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What to expect
from this guide

If you’re a business leader, you’ve probably felt
the pressure to have Al figured out already. Most
small businesses are somewhere between curious
and cautious, aware it matters but unsure where to
start without making a costly mistake. This guide
exists to close that gap.

In the pages ahead, you’ll find a plain-English
breakdown of what Al is, where generative Al
fits in a real business, what it’'s not good at and
how to start using it without creating new risk.

You’ll also find a business-grade prompt template
you can put to work immediately and a quick safety
checklist to protect your data before your organization
starts experimenting.

No jargon. No hype.
Just a clear starting point.
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The real problem:
Al-noise

Al is everywhere right now. Every vendor says they’re
Al-powered. Every news headline makes it sound like
Al is either going to save your business or destroy it,
and depending on the day, it feels like it might do both.

For a decision-maker trying to run a business,
that’s exhausting.

Here’s what the noise looks like:

@ Every tool on the market has Headlines cycle between
an “Al-powered” label on it, breathless excitement and
making it nearly impossible existential warning, rarely
to tell what’s genuinely useful stopping to explain what any of it
from what’s just marketing. means for a business your size.

The pressure to actis @ Underneath all of this is a
everywhere, but the guidance creeping worry that everyone

on where to start is almost else has figured it out and you’re
nonexistent. falling behind.

Most business leaders feel this way. The ones who tell
you they don’t are either not being honest or they’ve
found a way to tune it out.

Here’s the thing though: This confusion isn’t a sign that
you’re behind. It’s a sign that the conversation around Al
has been driven more by hype than by usefulness.

That’s exactly what this guide is built to give you.
Let’s start by getting clear on something fundamental:
What Al is.
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What Al is

Before anything else, let’s strip the acronym “Al”
(short for artificial intelligence) down to what it means.

‘4¥) Thesimplestdefinition:

Al is technology that enables computers and machines
to simulate human thinking, recognize patterns and
make decisions based on data they’re trained on.

That’s it.

It doesn’t process things the way people do, and it doesn’t
have intent, opinions or genuine understanding. But it can
learn from large amounts of data and generate responses
that reflect those patterns, which is what makes it both
impressively useful and occasionally, confidently wrong.

A few things worth understanding
about how Al works:

New Message

@ It doesn’t know what matters most
to your business. It knows only what
it was trained on.

<>> It doesn’t understand context the
way a human does. It can sound like
it does, but it’s pattern-matching,
not comprehending.

+ I will be there|

@ It can produce output that
seems authoritative but is factually

incorrect. This is sometimes called
a “hallucination.”
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None of this means Al isn’t useful.

It absolutely is. But using it well starts with
understanding its strengths and weaknesses
and where it fits in your business.
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Not all Alis the same

Different types of Al serve different purposes

One of the reasons Al feels so overwhelming is that the term is
used to describe wildly different things. A spam filter and a tool
that writes your marketing emails are both Al, but they work very
differently and carry very different implications for your business.

Before we go further, here’s a basic definition of the three types
of Al you’re most likely to encounter:

Type Whatitdoes Everyday example

Recognizes patterns Spam filters, autocorrect,

Vi a2 to filter or flag fraud alerts

Creates new content Drafts emails, summarizes

SRS Al from instructions content, creates graphics

Takes autonomous Books a meeting, places an
action inside systems order, updates a record

Agentic Al

@ A note on what’s already in your business

Traditional Al has likely been part of your business for
years, even if no one called it that at the time. Spam filters,
autocorrect, grammar tools and fraud detection systems
that flag unusual transactions are all forms of Al.

They’re not the Al capturing attention right now, but they’re
an important reminder that you’ve already been working
alongside Al tools without the sky falling.

What’s driving the conversation today is generative Al. It’s
newer, more visible and more useful for everyday business
tasks than anything that came before it. That’s what the rest
of this guide focuses on: how it works, where it fits and how to
use it in a way that makes a real difference in your business.
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Generative Al:
Where most businesses should start

Of the three types of Al we just covered,
generative Al is the one most relevant to What generative Al is built for:
small business leaders right now. It’s the

most accessible, the most immediately

applicable to everyday work and the type (3) Creating content from instructions

that keeps humans firmly in control. (e.g., e_malls, summaries, social
posts, images and templates)

What is it, and what sets it apart from the _

Al that’s been running in the background (®» Respondingto the exact

of your business for years? prompts you provide

Generative Al creates. (® Producing a draft that a human

It doesn’t just filter or flag. reviews, refines and approves

Traditional Al, the kind that’s been around (» Reducingthe time it takes

for a while, is largely reactive. It recognizes to get from a blank page to

patterns and responds to them (e.g., flagging something usable

spam, correcting a typo or alerting you to
an unusual transaction). It works in the
background and rarely asks anything of you.

