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INTRODUCTION

Artificial Intelligence (AI) is no longer about the future
—it’s already here, transforming the way we work,
learn, and live. From writing emails and analyzing data
to creating designs and automating tasks, AI has become
a powerful partner for professionals, entrepreneurs, and
students.

The best part? You don’t need to be a programmer to use
it. Thanks to no-code AI tools, anyone can now access
the benefits of Al with just a laptop or smartphone.
These tools are simple, affordable, and designed to help
you save time, boost creativity, and work smarter.

This book, AI Made Simple in 30 Days, is your step-by-
step guide to mastering Al without writing a single line
of code. Over the next month, you’ll explore:
« How to boost productivity and automate routine
work
« Creative uses of Al in writing, design, video, and
voice
« Smarter decision-making with Al-powered
dashboards
« How to grow your career with Al skills
o Practical tips for using Al ethically and responsibly



INTRODUCTION

Each day introduces one concept, one tool, and one
action step. By the end, you won’t just understand Al—
you’ll have a practical toolkit you can use immediately
in your job, business, or personal projects.

And as a special bonus, this book also includes a curated
list of 100+ free AI tools—organized by category—so
you can experiment, explore, and expand your Al toolkit
anytime.

Whether you're a business leader, a student, or simply
curious about the future, this book will help you unlock
ATl’s potential—without jargon, coding, or overwhelm.
Welcome to your 30-day journey. By the end, you’ll not
just know about Al—you’ll be living with it, working
with it, and leveraging it for success.

Rajkumar Mouttou is a Portfolio and PMO leader
with 25+ years of IT and strategy experience.
Certified in PIMP, PMP, CISA, CRISC, and CEH, he
specializes in making Al practical and accessible for
professionals and businesses. His mission is to help
people boost productivity, creativity, and career
growth with no-code AL

Connect on LinkedIn: linkedin.com/in/rajkumar-mouttou
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PART 1: Al FOUNDATIONS (DAY 1-3)

DAY 1 —- WHAT EXACTLY IS AI?

1. Breaking Down Al in Plain English

Artificial Intelligence (Al) sounds complicated, but
at its core, it's simply about teaching machines to
do things that normally require human
intelligence. Think of it as giving computers the
ability to:

« Recognize patterns (like spotting a face in a
photo).

« Make decisions (like Google Maps choosing
the fastest route).

« Learn from experience (like Netflix suggesting
shows you'll like).

Al doesn’t have emotions or consciousness—it’s
more like a very powerful “toolbox” that gets better
with data.

Simple analogy: If a calculator helps with math,
Al is like a super-calculator that can also write
essays, design logos, answer questions, and
analyze patterns.
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2. Myths vs. Facts About Al
Because Al is in the news so much, it often feels
mysterious. Let’s clear that up.

Myth 1: Al is going to replace all human jobs.
Fact: Al changes jobs, but it doesn’t wipe them
out. For example, ATMs didn’t eliminate bank
tellers—they shifted their role toward customer
service. Similarly, Al handles repetitive tasks
while humans focus on creativity, relationships,
and strategy.

Myth 2: You need to be a programmer to use Al.
Fact: Thanks to no-code Al platforms, anyone
can use Al today. You don’t need to write code—
you just need curiosity.

Myth 3: Al is always right.

Fact: Al makes mistakes. It's smart with patterns,
but it can also “hallucinate” or give wrong
answers. That's why human oversight matters.
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Myth 4: Al is dangerous like in sci-fi movies.

Fact: Al is not a “robot overlord.” It’s a set of
tools built by people. The danger comes from
misuse or lack of regulation—not from Al itself
having evil intentions.

3. Why Non-Techies Should Care

Al isn’'t just for tech giants or coders—it's for
business owners, freelancers, students, and
everyday people. Here’s why:

« Save Time: Al can summarize long reports,
draft emails, or create social media posts in
seconds.

« Save Money: Instead of hiring large teams,
you can use Al tools for design, writing, or
customer service.

« Stay Competitive: Businesses using Al can
move faster, serve customers better, and
reduce costs.

« Boost Creativity: Al can spark new ideas,
design visuals, or suggest marketing
strategies.

Takeaway: If you’re not using Al, your
competitors probably are.
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4. Mini-Exercise for Today

Try this:
1.0pen ChatGPT (or Google’s Gemini).
2.Ask it: “Explain artificial intelligence to me
as if I'm a 10-year-old.”
3.Then ask: “Explain it as if I'm a CEO.”

Notice how the answers change depending on
the audience. That's the power of Al—
adapting instantly to your needs.
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DAY 2 - THE MANY FACES OF Al

1. The Four Main Types of Al (in Plain Terms)
« Machine Learning (ML): Like teaching a child by
showing examples. If you show an Al 1,000
pictures of cats, it learns what a “cat” looks like.

« Generative Al: Creates new things—Iike writing
text (ChatGPT), designing art (DALL-E), or
composing music.

« Chatbots: Al that talks with people, like customer
service bots or personal assistants.

« Computer Vision: Al that “sees” and understands
images or video, like facial recognition or self-
driving cars.
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2. Real-World Examples You Already Use

Netflix: Recommends shows by analyzing your
viewing history.

Amazon: Suggests products you might like
based on past purchases.

Uber: Uses Al to predict demand, set pricing,
and suggest the fastest routes.

Google Photos: Recognizes faces and groups
your pictures automatically.

Spotify: Creates playlists that match your
taste.

Key point: You're already surrounded by Al—

you just might not have noticed.

3.

Beyond Tech Giants: Al in Daily Life
Healthcare: Al helps doctors detect diseases
earlier.

Education: Al tutors like Khan Academy’s
“Khanmigo” help students.

Banking: Fraud detection systems stop
suspicious transactions.

Transportation: Self-driving features in Tesla.
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Al is no longer science fiction—it’s part of
everyday systems.

4. Mini-Exercise for Today
« Think about 3 apps you use daily (e.g.,
Spotify, Gmail, TikTok).
« Write down how each one might be using Al
in the background.
« You'll start realizing Al is quietly everywhere
already.




DAY 3 — WHY “NO CODE” Al MATTERS
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1. The Old Way: Only for Coders

For decades, using Al meant hiring expensive
developers or data scientists. Small businesses
couldn’t afford it, so Al was limited to tech
giants.

