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Welcome
You don't need to be a tech expert to use AI. You just need a clear goal, a little curiosity, and
the right guidance. That's exactly what this guide delivers.
Claude AI — made by Anthropic — is one of the most capable AI assistants available today. It can
write, research, analyse, plan, and brainstorm alongside you, saving hours every week and helping
you show up as a sharper, faster, more creative version of yourself in your business.

 A plain-English explanation of what Claude AI is and why it matters for your business
7 high-impact ways to use Claude starting this week
20+ copy-paste-ready prompts tailored for entrepreneurs and small business owners
A simple daily workflow to make AI a natural part of your routine
Tips to avoid the most common beginner mistakes

"Think of Claude as a brilliant, always-available business partner who never gets tired,
never judges your ideas, and charges nothing extra for a second opinion."

What You'll Get From This Guide
→

→

→

→

→



Page 3

What's Inside

0

1

0

2

0

3

0

4

0

5

0

6

0

7

0

8

0

9

1

0

1

1

What Is Claude AI? Why Claude Beats Copy-

Pasting From Google 7 Ways to Use Claude in

Your Business Content Creation on Autopilot

Customer Communication Made Easy

Research, Strategy & Decision-Making

Operations & Admin — Get Time Back Your

20+ Prompt Starter Pack Building Your Daily AI

Habit Common Mistakes & How to Avoid Them

Your Next Steps

4

5

6

7

8

9

10

11

13

14

15



Page 4

CHAPTER 01

What Is Claude AI?
 

 Writing — emails, proposals, social posts, website copy, scripts

 Research & Summaries — distilling long documents into clear takeaways

 Strategy — brainstorming ideas, evaluating options, building plans

 Communication — drafting responses to customers, partners, or your team

 Admin — creating templates, checklists, SOPs, and repetitive documents

Claude is available at claude.ai — sign up for free and start today. A free plan is
available, and paid plans unlock longer conversations and priority access.

You type a message — called a prompt — and Claude responds. The more clearly you describe
what you need, the better the output. You can refine or redirect just like talking to a colleague.

Claude isan AI assistant builtbyAnthropic, acompany founded with a singular focus: making AI
that is safe, honest, and genuinely helpful. Unlike a search engine that just returns links, Claude
holds a real conversation — understanding context, following nuance, and producing thoughtful,
well-written responses.

You can think of Claude as a combination of a skilled writer, a diligent researcher, a strategic
advisor, and a patient teacher — all in one tool you can access from your browser in seconds.
How It Works (Simply Put)

What Claude Is Great At
✓

✓

✓

✓

✓
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CHAPTER 02

Why Claude Beats Googling Everything
 

Traditional Approach With Claude

Most businessowners spend enormoustime searchingforanswers, piecing togetherinformation
from five different tabs, and still feeling unsure. Claude collapses that into one conversation.

Search Google for 30 min

Hire a freelancer for a draft

Guess at your pricing strategy

Stare at a blank page

Read a 40-page report

Ask Claude — get a tailored answer in 30 sec

Claude writes a draft you can refine instantly

Claude analyses your market and suggests options

Claude gives you 10 ideas immediately

Paste it in — Claude gives you the key points
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CHAPTER 03

7 Ways to Use Claude in Your Business
 

Create SOPs, meeting agendas, onboarding docs, and internal
scratch.

Get plain-English explanations of complex topics, or build training materials for your team.

Write professional, warm, on-brand replies to enquiries, complaints, and reviews in seconds.

templates without starting from

Ask Claude to analyse competitors, summarise industry trends, or outline a target audience profile.

Here isa practical overview ofthe sevenhighest-impact areaswhereClaudecansaveyoutimeand
help your business grow — even if you have never used AI before.

Use Claude as a sounding board — share a challenge and get structured frameworks and options
back.

Generate persuasive proposal drafts, sales scripts, or follow-up sequences tailored to your offering.

Blog posts, social captions, email newsletters, ad copy — Claude drafts them all at speed, in your
voice.

3. Market Research

1. Content Creation

6. Sales & Proposals

4. Strategy & Planning

5. Operations & Admin

7. Learning & Development

2. Customer Communication
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CHAPTER 04

Content Creation on Autopilot
 Consistentcontent is the lifebloodof modernbusinessvisibility.Claudesolves the three biggest

blockers: running out of ideas, time, and energy.

Monthly content calendar

Long-form writing
 

Repurposing content
 

 

Paste in ablogpost andaskClaude to turn it into five tweets, a LinkedIn post, an email teaser, and
a short video script — instantly.

