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Introduction

This playbook is for small business owners, shop managers, online sellers, freelancers and
anyone who has heard about Al tools but is not sure how to use them in real daily work. You
do not need any technical background. If you can type a message, you can start.

Al assistants can save hours each week on writing, organising information and handling
repetitive tasks. They can also produce bland, inaccurate or risky output if used carelessly.
The difference comes down to knowing what these tools are good at, giving them clear
instructions, protecting your data and checking the results.

By the end of this playbook you will be able to:

e Understand what Al assistants can and cannot do

o Write effective prompts using reusable templates

o Draft product descriptions, social posts, emails and FAQ answers

¢ Use Al image tools for background removal, resizing and simple creatives
e Summarise spreadsheets and business data

o |dentify practical automation opportunities such as WhatsApp replies and order follow-
ups

e Choose tools sensibly and keep costs under control

e Protect customer data and avoid common mistakes

e Follow a 30-day plan to adopt Al step by step
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Chapter 1: What Al Assistants Can and
Cannot Do

What they do well

Modern Al assistants (chat-based tools built on large language models) are strong at
working with language and structure. They are useful for:

Drafting: first versions of descriptions, posts, emails, policies and scripts
Rewriting: making text shorter, clearer, friendlier or more formal

Summarising: turning long documents, reviews or notes into key points
Brainstorming: product names, campaign ideas, blog topics, customer questions
Organising: turning messy notes into tables, checklists or step-by-step guides

Translating and localising: producing a first draft in another language for a native
speaker to review

Explaining: helping you understand a concept, a formula or an unfamiliar term

What they do poorly or cannot do

They can be confidently wrong. Al can produce facts, figures, laws or references that
sound correct but are invented. Always verify anything factual.

They do not know your business unless you tell them. Without context, output is generic.

They may not have current information. Some tools can search the web and some
cannot. Prices, regulations and platform rules change.

They cannot take responsibility. Legal, financial, tax and medical decisions need a
qualified human.

They do not replace your judgement or your voice. Your customers can tell when every
message sounds like a template.

The right mindset

Treat an Al assistant as a fast, capable junior assistant. It produces a good first draft quickly,

but you remain the editor and decision-maker. Your job is to give clear instructions, provide

context, and review everything before it reaches a customer.
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Chapter 2: Writing Content with Good
Prompts

The anatomy of a good prompt

A prompt is the instruction you give the Al. Better prompts give better results. A strong
prompt usually includes:

. Role: who the Al should act as ("You are a copywriter for a small skincare brand")

. Task: what you want ("Write a product description")

. Context: facts about the product, audience and business

. Format: length, structure, bullet points, headings

. Tone: friendly, professional, playful, premium
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. Constraints: what to avoid ("Do not make medical claims", "No exaggerated words such
as best ever")

You do not need all six every time, but adding context and constraints usually makes the
biggest difference.

Reusable prompt templates

Copy these, replace the parts in square brackets, and save your favourites in a document so
you can reuse them.

Template 1: Product description

Prompt: You are an ecommerce copywriter. Write a product description for [product
name]. Key facts: [material, size, colour, features, what is included]. Target customer:
[who buys it and why]. Tone: [friendly / premium / practical]. Structure: one short
opening paragraph, then 4 to 5 benefit-focused bullet points, then a one-line call to
action. Keep it under [120] words. Do not invent features or make claims | have not
listed.

Template 2: Social media post

Prompt: Write [3] short social media post options for [platform] promoting [product,
offer or update]. Audience: [describe]. Each post should be under [60] words, start with
a hook, include one clear call to action ([e.g. message us on WhatsApp]) and suggest
[3] relevant hashtags. Tone: [warm and conversational]. Avoid clichés and exaggerated
claims.
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Template 3: Customer email

Prompt: Draft an email to a customer about [situation, e.g. a delayed order]. Facts:
[order details without personal data, new expected date, what we are doing]. Tone:
apologetic but confident, not overly formal. Keep it under [150] words. End with how
they can contact us. Use [Customer Name] as a placeholder.