2. The New Way: Al for Everyone

Now, thanks to no-code platforms, Al is as easy
as dragging blocks or typing prompts. You don't
need to learn Python or algorithms—you just
need to know what problem you want to solve.

3. Popular No-Code Al Tools

« Zapier: Automates tasks (e.g., send a Slack
message every time you get a new email).

e ChatGPT: Write, brainstorm, summarize,
answer questions.

« Runway ML: Al video editing for non-
experts.

« Canva Al: Design presentations, posters,
and logos in seconds.
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4. Why It Matters for You

Accessibility: Anyone can use Al, not just
coders.

Affordability: Most tools cost less than
$30/month.

Speed: Build solutions in hours, not
months.

Level Playing Field: Small businesses can
now compete with big corporations.
Takeaway: Al is no longer a “tech skill"—it’s

a business skill.

5. Mini-Exercise for Today

1
2

3

.Open Canva.
.Use its Al text-to-image tool to generate a

simple design, like “A futuristic coffee shop
logo.”

.Notice how you created something that

once required a professional designer—in
just a few clicks.
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DAY 4 — Al IN YOUR POCKET

1. Your New Digital Sidekicks
Just a few years ago, Al tools were locked
behind research labs and expensive software.
Today, they live right in your pocket. With apps
like ChatGPT, Google Gemini, and Claude, you
already have access to powerful Al assistants
that can:

« Write content in seconds.
Summarize information.
Translate languages.
Brainstorm new ideas.
Plan trips, diets, or study schedules.

Imagine hiring a team of researchers,
writers, and assistants—but for the cost of a
coffee each month. That's what Al apps offer.
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2. Meet the Top Al Assistants

ChatGPT (OpenAl):. Great for writing,
research, and everyday productivity.
Example: Draft an email, summarize an
article, or brainstorm blog post ideas.

Google Gemini (formerly Bard): Connected
to Google Search, great for real-time info.
Example: Ask, “What’s trending in marketing
this week?” and get up-to-date answers.

Claude (Anthropic): Known for being
conversational, ethical, and handling very
long documents.

Example: Upload a 100-page PDF and ask
for a 1-page summary.
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3. Practical Ways to Use Them

« Business Owners: Generate marketing copy,
create business plans, write proposals.

e Students: Summarize readings, get study
notes, practice quizzes.

« Professionals: Draft reports, create meeting
agendas, prepare presentations.

« Travelers: Ask for personalized itineraries,
best flight options, or restaurant
recommendations.

4. Mini-Exercise for Today

Try this:

1.0pen ChatGPT (or Gemini).

2.Ask: “Plan me a 3-day trip to Paris on a
budget of $800, including food and
sightseeing.”

3.Notice how the Al not only generates a
schedule but also includes restaurants,
transportation, and tips.
You just saved hours of research—and you

can refine the results instantly.
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DAY 5 — SEEING IS BELIEVING

1. From Words to Pictures: Al Image
Generators
Al is no longer limited to text. With Al image
tools, you can turn words into pictures in
seconds. This IS called text-to-image
generation.

Examples:
« “A futuristic city at sunset, in watercolor
style.”
« “A logo for a cozy coffee shop with a cat
mascot.”
e “A realistic product photo of a smartwatch
on a beach.”

In seconds, Al can generate results that once
required hiring a designer or illustrator.
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2. Top Tools for Image Creation

« MidJourney: Famous for high-quality,
artistic images. Works through Discord.

« DALL-E (by OpenAl): Easy to use,
integrates with ChatGPT. Great for fast,
creative visuals.

« Canva Al: Combines design templates with
Al image generation. Perfect for
presentations, flyers, social media posts.

3. Practical Applications

« Marketing: Create ad graphics without
hiring a designer.

« Branding: Experiment with logo ideas
quickly.

« Education: Visualize concepts (e.g., “The
solar system in cartoon style”).

« Publishing: Generate book covers, blog
images, or newsletter visuals.
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4. Ethics & Caution
Al-generated images are powerful but come
with responsibilities:
« Don’t use Al art to mislead people.
« Respect copyright (don’t claim Al art based
on existing characters as your own).
« Always check licensing if using images
commercially.

5. Mini-Exercise for Today
1.0pen Canva or DALL-E.
2.Enter this prompt: “A professional yet
friendly book cover design for ‘Al Made
Simple in 30 Days."”
3.Compare a few results. Pick your favorite.

You just created a professional book cover
concept in under a minute.
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DAY 6 — VOICES & VIRTUAL ASSISTANTS

1. The Power of Voice Al
Al isn’t just about reading and writing—it can
listen, speak, and even mimic voices. Voice-
based Al tools make your life easier by:
e Transcribing spoken conversations into text.
e Turning text into natural-sounding speech.
e Acting as virtual assistants that respond to
voice commands.
Instead of typing, you can simply talk to your
Al tools.

2. Key Tools to Explore
o Otter.ai: Transcribes meetings and creates
summaries.
e« Descript: Edits podcasts and videos—
change words in text, and the audio changes
automatically.
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« ElevenLabs: Creates ultra-realistic synthetic
voices (great for podcasts, audiobooks, or
presentations).

« Alexa / Siri / Google Assistant: Everyday
virtual assistants that answer questions, set
reminders, and control smart devices.

3. Real-World Use Cases

« Business Professionals: Record a meeting,
get instant notes, and share with the team.

« Content Creators: Produce audiobooks or
podcasts without hiring a voice actor.

« Students: Dictate notes while studying, and
Al transcribes everything.

e Accessibility: Al voices help visually
impaired users consume content.
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4. Mini-Exercise for Today
Try this:
1.Download the Otter.ai mobile app.
2.Record yourself talking for 2 minutes about

your favorite movie.
3.See how it automatically transcribes your

words into text.

That’s Al transforming your spoken words
into searchable, editable content.




Part 3: Productivity Superpowers (Day 7-9)

DAY 7 — Al AS YOUR PERSONAL ASSISTANT

1. The Digital Assistant You Always Wanted

Imagine having a personal assistant who:
« Reads your emails, summarizes them, and
tells you only the important parts.
« Helps draft replies in your voice and style.
« Organizes your to-do list automatically.
e« Reminds you about meetings and
deadlines.

