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1. Summary  

This Tutorial has been developed within the framework of the Erasmus+ project 

“VIgo4AI: Visually Impaired go for Artificial Intelligence”, which aims to foster the 

efficient and inclusive use of artificial intelligence (AI) tools and applications by visually 

impaired and blind individuals. 

The present document has been developed on the basis of the curriculum dedicated to 

the “Efficient utilization of generative AI-APPS”. 

The efficient use of generative artificial intelligence applications (Generative AI apps) 

refers to the optimal and productive implementation of AI tools capable of creating 

content (such as text, images, or audio) and it requires a deep understanding of both 

the potential and limitations of AI apps, ensuring their appropriate and informed use. 

Essentially, efficiency translates into maximizing the benefits derived from the 

capabilities of these applications to achieve set objectives, which may include content 

creation, information gathering, or task automation. At the same time, it is essential to 

minimize resource waste by optimizing time, effort, and costs to ensure intelligent and 

targeted use of the applications. This process is aimed at achieving high-quality results, 

generating relevant, accurate, and useful content with minimal effort. Also very 

important is the ability to effectively integrate these tools into existing workflows in a 

smooth and transparent manner. 

  

https://www.vigo4ai.com/
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2. Target Groups 

The curricula are developed to address the needs of two target groups within the 

context of digital inclusion and AI competence development: 

 

1. Visually impaired adults 

This group includes individuals with all levels of visual impairments (regardless of 

eye disease and residual vision) who aim to enhance their digital competences 

concerning Artificial Intelligence. 

 

 

2. ICT Trainers for the visually impaired  

This group includes professionals, educators and trainers who work directly with 

blind or visually impaired individuals in formal or informal learning 

environments, regardless of working in a professional or non-profit role. 

 

Note: 

Please notice that inside this document, you will find the terms ‘visually impaired 

people’ or ‘people with visual impairment’ and they are used to refer to both blind 

people and people with low vision. 
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3. Learning aim of this Tutorial 

The content of this Tutorial is structured into eight modules, each addressing a key area 

of knowledge and skill development related to the use of generative AI by visually 

impaired users. The final learning aim of this document is to give participants an 

advanced understanding of how current generative AI-APPS work.  

The participants approaching through the modules will acquire more knowledge by 

understanding the underlying principles of generative AI and recognizing key tools and 

platforms available for generative content creation. They will develop specific skills 

regarding the writing process related to the creation of effective prompts to interact 

with generative AI-apps and using AI-based tools to support communication, personal 

productivity, and content comprehension. Also, they will improve their attitudes 

approaching generative AI-apps with curiosity and confidence, training the critical 

thinking about the accuracy and relevance of AI-generated outputs, adopting 

responsible and informed behaviours regarding data sharing and privacy when using AI 

systems and maintain a proactive attitude toward continuous digital learning and 

adaptation. 
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4. Pre – requisites 

The present Tutorial is available on the E-Moodle platform: each participant or 

professional approaching the work on its content, should be registered with a user 

account on the LMS in the concerning course. And it is asked to have been familiarised 

with the platform.  

Also, to follow the present Tutorial, knowledge of English at least at level B1 is required. 

Participants approaching to this Tutorial should need an own computer or laptop or 

notebook with the required assistive software and hardware installed. 

We recommend installing Windows 11 and Microsoft Word (Word 2021 or later). Also it 

will be necessary an Internet connection (via Wi-Fi, LAN or VPN) to use a Web Browser 

(eg. Mozilla Firefox, Chrome or Bing). In case participants are using text-to speech audio, 

each participant should provide about a headset and is able to operate it. In addition, 

we recommend to purchase a microphone for use with some of the apps presented. 

Participants must also be pre-familiarized with the course software and be able to use it 

effectively with their assistive devices. This includes the ability to operate on the web 

browsers, using their specific accessibility tools. If applicable, participants must also be 

proficient in confidently utilizing all reading modes of their screen reader and associated 

Braille terminal. 

Professionals teaching this Tutorial should need an own computer or laptop or 

notebook with the required assistive software and hardware installed. 

We recommend installing Windows 11 and Microsoft Word (Word 2021 or later). Also it 

will be necessary an Internet connection (via Wi-Fi, LAN or VPN) to use a Web Browser 

(eg. Mozilla Firefox, Chrome or Bing). 

Also, it is required to have already developed practical experience in using generative 

AI-APPS and particularly, to be confident in creating the appropriate and personalized 

prompts. 

Professionals should also be specialized in ICT training for blind or visually impaired 

people. This includes both teaching methodology skills and in-depth knowledge and 

practical ability to use electronic assistive devices (such as screen readers or magnifiers) 

specific to this target group.  
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Theoretical Framework 

 

5. Module 1 – What is generative AI? 

Suggested Prerequisites: 

Basic digital literacy. 

Objectives:  

Introduce the concept of generative AI, how it works, and its relevance for users with 

visual impairment. 

Contents: 

 What is generative AI? 

 Basic explanation of large language models (LLM) and diffusion models. 

 Examples of generative AI outputs: text, images, summaries. 

Learning Outcomes: 

 Understand the foundational principles of generative AI. 

 Recognize different types of generative outputs. 

Practical Activities to be outlined: 

 List of examples where you might need AI. 

 Practice on language patterns. 

 Practice recognizing the different types of generative outputs. 

Estimated time required: 2 hours   
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5.1 What is generative AI? 

 

To listen the audio introduction of this chapter, click here: chapter 5.m4a

 

 

Generative AI (Artificial Intelligence) is a type of technology that can create new 

content, like text, images, music, voice, code text. 

It uses patterns learned from real data to generate original and meaningful output. 

Unlike traditional software, which follows strict rules and logic, Generative AI can 

produce results that are more flexible, creative, and human-like. You do not need to be 

a programmer to use it, you have just to write or say what you need. For example, it can 

write a story, answer a question, or describe a picture. 

Generative AI works like a smart assistant that understands your words and creates 

something useful in return. It is trained on large amounts of information to learn how 

people talk, write, or create. 

Generative AI can be very useful for visually impaired people: firstly, Generative AI can 

describe or even create images and scenes using words; secondly, Generative AI can 

summarize long texts or books into shorter, easier-to-read version. This feature is 

especially helpful for students or professionals who need to process large amounts of 

information efficiently and in an accessible format. Moreover, it can assist with writing 

tasks such as emails, reports, or essays. This support helps reduce barriers to 

communication and can promote independence in both educational and professional 

settings. Finally, Generative AI can convert visual content into audio or Braille-friendly 

formats. The technology makes it possible for users to interact with content that would 

otherwise be unavailable, by translating images or graphics into accessible outputs. 

 

Example: creating a letter using AI 

You can give an instruction to an app that uses generative AI: 

“Write a short letter to my school asking for extra support in exams because I am visually 

impaired.” 
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And the AI will generate: 

“Dear Sir or Madam, 

I am writing to kindly request additional support during my exams due to my visual 

impairment. I would appreciate any arrangements that can be made to assist me. 

Thank you for your understanding. 

Sincerely, 

[Your Name]” 

 

Example: explaining a photo 

You can upload a photo to an app that uses generative AI, and ask: 

“Describe this image to me.” 

And the AI might say: “The image shows a sunny park with people sitting on benches. A 

dog is running on the grass. In the background, there is a large fountain.” 

 

5.2  Basic explanation of Large Language Models and Diffusion Models 

 

What are Large Language Models (LLMs)? 

Large Language Models, or LLMs, are a type of artificial intelligence trained to 

understand and generate human language. They are called "large" because they are 

trained on enormous amounts of text data from books, websites, articles, 

conversations, and more. These models have learned patterns in how words, phrases, 

and ideas are used and connected. They can answer questions, write summaries, 

compose emails, translate languages, and generate stories just by processing your 

written input. They are called “language models” because their main job is to model 

language, learning the structure, patterns, and meaning of how humans use words and 

sentences. The term “model”, finally, refers to a trained system that can make 

predictions or decisions based on what it has learned. 
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Examples of everyday use 

1. Summarizing long texts: you can copy a long document and ask the model to 

summarize it in a few sentences, making it faster to review with a screen reader. 

2. Writing and editing help: you can ask it to help write an email, correct grammar, 

or make a message sound more polite or professional. 

3. Explaining complex content: if a legal or medical document is too hard to 

understand, the model can simplify it into plain English. 

4. Conversational assistant: instead of clicking through menus, you can ask: 

“What’s the weather like tomorrow?” or “Remind me what photosynthesis 

means.” 

5. Learning and practice: you can practice foreign languages, get math help, or ask 

the model to quiz you on a topic you are studying. 

 

Practical example of a Language Model in action 

Let’s say a user types the beginning of a story: “Once upon a...” 

A language model predicts what word is most likely to come next. Based on its training, 

it might choose “time” because that is a common and logical ending. 

This prediction ability is the core of how language models operate; they guess the next 

word, one word at a time, very quickly and very accurately. 

LLMs can answer questions, summarize text, translate languages, explain complex ideas, 

and even write creative stories or generate computer code. They do all of this using only 

natural language written or spoken. 

In this way, a Large Language Model, like ChatGPT, will analyze this phrase and predict 

what comes next. Because the phrase is commonly used to start fairy tales, the model 

has learned this pattern from its training data. It might continue the story like this: 

"Once upon a time, in a quiet village surrounded by mountains, there lived a young girl 

named Mary who dreamed of flying." 

From just a few words, the model generates a full, grammatically correct, and creative 

continuation. If the user continues the conversation by asking: "What happened to 
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Mary?" 

The model might respond: "Mary spent her days building wings out of feathers and 

cloth. One day, after many tries, she leapt from a hill and to everyone's surprise, she 

soared." 

This shows how the model uses context to maintain consistency, storytelling tone, and 

character development, all based on the user's initial input. 

 

Examples of generative AI apps 

ChatGPT, Google Gemini, Microsoft Copilot 

The most well known LLMs include OpenAI’s GPT (Generative Pre-trained Transformer), 

Google's PaLM, and Meta's LLaMA. 

 

What are Diffusion Models?  

Diffusion Models are a type of generative AI that can create different types of content, 

including pictures, sounds, voices, or text, starting from random noise. They generate 

content step by step: beginning with random data, like digital static or meaningless 

patterns, and gradually refining it until the final result makes sense, like an image, a 

voice, or a melody. In this way, they can produce realistic outputs from just a short text 

description (also known as a prompt). 

 

Practical example of a Diffusion Model in action 

Imagine that you have a block of soft clay in your hands. It has no shape at first, just a 

big lump. You begin pressing and shaping the clay. First, you form a basic head, then a 

nose, eyes, maybe a smile. With each step, the figure becomes clearer and more 

detailed. 