Template 4: Rewrite and improve

Prompt: Rewrite the text below to be clearer and shorter for busy readers on a phone.
Keep all facts the same. Use simple words and short sentences. Text: [paste your draft]

Template 5: Blog or guide outline

Prompt: Create an outline for a helpful article titled [title] for [audience]. Include an
introduction, 5 to 7 section headings with 2 to 3 bullet points each, and a conclusion
with a call to action. Focus on practical advice a beginner can use. Do not include
statistics unless | provide them.

Worked example (hypothetical)

A small leather goods seller types: "Write a description for a wallet." The result is vague and
could describe any wallet anywhere.

They then use Template 1 with real details: genuine cow leather, six card slots, a coin pocket,
slim enough for a front pocket, available in brown and black, aimed at office workers who
want something smart but practical. The new draft is specific, useful and much closer to
publishable. The seller still edits it to add their brand voice and checks every detail.

Tip: If the first result is not right, do not start over. Reply with specific feedback such as
"Make it shorter", "More casual", or "Remove the third bullet and mention the gift box".
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Chapter 3: Customer Support and FAQ Drafts

Building an FAQ from real questions
Your customers already tell you what they want to know. To build a useful FAQ:
1. Collect 20 to 30 real questions from WhatsApp, email, comments and phone calls.
Remove names, numbers and any personal details.
. Paste the anonymised questions into an Al assistant.
. Ask it to group similar questions and suggest a clear question for each group.
. Provide your actual policies and facts (delivery times, return rules, payment methods).

. Ask it to draft short answers based only on the facts you provided.
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. Review every answer for accuracy and publish them on your website or save them as
quick replies.

Prompt: Below are anonymised customer questions and our business policies. Group
the questions into themes, write one clear FAQ question per theme, and answer each in
under 60 words using only the policy information provided. If the policies do not cover a
question, write "NEEDS ANSWER" instead of guessing. Questions: [paste]. Policies:
[paste].

The instruction to write "NEEDS ANSWER" is important. It stops the Al from inventing
policies you do not have.

Drafting support replies

Al can help you reply to difficult messages calmly and clearly. Paste the customer's
message with personal details removed, explain the situation and what you can offer, and
ask for a polite draft. Then edit it in your own voice before sending.

Good uses:
¢ Responding to complaints without sounding defensive
e Explaining a policy kindly but firmly

e Translating a reply for a customer who writes in another language (have a fluent speaker
check important messages)

Building a quick-reply library
Use Al to draft a set of saved replies for common situations: order confirmation, delivery
update, out of stock, return process, payment instructions, and thank you after purchase.
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Save them in your messaging app's quick-reply feature or a shared document. Personalise
each one before sending.

Support checklist

[0 Real customer questions collected and anonymised

O Policies written down clearly
[0 FAQ drafted and every answer checked by a person

[0 Quick-reply library saved and shared with your team
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Chapter 4: Image Tools and Simple
Creatives

Common image tasks Al can help with

Many tools now include Al features that make image work quicker. Widely used categories
include online design platforms with Al features, dedicated background removal tools, photo

editing apps on phones, and Al image generators. Typical tasks:

Background removal: Turn a product photo into a clean image on white or a solid colour,
which is useful for marketplaces and online stores.

Resizing and cropping: Adapt one image for different platforms, such as square posts,
vertical stories and website banners.

Retouching: Remove small marks, adjust lighting, and straighten images.

Simple creatives: Combine a product photo, a short headline and your logo into a
promotional graphic using a template.

Generating backgrounds or scenes: Place a product in a styled setting.

A simple workflow for product photos

1. Take photos in good natural light against a plain background, using your phone.

2. Use a background removal tool to isolate the product.

3. Place it on a clean background that matches your store style.

4. Resize for each platform you use.

5. Compress the final image so it loads quickly on your website.

6. Name the file descriptively and add alt text when uploading.

Honesty and rights

Do not misrepresent products. An Al-enhanced image must still show the real product
accurately, including colour and size. Misleading images lead to returns and complaints.

Check usage rights. Read each tool's terms about commercial use of generated images.

Avoid copying other brands. Do not ask tools to imitate another company's logo,
characters or protected designs.