The pages ahead walk you through all of it.

Generative Al works differently. When you
give it atask, it produces something new,
like a draft, a summary, an outline, an image
or a caption. It responds to your instructions
and generates content based on the context
you provide.

Think of it like this: Traditional Al is the spell

checker. Generative Al is the colleague who
takes your rough notes and turns them into

a first draft.

> The key distinction:

: Generative Al responds when
you ask it to. You stay in control.
It creates content based on your
instructions, but it doesn’t act on
your behalf or make decisions
without your input.

www.everytech.com | 770-271-2291 | team@everytech.com



Where
generative Al
excels

Generative Al isn’t being hyped because it
does something futuristic. It’s in the spotlight
because it excels at doing work that is
repetitive, time-consuming and hard to

get started on.

You know the feeling: You know what you
want to say, you just don’t know how to say it.
That’s exactly where generative Al earns its
place.

Remember this: Generative Al is
strongest at starting work, not finishing it.

Insert prompt here /

y /

®

Where Al tends to shine most:

+/ Drafting emails, newsletters and announcements,
giving you a strong starting point rather than a
blank page

v

Summarizing long documents or meeting notes
that no one has time to re-read in full

Turning rough notes, bullet points and half-formed
thoughts into polished, readable language

Rewriting the same message for different
audiences (e.g., a staff update, a customer email
and a social post all covering the same topic)

Creating outlines, checklists and templates so
your team isn’t starting from scratch every time

Drafting social media captions and graphics,

giving you a starting point that a human reviews
before anything goes out

—
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In each of these cases,

the human drives the outcome.
You review the output, decide
what works and own the final
result. Generative Al reduces
friction, but it doesn’t remove
responsibility.

When used this way, it reduces
busy work instead of creating
new risks. But to use Al
responsibly and effectively,
it’s just as important to
understand where it falls short.
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What generative Al

Setting realistic expectations
around Al isn’t about discouraging
you from using it. It’s about making
sure you’re using it in a way that
helps your business rather than
creating new problems.

Generative Al is capable of doing
many things, but it has limitations.
Understanding them separates a
strategic user from a careless one.

Here’s a rule of thumb that works
well in practice:

If you wouldn’tleta
brand-new employee
send something to a client
without review, Al output
shouldn’t go out without
your review either.

Think of Al like a capable new hire:
useful, fast and worth having on
the team but not someone you’d
let represent the business without
a second set of eyes on their work.
That’s the right relationship to have
with Al output.

This is also why Al doesn’t replace
people. It changes how they work,

not whether they’re needed. Which
brings us to the question of how to
structure that working relationship.

Where human involvement
is still critical

Knowing what matters most
in your business:

No Al tool understands your priorities, your
culture, your clients or your risk tolerance. It
works from patterns, not from knowing you.

Understanding emotional nuance:

Al can sound warm and confident,
but it doesn’t feel anything or pick up
on the subtle dynamics that humans
navigate instinctively.

Being accurate 100% of the time:

Al can generate output that sounds
authoritative but is factually wrong.
Always review before anything goes out.

Legal and compliance judgment:

Al doesn’t understand what’s permissible
in your industry. In regulated environments
like healthcare, finance and legal, this isn’t

a minor gap; it’s a significant risk.

Making genuine judgment calls:

Al cannot decide what’s appropriate in any
given situation or think through downstream
consequences. That responsibility stays
with you.

Taking responsibility:

When something goes wrong with
Al-generated content, the responsibility
lands on your business, not on the tool.

Al Without the Hype 9
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The human-in-control
framework

A simple structure for responsible Al use

One of the most common A simple three-step framework keeps

mistakes businesses make things practical and responsible:
when they start using

generative Al is treating the

output like a finished product. Human decides
You define the goal, the audience and the
They ask it to do something, constraints. Al doesn’t set the agenda. You do.

it produces content and they
use it, trusting the output is
right without stopping Al drafts

to verify. Al generates the first version based on your

instructions. The output comes fast and is a
What makes Al genuinely comprehensive and solid starting point.
useful isn’t just the tool; it’s
the discipline you bring
to using it. Human refines
You review, edit, approve and take ownership of
@ the final output. The last mile is always yours.

This structure doesn’t change regardless of the tool you’re using or the task
at hand. It applies whether you’re drafting a customer email, summarizing a
report, generating an image or creating a social media post.

The human is in charge of the beginning and the end. Al handles the middle.

4) Why this matters for your business
Skipping the review step or jumping straight to

Al without defining the goal clearly is when errors
happen, brand inconsistencies show up and the
blame lands squarely on your organization.

Used with this structure, generative Al gives your

business leverage without surrendering control.
Which means the next question is, where do you start?

