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PURPOSE 
This guide is for the business owner, side-hustler, freelancer, nonprofit leader, tradesperson, or 
aspiring entrepreneur who keeps hearing about AI but does not know where to begin. 
 
The goal is not to “use AI everywhere.” The goal is to identify one real business problem, use AI 
to reduce friction or improve quality, test the workflow safely, and expand only when the result is 
useful. 
 
SBA’s current small-business guidance encourages owners to start small, test tools, evaluate 
whether they add value, review AI-generated work, and consider risks before expanding use. 
 
BEGIN WITH THE BUSINESS — NOT THE TOOL 
 
Before choosing ChatGPT, Gemini, Claude, Copilot, an automation platform, or another tool, 
answer: 
 
1. What does the business sell? 
2. Who is the customer? 
3. What problem does the customer pay to solve? 
4. What repetitive work consumes the most time? 
5. Where do mistakes or delays happen? 
6. What information is repeatedly searched, copied, rewritten, or summarized? 
7. What work needs a human decision even if AI helps prepare it? 
 
AI becomes useful when it is tied to a real workflow. 
 
THE BEGINNER AI BUSINESS MAP 
 
Business idea 
→ customer 
→ offer 
→ marketing 
→ sales 
→ delivery 
→ customer service 
→ operations 
→ finance/admin 
→ measurement 
→ improvement 
 



AI can assist at almost every step, but the human business owner remains accountable for the 
decisions, promises, accuracy, permissions, and customer experience. 
 
STEP 1 — DEFINE YOUR BUSINESS IN ONE PAGE 
 
Business / project name: 
[NAME] 
 
What I sell: 
[PRODUCT / SERVICE] 
 
Who I help: 
[TARGET CUSTOMER] 
 
Problem I solve: 
[PROBLEM] 
 
Primary result I help create: 
[RESULT] 
 
How customers currently find me: 
[CHANNELS] 
 
How customers buy: 
[SALES PROCESS] 
 
How I deliver: 
[DELIVERY PROCESS] 
 
What currently takes too much time: 
[WORK] 
 
What I wish were easier: 
[PAIN POINT] 
 
STEP 2 — FIND YOUR FIRST AI USE CASE 
 
Good beginner use cases are repetitive, reviewable, and low-risk. 
 
Examples: 
• Drafting social-media captions from an approved content brief 
• Rewriting a service description for clarity 
• Turning meeting notes into action items 
• Creating customer FAQ drafts 



• Summarizing public research 
• Organizing prospect notes 
• Building checklists 
• Drafting email follow-ups 
• Creating intake questions 
• Comparing software options 
• Creating standard operating procedure drafts 
• Brainstorming offer names 
• Creating a content calendar 
• Preparing first drafts of job descriptions 
• Turning long notes into structured plans 
• Creating spreadsheet formulas 
• Drafting proposal outlines 
• Creating onboarding material 
• Preparing customer-service response drafts 
 
Choose one. 
 
My first AI workflow: 
[WORKFLOW] 
 
Current time required: 
[MINUTES / HOURS] 
 
How often it happens: 
[DAILY / WEEKLY / MONTHLY] 
 
Desired improvement: 
[TIME / QUALITY / CONSISTENCY / SPEED] 
 
Human reviewer: 
[PERSON] 
 
STEP 3 — USE A SIMPLE PROMPT FORMULA 
 
A useful beginner structure: 
 
ROLE 
Tell the AI what function it should perform. 
 
CONTEXT 
Explain the business, customer, situation, constraints, and available information. 
 
TASK 



State exactly what you want produced. 
 
RULES 
State what the AI must or must not do. 
 
OUTPUT 
Define the format. 
 
REVIEW 
Ask the AI to identify assumptions, missing information, or facts that need verification. 
 
EXAMPLE 
 
Role: 
Act as a small-business operations assistant. 
 
Context: 
I run a mobile detailing business serving working professionals within 20 miles of Atlanta. 
Customers usually contact us by Instagram or text. I currently rewrite the same appointment 
instructions every day. 
 
Task: 
Create a reusable appointment-confirmation template. 
 
Rules: 
Keep it professional, short, friendly, and easy to read on a phone. Do not promise exact 
completion times. Include cancellation and access reminders. 
 
Output: 
Give me one primary template and two shorter variations. 
 
Review: 
List any policy details I still need to decide before using this publicly. 
 
