Step
Instructions

Why This Matters: Checklists and step-by-step instructions help
your team actually use the information you share—without
confusion.

Try This:

1.Copy a recent meeting agenda (use only non-sensitive
examples).

2.Enter the following prompt: “Turn the following agenda into a
clear checklist for my team to follow after the meeting.
[paste your text]"

3.Click Send. Read the reply.

4.Copy the prompt and reply, and paste them into a new
document. Name the document "Meeting Checklist Example®
and save it in your "Starter Library” for future reference.

Today's Insight: Using Al to turn agendas or rough notes into
clear action steps saves you time and makes you look
organized and dependable.




DAY 11

Brainstorming Ideas

Why This Matters: Sometimes you need fresh ideas but feel
stuck staring at a blank page. Al is a great brainstorming
partner—you can use it to kick-start new ways to solve work
problems, improve processes, or simplify tasks.

Try This:

1.Jot down into the prompt box a few notes about a problem
or situation where you are trying to develop some new
ideas.

2.Add the following prompt:"Help me come up with 5 ideas to
[ explain what you want to have done, actions to take, or
whatever is appropriate for your situation]"

3.Click Send. Read the reply.

4.Ask a follow-up question, such as:

5."Which idea would save the most time for my team?”

6.Click Send. Read the reply.

7.Copy the prompt and reply, and paste them into a new
document. Name the document "Brainstorming Example”
and save it in your "Starter Library” for future reference.

Today's Insight: When your brain is tired, Al can help you see
options you wouldn't think of alone.
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DAY 12 pz oz

When to Do This: These are safe ways to use Al for situations that feel

awkward or public-facing. It's great for writing a polite reminder or a
small team shout-out that you'd normally overthink.

Try This:

Part 1—Polite Reminder
1.Enter the following prompt: "Write a polite reminder email to a
coworker who missed our Monday deadline. Make it clear but
respectful—no guilt trips."
2.Click Send. Read the reply.
Part 2—Short Team Post
1.Enter the following prompt: "Draft a short LinkedIn post thanking my
team for wrapping up the big Q2 project ahead of schedule. Keep
it warm, professional, and under 50 words."
2.Click Send. Read the reply.
3.Copy the prompt and reply for Parts 1 and 2, and paste them into a
new document. Name the document "Sensitive Messaging
Examples’ and save it in your "Starter Library” for future reference.

Today's Insight: Al can help you handle messages you'd usually stress
over—and gives you a professional voice in public too.



Draft Something Bigger nnv 13

Try This:

1.Pick a longer email or proposal.

2.Copy and paste it into the prompt box.

3.Enter the following prompt: ‘Rewrite this longer draft or
proposal to be clearer, shorter, and professional.”

4.Click Send. Read the reply.

5.Copy the prompt and reply, and paste them into a new
document. Name the document "Document Summarization
Example2" and save it in your "Starter Library” for future
reference.

Today's Insight: Even big drafts feel doable—you don't have to
start from scratch.




DAY 14

Simple Graphics

Try this:

1.Enter the following prompt: "Create
an infographic that illustrates the
benefits of regular exercise. Include
key points such as physical health
benefits, mental health benefits,
and social benefits, along with
some statistics or facts to support
each point.”

2.Repeat this exercise for a topic
relevant to your industry

3.Ask for a specific revision or edit of
the graphic

THE BENEFITS OF
REGULAR EXERCISE

@ &

PHYSICAL HEALTH MENTAL HEALTH

BENEFITS BENEFITS
« Lowers risk of chronic « Reduces symptoms of
diseases depression and anxiety
« Improves heart health « Boosts mood and
« Strengthens muscles self-esteem
and bones « Enhances cognitive
function
150 MINUTES e

of moderate-intensity
exercise per week
are recommended

of depression in active
individuals

SOCIAL BENEFITS

« Opportunities for social interaction
+ Improves communication skills

« Increases sense of community

Today's Insight: You've expanded your use of Al into producing
visual artifacts for reports and presentations.




Section 4-

Practical Tips for Success

The Prompt Formula

Essential Elements:

e Context: | need to..."

