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SUBJECT 1: Introduction to Artificial Intelligence (Day 1-3)

1. What is Artificial Intelligence?

Artificial Intelligence (Al) is a branch of computer science that focuses on creating machines and software
capable of performing tasks that normally require human intelligence. These tasks include learning from
experience, understanding language, recognizing patterns, solving problems, and making decisions.

Al systems work by using data, rules, and algorithms to imitate intelligent human behavior. Unlike traditional
computer programs that follow fixed instructions, Al systems can improve their performance by analyzing data
and learning from it.

Key Characteristics of Artificial Intelligence

Ability to learn from data

Ability to reason and make decisions

Ability to solve problems

Ability to adapt to new situations

Practical Example: Simple Al-Based Decision Making
Example: Al deciding whether an email is spam or not.
Steps:

The system collects thousands of emails as data.

It studies patterns such as words, links, and sender details.
The Al learns which patterns usually appear in spam emails.
When a new email arrives, the Al compares it with learned patterns.

The system classifies the email as spam or normal.

2. History & Evolution of Al

The development of Artificial Intelligence has taken place gradually over many decades. The idea of intelligent
machines existed long before computers were invented, but practical Al development started in the mid-20th
century.
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Major Phases in Al Evolution

1950s: Concept of machine intelligence introduced.

1960s—1970s: Early rule-based Al systems developed.

1980s: Expert systems used in industries.

1990s—-2000s: Machine learning and data-based systems improved.
2010 onwards: Deep learning, automation, and smart applications expanded rapidly.
Practical Example: Evolution of Search Engines

Steps:

Early search engines showed results based on exact keyword matching.
Later systems analyzed page relevance and popularity.

Modern Al-based search engines understand user intent.

They learn from user behavior and improve results continuously.

Results become more accurate and personalized over time.

3. Al vs Human Intelligence

Artificial Intelligence and Human Intelligence differ in nature, working style, and limitations. Human intelligence is
natural and emotional, while Al is artificial and logical.

Key Differences

Human intelligence is creative and emotional.

Al intelligence is data-driven and logical.

Humans can think independently.

Al works only within its programmed and learned limits.
Strengths of Al

Works continuously without fatigue

Handles large data accurately

Performs repetitive tasks efficiently
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Strengths of Human Intelligence

Emotional understanding

Moral judgment

Creativity and imagination

Practical Example: Al Calculator vs Human Calculation
Steps:

A human solves a complex calculation manually.

Time and chances of error increase with complexity.

An Al calculator processes the same calculation instantly.
Al gives accurate results every time.

Human intelligence is still required to decide when and how to use results.

4. Types of Al (Narrow, General, Super Al)

Artificial Intelligence is classified into different types based on capability and intelligence level.
Narrow Al

Designed for a specific task

Most commonly used Al today

Examples include voice assistants and recommendation systems
General Al

Capable of performing any intellectual task a human can do

Can learn, reason, and adapt across different domains
Currently under research and development

Super Al

Intelligence exceeds human intelligence

Can outperform humans in every field

Exists only as a theoretical concept
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Practical Example: Identifying Al Types

Steps:

A voice assistant answers questions and sets reminders.
It performs only limited predefined tasks.

This system is classified as Narrow Al.

A hypothetical system that thinks and learns like a human would be General Al.

A system that improves beyond human intelligence would be Super Al.

5. Al in Daily Life Examples

10

Artificial Intelligence is widely used in everyday life, often without users realizing it. These systems make daily

tasks easier, faster, and more efficient.
Common Daily Life Applications
Smartphones and voice assistants

Online shopping recommendations

Social media content filtering

Navigation and traffic prediction

Online customer support systems
Practical Example: Al in Online Shopping
Steps:

A user searches for a product online.

The system records browsing and purchase history.
Al analyzes user preferences and behavior.
Similar product suggestions are shown.

Recommendations improve as user activity increases.

6. Future Scope of Al
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The future of Artificial Intelligence is broad and impactful. Al is expected to play a major role in education,

healthcare, business, security, and governance.
Future Opportunities

Intelligent healthcare diagnosis systems

Smart education and personalized learning
Automated business operations

Advanced robotics and automation
Data-driven decision-making systems

Practical Example: Al in Future Education Systems
Steps:

Student learning data is collected digitally.

Al analyzes strengths and weaknesses.
Personalized learning content is generated.

Performance is monitored continuously.

Learning outcomes improve through adaptive methods.
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SUBJECT 2: Basics of Computer & Digital Skills (Day 4-5)

1. Basic Computer Concepts

A computer is an electronic device that processes data to produce meaningful information. It works by accepting
input, processing it according to instructions, and generating output. Computers are essential tools for digital
learning and modern work environments.

Main Components of a Computer

Hardware: Physical parts such as keyboard, mouse, monitor, CPU, and storage devices
Software: Programs and applications that run on the computer
Input Devices: Keyboard, mouse, scanner, microphone

Output Devices: Monitor, printer, speakers

Storage Devices: Hard disk, pen drive, memory card

Practical Example: Using a Computer for Document Creation
Steps:

Switch on the computer and log in to the system.

Open a word processing application.

Use the keyboard and mouse to enter text.

Save the file in the storage location.

Print or share the document digitally.

2. Internet & Browser Usage

The internet is a global network that connects computers and devices worldwide to share information. A web
browser is software used to access websites and online services.

Common Internet Uses
Searching information
Online learning

Communication
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Digital payments

Entertainment

Popular Web Browsers

Google Chrome

Mozilla Firefox

Microsoft Edge

Safari

Practical Example: Searching Information Using a Browser
Steps:

Connect the computer to the internet.
Open a web browser.

Type the website address or search query.
Press enter to load results.

Click on the required webpage to view information.

