Putting Al to Work

Text Generation
and
Transformation
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Learning Objectives

= Construct effective prompts to enerate clear, coherent,
and relevant Al-generated text for various purposes

= Apply summarization techniques to condense longer
content into concise, meaningful summaries using Al tools

= Use Al tools to brainstorm, draft, and develop creative or
professional content across multiple formats and contexts

» Revise and transform existing text by editing for grammar,
}c:one, gczlarlty, and structure, or by converting it to new
ormats

= Adapt and translate content usinfg Al tools to tailor
messages for diverse audiences, languages, and cultural

contexts
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Module 5.1: Text Generation with

Prompts

* Prompt engineering is designing effective inputs to get useful, high-
quality Al responses.

= Content gathering is the first step: understand your purpose before
prompting.

= Al is not a primary source; it generates based on patterns, not real-time
browsing.

= Al can give broad overviews, generate ideas, explain concepts, and
simulate perspectives.

» Always verify facts through trusted sources, especially for academic or
medical uses.

= The more clearly you ask, the better the response: be specific in
prompts.

= Use follow-up prompts to expand, refine, or redirect initial responses.

= Common pitfalls: vague prompts, asking too much at once, unclear
audience.



Module 5.1: Ethics in Action

" Al-generated content may reflect stereotypes or
cultural assumptions from its training data.

" Review Al responses critically when gathering
content for sensitive audiences.

*»Seek input from real stakeholders or
professionals for important projects.

= Always verify facts through primary sources.



Module 5.1: Techie Dive

* Al models draw from broad training datasets:
books, websites, forums, instructional materials.

" Models cannot cite exact sources unless
connected to browsing tools.

*Even well-phrased responses should be
considered informational, not authoritative.

= Pattern recognition and token prediction drive
responses, not true understanding.



Module 5.1; Business Lens

" Al-powered content gathering reduces prep time
for pitches, marketing, and training.

=Treat Al like a research assistant, not a
replacement for domain expertise.

=Combine Al content with real-world insight and
quality control.

*Balance time savings with accuracy requirements
and brand reputation.
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Module 5.2: Summarization

= Two types:
= Extractive (pulling key sentences) summaries retain details but feel choppy.
= Abstractive (rewording in the Al's language) summaries sound natural but
may contain errors.

: Gtood summaries highlight actionable insights: decisions, strategies, next
steps.

» Different summary styles:
= Basic paragraphs
= Bullet points
= Key takeaways
= Audience-specific
= Control summaries through specific instructions related to length,
format, and focus.

» Use follow-up prompts to reshape the summaries (for example, "Be
more concise" or "Include only deadlines").



Module 5.2: Ethics in Action

»Summarization can remove nuance and context
from the original content.

" |t can reinforce bias or skip critical disclaimers
from source material.

* Always give credit to the original sources when
using summaries.

*Consider whether summarization is appropriate in
sensitive contexts.



Module 5.2: Techie Dive

* Modern LLMs primarily use abstractive
summarization for natural responses.

* Abstractive approaches risk hallucination, as the
Al may "fill in" information not present.

= Token limits and attention mechanisms affect
context consideration.

*The quality depends on both the Al model’s
capabilities and the prompt specificity.



Module 5.2: Business Lens

» Summarization improves productivity for legal teams,
customer support, educators, executives, etc.

= Some tools offer APl access for automatic
summarization at scale.

= Critical warning: Don't rely on Al for legal document
summarization.

* Risks include oversimplification, ambiguity, missed
red flags, and hallucination.

= Al assists in understanding but doesn't replace a
qualified professional review.



Module 5.3: Content Creation and
ldeation

= Al can generate blog posts, marketing copy, lesson plans, social
media, newsletters, poems, fiction, etc.

= Control style, tone, and structure through specific prompt
Instructions.

= Add constraints (word count, audience, format, voice, etc.) to
shape outputs.

= Use prompt patterns; for example, "Give me X ideas," "Compare
X vs. Y," "Describe this to me like I'm 5," "List the pros and

cons."

= “Iterative refinement” is the use of follow-ups to add statistics,
change the tone, make the text more concise, etc.

= The more specific the prompt, the more relevant and tailored
the content will be.



Module 5.3: Ethics in Action

= Al content raises concerns related to plagiarism,
misinformation, and transparency.

"|t’s an ethical responsibility to vet and edit all Al
outputs before use.

= Consider whether the use of Al involvement
should be disclosed.