That’s what Al tools like ChatGPT, Microsoft
Copilot, and Notion Al can do today. No salary,
no breaks, no sick days—just 24/7 support.
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2. Everyday Examples
« Email Management:

o Prompt: “Summarize this 10-paragraph
email into 3 bullet points and draft a
polite response.”

e Calendar Help:

o Use Al assistants that sync with Google
Calendar to find free time slots and
schedule meetings.

e Brainstorming:

o Need marketing ideas? Ask ChatGPT:
“Give me 10 creative Instagram post
ideas for a bakery.”

3. How This Helps You
« Saves hours wasted on routine tasks.
« Reduces decision fatigue (you don’t need
to think about every small step).
« Keeps you organized without hiring a
secretary.

Key takeaway: Al helps you work smarter,
not harder.
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4. Mini-Exercise for Today

1.0pen ChatGPT or Claude.

2.Paste in your last long email.
3.Ask: “Summarize this into 3 bullet points and

write a friendly, professional reply.”

Notice how your “Al assistant” just saved you
15—-20 minutes of mental effort.
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DAY 8 — AUTOMATING THE BORING STUFF

1. Why Automation Matters
Think of all the repetitive tasks you do every
day:
« Copying data from one place to another.
« Sending reminders or follow-up emails.
« Posting updates to social media.
e Creating to-do lists manually.
With Al + no-code automation tools, you can
set it up once, and the system runs
automatically.
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2. Top Automation Tools

o Zapier: Connects apps together (e.g., “When
| get a new Gmail, create a Trello card”).

« Make: Advanced workflows for complex
automation.

« Notion Al: Organizes tasks, takes meeting
notes, and drafts content.

e IFTTT: Connects everyday apps (e.g.,
“When | post on Instagram, also share on
Twitter”).

3. Business Examples
« Small Business Owner: When someone fills
out a form on your website, Zapier
automatically:
a.Adds them to your email list.
b.Sends a personalized welcome email.
c.Alerts you in Slack.
« Freelancer: Automate invoice generation
when a project milestone is reached.
« Marketer: Schedule posts across 5 social
media platforms with one click.
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4. Why This Matters
Automation means:
e Less manual work — More time for
creative/strategic thinking.
« Consistency — Tasks are never forgotten.
e Scalability — Your “workforce” grows without
hiring people.
Automation is like cloning yourself digitally.

5. Mini-Exercise for Today
1.Sign up for a free Zapier account.
2.Create a simple workflow: “When | get a new
email with an attachment, save it to Google
Drive automatically.”
3.Test it—send yourself a file.
You’'ve just automated something that usually
takes 1-2 minutes per email, every day.
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DAY 9 — MEETINGS MADE EASY

1. The Meeting Problem
Meetings often take up too much time—and most
of that time is wasted on note-taking, repeating
decisions, or forgetting action items.
Al tools now act as your meeting secretary:
e« They join the call.
Record the discussion.
Summarize key points.
Highlight action items.
Send automatic follow-ups.
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2. Tools That Do the Heavy Lifting

e Otter.ai: Transcribes meetings in real time.

e Fireflies.ai: Records Zoom/Teams calls and
creates summaries.

« Fathom: Generates call highlights and
follow-up tasks.

« Notion Al: Organizes meeting notes and
integrates them into your workflow.

3. Real-World Examples

« Sales Calls: Instead of scribbling notes, let
Al capture everything while you focus on
the conversation.

« Team Meetings: Al highlights who promised
to do what.

« Client Projects: Share concise meeting
summaries instead of hour-long recordings.
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4. Benefits
e No more “Who's taking notes?”
« Meetings become actionable, not just talk.
« Everyone stays on the same page.
Al turns meetings from time-wasters into
productivity boosters.

5. Mini-Exercise for Today
1.Sign up for Fireflies.ai (free tier works for
short meetings).
2.Invite it to your next Zoom call.
3.After the meeting, check the summary—it will
highlight topics, action points, and deadlines.
You'll never lose track of commitments again.

=]
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DAY 10 — AI-POWERED MARKETING

1. Why Al is a Marketer’s Best Friend
Marketing is about wunderstanding vyour
audience and delivering the right message at
the right time. Al supercharges this by:

« Analyzing customer behavior instantly.

« Generating fresh content at scale.

« Personalizing ads and emails for each

person.

e Testing variations to see what works best.
In short, Al helps you do more with less—Iless
time, less cost, and fewer mistakes.

2. How Al is Changing Marketing Today

« Social Media Posts: Al tools like Jasper
and Copy.ai write captions in your brand’s
voice.

« Ad Copy: Al can generate dozens of
variations to A/B test quickly.

« SEO Optimization: SurferSEO and
Clearscope analyze what keywords you
should use.
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« Email Marketing: Tools like HubSpot and
Mailchimp use Al to suggest subject lines that

increase open rates. as
e

3. Real-World Example
A bakery owner uses Al to:
1.Ask ChatGPT to create 10 catchy Instagram
captions.
2.Use Canva Al to design matching images.
3.Schedule posts automatically using Zapier +
social tools.
Instead of paying a social media manager
hundreds of dollars, they now spend just 15
minutes per week on marketing.

4. Mini-Exercise for Today
1.0pen ChatGPT.
2.Ask: “Write 5 Facebook ad headlines for a
fitness app that helps busy parents exercise
at home.”
3.Pick the one you like best and imagine
running it as a test ad.
You just did professional-level marketing
copywriting with Al in under 2 minutes.
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DAY 11 — Al IN SALES

1. Why Al is a Marketer’s Best Friend
Marketing is about understanding your
audience and delivering the right message at
the right time. Al supercharges this by:

« Analyzing customer behavior instantly.

« Generating fresh content at scale.

« Personalizing ads and emails for each

person.

e Testing variations to see what works best.
In short, Al helps you do more with less—
less time, less cost, and fewer mistakes.

2. How Al is Changing Marketing Today

« Social Media Posts: Al tools like Jasper
and Copy.ai write captions in your brand’s
voice.

« Ad Copy: Al can generate dozens of
variations to A/B test quickly.

« SEO  Optimization: SurferSEO and
Clearscope analyze what keywords you
should use.
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« Email Marketing: Tools like HubSpot and
Mailchimp use Al to suggest subject lines
that increase open rates.

L
3. Real-World Example ‘
A bakery owner uses Al to: l‘
1.Ask ChatGPT to create 10 catchy Instagram
captions.

