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What Is an Goal 'uﬂTER
' Define what "3”
L] \ QERUW
An Al agent is a system that c.an unders'tand a goal, / Improve N Plan
plan steps, use tools, take actions, and improve Learn and = | Breakitdown
results with feedback. i
r R
-
Key Traits
] Use Tools
. Autonomy - works through multi-step tasks Chack recults Search, write!
and evaluate . :::Iyze, or
. Reasoning - decides what to do next 2 - ..
' Tool Use - can search, write, analyze, or call apps \ gt /
. ! d Execute the plan rﬂm’
. Iafgﬂs
. Memory - keeps important context across steps . ﬁga{
. 10 s
. : ‘e ;ng
Iteration - checks results and refines the output ;.
+ 9 ' R
e P
&
i . o
* Simple Agent L
imple gen oop
v Plan Use Tools  Take Action Review Improve \
- o ., —
v s " Al AGENT
Beginner Tip | @ v g,
Start with one small task and | @ Pansieps Pet —
one clear success metric. | @ usetodls Bg: rows .
* T | @ Tokeaction
Al AGENTS - £ 3 1'\ © Review resiis
S PROMPTS BETTER 'a__O wm -
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F Al Agentvs
hatbot vs Automation

] Know the difference before you build
n N f ™

: Chatbhot Automation Al Agent

Simple conversations Repeat tasks reliably Think, plan and take action

Nt X 0 N NE K- \&
g — K?/

oF i

. : A
> & @ Best for answering @ Best for fixed rules Best for multi-step goals
> questions and repetitive processes and dynamic tasks
' . 9 Usually reacts to one @ Does not adapt much Can choose tools, reason,
“"  prompt at a time without predefined logic and iterate

A— 3 - _ - -

- L TALK +« RESPOND + HELP TRIGGER = RUN » COMPLETE PLAN » USE TOOLS » ACHIEVE
vy @ v W &

/s == — - -
When to Use What Horer
e

’ @ Use a chatbot for conversations.

@ Use automation for repetitive rule-based work.

@ Use an Al agent when tasks need judgment and tool use.

~ — T-‘
- -4 .
Ll L L -
- - h Al :
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y ‘—'-l - 1 AUTOMATION ) : \'bug
s | .
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Building Blocks~— ..

o W
Strong Al agents are built from a few simple components JHOFQU

that work together.

g Goal
- '
® ( @" what success
looks like
Instructions Tools
rules, tone, and browser, code,
constraints T R apps, APls
\ J A
\ N
Context Guardrails
background data limits, approvals,
and examples and safety rules
>
:

Al AGENT
Memory Ry = | OutputFormat
short-term and BIG POSSIBILITIES. = checklist, table,
long-term context 1 summary, draft
- Feedback Loop - =9
—— 0 review, score, BETTER { -
AUTOMA ION - ‘. _ b improue IDEAS

e i TIVITY ! F:['lil('_jl-i".f:%? — —
PROD - ' PEOPL o

2 E— :
F i
o s
Best Practice @ stortsmal Prof g
rod.
Keep the first version simple, @ Test and learn T;,raof'”&
testable, and easy to improve. | @ orid forbaH ATt ~
2 7
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Use these simple templates to turn an Al model
Jnto a practical beginner agent.
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Prompt
Tem

plates
Work

e
01

0.,.[?‘

.
- L]
.
Research Agent

Goal: Research [topic] for [audience].

Tasks: summarize the landscape, compare :
options, and return 5 key takeaways.

Output: bullet summary + next steps.

"
_Q\O
Content Repurposing Agent
Goal: Turn this article into a LinkedIn post,
email, X thread, and short video script.

Constraints: keep the same core message
and CTA.

7 &

Email Triage Agent

Goal: Classify incoming emails by urgency,
draft replies, and flag anything needing
human approval.

3 ~—~a
| |04 Planning Agent o
Goal: Break this project into tasks, prioritize @- ﬁ)} ﬁ
! by impact, assign deadlines, and create \ - olll
— a 7-day plan. —
— PROMPTS -

Al AGENTS
Al AGE

A BRIGH

,:PTnvORROW

AL

__'U“'

IDEAS
PEQOPLE

Al

A BRIGHTER
TOMORROW

'“

Define the goal

Specify the inputs

Set clear constraints '

Ask for an output format .