3. Email & Online Accounts

Email is an electronic method of sending and receiving messages over the internet. Online accounts are digital
identities used to access various services such as email, learning platforms, and cloud storage.

Functions of Email

Sending and receiving messages
Sharing documents and files

Official and professional communication
Account verification

Common Online Accounts

Email accounts

Social media accounts
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Online learning platforms

Banking and payment applications

Practical Example: Sending an Email

Steps:

Open the email service in a browser or application.
Log in using email ID and password.

Click on the compose option.

Enter recipient address, subject, and message.

Attach files if required and send the email.

4. Cloud Storage Basics

14

Cloud storage is a digital service that allows users to store data online instead of on physical devices. It enables

access to files from any location using the internet.
Advantages of Cloud Storage

Data backup and safety

Easy file sharing

Access from multiple devices

Reduced dependency on physical storage
Examples of Cloud Storage Services

Online drive services

Online photo storage

Document sharing platforms

Practical Example: Uploading a File to Cloud Storage
Steps:

Log in to the cloud storage account.

Open the upload option.
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Select the file from the computer or mobile device.
Upload the file to the cloud.

Access the file from any connected device.

5. Digital Safety & Password Management

15

Digital safety refers to protecting personal data, devices, and online accounts from misuse, theft, or unauthorized

access. Password management is a key part of online security.
Digital Safety Practices

Using strong passwords

Avoiding suspicious links

Logging out from shared devices

Keeping software updated

Password Management Principles

Use unique passwords for each account
Combine letters, numbers, and symbols

Avoid sharing passwords with others

Change passwords regularly

Practical Example: Creating a Strong Password
Steps:

Choose a password with at least eight characters.
Include uppercase and lowercase letters.

Add numbers and special symbols.

Avoid using personal information.

Save the password securely and do not share it.
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SUBJECT 3: Understanding Data & Logic (Day 6-8)

1. What is Data?

Data refers to raw facts, figures, symbols, or observations collected for reference or analysis. Data by itself has no
meaning until it is processed and interpreted. In computer systems and artificial intelligence, data is the
foundation for learning, analysis, and decision-making.

Data can represent numbers, words, measurements, or observations. When data is processed and organized, it
becomes information that can be used for understanding and action.

Importance of Data

Basis for decision making

Input for computer systems

Foundation for learning systems

Support for analysis and prediction

Practical Example: Student Attendance Data
Steps:

Attendance details of students are recorded daily.
Each entry is stored as raw data.

Data is organized in a table format.
Attendance percentage is calculated.

The processed data helps in monitoring student presence.

2. Types of Data (Text, Image, Audio, Video)

Data is classified into different types based on its format and usage. Each type of data is processed differently by
computer systems.

Text Data
Includes words, numbers, and symbols

Used in documents, messages, and reports
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Image Data

Includes photographs, graphics, and scanned documents
Used in recognition and visual analysis

Audio Data

Includes voice recordings and sounds

Used in speech recognition systems

Video Data

Includes moving images with sound

Used in surveillance, learning, and entertainment systems
Practical Example: Data Types in a Smartphone

Steps:

A message typed on a phone is text data.

A photo captured using the camera is image data.

A recorded voice note is audio data.

A recorded clip is video data.

All data types are stored and processed digitally.

3. Data Collection Methods

17

Data collection is the process of gathering information from various sources for analysis and use. The method

chosen depends on the purpose and type of data required.
Common Data Collection Methods

Manual entry

Online forms

Sensors and devices

Surveys and feedback

System-generated records
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Practical Example: Collecting Online Registration Data
Steps:

An online form is created.

Users enter their details.

Data is submitted electronically.

Information is stored in a database.

Data is reviewed and used for further processing.

4. Data Accuracy & Quality

18

Data accuracy refers to how correct and reliable the data is. Data quality ensures that data is complete,

consistent, and useful for decision-making. Poor quality data can lead to incorrect results and wrong decisions.

Factors Affecting Data Quality

Accuracy

Completeness

Consistency

Timeliness

Relevance

Practical Example: Checking Examination Marks Data
Steps:

Marks are entered into the system.
Entries are verified with original records.
Errors are corrected if found.

Duplicate or missing entries are checked.

Final data is used for result preparation.

5. Basics of Logic & Decision Making
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Logic is a method of thinking that uses reasoning to reach conclusions. In computing and artificial intelligence,

logic is used to make decisions based on conditions and rules.

Decision making involves selecting an action based on available data and logical rules.

Basic Logical Concepts
Conditions

Comparisons

Rules

Outcomes

Practical Example: Eligibility Decision Logic
Steps:

Define eligibility criteria.
Check age condition.

Check qualification condition.
Apply logical rules.

Display eligible or not eligible result.

6. Introduction to Algorithms (Simple Explanation)

An algorithm is a step-by-step procedure used to solve a problem or perform a task. Algorithms provide a clear

and structured approach to completing actions efficiently.

Algorithms are used in daily activities, computer programs, and artificial intelligence systems.

Characteristics of an Algorithm
Clear steps

Logical order

Defined start and end

Correct output

Practical Example: Algorithm for Making Tea

Steps:
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Start the process.
Boil water.
Add tea leaves.

Add sugar and milk.

Serve the tea and stop the process.
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SUBIJECT 4: Introduction to Machine Learning (Day 9-12)

1. What is Machine Learning?

Machine Learning is a branch of artificial intelligence that enables computers to learn from data and improve
their performance without being explicitly programmed for every task. In machine learning, systems analyze data,
identify patterns, and make decisions based on past experiences.

Instead of following fixed instructions, machine learning models adjust their behavior when exposed to new data.
This ability makes machine learning useful for prediction, classification, and automation tasks.

