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Graduation Day

Build Your Al-Powered Business System




This course is designed to fit into your life, not take over it. Each day takes 15 to 20 minutes. Here

is how to get the most from it:

1. One Lesson Per Day
Read the core lesson and key concepts. Do not skip ahead. Each day builds on the one before it.

2. Try the Tool of the Day
Sign up for or open the recommended tool. Spend at least 5 minutes hands-on experimenting.

3. Complete the Daily Challenge
This is where real learning happens. Each challenge is a specific, actionable task using real Al
tools.

4. Reflect
Spend 2 minutes on the reflection prompt. This cements what you learned and connects it to your
own goals.

5. Complete the Capstone Project
After Day 28, apply everything you have learned in one final project: your complete Al-Powered
Business Playbook.




Al FOUNDATIONS

This week you build a rock-solid understanding of what Al is, explore the major
tools, master the art of prompting, and apply Al to writing, research, and
organization. By the end of Week 1, you will have completed your first real Al-

powered task.




Al FOR BUSINESS

Week 2 takes your foundation and applies it to real business challenges. You will

learn to use Al for social media, customer service, sales, design, video, and daily

workflow management. Each day builds a practical skill you can use immediately.




ADVANCED SKILLS

Now you go deeper. Advanced prompting techniques, custom Al assistants, data

analytics, automation platforms, Al ethics, and accelerated learning. This week

transforms you from an Al user into an Al power user.




COMPETITIVE EDGE

The final week is about leverage. Al for entrepreneurs, hiring, monetizing your skills,

building Al-first businesses, staying current, and designing your personal Al stack.

You finish with a clear path forward.




OBJECTIVE

Understand what artificial intelligence actually is, separate fact from fiction, and learn why Al is
transforming every industry right now.

CORE LESSON

When most people hear artificial intelligence, they picture humanoid robots or sentient computers from
movies. The reality is far more practical. Al is software that learns patterns from data and makes
predictions or decisions based on those patterns. It is not magic, not conscious, and not coming to
replace humanity. It is a tool, arguably the most powerful one ever created.

The type of Al you use daily is called narrow Al. It excels at specific tasks: recommending shows,
filtering spam, translating languages, or generating text. This is different from general Al, which would
match human-level thinking across all domains. General Al does not exist yet. Every tool you use today,
ChatGPT, Siri, Google Translate, is narrow Al that is incredibly good at one category of tasks.

How does Al learn? The most common approach is machine learning. Imagine teaching a child to
recognize cats by showing thousands of pictures until they just get it. Machine learning works similarly:
feed an algorithm massive data and it identifies patterns on its own. Neural networks take this further
by using layers of mathematical functions processing information, loosely inspired by brain neurons.
Deep learning uses many such layers, powering modern breakthroughs.

Why is Al exploding now? Three factors converged: massive data (the internet generates 2.5 quintillion
bytes daily), powerful hardware (GPUs and cloud computing), and algorithmic breakthroughs, especially

the transformer architecture from 2017 that powers ChatGPT. This perfect storm means Al is advancing
faster than ever, and the tools are now accessible to everyone.

KEY CONCEPTS

e Al is pattern recognition from data, not sentient intelligence

e Narrow Al handles specific tasks; General Al does not exist yet
Machine learning: algorithms learn from data instead of explicit programming
Neural networks: layered math models loosely inspired by the brain

Three factors driving Al now: more data, better hardware, transformers

TOOL OF THE DAY

ChatGPT nhttps://chat.openai.com
The most popular Al chatbot. Free tier available.
Try today: Ask it to explain machine learning like you are 10 years old.

DAILY CHALLENGE




Have a 5-minute conversation with ChatGPT. Ask three different types of questions: factual, creative,
and opinion. Notice how it handles each differently.

Al does not know things. It predicts the most likely next word based on patterns. Understanding this

helps you work with its strengths.

Before today, what did you think Al was? How has your understanding changed?




OBJECTIVE

Map out the major Al tools available today, understand their differences, and learn to choose the right
tool for each task.

CORE LESSON

The Al landscape can feel overwhelming. New tools launch weekly, each claiming to be revolutionary.
But once you understand the major players and what makes them different, choosing becomes simple.
Think of Al tools like vehicles: they all get you from A to B, but a pickup truck, sports car, and minivan
serve different purposes best.

ChatGPT by OpenAl is the most well-known. It excels at general conversation, writing, brainstorming,
and coding. The free tier uses GPT-40 mini while the paid tier at $20/month gives you GPT-40 and
advanced features. Claude by Anthropic is known for longer, more nuanced responses and better
handling of large documents. It tends to be more careful and thoughtful. Gemini by Google integrates
deeply with Google services and excels at real-time information since it can search the web natively.

Beyond the big three, there are specialized tools worth knowing. Perplexity is an Al-powered search
engine that cites its sources, making it great for research. Midjourney and DALL-E generate images
from text. Jasper and Copy.ai focus on marketing copy. Open-source models like Llama by Meta and
Mistral can be run locally for free but require technical setup.

The key insight is this: do not commit to just one tool. The best Al users maintain a toolkit. Use ChatGPT
for quick tasks, Claude for long documents, Perplexity for research, and specialized tools for specific
needs. Most offer free tiers, so experiment before paying. The landscape changes fast, so flexibility
beats loyalty.

KEY CONCEPTS

o ChatGPT: best for general tasks, writing, coding. Free + $20/month

e Claude: best for long documents, nuanced writing, careful analysis
Gemini: best for Google integration and real-time web information
Perplexity: Al search with source citations, ideal for research

Maintain a toolkit: use different tools for different tasks

TOOL OF THE DAY

Claude https://claude.ai
Anthropic's Al assistant known for thoughtful, detailed responses.
Try today: Ask Claude the same question you asked ChatGPT yesterday. Compare the responses.

DAILY CHALLENGE




Sign up for free accounts on ChatGPT, Claude, and Gemini. Ask all three the same question and
compare their answers side by side.

When one Al gives you an answer you are unsure about, ask a different Al the same question. Cross-
referencing between tools is one of the fastest fact-checking methods available.

Which Al tool felt most natural to you today? Why do you think that is?




OBJECTIVE

Master writing effective prompts, the single most important skill for getting great results from any Al
tool.

CORE LESSON

If Al tools are the engine, prompts are the steering wheel. The quality of what you get from Al is directly
proportional to the quality of what you put in. This is not just about being specific. It is about
understanding how Al processes requests and structuring them for the best output. Prompting is a
genuine skill, and mastering it will make you 10x more effective with every Al tool you use.

A great prompt has four components, which we call the RCTF framework: Role (who should the Al be?),
Context (what background does it need?), Task (what exactly should it do?), and Format (how should
the output look?). Instead of saying write me an email, try: You are a professional consultant. | run a
small marketing agency. Write a follow-up email to a potential client who attended my webinar last
week. Keep it under 150 words, professional but warm.

Role prompting is one of the most powerful techniques. When you tell Al to act as a specific expert, it
adjusts its vocabulary, depth, and perspective accordingly. Explain blockchain gives you a generic
answer. You are a patient teacher explaining blockchain to a 60-year-old retiree who has never used
cryptocurrency gives you something far more targeted and useful.

The secret most people miss is iteration. Your first prompt almost never gives the perfect result. The
magic happens in follow-ups: make it shorter, add more examples, change the tone to be more casual,
now rewrite this focusing on cost savings. Think of it as a conversation with a capable colleague, not a
search engine where you get one shot. The more you guide, the better the output.

KEY CONCEPTS

e RCTF Framework: Role + Context + Task + Format

e Role prompting: assigning an expert persona dramatically improves output
Specificity beats brevity: more detail means better results
Iteration is the real skill: refine through follow-up prompts

Bad prompts get bad results. This is user error, not Al limitation

TOOL OF THE DAY

ChatGPT nhttps://chat.openai.com

Practice the RCTF framework with the most versatile Al tool.

Try today: Write a prompt using the RCTF framework. Then ask the same thing without the framework.
Compare both results.

DAILY CHALLENGE




Take this bad prompt: write a social media post. Turn it into a great prompt using Role, Context, Task,
and Format. Submit both and screenshot the difference.

When Al gives a mediocre response, do not start over. Say: that is close but here is what | need
differently. Treating Al as a collaborative partner produces the best results.

Think about a task you do regularly at work. How would you write a prompt to get Al to help with it?




OBJECTIVE

Use Al to dramatically accelerate your writing, emails, posts, scripts, and more, while keeping your
authentic voice.