Request a self-check

e ‘AGENT — RESULTS N

BETTER
IDEAS
BRIGHTER
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Best Beginner
Use Cases

Start with practical use cases that save time, BlgGER
reduce busywork, and are easy to review. 905513”-

Customer
support drafts

J—

E‘I Research
_:Q arc

ﬁrld SUmmaries

Content

Project

repurposi 1] in
A;ﬁ 'fh Af Purposing | planning
[ / =
r/f Meﬂ'"g notes L) Datacleanup
S and action items | and categorization
' < /) Coding and
debugging help
;!
e ) b )
e BN
[ @ Create % / |
[ @ Automate & . . ' ’ -
| @ save Time A BRIGHTER : -~ T s =
— @ crow FRMaRiOAL BETTER . i SKILLS
\ :slj-fj R g; ‘ PRODUCTIVITY
PEOPL - OPPORTI NI
% - URTUNITY
e - T — CH e— :
L ®
Easy Wins to Start With a
a Weekly report ‘ Inbox triage ‘ @E‘ Turning one article
— generation L into multiple posts
% ——— — =

@ -,-.],_».-._;;..-,-':-; PRACTICAL Al SKILLS FOR A BRIGHTER TOMORROW e



LEARN
BUILD

f —— DIGITAL WORLD PULSE ——

AUTOMATE

GROW

Useful Tools
in2026 |

4

IDEAS
PEOPLE

Al

A BRIGHTER
TOMORROW

-
> B Choose a small stack of tools based on what you
r need to think, research, automate, and build.
1 |
4 g —
- : TER TOMORROW
. = THINK fQ A BRIGH adpee
. L] q A
Reasoning Models
o _ ChatGPT - versatile all-around assistant
. = _
g " Claude - strong writing and analysis
" Gemini - Google ecosystem workflows
Wi J
s e
FIND
. Q Research AaWEES
a Perplexity - fast search-based answers
\
( )
- DO MORE
, Q Automat'on AUTOMATICALLY
' n8n — flexible workflow automation
— . Zapier — easy app connections
/1! Make - visual multi-step automations - {
) J-\ TOOLS 4
p I"-H GREATER 4
=y _g= TURN IDEAS ) |  PossiBiLiTies T '!* = Y
l (/) BIJIldlrlg INTO PRODUCTS -'.:'_'n‘_ F IDEAS N | THINK
£ TOOLS B 0| RESEADC:
Cursor - Al coding assistant 4 PEOPLE &% T N
PROGRESS = A TOMATE
BUILD
@ Replit - quick app prototyping ~— GRO
Notion Al - organize knowledge and writing
. J
a3 Begin with one model, one research tool,
@ Starter StaCR and one automation tool.
" NOLOGY =il part 1 08
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Most beginner problems come from unclear goals,”
poor review habits, and trying to automate too

. much too soon. kA e e
, = - it A<

& 01 Starting with vague goals safe setl_l? CheCKliSt

& 02 Using too many tools at once . Use clear instructions

=

A 03 Skipping human review r. @ —_— — .'— —

Limit access permissions

& 04 Forgetting privacy and compliance b - s
A 05 Not defining the output format _ . @ Review importauit oRtpu=

 S— R — —— — —

( = =5
& 06 Testing on unrealistic examples . [l Track errors and improve

| I:II] prompts
& 07 No success metric - PP ——

—_)
L & 08 Automating before the process s |

is clear RISK MANAGEMENT
e n I @ LowRisk
(¢ 56 el | @® Review

PrglﬂFt : e 3 @ High Risk
Safgr Wurs

TH A SAFER
‘5 r.?!‘ BRIGHTER

=
|

TOMORROW

. AL SKILLS n
PERCT : _ BETTER
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7 -Day "
- A

_- GMARTER

UiC a an «

A BRIGHTER

his simple one-week plan will help you go from idea rOMORROW
to a working beginner Al agent workflow.

Day 1
1 {@‘ ) Choose one repetitive task
- J
2
Day Define the goal, inputs,
2 and success metric
S - = — J
_ — <

g ey 8 Pick one model and one .
3 supporting tool

p—— J
r B
Day
4 @ Write your first agent prompt
. =y
i B
Day Test on real examples and
5 inspect results
. - S ————
Day @ Add guardrails, approvals,
6 and improvements
-~ G L_ R — - _/
> i b
Py ~f  Document the workflow ‘1, ORKFLOWS ‘
e 7 UI]I] and scale what works 7%
> A E REAL IMPACT —
= . . BETTER
Al e IDEAS
\TOMATION = E. i:;RiGHfER
a AUV PEOPLE
apIGHTER rOMORRGW

- Final Advice

Start small, review everything, and improve one step at a time.

| & Disclaimer: Al outputs should be reviewed by a human before business-critical use.