AskClaudefor a month'sworth of social media post ideas in one prompt. Give it your niche,
audience, and tone — it delivers a structured calendar ready to execute.

Blogpoststhat usedto take three hours can be drafted in fifteen minutes. You provide the angle;
Claude does the heavy lifting.
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CHAPTER 05

Customer Communication Made Easy
 How youcommunicate with customers defines yourbrand. Claudehelpsyourespondfaster,

more professionally, and with consistent warmth — even on your busiest days.

Handling enquiries

Writing FAQs
 

 

Managing complaints
 

AskClaude to generate a full FAQ page based on a brief description of your product or service —
saving hours of writing.

Claude draftsempathetic,solution-focused responses to negative feedback without sounding
robotic or defensive.

Paste inacustomerquestion and ask Claude to draft a helpful, professional reply that matches your
brand tone.
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CHAPTER 06

Research, Strategy & Decision-Making
 Smart decisionscomefromgoodinformation.Claudehelpsyougather,organise,andmake

sense of information faster than any other tool.

Competitor analysis

Business planning
 

 

Summarising research
 

Shareyourrevenue goaland current situation — Claude will help you map out a realistic action plan
with milestones and priorities.

Pastein anyarticle,report,ordocument and ask Claude to give you the three key takeaways
relevant to your business.

Describe yourcompetitorsand ask Claude to identify gaps in the market, positioning opportunities,
or pricing strategy insights.
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CHAPTER 07

Operations & Admin — Get Time Back
 Everyhourspent on adminisan hournotspentongrowth.Claudehandlestherepetitive,

document-heavy work that drains your week.

Standard Operating Procedures

Meeting preparation
 

Templates & checklists
 

 Describeaprocess youfollowandaskClaude to turn it into a step-by-step SOP document a new
team member could follow.

Frominvoicefollow-upemailsto project kickoff checklists, Claude creates reusable templates in
minutes.

GiveClaude themeetingtopic and attendees — it will draft an agenda, key talking points, and a list
of decisions to make.
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CHAPTER 08

Your 20+ Prompt Starter Pack
 Copy anyof theseprompts directly intoClaude.Swapthe [bracketed]sections for your own details.

Each prompt is designed to get you a high-quality, usable result immediately.

■■ 

■■ 

■■ 

CONTENT PROMPTS

STRATEGY PROMPTS

CUSTOMER PROMPTS
Responding to an Enquiry

✦ 

✦ 

✦ 

✦ 

✦ FAQ Page

Blog Post Draft

Email Newsletter

Responding to a Complaint

✦ Monthly Social Media Calendar
Create a 4-week social media content calendar for a [type of business] targeting

[audience]. Include post ideas for Instagram, LinkedIn, and Facebook. Tone:

[professional/friendly/bold].

Write a 600-word blog post titled "[Your Title Here]" for [your audience].

Include an engaging intro, 3 key sections with subheadings, and a clear

call-to-action.

Generate 10 frequently asked questions and detailed answers for a [type of

business] that sells [product/service] to [target audience].

Write a monthly email newsletter for my [business type]. Topic this month:

[topic]. Keep it under 300 words, friendly in tone, and include one clear CTA.

A potential customer sent this message: "[paste their message]". Write a

professional, warm reply that answers their question and invites the next step.

A customer left this review: "[paste review]". Write a professional, empathetic

response that acknowledges the issue and offers a solution.
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✦ 

✦ 

✦ 

✦ 

✦ 

✦ 

✦ 

Pricing Strategy

✦ Meeting Agenda
Create a structured 60-minute meeting agenda for [meeting purpose] with

[attendees]. Include time allocations, discussion points, and a section for

decisions and actions.

Sales Page Copy

90-Day Business Plan

Explain a Concept Simply

Competitor Analysis Brief

Follow-Up Email Sequence

Standard Operating Procedure

Help me create a 90-day action plan to [goal]. Include weekly priorities, key

milestones, and metrics to track progress.

I offer [service/product] and currently charge [price]. Suggest 3 alternative

pricing strategies with pros and cons for my target market: [describe].

Create a step-by-step SOP for the following process in my business: [describe

process]. Format it as a numbered checklist a new team member could follow

without help.

I run a [type of business]. My main competitors are [A] and [B]. Analyse their

likely strengths and weaknesses, and suggest 3 ways I could differentiate.

Write a persuasive sales page for [product/service]. Target audience:

[describe]. Include a headline, 3 key benefits, social proof placeholder, and a

closing CTA.