Key Features of Machine Learning
Learning from data

Pattern recognition

Performance improvement over time
Data-driven decision making

Practical Example: Product Recommendation System
Steps:

User activity data is collected.

Past purchases and searches are analyzed.
Patterns in user preferences are identified.
The system predicts suitable products.

Recommendations improve with more data.

2. How Machines Learn

Machines learn by processing data through mathematical and logical models. Learning occurs when a system
adjusts its internal parameters based on input data and feedback.

Basic Learning Process
Data input

Pattern analysis
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Model training

Testing and improvement

Final decision making

Practical Example: Learning to Identify Spam Emails
Steps:

Collect emails labeled as spam and non-spam.
Analyze words and patterns in emails.

Train the system using known examples.

Test the system with new emails.

Improve accuracy through repeated learning.

3. Types of Machine Learning

Machine learning is categorized based on how the system learns from data and feedback.

4. Supervised

Supervised learning is a type of machine learning where the system is trained using labeled data. Each input is
provided with the correct output, allowing the system to learn by example.

Key Characteristics

Uses labeled datasets

Learns input-output relationships

Suitable for prediction and classification
Practical Example: Student Result Prediction
Steps:

Collect past student performance data.
Include marks and final results as labels.

Train the model using this data.
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Input new student marks.

Predict the expected result.

5. Unsupervised

Unsupervised learning uses unlabeled data. The system identifies hidden patterns and groupings without
predefined outputs.

Key Characteristics

No labeled data

Pattern discovery

Data grouping and clustering

Practical Example: Customer Segmentation
Steps:

Collect customer purchase data.

Remove any predefined labels.

Analyze similarities in behavior.

Group customers into segments.

Use groups for targeted services.

6. Reinforcement

Reinforcement learning is a type of machine learning where a system learns through trial and error. The system
receives feedback in the form of rewards or penalties based on actions taken.

Key Characteristics

Learning through interaction
Reward-based system

Continuous improvement

Practical Example: Game Playing System

Steps:
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The system takes an action in the game.

It receives a reward or penalty.

The system evaluates the outcome.
Strategies are adjusted based on feedback.

Performance improves over time.

7. Real-Life ML Examples

Machine learning is widely used in everyday applications to improve accuracy, efficiency, and user experience.
Common Real-Life Applications

Email filtering

Voice recognition

Recommendation systems

Fraud detection

Traffic prediction

Practical Example: Voice Recognition System
Steps:

User speaks a command.

Audio data is captured.

The system analyzes sound patterns.

Speech is converted into text.

The system responds accordingly.

8. Difference Between Al, ML & Deep Learning
Artificial Intelligence, Machine Learning, and Deep Learning are related but not identical concepts.
Artificial Intelligence

Broad field of creating intelligent systems
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Includes rule-based and learning systems

Machine Learning

Subset of artificial intelligence

Focuses on learning from data

Deep Learning

Subset of machine learning

Uses layered structures to process data

Practical Example: Image Recognition Comparison
Steps:

Al system identifies an image using rules.

Machine learning system learns features from data.
Deep learning system processes image layers.

Accuracy improves with deeper analysis.

Each level offers increasing complexity and performance.

www.emaxindia.in

Free Book

25

© 2026 All Rights Reserved



26

SUBJECT 5: Popular Al Tools & Platforms (Day 13-18)

1. Al Chat Tools (Text Based)

Al chat tools are text-based systems designed to understand user queries and provide meaningful responses.
These tools process written language, analyze context, and generate suitable replies. They are widely used for
learning support, customer interaction, content drafting, and information retrieval.

Key Functions of Al Chat Tools
Question answering

Text generation

Language understanding
Interactive communication
Practical Example: Using an Al Chat Tool for Learning Support
Steps:

Open the Al chat platform.
Type a clear question or topic.
Submit the query.

Read and analyze the response.

Use the information for study or practice.

2. Al Image Generation Tools

Al image generation tools create images based on text descriptions or reference inputs. These tools analyze
patterns from large image datasets and generate new visuals accordingly.

Common Uses of Al Image Tools
Graphic design

Educational illustrations
Marketing visuals

Creative artwork
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Practical Example: Creating an Image Using Text Description
Steps:

Open an Al image generation platform.

Enter a detailed text description.

Select image size or style if available.

Generate the image.

Download or save the generated image.

3. Al Voice & Speech Tools

27

Al voice and speech tools convert text into spoken audio and understand spoken language. These tools are used

in learning applications, accessibility tools, and communication systems.
Functions of Al Voice Tools

Text-to-speech conversion

Speech recognition

Voice-based commands

Audio content creation

Practical Example: Converting Text into Voice
Steps:

Open the Al voice tool.

Enter or paste the text content.

Select language and voice option.

Generate audio output.

Play or download the voice file.

4. Al Video Creation Tools

Al video creation tools help users create videos automatically using text, images, and audio. These tools reduce

manual editing and simplify video production.
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Uses of Al Video Tools
Educational videos

Promotional content

Training materials

Social media videos

Practical Example: Creating an Educational Video
Steps:

Open the Al video creation tool.
Enter script or text content.
Select visuals and voice options.
Generate the video.

Review and save the final output.

5. Al for Presentation & Documents

Al tools assist in creating professional presentations and documents. They help with content structuring,
formatting, summarizing, and language improvement.

Applications in Documents

Report writing

Presentation slides

Notes preparation

Content formatting

Practical Example: Creating a Presentation Using Al
Steps:

Open the Al presentation tool.

Enter the topic or outline.

Select presentation style.
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Generate slides automatically.

Edit and save the presentation.

6. Al for Students & Teachers

Al tools support both students and teachers by improving learning efficiency and teaching methods. These tools
help in study planning, content creation, evaluation, and personalized learning.

