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READ ME FIRST

How to use this guide.

This is not a "best of" list or a "500 Al tools" roundup. It's the opposite. These are the 10 tools I'd
actually tell a working professional to open today — and the prompts that make each of them
earn its keep.

Each of the next 10 pages follows the same structure:

What it is One sentence. No jargon.

Best for The exact job where it wins.
Pricing Free tier reality vs when to pay.

3 prompts that matter Copy, paste, use today.

Your next step Something to actually do this week.

Read in order, or jump around. Mark the 2—3 tools that fit your job and go deep there. One tool
used well beats ten tools used badly.

A note on speed of change: Al tool features shift month to month. The prompts in this guide are
durable — tool Uls may drift. Subscribe to the Monday Al Pulse at mindbotacademy.com/news to
keep this stack current.
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ChatGPT

by OpenAl - The default all-rounder

01

WHAT IT IS
The conversational Al that became a verb. GPT-5.4 is the most versatile frontier model —
coding, writing, reasoning, research, image generation in one tab.

BEST FOR
When you just want a smart generalist that almost always answers correctly. Writing,
brainstorming, summarizing, analyzing documents.

PRICING
Free tier is useful. Plus ($20/mo) unlocks GPT-5.4 Thinking, deep research, longer
conversations, and Canvas. Teams/Enterprise for shared memory and compliance.

THREE PROMPTS THAT MATTER

- Executive briefing

You are a strategic advisor. | will paste a |long docunent below. Gve ne: (1)
the 3 decisions the reader needs to nmake, (2) the data point that npst
surprised you, (3) the one question mssing fromthis doc. Be terse.

DOCUMENT:
[ past e]

- Rewrite in my voice

Bel ow are 3 sanples of how | wite: [paste sanples]. Now rewite TH S DRAFT
in that voice, preserving neani ng but matching ny tone, cadence, and word
choi ce:

DRAFT:
[ past e]

- Decision frame

I need to decide between X and Y. Here's context: [paste]. Lay out: (1) the
criteria | should actually weight, (2) how each option scores, (3) the one
thing I' m probably under-wei ghting, (4) a recommendation with confidence

| evel .

YOUR NEXT STEP
Open ChatGPT tomorrow and paste your longest unread email thread. Ask for prompt #1's
treatment. That's one hour of reading saved in three minutes.
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Claude

by Anthropic - Best for writing, analysis, long documents
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WHAT IT IS

Anthropic's model, now on the flagship Opus 4.7 line. Widely considered the best for nuanced
writing, careful reasoning, and long-document analysis. In April 2026, Anthropic's revenue
passed OpenAl's — a signal that enterprise chose it.

BEST FOR
Anything where the quality of the prose or the careful handling of a large document matters.
Legal, strategy, consulting, exec comms, research synthesis.

PRICING
Free tier real but limited. Pro ($20/mo) unlocks Opus 4.7 and projects. Teams/Enterprise for
orgs. Also available via most API-based tools.

THREE PROMPTS THAT MATTER
- Contract / doc review

You are a careful reviewer. Read this [contract/meno/ RFP] and produce: (1) a
pl ai n- Engl i sh summary, (2) the 5 clauses nost likely to bite us, (3) the 3
questi ons we shoul d send back before signing. Flag anythi ng anbi guous
explicitly.

[ past e docunent ]

- Argument stress-test

Here is nmy argunent for [decision]: [paste]. Steelman it first. Then break
it. List the 3 strongest counter-argunents soneone sharper than nme woul d
raise. Then tell ne if ny argument survives them

- Structured meeting notes

Turn these raw notes into a structured output: (1) Decisions nade, (2) Omers
and due dates, (3) Open questions, (4) Follow ups needed. Use bullet points.
Keep total under 200 words.

[ paste notes]

YOUR NEXT STEP
Upload your last team meeting's transcript to Claude. Run prompt #3. Notice how much faster it
is than writing minutes yourself — and arguably better.
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03 Gemini

by Google - Best if you live in Google Workspace

WHAT IT IS

Google's frontier model, integrated natively into Docs, Sheets, Slides, and Gmail. Gemini 3.1
Ultra has a 2M-token context window across text, image, audio, and video. In Sheets, it now
builds complex spreadsheets from natural language at a ~70% success rate.