Be careful with people. Do not generate images that look like real people endorsing your
product.
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Chapter 5: Spreadsheets and Data
Summaries

How Al helps with numbers

Many owners keep sales, stock and expenses in spreadsheets but rarely have time to
analyse them. Al assistants can help you:

o Write spreadsheet formulas from a plain-English description

e Explain what an existing formula does

¢ Clean messy data, such as inconsistent product names or dates
e Summarise trends from a table you provide

e Suggest charts that would make the data easier to understand
Useful prompts for data

Prompt: | have a spreadsheet with columns: Date, Product, Quantity, Price, City. Write a
formula to calculate total revenue per product, and explain in simple steps how to use it
in [Google Sheets / Excel].

Prompt: Here is a summary of monthly sales by product category with no customer
details: [paste table]. Identify the top three categories, any category that dropped
noticeably, and three questions | should investigate. Do not guess reasons; list possible
explanations for me to check.

Worked example (hypothetical)

A small clothing seller exports monthly sales totals by category, with all customer names and
phone numbers removed. They paste the table and ask for a summary. The Al points out that
one category consistently sells more in certain months and that another category has
declining sales. The seller then checks the original data to confirm, and decides to plan
stock earlier for the busy months.

The key steps were removing personal data, asking for observations rather than

conclusions, and verifying against the source.

Checking the maths

Al assistants can make calculation errors, especially with long tables. Always:

¢ Check totals with your spreadsheet's own functions

e Test a new formula on a few rows where you know the correct answer
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e Treat Al insights as questions to investigate, not final answers
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Chapter 6: Automation Ideas for Everyday
Work

Where automation helps most

Automation means letting software handle repetitive steps without you doing them manually
each time. Start with tasks that are frequent, predictable and low risk. Practical ideas
include:

e WhatsApp replies: Greeting messages, away messages and quick replies are available in
WhatsApp Business. More advanced setups use the WhatsApp Business Platform with a
chatbot or Al assistant to answer common questions and pass complex ones to a person.

e Order follow-ups: Automatically send order confirmations, shipping updates, delivery
confirmations and a request for a review a few days later.

¢ Abandoned cart reminders: Many ecommerce platforms and apps can remind shoppers
who left items in their cart, where they have agreed to receive messages.

¢ Lead capture: A website form or chatbot collects name, need and preferred contact
method, then adds the lead to a spreadsheet or CRM and notifies you.

¢ Appointment reminders: Send reminders before bookings to reduce no-shows.
¢ Content scheduling: Plan and schedule social posts in advance.

¢ Internal summaries: Get a daily or weekly summary of new orders or enquiries.

Planning an automation

Before setting anything up, map the process on paper:

1. Trigger: What starts it? (A new order, a form submission, a message)
2. Steps: What happens next, in order?

3. Output: What does the customer or your team receive?

4. Human checkpoint: Where must a person review or step in?

5. Failure plan: What happens if something breaks?

Example (hypothetical): Trigger: a customer places an order. Steps: send confirmation with
order summary, notify the packing team, send a tracking update when shipped, send a
thank-you and review request after delivery. Human checkpoint: any customer reply goes to
a staff member. Failure plan: check the order dashboard daily in case messages did not
send.

Rules for responsible automation
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¢ Only message customers who have agreed to receive messages, and follow each
platform's policies.

¢ Always offer a clear way to reach a real person.
o Keep automated messages short, useful and infrequent.

e Do not let Al make promises about refunds, prices or delivery that your policies do not
support.

 Test every automation yourself before turning it on for customers.
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Chapter 7: Choosing Tools, Costs and Data
Safety

Main tool categories

Category Typical uses What to check

General Al chat Writing, summarising, Free vs paid limits, data and
assistants brainstorming, data help privacy settings, business plans
Design tools with Al Social graphics, background Templates, brand kit features,
features removal, resizing commercial use terms
Ecommerce platform Al Product descriptions, store Whether included in your plan or
features and apps support, recommendations charged separately

Official platform approval,

Messaging and chatbot WhatsApp and website chat, quick message costs, handover to

tools replies, lead capture

humans
. Linking forms, spreadsheets, Number of tasks allowed,
Automation connectors . L
stores and messaging reliability, ease of setup

Prices, free tiers and features change frequently, so check current pricing and features on
each provider's website before choosing.

How to choose

. Start with the problem, not the tool. Which task takes too much of your time?
. Try free versions first to test whether a tool fits your workflow.

. Prefer fewer tools used well over many tools used occasionally.

. Check integrations with the platforms you already use.