Benefits for Students

Simplified explanations

Practice support

Study material generation

Benefits for Teachers

Lesson planning

Assessment preparation

Learning analytics

Practical Example: Al-Based Lesson Preparation
Steps:

Teacher selects the subject topic.

Al tool generates lesson structure.
Teaching content is reviewed.

Activities and assessments are prepared.

Lesson is delivered effectively.

www.emaxindia.in Free Book © 2026 All Rights Reserved



30

SUBJECT 6: Prompt Engineering (Most Important) (Day 19-22)

1. What is Prompt?

A prompt is a clear instruction or input given to an artificial intelligence system to guide its response. It defines
what task the system should perform and how the output should be structured. The quality of a prompt directly
affects the accuracy and usefulness of the response.

A prompt can be a question, a command, or a detailed instruction. Well-defined prompts help systems
understand user intent clearly.

Key Elements of a Prompt

Task description

Context or background

Output expectation

Level of detail required

Practical Example: Simple Prompt Usage
Steps:

Identify the task to be performed.
Write a clear instruction.

Include required details.

Submit the prompt.

Review the generated output.

2. How Al Understands Commands

Al systems understand commands by analyzing the structure, keywords, and context of the prompt. The system
processes the input text, identifies intent, and matches it with learned patterns to generate a response.

The understanding improves when commands are specific and structured.
Process of Command Understanding

Text analysis
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Context identification

Intent recognition

Output generation

Practical Example: Clear vs Unclear Command
Steps:

Provide a vague instruction.

Observe incomplete or general output.
Rewrite the command with clarity.

Add context and format requirements.

Receive a more accurate response.

3. Types of Prompts

Prompts can be categorized based on their purpose and structure. Each type serves a different requirement.
Instruction-Based Prompts

Direct commands for specific tasks
Question-Based Prompts

Used to obtain explanations or answers
Role-Based Prompts

Assign a role or context before the task
Format-Based Prompts

Specify output structure and style

Practical Example: Using Different Prompt Types
Steps:

Choose the type of task.

Select suitable prompt style.

Add necessary context.
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Define output format.

Generate and review result.

4. Writing Effective Prompts

Effective prompts are clear, specific, and goal-oriented. They reduce confusion and improve response accuracy.
Principles of Effective Prompt Writing
Use simple language

Be specific about requirements

Define output length and format

Avoid unnecessary words

Practical Example: Improving a Prompt
Steps:

Write a basic prompt.

Review the output quality.

Add missing details.

Specify tone and format.

Generate improved output.

5. Prompt for Content Writing

Content writing prompts are designed to generate structured written material such as articles, lessons, or scripts.
These prompts must define topic, tone, length, and audience.

Key Components
Topic definition
Target audience
Writing style

Content length
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Practical Example: Educational Content Prompt
Steps:

Define the subject topic.

Specify academic level.

Mention language style.

Set content length.

Generate structured content.

6. Prompt for Images

33

Image prompts guide the system to generate visuals based on descriptive text. Clear descriptions help create

accurate images.

Important Elements

Subject description

Style or theme

Colors and environment
Output quality

Practical Example: Image Prompt Creation
Steps:

Decide image subject.

Describe visual details clearly.
Mention style and background.
Submit the prompt.

Review generated image.

7. Prompt for Business Use

Business prompts focus on professional tasks such as reports, emails, plans, and analysis. These prompts must be

formal and goal-oriented.
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Common Business Uses
Report drafting

Email writing

Business analysis
Marketing content
Practical Example: Business Email Prompt
Steps:

Define email purpose.
Specify professional tone.
Mention recipient type.
Include key points.

Generate final email draft.

8. Prompt Mistakes & Corrections

Incorrect prompts lead to unclear or unusable outputs. Identifying and correcting prompt mistakes improves
results.

Common Prompt Mistakes

Vague instructions

Missing context

Undefined output format

Overloaded information

Practical Example: Correcting a Prompt
Steps:

Identify unclear parts of the prompt.
Remove unnecessary words.

Add clear instructions.
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4. Define expected output.

5. Generate corrected result.

SUBJECT 7: Al for Education & Training (Day 23-26)

1. Al for Notes Making

Al systems assist in preparing structured and concise study notes from large content sources. These systems
analyze text, identify key points, and organize information in a readable format suitable for learning and revision.

Uses in Notes Making
e Summarizing lengthy content
e Highlighting important points
e Structuring topics logically
e Improving readability
Practical Example: Creating Study Notes
Steps:
1. Provide the source text or topic.
2. Define the academic level.
3. Specify required length and format.
4. Generate structured notes.

5. Review and store the notes for study.

2. Al for Question Paper Creation

Al helps in designing question papers by generating questions based on syllabus, difficulty level, and exam
pattern. This ensures balanced coverage of topics and standardized assessments.
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Applications in Question Paper Creation
Objective questions

Short answer questions

Long descriptive questions

Practice tests

Practical Example: Generating an Exam Question Paper
Steps:

Select subject and syllabus.

Define exam duration and marks.
Choose difficulty level.

Generate questions.

Review and finalize the paper.

3. Al for Answer Checking

36

Al-based systems evaluate answers by comparing them with model answers or key points. These systems provide

consistent and time-efficient assessment.
Functions of Answer Checking

Objective answer evaluation

Keyword-based checking

Basic descriptive analysis

Score generation

Practical Example: Evaluating Student Answers
Steps:

Upload student responses.

Provide answer key or criteria.

Analyze responses.
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Assign marks.

Generate evaluation report.

4. Al for Translation

Al translation tools convert text from one language to another while maintaining meaning and context. These
tools support multilingual education and learning accessibility.