CORE LESSON

Writing is one of the highest-leverage skills in business, and Al has made great writing accessible to
everyone. Whether you love writing or dread it, Al can help you produce more, better, faster. But there is
a common trap: letting Al write everything in its default voice, which produces bland, corporate text that
feels like a brochure. The goal is to use Al as a drafting partner while keeping your voice front and
center.

For emails, Al excels at getting past the blank page. Give it your goal, the recipient context, the key
points, and your desired tone. Let it draft, then read it aloud. If it does not sound like you, tell Al to
rewrite it in a more casual or direct tone. For business emails, this workflow cuts writing time by 70% or
more.

For social media posts, Al can generate five variations in seconds. This is gold for testing different
hooks and tones. But always personalize: add a specific detail from your life, a real number, or a

genuine story. Generic Al posts get ignored. Specific, personal posts get engagement. Ask Al to write
five captions in different styles: motivational, funny, educational, storytelling, and controversial.

For long-form content like blog posts or scripts, outline first, then flesh out each section. Never ask Al
to write the whole thing at once or you lose control of voice and structure. Outline with Al, write your
intro yourself, let Al draft each section, then rewrite the generic parts. This hybrid approach produces
far better results than fully Al-written content alone.

KEY CONCEPTS
e Use Al to draft, then humanize: never replace your voice entirely
e Emails: give context + goal + tone for 70% time savings
Social posts: generate variations, personalize the winner
Long-form: hybrid writing beats 100% Al-generated every time

Read output aloud: if it sounds robotic, it reads robotic

TOOL OF THE DAY

Claude https://claude.ai

Claude produces more natural-sounding writing than most Al tools.

Try today: Paste one of your recent emails into Claude and ask it to rewrite it 30% shorter while keeping
all key information.

DAILY CHALLENGE




Write a professional bio for yourself. First write your own version. Then give Al the key facts and have it
write one. Combine the best elements of both.

Tell Al your writing style with examples. Say: here are 3 things | have written before. Write in a similar
voice. Al can match your style surprisingly well.

What type of writing takes you the most time right now? How could Al specifically help with that task?




OBJECTIVE

Build a faster, smarter research workflow using Al while developing critical habits to verify accuracy.

CORE LESSON

Research used to mean hours in libraries or drowning in browser tabs. Al has changed that equation.
But there is a critical caveat: Al can hallucinate. It can confidently state false information that sounds
completely plausible. Building verification habits alongside Al speed is what separates smart Al users
from people who accidentally spread misinformation.

For topic research, start with Perplexity Al rather than ChatGPT. Perplexity searches the web in real
time and cites its sources so you can verify where information came from. For any topic, ask it for a
structured overview: what the topic is, why it matters, key players, current trends, and common
misconceptions. This gives you a framework to build on quickly.

For document summarization, Claude excels. Paste in long articles, reports, or legal documents and
ask it to summarize key points, identify main risks, or explain clauses in plain English. What used to take
an hour takes two minutes. This is transformative for anyone who regularly deals with dense reading
material.

The verification workflow every Al researcher needs has four steps: get the Al answer, ask Al what its
sources are, verify any statistic at the original source before using it, and cross-reference important
claims with a second Al tool. Al is your research assistant, not your final authority. The human judgment
step at the end is what makes the output trustworthy and usable.

KEY CONCEPTS
e Al can hallucinate: confident wrong answers are its biggest danger
o Perplexity cites real sources: best tool for research
Claude handles long document summarization exceptionally well
Always verify statistics and specific claims before using them

Use Al to find research directions, then verify yourself

TOOL OF THE DAY

Perplexity Al https://perplexity.ai
Al search engine that finds information and cites real sources.

Try today: Search for a topic relevant to your business. Check the sources Perplexity cites to verify the
accuracy.

DAILY CHALLENGE




Research a topic you know well using Perplexity. Find at least one thing Al got wrong or oversimplified.

This builds the healthy skepticism every Al user needs.

Ask Al to steelman the opposite position: what are the strongest arguments against this claim? This
builds critical thinking and helps you anticipate objections.

What research tasks eat the most time in your work? Which of today's techniques would have the
biggest impact?




OBJECTIVE

Transform your organization system using Al, from chaotic notes and scattered tasks to a clear,
structured personal knowledge system.

CORE LESSON

Disorganization is one of the biggest hidden costs in any professional's life. Missed follow-ups,
forgotten context, duplicated work, ideas lost in unsearchable note apps. Al can fundamentally change
how you capture, organize, and retrieve information. Think of it as a super-powered chief of staff who
never forgets anything you tell them.

For meeting notes, the workflow is simple and powerful. After any meeting, paste your rough notes into
Al and ask it to organize them into Key Decisions, Action Items with owners, Open Questions, and Next
Steps. What used to take 20 minutes of cleanup happens in 30 seconds. Tools like Otter.ai transcribe
meetings automatically, and you can paste the transcript for Al to summarize.

For project planning, Al is excellent at breaking vague goals into specific steps. Instead of a big goal
sitting untouched on your list, ask Al to break it down into tasks grouped by phase with time estimates.
A daunting project becomes a clear, workable plan. You can also ask Al to prioritize: here are my 10
tasks for the week, which 3 should | focus on first based on urgency and impact?

Building a personal knowledge system means turning scattered insights into organized, searchable
wisdom. After reading an article or finishing a book, ask Al to extract the 5 key insights and write 3
questions you should think about. Over time, you build a library of processed knowledge, not just
bookmarks you never re-read, but actual integrated understanding that compounds over time.

KEY CONCEPTS
e Al turns rough notes into structured summaries in seconds
e Break big goals into specific tasks using Al project planning
Ask Al to prioritize your task list by urgency and impact
Build a personal knowledge system by processing what you read with Al

Meeting note workflow: rough notes in, structured output out

TOOL OF THE DAY

Notion Al https://notion.so
Note-taking and project management with built-in Al assistance.

Try today: Create a new Notion page and use Notion Al to turn a rough brain dump into an organized
project plan.

DAILY CHALLENGE




Take the messiest notes you have from a recent meeting or project. Paste them into ChatGPT and ask it
to organize them into Summary, Action Items, Open Questions, and Next Steps.

Create a weekly review prompt: here are my tasks from this week. What did | accomplish, what did |
miss, and what should be my top 3 priorities for next week? Run every Friday.

Where does disorganization cost you the most time or energy in your current work?




OBJECTIVE

Consolidate everything from Week 1and complete your first real Al-powered task that creates tangible,
real-world value.

CORE LESSON

You have covered significant ground this week. From understanding what Al actually is, to mapping the
tools landscape, to learning the art of prompting, to applying Al for writing, research, and organization.
You now have a foundation that puts you ahead of most people. But knowledge without application is
just trivia. Today is about making it real.

Let us consolidate what you have learned. Al is a pattern-recognition tool that predicts likely outputs
based on massive training data. The major tools, ChatGPT, Claude, Gemini, and Perplexity, each have
strengths, and smart users maintain a toolkit rather than being loyal to one. The RCTF prompting
framework, Role plus Context plus Task plus Format, is your key to consistently great results from any
Al tool.

Now for your First Al Win challenge. Pick one real task from your work or life that you need to do

anyway this week. It could be writing a difficult email, researching a topic for a decision, summarizing a
document, planning a project, or creating social media content. Do the task using Al, actually submit it,
and let it do real work for you. Not a practice prompt, but a real deliverable that goes out into the world.

Track your results: how long did it take compared to the traditional way? What was the quality like?
What would you do differently next time? This reflection loop, use Al, evaluate results, adjust your
approach, is the core habit that separates Al power users from casual experimenters. Your goal over the
next 21 days is to build this loop into your regular workflow, not just use Al occasionally when you
remember to.

KEY CONCEPTS
e Al is pattern recognition, not magic. Powerful when used intentionally
e Maintain a toolkit: different tools for different tasks

RCTF framework: Role + Context + Task + Format

Real application beats practice: use Al on actual work this week

The reflection loop: use, evaluate, adjust. Repeat for 21 more days

TOOL OF THE DAY

Any Week 1tool https://chat.openai.com
Use whichever tool from Week 1 fits your chosen task best.
Try today: Complete your First Al Win using the best tool for your chosen task.

DAILY CHALLENGE




Pick a real task, use Al to complete it, submit the result, and write 3 sentences about what you learned
from the experience.

Set a recurring 10-minute Al check-in each morning. Ask Al: what are the most important things | should
focus on today? Feed it your current priorities and let it help you plan.

Looking back at Week 1, what surprised you most about Al? What are you most excited to explore in the
coming weeks?