A Diffusion Model works in a similar way: it starts from random noise (like the clay). It 

modifies the noise step by step, learning how to build something meaningful. After 

many steps, it generates a complete result: a face, a landscape, or a voice. 

The model learns how to do this by training on thousands of examples from the real 
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world. 

 

Examples of everyday use 

1. Understanding and describing images: you can input an image and ask the AI to 

describe it in clear, natural language. This helps people with visual impairments 

understand photos from social media, websites, or personal documents. 

2. Making visual content accessible: AI-generated images can be paired with audio 

descriptions or converted into tactile graphics (for example using embossing 

printers), offering alternative formats for blind or visually impaired users. 

3. Creative storytelling and illustration: diffusion models can support storytelling by 

generating illustrations for written texts. For example, a child's story can be 

visualized with matching AI-generated scenes, helping blind or visually impaired 

learners engage with content. 

4. Accessible design and concept exploration: blind or visually impaired artists, 

educators, or designers can use AI-generated visuals together with screen 

readers or sighted collaborators to explore visual concepts and co-create. 

5. Participating in creative projects with text or voice: even without seeing the 

images, blind or visually impaired people can generate visual content – such as 

social media posts or teaching materials, by simply using voice or text prompts. 

 

Many AI platforms today work with screen readers, and some even provide spoken 

descriptions of the content they generate. 

 

Practical example of a diffusion model in action 

Scenario: A blind teacher is preparing a storytelling activity for children. 

Task: Preparing illustrations for a children’s story 

Steps: 

1. Write or say short prompts like: 

“A smiling dragon playing with children in a sunny meadow” 
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“A girl playing a golden flute next to a talking tree.” 

2. Generate images using a Diffusion Model app. 

3. Ask a colleague or app to help describe the visuals. 

4. Use the images in class, combined with audio narration or tactile aids. 

Outcome: The children enjoy a rich, multimodal experience, while the blind teacher 

leads the activity independently using AI. 

 

Examples of generative AI apps that use Diffusion Models 

DALL·E (OpenAI) 

Stable Diffusion 

Midjourney 
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5.3 Practical activities  

Exercise 1 

Instructions: of the following sentences tell if they are true or false. 

 TRUE FALSE 

1. Generative AI can only create text.   

2. You must be a programmer to use Generative AI.   

3. Generative AI can help writing emails and reports.   

4. Generative AI can describe images for visually impaired 

people. 

  

5. Generative AI cannot summarize long texts.   

 

Exercise 2 

Instructions: Think of everyday situations where AI could help you. Read the question 

and choose the correct answer (A, B, or C). 

1. In which situations could Artificial Intelligence (AI) be most helpful in your daily life? 

A. Writing or reviewing professional emails. 

B. Translating or understanding messages in another language. 

C. Describing or identifying the content of an image. 

D. All of the above. 

 

2. I could use AI when... 

A. I need support to organize or complete written communication. 

B. I am performing a physical activity that does not require digital tools. 

C. I am driving a vehicle without any technology assistance. 

 

3. Complete the following: 

A. I could use AI when... 

B. I would like AI to help me with... 

C. AI could make it easier for me to... 
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Exercise 3 

Instructions: Answer the following question choosing the option that fits better. 

What mechanism is described as the core operational principle of Large Language 

Models (LLMs) when they generate a continuation of a user's written input? 

 

Options: 

A. The model predicts what word is most likely to come next, generating the text 

one word at a time based on patterns learned from training data. 

B. The model applies strict rules and logic defined by a programmer to ensure 

precise grammar and structure. 

C. The model starts from random digital static or noise and gradually refines it step 

by step until the final text result makes sense. 

D. The model analyses small, highly structured datasets to derive conclusions and 

offer simplified explanations of complex documents. 

 

Exercise 4 

Instructions: Read each situation below. Decide if it needs a LLM or DM. 

1. You want to write a story about a magical forest.   LLM   DM 

2. You want to create a picture of a cat running on the grass.   LLM   DM 

3. You need help writing an email to your teacher.   LLM   DM 

4. You want to hear a new music melody made by AI.   LLM   DM 

5. You ask the AI to explain a scientific article in simple words.   LLM   DM 

6. You give the AI a prompt: "A castle on a mountain at sunset", 

and want an image. 

  LLM   DM 

7. You want to translate a sentence from English to Spanish.   LLM   DM 

8. You want to create a realistic voice saying your name.   LLM   DM 
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9. You ask the AI to write a summary of a long book.     

LLM 

    

DM 

10. You want to generate the sound of ocean waves using a 

prompt. 

    

LLM 

    

DM 
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6. Module 2 – Explain well how to generate everything 

Suggested Prerequisites: 

Ability to type or dictate a simple sentence. 

Objectives:  

Understand what a prompt is, how to write one effectively, and how conversational 

interfaces work. 

Contents: 

 Prompt structure: goal, tone, format, audience. 

 Types of prompts: instruction, question, contextual dialogue. 

 Introduction to conversational agents (for example ChatGPT, Gemini). 

Learning Outcomes: 

 Formulate simple and effective prompts. 

 Interact with generative AI in a conversation-like manner. 

Practical Activities to be outlined: 

 Practice on the use of prompts. 

 Practice on correct message formulation. 

Estimated time required: 2 hours  
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6.1 Introduction to conversational agents 

 

To listen the audio introduction of this chapter, click here: chapter 6.m4a

 

 

For years, companies like TIM, Vodafone, and IKEA used traditional chatbots as the 

usual early-stage talky interfaces. These systems just followed the same old inputs and 

outputs, all set up by the programmers with their strict rules user interaction was pretty 

limited, usually just picking from set menu options or giving super specific commands. 

Setting up and keeping these chatbots running needed some tech-savvy folks devices 

used stuff like Google's Dialogflow, Microsoft Bot Framework, Landbot, and ManyChat, 

and it is not like anyone can just jump in without knowing their stuff. 

Over time, rule-based systems got replaced (and sometimes even upgraded) by cool 

virtual assistants like Siri and Alexa. Natural language processing and machine learning 

make it easier to chat like we're talking to a real person. 

More recently, generative artificial intelligence has introduced a significant shift. Current 

systems are whipping up custom, on-the-fly content that makes tech stuff much easier 

to get, even for folks who are not tech-savvy. 

These are called chatbots, they're made to chat with us like we're talking to a real 

person they make it super easy to get into digital stuff, like finding info, using services, 

and handling tricky tools. 

These agents are built on AI and Natural Language Processing (NLP), which lets them get 

what is being said or typed in context they're like those smart AI models that can whip 

up new stuff like text, pics, or tunes just by following what you say. 

Modern examples include OpenAI's ChatGPT and Google's Gemini, which get the hang 

of understanding, creating, and tailoring content for you. 

 

6.2 What is a prompt? 

A prompt is a message meant to be addressed to an AI system to start a task, ask a 

question, or generate content. The prompt can be a phrase, a question, or even a short 
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paragraph; it is necessary to think of a prompt as an instruction as precise as possible to 

give to an assistant. This correct use of instructions is fundamental for using generative 

AI tools like ChatGPT or Gemini. The more the prompt is effective, the better the results 

that will be obtained. 

 

Prompt structure 

When you interact with a conversational agent like ChatGPT or Gemini, the quality of 

the response often depends on how clearly you formulate your prompt. A well-

structured prompt helps to guide the AI more effectively, leading to accurate, pertinent, 

and tailor-made results for your needs. 

To create a good prompt, it is useful to consider four key elements: your objective, the 

tone you want to set, the format you will use, and the public you are addressing. 

 

Objective defines the specific action you expect from the AI, such as explaining a 

concept, writing a message, translating a phrase, or generating ideas. Being clear on the 

objective allows the AI to select the most appropriate type of output and content. 

Being specific on the objective gives the AI a clear direction, improving the quality, 

pertinence, and usefulness of the generated result. 

Examples: 

"List five healthy snacks for children." → The objective is to generate a list. 

"Explain how solar energy works." → The objective is to explain a concept. 

"Recommend fun outdoor activities for teenagers." → The objective is to offer activity 

ideas. 

 

Tone refers to the style or mood of the response, which can be formal, friendly, simple, 

professional, playful, or serious. It influences greatly how the information is perceived 

and how easily it is understood. Although the AI is not human, it can imitate many 

communication styles. Choosing the right tone renders your prompt more effective, 

especially when the response will be shared with others. Using an appropriate tone is 
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important because it guarantees that the message is clear and accessible. Choosing a 

wrong tone can create confusion, render the response too complex, or disorient the 

reader. Pairing the tone to the public and the purpose, you increase accessibility and 

comprehension. 

Examples: 

A formal tone is suitable for reports, academic writing, or professional communication. 

A friendly tone works well in informal or educational contexts, rendering the 

information more approachable.  

A simple tone is ideal when you want to provide clear and direct contents, easy to 

understand. 

 

Format refers to the structure or the form of the response you want the AI to produce. 

In other words, the format defines how the final response is organized. It can be a list, a 

paragraph, a step-by-step guide, a brief summary, a dialogue, or even a table. 

Choosing the right format helps the AI to furnish the information in the most useful and 

accessible way possible. In addition, it facilitates for users of screen readers to follow 

the content in a clear and efficient manner. Being specific on the format saves time, 

avoids confusion, and improves accessibility, above all for users who depend on clear, 

well-organized, and predictable outputs. 

Examples: 

If you want rapid and easy-to-scroll ideas, ask for a list. 

If you have need of a more detailed explanation, choose a paragraph. 

If you explain a process, a step-by-step guide is the best. 

If you want to practice in a conversation, ask for a dialogue. 

 

Audience is the person or the group to which the message is destined. Understanding 

for whom you are writing helps to model the language, the tone, and the level of detail 

of the output. You can address children, professionals, beginners, or persons with a 

deep knowledge of a topic. Every public requires a different approach for explanation 
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and complexity. When the AI knows to whom the content is destined, it can adapt the 

language to be more clear, engaging, or respectful, based on the necessities. Being 

aware of the public also helps to avoid jargon or unclear terms, rendering the output 

more useful and inclusive. 

Examples: 

"Explain how a watch works in simple words for a child." → The audience are children. 

"Summarize this article for busy executives." → The audience are professionals with little 

time. 

"Describe how to open and save a file on a computer for those who have never done it 

before." → The audience are beginners. 

 

The quality of the dialogue with the AI depends, therefore, on the capacity to formulate 

structured and strategic instructions, an ability ever more crucial in the digital era. 