BEST FOR
If Google Workspace is your primary work OS. Also best-in-class for massive context (think:
dropping 50 PDFs into one prompt) and for multimodal work (video/audio understanding).

PRICING
Free tier generous. Gemini Advanced ($20/mo) bundled into Google Al Premium. Workspace
Business plans include Al for orgs.

THREE PROMPTS THAT MATTER
- Spreadsheet build-out

[In Sheets with Gemini] Build a sheet to track [thing]. Columms | need:
[list]. Add conditional formatting for [rule]. Add a pivot summary on
[colum]. Add a chart showing [nmetric] over [tinmefrane].

- Big-pile summarizer

[Wth nultiple files attached] |'m upl oading 12 research PDFs on [topic].
Produce: (1) the 5 consistent findings across sources, (2) the 2 places they
di sagree, (3) the single best next-read. Cte which PDF made whi ch point.

- Meeting video digest

[Wth video upload] Here's a 60-mnute neeting recording. Gve ne: (1) a
ti mestanped summary, (2) the decisions made with exact quotes, (3) any action
items attributed to specific speakers.

YOUR NEXT STEP
In Google Sheets, click the Gemini star and try prompt #1 on a tiny task first (e.g. "build a simple
expense tracker"). Once it works once, use it daily.
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NotebookLM

by Google - Your Al-powered second brain
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WHAT IT IS

Upload 50+ sources (PDFs, links, YouTube, your own notes) and get a chat interface that
answers only from those sources — with citations. The "Audio Overview" feature turns your stack
into a podcast.

BEST FOR
Research, learning, onboarding into a new domain, preparing a major report, studying a market,
compiling a board memo. Anywhere you'd otherwise be juggling 30 tabs.

PRICING
Free tier is genuinely useful. Plus tier ($20/mo via Google Al Premium) for heavier use.

THREE PROMPTS THAT MATTER

- Brief me like I'm new

I just joined a team working on [topic]. Based only on the sources, give ne:
(1) the 5 things | absolutely must understand, (2) the history that shaped
today, (3) the 3 open debates or unresol ved questions, (4) who the key people
are.

- Contradictions hunter

Across all sources, find places where they disagree or contradict each other.
Li st each di sagreenent, cite the sources, and tell nme which position seens
better supported by the overall evidence.

- Board memo builder

Draft a 1-page board nenmp on [topic] using only the sources. Format:
Situation / Conplication / Options / Recommendation. Tone: direct, confident,
no hedgi ng | anguage unl ess the sources thensel ves are uncertain.

YOUR NEXT STEP
Pick one project or topic you need to get smart on this quarter. Upload 15 relevant sources to a
new NotebookLM notebook. Run prompt #1. Repeat monthly.
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Perplexity

by Perplexity Al - Al-powered research with citations
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WHAT IT IS
An Al search engine that answers questions with linked sources. Think of it as Google results + a
smart analyst summarizing them, with citations you can click to verify.

BEST FOR
Any time you want a researched answer — current events, market data, product comparisons,
due diligence. Also excellent for quick fact-checking.

PRICING
Free tier is usable. Pro ($20/mo) unlocks better models, Pro Search, and file upload. Many
professionals use Pro daily.

THREE PROMPTS THAT MATTER

- Market scan

G ve ne a current snapshot of the [X] market: top 5 players by revenue,
| at est notable noves in the past 6 nonths, 2 energing threats, and 1
opportunity that's hiding in plain sight. Cte sources.

- Due-diligence on a company

I'"mconsidering [working with / buying from/ hiring] [conpany nane].
Surface: recent news, |eadership changes, any legal or regulatory flags,
fundi ng status, custoner sentinent, and 3 sources of concern | should
investigate further.

- Compare Xvs Y

Conpare [tool /product/conmpany] X and Y for [specific use case]. Produce: (1)
a feature table, (2) pricing reality, (3) which is better for which type of
user, (4) the non-obvious tradeoff nobody nentions.