2.Use Canva Al to design matching images.

3.Schedule posts automatically using Zapier +
social tools.

Instead of paying a social media manager

hundreds of dollars, they now spend just 15
minutes per week on marketing.

4. Mini-Exercise for Today
1.0pen ChatGPT.
2.Ask: “Write 5 Facebook ad headlines for a
fitness app that helps busy parents exercise
at home.”
3.Pick the one you like best and imagine
running it as a test ad.
You just did professional-level marketing
copywriting with Al in under 2 minutes.
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DAY 12 — Al IN CUSTOMER SERVICE

1. Why Customer Service Matters
Customers expect fast, accurate, and 24/7
support. Hiring large support teams s
expensive. Al provides a scalable solution by:

« Answering common questions instantly.

« Escalating complex issues to humans.

« Offering support in multiple languages.

« Analyzing customer feedback for trends.

2. Al Tools in Action

o Intercom: Chatbots that answer FAQs.

« Zendesk Al: Suggests replies to support
agents.

o Drift: Conversational chatbots for sales +
support.

o Tidio: Affordable Al chatbots for small
businesses.
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3. Real-World Example

« An online clothing store uses Al chatbots to:

« Answer “Where is my order?” instantly.

« Recommend similar products if something is
out of stock.

e Collect customer feedback automatically.

« The result? Happier customers + fewer
support staff needed.

4. Benefits of Al Customer Service

« Faster Response Times: No waiting hours for
replies.

« Lower Costs: Reduce staffing while keeping
service 24/7.

e« Personalization: Bots remember customers’
past purchases.

« Customer Loyalty: Better service = repeat
buyers.
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5. Mini-Exercise for Today
« Go to Tidio.com (free trial).
« Create a simple chatbot flow:
o “Hi! Can | help you track your order?”
o Give users a choice: [Track order] or
[Talk to support].
e« Test it on your website (or as a demo).

You just built a 24/7 customer support bot in
under 15 minutes—no coding required.

)
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DAY 13 - DASHBOARDS & DATA WITHOUT
PAIN

1. Why Data Matters (But Scares People)
Business leaders know data is important, but
most find it overwhelming. Spreadsheets are
messy. Charts take forever. Many small
businesses simply skip data analysis because
it feels too complex.
Al changes that. With no-code data visualization
tools, you can:

o Connect data (sales, marketing, website traffic).

o Automatically generate clear dashboards.

e Spot trends without doing math yourself.

2. Tools That Make Data Easy

e Google Looker Studio: Free, connects to Google
Analytics, Ads, and Sheets.

o Microsoft Power BI: Drag-and-drop dashboards,
powerful for business data.

e Tableau Public: Visualizes complex data into
simple charts.

e Notion AI Dashboards: Great for teams who
already use Notion.
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3. Real-World Example
A small café uses Google Looker Studio to:

e Track daily sales automatically.

« Compare busiest hours of the week.

« See which promotions worked best.
Instead of spending hours in Excel, the owner
checks a colorful dashboard each morning—and
makes smarter business decisions instantly.

4. Mini-Exercise for Today
1.0pen Google Looker Studio (free with a
Gmail account).
2.Connect it to your Google Analytics (or
sample data).
3.Create a dashboard showing “Visitors by Day
of the Week.”

In 10 minutes, you’'ve built your first business
dashboard without a single formula.
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DAY 14 - FORECASTING MADE SIMPLE

1. What is Forecasting?
Forecasting means predicting the future based
on past data. Large companies have data
scientists for this, but now Al makes
forecasting simple—even for small businesses.
Uses include:

e Predicting next month’s sales.

e Anticipating inventory needs.

o Spotting risks (cash flow, supply issues).

e Estimating customer demand.

2. Tools That Help Forecast Without Coding

« ChatGPT (with data plugins): Ask it to
forecast based on uploaded spreadsheets.

« Google Sheets Al Add-ons: Automatically
run predictive models.

« ZOho Analytics: Affordable forecasting
dashboards for small business.

e Microsoft Power Bl: Has built-in forecasting
visuals.



Part 5: Smarter Decisions (Day 13-15)

3. Real-World Example

An online store looks at sales data from the past
12 months. With one click in Power Bl, the Al
generates a sales forecast curve showing peaks
during holidays.

Result? The store stocks up in advance for
December, avoids running out of products, and
increases profits by 20%.

4. Mini-Exercise for Today
1.0pen Excel or Google Sheets.
2.Enter 12 months of simple sales numbers
(real or made-up).
3.Use the “Forecast” function to predict the
next 3 months.
Congratulations—you’ve just done
predictive analytics without being a data

scientist. -
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Part 5: Smarter Decisions (Day 13-15)

DAY 15 - THE EXECUTIVE Al TOOLKIT

1. Why Leaders Need Al Too
Executives, managers, and decision-makers

often drown in;: ﬁ

« Endless reports.
Al helps leaders cut through the noise by

« TOO many emails.
e Conflicting information.
giving clear insights for better decisions.

2. Types of Al Tools for Executives

e Decision Support Systems (Al Dashboards):
Highlight what’s working, what’'s not.

e« Scenario Planning Tools: Model “what if”
situations (e.g., what happens if sales drop
by 100/0).

« Al-Powered Research Assistants:
Summarize industry reports.

« Automated Reports: Weekly executive
summaries generated automatically.
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3. Real-World Example
A retail chain CEO uses Al dashboards that:
e Pull data from 20 stores.
« Show which locations are underperforming.
« Suggest resource allocation (extra staff,
promotions).
Instead of reading 50-page reports, the CEO
gets 1-page Al-powered recommendations every

Monday.

Y e @

4. The Leadership Advantage ® £ N

« Make data-driven decisions faster. & &
e Spot risks early.

« Free time to focus on strategy, not
spreadsheets.

5. Mini-Exercise for Today
1.0pen ChatGPT.
2.Paste in a news article about your industry.
3.Ask: “Summarize this article into 5 key points
for an executive briefing.”
You've just experienced how Al gives
executive-level insights in minutes.



Part 6: Al for Creativity (Day 16-18)

DAY 16 — WRITING WITH Al

1. Why Al Writing Tools Matter
Writing is at the heart of business—emails,
blogs, reports, ad copy, proposals. Many
people struggle with “blank page syndrome.” Al
solves this by acting as a co-writer that:

o Drafts first versions.

e« Suggests ideas and headlines.

e Optimizes for SEO.

