
Artificial Intelligence (AI) for Dummies
Beginners



To give you confidence to test 
the waters of AI!

A Beginner’s Guide to AI
Today’s Objective:



Brought to You by:

Andrew Beenken-Adams
Executive Director of Business 
Services, Eden Prairie Schools
MASBO Vice President

…..And Artificial Intelligence!



Audience Formative Assessment

What is your current 
level of familiarity 
with generative AI 
Tools?
(i.e. ChatGPT)





You Might be Wondering….

What is Generative Artificial 
Intelligence or AI?  

Let’s ask the expert!





We Asked Chat GPT to Generate a Picture of What it 
Looks Like When it is Thinking….



What AI Resources Exist Today?



Other Options to Explore:
(Logos are linked)



ChatGPT Picture 
Creation: 

Prompt: Help me 
create a simple graphic 
for my property tax 
levy presentation:



Refined Prompt: 

Take the graphic 
and make it more 
aligned with 
school property 
tax levy:





Prompt:

Create a back to school image 
for Fall 2024.  Incorporate a 
diverse group of elementary 
students, bus drop off, and 
teachers greeting them for the 
new year.



Refined Prompt:

Now fix the name on the bus, 
include teachers and add 
school building….



PROMPT: School Business 
Officials gathering to learn 
about artificial intelligence in 
Austin, MN









How Can I Use AI in the Office?

Drafting and Editing Documents
• Email Writing
• Report Creation

Scheduling and Planning
• Meeting Agendas
• Task Management



How Can I Use AI in the Office?

Research Assistance
• Information Gathering
• Data Analysis

Office Communication
• Internal Communication
• Customer Interaction



Use it to Summarize Documents!



Use it to Summarize Lengthy E-Mails!



Use it to Summarize Market Updates!



How Can You Use AI in Finance?

Financial Analysis and 
Reporting:

• Data Interpretation
• Report Writing
• Procedure Manual updates

Budgeting and Forecasting:
• Budget Preparation
• Forecasting Models



Expense Tracking and 
Management:
• Expense Reports
• Cost Analysis
• Spreadsheets

Financial Documentation:
• Compliance and Regulation
• Documentation Templates

How Can You Use AI in Finance?



How Can You Use AI in Human Resources?
Recruitment and Hiring
Job Descriptions and Postings

• Drafting: 
• Keywords and Optimization: 

Screening and Initial Assessment
• Resume Analysis: 
• Interview Questions: 

Candidate Communication
• Outreach: 
• Feedback:



Employee Onboarding and Training

Onboarding Materials        
• Documents
• Processes

Training Support
• Content Development
• FAQ Assistance

How Can You Use AI in Human Resources?



Employee Relations and Communication

Policy Creation and Updates
• Drafting Policies
• Communication

Conflict Resolution
• Guidance
• Communication Tips

How Can You Use AI in Human Resources?



Administrative Tasks

Documentation and Record 
Keeping

• Templates
• Record Maintenance

Data Analysis
• Reporting
• Insights

How Can You Use AI in Human Resources?



General HR Support

Employee Engagement
• Surveys
• Initiatives

Compliance
• Regulations
• Audits

How Can You Use AI in Human Resources?



Need a Joke to Start a Presentation?  Use AI!

PROMPT: I need a joke to start out a presentation on artificial 
intelligence.

Chat GPT: How about this one?  “Why did the AI go to art school?  
Because it wanted to master the art of drawing conclusions!



Can’t Think of a Nice Way to Say Something?  Use AI!

PROMPT: I need to find professional phrasing for “Taking out 
the Garbage”...

Chat GPT:  Here are some professional phrases for “Taking out 
the Garbage”

1. Disposing of waste materials
2. Managing waste removal
3. Handling refuse disposal
4. Overseeing the disposal of trash
5. Executing waste management tasks



Trying to Name Something?  Use AI!

PROMPT:  I am starting a new support group for district 
administrative assistants and I want a catchy name for them.

Chat GPT: Here are a few name ideas for your support group:

1. Admin Ally Network AAN     4. District Admin Champions
2. District Admin Collective 5. The Admin Bridge
3. Support Squad for Admins 6. District Admin Circle

Do any of these resonate with the group you’re forming?



Let’s Try a More Complicated Task Using ChatGPT

Prompt:

Create a job description for a 
Chef at a Public K-12 School









PITFALLS • Accuracy
• Context
• Bias
• Hallucinations
• Security and privacy concerns
• Lack of emotional intelligence
• Ethical concerns
• Creativity and originality



Concerns for Electric Grid
A single Chat GPT query uses 2.9 watt-
hours of electricity, a google search 
uses 0.3 watt-hours. 

In 2022 data centers accounted for 2% 
of global electricity usage. By 2028 it 
is expected to be 19%!

9.5 times current use in 6 years!



Other Environmental Concerns

• Supply Chain Impact

• Biodiversity Impact

• Social and Ethical Implications

• Energy Consumption

• Carbon Footprint

• Resource Use

• E-Waste



Which image best represents your current 
thinking regarding artificial intelligence?



Who has the first question?

Andrew Beenken-Adams Chat GPT, self identified

THANK YOU!  