Write a 3-email follow-up sequence for leads who downloaded my [freebie]. Goal:

get them to book a discovery call. Tone: helpful, not pushy.

■■ 

■■ 

■■ 

SALES PROMPTS

LEARNING PROMPTS

OPERATIONS PROMPTS
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Explain [concept e.g. cash flow / SEO / brand positioning] as if I have no

background in it, using a simple analogy and practical examples for a small

business owner.
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CHAPTER 09

Building Your Daily AI Habit
 ThebiggestproductivitygainscomefrommakingClaudeanatural,daily habit. Here is a simple

routine to start with.

Morning (5 min)

During Work
 

 

Weekly (15 min)
 

End of Day (5 min)
 

Pro tip: save your best prompts in a simple document. Over time you'll build a personal
prompt library tailored to your exact business — one of the most valuable assets you
can create.

Pickone area ofyourbusiness and have a focused strategy conversation with Claude. Ask it to
challenge your assumptions.

Anytimeyou face a writing task, a decision, or a research question — open Claude first before
doing anything manually.

OpenClaude andpaste in your top 3 priorities for the day. Ask it to suggest how to order them and
flag potential blockers.

Pastein whatyouaccomplished and ask Claude to help you draft a brief status update for clients,
partners, or your team.
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CHAPTER 10

Common Mistakes & How to Avoid
Them
Most people who feel disappointed withAIaremakingoneofahandfulofpredictableerrors. Here is

 

Like any skill, prompting improves with practice.
experiment with rephrasing. You'll get better fast.

If you don't get a great 

Claude is excellent at reasoning and writing, but can occasionally be wrong on specific facts. Always
verify critical data independently.

what to watch for — and what to do instead.

If Claude misses the mark, say so and explain why. "That's too formal, make it more conversational"
works brilliantly. Claude responds well to clear feedback.

"Write me some marketing content" gives Claude almost nothing to work with. Always include your
audience, tone, goal, and context. The more specific, the better.

Claude's first response is a starting point, not a final product. Ask it to revise, improve, shorten, or
take a different angle. Iteration is where the magic happens.

result immediately,

✗ Being too vague

✗ Not giving feedback

✗ Giving up after one try

✗ Accepting the first draft

✗ Using it for facts without checking
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CHAPTER 11

Your Next Steps
 Younowhave everything youneedtostart using Claude AI to grow your business. Here is your

action plan for the next 7 days:

Day 1

Day 6

Day 7

Day 2–3

Day 4–5

Pick one task from your to-do list and use a prompt
complete it with Claude.

from Chapter 8 to

Reflect: what worked? Save your best prompts. You've built the foundation
of your AI workflow.

Have a 20-minute strategy conversation with Claude about one business
challenge you're facing.

Remember: every expert was once a beginner. The business owners winning with AI
are not the most technical — they're the most consistent. Start today, experiment freely,
and watch what happens when you have the world's best AI assistant in your corner.

Tackle a writing task you've been putting off — a proposal, email sequence,
or social posts.

Sign up at claude.ai (it's free) and spend 15 minutes exploring. Ask it
anything about your business.

You've got this. ■
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	CHAPTER 01 What Is Claude AI?
	Claude isan AI assistant builtbyAnthropic, acompany founded with a singular focus: making AI
	that is safe, honest, and genuinely helpful. Unlike a search engine that just returns links, Claude holds a real conversation — understanding context, following nuance, and producing thoughtful, well-written responses. You can think of Claude as a combination of a skilled writer, a diligent researcher, a strategic advisor, and a patient teacher — all in one tool you can access from your browser in seconds. How It Works (Simply Put)
	You type a message — called a prompt — and Claude responds. The more clearly you describe what you need, the better the output. You can refine or redirect just like talking to a colleague.
	Claude is available at claude.ai — sign up for free and start today. A free plan is available, and paid plans unlock longer conversations and priority access.
	What Claude Is Great At
	Writing — emails, proposals, social posts, website copy, scripts
	Research & Summaries — distilling long documents into clear takeaways
	Strategy — brainstorming ideas, evaluating options, building plans
	Communication — drafting responses to customers, partners, or your team
	Admin — creating templates, checklists, SOPs, and repetitive documents


	CHAPTER 02 Why Claude Beats Googling Everything
	Most businessowners spend enormoustime searchingforanswers, piecing togetherinformation
	from five different tabs, and still feeling unsure. Claude collapses that into one conversation.
	Traditional Approach
	Search Google for 30 min
	Hire a freelancer for a draft
	Guess at your pricing strategy
	Stare at a blank page
	Read a 40-page report

	With Claude
	Ask Claude — get a tailored answer in 30 sec
	Claude writes a draft you can refine instantly
	Claude gives you 10 ideas immediately
	Paste it in — Claude gives you the key points
	Claude analyses your market and suggests options


	CHAPTER 03 7 Ways to Use Claude in Your Business
	Here isa practical overview ofthe sevenhighest-impact areaswhereClaudecansaveyoutimeand
	help your business grow — even if you have never used AI before.
	1. Content Creation
	Blog posts, social captions, email newsletters, ad copy — Claude drafts them all at speed, in your voice.