A prompt constructed basing itself carefully on these elements: objective, tone, format, 

and addressees, can fully exploit the potential of artificial intelligence. Defining first of 

all with precision the objective, which permits to direct the AI towards the desired 

result, avoiding therefore generic responses, choosing the right tone, which renders the 

communication clearer and adapted to the context, improving its comprehension, 

choosing the format, which permits a greater usability of the information, facilitating 

the access and the clarity of the message and finally, considering the addressee, which 

allows to calibrate the language and the level of detail and form necessary, rendering 

the content inclusive and pertinent. 

 

6.3 Types of prompts 

When you use generative AI, it is crucial to have already in mind the structure of the 

answer. 

For example, you can ask for a list if you need an easy-to-read and efficient answer, or if 

you think the answer requires a more argumentative approach, I recommend starting a 

dialogue with the AI before arriving at the final answer. With this prospective, it is 
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fundamental to comprehend the type of question you are giving, what type of answer 

you are requesting, but also the structure you want the answer to have. 

To receive a well-structured response, it is useful to consider at least three types of 

prompts: instructional, question-based, or contextual dialogue. 

 

Instructional prompt are clear and direct commands, where your request for the AI is 

exactly what has to be done. This type of prompt is useful when you want the AI to 

follow a specific task or to create content with a specific purpose. In this case the 

clearer, the more detailed and contextualized is the instruction, the better the answer 

will be structured. For example you may ask to: “Write a short story about a day at the 

beach” or to “Summarize the article I send you”, or I can give a more specific prompt to 

“Write a short story about a day at the beach, with a four year old girl as the protagonist 

that’s a bit scared of the sea but still tries to learn how to swim and enjoys playing with 

the sand”. 

 

Question-based prompt are used when you want something to be explained. In this 

case this AI is asked directly to give an answer or an information. You can choose 

whether to use an open-ended question, a yes/no question, or request explanations. 

Question prompts set the AI to provide answers, definitions, or descriptions. They are 

useful for learning or delving deeper into new topics, making them ideal for education, 

research, and exploring new ideas or perspectives. There are different question-based 

prompts: 

 Simple questions, which are usually direct and ask for a fact or a definition and 

for this reason help you learn quickly basic information. Like, “What is the 

meaning of the word…?” or “Who was Louis Braille?”. 

 Open-ended questions, which require a longer and more detailed response 

forcing the AI to explain, describe or offer advice. For example, “How can I cook 

zucchini?” or “What are the benefits of running?”. 
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Finally, clarifying questions can be used when you do not understand something or need 

more details. You can ask the AI to better explain itself. Like, “Can you explain in simpler 

terms?” or “What do you mean by 'Artificial Intelligence'?”. 

 

Contextual dialogue prompts are used to give the AI some basic information so you can 

continue the interactive exchange, where the content is built based on the questions 

asked and the answers given. This type of prompt is often used in interactive content or 

simple chats, where the AI has to understand the context in which the question is given 

to have a meaningful response. The effectiveness of these prompts is based on their 

capacity to guide the AI through the content that is being progressively built. This 

approach allows the user to refine the request in real-time, adapting the new questions 

on the answers that are being given and integrating them to achieve new information 

throughout the conversation. This way the interaction becomes more like a cooperation 

where the AI acts not only as an instrument, but also as a partner through the process. 

This category of prompts can be very useful in complex activities like writing, planning, 

consulting or problem solving, where the context can evolve rapidly based on some 

answers and ask for more specific information. 

 

To receive meaningful answers from AI, it is fundamental to understand and choose the 

most suitable type of prompt, whether instructional, question-based, or contextual 

dialogue, as it offers a precise way to guide the AI - through the form, precision and 

usefulness of the response - toward the necessary direction of the answer. This way the 

AI is not a simple browser, like Google, but a helpful hand in the process of creating and 

structuralizing content, capable of adapting actively to the specific needs of the user, in 

multiple real life situations. For the AI best usage, it is important to better set the 

conversation, basing it on what you are looking for and the context it's being used in. 

 

A comprehensive list of useful prompts is provided for reference in the Appendix - 1.  
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6.4 Practical activities 

Exercise 1  

For each of the following example prompts, identify objective, tone, format, and 

audience. 

1.  “Explain how a bicycle works to a 10-year-old.” 

Objective: ___________________________________________________________ 

Tone: ___________________________________________________________ 

Format: ___________________________________________________________ 

Audience: ___________________________________________________________ 

 

2. “Summarize this article for busy executives.” 

Objective: ___________________________________________________________ 

Tone: ___________________________________________________________ 

Format: ___________________________________________________________ 

Audience: ___________________________________________________________ 

 

3. “List five fun indoor activities for teenagers.” 

Objective: ___________________________________________________________ 

Tone: ___________________________________________________________ 

Format: ___________________________________________________________ 

Audience: ___________________________________________________________ 
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Exercise 2  

Classify the following prompts as instructional, question-based, or contextual dialogue. 

1.  “Write a short story about a day at the beach.” 

     Instructional      Question-based      Contextual dialogue 

 
2.  “What are the main benefits of running?” 

     Instructional      Question-based      Contextual dialogue 

 
3. “I am planning a birthday party for a child. Suggest ideas for games and 

decorations.” 

     Instructional      Question-based      Contextual dialogue 

 

Exercise 3  

Use a conversational AI tool (for example ChatGPT or Gemini) to create outputs based 

on the kind of prompts you wrote in Exercise 1 or 2. Then: 

 Compare the AI’s output to your expectations. 

 Evaluate if the tone, format, and detail match the intended audience. 

 Suggest improvements to the prompt to get better results. 

 

Exercise 4  

Simulate a short interactive session using contextual dialogue prompts: 

a) Start with a prompt that gives background information. 

b) Ask follow-up questions based on the AI’s answers. 

c) Practice adjusting your prompts to guide the AI toward more precise or tailored 

content. 

Examples: 

 Prompt 1: “I am a beginner learning Italian. Explain the difference between 

‘essere’ and ‘avere’ in simple words.” 

 Prompt 2: “Give me three example sentences for each verb.” 

 Prompt 3: “Can you make a short dialogue using these verbs?”  
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7. Module 3 – Popular AI models and how to choose 

Suggested Prerequisites: 

Familiarity with screen reader use or accessible browsing. 

Objectives:  

Identify and compare a variety of generative AI tools based on their modality, use cases, 

accessibility features, and cost, in order to select the most appropriate for specific 

personal or professional needs. 

Contents: 

Overview of different categories of generative AI tools: 

 Text-based conversational models: ChatGPT, Gemini, Microsoft Copilot. 

 Document-based tools: NotebookLM, ChatPDF. 

 Web-focused models: Perplexity AI (for real-time search and verified sources). 

Comparison criteria: 

 Type of input/output (text, document, image, speech). 

 Accessibility: screen reader compatibility, hands-free interaction, clear 

interfaces. 

 Cost and availability (free vs. premium plans, sign-up barriers). 

 Decision-making guide: how to choose a tool based on your vision level, task 

complexity, and assistive setup. 

Learning Outcomes: 

 Distinguish between various types of generative AI tools and their purposes. 

 Evaluate accessibility and usability of each tool. 

 Choose the most suitable AI app for a specific task (writing, summarising, 

searching, generating visuals, transcribing audio). 

Practical Activities to be outlined: 

 Recognise which generative AI tool to use depending on the request, one's 

material in use, and one's visual needs. 

 Practice on comparison criteria. 
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 Practice in choosing the most suitable AI app for a specific task (like writing, 

summarising, searching, generating visuals, transcribing audio). 

Estimated time required: 1,5 hours for each application (including the exercises) 
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7.1 Introduction 

 

 

To listen the audio introduction of this chapter, click here: chapter 7.m4a

 

 

Generative AI can be used for various purposes, such as writing texts, analysing 

documents, searching for information, creating images, transcribing audio, etc. 

There are specific tools for each of these purposes, designed to offer optimal 

performance in certain contexts. To use them effectively, it is essential to understand 

their technical characteristics, how to use them, and their most suitable field of 

application. 

In this manual, we divided the Generative Artificial Intelligence Systems in many 

categories such as: 

1. Text-based conversational tools that allow interaction through natural 

conversations aimed at writing, answering questions or assisting with more 

complex tasks, including ChatGPT (OpenAI), Gemini (Google) and Microsoft 

Copilot; 

2. Tools for document management and analysis, specializing in the extraction, 

summarization and organization of textual and voice content from documents, 

including NotebookLM (Google) and ChatPDF; 

3. Tools specializing in web browsing, offering real-time searches with a focus on 

verified sources, improving the quality and reliability of information found 

online, including Perplexity AI; 

For each of the following categories and tools, the following aspects will be considered: 

1. The type of input and output, for example whether the tool works with text, 

documents, images or audio, depending on the type of content to be processed. 

2. Accessibility, verifying compatibility with assistive technologies, such as screen 

readers, and the possibility of interacting vocally, and development with a clear and 

intuitive interface. 
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3. Cost and availability, assessing the existence of free or paid versions, any limitations 

on use and ease of access or registration. 

4. The ability to make a choice to select the most effective and practical tool, reflecting 

on personal visual abilities, the complexity of the task to be performed and the 

assistive configuration available. 
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7.2 Text-based conversational models  

 

7.2.1 Tool card: ChatGPT 

Web version: https://chat.openai.com  

ChatGPT is an AI-powered virtual assistant that can understand and respond to 

questions asked in written or audio form. It is a useful tool for writing texts, searching 

for information and translating, and can simplify complex topics, thus facilitating study 

and work. ChatGPT is accessible via a browser or applications; the interface is designed 

to ensure accessibility, including compatibility with screen readers, making it usable 

even by people with visual impairments. No technical expertise is required to use it.  

 

 

Picture 1: Homepage ChatGPT  

 

 

 

https://chat.openai.com/
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1. Input and output types 

Input  Text (typed using a keyboard or dictated using voice 

recognition). 

 Images (for description or analysis). 

 Audio (in the voice input version). 

 Documents (in free versions: 3 uploading and analysis of 

files for day such as PDF, Word, Excel, Power Point, etc.). 

Output  Text (written answers on any topic). 

 Audio (voice reading available on mobile devices or with 

accessibility enabled). 

 Documents (in free versions: 3 downloading for day such 

as Word, Excel, Power Point. (It cannot insert videos, 

audio, or complex animations, only text and titles). 

 

2. Accessibility 

Compatibility with 

assistive 

technologies 

 Compatible with screen readers such as JAWS, NVDA, 

VoiceOver on Apple products, TalkBack on Android. 

 Can be used with voice commands on mobile devices. 

 Supports keyboard navigation. 

 Audio (voice reading available or with accessibility 

enabled). 

 Simple, with a clear and sequential structure. 
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Interface  Accessible web version. 

