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AI Introduction — Take-Home Reference
For Caledonian Alloys, Hereford. Monday 17 August 2026.
All your prompts, slides and resources can be found at https://alicejennings.co.uk/AI-intro
The plan for the day
Foundations and applications in the morning, \How to Speak Robot (your prompt framework), a tour of what Copilot can do, and where AI falls down, all before lunch. The afternoon is hands-on: Copilot in practice, feature by feature, demo then do. This sheet is what you keep afterwards.
The jargon, translated
	Term
	Meaning

	AI
	Software doing tasks that normally need human judgement.

	GenAI
	Generative AI. AI that creates new content: text, images, audio.

	LLM
	Large Language Model, the engine behind ChatGPT, Copilot and Gemini.

	Prompt
	The instruction you type. Better prompt, better result.

	Model
	A specific version of the AI. Newer usually means smarter.

	Chatbot
	The chat window itself, the interface, not the intelligence.

	Hallucination
	When a tool states something false with total confidence.


How to Speak Robot: your 4-stage framework
Treat Copilot like a new employee. It needs onboarding, context, the chance to ask questions, and feedback on its work, same as anyone would on day one. Use all four stages and the first draft gets dramatically better.
1. 1. Onboarding: the role and goal — who should it act as, and what are you actually trying to get?
1. 2. Context and format — what does it need to know, and what shape should the answer take?
1. 3. Ask for questions — let it tell you what's missing before it guesses.
1. 4. Feedback: mark your work — rate the answer out of 10 for accuracy, and treat that as a prompt to check, not a verdict.
The template
“Act like a [job role or expertise], and give me [the outcome you want].”
“I am [doing this thing], and [this is what a good result would look like for me].”
“What else do you need to know from me to do a good job?”
“Out of 10, how good or accurate do you think this answer is?”
Worked example from today: a chase-up email to a supplier, built up stage by stage.
“Act like a purchasing manager, and give me a firm but polite chase-up email about a late delivery. I'm chasing 400kg of nickel revert that's three days overdue from Ferroholm Metals, and production's waiting on it. Keep it under 150 words, plain English.”
Tour of Copilot: your eight-point map
	Feature
	What it's for

	Prompt Lab
	A library of prompts, Microsoft's and your own, ready to reuse. Found under the message box.

	Multiple interaction methods
	Voice, dictation and image input. More than one way to get a question in.

	Temporary Chat
	A conversation that isn't remembered afterwards. Good for a quick, low-stakes question.

	Models
	Choose how much thinking power a question needs: Auto, Quick response, or Think deeper.

	Library
	Your saved Copilot Pages, ready to find again, from the app nav menu.

	Search
	Point Copilot at your organisation's data, or the open web.

	Notebooks
	Upload your own sources. Copilot answers only from what you gave it, with a citation back to the source. This is your NotebookLM, and it stays inside the Caledonian tenant.

	Agents
	Ready-made and custom AI helpers, built for a specific job. Worth a look once you're comfortable with the basics.


Custom instructions: your before and after
Copilot's answers improve when it knows a bit about you, your role and how you like things written, and you don't have to repeat yourself every time. Set it once and it applies to every chat.
1. Use Alice's Custom Instructions Builder to answer five quick questions about you, your tone, and your do/don't list.
1. Copy what it generates into Copilot: Settings → Personalization → Custom instructions → Edit instructions → Save.
1. Ask the same question again and compare the two answers.
Good practice, until there's a policy
Caledonian doesn't have a formal AI policy yet. Until you do, here's a sensible starting point, worth keeping to.
Never put into external AI tools
1. Customer, supplier or employee data; financial or pricing information; contracts or legal documents; product designs, specifications or IP; login details or passwords; anything confidential.
Good habits to build now
1. You're accountable for anything you produce using AI. Always check and verify outputs before using them. Don't rely on AI for final legal, financial or HR decisions. Take extra care with anything public-facing.
If something goes wrong
1. Flag issues to your manager: mistakes, data leaks, misuse. Early reporting is viewed far more positively than staying quiet. AI is there to support your work, not replace your judgement.
Confidentiality: your quick reference
Before you paste anything into a public AI tool, ask yourself these four questions.
1. Would I be comfortable saying this to someone outside the company?
1. Am I using the tool that keeps data inside our tenant?
1. Does this contain a customer name, a price, or a spec number?
1. If I'm not sure, have I asked before pasting, not after?
Same question, different tool, different answer
1. Microsoft Copilot, under your Caledonian Microsoft 365 licence: data stays inside your organisation's own tenant.
1. Public ChatGPT, Gemini, or free NotebookLM: by default, it doesn't stay in-house. Treat it like the open internet.
Certification data, customer specifications and commercial terms are all things people would reasonably assume are sensitive by default. The test that actually works: would you be comfortable saying this out loud to a stranger on the phone? If not, don't paste it in either.
Notebooks: quick start
1. 1. Open Notebooks in Copilot and create a new notebook.
1. 2. Upload your sources: files, OneDrive documents, or drag and drop. Use non-confidential material to start.
1. 3. Ask it a question. Every answer comes with a citation back to the source document.
Good for: turning a long ISO or quality procedure into a plain-English FAQ, prepping for a meeting from a stack of pre-reads, or building a study aid from a manual or induction pack.
Your action plan
One thing I'll try this week:
 
One thing I need to check with someone first (data, policy, access):
 
One thing I want to learn more about:
 
Questions after today: alice@alicejennings.co.uk
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