YOUR NEXT STEP
Next time you're about to open a Google search for work, use Perplexity instead. After one week,
decide whether to switch your default.
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Microsoft Copilot

by Microsoft - If your org runs on Office 365
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WHAT IT IS
Microsoft's Al layer across Word, Excel, PowerPoint, Outlook, and Teams. The pitch: you don't
go to an Al app — the Al comes to the app you're already in.

BEST FOR

Enterprise professionals whose workday runs in Office. Drafting Word docs, cleaning Excel data,
generating PowerPoint decks from a brief, summarizing long Outlook threads, and recapping
Teams meetings.

PRICING
Copilot Pro ($20/mo) for individuals. Microsoft 365 Copilot (~$30/user/mo) for business —
usually provisioned by your IT team.

THREE PROMPTS THAT MATTER

- PowerPoint from a brief

[I'n Power Point Copilot] Build a 10-slide deck for [audience] on [topic].
Structure: Cover, Context, Problem 3 Options, Recommendation, Risks, Plan,
Ask, Appendi x. Use a clean corporate tenplate. |nclude placehol der images
where rel evant.

- Excel data cleanup

[In Excel Copilot] Here is nessy data. Please: deduplicate on colum [X],
standardi ze dates to YYYY-MM DD, flag any rows where [field] is mssing, and
create a summary pivot grouped by [VY].

- Teams meeting recap

[After a Teans neeting] Generate: (1) the 3 decisions nmade, (2) owners + due
dates, (3) the questions left open, (4) a 5-line recap | can paste into
Sl ack/ emai | .

YOUR NEXT STEP
Ask IT whether your org has M365 Copilot enabled. If yes, use it on one document this week. If
no, use Copilot Pro on a personal task to get the feel.
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Claude Code / Cursor

by Anthropic / Cursor - Build small tools without coding (seriously)
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WHAT IT IS

Terminal- or IDE-based Al agents that read a whole codebase, plan changes, write code, and
run tests. The quiet 2026 story: non-engineers are shipping small internal scripts (CSV cleaners,
scrapers, automations) using them without knowing how to code.

BEST FOR
Anyone with a repeatable manual task that a script could solve if only you knew how to write one.
Ops, analysts, finance, marketers with data headaches.

PRICING
Claude Code: bundled into Claude Pro ($20/mo). Cursor: Pro ($20/mo). Both have free tiers that
suffice to start.

THREE PROMPTS THAT MATTER
- Describe the tool you wish existed

I want a small tool that takes [input] and produces [output]. It should
[rules]. Please: (1) ask ne any clarifying questions first, (2) then wite it
as a Python script | can run on my Mac/PC, (3) explain in plain English what
it does.

- Automate one annoying task

Every week | manual ly [describe task]. Inputs are al ways [shape]. Desired
output: [shape]. Wite me a script that does this —and tell ne the single
command | need to run it.

- Fix my spreadsheet madness

Here is a CSV [paste sanple rows]. Clean it by: [rules]. Qutput a new CSV.
Wite a Python script | can reuse. Explain each step like |I'"'ma smart
non- pr ogr anmer .

YOUR NEXT STEP
Pick the single most-hated repetitive task on your calendar. Describe it to Claude Code / Cursor
using prompt #2. You'll have a working script in 20 minutes.
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Adobe Firefly Al Assistant

by Adobe - For anyone producing visuals or content

08

WHAT IT IS
Launched April 2026, Firefly Al Assistant turns Adobe's Creative Cloud into one chat interface —
orchestrating Photoshop, Premiere, Lightroom, lllustrator, and Express through conversation.

BEST FOR
Marketing, comms, brand, product, and creative teams. Anyone who used to fear opening
Photoshop or Premiere can now operate them through a prompt.

PRICING
Bundled into Creative Cloud All Apps (~$60/mo). Firefly standalone plans cheaper.

THREE PROMPTS THAT MATTER

— Create a branded social graphic

[In Firefly] Create a Linkedln i mage at 1200x628. Brand: [brand + col ors].
Headl ine: "[text]". Visual: [describe]. Keep typography m nimal, bold,
prof essional. Leave space in bottomright for a | ogo.