OBJECTIVE

Use Al to build a consistent social media presence in a fraction of the time, with content that actually
resonates with your audience.

CORE LESSON

Social media is one of the most time-consuming parts of modern business, yet most people treat it as
an afterthought. Al changes this equation completely. You can go from spending 3 hours on content
creation per week to 30 minutes, while actually improving quality and consistency.

For content calendars, start by asking Al to generate a month of content ideas based on your industry,
audience, and goals. Give it context: you are a social media strategist, my business is X, my audience is
Y, my goal is Z. Generate 30 content ideas across educational, entertaining, promotional, and
engagement categories. This gives you a pool to draw from every day.

For captions, the biggest mistake is asking Al to write a generic caption. Instead, use a formula: hook
plus value plus call to action. Tell Al what emotion you want the reader to feel, what transformation you
want to create, and what you want them to do next. Platform differences matter: Instagram rewards
personality, LinkedIn rewards insights, TikTok rewards authenticity and speed, Twitter or X rewards
brevity and wit.

For repurposing content, Al is a multiplier. One blog post becomes five social captions, three short
video scripts, a carousel outline, and a newsletter section. Ask Al: | have written this blog post. Turn it
into 5 Instagram captions, 3 LinkedIn posts, and 2 tweet threads. This is how single pieces of content
reach audiences across every platform without writing everything from scratch.

KEY CONCEPTS
e Al turns 3 hours of content creation into 30 minutes
e Content calendar formula: educational, entertaining, promotional, engagement

Caption formula: hook + value + call to action

Platform differences: Instagram = personality, LinkedIn = insights, TikTok = authenticity

Repurpose one piece of content into multiple formats across all platforms

TOOL OF THE DAY

ChatGPT https://chat.openai.com
Versatile tool for generating content calendars, captions, and repurposed content.

Try today: Ask ChatGPT to generate 10 social media post ideas for your business or niche, then write
the caption for the best one.

DAILY CHALLENGE




Generate a full week of social media content for one platform using Al. Include the caption, the hook,
and any relevant hashtags for each post.

Create a reusable content template prompt. Include your brand voice, audience, tone, and typical
topics. Save it as a note and paste it at the start of every content session.

Which part of social media creation takes you the most time? How specifically could Al reduce that
burden?




OBJECTIVE

Build a fast, consistent, and empathetic customer service system using Al-generated templates and
response frameworks.

CORE LESSON

Customer service is often the difference between a loyal customer and a lost one. Yet for small
businesses and solopreneurs, responding to every inquiry personally and immediately is nearly
impossible. Al does not replace the human warmth of great customer service, but it removes the friction
of starting from scratch on every response.

The most valuable application is response templates. Identify your 20 most common customer
questions or situations: pricing inquiries, delivery timelines, refund requests, product questions,
complaints, and compliments. For each one, have Al draft a template that is warm, clear, and on-brand.
Then personalize the top two lines for each specific customer before sending. This workflow cuts
response time from 10 minutes to 90 seconds per email.

For FAQ documents, ask Al: you are a customer service expert. Based on this product or service
description, generate the 15 most likely questions customers would ask, then answer each one clearly
and warmly. This creates a self-service resource that reduces inbound inquiries and improves customer
experience at the same time.

Tone matching is crucial. When a customer is angry, Al can help you craft a response that de-escalates
without being defensive. Prompt: a customer sent me this complaint [paste message]. Write a response

that acknowledges their frustration, takes responsibility where appropriate, offers a clear solution, and
ends warmly. This separates businesses that handle complaints professionally from those that make
them worse.

KEY CONCEPTS
e Al cuts customer response time from 10 minutes to 90 seconds
e Build template libraries for your 20 most common scenarios
FAQ generation: Al creates both questions and answers from your product description
Tone matching: Al helps de-escalate angry customers professionally

Always personalize the first two lines before sending any template

TOOL OF THE DAY

Claude nhttps://claude.ai

Claude's careful tone makes it ideal for customer service responses.

Try today: Describe your business to Claude and ask it to write responses for your 5 most common
customer questions.




Write 10 FAQ answers for your business using Al. Cover pricing, process, timeline, what makes you
different, and your guarantee or return policy.

Create a complaints handling prompt: customer sent this message [paste]. Write a response that
validates their experience, offers a solution, and maintains the relationship. Keep it under 150 words.

What is the most common customer complaint or question your business receives? How could an Al-
drafted template improve how you handle it?




OBJECTIVE

Use Al to write high-converting sales and marketing copy, from cold emails to ad copy to full sales
pages.

CORE LESSON

Sales and marketing copy is one of the highest-value skills in business. Great copy converts; mediocre
copy wastes budget. Al has democratized access to professional-quality copywriting for anyone willing
to learn how to direct it effectively. The key is knowing which frameworks to use for which situations.

For cold emails, the most effective structure follows three steps: a hyper-specific opening that proves
you know who they are, a one-sentence value proposition that speaks to their exact problem, and a
low-friction call to action. Ask Al: write a cold email to a digital marketing agency owner who struggles
to onboard new clients. Use a specific opening, offer a clear solution, and ask for a 15-minute call. Keep
it under 120 words. This produces something that actually gets replies.

For ad copy, the two most powerful frameworks are AIDA (Attention, Interest, Desire, Action) and PAS
(Problem, Agitate, Solution). Tell Al which framework to use and give it your product, audience, and

primary benefit. Generate three variations and A/B test them against each other. Al makes testing
multiple angles cheap and fast, which is the real competitive advantage.

For sales pages, Al can help you structure the entire narrative: hook, problem identification, solution
presentation, social proof, objection handling, offer stack, and call to action. Do not ask Al to write the
whole page at once. Build it section by section, refining each piece before moving to the next. The best
sales pages read like a conversation, and Al can help you maintain that flow throughout.

KEY CONCEPTS
e Cold email formula: specific opening + value proposition + low-friction CTA
o AIDA: Attention, Interest, Desire, Action for ad copy

PAS: Problem, Agitate, Solution for emotional copy

Build sales pages section by section, not all at once

A/B test multiple Al-generated variations to find what converts

TOOL OF THE DAY

ChatGPT https://chat.openai.com

Best for generating multiple copy variations quickly for testing.

Try today: Ask ChatGPT to write 3 versions of a Facebook ad for your product using the PAS
framework. Compare the three approaches.

DAILY CHALLENGE




Write a 3-email cold outreach sequence for your product or service. Email 1: introduction and value.
Email 2: follow-up with a case study or result. Email 3: final gentle nudge with a different angle.

After Al writes copy, ask it: what objections might a potential customer still have after reading this? Then
have Al address those objections in the copy itself.

What is your current conversion rate on cold outreach or ads? What specific part of your copy do you
think is weakest?




OBJECTIVE

Use Al image generation tools to create visual content, marketing materials, and design concepts
without needing professional design skills.

CORE LESSON

Design used to require either expensive software skills or expensive designers. Al image generation has
changed that. Tools like Midjourney and DALL-E can produce stunning visuals in seconds, and learning
to direct them effectively is now one of the most valuable skills a marketer or entrepreneur can have.

The foundation of image prompting is specificity. Vague prompts produce generic results. The more
specific you are about style, lighting, mood, composition, and subject, the better the output. A good
image prompt has four parts: the subject (what is in the image), the style (photorealistic, illustration,
watercolor, 3D render), the mood or lighting (golden hour, dramatic shadows, bright and airy), and any
technical specs (wide angle, portrait, overhead shot).

For Midjourney, accessed through Discord, the community is one of the best learning resources.
Browse the public feed to find prompts that produced results you like, then study and adapt them. Style
modifiers like cinematic, editorial, hyperrealistic, or minimalist dramatically change the output. The dash
dash ar parameter controls aspect ratio, so dash dash ar 16:9 gives you a widescreen image and dash
dash ar 9:16 gives you a vertical one for social media.

Canva Al is the most accessible entry point for non-designers. Its Magic Design feature lets you
generate complete designs from a text description, while its text-to-image tool creates custom visuals
to use inside templates. For branding, ads, presentations, and social posts, Canva Al removes the blank
canvas problem and makes professional-looking design achievable in minutes.

KEY CONCEPTS
e Image prompts need 4 parts: subject, style, mood/lighting, technical specs
e Midjourney produces the highest quality but requires Discord

DALL-E is built into ChatGPT Plus, easiest to access

Canva Al is best for non-designers creating marketing materials

Iterate: generate, evaluate, refine the prompt, generate again

TOOL OF THE DAY

Canva Al nhttps://canva.com

The most accessible Al design tool for non-designers. Magic Design included free.
Try today: Open Canva, use Magic Design and describe a social media post for your business. See
what it generates in seconds.