*Review all outputs for originality, accuracy, and
appropriateness before publication.



Module 5.3: Techie Dive

" Al uses token prediction and pattern recognition
to generate content.

"It assembles plausible outputs based on training
data, not true understanding.

*»Shape the output by using structured instructions
and iterative feedback.

*Temperature parameters affect creativity vs.
consistency in outputs.



Module 5.3: Business Lens

=" Creative teams use Al to accelerate content
creation and cut costs.

*Brand reputation, tone, and originality still matter
for quality.

"|t’s important to balance efficiency gains with
human oversight requirements.

" Quality control prevents risky or off-brand
content from reaching audiences.
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Module 5.4: Reformatting and Editing

= Reformatting is changing the structure or presentation without changing the meaning.
Examples:
» Bullets to paragraphs
= Blog to press release
= Email to social post

Editing is correcting grammar, adjusting the tone, clarifying ideas, and reshaping language
for different audiences.

Al is like having a 24/7 editorial assistant that adapts to your needs.

Common pitfalls:
= Vague prompts from the user
= Qversimplification/omission
= Tone mismatches
= Cultural oversights
= The introduction of bias

Always compare the input and the output for alignment with the intended message.



Module 5.4: Ethics in Action

= Al editing can erase authentic voice, regional
identity, or cultural meaning.

*"Normalizing" language may reduce cultural
visibility and inclusivity.

= Always review outputs to ensure they reflect the
original speaker's intent.

" Always seek permission before editing someone
else's content with Al.



Module 5.4: Techie Dive

= Al editing tools use LLMs trained on formal and
informal text mixtures.

*The models recognize structure, tone, grammar
rules, and stylistic patterns.

*They support follow-up prompts, such as "Make
more confident" or "Rewrite in plain English."

* Models apply patterns but may miss context-
specific requirements.



Module 5.4: Business Lens

» Editing and reformatting are among the top time-
saving Al use cases in business.

=" Use cases:
* HR onboarding materials
= Marketing tone adjustment
= Sales email summaries

" Human review is essential for brand consistency and
quality control.

"Errors in professional communications damage
reputation and credibility.
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Module 5.5: Personalizing and
Translating

= Personalization improves the clarity, tone, relevance, and engagement for specific
audiences.

= Techniques:

Style and tone matching

Audience adaptation

Localization and cultural awareness
Accessibility adjustments
User-generated input

= The translation ch(pes that can be employed are word/phrase, sentence/paragraph,
document, multilingual chat, transcreation.

= Transcreation adapts content for cultural tone and nuance, not just literal meaning.

= Common pitfalls:
= Literal translation for nuanced content
= |gnoring dialects
= Skipping cultural sensitivity

= Always verify translations for tone, clarity, and cultural appropriateness.



Module 5.5: Ethics in Action

" Personalization can promote inclusion but also
reinforce bias or erase identity.

*Tools should avoid assuming traits like gender,
language, or background without consent.

"= Human review is critical for sensitive content
personalization.

" Privacy compliance (GDPR, CCPA) is essential
when using personal data.



Module 5.5: Techie Dive

= Translation uses transformer-based architectures
with attention mechanisms.

= ChatGPT allows user to set custom instructions
that affect the response style.

= Models struggle with idioms, low-resource
languages, and specialized terminology.

= Multilingual training datasets enable cross-
language understanding.



Module 5.5: Business Lens

" Businesses use personalization and translation for
global reach and an improved customer experience.

" Businesses must ensure:
= All translations have an appropriate tone and are accurate.

*» The language, examples, tone, and imagery used must be
appropriate for the values, norms, and expectations of the
target culture.

= All outputs must be data-privacy compliant.

= Small errors can damage brand reputation or cause
serious misunderstanding.

" Professional review remains essential for high-stakes
communications.
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Key Takeaways

* Prompt engineering is communication: Clear, specific prompts yield better
outputs.

= Al is an informational writing assistant, not a replacement for human judgment
and expertise; always verify facts via primary sources.

= Summarization saves time but can lose nuance; always review for accuracy.
= Content creation benefits from iterative refinement with follow-up prompts.
= Reformatting changes the presentation; editing changes the clarity and tone.
= Personalization and translation expand reach but require cultural sensitivity.
= Ethical considerations are bias, transparency, consent, and cultural respect.
= Business success requires balancing efficiency with quality control.

= The goal is becoming a more confident communicator, not automating away
human skills.
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