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What is AI?
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What is AI Really?
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Major Work Shifts Through Time

New tools change how work gets done.
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What Happens When You Ask AI a Question

The output is not the end of the process.
The output still needs review.

How AI turns instructions into outputs.
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Why AI Feels Intelligent



www.gobluefield.com

A polished email can still be wrong.

The output is not the end of the process.
The output still needs review.



Truth Machine
• Verified 
• Authoritative 
• Source-backed 
• Requires human review
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Prediction Machine
• Pattern-based 
• Fast 
• Helpful 
• Generates likely responses

Prediction Machine, Not Truth Machine

AI can help produce the work.
It does not replace checking the work.
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The LLM is a Patient Assistant
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Where AI Shines and Still Needs Verification



What AI Is Not
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What AI Isn’t



AI Is Not a Search Engine
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AI is a Probability Engine
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Conversational Does Not Mean Personal

Treat it like a powerful, tireless assistant, but not a friend.
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Best Practice

AI can accelerate the work.
People finish the work



What Types of AI
Are There?
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AI Is Not One Tool

Different AI tools are built for different jobs.
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Text Generation Tools

Best for turning rough ideas into usable written drafts

These help create, revise, and organize written content.

Common Examples:
• ChatGPT 
• Claude 
• Gemini 
• Microsoft Copilot

Useful for:
• Drafting
• Rewriting
• Summarizing
• Brainstorming
• Explaining
• Creating outlines
• Turning notes into structure
• Creating checklists
• Comparing ideas
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AI Search Tools

Use AI search for discovery. Use sources for verification.

These help create, revise, and organize written content.

Common Examples:
• Perplexity
• ChatGPT with search
• Gemini search features
• Microsoft Copilot search 

feature

Useful for:
• Researching a topic 
• Finding sources 
• Comparing options 
• Summarizing search results 
• Getting a quick overview 
• Identifying questions to investigate 

further
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Image, Audio, Video, and Media AI

Media AI can turn a rough idea into
something people can see, hear, and react to

AI can now generate and edit more than text.

Common Examples:
• Image generation and 

editing
• Audio and voice generation
• Music generation
• Podcast-style summaries
• Video generation
• Avatar generation

Useful for:
• ChatGPT image tools 
• Midjourney 
• Gemini image tools 
• Suno 
• NotebookLM 
• Sora 
• Synthesia 
• HeyGen 
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Image, Audio, Video, and Media AI

Media AI helps move from description to demonstration.
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Copilots and AI Inside Existing Software

Before buying something new, understand what you already have.
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Custom Assistants and GPTs

A custom assistant turns repeated instructions
into a reusable workflow.
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Tool Choice Changes Quickly

Do not chase every tool. Learn how to choose the right tool.



Getting Usable Results
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Five Rules for Better AI Results

Stay in charge of the process

1. Start with a clear task
Know what you want the AI to help you produce. 

2. Give enough context
Include the audience, purpose, source material, and 
constraints. 

3. Do not use sensitive information casually
Practice with public, generic, or low-risk examples. 

4. Review the output
Check facts, assumptions, tone, and missing details. 

5. Keep improving the result
The first draft is the starting point, not the final answer.
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The Prompt Formula

Clear instructions create better first drafts.

Prompt 
Element

What to Include Example

Role Who should the AI act as? “Act as a writing assistant.”

Task What do you want it to do? “Rewrite this policy summary.”

Context
What background or source material should it 
use?

“Use only the text below.”

Audience Who is the output for? “Write this for employees.”

Tone How should it sound? “Clear, professional, and direct.”

Format What should the output look like? “Format it as a short email.”

Review 
instruction

What should it flag or avoid? “Flag anything that needs verification.”



Loose Output Might Say Controlled Output Is More Likely to Say

“All visitors must present ID and sign the security log beginning 
July 1.”

“The new policy applies to all company locations.”

“Managers must train employees before July 1.”

No uncertainty section

Loose Prompt Controlled Prompt

“Write an announcement about our new policy.”

Loose Prompt Controlled Prompt

“Write an announcement about our new policy.”

“Using only the policy text below, draft a plain-language 
announcement for employees. Do not add dates, requirements, 
or benefits not included in the source text. Put anything uncertain 
under ‘Needs verification.’”
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Small Changes, Big Differences

Loose Output Might Say Controlled Output Is More Likely to Say

“All visitors must present ID and sign the security log beginning 
July 1.”

“Starting July 1, visitors must check in at the front desk and 
receive a temporary badge.”

“The new policy applies to all company locations.” “This applies to North Valley Office.”

“Managers must train employees before July 1.”
“Department managers will receive additional instructions next 
week.”