- Video trim + caption

[In Premiere] Fromthis raw clip, produce a 45-second highlight reel with
captions. Cut out dead air. Keep only the [X] nonments. Export in 9:16 for
soci al .

- Photo cleanup

[I'n Lightroon] Batch-process all 120 photos in this shoot: natural col or,
slight warnth, lift shadows by 15, apply consistent white bal ance, renove
di stracti ng background el enents where sensi bl e.

YOUR NEXT STEP
Pick a small visual task on your plate this week — a LinkedIn graphic, a quick video edit, a set of
photos. Do it with Firefly. Time how much faster it is.
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Otter.ai / Fathom

by Otter.ai / Fathom - Meeting notes you'll actually re-read
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WHAT IT IS
Al meeting assistants that join your calls (Zoom, Teams, Meet), transcribe, and produce
structured summaries, action items, and searchable archives.

BEST FOR
Anyone in 3+ meetings a day. Sales, consultants, managers, project leads. Anyone who has
ever lost a decision made on a call because no one took good notes.

PRICING
Free tiers exist and are useful. Paid plans $10-30/mo. Fathom is free for individuals with a
generous free tier.

THREE PROMPTS THAT MATTER

- Turn acall into an email

[Fromthe transcript] Draft a 150-word foll owup email to [person] capturing:
what was agreed, what they owe me by when, what | owe them Tone: warm but
cri sp.

- Hunt my patterns

[Across last nmonth's transcripts] Wiat topic did | spend the nost tinme on?
What objection did | hear nost fromclients? Wiat question did | answer the
nost tinmes?

- Deal brief

[For a single client] Sunmarize every call with [client] this quarter.
Qut put: current status, stated goals, concerns raised, decision-makers, our
next best nove.

YOUR NEXT STEP
Install one of them today. Let it join your next 3 meetings. At the end of the week, search its
archive for the decision you forgot was made.
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Zapier Al / Make

by Zapier / Make - Connect your tools without coding

10

WHAT IT IS

Automation platforms that connect thousands of apps (Gmail, Slack, Notion, Airtable, HubSpot,
Calendly, Sheets) and now have Al layers that let you describe an automation in English and get
it built.

BEST FOR
Anyone who finds themselves copy-pasting between apps. "When a form is submitted, add to a
sheet, notify Slack, and schedule a calendar event" — that's a 5-minute build.

PRICING
Both have free tiers. Paid plans $20-50/mo for small workflows. Enterprise more.

THREE PROMPTS THAT MATTER

- Describe the automation

[In Zapier AI] Wen a new formis submtted on [tool X], add the row to
[sheet], send a Slack DMto [person], and add a task in [tool Y] with the
formdata mapped to these fields: [list]. Run a test on dunmy data.

- Lead-to-CRM

Every time a new subscriber joins my MailerLite list, tag them based on the
formthey used, add themto HubSpot as a contact, and send ne a daily digest
of new si gnups at 8am

- Content recycler

When | publish a new post on [CMS], cross-post a summary to Linkedln,
schedule a tweet thread fromkey sentences, and |log the post in ny Notion
cont ent dat abase.

YOUR NEXT STEP
List the 3 "copy from tool A to tool B" tasks you do most often. Automate the simplest one this
weekend. You'll never manually do it again.
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WHAT NOW

You have the tools. Here's how to win
with them.

Most people read a guide like this, nod, and never open any of the tools. Don't be most people.

Do these three things in the next 7 days:

1. Pick TWO tools from this guide.

Not ten. Two. The two whose "best for" section most matches your actual job. Install them, run three
prompts in each, and form an opinion.

2. Do one "Al receipt" at work.

Take one real task you did this week and redo it with Al. Post a short LinkedIn note: "Here's the
before, here's the after, here's what it saved me." This is the single highest-ROI career move of 2026.

3. Keep the stack current.

The Al world moves monthly. The Monday Al Pulse at mindbotacademy.com/news is built to keep
you sharp without burning your time. 5 minutes. Zero hype. Every Monday.

Join the Weekly Al Pulse

One email, every Monday. Curated Al news + one career move to make this week. Free forever.

- mindbotacademy.com

— The MindBot Academy team

hello@mindbotacademy.com - mindbotacademy.com



