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. Module 1: Introduction to Al & Machine Learning (ML)

What is Artificial Intelligence (Al)?

- Al is a field of computer science focused on creating machines that
can perform tasks typically requiring human intelligence, such as
learning, problem-solving, perception, and decision-making. It aims to
build intelligent agents that can reason and act to achieve goals.

What is Machine Learning (ML) and how does it relate to Al?

- ML is a subset of Al that enables systems to learn and improve from
experience without being explicitly programmed. It uses algorithms to
identify patterns in data and make predictions or decisions.

- Example: Spam filters learning which emails are junk,

recommendation engines suggesting products or movies based on
past behavior.



Types of Al:

Narrow Al (Weak Al)

Designed to perform a
specific task or set of
tasks, Most Al systems
today fall into this
cateqgory

General Al (Strong Al)

Possesses the ability
to understand, learn,
and apply knowledge
across a wide range of
tasks, like human
cognitive abilities

Traditional Al

Was effective for
specific tasks but
lacked adaptability.

Generative Al

|s a newer form of Al that
can generate new
content from text to
images based on patterns
they've learned from
massive amounts of data




Generative Al: takes Al a step further by creating new
content, unlocking endless possibilities in industries
like design, entertainment, and customer service
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. Module 2: Understanding Large Language Models (LLMs)

What are Large Language Models (LLMs) and how do they work (simplified)?

LLMs are a type of Al model trained on vast amounts of text data to understand, generate, and process

human language. They work by learning patterns, grammar, facts, and reasoning abilities from this data,
allowing them to predict and produce coherent text.

Why it Matters: LLMs are the specific Al technology underpinning tools like ChatGPT, Gemini, and Copilot, which are the focus of
this practical course.



1
Al Chatbots

ChatGPT

A popular conversational Al model
developed by OpenAl, known for
its broad knowledge base and
ability to engage in diverse
conversations and generate
various text formats

4 .
Gemini

Google's family of multimodal Al
models, designed to understand
and operate across different types
of information including text,
images, audio, video, and code.

f. Copilot

Developed by Microsoft and GitHub,
often integrated into applications to
provide real-time assistance, such as
code completion (GitHub Copilot) or
drafting content within productivity
suites (Microsoft 365 Copilot).



@ ChatGPT

Let’s Register




Let’'s Visit




T. Copilot

Let’'s Visit
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. Module 3: The Fundamentals of Successful Prompt Engineering

What are Prompts?
A promptis simply the text input you provide to a language model to initiate a response. It's your way of
communicating what you want the Al to do, ask, or generate.

Why prompts matter: Garbage in, garbage out.
Large Language Models are powerful tools, but they rely entirely on the input you give them to
understand your request. A vague or poorly constructed prompt will lead to an incorrect response,
much like giving unclear instructions to a human.
Example: Asking "Tell me about Al"is vague vs. "Explain the concept of 'reinforcement learning'in Al
using a simple analogy for someone new to the topic."



Core components of a good
prompt

Task O ]
What to do
“Summarize the key positive and
negative points”

Context

Background info
“Analyze the following customer

* (02

feedback”
Persona
Who Al should act as
“As a marketing specialist” O 3 ®
Format
How output should look
o O LI_ “In a table”

Examples

Showing Al what you want



- Example for
prompt

Report ZS0_V2

Planning, Sales, Production and
Warehouse Orders status - This report
have a very valuable data about sales
orders and its status.

| have extract it from SAP
Upload it to ChatGPT
Start prompting

RIKRSQ

Go a dashboard and | can ask GPT for any

details for the attached sheet.

Task:
Clearly describe the main action you want e.qg., “Generate an HTML dashboard from the
uploaded Excel sheet showing sales performance by customer, order status, and delays.”
B Context:
[ Provide background info such as where the datais from(e.g., SAP), what each field means,
and how the datais structured. Mention if rows represent line items, and if sales documents
have multiple lines, etc.]
¥ Persona:
Describe who the Al should act as to tailor tone and insights. E.g., “Act as a senior business
analyst or sales director preparing a report for upper management.
& Format:
Specify the output format and components required. For dashboards, include layout and
chart types, such as:
- Donut chart: Delayed vs. Not Delayed Orders
- Bar chart: Order Status by Creation Date
- Filterable Table: ShowRoom or Customer
- Responsive HTML format with UTF-8 encoding
- DataTables.js for interactivity]
# Examples:
Give data-specific instructions or samples, such as:
- Use 'SLA Operation Status'to determine delays (value ='Delayed’)
- Use 'ShowRoom' for showroom name, ‘Customer DES' for name, and '‘Customer' number if
Arabic causes renderingissues in charts
- Group total values from "Total SO' column
- One sales order might have multiple line items (Sales Document + Item)



