Prompting
And a Look at 3
Popular Al Tools
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Who You Are

What’s missing™@

For whom?

Covering what?

What jurisdiction?

write a new
HR manual

Organizational details
Benefits
Remote-work rules
Etc.

What policies already exist?

In this world, it's you who is just text on a screen
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What It Needs

Meta-
Prompting

Ask the Al tool itself to
write a prompt, to write
a prompt template, or
what the elements of a
good prompt would be,

given your goals.

“Interview
Me”

Explain your desired
result, then instruct the Al
to interview you until it

nas sufficient background

Kknowledge and
understanding of your
intent to complete the

request.

I need a protractor,
a flashlight,
some duct tape...
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“Good” Looks Like %%

T Voila! f you can’t evaluate the
ih A quasar bender!
N

quality of the output,

Al probably isn’t the

right tool for the job.

And even where
= I — ) | it's good, it may not
a1 N U I . be to your taste.

-
—

’ ?‘ Be prepared to go back
' and forth quite a few times
to get a result you actually

like.
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Near Infallible

Nor are we. Is there even such a thing?

The Daily Docket |.’ COUNSEL TODA

appears to have

relied on a Rea[ CﬂnsequEnCes

Precedents

COURTS / JUSTICE / THE PROFESSION w b)
r A BRIGHTER BAR B
Judge Cancels Trial fﬂﬂl’t Sanctijops | grirs
After Al Brief Blunder | y2Yers for E{ wRiTTeN
“Enough is enough,” all UClnated i~ | "
says exasperated judge. | «counsel C&Ses is | .I

fantasyland for f; ake
of cases.”

The Litigation Review
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L¥Y5Is TRENDS PERSPECTIVE

‘PPhantom . PEOPLE / PRACTICE /[
nk Fiing Written
o Bot-WriL e cires
| = ion Backil
?{:{;{j;‘l}f]ﬁéeﬂ cases MO tl?n::rrasSEd -
in rea] c:ourt? L?;gi? ;tes ”
?10nexistent rulings.
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But it’s Incredibly
Fast

And sometimes “pretty good” is good enough.

Repeat Tasks

What do you write or do

over and over again that’s

fairly well-defined, that

you have plen
examples of, t
to review, ort

plain tedious?

ty of

nat's easy

nat's just

Solid First
Drafts

When something is a
bear to write and you're
going to review it and

pass it around for edits

anyway, let Al take a stab
at it first. See if “interview

me’ leads to new ideas.
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Make an app ‘

for that*

Al might not be infallible,
but it can create programs
that don't use Al and do
reliably produce the same
output from the same

Input every time.

* 1 know, | know. | can’t help it. | have to mention
this at every opportunity.
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ChatGPT Copilot Gemini
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Today’s Tools

Not an endorsement!




ChatGPT

ChatGPT Q O Chat Work

(&) Mew chat

E@'Imageg UPDATEL

IR Libraw@
@ 5-::heclu|ed®
@ Plugin5®
«»+ More @ @

Projects @

B Cybersecurity Configs @

Ready when you are.

Add photos & files Upload from computer

Al + AZ2lS it
= . [Iﬂ Add from library Browse and search your files

B3 Healthy Recipes

Chats ®

FPower Bl Usage Analytics

Create image Visualize anythin
Web search Find real-time news and
®* Deep research Get a detailed report

Sketch Draw and attach an image

D

Freshservice Automation Setup

3

GitHub Triage PRs, issues, Cl, and

o John Jeffcott @ _

]
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e
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1. Tools: Add files, create images, and
more

Reasoning Level

Dictation

Library: Previously uploaded/generated
Scheduled: Run prompts on a timer
Plugins: Connect to other apps
Projects: Group sources & instructions
Chats: Searchable chat history
Settings: Opt out of model training

10. Work: More models, more agency

11. Temporary Chat: Like incognito mode
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Copilot

Copilot o O Aual @
."-.. - -HH'
© HNew chat |.h Q )

Find Microsoft 505 apps

(1} Search

Iy Libra w@ " E @
Create Motebooks
Ag El1t5®

B¥ Prompt Coach o '
; & - ' &

QOutlook Teams Word Excel PowerPoint

£} Microsoft 365 Ad

#. monday.com

(g New agent & “ & q} Eg

= More agents

OneMote OneDrive SharePoint Admin More apps
Mo chats yet. Once you start chatting, -+ Messa ge Co [I:-”Gt
you can return to past conversations
here.
View all chats = Refine Writing Draft Content Summarize Find Content