. Review the total monthly cost, including add-ons and per-message or per-task fees.
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. Read the privacy terms, especially how your inputs are stored and whether they may be
used to train models.

7. Review subscriptions every few months and cancel what you do not use.

Privacy and data safety

This is the most important section of the playbook. Follow these rules:

* Never paste passwords, APl keys, banking details or card numbers into an Al tool.

¢ Do not paste customer personal data such as names, phone numbers, addresses,
emails, ID numbers or order histories linked to individuals into general Al tools.
Anonymise first by replacing details with placeholders such as [Customer] or [City].
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¢ Avoid sharing confidential business information such as supplier contracts or
unreleased plans unless you understand and accept the tool's data terms.

¢ Use business or team plans where available if your staff use Al regularly, and check
what data controls they offer.

¢ Check data settings, including options to turn off history or opt out of training where a
tool provides them.

¢ Write a simple team policy listing what can and cannot be shared with Al tools.

¢ Follow local data protection laws in the countries where you and your customers are
based.

Tip: Before pasting anything, ask yourself: "Would | be comfortable if this text were
seen by someone outside my business?" If not, remove or replace it.
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Chapter 8: Quality Control and Your 30-Day
Adoption Plan

Checking accuracy

Before publishing or sending Al-assisted content, check:

[0 Every fact, price, date and product detail is correct

[J No invented statistics, studies, quotes or reviews

[0 No promises your business cannot keep

0 No health, legal or financial claims you cannot support
[0 Spelling of brand and product names is right

O Links and contact details work

Avoiding generic content
Al text often sounds similar across businesses. To make it yours:
1. Feed it specifics: real product details, your location, your process, your customers'
actual questions.

2. Give it your voice: paste two or three examples of your own writing and ask it to match
the style.

3. Ban filler words: tell it to avoid phrases such as "elevate", "unleash" or "in today's fast-
paced world".

4. Add your own experience: include details only you know, such as how you source
materials or how you pack orders.

5. Edit ruthlessly: cut anything vague, repetitive or exaggerated.

6. Read it aloud: if it does not sound like you talking to a customer, rewrite it.

The 30-day adoption plan

Week 1: Learn and set rules - Day 1to 2: Choose one general Al assistant and create an
account using a business email. - Day 3: Review its privacy and data settings. - Day 4: Write
a one-page team policy on what must never be pasted into Al tools. - Day 5 to 7: Practise by
rewriting three existing pieces of your content and comparing results.

Week 2: Writing - Use Template 1to improve five product or service descriptions. - Use
Template 2 to draft a week of social posts. - Save your best prompts in a shared prompt
library document.
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Week 3: Support and images - Collect and anonymise real customer questions, then draft
and check an FAQ. - Build a quick-reply library for your messaging app. - Try a background
removal and resizing workflow on ten product photos.

Week 4: Data and automation - Use Al to help write one useful spreadsheet formula or
summary. - Map one automation (such as order follow-ups) on paper using the five planning
steps. - Set up the simplest version, test it yourself, then switch it on. - At the end of the
month, review what saved the most time and what needs improvement.

Keep a simple log during the month: the task, roughly how long it took before, how long it
takes with Al, and any problems. This gives you real evidence from your own business
instead of guesses.
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Quick-Start Checklist

(1 Pick one Al assistant to start with and review its privacy settings

[J Write a team rule: no passwords, payment details or customer personal data in Al tools

[0 Save the five prompt templates in a shared document

[0 Rewrite three product or service descriptions with real details

[0 Draft one week of social media posts and edit them in your own voice
[0 Collect and anonymise 20 real customer questions

(0 Build and fact-check an FAQ using the "NEEDS ANSWER" rule

O Create a quick-reply library for common messages

[0 Test a background removal and resizing workflow on product photos
[0 Ask Al to help with one spreadsheet formula and verify the result

[0 Map one automation with a trigger, steps, human checkpoint and failure plan
[0 Check current pricing before paying for any tool

O Review every Al output for accuracy before it reaches a customer

[0 Review your tools and subscriptions at the end of 30 days
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About DAD Technologies

DAD Technologies is a Pakistan-based digital agency helping businesses grow with
ecommerce, digital marketing, web development and Al automation. Explore our free tools
and guides at dadtechnologies.com, or contact us for a free consultation.
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