 Audience: "For my [boss/team/client]...

e Task: "Write/summarize/analyze..."

e Format: "Keep it [brief/detailed/formal]...

e Tone: "Sound [professional/friendly/confident]..."

Troubleshooting Gommon Issues

When Al responses don't quite hit the mark, try these quick fixes:

If Al responses are too long: "Please shorten this to [X] words"

If tone is too formal: "Make this sound more conversational’

If content is off-topic: "Focus specifically on [your main point]"

If language is too complex: "Simplify this for a general audience’



Building Your Al Toolkit

* Create folders on your computer for:

* Successful prompts you can reuse

* Email templates that work well for your situation

e Summary formats that fit your needs

* Professional language patterns you prefer

* Think of this as building your personal library of shortcuts.

My Content

.

|74

—

Creative Projects

D] ok & | I3

Documents Photos & Videos Designs Music




Real-World Success Examples

Gase Study 1: Weekly Reports

Meet Linda, HR Manager (52 years old) Challenge: Linda spent 90
minutes every week writing status reports, often struggling with
how to phrase updates professionally. Solution: She learned to use
Al to draft initial reports from her bullet-point notes.
Result:Reduced time to 25 minutes while improving clarity and
consistency. Her supervisor complimented the improved format.

Case Study 2: Client GCommunications

Meet Mark, Sales Director (48 years old) Challenge: Mark struggled
with follow-up email consistency and often second-guessed his
wording. Solution: He developed Al templates for different client
scenarios and situations. Result: Faster response times, more
professional messaging, and increased confidence in client
communications.

Case Study 3: Meeting Documentation

Meet Sarah, Project Manager (55 years old) Challenge: Sarah
needed better meeting summaries but found note-taking during
meetings distracting. Solution: She used Al to convert her rough
notes into clear action items and summaries after
meetings.Result: Improved team communication and better
project tracking without the stress of perfect real-time notes.



Moving Forward

Maintaining Your Progress

e Weekly Practice: Continue using Al for routine tasks that
currently take you time

e Monthly Review: Assess which applications save you the
most time and effort

* Quarterly Update: Explore new Al features as they
become available in your existing software

Expanding Your Skills

Next Steps:

1.Explore Al features in software you already use (like
Microsoft Office or Google Workspace)

2.Share successful techniques with trusted colleagues
who might benefit

3.Consider applications specific to your industry or role

4.Stay informed about Al developments that relate to your
field
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Remember:
* Your experience provides the judgment and context that Al lacks
* Alis atool that amplifies your existing expertise
e Continuous learning has always been part of professional growth
e You're enhancing your capabilities, not being replaced

Professional Development

Consider exploring:
* Industry-specific Al applications that relate to your field
* Advanced techniques for getting better results from Al
tools
* Best practices for using Al responsibly and effectively
* Leadership opportunities in helping your organization
adopt Al thoughtfully




Gonclusion:
Your Al-Enhanced Future

You've just completed a significant professional development
milestone. You now possess practical Al skills that complement your
yedrs of experience. This combination—deep professional
knowledge enhanced by Al productivity tools—positions you as a
valuable, forward-thinking professional.

Key Takeaways:

Al amplifies your existing skills rather than replacing them
Private practice builds confidence for professional application
Small, consistent improvements create significant time savings
Your experience remains your greatest professional asset

Moving Forward: Continue practicing with routine tasks, build your
template library, and gradually expand your Al applications. You're
now prepared to discuss Al confidently and use it effectively in your
professional life.

Your experience plus Al
equals enhanced
professional capability.
You've got the tools,
you've got the
knowledge, and you've
definitely got this.




Appendix:

Your Al-Enhanced Future

Prompt Recipe

Who - What —» How — Tone

Example:
"Write an email [What] to my supervisor [Who], keep it under
100 words [How], professional tone [Tone]"

Common Fix-It Phrases

e "Make this shorter and clearer”

e "Use a more conversational tone’
e "Focus only on [main point]"

e "Add a friendly closing"

Safe Practice Topics

* Generic thank-you emails

* Meeting summary templates
* Project status updates

* Professional correspondence
e Document organization

Data Security Reminders

* Never input confidential information during practice

* Use made-up examples for learning exercises

* Keep sensitive company data out of Al tools

* Always review Al outputs before using them professionally



