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Introduction

You can’t open a newspaper, load a web page, or scroll through a TikTok feed
without being presented with either inspiring or alarming stories about Al.
Artificial intelligence—Al—is considered one of the most significant technological
developments of the current century. And its impact is just beginning.

In its simplest form, Al is the idea of machines that learn and think like humans.
Long a concept in science fiction (think Frankenstein and “Star Trek™), Al has only
in the past years become a reality.

In fact, your life is already being touched by Al, and it’s likely you'll be affected
even more in the months and years to come. It’s not just theoretical or for scien-
tists and researchers; Al is a technology that you can use in your daily life.

If you think Al might be a passing fad, take a look at some recent headlines:
« “Al Will Make Mental Healthcare More Human” (Psychology Today)

« “Artists’ Al Dilemma: Can Artificial Intelligence Make Intelligent Art?” (The
Guardian)

 “How to Protect Yourself (and Your Loved Ones) From Al Scam Calls” (Wired)

 *“Jamie Dimon Says Al May Be as Impactful on Humanity as Printing Press,
Electricity and Computers” (CNBC)

e *“‘Social Order Could Collapse’ in Al Era, Two Top Japan Companies Say”
(Wall Street Journal)

- “Will Artificial Intelligence Boost Productivity? Companies Sure Hope So” (The
Seattle Times)

All those stories—and many more--were published in a single day. As you read
them, you may find it difficult to get a grasp on what Al is and its potential impact
on our world. Is Al the greatest thing since fire and sliced bread, or will it cause
the demise of humankind as we know it? How can it enhance your life and make it
better? What should you watch out for?

The answers, at this point in time, are obviously less than clear. What is clear is
that Al is here—and here to stay.

Al Is Already Changing Things—and Will Change
Even More

Al is all around you, including places you may not even realize. Al powers person-
alized content recommendations on your favorite streaming video sites. It drives
real-time navigation apps on your phone. It’s used in virtual assistants like Alexa
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and Siri. It’s even a part of supply chain management that puts the products you
need on store shelves.

And that’s just the simple Al that’s been in use for the past few years. Newer gen-
erative Al—what most of this book is about—doesn’t just power things; it empow-
ers you to create new things. Generative Al lets you create stories, images, video,
and audio with just a few brief prompts. You can use Al to help you write letters
and social media posts; people who have trouble drawing a straight line (like me!)
can use Al to create both fantastic and realistic images; businesses can use Al to
answer customer questions and manage employee schedules. It’s all out there,
and there’s even more to come.

It's clear that Al will have a radical effect on our lives. We can expect to interact
with Al in much of what we do—uwriting emails, articles, and blog posts; creating
art; finding information; managing finances; traveling; and obtaining medical care.
There’s little in this world that Al won’t impact.

That doesn’t mean Al is perfect or always safe or easy to use. Al is a powerful
technology that can be confusing and intimidating, even to those who work with

it every day. There are seemingly unlimited ways for technology to incorporate Al
and unlimited ways for people like you and me to use Al to assist in our daily lives.

There are also a seemingly unlimited number of Al tools available today, with more
introduced constantly. Sorting through these options and understanding how they
work—and how you can get the most out of them—are just a few of the things we
as individuals need to master moving forward.

It's important to be aware of and able to recognize the limitations and risks pre-
sented by this new technology. Because Al is trained on data from human beings,
it can represent both the best and the worst of our society. Al can be used to
spread misinformation. It can increase the sophistication of scams. It can reflect
societal biases such as preconceptions about age, race, and gender. It can offer
up intellectual property that belongs to someone else. And it can also be seen as
threatening to human security; some experts believe that Al has the potential to
replace humans in many areas, if not completely. Whatever its ultimate impact, Al
is part of our world and we will all come into contact with it in our daily lives. Just
as we've had to learn how to use the new technologies of the past, from washing
machines and motor vehicles to personal computers and the Internet, we need to
learn how to use and get the most out of Al going forward. By getting out there
and experimenting with today’s Al tools, you can discover all the amazing ways
that Al can help you become both more productive and more creative. And how
to know where you shouldn’t use it, or where you should use it with caution.

