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Making Generative AI Work For You – Sample Course Outline 
Duration: One Day 

This course is suitable for anybody who wants to 

learn how to use AI tools to save them time and 

effort at work. 

    

  

 

 

 

 

 

Features covered  

Getting started with AI 

• AI fundamentals 

• AI capabilities and limitations 

Choosing the right model for your 

needs 

• ChatGPT 

• Microsoft Copilot 

• Google Gemini 

Implementing AI and best practise 

• Blending AI and human knowledge 

within your processes 

• Ethical implications 

• Copyright considerations 

• Content ownership 

• Bias 

• Privacy 

Prompting and conversations 

• Prompt engineering 

• Improving interaction 

• Using the above to ensure more 

accurate and relevant responses 

 

 

Data Analysis 

• Spotting patterns in data 

• Producing charts, tables and more 

Image generation tools 

• Midjourney 

• Dall-E 

• Microsoft Image creator 

Custom GPTs 

• Training AI models to assist with 

specific tasks 

Practical applications for business 

use 

• Email proofing 

• Data analysis 

• IT troubleshooting 

• Content creation and more 

Future AI 

• Emerging trends and technologies 

• Preparing your business for the 

future of AI 

 

 

What will be covered? 

 Getting started with AI tools 

 Prompting techniques 

 Best practise 

 Data analysis uses 

 Using custom tools 
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