	2. Customer Communication
	Write professional, warm, on-brand replies to enquiries, complaints, and reviews in seconds.

	3. Market Research
	Ask Claude to analyse competitors, summarise industry trends, or outline a target audience profile.

	4. Strategy & Planning
	Use Claude as a sounding board — share a challenge and get structured frameworks and options back.

	5. Operations & Admin
	Create SOPs, meeting agendas, onboarding docs, and internal scratch.
	templates without starting from

	6. Sales & Proposals
	Generate persuasive proposal drafts, sales scripts, or follow-up sequences tailored to your offering.

	7. Learning & Development
	Get plain-English explanations of complex topics, or build training materials for your team.


	CHAPTER 04 Content Creation on Autopilot
	Consistentcontent is the lifebloodof modernbusinessvisibility.Claudesolves the three biggest
	blockers: running out of ideas, time, and energy. Monthly content calendar
	AskClaudefor a month'sworth of social media post ideas in one prompt. Give it your niche,
	audience, and tone — it delivers a structured calendar ready to execute.
	Long-form writing
	Blogpoststhat usedto take three hours can be drafted in fifteen minutes. You provide the angle;
	Claude does the heavy lifting.

	Repurposing content
	Paste in ablogpost andaskClaude to turn it into five tweets, a LinkedIn post, an email teaser, and
	a short video script — instantly.


	CHAPTER 05 Customer Communication Made Easy
	How youcommunicate with customers defines yourbrand. Claudehelpsyourespondfaster,
	more professionally, and with consistent warmth — even on your busiest days. Handling enquiries
	Paste inacustomerquestion and ask Claude to draft a helpful, professional reply that matches your
	brand tone.
	Managing complaints
	Claude draftsempathetic,solution-focused responses to negative feedback without sounding
	robotic or defensive.

	Writing FAQs
	AskClaude to generate a full FAQ page based on a brief description of your product or service —
	saving hours of writing.


	CHAPTER 06 Research, Strategy & Decision-Making
	Smart decisionscomefromgoodinformation.Claudehelpsyougather,organise,andmake
	sense of information faster than any other tool. Competitor analysis
	Describe yourcompetitorsand ask Claude to identify gaps in the market, positioning opportunities,
	or pricing strategy insights.
	Business planning
	Shareyourrevenue goaland current situation — Claude will help you map out a realistic action plan
	with milestones and priorities.

	Summarising research
	Pastein anyarticle,report,ordocument and ask Claude to give you the three key takeaways
	relevant to your business.


	CHAPTER 07 Operations & Admin — Get Time Back
	Everyhourspent on adminisan hournotspentongrowth.Claudehandlestherepetitive,
	document-heavy work that drains your week. Standard Operating Procedures
	Describeaprocess youfollowandaskClaude to turn it into a step-by-step SOP document a new
	team member could follow.
	Meeting preparation
	GiveClaude themeetingtopic and attendees — it will draft an agenda, key talking points, and a list
	of decisions to make.

	Templates & checklists
	Frominvoicefollow-upemailsto project kickoff checklists, Claude creates reusable templates in
	minutes.


	CHAPTER 08 Your 20+ Prompt Starter Pack
	Copy anyof theseprompts directly intoClaude.Swapthe [bracketed]sections for your own details.
	Each prompt is designed to get you a high-quality, usable result immediately.
	CONTENT PROMPTS
	✦ Monthly Social Media Calendar Create a 4-week social media content calendar for a [type of business] targeting [audience]. Include post ideas for Instagram, LinkedIn, and Facebook. Tone: [professional/friendly/bold].
	Blog Post Draft
	Write a 600-word blog post titled "[Your Title Here]" for [your audience]. Include an engaging intro, 3 key sections with subheadings, and a clear call-to-action.

	Email Newsletter
	Write a monthly email newsletter for my [business type]. Topic this month: [topic]. Keep it under 300 words, friendly in tone, and include one clear CTA.

