
A · NEW · I
AI EDUCATION FOR AMBITIOUS WOMEN

FREE GUIDE · 2026 EDITION

10 AI Tools
Every Ambitious
Woman Should Know

A practical, beginner-friendly guide to saving time, working
smarter and creating more freedom with AI.

BECOME THE WOMAN WHO STAYS AHEAD
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AI does not need to feel technical.

The best AI tool is not the one with the longest feature list. It is the one
that helps you solve a real problem today.

1
Choose one
task

Start with a task you already
repeat: writing emails,
researching, planning,
designing or taking meeting
notes.

2
Use one clear
prompt

Explain the goal, context,
audience, constraints and the
format you want.

3
Keep your
judgment

Check facts, protect private
information and improve the
output with your own
experience and taste.

Important: Product features, limits and pricing change frequently. This guide reflects official product information available in July 2026. Always
check the current product page before choosing a paid plan.
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TOOL 01 · YOUR EVERYDAY AI ASSISTANT

ChatGPT

Best for
Brainstorming, writing, planning, analysing files and
images, learning, and turning rough ideas into
polished work. [1]

Why it earns a place
It is the most versatile place to start. One
conversation can move from strategy to email
drafting, research, spreadsheets, visuals and
personal planning.

TRY THIS PROMPT

“Act as my practical thinking partner. My goal is
[goal]. Ask me three useful questions, then give
me a clear plan with the first three actions.”

A·NEW·I TIP

Use one chat per project and add context, examples and
constraints. Review important facts before acting.
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TOOL 02 · FOR DEEPER THINKING AND LONG DOCUMENTS

Claude

Best for
Analysing complex information, developing
thoughtful drafts, reviewing documents and
working through difficult decisions. [2]

Why it earns a place
Claude is particularly useful when you want a calm
thinking partner for nuanced writing, reasoning and
large amounts of text.

TRY THIS PROMPT

“Read this material as a senior strategist. Identify
the central issue, hidden assumptions, risks and
the strongest next decision. Explain your
reasoning clearly.”

A·NEW·I TIP

Upload the source material and state the audience, desired tone
and decision you need to make.
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TOOL 03 · AI THAT CONNECTS WITH GOOGLE

Gemini

Best for
Writing, planning, brainstorming, research and
working across Google services when integrations
are available. [3]

Why it earns a place
A strong choice for people already living in Gmail,
Docs, Drive and the wider Google ecosystem.

TRY THIS PROMPT

“Create a one-week action plan from these notes.
Group tasks by priority, estimate time, and draft
the first email I should send.”

A·NEW·I TIP

Check which Gemini features are available in your country,
account type and Google plan.
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TOOL 04 · RESEARCH WITH VISIBLE SOURCES

Perplexity

Best for
Finding current information, comparing options,
learning a new topic and building a sourced first
research brief. [4]

Why it earns a place
It behaves like an AI answer engine and shows
source links, making it easier to verify what you
read.

TRY THIS PROMPT

“Research [topic] using reliable and recent
sources. Separate confirmed facts from opinions,
show disagreements, and finish with five practical
implications.”

A·NEW·I TIP

Open the cited sources. A citation is a starting point, not a
guarantee that the conclusion is correct.
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TOOL 05 · TURN IDEAS INTO VISUAL CONTENT

Canva AI

Best for
Social posts, presentations, simple brand materials,
image generation, editing and quickly adapting
designs to new formats. [5]

Why it earns a place
It brings AI writing and visual creation into a familiar
design workspace, so non-designers can move from
idea to usable asset quickly.

TRY THIS PROMPT

“Create a refined Instagram carousel for
[audience] about [topic]. Use a bright editorial
style, one clear idea per slide and a confident,
human tone.”

A·NEW·I TIP

Use your own brand kit and assets. Confirm you have rights to any
uploaded or edited images.
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TOOL 06 · PRESENTATIONS WITHOUT THE BLANK SLIDE

Gamma

Best for
Drafting presentations, visual documents,
one-pagers, websites and social content from an
outline or source document. [6]

Why it earns a place
Gamma rapidly creates a structured visual first draft
that you can edit, restyle and export.

TRY THIS PROMPT

“Create a persuasive 8-slide presentation for
[audience]. The decision I want is [decision]. Build
a clear narrative, not a list of facts.”

A·NEW·I TIP

Treat the first output as a draft. Rewrite the argument and
remove generic AI language before presenting.
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TOOL 07 · MAKE YOUR WORKSPACE EASIER TO USE

Notion AI

Best for
Finding information, drafting and editing
documents, summarising work, creating databases
and organising projects inside Notion. [7]

Why it earns a place
Its advantage is context: it can work directly inside
your notes, pages, tasks and connected workspace.