@ SPPORTUNITY PRACTICAL Al SKILLS FOR A BRIGHTER TOMORROW -
W
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Inside Part 2

12 Better Agent Instructions

13  Context, Memory & Knowledge
14 Tools & Integrations
15  Evaluate, Verify & Improve

16  Research Workflow Example

BUILD 17  Content Workflow Example
() Connect tools :
B vt n’[iﬁ IMPROve | 18  Operations Workflow Example
. () Create steps (&) Testresults 19  Safe Deployment Checklist ‘

> g (¥) Refine & iterate
20 30-Day Roadmap

Al AGENTS ' a8 — _': ?;ET;:R
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iear instructions turn a generic model into a reliable agent. ajﬁﬁfﬂms
@EIU
N T
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@ @
= e B
@ &

The 6-Part Formula

Role
Define who the agent is.

Goal

State what you want to achieve.

Inputs
Specify the data, links or files.

Constraints
Set rules, tone and limitations.

Tools
List the tools the agent can use.

Output Format

Mini Prompt Template

Role: You are an AI agent helping with [task].
Goal: Achieve [outcome].

Inputs: Use [data / links / files].

Constraints: Follow [rules / tone / limits]. .
Tools: You may use [tools]. J

Output: Return [format].

Choose the structure and format.

PROMPTS
Al AGENTS
AUTOMATION

REAL RESULTS

Part 2

PRACTICAL Al SKILLS FOR A BRIGHTER TOMORROW

f ——y— 4
Instruction Tips

Be specific

Define success

Q®

-

Limit the scope ;

r
LJ

Request a self-check

Use examples when helpful

r-o@

A WELL-WRITTEN
PROMPT

. Role: You are an Al agent
helping with [task].
Goal: Achieve [outcome],
@ 1puts: Use [data e / files).

. Constraints: Foll
ow [rul,
tone / limits], LaRes

Tools: You may use [tools],

® outpur: Return [fmmatj —_— — -
SN BETTER
IDEAS =~
BRIGHTER

k3
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CONTEXT, MEMORY .. .
y \ORNA MATIO
IGGER
KNOWLEDGE 20ssBLTES
ive your agent the right information at the right time.
'8 . & o T
Context Memory Knowledge
g Base
Task details, goals, Important
examples, and preferences and Documents, notes,
current inputs. reusable facts SOPs, and trusted
rererence material.
J across steps. ) f terial
. " \ L ‘J ‘
How Information Flows ﬁgﬁfe; p
2
_)_)@_)_) 5%;@”5'
¢
U - Agent M
L e Context Retrieval Agent Wi /
' T

@ Keep It Clean

Use relevant examples

Remove outdated facts

Store reusable instructions

Prefer trusted sources

PEOPLE
ECHNOLOGY

CPPORTUNITY

WORLDWIDE
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& Common Mistakes

Too much context

Missing examples

Contradictory rules

-
-
._ - \DEAS
TOOLS
- PEOPLE

PROGRESS

BETTER
IDEAS
BRIGHTER
PEOPLE

......
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TOOLS & |~ .
!NTEGRATIONS o

ive your agent the tools it needs to read
: ATIES
write, search, and act. CONNECTED TO MORE POSSIE!
B
Browser - Docs
Search the web and = Read, write and
access online content. summarize documents.
J €
f ]
Sheets Email
. IF Analyze and update Read, draft and i
. spreadsheets. manage emails. \ '
" J
- , D
#—h Calendar APls
; ===| Checkavailability < > Connect to external
and schedule events. apps and services.
- \. & N
. . W k-
) Databases Automation
:"‘ Read and query Trigger workflows g
* Nt your data. and automate tasks.
L L -
— | —— , - ™\
= s L : -—
1 - - o . B
Starter Stack — M
y '
- — ——— e
GGI @@ One reasoning model Integratlon Rules @
. s . -
w4 |\ — For planning and decision making. ° Start with read-only access
[ 02J Bne kcowlicios workisace i | Let your agent observe before it acts.
. : {
¥ To store and access your information. Use least privilege
e — o Give only the minimum permissions
- {"?} One automation tool L [pieech.
= I 4
To connect and take action. . o Add human approval for critical actions
= = L Keep control over important changes. .
- | - —_
. One review process = E =
To keep things safe and accurate. ° Log important steps
=4 , Track what your agent does and why.
L J "N : 4 )

PEOPLE L ——= Part 2 —
TECHNOLOGY 14
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EVALUATE, VERIFY .
& IMPROVE f

a{ﬂ
Good agents check their work before you trust the result.