Al Without the Hype 10
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Where you can
start today

This is the question most business leaders want answered,
not what Al is in theory, but where it fits in a business like “mine.”

Here are five realistic starting points, none of which require a technical
background, a dedicated Al team or significant investment.

Internal communications 3 Meeting follow-up

Drafting staff announcements, and documentation

updating policies, creating clearer Use Al for summarizing meetings,
instructions and turning rough notes turning notes into action items and
into organized content are tasks that creating recap emails so nothing
always seem to land at the bottom of falls through the cracks. If your team
the priority list. Al can help you get spends time after every meeting

them done faster.

figuring out who does what by when,
this is an easy win.

Customer-facing drafts

Think response templates, 4 Process documentation
appointment reminders and client If your business runs on processes
FAQs. Al gets you a solid first draft that only certain people know, Al

and you handle the review before can help you finally write them down.

anything goes out.

SOPs, onboarding checklists and
reference documents all take less
time to create when you’re not
starting from scratch.

5 Marketing content

Al can help you get a strong first
draft in place without needing a full
marketing team to create a social
media post and the graphic that goes
with it, compile an email newsletter,
or refresh your website copy with a
clearer message.

None of these replace people.
They reduce friction and give your
team leverage, helping your business
operate with more consistency and
less burnout.

Al Without the Hype 11
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Common
generative Al tools

By now you’ve likely heard most of these names. When people talk about
generative Al, they’re often referring to conversational Al platforms like these:

ChatGPT (OpenAl) Microsoft Copilot Google Gemini
Claude (Anthropic) Perplexity Al

This isn’t an exhaustive list. New tools continue to emerge, and many existing
platforms now include built-in Al features. Chances are the tools you already
use are quietly adding Al features whether you’ve noticed yet or not.

1, The tool itself matters less than the foundation you lay with a comprehensive
prompt. Getting that input right is what determines the quality of the output.

While each platform has different features and integrations,

they all operate in a fundamentally similar way:

+/ You provide instructions (called a prompt).
+/ The system generates a draft based on those instructions.

+/ Youreview, edit and refine the output until it’s right, whether
that’s written copy, an image or a structured document.

That last step, the human review, is the one that can’t be
skipped. Which brings us to the part that makes the most
difference: how you write those instructions in the first place.

Al Without the Hype 12
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Prompting with purpose

Getting started with generative Al is simple. Using it well and consistently
getting output that’s nearly ready to use is a different skill entirely. It starts
with understanding what goes into a strong prompt.

Most people’s first instinct is to treat Al like a search engine: Type a question
and see what comes back. That approach works for basic searches, but if
you want output that’s genuinely useful for your business, you need to give
the tool more to work with.

4) Theprincipleis straightforward: Better input produces better output.

The six components of a strong business-grade prompt

Role Brand tone
I Tell the Al who it’s supposed to 4 How does your business
be in this context. “You are acting communicate? Professional
as a customer service manager for a small and formal? Friendly and approachable?
accounting firm” produces very different Straightforward and no-nonsense?
output than “write me a customer email.” The more specific you are about tone,
The role anchors the tone, vocabulary and the more on-brand the output will be.
level of formality.
Constraints
Audience 5 What should the Al avoid? What
Be Specific about who the output is must it include? Constraints mlght
for. A staff update and a client email be practical (e.g., keep it under 200 words) or
covering the same topic should read very substantive (e.g., don’t mention pricing, only
differently. Telling the Al who will read the reference services we’ve already discussed).

These guardrails keep the output within the
right boundaries.

Goal Output f t
What does success look like? “Draft utputiorma
Tell the Al how you want the

output shapes how it communicates.

an email” is vague. “Draft an email _
that explains our new appointment booking ~ response structured. An email has a
policy and makes it easy for clients to take subject line, body and sign-off. A checklist has

action” gives the Al something to aim for. numbered items. A social post has a caption
and an image direction. Specifying format

makes the output easier to use immediately.

When all six of these components are present, the resulting
output is more predictable, more consistent with your
business voice and much easier to review and reuse.

Al Without the Hype 13
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The business-grade
prompt formula

Knowing the six components of a
business-grade prompt is useful.
Having a template you can reach
for every time is even better.

Copy and fill prompt template

Role You are acting as a [role/function] for a [type of

business].
The easiest path to consistently
strong Al output is a repeatable Industry: [industry]
prompt template. This enables Business Audience: [who this is for]
your whole organization to context Objective: [what success looks like]

leverage generative Al from Brand tone: [e.g., professional, friendly, direct]

the same vantage point without
needing to think too hard about Task Create [specific output] to help achieve [goal].
structure each time.

[e.g., Use a friendly but professional tone]

Ontheright is a template that works i . [e.g., Keep it under 150 words]

across multiple departments, details [e.g., Do not reference pricing or promotions]
including marketing, HR, operations . .

and customer service. If you can Output Section 1: [written content typel

describe the job clearly, Al can format Section 2: [visual idea / outline / bullets]

assist effectively.

