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Al FOR PERSONAL
PRODUCTIVITY:

WHAT IS Al FOR PERSONAL
PRODUCTIVITY?

Al tools can help you organize your life, learn new skills,
plan projects, and handle everyday tasks more efficiently.

COMMON PERSONAL USES

» Learning & Skill Development: Create study plans,
get explanations, practice conversations

» Planning & Organization: Make to-do lists, plan trips,
organize schedules

» Creative Projects: Brainstorm ideas, write drafts, plan
home improvements

» Problem Solving: Get advice on decisions,
troubleshoot issues, research topics

» Health & Wellness: Plan meals, create workout
routines, track habits

GETTING STARTED:
YOUR FIRST STEPS

1. Choose a Free Al Tool: Most Al tools offer free
versions that work well for personal use. Popular
options include ChatGPT, Google Gemini, Claude, and
Microsoft Copilot. Start by creating a free account
with one tool rather than trying multiple platforms at
once. You can always explore other options later once
you’'re comfortable with the basics.

2. Start with Simple Requests: Begin with
straightforward, everyday tasks to build your
confidence. Ask for help with things you already
understand so you can judge whether the Al’s
response makes sense. Simple requests help you
learn how the Al responds before moving to more
complex challenges.
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3. Be Specific in Your Requests: The more context
you provide, the better your results will be. Instead
of asking “Help me exercise,” try something like
“Create a 20-minute beginner workout routine for
someone with bad knees that | can do at home with
no equipment.” Include your constraints, preferences,
and specific goals to get tailored advice.

4. Ask Follow-Up Questions: Al conversations work
best when you treat them like an ongoing dialog. If
the first response isn’t quite right, ask the Al to modify
it rather than starting over. You can request simpler
explanations, different options, or adjustments based
on new information you provide.

SAFETY & BEST PRACTICES

DO:

» Double-check important information
» Use Al for brainstorming and starting points
» Protect your privacy—don’t share personal details

» Experiment and iterate on your requests

DON'’T:

» Rely on Al for medical, legal, or financial advice
» Share passwords, addresses, or sensitive information

» Assume Al is always correct

» Use Al-generated content without reviewing it




SAMPLE PROMPTS TO TRY

» “Help me create a realistic morning routine for someone who hits snooze 3 times and needs to
leave the house by 8 a.m. with a packed lunch.”

» “I want to learn conversational Spanish for a 2-week Mexico trip in 6 months. | can study 20
minutes daily on weekdays. Create a week-by-week plan.”

» “Plan a 10-year-old’s birthday party for 15 kids at my house with a $150 budget. The birthday
child loves dinosaurs and half the kids have food allergies.”

» “I have 2,000 digital photos from the last 3 years on my phone. Create a simple folder
organization system that will help me find pictures quickly.”

» “I'm a family of 4 spending $800/month on groceries and eating out. Suggest 5 specific ways
to reduce this by $200 without sacrificing nutrition.”

FREE LEARNING RESOURCES

» Coursera’s “Generative Al for Everyone” by Andrew Ng: https://www.coursera.org/learn/
generative-ai-for-everyone

» Google Al Basics: https./ai.google/education

» Anthropic Academy: https://www.anthropic.com/learn/claude-for-you

» OpenAl Academy: https://academy.openai.com/

» Kaggle’s “Intro to Machine Learning”: https://www.kaggle.com/learn/intro-to-machine-learning

NEXT STEPS
1. Pick one personal challenge you’d like help with.
2, Try 2-3 different Al tools to see which you prefer.
3. Practice writing clear, specific prompts.
4. Join online communities to learn from others’ experiences.
5. Set boundaries—use Al to enhance, not replace, your thinking.

Remember: Al is a tool to help you be more productive and creative. The best results come from
combining Al assistance with your own judgment and expertise.
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