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You went info business to do the work you
love, pay your bills and enjoy being your
own boss, not clean up email lists, perform
document management or do accounts.

You know how important the 80/20 rule is —
time spent on your business, not just in your
business — you just need more time.

Al, also called generative Al (Gen Al), is the
virtual assistant you’re waiting for, lefting
you automate tasks from the creative to the
administrative and everything in between.

But there are pitfalls as well as opportunities
in several business-critical areas, so let
WADSIH help you find the best path forward.



What you can do with Al

No matter what industry or sector you work in as an SME, artificial intelligence can help you operate better,
faster and more efficiently.

Customer Service

> Chatbot. Build an Al chatbot
to deploy on your website to
handle customer enquiries 24/7.

> Chatbot tools
ChatGPT, Microsoft Copilot,
Google Gemini, ZenDesk

> Contact triage. Al can classify
incoming contacts from emails,
social posts, efc, reporting on
those requiring the most urgent
response, even suggesting
replies based on past activity.

Content creation

> Video/image generation.
Give Al a prompt describing the
picture or clip you want to see,
even with technical aspects like
camera angle and lighting.

> Video/image generation tools
ChatGP1/Sora, Luma Al,
Synthesia, Canva

> Website development. Send
Al your website address and the
content you want on a new page,
and it can create the code that

Business Intelligence

> Natural language business
insights. Ask questions about
performance or inventory like
you would a human colleague,
and Al collects and synthesises
data from data and platforms
to find and present the answer
using text or visuals.

> Natural language business
insights tools

Microsoft Power Bl + Copilot,
Google Gemini, ChatGPT

> Data cleanup. If disparate
records need combining for
accounting or reporting, Al
can automatically fix problems
like dates with different

> Contact triage tools
Freshworks, ZenDesk

> Scheduling. Integrate a
calendar function onto your
website where customers can
make appointments, updating
your schedule automatically as
changes arise.

> Scheduling tools
Reclaim, Clockwise

matches your site design.

> Website development tools
ChatGPT, Wix, Shopify, FeedHive

> Social posts. Upload
information about your product
or service and Al can create,
schedule and publish social
media posts to market it.

> Social posts tools
ChatGPT, Hootsuite, Buffer

formats, duplicated or empty
records, detecting and flagging
suspicious entries and more.

> Data cleanup tools
Microsoft Excel + Copilot, Trifacta
(Google Cloud), OpenRefine

> Competitor analysis. Al can
collect and present information
about competitor prices, offers,
new products or other changes
in the market, which can tell you
where you stand in comparison
on a constant basis.

> Competitor analysis tools
SimilarWeb, ChatGPT, Crayon.co

Marketing and sales

> Lead synthesis. Al can
ingest confent from incoming
contact channels, automatically
qualifying and classifying lead
approaches based on likelihood
o buy.
> Lead synthesis tools
Levity, Zapier, Hubspot

> Customer Mapping. Track
how customers interact with
marketing channels like your
website or email newsletters to
identify drop off or conversion

Productivity

> Note taking. Natural language
processing can convert audio fo

fext on the fly so you don’t have

fo take notes during meetings.

> Note taking tools
Microsoft Copilot, Fathom, Otter

> Knowledge management.

Al can scan and index your files
and answer questions even when
you're not entirely sure where the
relevant documents are or what
they’re called.

points and adjust offers based on
behaviour

> Customer mapping tools
Google Analytics, Adobe Sensei

> Recommendations.

Create personalised product
recommendations based on past
customer purchases/behaviour.

> Recommendations tools
Salesforce, Zapier

> Knowledge management tools
Slite, Notion, Onyx

Project management. Project
management Al can break
projects into tasks and timelines,
automatically assigning or
rescheduling deliverables if
things change, providing smart
summaries of workflows.

> Project management tools
Asana, Trello, ClickUp, Monday

Finance and accounting

> Automated bookkeeping.

Al can ingest data feeds straight
from your financial institution,
automatically categorising and
reconciling transactions and
producing reports for your
accountant or tax authorities.

> Automated bookkeeping tools
Quickbooks, Xero, Zoho Books

> Invoice and expense
management. Data from

your accounting records —

or even original invoices and
receipts — can be scanned

and processed by Al to make
sure incoming and outgoing
payments are reconciled and can

flag anomalies like duplicates or
outstandings for further action.

> Invoice and expense
management tools
Expensify, Dext, Ramp

> Cashflow forecasting. With

a deeper understanding of your
financial position than you could
read from a hundred reports,

Al can predict future income,
breaking down where you should
apply your sales efforts.