	CUSTOMER PROMPTS Responding to an Enquiry
	A potential customer sent this message: "[paste their message]". Write a professional, warm reply that answers their question and invites the next step.

	Responding to a Complaint
	A customer left this review: "[paste review]". Write a professional, empathetic response that acknowledges the issue and offers a solution.

	FAQ Page
	Generate 10 frequently asked questions and detailed answers for a [type of business] that sells [product/service] to [target audience].


	STRATEGY PROMPTS
	Competitor Analysis Brief
	I run a [type of business]. My main competitors are [A] and [B]. Analyse their likely strengths and weaknesses, and suggest 3 ways I could differentiate.

	90-Day Business Plan
	Help me create a 90-day action plan to [goal]. Include weekly priorities, key milestones, and metrics to track progress.

	Pricing Strategy
	I offer [service/product] and currently charge [price]. Suggest 3 alternative pricing strategies with pros and cons for my target market: [describe].


	SALES PROMPTS
	Sales Page Copy
	Write a persuasive sales page for [product/service]. Target audience: [describe]. Include a headline, 3 key benefits, social proof placeholder, and a closing CTA.

	Follow-Up Email Sequence
	Write a 3-email follow-up sequence for leads who downloaded my [freebie]. Goal: get them to book a discovery call. Tone: helpful, not pushy.


	OPERATIONS PROMPTS
	Standard Operating Procedure
	Create a step-by-step SOP for the following process in my business: [describe process]. Format it as a numbered checklist a new team member could follow without help.
	✦ Meeting Agenda Create a structured 60-minute meeting agenda for [meeting purpose] with [attendees]. Include time allocations, discussion points, and a section for decisions and actions.


	LEARNING PROMPTS
	Explain a Concept Simply

	Explain [concept e.g. cash flow / SEO / brand positioning] as if I have no background in it, using a simple analogy and practical examples for a small business owner.
	CHAPTER 09 Building Your Daily AI Habit
	ThebiggestproductivitygainscomefrommakingClaudeanatural,daily habit. Here is a simple
	routine to start with. Morning (5 min)
	OpenClaude andpaste in your top 3 priorities for the day. Ask it to suggest how to order them and
	flag potential blockers.
	During Work
	Anytimeyou face a writing task, a decision, or a research question — open Claude first before
	doing anything manually.

	End of Day (5 min)
	Pastein whatyouaccomplished and ask Claude to help you draft a brief status update for clients,
	partners, or your team.

	Weekly (15 min)
	Pickone area ofyourbusiness and have a focused strategy conversation with Claude. Ask it to
	challenge your assumptions.
	Pro tip: save your best prompts in a simple document. Over time you'll build a personal prompt library tailored to your exact business — one of the most valuable assets you can create.

	CHAPTER 10 Common Mistakes & How to Avoid Them Most people who feel disappointed withAIaremakingoneofahandfulofpredictableerrors. Here is
	what to watch for — and what to do instead.

	✗ Being too vague
	"Write me some marketing content" gives Claude almost nothing to work with. Always include your audience, tone, goal, and context. The more specific, the better.

	✗ Accepting the first draft
	Claude's first response is a starting point, not a final product. Ask it to revise, improve, shorten, or take a different angle. Iteration is where the magic happens.

	✗ Not giving feedback
	If Claude misses the mark, say so and explain why. "That's too formal, make it more conversational" works brilliantly. Claude responds well to clear feedback.

	✗ Using it for facts without checking
	Claude is excellent at reasoning and writing, but can occasionally be wrong on specific facts. Always verify critical data independently.

	✗ Giving up after one try
	Like any skill, prompting improves with practice. experiment with rephrasing. You'll get better fast.
	If you don't get a great
	result immediately,

	CHAPTER 11 Your Next Steps
	Younowhave everything youneedtostart using Claude AI to grow your business. Here is your
	action plan for the next 7 days:
	Day 1
	Sign up at claude.ai (it's free) and spend 15 minutes exploring. Ask it anything about your business.

	Day 2–3
	Pick one task from your to-do list and use a prompt complete it with Claude.
	from Chapter 8 to

	Day 4–5
	Tackle a writing task you've been putting off — a proposal, email sequence, or social posts.

	Day 6
	Have a 20-minute strategy conversation with Claude about one business challenge you're facing.

	Day 7
	Reflect: what worked? Save your best prompts. You've built the foundation of your AI workflow.
	Remember: every expert was once a beginner. The business owners winning with AI are not the most technical — they're the most consistent. Start today, experiment freely, and watch what happens when you have the world's best AI assistant in your corner.


	You've got this.

