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Let's Learn AIl

For non-technical small-business owners (SMB), solo

managers and those looking to upskill on AL

Thank you for joining
The Tech—Wingmqn Network

We know you'ﬂ find this information valuable.



Welcome, My friend!

Running a business is tough enough!

Between managing your team, serving customers—stakeholders, and keeping the books balanced, it feels like there's

never enough time in the dc.y.

And now, everyone's buzzing about Artificial In’telligence (AI) this Al that, yelling, "Use Al or get left behind!" It can
feel overwhelming, frigh’tening and darn scary, righ’t?

Some of us were forced to start our own business and don't know where to start. Some own a business where the

business is you, and you do every’ching, even Jfhough you have a team.

And for all—where did the time go?




AS

Reading time: ~20min

It was a very rough start for me.

[ ignored Al for my business—not because it wasn't important of all the above, but because I assume everyone was using
it in some way qlready, like the calculator.

So then I realized, after ’tqlking to my network and a few clients, that there's a need to get basic unclers’fo.n&ing of Al
before full adop’tion.

[ get it.
Who needs another complicc.’fed tech tool to learn or a huge investment to make.
That's exo.c’fly Why we created this guide—for clari’fy.

It's a collection of my team and my own findings while launching our business, Al-research with validated sources and
designed to show you that you can start small, stay safe, and still work smarter by weaving Al into your do.ily routine.

Yes, it's for small businesses who are ran by individuals like you & me, who are already forced into using Al in your
c].o.ily lives. Why not us to leverage what matter most—your time.

You read it once, pick just one tip to try today, and watch the clock hand back a little bit of free time—and your
confidence build.

You migh’f be surprisecl at how quickly these small cho.nges add up—o.nd how fast you become an Al expert.



How to Use This Guide

This plo.y]oook is all about getting quick wins.
You don't need to be a tech wizard, and you don't need to try everything at once.
‘We've broken down Al into bite-sized, actionable pieces—just like our substack newsletter.

Look for these symbols ’throughou’f the guide:

° . IDEA-Try it now: These are simple, hands-on examples you can try immediately.
) TRUST TIP-Stay safe & on-brand: These tips help you use Al responsibly, protecting your business and your

reputation.

° w’ GROWTH PLAY —Turn time saved into new revenue: These are strategies to take the time you save with Al

and turn it into real business grow’th.

Our recommendation? Pick just one idea per week. Try it out, see how it works for you, and then come back when

you're rectdy fOI more. NO pressure, jus’t progress!
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Social Media & Digital Marketing

What it is?

At this point we all know what social media is but diving into cligi’tal markeiing is where the magic happens.

Think about your posts, your website updo.’res, or even the emails you send out to customers. What if you had o

super-fas’t assistant who could help you create those viral posts in minutes?
That's what Al can do for your marketing.

Al tools like ChatGPT, Canva Magic Media, YouTube Shorts, MetaAl, Google Gemini, Grok and Microsoft Copilo’c are

like ho.ving a creative team at your finger’fips.
They can:

Write catchy social media captions.
Suggest the best hashtags to reach new customers

Help design eye-co.’fching visuals for your pos’fs.

All of this can ho.ppen in just minutes, freeing you up for other important tasks.




Social Media & Digital Marketing

Why it matters?

Let's be honest, marketing often falls to the bottom of the list when you're busy running your business—it's hard to see

the returns from confusing efforts.

For the average business owner, 3 to 5 hours a week can easily be spent just on marke’fing‘ tasks like plqnning posts,

writing content, and fincling images.

That's a significant chunk of timel

And here’s the kicker: consistent posting can lead to 23% more inbound leads, o.ccording to local Chamber statistics.
More leads mean more potential customers and more sales.

The challenge is finding the time and energy to be consistent—for all the things.

This is where Al shines.

It turns those moments when you think, " Ugh, I'll do it later" into "It's a]reacly scheduled!"