« Adapts tone and style.

Instead of starting from zero, you start from

80% done.

2. Popular Al Writing Tools

e ChatGPT: General-purpose writing, from
blogs to speeches.

« Jasper: Marketing-focused copywriting with
templates.

o« Copy.ai: Quick social media and ad copy
generation.

« Writesonic: Affordable option with SEO
features.
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3. Real-World Uses

e Blogging: Al drafts a 1,000-word article in
minutes.

« Books: Authors use Al for brainstorming,
outlines, or editing help.

« SEO Content: Tools analyze keywords and
optimize text.

« Emails: Personalized email campaigns at
scale.

4. Mini-Exercise for Today
1.0pen ChatGPT.
2.Ask: “Write a 500-word blog post about the
benefits of remote work, in a friendly and
professional tone.”
3.Then ask: “Shorten this into a LinkedIn post.”
You've just created multi-format content in
minutes.
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Part 6: Al for Creativity (Day 16-18)

DAY 17 — DESIGN & BRANDING WITH Al

1. Visual Branding Made Simple
Design can feel intimidating if you're not a
graphic designer. But now, Al tools allow
anyone to:

« Generate logos.

« Design presentations.

o Create social media graphics.

e Test multiple design variations.

Al gives small businesses “agency-level”

branding power—without the agency price tag.

2. Top Al Design Tools
« Canva Al: Create everything from logos to

pitch decks.

« Looka: Generate professional logos and
brand Kits.

o Kittl: Create beautiful typography and
graphics.

e Designs.ai: Full suite for logos, videos, and
social media posts.



Part 6: Al for Creativity (Day 16-18)

3. Real-World Example
A startup needs a brand identity but can’t afford
a design agency. Using Looka, they instantly
generate:

e Logo variations.

o Color palettes.

e Social media banners.
In one afternoon, they have a full brand kit for
less than $100.

4. Mini-Exercise for Today
1.0pen Canva Al.
2.Use the “Text to Design” feature.
3.Type: “Create a modern presentation slide
about Al for small business owners.”
You just created presentation-ready branding

material in minutes. .
TN S



Part 6: Al for Creativity (Day 16-18)

DAY 18 — VIDEO & MUSIC CREATION

1. Why Video & Audio Matter

Video and audio are the most engaging forms
of content. But creating them has always been
expensive—professional cameras, editors,
studios. Al is changing this, making high-
quality media creation accessible to everyone.

2. Al Video Tools

« Runway ML: Al video editing (remove
backgrounds, generate effects).

« Synthesia: Create talking avatars for
training videos.

e Pictory: Turn blog posts into videos
automatically.

e Descript: Edit video/audio by editing text.

3. Al Music Tools
o AIVA: Al composer for background music.
« Soundraw: Generate royalty-free tracks for
videos.
« Boomy: Make music in minutes, even
without musical skills.
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4. Real-World Example
A YouTuber uses:

« ChatGPT to draft scripts.

« Synthesia to generate an Al presenter.

e« Soundraw to add custom background music.
The result? Professional-looking videos created
without cameras, microphones, or editing skills.

5. Mini-Exercise for Today
1.0pen Pictory.ai (free trial).
2.Paste a blog post or article.
3.Watch it turn into a short video with captions
and visuals automatically.
You just produced a shareable marketing
video in under 10 minutes.




Part 7: Al & Risk/Compliance (Day 19-21)

DAY 19 — ETHICS OF Al

1. Why Al Ethics Matter
Al is powerful—but like any tool, it can be used
well or poorly. Ethical questions arise when Al
makes decisions that affect people’s lives.
Examples:
« A hiring Al that unfairly rejects qualified
candidates.
e A chatbot spreading misinformation.
e An image generator creating harmful or
offensive content.
Ethics in Al is about fairness, transparency, and
responsibility.

2. Common Ethical Concerns

« Bias: Al learns from data, and data often
reflects human biases (e.g., gender, race).

e Transparency: Many Al models are “black
boxes”—you don’t always know how they make
decisions.

 Accountability: Who's responsible when Al
makes a mistake—the company, the developer,
or the user?

« Misinformation: Al can generate fake images,
videos, or text (deepfakes).
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3. Responsible Use Tips

o Always fact-check Al outputs.

« Don’t use Al to deceive (e.g., fake reviews or
false news).

« Be transparent with your customers when Al
Is involved.

e« Avoid sensitive or personal data unless you
have consent.

4. Mini-Exercise for Today
1.Ask ChatGPT: “What are the ethical risks of
using Al in hiring employees?”
2.Write down 3 ideas for how you could reduce
those risks in your own business.

Congratulations—you’ve just done your first
Al ethics review.




Part 7: Al & Risk/Compliance (Day 19-21)

DAY 20 - RISK MANAGEMENT IN Al
PROJECTS

1. What Is Al Risk Management?
When businesses adopt Al, they must balance
benefits with risks. Risk management is about:
« Preventing Al errors from harming
customers.
e Ensuring compliance with laws.
e Protecting company reputation.

2. Simplifying Risk Frameworks
Big companies use frameworks like COBIT or
|ISO standards. Let's break them into plain
English:
« COBIT: Focuses on aligning technology with
business goals.
« ISO Al Standards: Focus on safety,
reliability, and accountability.
« Governance: Having rules for how Al should
be used responsibly.
You don’t need to memorize the frameworks
—ijust remember: Al should always be safe, fair,
and useful.
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3. Practical Risk Steps for Small Businesses

o Start small: Test Al on low-risk tasks first.

« Monitor results: Don’t assume Al is always
right—spot-check often.

« Have a backup plan: If Al fails, know what
the human process will be.

« Document decisions: Keep notes on how you
used Al (helps with transparency).

4. Real-World Example
A bank uses Al to detect fraud.
« Risk: False positives (flagging innocent
customers).
« Management: Al flags suspicious activity — a
human reviews before action.
This balance prevents customer frustration while
still catching fraud.
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5. Mini-Exercise for Today
1. Think of one way you're currently using (or
plan to use) Al in your work.
2.Write down: What could go wrong?
3.Write a simple backup plan for that scenario.