STEP 4 — BUILD THE BUSINESS FOUNDATION WITH AI 
 
AI can help a beginner develop first drafts of: 
 
BUSINESS MODEL 
• Customer profile 
• Problem statement 
• Offer structure 
• Revenue model 
• Pricing questions 



• Competitor-research framework 
• Differentiation ideas 
• Assumptions to test 
 
BRAND 
• Brand positioning 
• Voice guide 
• Taglines 
• Color / design brief 
• About-page draft 
• FAQ 
• Brand vocabulary 
 
MARKETING 
• Content pillars 
• Social-media calendar 
• Blog outlines 
• Lead-magnet concepts 
• Newsletter structure 
• Ad concepts 
• Customer education 
• SEO topic research 
• Repurposing plans 
 
SALES 
• Discovery questions 
• Call scripts 
• Proposal outlines 
• Objection-handling practice 
• Follow-up emails 
• CRM note summaries 
• Lead qualification framework 
 
OPERATIONS 
• SOP drafts 
• Checklists 
• Intake forms 
• Onboarding workflows 
• Quality-control checklists 
• Project-management templates 
• Meeting agendas 
• Action-item extraction 
 
CUSTOMER SERVICE 



• FAQ drafts 
• Support macros 
• Review-response drafts 
• Escalation rules 
• Chatbot knowledge-base drafts 
• Customer follow-up templates 
 
FINANCE / ADMIN 
• Expense-category suggestions 
• Budget worksheet structure 
• Invoice reminder drafts 
• Cash-flow questions 
• Funding-readiness checklist 
• Bookkeeping workflow design 
 
AI should not be used to fabricate financial statements, falsify applications, invent credentials, 
misstate revenue, create fake customer evidence, or replace required professional review. 
 
STEP 5 — BUILD A SIMPLE AI TOOL STACK 
 
BEGINNER LEVEL 
One general-purpose AI assistant 
+ cloud storage 
+ calendar 
+ email 
+ spreadsheet 
+ website / social channels 
 
NEXT LEVEL 
Add: 
• CRM 
• form / intake tool 
• project-management tool 
• scheduling 
• automation platform 
• knowledge base 
 
ADVANCED LEVEL 
Add only when justified: 
• connected AI agents 
• custom applications 
• API integrations 
• database-backed workflows 
• internal dashboards 



• automated content pipelines 
• customer-support assistants 
• document generation 
• analytics 
• role-based permissions 
 
Do not build an expensive “AI stack” before the business has a useful workflow to support. 
 
STEP 6 — AUTOMATION LADDER 
 
LEVEL 0 — MANUAL 
You perform the task yourself. 
 
LEVEL 1 — AI ASSISTED 
AI drafts or analyzes; you review and act. 
 
LEVEL 2 — TEMPLATE 
You create a reusable prompt or workflow. 
 
LEVEL 3 — CONNECTED 
The AI can read from approved business tools or data. 
 
LEVEL 4 — AUTOMATED 
A trigger starts the workflow automatically. 
 
LEVEL 5 — AGENTIC 
An AI system can perform multiple steps, use tools, evaluate intermediate results, and route 
exceptions for human review. 
 
Move up the ladder only when the lower level is reliable. 
 
STEP 7 — USE THE “ONE WORKFLOW FIRST” RULE 
 
Do not start with: 
“I want an AI business.” 
 
Start with: 
“I want to reduce the time it takes to respond to qualified inquiries from 25 minutes to 8 minutes 
without losing quality.” 
 
A strong first AI project has: 
• A clear owner 
• A clear trigger 
• Known inputs 



• A repeatable process 
• A defined output 
• A human review point 
• A measurable result 
 
OpenAI Academy’s current workflow starter guidance similarly recommends choosing one real 
workflow, identifying its owner and users, and understanding what starts and ends the work 
before deciding how AI belongs in it. 
 
STEP 8 — PROTECT BUSINESS DATA 
 
Before entering information into any AI tool, classify it. 
 
PUBLIC 
Safe for public distribution. 
 
INTERNAL 
Ordinary business information that should not be publicly posted. 
 
CONFIDENTIAL 
Customer information, contracts, pricing strategy, private financial details, unpublished IP, 
personnel records, or other restricted data. 
 
HIGH-RISK / REGULATED 
Medical, financial-account, legal-case, government-ID, protected youth, authentication, security, 
regulated-profession, or similarly sensitive information. 
 
Rules: 
• Do not paste passwords or API keys into prompts. 
• Minimize customer data. 
• Remove unnecessary identifying information. 
• Understand the tool’s privacy controls and retention settings. 
• Limit connected-app permissions. 
• Use human review for consequential decisions. 
• Maintain source records for important factual claims. 
 
STEP 9 — VERIFY BEFORE YOU PUBLISH OR ACT 
 
AI can sound confident when wrong. 
 