By automating parts of your mo.rke’fing, Al helps you maintain a strong online presence without the constant s’truggle

for time.

It makes consistency achievable, direcﬂy impacting your a]oili’ty to attract new business.




Social Media & Digital Marketing

Trust & Security

Using Al for your marke’cing is powerful, but it's important to do it smarﬂy and safely. Here are a few key points to

remember:

U Keep your brand voice: Your business has a unique personali’ty, and you want your AI-genero.’ted content to match
it. When using Al to write captions or messages, feed it 1-2 examples of your existing social media posts or marke’ting
messages. Then, add a simple instruction like, "Match this tone" or "Sound friendly and local, like these examples."
This helps the Al learn your s’cyle.

V; Copyrigh’c check: While Al can suggest images, be careful about simply using whatever it generates or suggests.
Instead, swap out generic stock images created from Al for your own photos—pictures of your shop, your products, or
your team are o.lways the best. If you need more options, stick to royal’cy-free image websites like Unsplash or Pexels,

where you can use pho’tos without worrying about legql issues.

) NEVER copy & paste client data into
public Al chats: This is crucial for

privacy and security. Never, ever paste

sensitive information like customer names,
contact details, or financial data into
public Al tools like ChatGPT. Even if you
pay for a mon’chly subscrip’cion. These
tools learn from the information Jthey':re
given, and you don't want your private
business or customer data becoming
public. Stick to general content creation
when using these open pla’tforms. Follow

the best practices and don't be lazy!




Social Media & Digital Marketing

How to Grow (5-Step Quick Start)

Let's put Al to work for your social media. Here's a super simple 5-step process you can try today:

1. Sno.p a behind-the-scenes pho’to. This could be o.ny’thing: your morning coffee, a new produc’c arriving, or a
glimpse of your Workspace. Au’then’tici’cy works wonders!

2. Paste a short description of the photo into an Al tool like ChatGPT. Then, add a prompt like, "Write 3 captions
of an authentic phofo of me, that sound frienc”y & is local to X for an Insfagram post."

3. Pick one of the captions the Al generates. Don't be afraid to tweak it!l Add your favorite local slo.ng—your words,
swap out a few others words that don't match, or throw in some relevant emojis to make it ’truly yours.

4. Drop the text into Canva. If you use Canva, try its Magic Media feature (or similar Al design tools—Adobe
Express works well too). Let it suggest a layout for your photo and text. You might be surprised at how
professiono.l it looks with minimal effort.

5. Schedule your post using a tool like LinkedIn or Meta Business Suite (for Facebook and Instagram). This lets
you set it and forge’t itl

%7 GROWTH PLAY: Here's how to multiply your efforts: Instead of doing one post at a time, try to batch 7 posts in one
sitting. That's a whole week's worth of content! Or d.o.illy batch-3 post in one dqy. Once you've created and scheduled

them, you can redirect those saved hours into a customer follow-up campaign, like sencling persono.lized emails to recent

buyers or calling your top clients.
This turns saved TIME directly into new revenue.

Promp’t is simply the instruction,
question, or statement you give to an

Al to tell it what you want it to do or create.



Brains’coing, Research & Wri’cing




Brainstorming, Research & Writing

What it is?

Sometimes [ feel like I need an extra brain for my business. Do you?

Ok, I have one. It's called Notion and it helps my memory. It's my documentation, but what about a thinking partner?
Especio.lly when you're trying to come up with new ideas, research a topic, or write some’thing impor’can’t?

That's exactly where Al steps in.

Think of Al in this context as the intern who never sleeps. This intern is incredibly fast and incredibly good at fincling
information. They can hunt down answers to your questions, help you organize your Jchoug‘h’fs by ouﬂining articles or

reports, and even polish the tone of your writing to make it sound more professiono.l or more engaging.

Instead of spencling hours d.igging ’through search results or staring at a blank page, Al can give you a strong head start

or even a complete draft in minutes.