That’s your first Al risk management strategy.
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DAY 21 - Al & PRIVACY

1. Why Privacy Is a Big Deal in Al
Al relies on data—and some of that data is
personal. If handled incorrectly, it can break trust
or even break the law. Regulations like GDPR
(Europe) and CCPA (California) exist to protect
people’s privacy.

If you collect or use customer data, privacy is
your responsibility.

2. Privacy Risks in Al
e Data Collection Without Consent: Using
people’s info without permission.
« Data Leaks: Sensitive info accidentally shared
or exposed.
e Over-Tracking: Collecting more data than
needed.

3. Simple Privacy Best Practices
e Collect only what you need: Don’t hoard data.
« Be transparent: Tell users when Al is involved.
e Anonymize data: Remove personal details
where possible.
e Secure storage: Store data in safe, encrypted
systems.
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4. Real-World Example
A fitness app collects health data. To stay
compliant:
e« It only stores what's necessary (steps,
workouts).
o It doesn’t sell data to third parties.
e It gives users the option to delete their data
anytime.
This builds trust and loyalty with customers.

5. Mini-Exercise for Today
1. Think of one type of customer data you
handle (emails, purchase history, etc.).
2.Ask: “Am | storing this safely, and do people
know how | use it?”
3.1f not, write down one way you can improve
(like adding a privacy notice).
You've just taken your first step toward Al
privacy compliance.




Part 8: Al for Career Growth (Days 22-24)

DAY 22 - RESUMES THAT PASS Al FILTERS

1. Why Resumes Need Al Optimization
Most large companies use Applicant Tracking
Systems (ATS)—Al-powered software that filters
resumes before a human even sees them. If
your resume isn’t optimized, it may be rejected
automatically.

Today, writing a resume isn’'t just about
looking good—it’s about being readable by Al
first.

2. How ATS Works (in Simple Terms)
« ATS scans resumes for keywords from the
job description.
e It checks formatting (e.g., no unusual fonts or
graphics).
e It ranks candidates based on keyword
matches and structure.
If you don’t have the right words in your resume,
you may get filtered out—even if you're
qualified.
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3. Al Tools for Resume Optimization
« Jobscan: Matches vyour resume to job
descriptions.

e Rezi: Al-powered ATS-friendly resume
builder.

o Kickresume: Creates polished, keyword-rich
resumes.

« ChatGPT: Can rewrite your resume with ATS
In mind.

4. Real-World Example

A marketing professional applies for a job that
requires “SEO strategy” and “content
optimization.”

e« Their resume says: “Improved website traffic
by 40%.”

o Al rewrites it as: “Developed SEO strategies
that optimized content and increased website
traffic by 40%.”

Now, the keywords SEO strategy and content
optimization are included—helping the resume
pass ATS.
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5. Mini-Exercise for Today
1.Copy a job description for a role you'd like.
2.Paste your resume into ChatGPT.
3.Prompt: “Rewrite my resume so it’'s optimized
for this job description and ATS systems.”
You’ve just created a resume tailored for Al
filters.

JOB DESCRIPTION
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Part 8: Al for Career Growth (Days 22-24)

DAY 23 - Al FOR JOB INTERVIEWS

1. Why Interview Prep With Al Works
Interviews are stressful because you don't
always know what questions you'll get. Al helps
by:

e Simulating mock interviews.

e Providing sample answers.

e Giving feedback on tone and clarity.

It’s like having a personal interview coach,
available 24/7.

2. Al Tools for Interview Preparation

« ChatGPT/Claude: Simulate interviews by role
and industry.

« VMock: Gives feedback on recorded
answers.

« HireVue Practice: Prepares you for Al-driven
interview platforms.

e Interview Warmup (by Google): Tailored
questions for specific job fields.
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3. Real-World Example
A candidate for a sales job practices with
ChatGPT:

« Prompt: “Act as an interviewer for a sales
executive role. Ask me 5 common interview
questions.”

« After answering, they ask: “How can |
improve my answers to be more persuasive?’

By practicing multiple times, they walk into the
real interview with confidence.

4. Mini-Exercise for Today
1.0pen ChatGPT.
2.Prompt: “Act as an interviewer for [job title].
Ask me one question at a time, and after my
response, give me constructive feedback.”
3.Answer out loud and refine your responses.
You just had your first Al-powered mock
interview.
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DAY 24 — UPSKILLING WITH Al

1. Why Lifelong Learning Matters in the Al
Era
Jobs are changing fast. To stay competitive, you
need to continuously learn new skills. Al makes
this easier by offering:

« Personalized learning paths.

o Al tutors for quick answers.

o Bite-sized certifications (micro-credentials).

Instead of sitting through long courses, you

can now learn exactly what you need, when you
need it.

2. Al-Powered Learning Platforms

e« Coursera with Al tutors: Personalized course
recommendations.

e Duolingo Max: Al conversation practice for
language learning.

« Khan Academy’s Khanmigo: Al tutor for
math, science, and more.

e LinkedIn Learning Al: Suggests skill courses
based on your career goals.
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3. Real-World Example
A project manager wants to learn data
visualization:

« They ask ChatGPT: “Create a 10-day
learning plan to master beginner-level Power
Bl.”

« They follow the step-by-step plan with free
YouTube resources.

« Within two weeks, they’ve built their first
dashboard.

Instead of waiting for an expensive training
program, Al became their personal career
coach.

4. Mini-Exercise for Today
1.Ask ChatGPT: “Create a personalized 30-day
learning plan for me to improve my [skill].”

2.Follow the plan step by step.
You just created your Al-powered upskilling
roadmap.




Part 9: The Future of Work (Day 25-27)

DAY 25 - THE RISE OF Al AGENTS

1. From Al Tools to Al Agents
Most people think of Al as apps you use. But the
future is Al agents—autonomous systems that
can take actions on your behalf.
Instead of you asking ChatGPT, “Write me a
blog post,” imagine an Al agent that:

« Researches trending topics.

« Writes the blog post.

« Designs images to match.

« Publishes it on your website automatically.

Al agents don’t just answer questions—they

do the work.

2. Examples of Al Agents Today

« AutoGPT: Chains multiple Al tasks together
to reach a goal.

« LangChain: Lets developers build custom Al
workflows.

e ChatGPT with Plugins: Can browse the web,
book hotels, or analyze files.

o« Microsoft Copilot Agents: Integrated into
Office and Teams to automate tasks.