Report ZS0_V2

Sales Orders SLA Dashboard

Total Sales Orders Total Sales Amount

601 58,762,731.64

Orders Status by Creation Date

Delayed Orders

328

Order Status Over Time by Creation Date

60r

50¢

iber of Orders

30} i -
| | -

Delayed Orders Detail

Fibex by SHOWROOM: | o= et -

¢| Customer Name

21932 10 500003558 0
21934 10
21938 10
21939 10
21939 20
21940 10
21941 10
21941 20

50439

2097360

15132

2135398

0.00

2157925

13.917 50

000

538860

0.00

SLA Finish Date

2025-04-11 000000

2025-04-11

2025.04-11 00

2025-04-11 00 00:00

2025-04-14 00.0000

2025-04-14 00.00.00

|
I |

Stancarg Orcer
Standarg Oroer
Stancarg Orcer

Stancarg Orcer

Stanaarg Order

Delayed Amount

5,707,271.56

SLA Operation Status
Delay Finish

mm Delayed

Wl Early Finish

mmm Finish On Time

B |In Process

M -

4-03 000000 CRCPE

04.03 00.00.00 DCRUPE
2025-04-03 00.00:00 HOT ¢3aad
04-03 00:00.00 PCRCPE W
04-03 0000:00 2T 4]

5-04-03 00°00:00

Delayed vs Not Delayed Orders

it Delayed Orders

Delayed Orde



56 Ask
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&, The most expensive sales order is:

* Sales Order Number: 7e81e84 ot el 70,1 2351 e 2liy oVl s y3lie Slege jel 45T #

L . o 21031 1,0)l a3 ®
¢ Customer Name: 'whiliy elull; wwsill | €.
RTINSy 17-C 1| I ]

» Total Value: 5,820,406.88 02-04-2025 clivlll &)l *
SLA: 2025-85-84 J| clgiil au,li »

# Current SLA Status: In Process o
0.00 :yolll days o
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. Module 4: Leveraging Al in Daily Transactions & Productivity

Using LLMs for communication: (drafting emails, summarizing conversations, translating)

Explanation: Utilizing Al to assist with writing professional correspondence, quickly understanding the gist of long
messages, or overcoming language barriers.

Why it Matters: Saves significant time and effort in daily communication, improving clarity and efficiency.

Prompt: "Draft a professional email to a client following up on our meeting yesterday, summarizing the 3 action
items we agreed upon.”

Using LLMs for planning and organization (scheduling help, brainstorming itineraries, creating to-do lists).
Explanation: Using Al as a personal assistant for structuring tasks, planning events, or breaking down projects into
manageable steps.

Why it Matters: Helps manage time effectively, reduces mental load, and improves productivity in planning personal
and professional activities.

Prompt: "Create a packing checklist for a 3-day business trip to a cold climate.”



. Module 4: Leveraging Al in Daily Transactions & Productivity

Using LLMs for learning and information retrieval (explaining complex topics, getting quick facts, drafting study
notes)

Explanation: Using Al to simplify difficult concepts, quickly access information (with verification), or generate
learning materials.

Why it Matters: Provides a powerful tool for continuous learning and quick access to understanding a wide range of
subjects.

Prompt: "Explain blockchain technology in simple terms."

Using LLMs for creative tasks (writing outlines, drafting social media posts, brainstorming ideas)
Explanation: Using Al to overcome creative blocks, generate initial drafts, or explore different angles for content
creation.

Why it Matters: Boosts creativity and speeds up the initial stages of content generation for various purposes.

Prompt: : "Brainstorm 15 catchy headlines for a blog post series about remote work productivity."
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. Module 5: Ethical Considerations, Limitations

Importance of fact-checking Al output
Explanation: Explaining that LLMs can sometimes generate completely false or nonsensical information

Example: Al making up fake statistics, inventing non-existent historical events, or citing sources that don't exist.

Data privacy, security, and responsible data handling with LLMs

Explanation: Reinforcing the risks of sharing sensitive information with public Al models and discussing general
principles of secure and responsible data interaction.

® Don’t uploading sensitive, confidential, or personally identifiable data from your spreadsheets
directly into public LLM chat



Productivity using Al tools and models

Using Al for Data Analysis Assistance

Al for MS Office Professionals
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HAVE ANY
QUESTIONS?



Resources & Material




Thank You
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