DAILY CHALLENGE




Generate 5 different image concepts for your product, brand, or a marketing campaign using Al. Try at
least two different tools and compare results.

Build a style reference prompt for your brand: every image for my brand should be dark theme, neon

pink accents, modern minimal, professional. Paste this at the start of every image generation session.

Where in your business do you most need better visuals? How could Al-generated images change your
marketing materials?




OBJECTIVE

Use Al to speed up every step of video content creation, from scripting to thumbnails to repurposing
finished content.

CORE LESSON

Video is the dominant content format, but it is also the most time-consuming to produce. Al does not
film the video for you, but it eliminates the bottlenecks: blank-page script writing, thumbnail
brainstorming, and repurposing content into multiple formats. These three areas alone can cut your
video production time in half.

For scripts, the most important element is the hook: the first 3 to 5 seconds that determine whether
viewers keep watching. Ask Al to write 5 different hooks for your video topic, ranging from a bold
statement to a question to a surprising statistic. Pick the strongest one, then have Al build the rest of the
script around it. The structure for short-form video is: hook, one key insight, practical application, and
call to action. Keep it tight.

For long-form scripts like YouTube videos or podcasts, use Al to create a detailed outline first. Treat
each section as a mini-video: its own hook, its own substance, its own takeaway. Then record yourself
talking through the outline naturally rather than reading a script word for word. This produces content
that is structured but sounds authentic.

For repurposing, video is your richest source. Once a video is done, ask Al: here is the transcript of my
video. Turn it into: a LinkedIn post, 3 Twitter threads, a blog post outline, and 5 Instagram captions. One
video becomes ten pieces of content across multiple platforms. This is the content strategy that lets
solo creators compete with entire marketing teams.

KEY CONCEPTS

e Hook is everything: first 3-5 seconds determine if viewers stay

e Short-form formula: hook + insight + application + CTA
Long-form: outline first, then record naturally, do not read word for word
One video transcript generates 10+ pieces of content across platforms

Thumbnail concepts: use Al to generate 5 visual concepts, test with your audience

TOOL OF THE DAY

ChatGPT nhttps://chat.openai.com

Best for script writing, hook generation, and content repurposing.
Try today: Ask ChatGPT to write 5 different hooks for a video about a topic in your niche. Pick the best
one and build a 60-second script around it.

DAILY CHALLENGE




Write a complete 60-second video script for a topic in your niche. Include the hook, main point, example
or story, and a clear call to action.

After recording, paste your transcript into Al and ask: what are the 3 strongest moments in this video
that | should clip for short-form? This turns one long video into multiple short clips effortlessly.

What stops you from creating more video content? Which of today's Al techniques removes your
biggest obstacle?




OBJECTIVE

Build Al-powered daily workflows that handle routine tasks automatically, freeing your best energy for
high-value work.

CORE LESSON

The most powerful shift Al enables is not any single task it performs, but the cumulative effect of
removing dozens of small friction points from your day. Email drafting, meeting preparation, task
prioritization, follow-up reminders: each one individually takes 5 to 10 minutes, but together they
consume hours every week. Al as a virtual assistant is about systematizing these small wins.

For email triage, build a daily workflow: paste your inbox summary into Al each morning and ask it to
categorize by urgency (respond today, respond this week, file for reference, delete), identify which
emails need a drafted reply, and flag any that require action from others. This turns 30 minutes of inbox
anxiety into a 5-minute structured review.

For calendar and meeting planning, Al can help you prepare for every meeting in under 2 minutes.
Paste the meeting title, attendees, and agenda into Al and ask: what are the 3 most important things |
should know or prepare before this meeting, and what are the 3 outcomes | should aim to achieve? This
2-minute preparation produces better meetings than 20 minutes of unfocused pre-reading.

For task prioritization, use the Eisenhower Matrix with Al. Paste your task list and ask Al to categorize
each task as urgent and important (do now), important but not urgent (schedule), urgent but not
important (delegate), or neither (eliminate). This cuts through the noise and gives you a clear priority
order based on actual impact, not just whatever feels most pressing in the moment.

KEY CONCEPTS

e Email triage: categorize by urgency, draft replies, flag action items daily

e Meeting prep: 2 minutes with Al beats 20 minutes of unfocused reading
Eisenhower Matrix via Al: urgent vs important vs delegate vs eliminate
Morning planning prompt: feed Al your priorities, get a ranked action list

The compound effect: removing 10 small frictions saves hours per week

TOOL OF THE DAY

ChatGPT https://chat.openai.com

Use as your daily planning and triage partner every morning.

Try today: Paste your task list for today into ChatGPT and ask it to rank them by urgency and impact.
See if the Al ordering matches your instinct.

DAILY CHALLENGE




Build your personal morning planning prompt. Include your role, current priorities, what success looks
like this week, and ask Al to generate your top 3 focus items for today.

Create a weekly review template: every Friday, paste your completed and incomplete tasks into Al and
ask for a reflection on what you accomplished, what slipped, and what your next week priorities should
be.

Which part of your daily routine feels most chaotic or time-consuming? How could a structured Al
workflow change that?




OBJECTIVE

Consolidate your Week 2 business skills and implement at least one real Al workflow that saves
measurable time every week.

CORE LESSON

Week 2 has taken you from foundational Al knowledge into real business applications. You now have
frameworks for social media, customer service, sales copy, design, video content, and daily task
management. The question is not whether Al can help your business, it is which area gives you the
highest return on the time you invest in building the workflow.

The framework for identifying your highest-value Al automation is simple: list every repetitive task you
do each week that takes more than 15 minutes. For each one, ask three questions: How often does it
happen? How long does it take manually? How much of it could Al handle? Multiply frequency by time
saved and you have your priority list. The tasks at the top of that list are where you build your first
workflows.

The most common high-value automations for small businesses are: writing first drafts of all outreach
emails (saves 2 to 3 hours per week), generating social media content for the week in one session
(saves 2 to 4 hours), creating meeting agendas and summaries (saves 1to 2 hours), and building
templates for repeat client deliverables (saves 3 to 5 hours). That is 8 to 14 hours per week reclaimed
without any paid tools.

For your Week 2 challenge, identify the one workflow that would have the biggest impact on your week.
Build it completely: write the master prompt, test it with real inputs, refine it until the output quality is
reliable, and commit to using it every single time that task comes up. One well-built Al workflow you
actually use consistently is worth more than ten you tried once.

KEY CONCEPTS
e ROI framework: frequency x time saved = priority for automation
¢ Most common high-value automations: email drafts, content, meeting notes, templates
Build one workflow completely before moving to the next
A workflow you use consistently beats ten you tried once

Week 2 skills: social media, customer service, sales, design, video, planning

TOOL OF THE DAY

Any Week 2 tool https://chat.openai.com
Use the tool that fits your chosen automation best.
Try today: Run your chosen workflow automation for real this week and note the time it saves.

DAILY CHALLENGE




Identify and fully implement one business workflow automation using Al. Document the prompt, test it
with real inputs, and use it at least once on a real task this week.

After building a workflow, save your master prompt in a notes app or Notion. Label it clearly and add it
to a Prompts Library. Over time, this becomes your most valuable business asset.

After two weeks with Al, what is the single biggest change in how you work? What do you wish you had
started using Al for sooner?




OBJECTIVE

Go beyond basic prompting to master chain-of-thought reasoning, few-shot examples, and system-
level instructions.

CORE LESSON

You have been using prompts for two weeks and getting good results. Now it is time to unlock the
techniques that power users rely on to get consistently exceptional outputs. These are the methods
researchers use, and they are available to anyone willing to learn them.

Chain-of-thought prompting is the technique of asking Al to think through a problem step by step
before giving the final answer. Instead of asking what should | do about this business problem, ask:
think through this step by step. First identify the core issue, then consider 3 possible approaches, then
evaluate the pros and cons of each, then recommend the best option with your reasoning. This
activates more of the Al's reasoning capability and produces dramatically better answers for complex
problems.

Few-shot prompting means giving Al examples of what you want before asking it to do the task. Instead
of describing what you need, show it. Here are 3 examples of the writing style | want [paste examples].

Now write a new piece in the same style about [topic]. This works better than description for anything
where style, tone, or format is important.

System prompts are instructions that set the Al's baseline behavior for an entire conversation. In
ChatGPT, you can set a custom system prompt in Settings that applies to every conversation. For
example: you are my business advisor. You always respond in bullet points. You always challenge my
assumptions and offer the counterargument before agreeing. This turns a general-purpose Al into a
customized tool for your specific work style.

