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7 Steps to Start Using Al in Your Business
A Practical Guide
Al is changing how businesses operate, but getting started can feel overwhelming. This guide gives you a

clear, step-by-step path from first experiment to organizational adoption. Whether you lead a 10-person
team or a 200-person company, these seven steps will help you move from curiosity to real results.

Step 1: Pick Your First Task

Don’t start with your most complex workflow. Start with your most repetitive one. Think about what you or
your team did this week that was tedious, manual, or took longer than it should have. That’s your first Al
use case.

Good starting points:
® Summarizing a long document or report
® Drafting an email or client communication
® Comparing two spreadsheets or pulling data from a PDF
® Turning meeting notes into action items
® Cleaning up or reformatting messy data

The rule of thumb: if you'd hand it to an intern and say “just get through this,” Al can probably do it
faster.

Step 2: Try It Right Now

You don’t need a budget or a strategy to experiment. Go to https://www.claude.ai, create a free account,
and try your first task.

Upload the document. Paste the data. Describe the problem. Write your prompt the way you’d explain the
task to a smart colleague, plain language, specific about what you want back.

For example:

Option 1: “I need to send an email to my team explaining that we're changing our project management
tool from Basecamp to Asana. The tone should be positive and focused on what's improving for the team.
Keep it under 200 words.”

Option 2: "Summarize the key requirements from OSHA's updated workplace safety guidelines that would
apply to a 50-person office environment. Give me the top 5 things | need to know as a business owner."

That’s it. Your first interaction with Al should take less than five minutes.

Step 3: Get Better Results with Better Prompts

Al is only as good as the instructions you give. A vague prompt gets a vague answer. A specific prompt
gets something you can actually use. Three things that immediately improve your results:

Give it a role. “You're a financial analyst reviewing this quarterly report” gets a very different answer than
“look at this spreadsheet.” The role frames how Al thinks about your request.

Be specific about the output. Tell it exactly what you want back — a table, a summary, a draft email, a
comparison. “Give me a table with columns for vendor name, invoice amount, and due date” is better than
“organize this.”

”

Iterate, don’t restart. If the first result isn’t quite right, tell Al what to fix. “Make it shorter.” “Focus on the
budget section.” “Rewrite this so | can send it to my CFO.” Al gets better the more you direct it.
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Step 4: Set Your Guardrails

Before Al goes beyond personal experimentation, put some ground rules in place. The most effective way
to do this is to implement a formal Al Acceptable Use Policy. It doesn't need to be 20 pages; it needs to
give your team clear answers to three questions:

What data can and cannot go into Al tools? Publicly available information and internal drafts are
generally low risk. Client PIl, protected health information, financial account numbers, and proprietary
data need more caution. Know where the line is for your industry and put it in writing, so your team isn't
guessing.

Which tools are approved? Not all Al platforms handle your data the same way. Some train on your
inputs, some don't. Some offer enterprise agreements and compliance certifications; some don't. If you're
in healthcare, financial services, life sciences, or any regulated industry, confirm your platform supports
your compliance requirements, BAA availability, SOC 2, encryption at rest. Your Al use policy should
explicitly name the approved tools.

Who reviews Al output before it goes external? Al is a drafting tool, not a decision-maker. Anything
going to a client, a board, or a regulator should be reviewed by a human who owns the accuracy. Define
this accountability in your policy so there's no ambiguity.

An Al Acceptable Use Policy protects your organization, gives your team confidence to use Al without
fear of making a compliance mistake, and demonstrates to clients and regulators that you take data
governance seriously. If you need help building one, Insource Services offers Al Acceptable Use Policy
drafting assistance, contact us to get started.

Step 5: Run a Pilot

Don’t roll Al out to your entire organization on day one. Pick 2—3 people who are curious and willing. Give
them a specific use case — not an open-ended “try Al and see what happens.” Set a two-week window.

Have your pilot participants track three things:

®* How much time the task took before Al vs. with Al
®*  Whether the output was usable as-is or needed significant editing
®* Whether they kept using it after the first few days or abandoned it

A focused pilot with clear metrics tells you more in two weeks than six months of casual experimentation.
If it works, you have data to justify expanding. If it doesn’t, you learn why before you’ve invested in a full
rollout.

Step 6: Make It a Habit

The difference between organizations that get value from Al and those that don’t isn’t the technology —
it's consistency. Commit to using Al for at least one task per day for two weeks. That's how it becomes
part of your workflow, not a novelty you tried once.

Build a prompt library. WWhen someone on your team figures out a prompt that works well, save it and
share it. Don’t make everyone start from scratch. A shared prompt library turns individual experimentation
into organizational knowledge.

Revisit your guardrails quarterly. Al capabilities are evolving fast. The policy you wrote in Q2 may need
to be updated by Q4. Build a regular review cycle so your guidelines stay current.
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Step 7: When You’re Ready for More

Once your team is comfortable using Al for everyday tasks, the next level is connecting Al to the tools you
already use, your email, your documents, your project management, and your data. That’s where real
operational efficiency gains happen.

Consider:
®* Implementing Al Acceptable Use Policy
® Al training tailored to your industry and your team’s actual workflows
® Evaluating which platform is the right long-term fit for your compliance and security requirements
® Building Al into your standard operating procedures, not just individual productivity

Ready to go from experimenting to operationalizing?
Insource Services can help you adopt Al securely, compliantly, and at your pace.

www.insourceservices.com
781-235-5490
Insource Services, Inc. | Wellesley, MA
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