@ D Jeffcott, @%3
M3265 Copilot {Basic]

[ Upgrade ]
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Tools

Dictation

Library

Agents: Like “Projects”
Chats

Settings

Temporary Chat
Model/Effort Selector
Copilot “Notebooks”
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More on “Notebooks” later
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Notebooks

El Test Notebook ~ 1 member m & 4+ New notebook
B Overview Overview Chat ~ (& B
(] Create S
(+] Reference
Summary Quick Create
Practical Al Prumptlng ofy  Mind map fr  Study guide (5 Infographic
Created content "
Guidance
o The notebook provides practical
? ol q torf Key Insights
@.. Prompting + Tools prompting principles and an interface-
level comparison of three popular Al Better Context and Human JUdgment Ask about your content

tools. 1 Context Improves Prompts

& s = Al lacks user context, including audience, jurisdiction, : :
dh S VMessage Copilot
organizational details, and existing policies. 1

» Meta-prompting can surface required background by asking Al to

=

interview the user first. 1

Reviewability Guides Appropriate Use Provide a detailed explanation of [topic] in this notebook

= Al remains fallible, making output evaluation essential before

using it for consequential work. '1 _ 514 :
Draft an abstract with 5 citations listed from my References

» \Well-defined repeatable tasks suit Al when examples exist and

human review remains straightforward. 1
Describe common themes in my notebook

Bundles of reference material (a “notebook”) that you can ask about or use as the source material to create study
guides, audio overviews, interactive quizzes, spreadsheets, infographics, PowerPoint presentations, and more.

Note: | only have the “Basic” version of Copilot, so many of these options are not pictured here.



Gemini

& Gemini O 2,
@ New chat
Q  Search chat * .
- e e 1. Gemini Notebook
2l Images
T 2. Model Selector
Not humbered: Everything else
: . g :
Hi John, let's get into it
4+ @ Ask Gemini @ Flash O

M) Activity

E} Connected Apps

{/ Gems

t;" Theme »

50 Gemini NﬂtEbﬂﬂk@

[m] Media watermark ]

Baltimore, MD, USA
‘ From your device
Update location
” John Jeffcott &
il “Corporate needs you to find the difference between this picture and this picture”
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Notebook

M 2026 03 05 Al Podcast O Copy  ~ Analytics < Share @ Settings i ()

Sources 18 Chat It Studio il
+ Add sources . : 5 ! ;
[ Customize ¢ New: You can now create Interactive Reports! x
Search the web for new sources
¥ A | s B >
& Web v C{ Fast Research v Q Audio Overview Slide Deck Video Overview
2026 03 05 Al Podcast e @
= Selectall + 2 3 - D 3 Ve 3
2 sources - Mar 5, 2026 Mind Map Reports Flashcards
audience.md v @ ! - . = :
Quiz Infographic Data Table

These sources provide a strategic roadmap for legal aid leadership to navigate the intersection of
nonprofit management, funding volatility, and emerging technology. They explain how legal
organizations operate as a critical safety net for low-income individuals, managing complex
caseloads in areas like housing, family law, and public benefits. The text highlights a major shift
in the digital landscape, where artificial intelligence is moving from a simple drafting tool to a core
piece of organizational infrastructure. Leaders are encouraged to focus on context engineering
and memory architecture to prevent being locked into specific software vendors while improving
operational efficiency. By documenting institutional knowledge and establishing ethical
guardrails, organizations can use these tools to mitigate staff burnout and address the massive
unmet need for civil legal services. Ultimately, the materials emphasize that successful
modernization requires human-in-the-loop oversight to maintain client confidentiality and
mission alignment.

source_document.md 5

; |i+ The future of prompting for Legal Aid &%

[l = —_ "
43:24 - Deep Dive - 2 sources - Tm ago

I Save to note 0 oy SR

How can Al modernize legal aid intake and triage processes?

Ask a question or create something 2sources  —p
B Add note

Essentially the same thing, but you get a lot more of the functionality for free with Gemini’s version



QE&A
Hands-On
Exercises
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