KEY CONCEPTS

e Chain-of-thought: ask Al to reason step by step before answering

e Few-shot: give examples of what you want instead of just describing it
System prompts: set baseline Al behavior for an entire session
Meta-prompting: ask Al to improve your prompt before using it

Prompt chaining: use output from one prompt as input to the next

TOOL OF THE DAY

Claude nhttps://claude.ai

Claude handles complex chain-of-thought reasoning especially well.

Try today: Give Claude a complex decision you are facing. Ask it to think through it step by step:
identify the issue, list options, evaluate pros and cons, then recommend.




Use chain-of-thought prompting to solve a real complex problem in your work or life. Compare the
quality of the answer to what you would have gotten with a simple prompt.

Ask Al to critique your prompt before you use it: here is my prompt. What is unclear, missing, or could
be improved? Then use the improved version. This meta-technique consistently produces better results.

What complex decision or problem in your life would benefit most from Al-assisted structured thinking?




OBJECTIVE

Create personalized Al assistants trained on your specific context, voice, and use cases.

CORE LESSON

Generic Al gives generic results. The most powerful Al users build custom assistants tuned specifically
for their work. With ChatGPT's custom GPT feature, you can create a dedicated Al persona with specific
instructions, knowledge, and behavior, essentially building your own specialized tool without writing a
single line of code.

A custom GPT is built through a simple setup process: you give it a name, a description, detailed
instructions about its role and behavior, and optionally upload documents it should know about. For
example, you could build a Customer Onboarding Assistant that knows your entire product, your
onboarding process, your FAQs, and your brand voice. Every time a new client has a question, this
assistant handles it better than a generic ChatGPT because it has your specific context baked in.

The instructions are the most important part. Write them as if you are briefing a new employee on their
first day. Cover: who they are, what they help with, what tone to use, what topics to avoid, how to
handle edge cases, and any specific formats to always use. The more specific your instructions, the
more consistent and useful the assistant becomes. Spend 30 minutes on great instructions and it will
pay back that time hundreds of times.

Knowledge uploads let you give the assistant documents to reference. Upload your product
documentation, your brand guidelines, your price list, your most common email templates. The assistant
can then draw on this information when answering questions. This is essentially giving Al a brain with
your specific business knowledge, not just general internet knowledge.

KEY CONCEPTS
e Custom GPTs: personalized Al with your specific instructions and knowledge
e Instructions are like briefing a new employee: cover role, tone, edge cases
Upload documents to give Al your specific business knowledge
Memory features: Al that remembers your preferences across sessions

When to build vs use existing: build when you repeat the same type of task weekly

TOOL OF THE DAY

ChatGPT Custom GPTs https://chat.openai.com/gpts
Build your own custom Al assistant for specific, repeated tasks.
Try today: Open the custom GPT builder and create a simple assistant for one specific task you do

regularly. Give it detailed instructions.

DAILY CHALLENGE




Create a simple custom GPT for one specific task in your work. It could be your email assistant, your
content creator, your customer service rep, or your daily planner.

Test your custom GPT with edge cases: confusing questions, off-topic requests, unusual scenarios. See
how it handles them and refine your instructions until the behavior is consistent.

If you could have an Al assistant that specialized in one specific area of your work, what would it be and
what would it need to know?




OBJECTIVE

Use Al to analyze data, extract insights, and make sense of humbers without needing advanced Excel or
statistics skills.

CORE LESSON

Most people have more data than they know what to do with: sales spreadsheets, customer feedback,
website analytics, financial reports. Al has made data analysis accessible to anyone who can describe
what they want to know in plain English. You do not need to know formulas, pivot tables, or SQL. You
need to know the right questions to ask.

The most powerful approach is ChatGPT with Code Interpreter, available in the paid tier. You upload a
CSV or Excel file and ask questions in plain language: what is the trend in my sales over the last 6
months, which product has the highest profit margin, what do customers complain about most in this
feedback data? The Al writes and runs the analysis code, then explains the results in plain English. This
is genuinely transformative for anyone who deals with data regularly.

For pattern identification, Al excels at finding things you were not looking for. After getting initial
insights, ask: what else is interesting or unusual in this data? Are there any patterns | might be missing?
What would a business analyst flag as important here? These open-ended questions often surface
insights that would take hours of manual exploration to find.

The key limitation to know: Al can make calculation errors, especially with complex arithmetic. Always
sanity-check numbers against your source data. If a figure seems off, ask Al to show you the calculation
step by step, then verify it. Treat Al as a first-pass analyst, not a final authority. Its job is to surface
patterns and hypotheses; your job is to verify the ones that matter.

KEY CONCEPTS
e ChatGPT Code Interpreter: upload data, ask questions in plain English
e Ask open-ended questions: what else is interesting or unusual here?
Pattern identification: Al finds what you were not looking for
Always sanity-check Al calculations against source data

Al is first-pass analyst: surfaces patterns, you verify the important ones

TOOL OF THE DAY

ChatGPT with Code Interpreter https://chat.openai.com

Upload spreadsheets and ask plain-English questions to get data insights.

Try today: Upload any spreadsheet you have (sales data, budget, list) and ask Al 5 questions about
what the data shows.

DAILY CHALLENGE




Find a dataset relevant to your work, upload it to ChatGPT with Code Interpreter, and ask it to identify
the 3 most important insights. Then verify at least one of them manually.

After Al identifies an insight, ask it to suggest what action you should take based on the data. Then ask:
what additional data would help confirm this recommendation? This turns analysis into action.

What data do you already have that you have never properly analyzed? What business question has
been nagging you that the right data could answer?




OBJECTIVE

Connect Al to your existing tools and build automated workflows that run without you touching them.

CORE LESSON

Everything you have done with Al so far has been interactive: you prompt, Al responds, you act.
Automation takes this further by removing you from the loop entirely for repetitive, predictable tasks.
When a new client fills out your form, Al drafts their welcome email. When a customer leaves a review,
Al categorizes it. When you publish a blog post, Al repurposes it to social media. This is the difference
between using Al and being powered by Al.

Zapier is the most accessible automation platform for non-coders. It connects over 5,000 apps with
simple trigger-and-action logic: when this happens in app A, do that in app B. With Al integrations built
in, you can add intelligence to these flows. When a new lead comes in through your form, send their
info to Al to write a personalized outreach email, then automatically send that email from Gmail. The
whole workflow runs in seconds with no human involvement.

Make.com (formerly Integromat) is more powerful than Zapier and better for complex multi-step
workflows, though it has a steeper learning curve. For most small business needs, Zapier is sufficient
and faster to set up. n8n is a free, open-source option that you host yourself, giving you full control and
no usage limits, but requiring more technical comfort.

The best automations to build first are the ones you do most often that follow a predictable pattern. New
lead received, send welcome sequence. New review posted, send thank you. Invoice paid, send receipt
and update spreadsheet. Meeting ends, send follow-up with notes. Start with one, build it properly, test
it thoroughly, then add the next. Automation debt from poorly built workflows costs more time than it
saves.

KEY CONCEPTS
e Automation: remove yourself from the loop for repetitive, predictable tasks
e Zapier: best for beginners, 5000+ app integrations, Al built in
Make.com: more powerful for complex workflows, steeper learning curve
n8n: free open-source option for full control, requires technical comfort

Start with one automation, build it properly, then add the next

TOOL OF THE DAY

Zapier https://zapier.com

Build no-code automations connecting your apps with Al intelligence.

Try today: Browse the Zapier Al templates to see what automated workflows already exist for your
tools.




Build one simple Zapier automation that saves you real time. Ideas: auto-summarize emails with Al, post
to social when you publish a blog, or create tasks from emails automatically.

Before building an automation, map the workflow on paper first: what triggers it, what happens next,
what the final output should be. Building from a clear map is 3x faster than figuring it out as you go.

What is one task in your business that happens repeatedly and follows the same pattern every time?
Could that be automated?




OBJECTIVE

Understand the real limitations and ethical considerations of Al so you can use it responsibly and avoid
costly mistakes.

CORE LESSON

Understanding what Al cannot do is just as important as knowing what it can. Overconfident Al users
make mistakes that damage their reputation, spread misinformation, or make poor decisions based on
faulty data. This lesson is not about fear. It is about using a powerful tool with appropriate care.

Hallucinations are Al's most dangerous failure mode. When Al does not know something, it often makes
something up that sounds completely plausible instead of saying it does not know. It might invent
citations, statistics, product features, or historical facts. The more specific the claim, the more you
should verify it. Never use an Al-generated statistic, quote, or citation without checking the original
source. Build this as a non-negotiable habit.