No uncertainty section Includes “Needs verification” if details are missing

A better prompt gives AI less room to guess
and more direction to follow.

Example Information: There is a new check-in process at North Valley Office, it starts July 1, visitors need to check in at 
the front desk, visitors get a temporary badge, employees should remind visitors to return badges, and managers will 
get more instructions next week.
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Conversation Mode Is the Advantage
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Use AI to Improve Your AI Use

Use AI not just for answers, but to improve the way you ask.



Hallucinations, 
Scams, 

and Guardrails
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Hallucinations – why do they happen?

The danger is not that AI sounds ridiculous.
The danger is that it sounds believable.

Common hallucinations include:
• Fake citations 
• Wrong dates 
• Made-up policies 
• Invented quotes 
• Unsupported requirements 
• Incorrect summaries 
• Assumed details presented like facts

This happens in part because AI is a prediction engine. 
Missing information + prediction = possible hallucination

AI predicts a likely response based on:
• Your prompt 
• The current conversation 
• Patterns from training data 
• Any source material provided
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Sensitive Information

When in doubt, leave it out.
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Fake Media, Scams, and AI-Built Tools

If AI creates something people will trust or use, it needs review.
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Guardrails and Human Review

The rules and controls that make AI use safer, more consistent, and more accountable.



So, what are agents?
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Prompting vs. Agents

What Are Agents, and How Are They Different From Prompting?

Prompting Agents

One-off task Recurring workflow

You provide the instruction each time The system follows a defined process

AI gives an answer or draft AI works through multiple steps

Depends on your judgment in the moment Built with review points

Best for drafting, summarizing, and explaining
Best for monitoring, routing, preparing, and 
checking

Prompt Agent

“Summarize this document.”
“Every morning, review new documents, summarize 
key items, flag missing information, and prepare a 
review packet.”

Prompting helps complete a task. Agents help manage a process.
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Agents = ARR

Agents are workflows, not just answers.

ARR = Autonomous, Recurring, Reviewable
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Example of a Prompt vs. Agent

Prompt

“Summarize this invoice and tell me 
if anything looks unusual.”

Prompt Agent

“Summarize this invoice and tell me 
if anything looks unusual.”

“Every Monday morning, review new invoices, 
compare them against approved vendors and 
expected amounts, flag anything unusual, 
prepare a summary report, and send it to a 
human for approval.”

Agents are process automation tools.
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Why Agents Need Stronger Guardrails

More autonomy requires more oversight.

Agents can do more than respond to a single prompt, 
and most often perform independently.



What Can I Start Doing Today?
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Start With Low-Risk, Useful Tasks

Start where the risk is low
and the value is easy to see.

Start with content that is:
• Public 
• Generic 
• Non-sensitive 
• Easy to review 
• Low consequence if the first draft is 

wrong

Good first uses of AI include:
• Rewrite dense language in plain 

English 
• Draft internal checklists 
• Summarize public or non-sensitive 

notes 
• Create training quizzes 
• Turn procedures into FAQs 
• Improve email drafts 
• Create multiple versions of a 

message 
• Ask for clarity edits 
• Ask what needs verification
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Use Tools You Already Have and Inventory Current Use

Before buying something new, understand what is already available.



www.gobluefield.com

Build a Prompt Library and Pick a Few Pilots

Start with a few, safe, repeatable wins.

Turn useful AI experiments into repeatable habits.

Start a simple prompt library for recurring 
tasks:
• Plain-language rewrite prompt 
• Meeting summary prompt 
• Checklist creation prompt 
• Training quiz prompt 
• Needs-verification prompt 
• Email improvement prompt 
• Policy or procedure summary prompt 
• Tool comparison prompt
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Internal Knowledge Assistants and Reusable GPTs

One of the best AI opportunities is making existing knowledge easier to find and use
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Reviewable Automation and Better Visibility

The goal is better visibility and faster preparation. 

AI can help prepare, monitor, summarize, and surface information for people to review.

Useful opportunities include:
• Monitoring incoming requests 
• Summarizing new items 
• Flagging missing information 
• Routing work 
• Preparing review packets 
• Tracking repeated issues 
• Summarizing trends 
• Supporting dashboards and reports 
• Highlighting exceptions or anomalies 

Important distinction:
• AI should prepare and surface information.
• People should review and decide.

• AI is used for recommendations
• Humans then make the decisions.
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What to Prepare Now

Prepare before you scale.

Organizations that benefit from AI usually prepare three things
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Working With IT and Engineering

FOOTER



Wrapping up…
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Final Takeaways

Use AI as an accelerator, rely on people for judgement.



Thank you!
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