2]
v
v
3

™

L]
'
- = |

"

A TS
J‘-l‘
0 .
TS

‘//

[
®
A
Lol
o
2]
-
-
o

L
esUL

k- B

r Quality Loop

OMOMOMOMO

Generate Check Score Deliver
Create Evaluate Rate the Make Final, trusted
the output for issues quality improvements result
.
o
| What to Evaluat
at 10 Evaluate \
. Goal match 4 /5
@' Accuracy Is the information correct . Facts & aceyr
and factual? . i
(@ I S Great result!
Completeness  Doesit fully cover the request? o
Tmat &
.. s £ B
| f Is it on-topic and useful Safety & compliance Complete @
” | @ Relevance for the goal? Relevant (v}
Well formatted (]
( :=| Format Does it follow the requested Safe (V)
— structure or style? _ .. >
( @ Safety Is it safe, ethical, and
{ policy-compliant? | {8% =
\ )y Human Review :
™ ' 3 &
Review high-risk outputs . d
E self-Che'Ck Prompts 8 Check sensitive, legal, financial, a5
—_— or public-facing content. N A
01 ' Check your answer against the original goal. o o,
. Approve actions with cost >
02 | List anything missing or uncertain. Confirm any actions that spend
money or change data.
03 | Give a confidence score from 1to 5. - =
. Spot-check important drafts
» L 04 ) Suggest one improvement before finalizing. Quickly review key outputs
. - J even when the agent seems confident.

PROMPTS Y
: IDEAS L
UATION PEOPLE jam = ' .
E—— TOOLS .
TERATION PROGRESS '
RESULTS p
- -

Part 2
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RESEARCH gETT™ rﬁh

" ri0fH a

of SEARL ﬁgS’z

.-

WORKFLOW
lE)(AMPLE i — -

A simple agent can turn a question into a clear decision brief.’

_ S

»
0
e
S, ©
e
ﬁ}

-
Question Search Compare Summarize Recommend Next Steps
Turn a topic Find reliable Analyze Create a clear, Suggest the Provide action
into a clear sources and options and structured best option items and y
research goal information key differences summary with reasons follow-ups
£ n o P N
What It Produces [E] Prompt Starter Best Use Cases
="} 'S —=n P |
@ Short summary @ Tool comparisons
A clear overview of the topic “Research [topic] for [audience]. Find the right tools
e’ | S—
F——\ Compare the main options. )
5_[5 Pros and cons table S oa the tacd I] Market scans
Compare key options side by side STINAVIES Wie talidscape D[I Understand the landscape
Pra—— in plain English.
P g—
Q 5 key takeaways Return 5 takeaways and one pe. Trend overviews
- The most important insights recommendation.” Spot emerging opportunities
e - =
' @ Suggested recommendation e 5 & Competitor snapshots
- A clear, actionable suggestion o . : Analyze what others are doing
L . R 7
g Research in Acti
ERGH : ;j _ Action
QUESTIONS : Q Best A
S e R { C 'ngemltodsfnrmbuslnem ;
WITH Al J f —
k AGENTS .. ﬁ o Sources Comparing Options
. . 1 ¥ @ e ToolA  ToolB
¥ i
. - . y l @ Thased artices e | @ 4
-8 . , 3 ’ﬁ =) Reviews & analysis Pricing v «
. ” & @ Competitor shes Bsecluse @ i
y O Rocent updates sl 9 v

= - BETTER | .l
RESEﬂRCH IDEAS

= = BRIGHTER [ A
— Al AGENTS PEOPLE ﬁ
(NOWLEDGE | - .

=—— Pait 2 —=
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EXAMPLE

Use an agent to move from topic idea to finished assets.