Benefits of Translation Tools
Fast language conversion
Improved understanding
Support for regional languages
Educational inclusiveness
Practical Example: Translating Study Material
Steps:

Select source language.
Choose target language.

Paste the content.

Generate translated text.

Review for clarity and accuracy.

5. Al for Course Content Creation

Al assists in developing complete course content including modules, lessons, and assessments. It helps educators
save time and maintain content consistency.

Applications in Course Creation
Syllabus drafting

Lesson structuring

Content explanation

Assessment preparation
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Practical Example: Creating Course Modules
Steps:

Define course objective.

Select course duration.

List required topics.

Generate structured content.

Review and finalize the material.

6. Al for Online Teaching

38

Al supports online teaching by enhancing interaction, personalization, and content delivery. It helps teachers

manage digital classrooms efficiently.
Functions in Online Teaching
Personalized learning paths
Automated feedback

Student performance tracking
Interactive content support

Practical Example: Conducting an Online Class
Steps:

Prepare digital lesson content.

Use Al tools for presentation.
Monitor student engagement.
Provide automated feedback.

Track learning progress.
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SUBJECT 8: Al for Business & Office Work (Day 27-30)

1. Al for Emails & Letters

Al tools assist in drafting professional emails and official letters by understanding purpose, tone, and format.
These tools help save time and maintain consistency in business communication.

Applications in Email and Letter Writing
Formal email drafting

Official letters

Follow-up communication

Grammar and language correction
Practical Example: Writing a Professional Email
Steps:

Define the purpose of the email.

Specify recipient and tone.

Provide key points to include.

Generate the email draft.

Review and send the final version.

2. Al for Excel & Data Analysis

Al assists in analyzing data stored in spreadsheets. It helps in identifying patterns, creating summaries, and
performing calculations efficiently.

Uses in Data Analysis
Data sorting and filtering
Automatic calculations
Trend identification

Data summarization
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Practical Example: Analyzing Sales Data
Steps:

Upload or enter data into a spreadsheet.
Select analysis requirement.

Apply Al-based analysis.

Review generated insights.

Use results for decision making.

3. Al for Marketing Content

40

Al tools help create marketing content such as advertisements, social media posts, and promotional material.

These tools focus on audience engagement and message clarity.

Marketing Content Applications
Advertisement copy

Social media captions
Promotional emails

Product descriptions

Practical Example: Creating a Marketing Post
Steps:

Define product or service.
Identify target audience.

Select tone and platform.
Generate content.

Review and publish the post.

4. Al for Customer Support

Al-based customer support systems handle common queries and provide instant responses. They improve service

efficiency and customer satisfaction.
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Functions in Customer Support
Query handling

Order tracking support
Complaint registration

Basic troubleshooting

Practical Example: Handling Customer Queries
Steps:

Customer submits a query.

Al system analyzes the question.
Suitable response is generated.
Customer receives instant reply.

Complex issues are forwarded if needed.

5. Al for Resume & HR Work

41

Al tools assist in resume creation, candidate screening, and basic human resource tasks. These tools help

streamline recruitment processes.

HR Applications

Resume drafting

Candidate shortlisting

Job description writing

Interview scheduling support

Practical Example: Creating a Resume
Steps:

Enter personal and professional details.
Select job role and industry.

Generate resume draft.
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Review formatting and content.

Save and share the resume.

6. Al for Automation Basics

42

Al automation involves using intelligent systems to perform repetitive office tasks automatically. This reduces

manual effort and increases productivity.
Automation Use Cases

Data entry automation

Email responses

Task scheduling

Report generation

Practical Example: Automating a Repetitive Task
Steps:

Identify repetitive office task.

Define automation rules.

Configure Al automation tool.

Test the automated process.

Monitor task execution.
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SUBJECT 9: Al for Creative Work (Day 31-34)

1. Al for Graphic Designing

Al tools support graphic designing by assisting in layout creation, color selection, and design consistency. These

tools help beginners and professionals create visually appealing designs with less manual effort.

Applications in Graphic Designing
Layout generation

Color combination assistance
Font selection

Design resizing

Practical Example: Creating a Graphic Design Layout
Steps:

Select the design purpose.
Choose layout size and format.
Enter content details.

Generate design layout.

Review and export the final design.

2. Al for Logo & Poster Creation

Al-based logo and poster tools create visual branding materials by understanding business type, theme, and

design preferences.

Uses of Logo and Poster Tools
Business logo creation

Event posters

Promotional banners

Branding visuals
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Practical Example: Designing a Business Logo
Steps:

Enter business name and category.

Select preferred design style.

Choose color theme.

Generate logo options.

Finalize and download the logo.

3. Al for Video Editing

44

Al video editing tools automate tasks such as trimming, transitions, captions, and effects. They simplify video

editing for educational and creative purposes.
Video Editing Functions

Automatic scene detection

Caption generation

Background music selection

Video enhancement

Practical Example: Editing a Short Video
Steps:

Upload raw video footage.

Select editing preferences.

Apply automatic edits.

Review edited video.

Export the final version.

4. Al for Music & Voice

Al music and voice tools generate soundtracks, voiceovers, and audio effects. These tools are used in media

creation and learning content.
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Applications in Music and Voice
Background music creation
Voiceover generation

Audio enhancement

Sound effect generation
Practical Example: Creating a Voiceover
Steps:

Enter the script text.

Select voice type and language.
Adjust tone and speed.
Generate audio output.

Save the voice file.

5. Al for Photography Enhancement

Al enhances photographs by improving quality, clarity, and visual appeal. These tools automatically adjust image
settings.

Photography Enhancement Features

Image sharpening

Color correction

Noise reduction

Resolution improvement

Practical Example: Enhancing a Photograph
Steps:

Upload the original image.

Select enhancement options.