That’s what this book is about.
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What’s In This Book

Using Artificial Intelligence: Absolute Beginner’s Guide is a book about what Al
is—the pros and cons, benefits and risks—and how to use it. It's a book about a
highly technical subject written for a nontechnical audience in easy-to-understand
language. | try to make Al as understandable as possible while focusing on the
technology’s practical aspects. That is, this book eschews all the technical mumbo
jumbo in favor of showing you the many ways you can use Al to perform everyday
tasks.

If | do my job right as an author, this book will help you

e Understand, at a very basic level, how Al works

e Learn how Al can benefit you in your life

« Recognize and manage some of Al’s risks, limitations, and security implications
< Discover commonly available Al tools and use them for specific tasks

< Identify when Al can be helpful and trusted and when it can’t
® Spot Al-generated content

| include lots of examples to show you how Al works and give you step-by-step
instructions so you can try Al for yourself. You’ll see how Al works in different
applications, from writing letters and creating art to managing your health and
helping you be more productive at work. The emphasis is on the practical use of
Al—how you might encounter and employ the technology in the real world.

How This Book Is Organized

The information in Using Artificial Intelligence: Absolute Beginner’s Guide is orga-
nized into 13 chapters and a glossary. Here’s how that information is presented:
Chapter 1, “Al: What It Is and How It Works”: This first chapter digs into the
ideas and technologies behind Al, focusing on the newer, more powerful genera-
tive Al. You'll learn Al’s history, how it works, and how Al is being used today.
Chapter 2, “The Benefits and Risks of Al”’: Here is where | discuss the great ways
that Al can help you—and what to watch out for.

Chapter 3, “Getting Started with All-Purpose Al Tools: This chapter gets into
the fun stuff: how to use free and publicly available Al tools—such as ChatGPT,
Google Gemini, Meta Al, and Microsoft Copilot —for fun and in practical applica-
tions.

Chapter 4, “Using Al to Find the Right Words™: Learn how to use Al to assist
in writing everything from email messages and letters to articles and business
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reports. You can even use Al to write poetry and fiction for your own personal use
(you can’t claim Al-written material as your own!)—and edit your existing work to
make it read better.

Chapter 5, “Using Al to Find Information™: Al is several steps beyond today’s
web-based search engines. Discover how Al can find information faster—and

help you understand what it finds—and when you need to verify Al’s output (short
answer: always!). Whether you want to figure out how to fix your car or plan dinner
for six with picky eaters, Al can help. It can also be a great tool to help you sum-
marize information.

Chapter 6, “Using Al to Connect with People and Pursue Interests”: Al can
help you connect with other people who share your interests. You can even use

Al to manage—or generate—your online conversations and help you pursue your
favorite hobbies. This chapter also covers how and when to have helpful conversa-
tions with Al

Chapter 7, “Using Al to Create Art and Images”: Discover the easy-to-use Al
tools that let you create photorealistic images or pieces of art that transcend your
imagination.

Chapter 8, “Using Al to Get a Job”: Get a leg up on other applicants by using
Al tools to find the right job, craft the perfect resume and cover letter, and pre-
pare for job interviews.

Chapter 9, “Using Al at Work™: It’s not surprising that employers are looking for
Al to improve productivity. Learn how to use today’s Al-based tools to automate
routine tasks, collaborate with colleagues, and make better business decisions.

Chapter 10, “Using Al to Manage Your Travel and Transportation”: Discover
how Al can help you create trip plans, find the best places to stay (at the best
prices), and prepare for your journey. You’'ll also learn about self-driving vehicles
and using Al to map the most efficient routes.

Chapter 11, “Using Al for Health and Wellness™: Learn how you can use Al to
create fitness and nutrition plans, better understand what your providers tell you,
and improve your mental health.

Chapter 12 “Using Al to Help Caregivers”: If you are one of the more than 37
million people caring for a relative or friend, you’re probably eager to get all the
help you can—and Al can help you become a better caregiver. Discover how Al
can automate daily tasks such as pill management, improve personal health and
safety, and even provide companionship.