Still review and polish before publishing—AI is your help, not your replacemen’f.




Brainstorming, Research & Writing

Why it matters?

TIME, Let's talk about time. How many times have you found yourself going down late-night Google rabbit
holes—clicking on every result, trying to find information for a new project or an answer to a customer's obscure

ques’fion?
This can be incredibly time-consuming and often leads to information overload.

With Al you can replace those unfocused searches with focused Q& A. Instead of endless scrolling, you simply ask the

Al your ques’fion, and it provides a concise, relevant answer. This means you can:

[ Draft blogs, proposqls, or job posts twice as fast. You need to write a blog post about a new service? Instead of
starting from scratch, Al can give you an outline or even a full draft to edit. The same goes for craf’ting
professional proposals or even writing a compelling job description to attract top talent.

° Quickly get up to speecl on new topics. Need to understand a new indus’rry trend or a complex concept for a
mee’ting? Al can summarize key points, giving you the information you need without sif’fing Jfhrough tons of

articles.

Essentially, Al helps you cut through the noise and get to the core of what you need to know or write, much faster than

traditional methods.

This all begins with the data Al is using,

lf from your own persono.l d.d.‘l.'(l

that you know is valid,
great. If just from the internet:
alwqys have a trusted human
double check the

answer before you use

or publish.
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Brainstorming, Research & Writing

Trust & Security

When using Al for research and writing, especially for important business documents, accuracy and privacy are

ex’tremely important.

) Ask for sources: If you're using Al for research, don't just take its word for it. Always include a prompt like, "List
links to two credible references" or "Where did you get this information?" This allows you to verify the facts yourself.

() Fact-check any’thing medical, lego.l, or financial: This is a non-nego’tiqble. Al is not a substitute for professional
advice. If you're dro.f’fing content related to health, lego.l matters (like contracts or policies), or financial advice, alwo.ys
have it reviewed by a qualified human expert like an advisor. Al can give you a starting point, but it cannot provicle

1eg<111y sound or medically accurate advice.

/ Run sensitive text through privacy-friendly tools: If you're working with internal documents, sensitive business
strategies, or employee information, be ex’fremely cautious. Tools like Copilo’c in Microsoft 365 are designed to keep your

data inside your own company's secure system (your "tenant").

This means your private information doesn't go out to the public internet for the Al to learn from.
Avoid pasting ’cruly sensitive,
proprietary, or personal data into
public Al chat services—especially
if you have to worry

about auditors.




Brainstorming, Research & Writing

How to Grow (3 ldeas)

Here are some quick ideas to integrate Al into your brains’forming’, research, and writing workflows:

» Need fresh content for your blog or social media? Ask Al "Outline a 600-word blog post about 3 summer trends

for texas small businesses." It will give you a structure and key points, mo.king writing much faster.

¢ Struggling to get the tone right in an email? Try: "Rewrite this email in a warm yet professional calm tone" You

can provide an existing draft, and the Al will refine it.

& Facing writer's block for a new produc’c description? Promp{' the AL "Wkite 3 exciting produci’ descripfions for a new

line of digifa] producfs, focusing on value inspired by texas small business events like capifa] facfory !

%7 GROWTH PLAY: One of the biggest time-sinks for many businesses is answering the same questions over and over.
Use Al to your advqn’rage!

Compile AI-generq’ted FAQs (Frequenﬂy Asked Questions) into a website help page.
You can ask the Al, "What are common questions about [your product/service]?"
Then, have it draft answers.

This sirnple s’rep can cut repe’fi’five customer emails and inquiries by approxima’rely 30%, freeing up you and your team

to focus on more complex customer needs or sales activities.

Work on your business.

What can | help with?

Ask anything

@ Search Q Reason /i Voice

dh Analyze data (5) Summarize text B3 Surprise me Q Make a plan More




Operational Efficiency &
Light Automation




Operational Efficiency & Light Automation

What it is?