IDEAS
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Al
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———

)AUE
IDEA
ai.GER
E:-G: |3

Research QOutline Draft

Edit Repurpose

sl B | £ 5 & | < o F

Publish

L

~

Outputs
Blog article

. L —
—
E Newsletter
, il
_— "
m Linkedin post :
—_— _—f‘-',’
& ——
o | | X Xthread /7
A W
" ik
G] Short video script .
— —
- = . From Idea
[ a— F i to Impact
el i
T — - a CONTENT
* [ ' CREATIVITY
o — BETTER (7
- o ! | IDEAS ’ AUTOMATION
- | BRIGHTER
| L
. — ROWTH

[2) Prompt Starter ‘

. ¢ Use this topic: [topic).
Research the audience and key questions. |
Create an outline, a draft, and 4 repurposed
assets.

i Keep the core message and CTA consistent. *? J

\
.

Saves time
Keeps messaging aligned
Reduces blank-page friction

Speeds repurposing

~

e

J

O

PEOPLE
TECHROLOGY
OPPORTUNITY
WORLDWIDE

— W e

PRACTICAL Al SKILLS FOR A BRIGHTER TOMORROW



-
-
-

~ e w

'+

iy a— DIGITAL WORLD PULSE — IDEAS

PEOPLE
LEARN Al
BUILD A BRIGHTER
AUTOMATE TOMORROW

GROW —

OPERATIONS .
WORKFLOW EXAMPLE

ﬂt'urn daily admin work into a clean, repeatable support system.

} Ops Agent Flow

®-@-0-0--@ L

Inbox Classify Summarize Extract Tasks Draft Replies Weekly Report

"

! High-Value Tasks

i - ‘

[E) TASKS
Email triage

Meeting notes

. Action items

Follow-up drafts

Status updates

f () Prompt Starter

01 Review incoming messages and

meetings. 24 Emails Processed

IR T —— Gihction hems
i i ey if 4 Follow-ups Drafted
'03 Extract action items, owners, and Weekly Summary Ready
deadlines.
e

04 Draft follow-ups and create a
weekly summary.

R BETTER s w—— J

H &3

O Guardrails > N I
BRIGHTER  wee=

Human approval for external messages PEOPLE N 4 ORGANIZE
D T

Protect sensitive data ELEGATE
ACHIEVE

Use clear categories

Track unresolved tasks

Y 3 ‘

— Part 2
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SAFE ‘
|
GAFt 1
EF Lo I MEN I e ﬁ“’t
CTRONUER f zf’
/INESSES 5

S #
HECKLIST, .~

Before an agent acts in the real world, : TOMORRUW
. build controls around it. -
: P . » & Traffic-Light Risk
‘« | Deployment Checklist —
m D — . . Low Risk - internal summaries
T Define the task clearly : i = 4
— Medium Risk - draft communications
: . a Use limited permissions —=
. : ﬁ'_ . High Risk - payments, legal, medical, hnr-g] 3
1 2& Add human approvals " )
———— - 8 w
. il . L]
| Log key actions 4 Never SklP
' 2 @ Pr'va:y review
= _ I
. @ : Protect sensitive data y | —
— = ; ﬁ Access control
.- o ‘ Set fallback rules r— _
N .= {&>  Human oversight
==
‘t. Iﬂi | Measure output quality A_ Error handIiTg :
T —
o7 xJ ‘ Review regularly _ i
..-‘ L ) — e
£ SAFE
Y, o trols DEPLOYMENT
3 60’”— fe @ Pan
* Crﬁ“' & — . Comm't-"
caﬁﬁ/i @ #eprove
- ! | @ Monitor

BETTER .\mprmre

TOOLS [S—
", ""'Fi Al

lJ|l'l'-~' ___"_—c IDEAS ¥

l
& =

Al GOVERNANCE
RISK MAN AGEMENT

TRUSTED AGENTS

REA | N

Part 2 —
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YOUR 30-DAY

rnﬂ[l

| AGENT ROADMAP

Y 1
Start small, test carefully, and build confidence one workflow at a time. ﬁlfﬂ

1 ——— DIGITAL WORLD PULSE —— IDEAS
-

N
@\
TOMOg3e ? ? ? ?
BUILD ( A | h ) [ )
TODAY Week 1 Week 2 Week 3 Week 4
| — N
! = > > g = 45
N o Q nll Y,
-. 5 ® Choose one Build the first Test, review, Deploy with
’ . ‘- repetitive task agent prompt and improve guardrails and
g . J and workflow results measure impact
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