Apply automatic improvements.
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4. Compare before and after results.

5. Save the enhanced image.
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SUBJECT 10: Ethics, Safety & Legal Awareness (Day 35-36)

1. What is Al Ethics?

Al ethics refers to the moral principles and standards that guide the development and use of artificial intelligence
systems. It ensures that Al is used in a fair, transparent, and accountable manner without harming individuals or
society.

Al ethics focuses on preventing misuse, bias, and unfair outcomes while promoting trust and responsibility in
technology use.

Core Principles of Al Ethics

Fairness

Transparency

Accountability

Respect for human values

Practical Example: Ethical Use in Student Evaluation
Steps:

Define fair evaluation criteria.

Use unbiased data for assessment.
Apply the same rules to all students.
Review results for fairness.

Correct any identified issues.

2. Data Privacy & Security

Data privacy and security involve protecting personal and sensitive information from unauthorized access,
misuse, or loss. Al systems rely heavily on data, making privacy protection essential.

Key Aspects of Data Privacy

Confidential data handling
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Secure storage

Controlled data access

Legal compliance

Practical Example: Protecting Student Data
Steps:

Collect only necessary information.

Store data in secure systems.

Restrict access to authorized users.

Use strong passwords and controls.

Regularly review data security measures.

3. Al Limitations

48

Al systems have limitations and cannot fully replace human intelligence. They work based on data and predefined

logic and may fail in unfamiliar or complex situations.
Common Al Limitations

Dependency on data quality

Lack of emotional understanding

Limited reasoning ability

Inability to make moral judgments

Practical Example: Al Misinterpretation Scenario
Steps:

Provide incomplete data to the system.

Al processes the limited information.

Output may be inaccurate.

Human review identifies the issue.

Corrections are applied manually.
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4. Fake Content & Deepfake Awareness

49

Fake content includes misleading or false information created using digital tools. Deepfakes are manipulated

media created using advanced techniques to alter images, videos, or audio.

Risks of Fake Content

Misinformation spread

Reputation damage

Public confusion

Trust loss

Practical Example: Identifying Fake Media
Steps:

Examine the source of the content.
Check for visual or audio inconsistencies.
Verify information from trusted sources.
Avoid sharing unverified content.

Report suspicious material if required.

5. Responsible Use of Al

Responsible use of Al means applying technology ethically, legally, and safely. Users must ensure Al tools are used

to support human goals and not cause harm.
Guidelines for Responsible Use

Follow legal rules

Respect privacy

Avoid misuse

Maintain human oversight

Practical Example: Responsible Use in Office Work

Steps:
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Use Al for assistance, not replacement.

Verify Al-generated outputs.
Protect confidential information.
Follow organizational policies.

Use Al tools ethically and lawfully.
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SUBJECT 11: Practical Projects (Day 37-42)

1. Al Chatbot Usage Project

This project focuses on practical interaction with an Al chatbot to perform learning and information-based tasks.
The objective is to understand how to ask correct questions and use responses effectively.

Project Objective

Improve question framing
Understand response accuracy
Practice structured interaction
Practical Project Steps:

Open an Al chatbot platform.
Select a simple topic for study.
Write a clear and specific question.
Analyze the response received.

Repeat with improved questions for better results.

2. Content Writing Project using Al

This project involves creating structured written content for educational or professional use. The focus is on
clarity, format, and relevance.

Project Objective

Generate academic content
Maintain professional tone
Practice prompt structuring
Practical Project Steps:
Select a topic for writing.

Define content type and length.
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Enter clear writing instructions.
Generate content.

Edit and finalize the written material.

3. Image Creation Project

This project is designed to create images using descriptive instructions. The aim is to learn how visual details
affect image output.

Project Objective

Understand visual description
Generate suitable images
Improve creative clarity
Practical Project Steps:

Decide the image purpose.
Write a detailed description.
Mention style and background.
Generate the image.

Review and save the final image.

4. Presentation Creation Project

This project focuses on creating professional presentations for academic or business use using Al tools.
Project Objective

Structure presentation content

Design clear slides

Improve communication skills

Practical Project Steps:

Select presentation topic.
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Define number of slides.
Provide content outline.
Generate presentation slides.

Review and finalize the presentation.

5. Business Letter Automation Project
This project involves automating the creation of professional business letters using structured instructions.
Project Objective

Draft formal letters

Maintain professional format

Save time in office work

Practical Project Steps:

Identify the purpose of the letter.
Specify recipient and tone.

Provide key information points.
Generate the letter.

Review and approve the final draft.

6. Mini Al Tool Practice

This project provides hands-on practice with multiple Al tools to build confidence and familiarity.
Project Objective

Explore multiple Al uses

Build practical experience

Improve tool handling skills

Practical Project Steps:

Select different Al tools.
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Perform basic tasks on each tool.
Observe output differences.
Note strengths and limitations.

Practice regularly for improvement.
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SUBJECT 12: Career, Freelancing & Future (Day 43-45)

1. Al Career Options (Beginner Level)

Artificial intelligence offers multiple career opportunities even at the beginner level. These roles focus on tool

usage, data handling, content support, and basic automation rather than advanced technical development.

Common Beginner-Level Al Career Options
Al tool operator

Content assistant

Data entry and analysis assistant

Digital marketing assistant

Office automation support executive
Practical Example: Starting as an Al Tool Operator
Steps:

Learn basic Al tool usage.

Practice common tasks regularly.

Build sample work records.

Apply for entry-level positions.

Improve skills through continuous practice.

2. Freelancing with Al Skills

Freelancing allows individuals to offer services independently using Al-based skills. Al tools help freelancers

complete tasks faster and more efficiently.
Freelancing Opportunities

Content writing

Graphic design support

Presentation creation
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Resume writing

Social media content creation

Practical Example: Freelance Content Work
Steps:

Identify services to offer.