 Formatting can be changed using prompts. 

 Mobile app (iOS and Android) with good accessibility. 

 Option to use high-contrast themes and zoom, with a 

wide range of customization options. 

 

3. Cost and availability 

Free  Access to GPT-4O can be used either without a registered 

account but without history, or with an account with 

history, where after a trial period you are required to 

confirm your age. 

 Real-time data from the web with search. 

 Access limited to file uploading, data analysis, image 

generation and voice mode. 

 Project creation and development. 

Subscriptions and 

Premium 

 Prices vary depending on the type of subscription 

(individual or corporate) and the features required. 
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Plus   Increase productivity and creativity with expanded access. 

 Access to all features of the Free plan Extended access to 

GPT-5, the flagship model. 

 More extensive limitations for chat, data analysis and 

image generation. 

 Standard and advanced voice mode with video and screen 

sharing. 

 Access to the ChatGPT agent. 

 Create and use custom tasks and GPTs. 

Pro   OpenAI with the highest power. 

 Unlimited access to GPT-5 pro, which uses greater 

computing power to provide optimal answers to the most 

difficult questions. 

 Unlimited access to advanced voice mode, with higher 

limits for video and screen sharing. 

 Access to OpenAI GPT-3 Pro, which uses greater computing 

power to provide optimal answers to the most difficult 

questions. 

 No limits, with security barriers against abuse. 

 

4. How to decide whether to use ChatGPT 

The choice depends on several personal factors: 

Type of task  Ideal for: generating text, writing emails, summarizing 

documents, obtaining explanations. 

 Less suitable for: tasks requiring strong visual interaction 

(for example editing complex images). 
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Assistive 

configuration 

available 

 If you have a screen reader and good connectivity, 

ChatGPT is easily accessible. 

 On smartphones, it is recommended to use the official 

app for greater simplicity. 

 

Conclusion 

ChatGPT is a very useful tool for people with visual impairments thanks to its accessible 

interface, diverse input/output modes, and the ability to adapt it to your needs. It is 

advisable to start with the free version and then decide whether to upgrade to the paid 

version, based on the own goals. 
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7.2.2 Tool card: Gemini 

Web version: https://gemini.google.com/ 

Gemini is a generative AI model developed by Google. It is designed to be multimodal, 

meaning it can understand and operate with different types of data. 

 

Picture 2: Homepage Gemini 

1. Input and output types 

Input  Text, typed using a keyboard or dictated using voice 

recognition). 

 Images, analysis, description and generation (in some 

versions and integrations). 

 Audio, voice input in advanced versions and Google 

assistants. 

 Documents, file uploading and analysis (PDF, Word, etc.) in 

pro versions. 

https://gemini.google.com/
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Output  Text, written answers on multiple topics, natural dialogue. 

 Audio, integrated speech synthesis, especially on Android 

devices. 

 Images, image generation and description (in versions with 

multimedia capabilities). 

 

2. Accessibility 

Compatibility with 

assistive 

technologies 

 Compatible with screen readers such as JAWS, NVDA, 

VoiceOver on Apple products, TalkBack on Android. 

 Advanced voice commands with integrated Google 

Assistant. 

 Keyboard navigation supported in web and mobile apps. 

 Audio and speech synthesis available on mobile devices 

with Google Assistant. 

Interface  Intuitive, with a simple design integrated into the Google 

ecosystem. 

 Accessible web version (via Google Search or dedicated 

apps). 

 Mobile app (Google (for example Google Assistant, Google 

Gemini). 

 Option to use high-contrast themes and zoom. 

 Formatting can be changed using prompts. 
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3. Cost and availability 

Free  Basic access via Google Gemini or Google Assistant, with 

limited features and daily usage limits. 

 Daily or monthly limits on the number of requests and the 

complexity of responses. 

 Main features available for everyday use: text responses, 

questions and answers, basic image generation. 

 Suitable for occasional users or those who want to try the 

service without a financial commitment. 

 The free version is sufficient for most users seeking quick 

answers and general assistance. 
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Subscriptions and 

Premium 

 Prices vary depending on the type of subscription 

(individual or business) and the features required. 

 Available through Google Workspace or specific business 

plans, with access to advanced features such as document 

analysis, advanced image generation and greater 

computing power. 

 Detailed analysis and uploading of complex documents 

(PDF, Word, etc.). 

 Advanced image generation with higher resolutions and 

details. 

 Enhanced artificial intelligence models for more accurate 

and faster responses. 

 Higher number of daily/monthly requests without strict 

limitations. 

 Real-time collaboration and project sharing. 

 Access to advanced productivity tools and priority support. 

 

4. How to decide whether to use Gemini 

The choice depends on several personal factors: 

Task type  Recommended for: voice assistance, integrated searches, 

text generation, interaction with smart devices. 

 Suitable for image generation 

 Less suitable for: highly specific tasks requiring 

customised or in-depth text analysis capabilities.  
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Assistive 

configuration 

available 

 Ideal if you use Android devices or Google Assistant for 

smooth voice interaction. 

 On iOS (Apple products), compatible but with some 

limitations compared to Google devices. 

 

Conclusion 

Gemini is a very powerful AI assistant integrated into the Google ecosystem, particularly 

suitable for those who use Android devices and Google Assistant. It offers various types 

of input/output, excellent accessibility and sufficient free features for everyday use. 
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7.2.3 Tool card: Microsoft Copilot 

Web version: https://copilot.microsoft.com/ 

Microsoft Copilot is an assistant based on generative artificial intelligence, developed by 

Microsoft and launched as an evolution of Bing Chat. Its goal is to integrate deeply into 

the Microsoft ecosystem to enhance individual and business productivity by assisting 

users with tasks such as writing, data analysis and content creation. 

Availability: Copilot can be accessed directly from your browser by visiting sites such as 

copilot.microsoft.com or bing.com. This version offers maximum compatibility on any 

device with a web browser. 

Microsoft's dedicated artificial intelligence app is Microsoft Copilot. 

 

 

Picture 3: Homepage Copilot 

 

 

 

https://copilot.microsoft.com/
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1. Input and output type 

Input  Typed or dictated text. More advanced versions can analyse and 

summarise complex documents, such as text files, PDFs and 

spreadsheets. 

 Images, analysis and image generation based on a text prompt. 

 Audio, voice input via commands, making conversations easier and 

more efficient. 

 Documents, file uploading and analysis (.doc, .docx, .html, .md, .pdf) 

for summaries, analysis and report creation. 

 Business data, enterprise versions integrate with the organization's 

internal data (Microsoft Graph) to provide personalised and 

contextualised responses. 

Output  Text Written responses, summaries, email drafts, reports and text 

suggestions. 

 Images generated based on user requests. 

 Audio Voice responses via text-to-speech, supported by “Copilot 

Voice”. 

 Actions can be performed within Microsoft 365 applications, such as 

creating slides in PowerPoint or summarising emails in Outlook. 
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2. Accessibility 

Compatibility with 

assistive 

technologies 

 Copilot is compatible with major screen readers (such as JAWS, NVDA, 

and Windows Voice Assistant) and with MacOS and iOS accessibility 

features. User interfaces are typically structured so that information 

is readable and navigable. 

 It can summarise long or complex texts to make them more 

accessible. 

 Meeting transcription In Teams, it can generate automatic captions in 

different languages for users who are deaf or hard of hearing. 

 Speech Recognition or MacOS and iOS Voice Dictation and Voice 

interaction is possible through dictation features built into the 

operating system such as Windows browsers. It does not have native 

voice functionality, but integrates with those of the device. 

 Voice commands Voice input via ‘Copilot Voice’ allows you to interact 

without typing. 

Interface   It supports high-contrast themes. 

 Formatting can be changed using prompts. 

 It is deeply integrated into the Windows operating system and 

Microsoft 365 apps (such as Word, Excel, PowerPoint), allowing you 

to launch the assistant directly within the applications you use every 

day. 
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3. Cost and availability 

Free  Available free of charge on Windows, Bing, Edge, and via dedicated 

mobile apps. It offers basic features such as chat, image generation 

(via Image Creator), and advanced web search. 

 Basic access via Windows, Bing, Edge, and mobile apps. 

 This version is sufficient for many basic tasks. 

Copilot Pro 

(payment) 

 Offers priority access to the latest AI models, faster generation 

speeds, higher usage limits, and the ability to use Copilot directly in 

Microsoft 365 desktop apps (Word, Excel, PowerPoint, Outlook, 

OneNote). 

 Individual users who have a Microsoft 365 Personal or Family 

subscription. 

Copilot for 

Microsoft 365 

(payment) 

 It is an add-on for Microsoft 365 Business (Standard/Premium) or 

Enterprise (E3/E5) plans. It integrates Copilot with business data (via 

Microsoft Graph) to provide contextualised responses and optimise 

group workflows in Teams, Outlook, and other business apps. 
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4. How to decide whether to use Microsoft Copilot 

The choice depends on several personal factors: 

Task type  It helps write drafts, summarise complex documents, create 

presentations from simple text, and analyse data in spreadsheets. 

It is particularly useful for automating repetitive tasks. 

 It can draft emails, summarise long conversation threads, and 

assist in preparing meetings, even in real time, in applications such 

as Outlook and Teams. 

 It helps generate ideas, create images, and transform concepts 

into visual content, such as slides or images for a report. 

 It works as an advanced conversational search engine, able to 

quickly find information from web sources. 

Assistive 

configuration 

available 

 It is ideal for those who work with the Microsoft 365 ecosystem 

(for example Word, Excel, PowerPoint, Outlook, Teams) and need 

an integrated AI assistant to speed up writing, analysis or 

presentations. Great for: voice assistance, integrated searches, 

text generation, interaction with smart devices. 

 

Conclusion 

Microsoft Copilot is a powerful AI assistant, particularly suited to users who want to 

integrate AI into their workflow with Microsoft 365 applications. It offers a wide range 

of inputs/outputs and excellent accessibility, with free features covering basic needs 

and paid plans for professional and in-depth use. Less suitable for users who do not use 

the Microsoft 365, very specific tasks that require customised or in-depth text analysis 

capabilities.   
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7.3 Document-based tool  

 

7.3.1 Tool card: NotebookLM 

Web version: https://notebooklm.google.com/notebook/76b048ff-66b6-4109-9502-

7a0341bbb90d 

NotebookLM is an AI-powered research and writing assistant developed by Google. Its 

main purpose is not to search for information on the internet, but to help summarise, 

understand and create content from your own personal documents (notes, research, 

PDFs, etc.). It leverages Google's language models, such as Gemini 1.5 Pro, to interact 

with materials in a contextual manner. 