Before using an output: 
[ ] Is the factual information verified? 
[ ] Is the source current? 
[ ] Are calculations checked? 



[ ] Are claims supportable? 
[ ] Are customer promises accurate? 
[ ] Are citations genuine? 
[ ] Is confidential information removed? 
[ ] Does this require a licensed professional? 
[ ] Does a company compliance department need approval? 
[ ] Did a human approve the final version? 
 
STEP 10 — MEASURE BUSINESS VALUE 
 
Track before and after. 
 
Workflow: 
[NAME] 
 
Before AI: 
Time per task: 
Cost: 
Error rate: 
Customer response time: 
Conversion / completion rate: 
Team frustration: 
 
After AI: 
Time per task: 
Cost: 
Error rate: 
Customer response time: 
Conversion / completion rate: 
Team frustration: 
 
Keep the AI workflow only if it creates measurable value. 
 
30-DAY BEGINNER PLAN 
 
WEEK 1 — UNDERSTAND 
Day 1: Define business, customer, offer. 
Day 2: List repetitive tasks. 
Day 3: Select one low-risk workflow. 
Day 4: Learn basic prompting. 
Day 5: Test three versions. 
Day 6: Review risks and privacy. 
Day 7: Save the best reusable prompt. 
 



WEEK 2 — STANDARDIZE 
• Create a repeatable template. 
• Define inputs. 
• Define output. 
• Add quality checklist. 
• Track time saved. 
 
WEEK 3 — CONNECT 
If the workflow is reliable, evaluate whether it should connect to: 
• email 
• calendar 
• CRM 
• form submissions 
• Google Drive 
• Notion 
• spreadsheets 
• social scheduling 
• website 
• customer support 
 
WEEK 4 — IMPROVE 
• Measure results. 
• Remove failure points. 
• Document the workflow. 
• Train another person if applicable. 
• Decide whether a second workflow is justified. 
 
AI BUSINESS OPPORTUNITY CHECKLIST 
 
Marketing: 
[ ] Content drafting 
[ ] Content repurposing 
[ ] Customer research 
[ ] SEO / topic ideation 
 
Sales: 
[ ] Lead qualification 
[ ] Meeting prep 
[ ] Follow-up 
[ ] Proposal drafting 
 
Operations: 
[ ] SOPs 
[ ] Scheduling 



[ ] Documentation 
[ ] Project summaries 
 
Customer experience: 
[ ] FAQ 
[ ] Support drafts 
[ ] Intake 
[ ] Follow-up 
 
Management: 
[ ] Meeting summaries 
[ ] Decision briefs 
[ ] KPI summaries 
[ ] Research 
 
Product / service delivery: 
[ ] Custom recommendations 
[ ] Draft deliverables 
[ ] Quality-control support 
[ ] Knowledge retrieval 
 
WHERE TO LEARN 
 
SBA — AI for Small Business 
https://www.sba.gov/business-guide/manage-your-business/ai-small-business 
 
OpenAI Academy 
https://academy.openai.com/ 
 
Google AI Skills 
https://ai.google/learn-ai-skills/ 
 
Google Machine Learning 
https://developers.google.com/machine-learning/ 
 
Microsoft Learn 
https://learn.microsoft.com/training/ 
 
Anthropic Learn 
https://www.anthropic.com/learn 
 
WHEN YOU WANT HELP BUILDING IT 
 
The Excellence District can route a member into either education or implementation. 



 
LEARN IT 
Use the AI Resources section for beginner education, prompt practice, workflow worksheets, 
and community mentorship. 
 
BUILD IT 
Neterverse Virtual Solutions may support: 
• AI workflow design 
• Automation 
• AI agents 
• Websites 
• Applications 
• Dashboards 
• Knowledge bases 
• Content systems 
• CRM / intake flows 
• Connector integrations 
• Business command centers 
• Documentation systems 
 
Current public service site: 
https://solutions.excellencedistrict.org 
 
General ecosystem: 
https://excellencedistrict.org 
 
Public contact: 
khuel@excellencedistrict.org 
 
PROJECT READINESS 
For material paid implementation: 
Business need 
→ discovery 
→ scope 
→ written agreement 
→ data classification 
→ build 
→ human testing 
→ acceptance 
→ support / closeout 
 
Use the Contract Templates section before material work begins. 
 
FINAL PRINCIPLE 



AI is leverage, not the business model by itself. 
 
A strong business still needs: 
• A real customer 
• A real problem 
• A useful offer 
• A reliable way to deliver 
• Clear economics 
• Trust 
• Human accountability 
 
Use AI to make those fundamentals faster, clearer, and more scalable—not to avoid building 
them. 