Create sample work using Al tools.

Register on freelancing platforms.

Apply for suitable projects.

Deliver quality work to build reputation.

3. Al for Small Business

56

Al supports small businesses by improving efficiency, reducing costs, and enhancing customer engagement. Even

basic Al usage can bring significant operational benefits.
Business Applications

Customer communication

Marketing content creation

Sales data analysis

Task automation

Business documentation

Practical Example: Al in Small Retail Business
Steps:

Identify repetitive business tasks.

Select suitable Al tools.

Use Al for content and communication.
Monitor performance improvements.

Expand usage gradually.
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4. How to Stay Updated in Al

Al technology changes rapidly, making continuous learning essential. Staying updated helps users remain relevant
and skilled.

Methods to Stay Updated
Regular online learning
Following industry updates
Practical experimentation

Skill upgrading

Practical Example: Monthly Learning Routine
Steps:

Allocate weekly learning time.
Explore new tools and features.
Practice with real tasks.

Review latest developments.

Apply updated knowledge in work.

5. Final Assessment & Practice Test

The final assessment evaluates understanding of Al concepts, tool usage, ethics, and practical application.
Practice tests help learners identify strengths and improvement areas.

Assessment Areas

Basic Al concepts

Practical tool usage

Prompt understanding
Ethical awareness
Application-based questions

Practical Example: Self-Assessment Process
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Steps:

Attempt practice questions.

Review correct and incorrect answers.
Identify weak areas.

Revise relevant topics.

Reattempt assessment for improvement.

Final Exam — Artificial Intelligence Made Easy

Total Marks: 100
Duration: 2 Hours

Section A: Multiple Choice Questions (1 mark each — 20 marks)
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Which of the following is an example of Narrow Al?
a) Human-level reasoning system

b) Voice assistant like Siri or Alexa

c) Super-intelligent Al

d) Hypothetical Al that surpasses human intelligence

Which type of data includes photographs and graphics?
a) Text

b) Audio

c) Image

d) Video

Which Al learning method uses labeled data?
a) Supervised Learning

b) Unsupervised Learning

c) Reinforcement Learning

d) Deep Learning

Which of the following is NOT a principle of Al ethics?
a) Fairness

b) Accountability

c) Secrecy

d) Transparency

What is the primary function of cloud storage?

a) To run Al algorithms automatically

b) To store data online for access from multiple devices
c) To replace computer hardware

d) To teach Al ethics

Which Al tool would you use to create a business logo?
a) Al voice tool

b) Al image generation tool

c) Al spreadsheet analyzer

d) Al chatbot

Which of the following is a key feature of machine learning?
a) Fixed programming only

b) Learning from data and improving performance

c) Requires no data

d) Cannot recognize patterns
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10.

11.

12.

13.

14.

Which prompt type assigns a role before performing a task?
a) Instruction-based

b) Question-based

c) Role-based

d) Format-based

Which is a recommended practice for digital safety?
a) Use weak passwords

b) Share passwords openly

c) Log out from shared devices

d) Ignore software updates

Which Al type is theoretical and surpasses human intelligence?
a) Narrow Al

b) General Al

c) Super Al

d) Expert system

Al in education can help teachers in:
a) Lesson planning

b) Student evaluation

c¢) Content creation

d) All of the above

Which Al tool converts text into spoken audio?
a) Al image tool

b) Al voice tool

c) Al spreadsheet tool

d) Al presentation tool

Which Al tool is best for creating social media marketing content?
a) Al chatbot

b) Al for marketing content

c) Al for translation

d) Al for Excel analysis

Which is a common limitation of Al?
a) Can understand emotions fully

b) Can make moral judgments

c) Dependent on data quality

d) Operates independently of rules
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15.

16.

17.

18.

19.

20.

What is an algorithm?

a) A step-by-step procedure to solve a problem
b) A data storage tool

c) A type of Al hardware

d) A cloud platform

Which of these is a practical use of Al in office work?
a) Customer support automation

b) Data entry automation

c) Business letter drafting

d) All of the above

Al for photography enhancement mainly:
a) Creates audio content

b) Improves image quality and clarity

c) Generates marketing reports

d) Drafts email letters

Which method collects data directly from users through forms or surveys?
a) Al automation

b) Data collection methods

c¢) Reinforcement learning

d) Cloud storage

Which of the following is a key step in creating Al-generated study notes?
a) Generate notes without specifying the topic

b) Provide source text and define academic level

c) Use vague instructions

d) Avoid reviewing notes

Deepfake awareness is important to prevent:
a) Accurate information

b) Misinformation and fraud

c) Better image enhancement

d) Efficient Al learning

Section B: Short Answer Questions (3 marks each — 30 marks)
Define Artificial Intelligence in your own words.

Explain the difference between Al, Machine Learning, and Deep Learning.
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10.
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List three types of data and give one example for each.

What is cloud storage and why is it important in Al work?

Describe supervised, unsupervised, and reinforcement learning briefly.
What is a prompt and why is it important for Al tools?

Mention three ways Al is used in education.

Write any three digital safety practices.

Name two limitations of Al.

What is the purpose of ethical guidelines in Al usage?

Section C: Practical & Application Questions (10 marks each — 50 marks)

Content Writing Task:
Use an Al tool to create short notes on the topic: “Basics of Machine Learning”. Write the steps you followed and
include the generated content.

Image Creation Task:
Use an Al image tool to create an illustration for: “Al in Daily Life”. Describe the prompt you used and the steps to
generate the image.

Business Letter Automation:
Draft a professional email to a client requesting a meeting using Al. Include purpose, tone, and key points in your
prompt.