Chapter 13, “The Future of Al”’: The first dozen chapters of this book tell you
where Al is today. This final chapter predicts what’s next for Al—how Al will evolve
and how it will affect our lives in the future.
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Glossary: This section provides a list of Al-related terms you need to know.
Learning these terms won’t make you an Al expert, but using them may make you
sound like one.

One last thing. As you read through this book, you’ll see a variety of notes that
provide additional information and warnings that alert you to Al’'s limitations.
You'll even find some extended sidebars that provide tangential information and
responses to frequently asked questions. These notes, warnings, and sidebars
aren’t essential for learning how to use Al, but you may find them interesting or
helpful.

This Book Is About Generative Al

As you'll learn in the very first chapter of this book, there are two types of Al in

use today: the older predictive Al and the newer generative Al. While predictive
Al is interesting and useful, and the type we know best—asking Siri questions,
getting Alexa to turn on music, having your grammar and spelling checked when
you're writing—it’s the more powerful (and, dare | say, more “intelligent”) genera-
tive Al that promises to have the biggest impact on society. Generative Al is so
named because it can generate new content—words, pictures, sounds, ideas—that
didn’t exist previously. This ability to create something from nothing is what gives
generative Al its promise to transform our world.

For all these reasons, this book focuses on generative Al—what it is and how to
use it. | won’t completely ignore predictive Al, but generative Al is where it’s at
today and where | devote the bulk of my attention and coverage.



Understanding the potential benefits of Al
Understanding the potential risks of Al
How to spot Al in the wild

Debating the ethics of Al-created content

Al and copyright law

THE BENEFITS AND RISKS
OF Al

Al proponents predict that this developing technology will result in a
bounty of benefits. According to its most enthusiastic supporters, Al will
do everything from improving productivity and enhancing creativity to cur-
ing diseases and halting or even reversing climate change. On the other
hand, naysayers warn of the negative impacts of Al—lost jobs, deepfakes
and media manipulation, and technology that surpasses and even replaces

the human race.
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Which of these Al-influenced futures is most likely? Is Al all rainbows and unicorns,
or do we need to prepare for war against amoral Al-powered terminators?

The reality is that Al promises some very real benefits but also brings with it some
very real risks and issues. We need to know enough about what Al is and how it
works to embrace its likely benefits while guarding against its possible downsides.

Understanding the Potential Benefits of Al

You’ve no doubt seen some of the effects of Al in your everyday life. Some of
what Al does will benefit you. Some might negatively impact you. Some won’t
affect you at all. It all depends on what directions Al takes and, to a large degree,
the things you do from day to day—the type of work you do, the entertainment
you choose, and more.

Let’s start by looking at some of the potential benefits of Al, of which there are
likely to be a plethora.

Automating Boring Manual Processes

One thing that Al does very well is figure out how to do repetitive work and do it
quickly, without complaining or needing a break. If you do this type of work, you
may find Al stepping in to do it in your place—which may or may not be a good

thing.

Al can do many boring, repetitive tasks much better than humans; Al is faster

and more accurate than any human being could hope to be. Al also doesn’t get
bored or need to take bathroom breaks. In many ways, Al is the perfect worker for
activities like proofreading documents, filing contracts, and comparing invoices.
Al-based systems can also pack boxes, assemble products, and perform other man-
ual tasks at high speed and with a low incidence of errors. Businesses will love it.

Improving Business Productivity

Speaking of businesses, since Al can do repetitive tasks faster and more accurately
than human beings, it is improving efficiency and productivity across a wide range
of industries. Al, once it gets going, should also be able to figure out new and
better ways to do many of these tasks. It’s not just a rule follower but a reinventor
of rules as it learns from what it does.

The reality is that Al is already benefiting businesses in a number of important
ways. Here are some examples:
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e Streamlining existing processes

e Devising and implementing new processes

e Eliminating human errors

e Improving workplace safety

e Reducing the need for human labor, especially for repetitive tasks
e Producing more targeted marketing campaigns

e Sorting, filtering, and organizing data

e Analyzing data and providing detailed insights

e Improving decision making

e Designing new products and services

All these functions increase productivity and reduce costs, which makes Al highly
attractive to the business community.