Opera’fional efficiency and automation migh’c sound like ]oig, complica’ted tech terms, but really, it's about making your

everydo.y business tasks smoother and faster.
Imo.gine tasks that usually take up your precious time, like:

Soriing Jthrough emails
Sencling out routine messages, or

Orgo.nizing information
That just happens automatically.

Al tools like Copilo’c (in Outlook or Gmo.il) can quickly summarize long email threads, saving you from reacling every

single message and Google Gemini can even take notes in your meetings.
Zapier is another tool that acts like a digi’cal bridge, chaining different tasks Jrog‘e’cher o) Jfhey ho.ppen o.u’fomo.’fico.lly

For exo.mple: When someone fills out a form, Zapier can o.u’tomo.iicqlly add their info to a spreadsheei and send

you a notification.

And ChatGPT can help you draft SOPs (Standard Operating Procedures), which are step-by-step guides for how to do

common tasks in your business.

This gives you a basis for workflows and maps to find 1‘101‘-sp01L to improve processes.

It's all about making your business run more like a well-oiled machine.



Operational Efficiency & Light Automation

Why it matters?

Time is money, and in a small business, every minute counts.
Research shows that business owners can lose around 2 hours every single do.y just deo.ling with email overload.
That's copying information from one plo.ce to another, and other repetitive tasks.

Think about it: that's 10 hours a week, or more than a full Workclo.y, spent on ’things that don't really matter or doesn't

direcﬂy grow your business!

When you embrace ligh’f automation with Al you don't just save time;

You free that time up for sales or strategy.

Instead of endlessly sorting emails, you could be following up with a lead.

Instead of manually upda’ting spreadshee’ts, you could be planning your next marke’ting campaign.
These automations aren't about replc.cing people;

Jfhey're about Jfo.king the mundane, repetitive tasks off your plo.’te 5o you can focus on the high-vo.lue activities that Jrruly

move your business forworcl—working on your business.

It's about working smarter,

not harder, and

reclo.iming your valuable TIME.



Operational Efficiency & Light Automation

Trust & Security

Au’toma’fing parts of your business can be incredibly efficient, but it's vital to set Jthings up securely.

() Use two-factor authentication on Zapier: If you're using tools like Zo.pier to connect different apps, alwotys enable
two-factor authentication (2FA). This means that besides your po.ssword, you'll need a second verification step (like o

code from your phone) to log in, mc.king it much harder for unauthorized people to access your automated workflows.

() Store API lteys in vaults, not s’cicky notes: When connecting different software, you migh’t encounter some’thing
called "API keys." These are like c].igi’tal keys that grant access to your cligi’fo.l treasures—zero-trust vaults are the best.
Never write these down on s’ficky notes, no’fepc.cls, onenote or save them in easily accessible files. Instead, use a secure

password manager or "vault' designed to store sensitive information safely.
Now, for some quick wins to get you started:
¢ Build a simple automation ("Zap") in Zapier:

Step 1: Someone fills out an online form (eg., a customer inquiry form on your website).
Step 2: Zapier automatically takes that information and adds it to a row in a Google Sheet.
Step 3: Zapier sends you a Slack ping (or a text message/email) letting you know a new form

submission has come in. This saves you from cons’fo.nﬂy checking your form responses mo.nually!

%7 GROWTH PLAY: Think about your onboarding process for new hires. It can be a huge time-sink.

Use ChatGPT to create a detailed new-hire checklist. Provide it with key information about your business and what a
new employee needs to know, and it can draft a comprehensive guide. Store this in a Google Doc that new employees

can easily access.

Every hour saved in onboording means your new team members get productive faster,

and ‘tha‘t every ].’10111’ saved equals dO].].Cll’ signs fOl‘ your business.




I_IO'VV' I use .A.I to SCQ.].G my business?

Mini-S’fory
Since [ had a technical chkground, I figureci the tech part would be easy. I was wrong.