Bias exists in every Al system because Al learns from human-generated data, which reflects human
biases. This can show up as gender stereotypes in generated content, cultural blind spots, or skewed
perspectives on politically sensitive topics. Be especially careful when using Al to screen candidates,
make judgments about people, or produce content about sensitive groups. Always review Al output that
involves people with a critical eye.

Privacy is a serious consideration. Anything you paste into a commercial Al tool may be used to improve
that model. Do not share confidential business data, private client information, medical records,
financial specifics, or personal identifying information. If you need Al for sensitive work, look into
enterprise plans with privacy guarantees, or run open-source models locally where your data never
leaves your machine.

KEY CONCEPTS

e Hallucinations: Al invents plausible-sounding false information with confidence

e Never use Al statistics, quotes, or citations without verifying the source
Bias: Al reflects human biases from its training data, review people-related outputs carefully
Privacy: do not paste confidential data into commercial Al tools

When not to use Al: final medical, legal, or financial decisions without expert review

TOOL OF THE DAY

Any Al tool https://perplexity.ai
Use Perplexity to fact-check Al-generated claims with sourced results.

Try today: Ask an Al a specific factual question about a recent event or statistics. Then verify the
answer with Perplexity or a direct source search.




Deliberately try to get an Al to hallucinate by asking about a very specific obscure fact. Then fact-check
the result. This exercise builds the healthy verification habits every Al user needs.

Create a personal rule: any number, date, name, or citation that Al provides gets verified before | use it
publicly. One fact-check habit prevents 99% of embarrassing errors.

In what areas of your work would an Al mistake have the most serious consequences? How will you
build in verification steps for those areas?




OBJECTIVE

Use Al as a personalized tutor to accelerate learning in any subject, skill, or domain.

CORE LESSON

One of the most underused applications of Al is as a personal tutor. Traditional learning is one-size-fits-
all: the textbook moves at the textbook's pace, the course covers what the instructor chose to cover. Al
tutoring is infinite personalization: it explains concepts at exactly your level, answers exactly the
questions you have, and creates practice tailored to exactly your gaps.

The Socratic method with Al is one of the most powerful learning techniques available. Instead of
asking Al to explain a topic, ask it to quiz you about it and then explain what you got wrong. Tell Al: | am
learning about [topic]. Ask me 5 questions to test my current understanding, then give me feedback on
each answer and fill in the gaps. This active retrieval is proven to produce far better retention than
passive reading.

For skill breakdown, ask Al to map out exactly what you need to learn to achieve a specific goal. Tell it: |
want to be able to [specific skill outcome] in 30 days. | have [current level] of experience. Break down
exactly what | need to learn, in what order, and suggest how to practice each component. This gives
you a personalized curriculum instead of a generic course syllabus.

Spaced repetition with Al means coming back to a topic regularly with increasing intervals. After
learning something, ask Al to create a 10-question quiz. Come back in 2 days for another quiz on the

same material. Then 5 days. Then 2 weeks. Al can generate fresh questions every time, preventing you
from just memorizing the answers and forcing genuine understanding instead.

KEY CONCEPTS

e Al tutoring: infinite personalization at exactly your level

e Socratic method: get quizzed by Al rather than just reading explanations
Skill breakdown: ask Al for a personalized 30-day learning curriculum
Spaced repetition: use Al to generate fresh quizzes at increasing intervals

Active retrieval beats passive reading every time for long-term retention

TOOL OF THE DAY

Claude https://claude.ai

Claude's careful explanations make it an exceptional tutor for complex topics.

Try today: Pick one topic you want to understand better. Ask Claude to explain it, then ask it to quiz you
on what you just learned.

DAILY CHALLENGE




Use Al as a tutor for 20 minutes on a skill you have been wanting to develop. At the end, ask Al to rate

your current understanding and suggest what to study next.

Create a Learning Sprint prompt: | want to understand [topic] deeply. | have 20 minutes. Quiz me first to
baseline my knowledge. Then teach me the most important things | am missing. Then quiz me again at
the end.

What skill have you wanted to learn but never found the right resource or time for? How could Al-
personalized tutoring change that?




OBJECTIVE

Consolidate your advanced Al skills by combining multiple techniques to build one complete, useful Al-
powered tool or workflow.

CORE LESSON

You have come a long way since Week 1. Advanced prompting, custom assistants, data analysis,
automation, ethical use, and accelerated learning are now in your toolkit. Week 3 was about depth:
going beyond using Al to actually engineering it for your specific purposes. Today is about proving that
to yourself by building something real.

The build challenge today is about combining multiple skills from the last three weeks into one cohesive
workflow. This could be: a content creation pipeline that takes one idea and produces a week of social
content; a customer feedback system that automatically categorizes, analyzes, and summarizes
reviews; a personal learning system that generates daily quizzes on topics you are studying; or a sales
outreach workflow that researches a prospect, drafts a personalized email, and schedules a follow-up
reminder.

The definition of something useful is simple: it should solve a real problem you have and save real time
when you use it. Not a demonstration, not a proof of concept, but something you will actually use again
after today. The best Al workflows are those that fit so naturally into your existing process that after a
week you cannot imagine doing the task without them.

As you build, notice what you reach for naturally: which tools, which prompting techniques, which
frameworks. This is your emerging Al style. Some people are heavy on iteration and refinement. Others
are better at building complete systems upfront. Neither is wrong. Understanding your Al working style
helps you design workflows that match how you actually think and work.

KEY CONCEPTS

e Combine multiple Al techniques into one cohesive, useful workflow

e Build for real use: it should solve a real problem and save real time
Power user mindset: engineer Al for your specific purposes, not just use it
Notice your Al working style: iteration vs systems-building vs hybrid

Week 3 skills: advanced prompts, custom assistants, data, automation, ethics, learning

TOOL OF THE DAY

Any combination https://chat.openai.com
Use whichever tools from Weeks 1 through 3 best serve your chosen project.

Try today: Map out your build on paper first: inputs, Al steps, outputs. Then execute it.

DAILY CHALLENGE




Build one complete Al-powered tool or workflow that you will actually use regularly. Document what it
does, how it works, and what problem it solves.

The best test of a workflow is whether you still use it three weeks from now. Build it with simplicity in
mind: the fewer steps required to start, the more likely you are to use it consistently.

What is the most valuable thing you have built or learned in Week 3? How has your relationship with Al
changed since Week 1?




OBJECTIVE

Learn how solo operators and small teams use Al to replace entire departments and deliver services at
scale.

CORE LESSON

The traditional path was clear: grow your business, hire more people, scale through headcount. Al has
created an alternative: the Al-leveraged solo operator or micro-team that delivers the output of a much
larger organization. This is not about replacing humans. It is about giving individuals capabilities that
used to require teams.

Consider the modern solo consultant: Al handles research and data analysis, drafts all client
communications and proposals, generates reports and presentations, manages scheduling and follow-
ups, creates content to attract new clients, and handles initial customer inquiries. This person can serve
3 to 5 times more clients than their pre-Al counterpart, at equal or higher quality, because Al handles
the repetitive work that used to consume most of their day.

For service packaging with Al, the shift is from selling time to selling outcomes. Instead of charging by
the hour, package Al-enhanced services at a fixed price. Your clients get faster delivery and more
consistent quality. You get higher margins because Al reduces your production time. A social media
manager who used to handle 3 clients at 10 hours each can now handle 10 clients at 4 hours each,
charging the same per client, tripling revenue without tripling effort.

The key calculation is your Al leverage ratio: what is the value of the output versus the time it takes you
with Al versus without. If a task took 2 hours before and takes 20 minutes with Al, your leverage ratio is
6x. Find the tasks with the highest ratios and build your service model around them. This is how small
operators compete with firms ten times their size.

KEY CONCEPTS

e Al-leveraged solo operators deliver the output of larger teams

e Package services as outcomes, not hours, for higher margins
Al leverage ratio: value of output divided by time to produce it
Focus on tasks with the highest leverage ratios for your services

The shift from hiring humans to building Al-powered workflows

TOOL OF THE DAY

ChatGPT https://chat.openai.com

Use ChatGPT to map out your service model and calculate your Al leverage ratios.

Try today: List your 5 most time-consuming work tasks and estimate how much time Al could save on
each one. Calculate your total weekly time savings.




Calculate how many hours per week Al could save in your work and what that time is worth in money.
Then identify which of those hours you could turn into additional revenue.