 

 

Picture 4: Homepage NotebookLM 

 

 

 

https://notebooklm.google.com/notebook/76b048ff-66b6-4109-9502-7a0341bbb90d
https://notebooklm.google.com/notebook/76b048ff-66b6-4109-9502-7a0341bbb90d
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1. Input and output type 

Input  Documents (Google Docs, PDFs, text files, etc.). 

 Web links. 

 YouTube videos (by analysing the transcript). 

 Audio files (by transcribing the audio into text). 

Output  Generates text and summaries. 

 Answers questions related to the text by inserting textual 

references. 

 Acts as a study guide, creating quiz, outlines, audio and video 

summaries based on the uploaded documents. 

 

2. Accessibility 

Compatibility with 

assistive technologies 

 Designed to integrate seamlessly with leading screen readers and 

assistive technologies. 

 Support for TalkBack (on Android), VoiceOver (on iOS) and other 

screen readers such as JAWS and NVDA. 

 “Audio Overview” feature to generate audio summaries of 

documents. 

 Automatic transcription of audio and video file content (for 

example YouTube) into text. 

 Keyboard shortcuts for full navigation without a mouse. 

 Clean design and the ability to ask direct questions about 

uploaded documents to facilitate interaction and reduce the 

need for precise movements. 
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Interface  Based on Google web technologies, ensuring compatibility with 

major screen readers. 

 Clearly distinct interactive elements with logical and predictable 

navigation order. 

 Essential screen, free of superfluous visual elements. 

 Support for high-contrast themes in the operating system. 

 

3. Cost and availability 

Free plan  The basic NotebookLM service is free. Google account required 

for access 

Paid subscription  The ‘Plus’ version of NotebookLM has superior features and 

capabilities for Google Workspace users or those with a Google 

One AI Premium subscription. 

 

4. How to decide whether to use NotebookLM 

The choice depends on several personal factors: 

Task type  Personal study and research, taking notes, collecting materials 

from multiple sources, and using a virtual assistant to 

summarise or clarify content. 

 Collaboration and sharing, supporting group work on 

documents and notes in professional or educational settings. 

 Management of large amounts of information, organising 

documents, texts, articles, and work materials so they are easily 

accessible. 

 Writing and brainstorming support, developing ideas, writing 

texts, creating summaries, and crafting personalised responses. 
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Assistive configuration 

available 

 Offers intelligent suggestions while writing and organising notes, 

improving productivity. 

 Supports content entry via dictation, facilitating text creation 

without the use of a keyboard. 

 AI can help transform complex texts into simpler explanations or 

audio format, facilitating understanding. Supports voice 

description of images, graphs and tables in documents, and 

allows you to listen to texts. 

 Allows you to adapt the interface with high contrast options, 

adjustable text size and easy keyboard navigation. 

 

 

Conclusion 

NotebookLM is an ideal intelligent assistant for those who want to manage, organise 

and better understand their personal documents. Thanks to its ability to understand 

context and interact easily with content, it facilitates searching, summarising and 

creating texts in a simple and intuitive way. It offers assistive features that improve 

accessibility, supporting various types of users. Its compatibility with different 

technologies and devices makes the experience clear and customisable. It is a useful 

tool for both individual study and professional or educational collaboration. Its simple 

interface and ability to respond contextually to uploaded materials make it particularly 

effective. 
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7.3.2 Tool card: ChatPDF 

Web version: www.chatpdf.com  

ChatPDF is a simple tool that helps you read PDF documents. You can upload a PDF file 

to the programme and ask questions about its content. ChatPDF is able to respond in 

clear language, so that the user does not have to read the entire document. It is useful 

for finding information quickly and understanding long texts. ChatPDF does not require 

complex configuration and can be used directly from your browser on various devices. 

Although it has limited functionality compared to other tools, it is particularly useful for 

studying or consulting individual PDFs quickly and easily.  

 

 

Picture 5: Homepage ChatPDF 

 

 

 

http://www.chatpdf.com/
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1. Input and output type 

Input  PDF files uploaded by the user. 

 Text documents embedded in PDFs. 

Output  Text explanations based on the content of the PDF. 

 Concise and accurate text answers. 

 

2. Accessibility 

Compatibility with 

assistive technologies 

 Works with JAWS, NVDA and VoiceOver. 

 Navigation possible without a mouse. 

Interface  Simple and clear layout, easily readable text. 

 Designed to work well with screen readers and keyboards, 

facilitating use without a mouse. 

 

3. Cost and availability 

Free plan  Limited access to a certain number of PDFs per day. 

 Basic features available at no cost. 

Paid subscription  Allows unlimited uploads and larger PDFs. 

 Access to faster responses and priority support. 
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4. How to decide whether to use ChatPDF 

The choice depends on several personal factors: 

Task type  Extract information from PDFs. 

 Quickly study long PDF documents. 

Assistive configuration 

available 

 It does not directly convert text to audio and does not describe 

images, but integrates with screen reading tools. 

 

Conclusion 

ChatPDF is a practical and accessible tool for working with PDF files. It is easy to use and 

allows you to summarise PDF documents quickly. Although it has limited functions 

compared to other programmes, it is very useful for finding information, thus 

representing a valuable aid in simplifying the study and work with digital documents. 
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7.4 Web-focused models 

 

7.4.1 Tool card: Perplexity AI 

Web version: www.perplexity.ai  

Perplexity AI provides quick, concise answers to questions asked in natural language, 

using artificial intelligence to search for up-to-date information on the internet and 

summarise it clearly. Perplexity AI stands out from other tools because it provides 

answers accompanied by verifiable sources and links, helping users to check the 

reliability of the information they receive. This makes it particularly useful for those 

looking for accurate data and want to be sure of its origin. 

 

 

Picture 6: Homepage Perplexity 

 

http://www.perplexity.ai/
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1. Input and output type 

Input  Text written in natural language. 

 Supports both simple sentences and complex queries. 

Output  Provides short, clear answers. 

 Summarises information from various sources. 

 Includes links to the sources of the answers. 

 

2. Accessibility 

Compatibility with 

assistive 

technologies 

 Compatible with screen reader software. 

 Supports keyboard navigation. 

 Does not require complex configurations for access. 

Interface  Simple and clear. 

 Available on computers, tablets, and smartphones. 

 

3. Cost and availability 

Free plan  With restrictions on use, but still suitable for daily use. 

Paid plan  10 times more citations in responses uploads. 

 Access to Perplexity Labs. 

 Unlimited file and photo. 

 Extended access to Perplexity Research. 

 Extended access to image generation. 

 Limited access to video generation. 

 One subscription for all the latest AI models, including GPT-5 and 

Claude Sonnet 4. 
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4. How to decide whether to use Perplexity AI 

The choice depends on several personal factors: 

Task type  Useful for finding quick and accurate answers. 

 Suitable for those who want to verify sources. 

 Not suitable for creating long or complex texts. 

Assistive configuration 

available 

 Supports the use of external assistive technologies, such as 

screen readers and alternative input devices. 

 

Conclusion 

Perplexity AI has a simple and clean interface, which makes it easy to use even without 

customisable accessibility settings. Although it does not offer internal options to change 

contrast or text size, it is compatible with external assistive technologies, such as screen 

readers and alternative input devices.  

A particularly useful feature is the inclusion of direct links to the sources consulted in 

the answers provided, which makes it easy to verify the origin of the information.  
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7.5 Practical activities 

Exercise 1  

A student needs to quickly find specific information within a single, 80-page research 

paper saved as a PDF. Which AI tool is most suitable for uploading the document and 

asking direct questions about its content? 

     NotebookLM      Gemini       ChatPDF      Perplexity AI 

 

Exercise 2  

A professional heavily uses the Microsoft 365 suite (Word, Excel, and PowerPoint) and 

wants an AI assistant that can create presentation drafts from a Word document or 

summarize data in a spreadsheet directly within those applications. Which tool would 

be the best choice?  

     NotebookLM      Gemini       ChatGPT      Perplexity AI 

 

Exercise 3  

A journalist needs to write an article on a current event and requires an AI tool that 

provides concise answers while citing its web sources with direct links for verification. 

Which tool is specifically designed for this purpose? 

     NotebookLM      ChatGPT      ChatPDF      Microsoft Copilot  

 

Exercise 4 

A user with a visual impairment relies on their Android phone and Google Assistant for 

most tasks. They need an AI that integrates smoothly with voice commands for daily 

assistance. Which tool would be the most seamless experience for them? “I am planning 

a birthday party for a child. Suggest ideas for games and decorations.” 

     ChatGPT      Gemini       ChatPDF      Microsoft Copilot  
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Exercise 5 

A researcher has gathered dozens of sources (PDFs, Google Docs, web links) for a large 

project. They need a tool to act as a personal research assistant, allowing them to ask 

questions and generate summaries based only on the materials they have collected. 

Which tool is best for this? 

     ChatGPT      Perplexity AI      NotebookLM      Microsoft Copilot  

 

Exercise 6 

A creative writer wants to brainstorm ideas, generate long-form text, and get help 

writing emails. They are not concerned with source citation or deep integration into 

other software. Which tool is described as being ideal for generating text and writing?  

     ChatGPT      Perplexity AI      NotebookLM      ChatPDF 

 

Exercise 7 

A user needs to analyse the transcript of a YouTube video for their research. Which tool 

is explicitly mentioned as having the ability to take YouTube videos as an input for 

analysis? 

     ChatGPT      Perplexity AI      NotebookLM      Microsoft Copilot 
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Practical Applications 

 

8. Module 4 – Generate text 

Suggested Prerequisites: 

Access to a generative AI tool, basic typing or dictation skills. 

Objectives:  

Learn how to generate, reuse, and refine text using a generative AI model. 

Contents: 

 Using models like ChatGPT, Gemini, or Copilot to produce emails, summaries, 

blog posts. 

 Prompting for structure: bullet points, numbered lists, paragraphs. 

 Editing outputs: rephrasing, shortening, formatting. 

 Exporting content to external tools or documents. 

Learning Outcomes: 

 Generate structured and purposeful textual content. 

 Adapt AI outputs for communication and documentation tasks. 

 Transfer content between tools and platforms. 

Practical Activities to be outlined: 

 Exercises on remodelling texts according to the task. 

 Exercises on integrating task objectives with AI results. 

 Exercises on flow examples writing a few emails for different contexts. 

 Example Flow: prompt AI to write a thank-you email, edit tone and length, and 

paste it into Outlook or Gmail. 

Estimated time required: 2 hours  
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8.1 Introduction to text generation models 

 

To listen the audio introduction of this chapter, click here: chapeter 8.m4a

 

 

In this chapter, we will work on concrete examples that one might encounter in daily or 

professional life: writing emails, summarizing texts, creating posts or short articles. The 

goal is to learn how to guide artificial intelligence to produce useful, clear, and easily 

reusable content. 