00 NOTE Learn more about using Al in business in Chapter 9,
“Using Al at Work.”

Reducing Risk

Consider all the activities that place people at risk—working with hazardous mate-
rials, operating heavy machinery, working in harsh environments, and more. By
merging Al and robotics technologies, humans may no longer need to go deep
underground or to unsafe heights, defuse bombs, or change lightbulbs on tall cel-
lular towers. Autonomous robots, powered by Al, can do the job safely and keep
humans out of harm’s way.

Making More Things Available 24/7

Unlike human beings, Al systems don’t need to eat, sleep, or take breaks. That
means they’re available 24/7, even on holidays. Even better, Al systems remain at
peak capability and capacity over that entire period; they don’t experience “peak
productivity” because they’re always working at their max.

That also means that Al-powered systems can deliver service at all hours of the
day and night. Instead of closing a call center after a certain hour, an Al-powered
call center is available to take customer calls every minute of every hour. This
means businesses effectively never need to close, plus they can now serve cus-
tomers around the globe, no matter when that might be in local time.



28 USING ARTIFICIAL INTELLIGENCE ABSOLUTE BEGINNER’S GUIDE

Personalizing the User Experience

Al will further enable the trend of mass personalization. Imagine an Al system ana-
lyzing your past browsing patterns and using that to create in real time a personal
home page on your favorite shopping site, with deals created in the moment just
for you. Al will know what colors you prefer, how big the type needs to be, what
kind of products you're interested in, and more, and use that information to create
a totally unique and personalized shopping experience.

Enabling Better Recommendations

Adjacent to the creation of Al-powered user experiences, expect Al systems at
your favorite streaming video and audio sites to make better and more personal-
ized recommendations for you. You're used to Amazon, Disney+, Netflix, or rec-
ommending shows based on your past viewing habits; in most instances, those
recommendations are based on shared actors or genres. With Al, providers can
go beyond that by analyzing a whole range of behaviors to determine seemingly
unrelated shows or playlists you’re apt to like. Thanks to Al, your favorite stream-
ing service will know what you like and dislike—maybe better than you do!

Improving Digital Assistants

The use of digital assistants has been increasing in recent years, both in the home
(such as Amazon’s Alexa, Apple’s Siri, and the Google Assistant) and in busi-
nesses. To date, those assistants have not been very “smart,” typically capable
only of answering basic questions and performing basic tasks on command.

Integrating advanced Al technology into these systems will make them signifi-
cantly more useful. Imagine a not-too-distant version of Alexa that knows when
you come home, can sense what kind of mood you’re in, and selects the proper
music for your mood. Or it knows that you're interested in a particular news story
or topic and feeds you new stories as they develop.

NOTE As | write this, Apple just announced that they’re

incorporating OpenAl into their Siri digital assistant and Amazon
is rumored to soon announce a subscription-only version of Alexa
that is Al-powered. The merging of Al with nhow-decades-old digi-
tal assistant technology is happening.

-

On the business front, envision a chat assistant in the bottom corner of a website
that doesn’t just provide canned answers to common questions but can actu-
ally respond to questions in real time, just like a real human support person.
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Customers won’t be able to tell whether they’re conversing with a human or a
chatbot, which benefits both the business and its customers.

Managing Messages

If an Al-powered chatbot can interact with users in real time, why not employ per-
sonal chatbots to answer your phone calls, email messages, and texts? This is par-
ticularly appealing if you’re inundated with messages either at home or at work;
let an Al assistant manage all your inboxes, respond to those messages it can, and
route to you only those messages to which you need to personally respond. It will
be like having your own personal assistant on your computer or phone.

Improving Healthcare

The medical field is employing Al in a number of different ways, all beneficial to
patients.

Physicians benefit from Al systems that ingest relevant patient information, com-
pare it to existing data (including patient records, lab results, and data from
clinical trials), and make instant and accurate diagnoses. The Al models can also
devise extremely detailed and personalized treatment plans that have more posi-
tive health outcomes for patients.