Build your Al toolkit before you need it. Spend one weekend building prompts and workflows for your
most common tasks. Then when client work comes in, you are already fast. Preparation beats
scrambling.

If Al could free up 10 extra hours per week, what would you do with that time? More clients? A new
offering? Something personal?




OBJECTIVE

Use Al to streamline every aspect of hiring, onboarding, and managing your team effectively.

CORE LESSON

Hiring is one of the most expensive processes in any business, not just in money but in time, attention,
and opportunity cost. A bad hire costs months. A slow hiring process loses top candidates. Al does not
replace the human judgment needed for great hiring decisions, but it eliminates the administrative
burden that makes the process so painful in the first place.

For job descriptions, Al eliminates the blank page completely. Tell it: | need to hire a social media
manager for a small marketing agency. They will handle content creation, community management, and
analytics for 5 client accounts. Write a job description that attracts talented, self-motivated candidates
and clearly communicates the role. Include must-have skills, nice-to-have skills, and what working with
us is like. In 60 seconds, you have a professional job description that would have taken 45 minutes to
write from scratch.

For resume screening, create a scoring framework with Al first: based on this job description, create a
rubric for evaluating candidates with 5 criteria scored from 1to 5, with specific definitions for each
score level. Then as resumes come in, use the framework for consistent evaluation. Al can also help you
draft interview questions: generate 10 behavioral interview questions for this role that test problem-
solving, communication, and independent thinking.

For onboarding, Al generates comprehensive documentation in minutes. Paste your company
information, role expectations, tool list, and key processes into Al and ask it to create a 30-day
onboarding guide for a new hire. Include their first week schedule, key people to meet, resources to
read, and milestones for their first month. This kind of structured onboarding dramatically improves new
hire retention and time-to-productivity.

KEY CONCEPTS
e Job descriptions in 60 seconds: give Al the role, context, and desired candidate profile
e Screening rubric: create scoring framework before reviewing any candidates
Behavioral interview questions: test real skills, not just experience claims
30-day onboarding guides: Al creates structured plans from your company context

Consistent evaluation: use Al frameworks to reduce bias in hiring decisions

TOOL OF THE DAY

Claude https://claude.ai

Claude's structured and careful approach makes it ideal for HR documents.

Try today: Describe a role you need to hire for and ask Claude to write the complete job description,
including must-have and nice-to-have skills.




Write a complete job description for a real or hypothetical role in your business using Al. Then generate
10 behavioral interview questions for that role.

After writing interview questions with Al, ask it: what red flags should | watch for in the answers? What

does a great answer versus a mediocre answer sound like for each question? This prepares you to
evaluate candidates more effectively.

What part of hiring or team management is your biggest bottleneck? How could a structured Al-assisted
process improve it?




OBJECTIVE

Turn your Al skills into income by identifying service models, products, and platforms where Al
expertise commands premium pricing.

CORE LESSON

Every skill you have learned in this course is marketable. Businesses everywhere need help with Al
implementation, and there are far more businesses wanting to adopt Al than there are people who can
help them do it effectively. The opportunity to monetize Al skills is enormous and growing every month.

The most accessible entry point is Al consulting. Businesses will pay for someone to audit their
workflows, identify where Al can save time, build the prompts and systems, and train their team. A basic
Al workflow audit and implementation for a small business can be priced from $500 to $2,000, taking
you 5 to 15 hours. As you get faster and more experienced, your hourly effective rate increases
dramatically.

Productized Al services are the next level. Instead of custom consulting, offer a fixed scope service at
a fixed price. For example: Al Content Engine, $500 per month, | build and maintain your entire social

media content system using Al. Or: Al Customer Service Setup, $1,500 one-time, | design your FAQ,
response templates, and escalation workflow. Productized services are easier to sell, deliver, and scale
than custom work.

For digital products, you can sell prompt libraries, Al workflow templates, training courses, or niche-
specific Al setup guides. Platforms like Gumroad, Teachable, Skillshare, and Udemy let you reach
buyers globally. The course you are taking right now is an example of this: organized Al knowledge
packaged as a learning product. Your unique angle is your specific industry or professional experience
combined with Al skills.

KEY CONCEPTS
Al consulting: audit workflows, build systems, train teams at $500-2000 per engagement
e Productized services: fixed scope and price, easier to sell and scale

Digital products: prompt libraries, templates, courses, guides

Your unique angle: combine Al skills with your specific industry expertise

Pricing tip: charge for the outcome value, not the hours it takes you

TOOL OF THE DAY

ChatGPT https://chat.openai.com

Use ChatGPT to brainstorm your service model and create your first product concept.

Try today: Ask ChatGPT: based on my skills in [your field], what Al-powered services could | offer to
businesses? How should | price them?




Design one specific Al-powered service or digital product you could sell. Define: what it is, who it is for,
what problem it solves, what the deliverable is, and what you would charge.

Before building anything elaborate, pre-sell. Describe your service to potential clients and ask if they
would pay for it. This validation saves you from building something nobody wants.

What unique combination of skills, industry knowledge, and Al capability do you have that others would

pay for?




OBJECTIVE

Design your business operations around Al from the ground up instead of adding Al to existing
processes.

CORE LESSON

There is a fundamental difference between a business that uses Al and an Al-first business. The first
adds Al tools to existing workflows, getting incremental improvements. The second designs its entire
operation around what Al makes possible, achieving structural advantages. This is the difference
between a faster horse and a car.

An Al-first operations design starts with the question: if | were building this business from scratch
today, knowing what Al can do, how would | structure it? Every process would be designed with Al at
the core, not bolted on afterward. Customer acquisition would use Al-generated, Al-tested content.
Sales would use Al-assisted prospecting and personalized outreach. Delivery would be Al-accelerated.
Customer success would use Al-powered monitoring and proactive communication.

The tool stack decision is critical. Choose tools that integrate with each other and with Al. A
disconnected stack of 15 different tools creates more work than it saves. The ideal stack for most small
businesses: one CRM that integrates with Al, one project management tool, one communications
platform, one content tool, and one automation connector like Zapier. Everything else should connect
through these five hubs.

Equally important is knowing when NOT to use Al. Al is wrong for final decisions in high-stakes
situations (medical, legal, financial), for anything requiring genuine empathy or emotional intelligence,
for creative work where human originality is the whole point, and for any task where an error would be
catastrophic and unrecoverable. The best Al-first businesses know exactly where the human-Al
boundary should be and never cross it.

KEY CONCEPTS
o Al-first: design around Al from scratch, not bolt it onto existing processes
e Ask: if | built this today knowing what Al can do, what would | change?
Tool stack: 5 core hubs that integrate, not 15 disconnected tools
When NOT to use Al: high-stakes decisions, empathy, pure creativity, catastrophic-error domains

Future-proofing: build processes that adapt as Al capabilities improve

TOOL OF THE DAY

Notion Al https://notion.so

Map out your Al-first business operations in one organized workspace.

Try today: Open Notion and map your ideal business operations: what does each department look like
with Al at the core?




Map out your ideal Al-powered business operations stack. For each major function (sales, marketing,
delivery, support, operations), define: the Al tool, the human role, and where the boundary is.

Review your operations map quarterly. Al capabilities change fast, and processes that required human
involvement 6 months ago may now be automatable. Build in regular reviews rather than waiting for
things to break.

What would your business look like if you redesigned it from scratch today with Al at the center? What
is the biggest change from how you operate now?




OBJECTIVE

Build a sustainable system for staying informed about Al developments without drowning in noise or
chasing every new tool.

CORE LESSON

The Al landscape moves faster than almost any field in history. A tool that is state of the art today may
be obsolete in six months. A capability that did not exist last year is now standard. Staying current is not
optional if you want to maintain your competitive edge, but doing it wrong leads to distraction, anxiety,
and chasing shiny objects instead of doing real work.

The best newsletters and communities for practical Al education include The Rundown Al and TLDR Al
for daily summaries in 5 minutes, Ben's Bites for a slightly deeper daily digest, Every (every.to) for
thoughtful long-form Al analysis, and the a16z Al blog for technology trends and investment signals. On
YouTube, channels like Matt Wolfe and Al Explained translate technical breakthroughs into
understandable explanations. Pick two or three sources and unsubscribe from everything else.

The evaluation framework for new Al tools is a three-question filter: Does it solve a real problem |
currently have? Is the free tier good enough to test it properly? Will learning this tool compound with
skills | already have? If the answer to all three is yes, invest 30 minutes testing it. If any answer is no, put
it on a watchlist and come back in 3 months. Most Al hype cycles cool within 90 days and the tools that
survive are the ones actually worth learning.