AI-based text generation models understand human language and produce coherent 

texts. It is not necessary to know complex languages: it is enough to explain clearly what 

you want to achieve. Thanks to large amounts of data, these models learn linguistic 

structures, vocabulary, writing styles, and contexts of use. With simple but effective 

prompts, you can get a wide variety of textual outputs. 

The use of generative AI develops in three steps: 

A. Production of textual content. 

B. Revision and modification of texts. 

C. Exportation of content. 

 

8.2 Production of textual content 

The main strength of these tools is the ability to generate content that is structured in a 

targeted way. To achieve effective results, it is crucial to provide clear and detailed 

instructions, specifying the desired structure. 

A well-written text is not only made up of the correct words but also of a readable 

structure. Requesting the AI to use bulleted lists, numbered lists, or short paragraphs 

makes the content easier to consult and improves accessibility. This attention is 

especially helpful for those using screen readers or Braille displays, as it allows for 

smoother navigation within the text. 
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Step-by-Step: Production of textual content  

 

The main goal is to obtain clear, consistent, and structured texts. To do this, I need to 

set the prompt based on the result I need, specifically: 

 If I need to create long text, I can already ask the AI to divide the content with 

titles or with short, numbered paragraphs that are easy to read and navigate. 

 If I am working with screen readers, it is better to prioritize lists and short 

paragraphs to facilitate navigation. 

 If I want key concepts to be highlighted in the text, I can request a bullet-point 

list at the end of the text. 

 If I need an explanation of steps or procedures, I can ask for a numbered list. 

 

Procedure: 

1. Open the chosen AI model (ChatGPT, Gemini, Copilot). 

 

Picture 7: Working area 1 – ChatGPT 
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2. Identify the type of content you want to create: email, summary, post, or article. 

3. Write a clear and detailed prompt, including: 

a. Type of text required. 

b. Desired structure (short paragraphs, bullet or numbered lists). 

c. Any key points to include. 

d. Approximate length. 

4. Send the prompt and let the AI generate the text. 

5. Carefully read the result, checking that it respects the structure and content 

instructions. 

 

8.3 Revision and modification of texts 

The text generated by the AI is a starting point, not a final product. It is normal to have 

to adapt, rephrase, or shorten it to make it suitable for its intended use. In this phase, 

the user acts as an "editor," refining the machine's work. 

Possible requests: 

1. Rephrase the content in a simpler and more direct style. 

2. Shorten the text to meet a word limit. 

3. Add titles or subtitles to make the reading smoother. 

It is important to read each version carefully to ensure clarity and correctness of 

structure. Additionally, the personalization of content should be encouraged by 

reworking the output based on new information or needs. 

 

Step-by-Step: Revision and modification of texts 

 

The goal is to refine and adapt the content produced by the AI to specific needs, 

because AI-generated content may need revision to fit specific requirements. To do this, 

it is always necessary to write new prompts following these points: 

 Keep sentences short and paragraphs clear. 

 Personalize the content based on new information or specific needs. 
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 Use separate prompts for each modification so the AI executes targeted 

commands. 

 Avoid including special characters unless strictly necessary. 

 

For proper revision, it is important to: 

1. Rephrase if the generated text is too complex or unclear, you can ask for a 

rephrasing without needing to give more specific instructions or you can provide 

additional information about your needs. So, under the generated text in the 

dialogue box, write the prompt suited to your goal, for example: 

a. “Rephrase.” 

 

b. “Simplify this paragraph, make it clear and easy to understand.” 

 

c. “Make this paragraph more formal and professional, using an accurate 

and precise style.” 

2. Shorten or lengthen the text: if it's too long or too short for the final goal, write a 

suitable prompt under the text in the dialogue box, for example: 

a. “Reduce this text to 150 words.” 

 

b. “Add more details to this summary.” 

3. Format after obtaining the content: after reading the text, I may need a more 

suitable and appropriate format for the goal, and I need to give instructions that 

shape the graphic structure. So, under the text in the dialogue box, write a 

prompt suited to your need, for example: 

a. “Add titles, subtitles, and numbered paragraphs for a formal 

formatting.” 

b. “Bold the main points.” 

c. “Reorganize the text into short paragraphs for better readability.” 
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8.4 Exportation of content 

With the third step, the work is finalized, for example, transferring the generated text to 

other digital tools while maintaining maximum readability and accessibility. Exportation 

is a fundamental step, as it allows you to “bring out” the work produced by the AI 

model. Some of the most frequent uses are: 

 Copy and paste the text into a Word or Google Docs document. 

 Copy and paste the text directly as the body of an email. 

 Save the text as a .txt or .docx file to archive or share. 

This way, the AI-generated content becomes an integral part of one's work or study 

tools. 

The text reworking capabilities offered by these tools allow quick adaptation of content 

to various contexts. 

 

Step-by-Step: Content export 

The versatility of AI models allows you to copy the generated content and paste it 

directly into different contexts: 

 Email: after creating a professional email, for example, a thank-you note to a 

colleague or a customer, you can transfer it directly into the email client such as 

Outlook or Gmail. This integration between text generation and communication 

management significantly speeds up workflows. 

 Documents: if you want to include the generated content in a Word document, 

Google Docs, or other writing tools, you can copy and paste the output directly, 

avoiding the need to rewrite everything manually. 

 Other tools: the content can also be exported to social media platforms, project 

management systems, or marketing software, improving daily operational 

efficiency. 

To proceed with this final step, always keep in mind these 3 points: 

 If assistive technologies are used, it is recommended to prioritize keyboard 

shortcuts. 
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 It is always better to keep the structure simple and linear. 

 Always check readability and accessibility in the case of shared emails and 

documents. 

Procedure: 

1. Select the final text generated by the AI. 

2. Copy it using the dedicated command or the keyboard shortcut (Ctrl+C on 

Windows or Command+C on Mac). 

3. Open the target tool: 

a) Text document (Word, Google Docs) 

b) Email client (Outlook, Gmail) 

c) .txt or .docx file 

4. Paste the text using keyboard shortcuts (Ctrl+V on Windows or Command+V on 

Mac). 

5. Check the formatting: for better readability, there should be short paragraphs, 

clear titles, and readable lists. 

6. Save or send the content as needed.  
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Phase Objective Example of prompt Result expected 

Production Create a clear 
and structured 
text. 

“Write a professional thank-
you email to a colleague, in 
100 words, with bullet points 
of the main points.” 

Clear email, brief, with key 
points highlighted. 

Clear email, 
brief, with key 
points 
highlighted. 

“Create a 150-word post on 
the topic of digital 
accessibility, organized into 
short paragraphs with clear 
headings.” 

Structured, readable, and 
easily consultable text. 

Summarize a 
long text. 

“Summarize this article in 5 
main points, using numbered 
lists.” 

Clear and readable 
summary, with numbered 
list. 

Revision  Make the text 
clearer. 

"Simplify this paragraph; 
make it clear and easy to 
understand." 

Simplified text, short 
sentences, immediately 
understandable concepts. 

Make the text 
more formal. 

“Make this paragraph more 
formal and professional, using 
an accurate and precise style.” 

Text with more structured 
and refined language. 

Revision  Adjust the text 
length. 

"Reduce this text to 150 
words" or "Add more details 
to this summary." 

Text of length suitable for 
the purpose. 

Revision  Improve 
readability. 

"Add titles, subtitles, and 
numbered paragraphs for 
formal formatting" or 
"Reorganize the text into 
short paragraphs for better 
readability." 

Well-structured text, easy 
to read and navigate. 

Export Transfer the 
text to other 
tools. 

Copy and paste the generated 
text into: Word, Google Docs, 
email, .txt or .docx file. 

Text transferred correctly, 
readable and ready to use. 

Export  Facilitate use 
with assistive 
tools. 

Use keyboard shortcuts 
(Ctrl+C / Ctrl+V) and keep 
paragraphs short and lists 
clear. 

Text accessible with 
screen reader or Braille 
display. 
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8.5 Use of customization mode for easier accessibility 

ChatGPT 

The customization mode in ChatGPT Web can be accessed as follows: 

1. Click your profile icon or name (located in the bottom left corner). 

2. Select “Personalization”. 

 

Picture 8: Personalization 1 – ChatGPT 

3. In the settings menu, click “Personalized instructions” to change how ChatGPT 

writes and responds. 

4. To manage memory, go to “personalization” → “memory” → “manage". 
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Picture 9: Personalization 2 – ChatGPT 

 

In this section, you will find several options that allow you to personalize your 

experience, including “Personalized instructions” and “Learn more about you”. 

These two features allows the model to adapt its responses to the user’s specific 

preferences and needs. 

Although they may seem similar, they have different purposes. 

The section “Personalized instructions” allows you to define how you want ChatGPT to 

behave in general. You can include information such as: 

 What you want ChatGPT to know about you (your job, your interests, the 

subjects you study or accessibility needs); 
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 How you would like ChatGPT to respond (in a simple, formal, or friendly way; or 

using short paragraphs, bold titles, and clear lists for better readability). 

These settings help shape the tone, style, and level of detail in ChatGPT’s answers, so 

they are easier to read and understand. 

You can update or change these settings at any time. 

Examples: 

“I have visual impairment. Please write in short paragraphs and avoid complex 

formatting.” 

“I use a screen reader. Please write with simple structure and no emoji.” 

The section “Learn more about you” allows you to see and manage what ChatGPT 

remembers about you over time. 

Through “Learn more about you”, you can: 

 Review what ChatGPT currently knows about you. 

 Edit or delete specific information. 

 Clear everything from memory if you wish. 

This feature helps you stay aware of and control what ChatGPT remembers. 

To write an effective instruction with a predefined request, it is important to test it first 

in the chat window. 

Sometimes, the ideal prompt needs to be developed together with the application being 

used, in this case, ChatGPT. 

For this reason, one possible approach is to ask ChatGPT itself for suggestions on what 

the most suitable prompt might be to include in the customization settings, especially 

when the user is visually impaired and has difficulty reading text with standard 

formatting. 

A possible way for ChatGPT to start a personalized response could be from: “Usually, for 

people with low vision or other accessibility needs, the mode can include: 

1. Detailed textual descriptions for images, charts, or videos. 

2. Clear, structured, and readable text suitable for screen readers or assistive tools. 

3. Avoiding content that relies solely on visual or complex references. 
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4. Practical and accessible suggestions for daily activities, such as transportation or 

filling out forms.” 

So, based on the user’s answers and actual needs, it becomes possible to start finding 

the prompt that best fits those needs. 