Part 9: The Future of Work (Day 25-27)

3. Real-World Use Cases

e« Entrepreneurs: Al agents that run social
media accounts.

« Researchers: Agents that collect data and
summarize findings.

e Personal Productivity: An Al agent that
organizes your calendar, sends reminders,
and books reservations.

4. Mini-Exercise for Today
1.0pen ChatGPT (with plugins or advanced
features if available).
2.Try: “Find me the 5 latest articles about Al in
education, summarize them, and create a
LinkedIn post.”
You just saw how an Al agent can replace
hours of research + writing.
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Part 9: The Future of Work (Day 25-27)

DAY 26 - NO-CODE AUTOMATION FOR
TEAMS

1. Why Teams Need Automation

For individuals, Al saves time. For teams, it
saves chaos.

No more endless emails or chasing updates—Al
automation keeps projects moving smoothly.

2. Tools for Team Automation

o Zapier Teams: Automates multi-step
workflows across apps.

« Notion AIl: Shared notes + automatic task
summaries.

« Asana Al: Suggests deadlines and prioritizes
tasks.

« Monday.com + Al: Automates project
management workflows.
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3. Real-World Example
A marketing team sets up automation:
1.When a new blog post is published, Zapier
automatically:
o Shares it on social media.
o Sends it to the email list.
o Creates a task in Asana to monitor
performance.
Result? Seamless teamwork with zero manual

effort.

4. Benefits for Teams
« Efficiency: Fewer manual updates.
« Clarity: Everyone knows the next step.
« Scale: Handle more work with the same
team.
Team automation is like having an extra
project manager—without the salary.
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5. Mini-Exercise for Today
1.Sign up for a free Notion Al or Asana trial.
2.Create a shared project space.
3.Ask Al to summarize today’'s tasks for the
team.
You’'ve just used Al as a team productivity
coach.




Part 9: The Future of Work (Day 25-27)

DAY 27 - FUTURE JOBS IN THE Al ERA

1. The Big Question: Will Al Replace Jobs?
The truth: Al won’t replace all jobs—but it will
change most jobs. Roles heavy on repetitive tasks

are most at risk, while jobs requiring creativity,

strategy, or human empathy will thrive.

2. Jobs Likely to Decline

Data entry clerks.

Basic customer support reps.

Routine administrative assistants.
Simple content writers (non-specialized).

3. Jobs Likely to Grow

Al Trainers: People who teach Al models how to
behave.

Prompt Engineers: Experts at writing effective
Al instructions.

Al Business Strategists: Translate Al potential
into business solutions.

Creatives: Writers, designers, and marketers
who use Al as a partner.

Healthcare Specialists: Doctors and nurses
supported by Al diagnostics.
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4. The Human Advantage
Al is fast and accurate, but it lacks:

« Empathy.

e Critical thinking.

« Creativity rooted in culture and emotions.

e Leadership and relationship-building.

The best future careers combine human

strengths + Al efficiency.

5. Mini-Exercise for Today
1.Ask ChatGPT: “List 5 future career paths for
someone with my current skills in [your
field].”
2.Pick one that excites you and write down
what new skills you'd need.
That’s the beginning of your Al-proof career
roadmap.




Part10: 30-Day Al Action Plan (Day 28-30)

DAY 28 — BUILDING YOUR Al TOOLKIT

1. Why You Need a Toolkit

By now, you've explored dozens of Al tools—but
it's easy to feel overwhelmed. The key is to
choose a few essentialsthat fit your workflow.
Think of it as your Al starter pack.

2. Must-Have Al Tools (Categories)

o Writing & Research: ChatGPT (or Claude).
Design & Branding: Canva Al or MidJourney.
Productivity & Automation: Zapier or Notion
Al.

Voice & Meetings: Otter.ai or Fireflies.

Data & Dashboards: Google Looker Studio or
Power BI.

You don’'t need everything—just enough to
cover your daily needs.
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3. How to Choose Your Toolkit
Ask yourself:
« What tasks take up most of my time?
« Which tools solve those specific pain points?
e« Do they integrate with apps | already use?
Example:
« A solopreneur might choose ChatGPT +
Canva + Zapier.
« A team might choose Notion Al + Fireflies +
Power Bl.

4. Mini-Exercise for Today
1.List your top 3 daily tasks (emails, content
creation, meetings, etc.).
2.Choose one Al tool from this book for each
task.
3.Write down your personal “Al toolkit.”
You now have your go-to Al setup for
everyday use.
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DAY 29 - YOUR FIRST Al PROJECT

1. Why Projects Matter
Learning about Al is great, but real
transformation comes from building something
practical. Your first Al project should:
o Be useful. Q ﬁ
« Be simple. Y =
« Show immediate results.

2. Example Al Projects (Choose One)

« Automated Newsletter: Al writes and
schedules weekly updates for vyour
customers.

« Sales Dashboard: Al visualizes your sales
data in real time.

« Al Marketing Campaign: Al creates posts,
designs graphics, and schedules them.

 Meeting Assistant: Al records and
summarizes all your calls.
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3. Step-by-Step Project Walkthrough
(Example: Automated Newsletter)
1.Use ChatGPT to draft 3—4 articles on your
niche.
2.Use Canva Al to generate visuals.
3.Upload everything into Mailchimp (or another
email platform).
4.Schedule your first issue.
Result: You've just launched a professional
newsletter in a fraction of the usual time.

4. Mini-Exercise for Today
Pick one Al project from the list above.
« Write down the tools you'll need.
e Set aside 2-3 hours to build it this week.
By tomorrow, you’ll have something tangible
and Al-powered to show.
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DAY 30 — AI LIFESTYLE: STAYING AHEAD
WITHOUT OVERWHELM

1. The Challenge: Al Moves Fast

Al is evolving daily. The risk isn’'t just falling
behind—it's getting overwhelmed by too many
tools, updates, and trends.

The goal: stay informed without burning out.

2. Continuous Learning Plan

« Newsletters: Subscribe to The Rundown Al or
Inside Al.

« Communities: Join LinkedIn groups or Reddit
forums on Al.

« Courses: Platforms like Coursera or Udemy
for deeper dives.

e Practice: Spend at least 10 minutes a day
experimenting.
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3. Future-Proofing Yourself

Adopt a growth mindset: See Al as a helper,
not a threat.

