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Module 7: Claude for Data & Business Analysis

Module 8: Claude for Presentations & Business Documents

Module 9: Role-Based Claude Workflows

Module 10: Claude Projects & Personal AI Assistants

Module 11: Agentic AI & Workflow Automation

Module 12: Responsible AI, Security & AI Governance

Module 13: Capstone Projects



Module 1: Introduction to AI & Claude

Artificial Intelligence And Generative AI

Large Language Models (LLMs)

Introduction To Claude And Anthropic

Claude Capabilities And Limitations

Claude Vs ChatGPT Vs Gemini — Practical Comparison

Context, Tokens And Multimodal Capabilities — Non-Technical
Overview

Real-World Workplace Applications

Practical: First 20 Claude Prompts

Module 2: Claude AI Fundamentals

Navigating Claude

Effective Instructions And Context

Good Vs Weak Prompts

Working With PDFs, Word Documents And Files

Summarization, Extraction And Classification

Rewriting And Transformation

Structured Outputs

Responsible AI Usage

Hands-On: Professional Document Analysis

Module 3: Prompt Engineering for Professionals

Prompt Anatomy: Role + Context + Task + Constraints + Examples +
Output

Role, Context, Instruction And Constraint Prompting



Zero-Shot And Few-Shot Prompting

Task Decomposition And Prompt Chaining

Self-Review And Iterative Prompting

Structured And Long-Context Prompting

Reusable Prompt Templates

Prompts For Email, Research, Reports, Presentations, Planning And
Decision Support

Prompts For HR, Sales, Marketing, Finance And Operations

Project: 50+ Prompt Professional Library

Module 4: Claude for Everyday Productivity

Email Drafting, Rewriting And Summarization

Meeting Preparation, Summaries, Decisions And Action Items

Agenda Creation

Task And Priority Planning

Daily And Weekly Work Planning

Business Reports And Summaries

SOPs And Checklists

Document Transformation

Reusable Daily Workflows

Project: Personal AI Productivity Workflow

Module 5: Claude for Research & Knowledge Work

Research Planning

Information Extraction

Comparing Documents



Market, Competitor, Industry And Customer Research

Literature And Document Review

Research Reports And Executive Summaries

Fact-Checking And Source Evaluation

Turning Research Into Recommendations And Action Plans

Project: AI-Powered Professional Research Report

Module 6: Claude for Content & Business Communication

Business Writing

Blogs, Articles And LinkedIn Content

Newsletters And Email Content

Marketing Copy And Website Copy

Business Proposals

Executive, Customer And Internal Communication

Tone And Style Adaptation

Brand/communication Voice

Content Repurposing: One Source To Multiple Formats

Project: AI-Assisted Content And Communication System

Module 7: Claude for Data & Business Analysis

Excel, CSV And Tabular Data

Data Cleaning Concepts

Finding Trends And Patterns

Comparing Periods And Categories

Identifying Anomalies

Categorization And Summaries



Basic Calculations And Charts

Turning Data Into Business Insights

Management Reports And Recommendations

Validating AI-Generated Analysis

Project: Real-World Business Dataset Analysis

Module 8: Claude for Presentations & Business Documents

Presentation Planning

Audience And Objective Analysis

Building A Presentation Story

Slide Structure And Content

Speaker Notes

Executive, Sales, Training And Project Presentations

Business Proposals

Converting Research And Reports Into Presentations

Document → Summary → Presentation Workflow

Module 9: Role-Based Claude Workflows

HR: Job Descriptions, Interview Frameworks And Employee
Communication

Recruitment: Resume Analysis Support

Sales: Lead Research, Outreach, Proposals And Follow-Ups

Marketing: Campaigns, Content Calendars, Competitor Research And
Personas

Finance: Report Summaries And Management Communication

Operations: SOPs, Reporting And Process Improvement



Project Management: Plans, Risks, Status Reports And Stakeholder
Communication

Education And Training: Lesson Plans And Learning Materials

Business Analysis: Requirements, Process Analysis And
Documentation

Hands-On: Build One Role-Specific Claude Workflow

Module 10: Claude Projects & Personal AI Assistants

Claude Projects And Project-Specific Instructions

Adding Reference And Knowledge Documents

Specialized Workspaces

Personal Knowledge Assistant

Role-Specific Assistants For HR, Sales, Marketing, Training, Research
And Projects

Reusable Workflows And Templates

Maintaining Knowledge And Quality

Project: Specialized Professional AI Assistant

Module 11: Agentic AI & Workflow Automation

Agentic AI: Chatbot Vs Assistant Vs Agent

Tools And Actions — Non-Technical View

Planning Multi-Step Workflows

Human-In-The-Loop And Approvals

When To Automate And When To Keep Human Control

Research, Content, Sales, HR, Reporting And Meeting Workflows

Project: AI-Powered Multi-Step Professional Workflow



Module 12: Responsible AI, Security & AI Governance

AI Ethics

Hallucinations And Human Validation

Confidential And Sensitive Information

Personal And Company Data Protection

Copyright And Intellectual Property Awareness

Bias And Misinformation

Prompt Injection Awareness

When NOT To Use AI

Safe Document And Data Handling

Workplace AI Policies

Human Approval And Escalation

Module 13: Capstone Projects

Personal AI Productivity System

Role-Based Professional AI Assistant

AI-Powered Research And Business Report

End-To-End Content And Communication Workflow

AI-Powered Business Analysis Workflow

Capstone: Identify A Real Workplace Problem, Design The Claude
Workflow, Create Reusable Prompts/templates, Validate Outputs And
Document The Process
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Earn Your Certificate 
Your certificate and skills are vital to the extent of jump-starting your career and giving you 

a chance to compete in a global space.

Training Certification

Certified Member

EXCELLENCE
OF

Celebrating
Certified SAP Partner

Credential Platform Partner
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