When customization mode is active, the model automatically takes these needs into 

account in all responses. 

This means that the user does not have to remember to request accessibility features in 

the prompt each time: the model will continuously apply the relevant adjustments. 

If in doubt, the user can ask for confirmation that the response has properly followed 

the customization settings, or request a higher level of precision. 

If the user wishes to temporarily deactivate customization for testing or other purposes, 

this can be specified directly in the prompt. 

In that case, the responses will become more general and will not include accessibility 

adjustments until the mode is reactivated. 

 

Example: Differences in Responses for Users with Low Vision 

When customization is active for users with low vision, ChatGPT adjusts its responses to 

improve clarity, accessibility, and structure. 

The following examples illustrate how the same request may produce different outputs 

depending on whether the customization mode is enabled. 

Example 1 – Requesting walking directions 

Customized prompt (for a user with low vision): 

“I am a user with low vision. Please provide step-by-step walking directions using clear 

and simple sentences. Avoid using visual landmarks only.” 

Response: 

1. “Exit the train station through the main door. 

2. Turn right and walk about 200 meters until you reach the first traffic light. 

3. Cross the street carefully. 

4. Continue straight for another 100 meters. 
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5. The library entrance will be on your right, with a tactile path leading to the door.” 

This version uses short sentences, numerical distances, and functional references, 

avoiding colours or purely visual cues. 

 

Standard prompt (no customization): 

“How can I get from the train station to the library?” 

Response: 

“Walk straight from the main exit of the station until you reach the traffic light. Cross the 

street and continue toward the red brick building. The library is next to the café with blue 

tables.” 

This response includes more visual references and less structural clarity, which may be 

less accessible for users with visual impairments.  
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8.6 Practical activities  

Exercise 1  

Take a generated paragraph about digital accessibility. Rewrite it to fit a specific task: 

 Task A: Summarize it for beginners in short bullet points. 

 Task B: Transform it into a formal email to a colleague 

Objective: practice adapting AI-generated content to different purposes. 

 

Exercise 2  

Generate a text using an AI tool with a prompt of your choice. Then, compare the AI 

output with your intended goal and refine it by: 

 Shortening or expanding content. 

 Adjusting tone (formal, friendly, simple). 

 Adding headings, bullet points, or numbering. 

Objective: learn to combine AI outputs with task requirements. 

 

Exercise 3  

Generate a text using an AI tool to write three short emails on the same topic (for 

example a thank-you note, a project update, an invitation): 

1. To a colleague (friendly tone). 

2. To a manager (formal tone). 

3. To a client (professional and clear tone). 

Objective: develop flow and audience-appropriate writing using AI-generated drafts as a 

base. 
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Exercise 4  

Take a paragraph produced by an AI. Practice on: 

 Rephrasing for clarity or simplicity. 

 Shortening or lengthening to meet a word limit. 

 Reorganizing structure with headings or lists. 

Objective: train on refining AI-generated content for readability and effectiveness. 

 

Exercise 5  

Using a text generated and refined with AI: 

 Copy it into Word, Google Docs, or an email client. 

 Ensure short paragraphs, clear titles, and readable lists. 

 Verify accessibility for screen readers or Braille displays. 

Objective: practice transferring AI-generated content to practical tools while 

maintaining readability and accessibility. 

 

Exercise 6  

Rewrite a prompt or a response from the previous exercises, making it more accessible 

according to your visual needs. 

 

Exercise 7  

Change the settings in ChatGPT under the “Personalization section” by describing your 

reading supports and suggesting a preferred presentation format.  
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9. Module 5 – Talk to documents 

Suggested Prerequisites: 

Ability to upload a file or copy/paste text. 

Objectives:  

Learn how to extract, summarise, and interact with structured information from 

documents using AI. 

Contents: 

 Platforms: ChatPDF, NotebookLM. 

 Uploading documents: PDFs, Word files, text-based content. 

 Prompting for summaries, Q&A, timelines or action lists. 

 Using document-aware chat to retrieve specific content. 

Learning Outcomes: 

 Navigate and question documents through AI. 

 Produce concise and actionable document summaries. 

 Use document-based AI as study or work support. 

Practical Activities to be outlined: 

 Exercises with the platforms: ChatPDF, NotebookLM, uploading documents in 

PDF formats, Word files, text-based content. 

 Practice on asking to make lists, creating Q&A, and making action lists. 

 Exercises on using document-aware chat to retrieve specific content. 

 Example flow: Upload a PDF guide and ask for key procedures summarised in 

bullet points. 

Estimated time required: 2 hours   
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9.1 Introduction 

 

 

To listen the audio introduction of this chapter, click here: chapter 9.m4a

 

 

This chapter teaches you how to use two artificial intelligence-based tools, NotebookLM 

and ChatPDF. These have been specifically designed for analysing, reworking and 

organizing existing texts, with the main aim of facilitating the understanding and 

summarization of content. Therefore, they do not work on the autonomous generation 

of texts. These applications allow you to interact with documents and obtain clear 

answers to questions about content, summaries or other personalized explanations, 

allowing you to focus immediately on the most important information and interact with 

the content effectively. No complex technical knowledge is required: simply upload the 

desired files to the website and ask specific questions.  

NotebookLM and ChatPDF can: 

 Extract concepts and data from documents. 

 Summarize long texts. 

 Answer specific questions. 

 Adapt to the needs of study, work or daily life. 

The practical use of these platforms can be summarized in three steps: 

1. Upload the documents to be analysed. 

2. Ask questions using simple language, without the use of specialist 

terminology. 

3. Obtain personalized answers, summaries or explanations. 

 

9.2 Step-by-step: Content reworking with CHATPDF  

ChatPDF can analyse PDF documents, recognizing their structure, and can produce quick 

summaries or answer open questions about the text, providing concise and relevant 

answers. The aim is to provide easy access to the analysis of long and/or complex texts, 
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both in terms of length and terminology, offering guidance that allows users to highlight 

key information, create customized summaries (for example bulleted lists) and 

differentiated graphic structures, replacing the person in the first reading of the entire 

text.  

Procedure: 

Document analysis 

1. Open ChatPDF. 

 

2. Click to upload or drag the PDF file into the central dialogue box. 

 

Picture 10: Working area 2 – ChatPDF and how to drag and drop 

 

3. Without further input, CHATPDF reads and interprets the file’s content, identifying 

paragraphs, titles, lists and tables and creating an internal representation of the 

content. 

 

4. ChatPDF keeps the PDF file open on the left side of the screen and works on the right 

side. It immediately outputs a quick overview, suggesting some possible actions for 

greater understanding and summarization of the text. 



 

76 
 

 

Picture 11: Working area 3 – ChatPDF interface after the first interaction 

 

Document reworking 

At this point, I can choose whether to interact with the suggested questions, or I can ask 

other direct questions to: 

 

1. Summaries and syntheses, for example with:  

“Give me a summary”. 

“Create a bulleted list of key points”. 

ChatPDF will continue to work on its work screen, producing a summary without 

touching the original PDF, which will always remain on the left side of the screen, 

highlighting main concepts, lists, or thematic sections. 
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2. Rewriting according to preferences 

I can request:  

“Summarize in numbered paragraphs”. 

“Show me only the main concepts”. 

ChatPDF generates structured output as requested, for example with bulleted lists, 

separate paragraphs or tables. 

 

3. Answers to specific questions 

I can request: 

“What are the three main conclusions of this chapter?” 

ChatPDF will search for the information in the text and provide it directly, without the 

need to read the entire document. 

 

4. Simple and clear formatting 

ChatPDF can reorganize content in a way that is readable, clear and suitable even for 

those with visual impairments.  

Example:  

“Reorganize this text into a clear and readable bulleted list, retaining all the 

information.” 

“Rewrite this document into concise and clear paragraphs, using simple and 

understandable language, without changing the content, and make it more readable.” 

 

It keeps the content intact but applies more readable structures such as lists, tables or 

concise paragraphs. 
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Summary 

1 Open ChatPDF and upload your PDF file. 

2 Identify what you are in need of: summary, answer to a question or data extraction. 

3 Write a clear and defined prompt: 

“Summarize the 5 main ideas of this document.” 

“Find all of the numerical data about sales and put them in a list.” 

4 Send the prompt and read the answer given. 

5 If necessary, rewrite the prompt for a better and more specific answer. 

 

Objective Example of prompt Attended result 

Summarise 

PDF 

“Summarize the 5 main ideas of this 

document.” 

Clear summary in a 

numbered list. 

Extract data “Find all of the numerical data about 

sales and put them in a list.” 

bulleted list with all of the 

requested data. 

Clarifications “Explain in simple terms paragraph 3 

of the PDF.” 

Restructured paragraph, in 

an easier form. 

 

9.3 Step-by-step: Content reworking with NotebookLM 

 

Objective 

NotebookLM allows you to work on the following file extensions: PDF, .txt, Markdown, 

Audio (for example .mp3), Word. In addition, websites and YouTube videos can also be 

uploaded in the form of links. It is not possible to upload Word files directly as they have 

very complex formatting, but it is possible to paste text by selecting part of the body 
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text from the Word file, or save the Word file in PDF format to maintain the formatting, 

or in .txt format, which preserves the body text but loses some of the formatting. Once 

one or more files have been inserted, NotebookLM is able to recognize the internal 

structure of the content, producing quick summaries and links between the different 

sources inserted.  

To log in, you must have a Google account. After entering your credentials, you will be 

directed to the “Add sources” screen, where you can upload the desired file by dragging 

and dropping it or pasting it. 

Next, the screen changes again and the next one is divided into three work areas: 

1. Sources (left): collects all uploaded documents. 

2. Chat (centre): this is the main dialogue window, where you enter requests and 

interact with the platform. 

3. Study (right): offers various options for optimising the summary and study 

phase of the content. 

 

Picture 12: Working area 4 – NotebookLM after the first interaction 

 

If you want to work on multiple sources, from the three-area screen, simply click on 

“Sources” and then on “+ Add” to return to the “Add sources” screen. 
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The aim is to provide easy access to the analysis of complex texts, both in terms of 

length and terminology, offering guidance that allows you to: 

A. Identify key information. 

B. Create custom summaries with: 

1. Bullet points. 

2. Summary paragraphs. 

3. Concept maps. 

4. AI audio podcasts. 

5. Explanatory videos presented by AI. 

6. Flashcards. 

7. Quizzes. 

C. Organise content in a readable way. 

Only some of the options will be displayed here. 

Step-by-step procedure: 

CHAT summary 

1 Open NotebookLM and log in with Google. 

2 Upload the document you need to analyse. 

3 Wait for NotebookLM to perform an initial reworking of the text and, based on 

its output, consider how the text could be better organised, whether with a 

further summary, a list of key points, or the creation of paragraphs for 

presentation. 