Presentation Creation Task:
Use an Al tool to create a 5-slide presentation on: “Al Tools for Students”. Write steps for generating slides and
content structure.

Final Scenario Question:
Your office wants to automate customer query responses and improve efficiency. Explain how Al tools can be
used, which tools you would select, and outline the step-by-step process.

ANS KEY

www.emaxindia.in Free Book © 2026 All Rights Reserved



10.

11

12,

13.

14.

15.

16.

17.

18.

19.

20.

Section A: Multiple Choice Answers (1 mark each)

b — Voice assistant like Siri or Alexa

c—Image

a — Supervised Learning

¢ — Secrecy

b — To store data online for access from multiple devices
b — Al image generation tool

b — Learning from data and improving performance

¢ —Role-based

¢ — Log out from shared devices

¢ — Super Al

. d = All of the above

b — Al voice tool

b — Al for marketing content

¢ — Dependent on data quality

a — A step-by-step procedure to solve a problem
d — All of the above

b — Improves image quality and clarity

b — Data collection methods

b — Provide source text and define academic level

b — Misinformation and fraud

Section B: Short Answer Model Answers (3 marks each)

63

Artificial Intelligence (Al) is the technology that enables machines to perform tasks that usually require human

intelligence, such as learning, reasoning, problem-solving, and decision-making.

Difference between Al, ML & Deep Learning:
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Al: Broad field creating intelligent machines.
ML: Subset of Al that learns from data.

Deep Learning: Subset of ML using layered neural networks for advanced tasks like image and speech
recognition.

Three types of data:

Text — e.g., documents, emails

Image - e.g., photographs, scanned files
Audio - e.g., voice recordings, music

Cloud storage is an online platform to store data on remote servers. It allows access from multiple devices,
ensures backup, and helps in collaboration and sharing.

Types of Machine Learning:

Supervised: Uses labeled data to predict outcomes.

Unsupervised: Finds patterns in unlabeled data.

Reinforcement: Learns via rewards and penalties through trial and error.

Prompt is an instruction given to Al to perform a task. It is important because clear prompts produce accurate
and useful results.

Al in education uses:

Notes making and summarization
Question paper creation

Online teaching and performance tracking
Three digital safety practices:

Use strong, unique passwords

Avoid clicking on unknown links

Log out from shared or public devices
Two limitations of Al:

Cannot fully understand emotions

Dependent on quality of input data
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10. Purpose of ethical guidelines in Al: To ensure Al is used responsibly, fairly, transparently, and without causing
harm to individuals or society.

Section C: Practical & Application Model Answers (10 marks each)
1. Content Writing Task
Topic: Basics of Machine Learning
Steps Followed:
1. Open an Al content writing platform.
2. Enter topic: “Basics of Machine Learning”.
3. Specify content type: beginner-friendly notes.
4. Define length: 200-250 words.
5. Generate content.
6. Review, edit, and finalize notes.
Sample Output (Excerpt):

Machine Learning is a branch of Al that allows computers to learn from data without explicit programming. It
involves analyzing patterns, making predictions, and improving performance over time. Types of machine
learning include supervised, unsupervised, and reinforcement learning. Supervised learning uses labeled data,
unsupervised finds patterns in unlabeled data, and reinforcement learning learns through trial and error.
Machine learning is widely used in recommendation systems, fraud detection, and voice recognition.

2. Image Creation Task
Topic: Al in Daily Life

Prompt Used:
"“Create an illustration showing Al in daily life including a smart home assistant, online learning, automated
office tools, and Al in mobile apps. Use bright colors and a modern style."

Steps Followed:
1. Open an Al image generation tool.

2. Enter the above prompt.
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Choose image size (e.g., 1080x1080).
Select style (modern, vibrant).
Generate the image.

Review and download the final image.
Sample Description:

Smart speaker on a table

Student using a laptop with Al tutor
Al-powered office dashboard

Mobile app icons showing Al features

3. Business Letter Automation
Task: Draft professional email to request a meeting

Prompt Used:
"Write a formal email requesting a meeting with a client to discuss project updates. Use professional tone,
address recipient as Mr./Ms., and include date and time suggestions."

Steps Followed:

Define email purpose: client meeting.

Enter recipient details and tone.

Include key points: purpose, proposed times.
Generate email draft.

Review and finalize for sending.

Sample Output:

Subject: Request for Meeting to Discuss Project Updates

Dear Mr. Sharma,

| hope this email finds you well. | would like to schedule a meeting to discuss the latest updates on our ongoing
project. Please let me know if you are available on 18th January at 3 PM or 19th January at 11 AM. Looking
forward to your confirmation.

Best regards,

Rajesh Kumar
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4. Presentation Creation Task
Topic: Al Tools for Students
Steps Followed:

Open Al presentation tool.

Enter topic: “Al Tools for Students”.

67

Define 5 slides: Introduction, Notes Making, Content Writing, Online Learning, Summary.

Generate slides automatically.

Review and finalize slides.

Sample Slide Structure:

Slide 1: Introduction to Al Tools

Slide 2: Al for Notes Making — automated summarization

Slide 3: Al for Content Writing — article and assignment support
Slide 4: Al for Online Learning — interactive tools

Slide 5: Summary — Benefits and responsible use

5. Final Scenario Question

Scenario: Automating customer query responses
Steps & Solution:

Identify repetitive task: answering common queries.
Select Al tool: Al chatbot or virtual assistant platform.
Provide dataset: FAQs, common queries.

Configure chatbot to provide instant replies.

Monitor performance: accuracy, response time.
Forward complex queries to human support.

Evaluate results and adjust chatbot training as needed.
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Benefits:
Faster response time
Reduced manual work

Improved customer satisfaction
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