Experiment often: Try new tools, even if you
don’t need them right away.

Focus on human strengths: Creativity,
empathy, strategy—AIl can’t replace these.
Stay adaptable: The most valuable skill is the
ability to learn new skills.

4. Real-World Example

A freelance copywriter spends 15 minutes each
morning testing new Al prompts. Over time,
they:

Learn faster ways to generate ideas.
Spot industry trends early.
Stay competitive against other freelancers.
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5. Mini-Exercise for Today
1.Schedule 10 minutes daily in your calendar

for “Al learning.”
2.Use that time to:
o Read one Al news update.
o Try one new Al tool or feature.
3.Track your discoveries in a simple Google

Doc.

That’s how you build an Al lifestyle—always
learning, never overwhelmed.

Quecest
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1. TEXT GENERATION / WRITING

1.ChatGPT (Free — OpenAl)
2.Claude (Free — Anthropic)

3.Google Gemini (Free — Google)
4.Perplexity Al (Free tier)
5.Copy.ai (Free plan)

6. Rytr (Free tier)

/.Grammarly Al (Free features)

8.Notion Al (Free tier)
.8
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9. HyperWrite Al (Free tier)

10. Writesonic (Free tier)
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2. IMAGE GENERATION / DESIGN

1.DALL-E 3 (via ChatGPT Free)

2.Bing Image Creator (Free — Microsoft)
3.Canva Al (Free tier)

4.Adobe Firefly (Free tier)
5.Leonardo.ai (Free tier)

6.Craiyon (Free)

/.ldeogram (Free plan)

8.Freepik Al (Free tier)

9.NightCafe (Free credits) (AD)

10. StarryAl (Free credits) ﬁ !
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3. PRESENTATION & SLIDES

1.Gamma (Free tier)
2.Presentations.Al (Free credits)
3.Slidesgo Al (Free tier)
4.Beautiful.ai (Free trial)

5.Canva Presentations (Free tier)
6.Pitch (Free plan)

/. Tome (Free tier)

8.Prezi Al (Free plan)

9. PopAl (Free tier) (A1)

10.Curipod (Free plan) 3[ !
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4. VIDEO GENERATION

1.Runway ML (Free credits)
2.5ora (via ChatGPT Plus)
3.InVideo Al (Free tier)

4.HeyGen (Free tier)

5.Synthesia (Free tier)

6.Canva Al Video (Free tier)
/.VEED.io (Free tier)
8.Renderforest Al (Free)

9.Lumen5 (Free tier) B==
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10.Kapwing Al (Free tier) [
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5. VOICE & SPEECH

1.ElevenLabs (Free tier)

2.Murf Al (Free tier)

3.Play.ht (Free plan)
4.NoteGPT TTS (Free)
5.Crikk TTS (Free unlimited)
6.Luvvoice (Free)
7.Speechify (Free tier)
8.Canva Text-to-Speech (Free tier)
9.Natural Readers (Free)
10. TTSReader (Free) %\"j
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6. CHATBOTS & AUTOMATION

1.Botpress (Free tier)

2.Chatbase (Free plan)
3.HubSpot Chatbot (Free)
4.Tidio (Free plan)
5.Landbot (Free tier) ,
6.ManyChat (Free) -

7 .Microsoft Bot Framework (Free tier)
8.OpenDialog (Open source)
9.Wit.ai (Free — Meta)

10.Flow XO (Free plan)
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7. DATA VISUALIZATION / ANALYTICS

1.Google Looker Studio (Free)
2. Tableau Public (Free)

3.Power Bl Desktop (Free)
4.Zoho Analytics (Free tier)

5. Apache Superset (Open source)
6.Infogram (Free plan)
/.RawGraphs.io (Free)
8.Datawrapper (Free tier)
9.KNIME (Free) / .L_

10.Observable HQ (Free tier)
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8. NOTE-TAKING & SUMMARIES

1.Otter.ai (Free plan)

2. Tactiq Al (Free tier)
3.Jamie Al (Free)

4.Notta Al (Free tier) A

5.Fireflies.ai (Free tier) =
&y

6.Read.ai (Free tier)

/.Notion Al (Free features)
8.Fathom (Free Zoom app)
9. Superpowered (Free tier)

10.Grain (Free plan)
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9. CODING HELP / NO-CODE Al

1.GitHub Copilot (Free for students)

2.Cursor (Free tier)
3.Codeium (Free)
4. Tabnine (Free tier)

5.AskCodi (Free tier) L b

6.Pieces for Developers (Free)
7.Aider (Open source)

8. Replit Ghostwriter (Free tier)
9.Amazon Q Developer (Free tier)

10.OpenHands (Open source)
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10. LEARNING & TUTORING

1.Perplexity Al (Free)
2.ChatGPT (Free — OpenAl)

3.Google Gemini (Free)

\

4.Elicit (Free tier)

5.QuillBot (Free plan) “,'

6.ChatPDF (Free tier) <

L“\
©
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/.Scholarcy (Free tier)

8.Socratic by Google (Free)

9. ExplainPaper (Free)
10.NotebookLM (Free — Google)
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Thank you for reading Al Made Simple in 30 Days. | hope
this book has helped you take practical steps toward using
Al confidently in your work, business, and personal life.

If you found this book useful, I’d truly appreciate it if you
could leave a review on Amazon—your feedback helps more

readers discover it.

If you notice any errors, or have suggestions for future
editions, please feel free to connect with me:

< contact@aipmo360.com

@ www.aipmo360.com

LinkedIn: linkedin.com/in/rajkumar-mouttou

Your support and feedback mean a lot. Together, let’s make
Al simple, accessible, and powerful for everyone. H
R 7( .

— Rajkumar Mouttou
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Thank you for reading Al Made Simple in 30 Days.
| hope this book has helped you take practical steps
to use Al with confidence in your work and life.

17171777

If you enjoyed this book, please consider leaving a
review on Amazon—your feedback helps more readers
discover it.

For suggestions, feedback, or to report any errors, you
can reach me at:
B8 contact@aipmo360.com
' Www.aipmo360.com
LinkedIn: linkedin.com/in/rajkumar-mouttou

Your support means a lot. Together, let’s make
Al simple, accessible, and powerful for
everyone.
— Rajkumar Mouttou
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