The learning mindset that sustains long-term growth is curiosity over completeness. You will never
know everything about Al, and trying to will burn you out. Instead, stay curious about the things directly
relevant to your work and your goals. Learn deeply when something directly applies. Skim broadly to
maintain pattern recognition. Trust that the foundational skills from this course transfer to every new
tool you encounter.

KEY CONCEPTS

o Best Al newsletters: The Rundown Al, TLDR Al, Ben's Bites, Every (every.to)

e 3-question filter: real problem | have, testable free tier, compounds with existing skills
90-day rule: most hype cools in 3 months, wait before investing learning time
Learn deeply on relevance, skim broadly for pattern recognition

Foundational Al skills transfer to every new tool: prompting, evaluation, iteration

TOOL OF THE DAY

Perplexity Al https://perplexity.ai

Use Perplexity to research any new Al tool or trend and get sourced, current information.

Try today: Search for the most important Al developments in the last 30 days. See what is getting
attention and apply the 3-question filter to anything interesting.




Find and subscribe to 3 Al newsletters or resources that match your specific interests and goals.
Unsubscribe from any Al noise sources you follow that do not pass your filter.

Set a monthly Al audit: one hour on the last Friday of each month to try one new Al tool, review your

current stack, and remove any tools you are not actually using. Pruning beats accumulating.

How do you currently stay informed about technology in your field? What would a sustainable Al
learning habit look like for you specifically?




OBJECTIVE

Audit your current Al tools, identify gaps, and design your definitive personal Al stack optimized for your
specific work.

CORE LESSON

By now you have encountered dozens of Al tools. You have tested some, read about others, and used a
handful regularly. Today is about stepping back and being intentional: what is your actual Al stack, what
is it costing you, what gaps remain, and what is the ideal configuration for the next 6 months?

A stack audit starts with a simple inventory: list every Al tool you currently use or have an account with.
For each one, note how often you use it, what you use it for, what it costs, and whether you would miss
it if it disappeared tomorrow. This usually reveals two things: tools you pay for but rarely use (cut them),
and use cases that have no dedicated tool yet (the gaps to fill).

The gap analysis looks at your most time-consuming tasks and asks which ones still lack Al support.
Common gaps: no system for processing information you read, no template library for repeat writing
tasks, no automation connecting the tools you use most, ho way to capture and retrieve ideas reliably.
Each gap represents a workflow waiting to be built. Prioritize the gaps that represent the most time lost
per week.

The ideal stack for most professionals has six categories: a primary Al chat tool for general tasks, a
research tool with source citations, a design or visual tool, a content and writing assistant, an
automation connector, and a knowledge management system. You do not need a premium subscription
to every category, but having at least a free-tier option in each ensures you have the right tool when the
need arises rather than improvising with the wrong one.

KEY CONCEPTS

o Stack audit: list all Al tools, frequency, cost, and whether you'd miss them

e Gap analysis: which time-consuming tasks still lack Al support?
Six stack categories: chat, research, design, content, automation, knowledge management
Cut tools you pay for but rarely use, they create noise not value

Document your stack and review it quarterly as capabilities and needs evolve

TOOL OF THE DAY

Notion https://notion.so

The best place to document and maintain your personal Al stack registry.

Try today: Create a simple table in Notion listing your current Al tools with columns for: tool name, use
case, frequency, cost, and keep or cut.

DAILY CHALLENGE




Document your complete personal Al stack. For each tool: what it is, what you use it for, how often,
what it costs, and what you would replace it with if it disappeared tomorrow.

Create a Tools page in your personal knowledge system. Update it whenever you add, drop, or change
how you use a tool. Future you will thank current you every time you need to remember why you made a
choice.

Looking at your Al stack honestly, what is the biggest gap between what you have and what you need
to work at your best?




OBJECTIVE

Celebrate your transformation, reflect on how far you have come, and design your next chapter as an
Al-fluent professional.

CORE LESSON

Twenty-eight days ago, you started this course. You may have been curious but uncertain, skeptical but
open, or enthusiastic but unsure where to begin. You are now someone fundamentally different in your
relationship with Al. Not because you memorized facts about it, but because you used it, struggled with
it, succeeded with it, and built real things with it. That is the only kind of learning that lasts.

Think about what you actually did across these four weeks. You learned what Al is and how it works at a
conceptual level. You mapped the major tools and learned to choose intelligently between them. You
mastered prompting techniques from basic to advanced. You applied Al to writing, research,
organization, social media, customer service, sales, design, video, data analysis, and automation. You
built custom assistants, explored ethics and limitations, accelerated your learning, and designed your
personal Al-first operations. That is a genuine education.

The Al mindset you have built is the real deliverable. It is the habit of asking: could Al help with this?
The skill of directing Al effectively rather than just using it passively. The judgment to know when Al
adds value and when it does not. The curiosity to keep experimenting as the tools evolve. These are not
things you can lose when a tool updates or a company pivots. They compound and transfer
everywhere.

Your next chapter depends on what you choose to do with what you have learned. The options are
wide: go deeper into one application (automation, data, content creation), start monetizing your skills
(consulting, services, products), transform your current work with Al workflows, or continue learning
into more technical territory (APIs, custom models, agents). Any of these paths starts with the same
step: keep using Al on real work every day. The gap between those who master this and those who
remain casual users is exactly that commitment.

KEY CONCEPTS

e You have completed a genuine Al education, not just a survey of tools

e The Al mindset: habit + skill + judgment + curiosity. This transfers everywhere
Prompting, evaluation, and iteration skills compound across every new tool
Next paths: deepen one application, monetize, transform current work, go technical

The only thing that separates mastery from casual use is daily practice

TOOL OF THE DAY

Your favorite tool from the course https://chat.openai.com
Use whatever tool has become your most natural Al partner.




Try today: Ask your favorite Al tool: based on what | have learned about Al in the last 28 days, what do
you think my biggest opportunity is from here?

Write a 1-page summary of how Al has changed your thinking and your work over the last 28 days.
Share it with one person who could benefit from hearing your story.

Set a 6-month Al goal today. Specific, measurable, and meaningful. Write it down. The people who set

intentional goals with Al outperform those who use it reactively by a wide margin.

Who is the person who would benefit most from taking this course? Consider sharing what you have
learned with them.




THE MISSION

Design and build a complete, working Al-powered system for a real business. This can be your
own business, a freelance client, a side project, or a hypothetical business you would like to start.

By the end of this project, you will have a system that is ready to deploy, not just a plan on paper.

Every deliverable in this project maps directly to skills from your 28 days. This is your proof of

mastery.

PHASE 1 -- FOUNDATION (DAYS 1-7)

Define your business: what it does, who it
serves, what problem it solves

Audit: which tasks take the most time each
week?

Map the 5 biggest Al opportunities in this
business

Choose your Al tool stack (chat, research,
design, automation)

Write your master business context prompt

that introduces the business to any Al tool

PHASE 2 -- CONTENT ENGINE (DAYS 8-
14)
Build a 30-day social media content calendar
for the business
Write 10 customer FAQ answers in the
business voice
Create a 3-email sales sequence for the main
product or service
Generate 5 brand image concepts using Al
image tools
Write one complete 60-second video script

with hook and CTA

PHASE 3 -- SYSTEMS (DAYS 15-21)

Build one Custom GPT assistant for the
business (customer service, sales, or
operations)

Create a data analysis report from real or
sample business data

Build one working automation (Zapier or
Make.com) that saves weekly time

Write the Al Ethics policy: where Al is used
and where humans stay in charge

Design a 30-day employee Al onboarding plan

PHASE 4 -- COMPETITIVE EDGE (DAYS
22-28)
Calculate the Al leverage ratio: hours saved
per week and dollar value
Write a job description for one role this
business could hire using Al
Design one monetizable Al-powered product
or service offering
Document the complete Al stack with tool,
purpose, cost, and backup
Write the 1-page Al-First Business Manifesto:

principles and boundaries




Compile everything into one Al Business Playbook document. This is a professional-grade

reference that anyone in the business could pick up and use. Include:

e Business overview and Al opportunity map
e Complete content library (social posts, emails, scripts, FAQs)
Custom GPT documentation and system prompt
Automation workflow diagrams and setup notes
Full Al tool stack registry with costs and use cases
Al Ethics and Human-Al boundary policy

90-day Al implementation roadmap

Core Deliverables per Phase Skills Applied Complete Business Playbook




This certifies that

has successfully completed the 28-Day Al Mastery Course
and the Capstone Project, demonstrating proficiency in Al tools,

prompting, automation, and strategic Al application for business.