TRY THIS PROMPT

“Turn these scattered notes into a project hub
with objectives, milestones, decisions, risks,
owners and next actions.”

A·NEW·I TIP

AI cannot rescue a chaotic workspace completely. Keep source
pages current and clearly named.
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TOOL 08 · WRITE CLEARLY AND SOUND LIKE YOURSELF

Grammarly

Best for
Polishing emails, reports, web copy and
professional writing across apps and websites. [8]

Why it earns a place
It helps with grammar, clarity, tone, rewrites,
ideation and drafting while you are already writing.

TRY THIS PROMPT

“Rewrite this message so it is warm, direct and
confident. Keep my meaning, remove repetition
and do not make it sound corporate.”

A·NEW·I TIP

Do not accept every suggestion automatically. Your voice and
judgment are more important than perfect polish.
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TOOL 09 · LET THE MEETING TAKE ITS OWN NOTES

Otter.ai

Best for
Live transcription, meeting summaries, searchable
notes, key takeaways and action items from online
or recorded conversations. [9]

Why it earns a place
It can reduce the administrative work after
meetings and make past conversations easier to
search.

TRY THIS PROMPT

“From this meeting, create: decisions made,
action items with owners, open questions, risks
and a concise follow-up email.”

A·NEW·I TIP

Tell attendees when recording or transcription is active, and
follow your organisation's privacy rules.
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TOOL 10 · AI INSIDE WORD, EXCEL, POWERPOINT AND OUTLOOK

Microsoft 365
Copilot

Best for
Drafting and editing documents, analysing work
data, preparing presentations, managing email and
supporting collaboration in Microsoft 365. [10]

Why it earns a place
For Microsoft users, its value is staying inside the
tools and work context already used every day.

TRY THIS PROMPT

“Using the information in this document, create
an executive summary, identify three decisions
required and draft a five-slide presentation
outline.”

A·NEW·I TIP

Availability and depth of integration depend on your Microsoft
account and licence.
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Your simple starter stack

You do not need ten subscriptions. Start with three tools that cover most everyday needs.

THINK & CREATE

ChatGPT or Claude Ideas, writing, planning, analysis and problem-solving.

RESEARCH

Perplexity Current information with sources you can inspect.

MAKE IT VISUAL

Canva AI or Gamma Presentations, social content and polished visual documents.

Add Notion AI, Grammarly, Otter.ai or Microsoft 365 Copilot only when they
fit tools you already use regularly.
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THE A·NEW·I PROMPT FORMULA

Better prompts.
Better results.

ROLE Who should the AI act as?

GOAL What result do you need?

CONTEXT What should it know?

CONSTRAINTS What must it avoid or respect?

FORMAT How should the answer be delivered?

Example: “Act as a career strategist. Help me prepare for a promotion conversation. I manage a 12-person team
and delivered three major projects this year. Keep the tone confident but not entitled. Give me a 90-second
opening statement and five evidence-based talking points.”
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Use AI confidently - not
carelessly.

Protect private information
Do not paste sensitive personal, client, legal, medical, financial or confidential work data unless your approved system
explicitly allows it.

Verify important facts
AI can make confident mistakes. Check original sources before making decisions that matter.

Keep the human voice
Use AI for a first draft, not your final identity. Add experience, judgment, taste and empathy.

Respect rights and consent
Use images, documents and recordings only when you have permission and the right to do so.

Start small
Choose one repeatable task, measure whether it genuinely saves time, and build from there.
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You do not need to master
every tool.

Choose one problem. Choose one tool. Use it until it becomes
useful - then build from there.

BECOME THE WOMAN WHO STAYS AHEAD

A·NEW·I creates practical AI education for ambitious women who want more
confidence, more time and more freedom.

Coming September 2026
The September Collection
AI Basics · AI for Productivity · AI for Style & Shopping · AI for Personal Finance
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Official sources

[1] OpenAI, ChatGPT Capabilities Overview: help.openai.com/en/articles/9260256-chatgpt-capabilities-overview

[2] Anthropic, Claude: anthropic.com/claude

[3] Google, Gemini: gemini.google/about

[4] Perplexity: perplexity.ai and perplexity.ai/help-center

[5] Canva AI: canva.com/canva-ai

[6] Gamma: gamma.app

[7] Notion AI: notion.com/product/ai

[8] Grammarly AI Writing Assistant: grammarly.com/ai-writing-assistant

[9] Otter Meeting Agent: otter.ai

[10] Microsoft 365 Copilot overview: learn.microsoft.com/en-us/microsoft-365/copilot/microsoft-365-copilot-overview

All product names and trademarks belong to their respective owners. A·NEW·I is not affiliated with or endorsed by the companies listed.
Features and availability may vary by location, account and subscription.
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