> Cashflow forecasting tools
Float, Fathom, Quickbooks
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https://chatgpt.com
https://copilot.microsoft.com/
https://gemini.google.com/
https://www.zendesk.com
https://www.freshworks.com/freshdesk/
https://www.zendesk.com
https://reclaim.ai/
https://www.getclockwise.com/
https://chatgpt.com
https://lumalabs.ai/
https://www.synthesia.io
https://www.canva.com/en_au/
https://chatgpt.com
https://www.wix.com
https://www.shopify.com/au
https://www.feedhive.com
https://chatgpt.com
https://hootsuite.com
https://buffer.com
https://www.microsoft.com/en-au/power-platform/products/power-bi/desktop
https://copilot.microsoft.com/
https://gemini.google/about/
https://chatgpt.com
https://excel.cloud.microsoft/
https://copilot.microsoft.com/
https://cloud.google.com/blog/products/data-analytics/new-dataprep-ai-features-for-data-wrangling
https://cloud.google.com/blog/products/data-analytics/new-dataprep-ai-features-for-data-wrangling
https://openrefine.org/
https://www.similarweb.com
https://chatgpt.com
https://www.crayon.co
https://quickbooks.intuit.com/au/
https://www.xero.com/au/
https://www.zoho.com/au/books/
https://www.expensify.com
https://dext.com/au
https://ramp.com/
https://www.floatapp.com/
https://www.fathomhq.com/
https://quickbooks.intuit.com/au/
https://levity.ai/
https://zapier.com
https://www.hubspot.com/products/artificial-intelligence
https://360suite.google.com/
https://www.adobe.com/au/sensei/generative-ai.html
https://www.salesforce.com/artificial-intelligence/
https://zapier.com
https://copilot.microsoft.com/
https://fathom.video
https://otter.ai/
https://slite.com/
https://www.notion.com/help/guides/category/ai
https://www.onyx.app
https://asana.com/product/ai
https://trello.com/
https://clickup.com/ai
https://monday.com

Demystifying Generative Al

By now you’ve heard about Al and all the industries it’s disrupting (including yours), and if you haven’t used if,
you might be wondering why it’s caught on so quickly and completely across such disparate business sectors.

Quite simply, Al lets you be more productive and do more faster. The reason it’s so user friendly is because you
engage with it using natural language just like you would a human colleague.

Visiting the website for and/or logging into accounts with OpenAl’s ChatGPT, Anthropic’s Claude.ai, Meta’s
Meta.ai, Microsoft’'s CoPilot or Adobe Firefly lets you ask a question, create something in words, pictures or
video or analyse existing data to find the information you want by simply typing a prompt into a text field using
your own words.

There’s no complex software involved and no programming or coding knowledge required, just your implicit
understanding of what you want to accomplish, create or research.

Al is uniquely suited to business because so much of the information we deal with is digital, making the
automation of tasks easy. In small business, where information isn’t usually stored in separate domains or silos,
it can also put digital records from separate systems together to come up with ideas or workflows that might
improve processes or your bottom line.

But the most important thing to know about Al is that your competitors are already using it (or planning to);

Up to 29% of small businesses
have adopted Al [11.

41% of small companies are developing 48% of small businesses use Al most often for

an Al strategy [2]. customer relationship management [3].

Getting Started

« Start by carefully looking at your needs, and
the areas where Al might help will emerge from
knowledge of your procedures.

» Choose a simple, single example in one area
rather than trying to upend a whole workflow
or process at once.

» Research the popular tools, and if need be, sign
up for free trials to assess their performance to find
one that suits your needs, budget and integrates
successfully with your data and systems.
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» Make sure your data is ready for Al to action.
Missing, duplicate or incorrect records can all
negatively affect outputs.

» Make training for team members or collaborators
who'll work with Al alongside you part of the
procedure.

» Keep close watch on the results and be prepared
to make changes as the need arises.
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Guidelines: What to keep in mind

when using Al in small business

Accuracy and bias

Accuracy and bias in Al systems can have a big impact when you use it for small businesses. If inaccurate or biased
information finds its way info content that comes from Al, the responsibility is yours, so confirm it with credible and
independent sources before you publish or release it.

Recent examples include a US Superbowl ad from Google promoting the use of Gemini in small business, in which a
cheese company included a statistic reported from Al that turned out to be false, the social media backlash causing an
embarrassing backpedal.