When [ tried to grow my presence online, I overloaded myseif. I pio.nneci these elaborate ciaiiy posting schedules
across multiple platforms, but I couldn't keep up.

I was also ho.nciiing my own bookkeeping with no income to pay someone else, and the do.y-’to-dcty started

slipping. I spirqieci into ano.lysis parqiysis, and yeo.h—ihe overwhelm goi real.
My goai at the time was simpie: get more followers and engagement on the pia’tforms I o.ciuo.iiy used.
[ wanted visibility, but I was sinking trying to do it all manually. I knew something had to give.

I leaned into what I do best—tech—and brough’t Al into the mix.

[ used it to refresh my coding skills and quickly set up custom WordPress plugins. Built myself a bookkeeping
system in Notion mostly because I needed it and wanted to learn how. I streamlined my social media flow: Al

gave me content ideas, [ rewrote them for my voice and scheduled Weekiy posts.

I even used Al to puii iogeiher all the messy notes I'd collected and turned them into the very piaybook you're

reaciing Now.
[ edited it and made it my own, but Al helped me organize the chaos.

At first, I wasn't sure what [ was cioing, I just knew I couldn't keep cioing what wasn't Working. Within 2-3 weeks,
[ went from O followers on LinkedIn and Facebook to over 200. It was small, but it was organic, and it felt
sustainable. More imporianiiy, I found my writing voice c.gc.in—qnci started getting leads from peopie [ didn't

expect. I even set up a simple Zapier automation that sent ihan-you emails to new signups.

One less i'hing for me to think about.

Now, I'm going back to my ChatGPT gpts [ created over a year ago

to turn them into an Al Agent
that I can use for repetitive tasks.

Well, to make them more efficient.




Cheat-Sheet [SENCSIITIE

Your 4—S’rep Promp’r Formula for Al Success: Top 5 Do's / Don'ts for Non-Tech Owners:

When Jtotlking to Al (like ChatGPT), use this simple

formula to get the best results:
Start Small: Pick just one quick win to try each

1. Role: Tell the Al what role it should take (eg., week.
. Be Specific with Promp’rs: Use the 4-step

n . . nn
'Act as a social media manager," "You are a
formula above for better results.

Review & Tweak: Always double-check Al

output and make it sound like you.

small business coach").

Goal: Clequy state what you want the Al to
achieve (e.g., Write three Ins’ragram captions, Focus on Time Saved: Redirect saved hours into
"Summarize this email"). grow’fh e

Context: Give it any important background ) Experimen’t!: The more you try, the more
information (e.g., "My business is a local coffee comfortable you'll becomel!

shop in Austin," "The email is about a customer
complain’f"). DON'Ts:
Sermactt Spec1fy i you want = output (e.g., Don't Overcomplicq{'e: Al is a tool, not a magic

"Use bullet points," "Provide three options,"

bullet: simple tasks first.
"Keep it under 100 words").

Don't Leak Sensitive Data: Never paste client
info into public Al chats.

Don't Believe Every’fhing: A]ways fact-check
crucial information.

Don't Share Client Data: Keep private info
private.

Don't Neglec’f Your Brand Voice: Guide the Al

to match your business's personali’ry.



Ready for

This guide is just the beginning.

If you're reo.cly 'I.'O chve deeper ctncl Jtruly rncts’ter AI fOl’ your l‘)usiness,
we got your back.

Ask us about our FREE AI webinar or

Join the 3-Week AI Confidence Camp!

Our immersive online camp guides you s’tep-by-s’rep Jfhroug’h advanced

Al strategies, live Q&A sessions, and personalized feedback to ensure

you're getting the most out of these powerful tools.

Tease next-level learning: Ready to build Al agents that book calls
while you sleep?

Our Agentic Accelerator opens soon—join the wait-list inside the Al Confidence Camp for

QO.I].Y access Cl.l’ld exclusive bonuses!