Physicians can also use Al to perform delicate procedures where even the slightest
error could be life-threatening. When programmed correctly and allowed to learn
over time, an Al-powered robotic surgical system can be more precise than a sur-
geon and virtually error-free.

(And in case you think this latter application is a futuristic dream, know that the
Smart Tissue Autonomous Robot—STAR—has already performed laparoscopic sur-
gery without any human guidance whatsoever.)

For individuals, Al technology can help people better manage their health and
wellness, as well as understand physician advice and instructions. Al can also
catch errors that might develop when treatment spans multiple physicians or clin-
ics, such as multiple prescriptions that shouldn’t be taken with one another. That
sort of coordination is difficult with traditional manual systems but is a snap for
Al-based systems.

s NOTE  Learn more about using Al in healthcare in Chapter 11,
“Using Al for Health and Wellness.”
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Enhancing Learning

Al is helping students learn more and learn faster by developing learning plans
personalized to each individual. Consider the vast amounts of data available on
student performance and learning styles and how Al can analyze and extract
actionable insights to improve learning efficiency. Thanks to Al-based learning
systems, students can learn at their own pace and focus on those areas where they
need more work.

Augmenting Creativity

Today’s Al models are already capable of creating short stories, poetry, images,
and songs. Many media sites are using Al to write news stories and blog posts.
Fans and some artists are using Al to create new artwork. Companies are using
Al to create pleasant-sounding background music for phone systems and
commercials.

Going forward, Al-created art will get better—more human-like and more creative.
Writers, artists, and musicians are learning how to use Al to assist them in their
work, generating new ideas, exploring new styles, and developing a new type of
creative process that merges human creativity with machine output.

00" NOTE Learn more about using Al for writing in Chapter 4,
“Using Al to Find the Right Words.” Learn more about using Al
for art in Chapter 7, “Using Al to Create Art and Images.”

Making Your Life Easier

Here’s the bottom line about all these current and potential Al benefits: Al will
make all our lives easier. We’ll become more productive, more effective, and less
bothered by menial tasks. Our lives will be more enjoyable and safer. Al is already
changing our world for the better and will continue to do so, in ways we cannot
fully imagine. But risks abound.

Understanding the Potential Risks of Al

Just as Al promises numerous potential benefits, it also comes with risk. Will Al
really make your life better—or will it negatively impact your life and livelihood?
Again, it all depends on what you do and how Al develops.
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Al Can Spread Misinformation

Al is just a tool. It does what users ask it to do. If someone prompts an Al system
to produce a picture of a giraffe flying a helicopter, Al will do it. The initiators of
that prompt can then use that image in whatever way they want.

Thus, we come to a real-world issue concerning the use of Al content: mischievous
or malicious individuals can use Al to create blatant falsehoods, either in words or
visuals, and then spread those falsehoods over social media and other channels.
Al-generated text, images, and videos can be particularly convincing, especially

as Al models continue to improve. If someone wants to convince people that a
giraffe can fly a helicopter, a photorealistic image of that scenario can be very
persuasive.

Realistic but false text, images, audio, and videos are called deepfakes. In the
past, people have used image editing programs such as Adobe Photoshop to
manually manipulate images and create deepfakes. Today, Al image generators
can do the job better and faster with just a few simple prompts.

Say, for example, you wanted to conduct a smear campaign against a neighbor
you don’t particularly like. You can feed an Al image generator a picture of your
neighbor and prompt it to create a photorealistic image of that neighbor burn-
ing trash on their lawn. You could then take this very real-looking picture to your
neighborhood association and try to get your neighbor in trouble.

In this same fashion, celebrity deepfakes are popular. Take a popular actress, tell
the Al image generator to create a picture of said actress sans clothing, and—
voilal—you have a ready-made pornographic image ready for distribution on the
Internet.

This sort of Al-powered manipulation can also be used for political and propa-
ganda purposes. We've already seen deepfake photos purporting to show people
doing things they didn’t really do, deepfake videos purporting to show events that
didn’t really happen, and deepfake phone calls impersonating politicians saying
things they didn’t really say