In 2023, a group of Australian academics made a submission o a parliamentary enquiry accusing four large consultancy
firms of financial wrongdoing, information that turned out to be false and which they admitted was generated by Al.

v Do: If you have Al create a thought leadership X Don’t: Issue an Al-generated marketing

piece about your industry for your blog, verify any email before checking for bias in the intended
facts or claims it includes with reputable sources recipients. A/B test with other demographics
before you publish and distribute it to customers and expand criteria beyond just age or purchase
or users. history to diversify training data for future use.

Data privacy

Everything you know about privacy and user data on the internet still applies in the Al era. You need to be very mindful
about where you send sensitive information, and you’re responsible for responsible data collection, data security and
staying abreast of legislative changes.

Samsung employees sent documents containing private customer information to ChatGPT for data analysis in May 2023,
exposing sensitive data fo such a degree it prompted managers to prohibit the use of generative Al across the whole
company.

In March 2025, an employee of Walt Disney Studios downloaded an Al tool from Github, unaware it contained malware
and exposing over 44 million messages from the company’s Slack channel.

v Do: If you provide customer records to an Al in X Don’t: Forget to check the data retention

the form of spreadsheets, SQL or CSV files you policies of storage or management platforms
export from your website or CRM platform to you use. They might be using your data to train
look for trends, remove all personally identifiable public Al tools without you knowing, which might
information like name, address and email first. include private information.
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https://www.sfgate.com/tech/article/google-super-bowl-ad-edit-gemini-ai-20149836.php
https://www.theguardian.com/business/2023/nov/02/australian-academics-apologise-for-false-ai-generated-allegations-against-big-four-consultancy-firms
https://www.bloomberg.com/news/articles/2023-05-02/samsung-bans-chatgpt-and-other-generative-ai-use-by-staff-after-leak
https://news.outsourceaccelerator.com/ai-tool-download-disney-security-breach/

Guidelines: What to keep in mind
when using Al in small business (cont)

IP and authorship

Only a human can legally author a creative work because Al can’t understand or divulge conflicts of interest or copyright/
licensing structures. If you use Al to create confent you might not have a legitimate copyright claim to use or sell it.

As an August 2024 article by the European DIGITAL SME Alliance said; ‘If an Al tool inadvertently produces work that
copies patented inventions or copyrighted materials, the small business using the tool could face legal challenges’.

In January 2025 a lawsuit revealed that Meta, owner of Facebook, had used a database containing pirated books to train
its Al system, sparking outrage among creators.

v Do: Read and edit written marketing content X Don’t: Assume Al-generated content is totally
you post to social media or your site or blog to original. Copy and paste it into search engines
reflect your brand’s voice. If it proves valuable or to make sure Al hasn’t copied someone else’s
authoritative later, you can’t claim authorship if Al blog or advertising copy verbatim, or you open
alone created it. yourself to accusations of plagiarism.

Transparency

There’s a lot of trepidation about Al, so honesty is the best policy. It can be as simple as a notice on your website’s T&C
page, but if you assure users or customers you only use Al for simple research or automation it will engender greater trust.

A 2024 issue of New Zealand industry publication Tradie used a cover image that seemed Al generated without admitting
it, leading observers to wonder how they could trust any other content.

Online user marketplace Etsy found itself the focal point of mistrust issues in June 2024 when huge amounts of content
on its platform was revealed to be Al-generated, causing the company to announce a plan fo establish strict new Al use
policies.

v Do: Disclose any interactions customers/users X Don’t: Pretend Al-generated content is your
have with Al. If you deploy a chatbot for customer own work. If it contains inaccuracies, biases or
queries on your website, have it introduce itself as mistakes and customers use it to make decisions
Al and offer to hand the conversation to a human that adversely affects them, your company will
operator if the user prefers. be liable and your reputation will suffer.

Where to go next. Try it out! Most Al product providers offer expanded capabilities like image/ Sources

. . q 3 e R 8 [1] https://www.forbes.com/sites/gilpress/2020/01/13/
video generation or data analysis through paid subscriptions, but simple text based chat with an ai-stafs-news-only- 146-of-firms-have-deploved-ar-
Al can do everything mentioned throughout this fact sheet (and much more) completely free. EHERA e R E e NEHE

[2] https://techjury.net/blog/ai-statistics

The easiest way to test Al is to visit a popular online tool and ask it to write a product or service .

content/uploads/2024/03/Google-survey-analysis.pdf

description, blog post, social media post or even a sample plan for the near future of your business.
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