Tech Wing Managemen’c

Working with us. We will Identify
opportunities, and Nowigq’fe Growth
Strategies together. As your trusted
biz-tech advisor, we seqmlessly integrate
Jfechnology into your operations, paving
the way for you to achieve and even

Surpass your ]ousiness gOO.lS.

Let's Chat

Text Us or Call - (512) 548-7448



https://www.tech-wingman.com?src=ai-book
mailto:contact@tech-wingman.com

ChatBots, Small Business Al Tools & Additional References

ChatBots

° ChatGPT (]:)y OpenAI) - https://openai.com/chatgpt/overview/
° Gemini (by Google) - ht’rps://gemini.google/
®  Perplexity Al - https//www.perplexity.ai/
° Claude (by An’chropic) - https//www.anthropic.com/claude
° Meta Al (Facebook / Instagram) - https://wwwmeta.ai/

Al Tools
o Intercom - https://www.intercom.com/

Al chatbots to automate customer support, engage website visitors, and handle sales inquiries.
° ManyCha’c - https://manychat.com/

Al p]atform for e-commerce to automate messaging on channels like Facebook Messenger and Instagram.
° Hu]:)Spo’t Chatbot Builder - https://www.hubspot.com/products/crm/chatbot-builder

Build chatbots for sales, markefing, and customer service for leads, meetings, and support on their website.
° Tidio - https://wwwtidio.com/

Combines live chat and Al chathots for customer support, lead generation, and sales.

o Zapier (for Automation & In’cegra’tions) - https://zapier.com/

While not a chatbot itself, automate tasks by connecting different apps.

° Canva ( "Magic Studio" ) - https://www.canva.com/free/

Design p]afform, Al features to be]p users generate text, images, and suggest olesigns for faster markeﬁng.
° Microsoft Copilo’c - https://www.microsoft.com/en-us/microsoft-copilot

An Al assistant infegrai'ed into Microsoft 365 apps (Word, Excel, PowerPoint, Outlook, Teams) and Windows.
° Ada - https//www.ada.cx/

Al chatbot p]afform specificaﬂy designed for automating customer service interactions, focusing on resolving

inquiries quicl{]y and efficieni‘]y.
[ Bo’tpress - hitps://botpress.com/

A plah(orm for bui]cling povverfu], custom Al chatbots with advanced logic, flows, and l{nowleclge bases. It
allows for a ]'u'gh degree of customization for various business needs.

° Chatfuel - https://chatfuel.com/
A no-code chatbot plafform primari]y focused on automating customer interactions on messaging apps like
Facebook Messenger and WhatsApp.

[ Drift - https://www.drift.com/

A conversational mar]cefing and sales p]afform that combines live chat and AI—povvereol chatbots to engage

website visitors and qua]ify leads.
Resources and References .

° ZenBusiness survey (2025) - Al seen as essential; trust and usage indings - businesswire.com

Next Insurance survey (2025) via WPXI - Aclop’fion, barriers of cost & complexi’fy - Wpxi.com
Bipartisan Policy Center report (2024) - Small biz Al adoption and willingness to learn (79% event interest) -

bipartisanpolicy.org
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https://www.drift.com/
https://www.businesswire.com/news/home/20250304092120/en/New-ZenBusiness-Survey-Finds-AI-Is-Becoming-Essential-for-Small-Business-Owners-but-Trust-and-Transparency-Remain-Key#:~:text=While%20small%20business%20owners%20are,solutions%20will%20earn%20lasting%20trust
https://www.wpxi.com/news/small-business-ai-adoption-declines-just-28/EPFURRPZJJKSJA24746DGKEFOM/#:~:text=Independent%20operators%20rely%20on%20AI,the%20barriers%20keeping%20them%20out
https://bipartisanpolicy.org/report/small-businesses-matter-navigating-the-ai-frontier/#:~:text=The%20level%20of%20interest%20in,integrating%20AI%20into%20business%20operations

