
AI Quick Reference Guide  

What is AI?  

Artificial Intelligence (AI) is technology that simulates human intelligence. It learns from 
data, follows patterns, and makes predictions. First coined in 1956, AI is now a $200+ 
billion industry.  

•  Machine Learning – AI improves as it processes more data.  
• Algorithms – The rules AI follows to make decisions. 
• Bias – Results can be skewed if the training data is biased. 

 AI Tools Overview 

•  Text-based: ChatGPT – Drafting, summarizing, brainstorming.   
• Data/Analysis: PowerBI – Spotting trends, reporting.  
• Creative: Canva AI – Generating visuals & marketing content. 

 Ethical & Accuracy Considerations 

•   Bias: 85% of AI projects face bias issues if unchecked. 
•  Privacy: Never input confidential data into AI tools. 
•  Accuracy: AI can produce errors or 'hallucinations.' Always verify. 

Real Workplace Applications 

•   AI can save managers ~3 hours per week (lead follow-ups).  
•  Summarize a 10-page report in under 30 seconds. 
•   Draft staff memos quickly, then refine with human judgment.  

Key Takeaways  

•  AI is a tool to enhance work, not replace staff. 
•  Verify all AI-generated content.  
• Use AI responsibly and ethically. 
•  Adopting AI early gives managers a competitive edge. 

 Quiz Reminder  

After training, complete the 5-question quiz to confirm participation. 