Section 3: [optional CTA or next step]

A few notes on using this template well:

The more specific you are, the better the output.
Vague instructions produce vague results.

You don’t have to fill in every section for every
task, but the more context you provide,

the less cleanup you’ll do afterward. 7N A well-constructed prompt
N isn’t just about getting a
Once you have a version that works well for better answer from Al.

arecurring task, save it. A library of strong
prompts for your most common use cases
is a genuine business asset.

It’s about making your business’s
standards, tone and constraints
repeatable, regardless of who on

. your team is using the tool.
The goal is to get output that’s about 80% ready

to use. The final 20% is your responsibility.
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Al safety

and guardrails

Before you paste:

A 10-second Al safety check

Getting value from Al requires more
than knowing how to write an effective
prompt. It also requires knowing when
not to use it, or at least what not to put
into it.

This is especially important as more
people in your organization start using
Al tools independently. Without clear
guardrails, well-intentioned employees
can inadvertently expose sensitive
information, violate compliance
requirements or create content that
reflects poorly on your business.

Each of these four questions takes
about 10 seconds to answer. Building
the habit of asking them, and making
sure your team does too, is one of the
most practical things you can do to
use Al responsibly.

Getting the safety piece right matters.
But safety is only one dimension of
intentional Al use. The next question
is bigger: How does your organization
approach Al as a whole?

Al safety checklist:

1 Is this confidential?

If the content contains internal

strategy, financial data, personnel
matters or anything you’d consider sensitive,
don’t paste it into a public Al tool without
understanding its data handling policies.

Does it contain

customerdata?

Names, contact info, account
details or anything that could identify a client

should never go into an unvetted Al platform.

Know where your data is going.

Is this covered under
compliance regulations?

Healthcare, finance, legal and other
regulated industries have strict rules around
data handling. If your business operates in
one of those spaces, your Al usage policy
needs to reflect that.

Are we using a business-
approved Al tool?

Not all Al tools are created equal
when it comes to security and data privacy.
Make sure your team is working from a
vetted, approved list and not just whatever
app someone downloaded this week.

Al Without the Hype
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Using Al
intentionally

Most small businesses begin
using Al informally. It starts with
experimentation: Someone drafts
an email with ChatGPT, someone
else uses it to summarize a long
document, someone generates a
social post when the calendar is
running dry.

Informal experimentation is often
how useful habits get started.

Key questions every

leader should be asking:

®

Are we using Al consistently
across the organization,
oris every person doing
something different?

Are we reviewing Al outputs
carefully before they go to
customers, partners or staff?

Are we protecting sensitive
information, or are people
pasting things into tools
without thinking?

Is our Al usage aligned with our
broader technology strategy,

or are we just reacting to
whatever’s available?

These aren’t trick questions. Most organizations
can’t confidently answer all four. That’s not a
failure, but it leaves many businesses stuck.
The ones pulling ahead aren’t the ones moving
fastest. They’re the ones moving with intention.

Intentional Al use means having clear answers
to these questions. It means your organization

knows which tools are approved, what data is

safe to input and what level of review is required
before anything goes out.

And it means one more thing that goes deeper
than prompts or policies: a technology foundation
that’s built to support it.
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Preparing your
IT environment
for Al

Al doesn’t operate in a vacuum. It runs Schedule a 10-minute
on your systems, touches your data discovery call

and relies on your infrastructure. When

that foundation is solid, Al helps your Let’s find out if your business
business move faster and operate more is prepared for Al.

consistently. When it isn’t, it introduces
new risks instead of reducing them.

A strong IT environment for Al means
secure systems, stable infrastructure,
clear access controls and ongoing
oversight. Without those in place, even
well-intentioned Al adoption can create
gaps that are hard to close later.

If Al is becoming part of your business
strategy conversations, now is the right
time to take a clear-eyed look at the
foundation underneath it.

We’re here to help you think that through.

No sales pitch. Just an honest

conversation about whether your
technology environment is ready
to support where you want to go.
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Your Al Readiness Scorecard

Check Yes or No. Every 'No' or ‘Not sure' reveals a practical next step.

We have identified the business tasks where Al can provide measurable value.

Our team knows which Al tools are approved for business use.

Employees understand what information must never be entered into an Al tool.

Al-generated work is reviewed by a person before it reaches clients or staff.

We have a repeatable prompt or workflow library for common business tasks.

Our Al use aligns with our security, compliance and broader technology strategy.

Three or more 'No' or 'Not sure' answers?

Schedule a complimentary 10-minute discovery call with EveryTech. We will help you identify
practical next steps without the hype or pressure.
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