4 Write a clear prompt, for example: 

“Create a list of the main concepts from these notes.” 

“Rewrite these notes into clear paragraphs for a presentation.” 

5 Review the content generated by the AI, adapting it if necessary. 

6 Copy the text and paste it into a Word or .txt file to save it outside the platform.  



 

81 
 

 

STUDY summary 

1 Open NotebookLM and enter your Google credentials. 

2 Upload the document you need to analyse. 

3 Wait for NotebookLM to perform an initial reworking of the text.  

4 In the “STUDY” area on the right, select the desired function: 

1. “Audio overview” for an audio summary of the content (takes 

approximately 5 minutes for a 52-page text). 

2. Mind map for diagrams. 

3. “Flashcards” and “Quizzes” for test questions on the text. 

5 With various options based on the above functions, I can download the file to 

my PC. 

 

Ready to use prompts: 

Document summary 

 Prompt: “Summarise this document in five main points.” 

 Expected output: clear summary in numbered list. 

Event timeline 

 Prompt: “Create a timeline of the main events in the PDF.” 

 Expected output: chronological list of main events. 

Questions and answers (Q&A) 

 Prompt: “Answer the following questions about the document: ...” 

 Expected output: concise and legible answers. 

List of actions 

 Prompt: “List the actions to be taken according to this document.”  

 Expected output: bulleted list of main activities. 
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Clarifications on specific paragraphs 

 Prompt: “Explain paragraph [number] of the document in simple terms.” 

 Expected output: clear and readable rephrased paragraph. 

Rephrasing for simplicity 

 Prompt: “Rephrase this paragraph in a simple and direct way.” 

 Expected output: a text that is more immediate and easier to understand. 

Rephrasing for formality 

 Prompt: "Make this paragraph more formal and professional, using a precise and 

accurate style."  

 Expected output: text with more structured and professional language.  
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9.4 Practical activities  

Exercise 1  

Task: Upload a PDF, Word (converted to PDF), or text file to ChatPDF or NotebookLM. 

Explore the interface and identify the key areas for interaction: 

 In ChatPDF: left panel (original PDF), right panel (AI interaction). 

 In NotebookLM: Sources, Chat, and Study areas. 

 

Exercise 2  

Task: Choose a long PDF or text and ask the AI to produce a summary in 5 key points. 

 

Exercise 3  

Task: Using either ChatPDF or NotebookLM, extract actionable information from a 

document and turn it into a numbered list of actions. 

 

Exercise 4  

Task: Ask specific questions about a document and request explanations for difficult 

paragraphs. 

 

Exercise 5  

Task: Take a paragraph generated by ChatPDF or NotebookLM and ask the AI to 

rephrase it for a specific purpose: 
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10. Module 6 – Search the Internet with AI 

Suggested Prerequisites: 

Web browsing experience with assistive tools. 

Objectives:  

Use AI to search for online information, verify sources, and produce synthetic 

overviews. 

Contents: 

 Using Perplexity AI with browsing. 

 Asking source-based and comparison questions. 

 Prompting for structured search outputs (for example tables, FAQs, summaries). 

 Exporting or bookmarking results for later reuse. 

Learning Outcomes: 

 Perform research with clarity and context-awareness. 

 Distinguish credible sources from speculative outputs. 

 Save and reuse search results productively. 

Practical Activities to be outlined: 

 Exercises on Perplexity AI with browsing. 

 Exercises on comparing different sources and information. 

 Exercises on using and comparing search results by helping Perplexity. 

 Example Flow: Ask Perplexity to compare two technologies and paste the output 

into a study note. 

Estimated time required: 2 hours  
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10.1 Advanced Use of Perplexity AI for Research and Data Management 

 

 

To listen the audio introduction of this chapter, click here: chapter 10.m4a

 

 

Perplexity AI is a powerful tool for conducting in-depth research, evaluating the 

reliability of information, and organizing data effectively. Mastering its use means 

transforming the research process into something clear, systematic, and productive. 

The initial Perplexity screen presents a minimalist and functional interface. At the top, 

there's a search bar with a placeholder text inviting you to “ask anything,” where you 

can type your question or command. 

After receiving a response, the Perplexity screen remains simple and clear. The question 

is displayed at the top in large, bold font, acting as a title. Below, there are three or four 

buttons or links for further exploration, usually in the form of “Images”, “Sources”, and 

“Steps”. 

By clicking on “Images”, you get some images related to the text. 

By clicking on “Sources”, you get the links to the sites from which the content used to 

compose the answer was learned. 

By clicking on “Steps”, you get the individual stages in the process by which the AI 

retrieved and constructed the answer. 

In the central area, the generated answer appears. Often, next to certain pieces of 

information, you will see small numbers (like [1], [2], [3]). These numbers are there to 

link each piece of data or statement to a specific source. They are useful for directly 

verifying sources, checking data reliability, and exploring any additional details. Beneath 

this, more links lead to the original sources for further verification or deep dives into the 

information. 

Finally, at the bottom of the page, there is a search field for new questions. 
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10.2 Using Sources and Data Comparison 

To ensure that a research process is truly reliable, Perplexity AI allows you to ask 

questions based on sources. In any research work, it is crucial to understand where the 

information comes from and how reliable it is. Perplexity AI provides tools for working 

with sources and comparing information to help users distinguish verified data from 

speculative content. This means you can: 

1. Request direct citations or links to reference sources. 

2. Compare information from different sources to identify any discrepancies. 

3. Flag unconfirmed content or data that still needs verification. 

This approach helps you separate verified information from less reliable data, boosting 

the accuracy and trustworthiness of the results. 

 

10.3 Saving and Reusing Results 

To avoid losing important information, Perplexity AI lets you save and organize your 

research findings. This is especially helpful when working on complex projects or 

gathering data from multiple sources. 

Once a response is generated, you can copy, save, or export it to an external document 

for future reference. You can also create bookmarks or organized notes, enabling you to 

quickly retrieve the most relevant information without having to repeat the search. The 

queries you have made can be saved and reused later, allowing you to update data or 

compare new information without retyping the request from scratch. 

These features make Perplexity AI not just a tool for immediate answers, but also a way 

to build a personal, organized database that is always available for future use. 

 

Step-by-Step Procedure for Using Perplexity AI 

1. Access it through the Perplexity AI website on your browser, or open the app if 

available. 

2. Define the prompt by clearly deciding what to ask the model. 

3. Write the prompt in the designated space and press Enter. 
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4. Read the answer; the model will provide the main response below the input box. 

5. Consult the sources, using the provided links or through the reference numbers. 

6. Decide whether to propose new questions for further exploration or to modify 

sources. 

7. Save or note useful data by copying the response, saving the page, or adding a 

bookmark to retrieve it later. 

 

 

Picture 13: Working area 5 – Perplexity after the first interaction 
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10.4 Practical activities  

Exercise 1  

Open Perplexity AI and type a research question of your choice. Explore the generated 

answer, and navigate through Images, Sources, and Steps to examine how the AI 

retrieved the information. 

 

Exercise 2  

Ask Perplexity AI a question about two things. Look at the answers and see how they are 

different. 

Example Prompt: “What is better, electric cars or hydrogen cars?” 

 

Exercise 3  

Ask Perplexity AI a question and then check the reference numbers linked to the 

sources. Verify the accuracy of at least one piece of information by visiting the original 

source. 

 

Exercise 4  

Task: After receiving an answer from Perplexity AI, save or export the response into a 

study note or document. Organize the findings into a structured summary for future 

reference.  
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11. Module 7 – Get personalized guides 

Suggested Prerequisites: 

Experience using AI prompts; understanding of personal needs. 

Objectives:  

Learn to personalize AI responses to generate step-by-step guidance for specific tasks or 

routines. 

Contents: 

 Prompt structures that consider environment, goals, or impairments. 

 Using ChatGPT or Copilot to generate guides for cooking, transport, exercise, 

cleaning, etc. 

 Formatting for audio playback or tactile adaptation. 

Learning Outcomes: 

 Create customised instructions using generative AI. 

 Adapt prompt strategies for individual accessibility profiles. 

 Reuse guides across contexts and tools. 

Practical Activities to be outlined: 

 Exercises on adapt prompt structures to individual needs. 

 Exercises on creating guides for daily needs. 

 Exercises on reusing guides in different contexts and tools. 

 Example flow: generate a daily checklist for home chores and copy it into a 

reminders app or calendar. 

Estimated time required: 2 hours  
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11.1 Get personalized guides 

 

 

To listen the audio introduction of this chapter, click here: chapter 11.m4a

 

 

This chapter focuses on the practical, personalised, and accessible use of AI applications 

for people with visual impairments. The main goal is to apply the knowledge acquired so 

far to efficiently use the tools already discussed, so they can become a meaningful 

support and help with daily tasks. 

The aim is to significantly improve independence and quality of life for each individual, 

by creating useful content and practical guides that can be applied in different everyday 

situations. 

 

11.2. Structuring prompts for personalised AI responses 

Carefully formulating prompts allows the personalisation of AI responses to make them 

useful in specific contexts, such as managing home, organising travels (on foot or by 

public transport), personal care, or meal preparation. Additionally, the prompt should 

be structured to obtain answers that meet the specific needs of a person with a visual 

impairment. In formulating the prompt, attention should be given to the environment, 

the objectives, and the individual challenges related to their profile of accessibility. 

For example, you can request instructions on how to make coffee using a moka pot, 

specifying whether you have any facilitators (such as a coffee measure) so that the 

generated text includes references to the tools you can actually use. 

The final responses should be easily adaptable and consider the type of accessibility 

required (audio aids, Braille, magnifiers) and the level of independence of the person. If 

the response does not fully meet the needs, the prompt should be rephrased, asking for 

new instructions. For example, you might request that the content be organised in 

numbered lists instead of bullet points, or ask for the instructions to be more explicit 

with simpler steps to follow. 
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11.3. Creating guides for daily activities 

It is important to learn how to use AI models to generate detailed guides for daily 

activities such as cooking, exercising, cleaning, or organising the home. People with 

visual impairments often face daily challenges that require adapting routines and tasks. 

Generating practical guides through AI enables the creation of content that can be 

accessed in various ways (through voice synthesis, Braille, or magnified display), 

increasing autonomy in managing daily activities. 

Therefore, it is essential to practise using AI to adapt guides based on individual visual, 

physical, and environmental characteristics, whether for a standard approach to a task 

or for a tailored approach in extraordinary conditions. 

 

Practical Exercise 1 (in the kitchen): 

a. Use ChatGPT to generate a detailed, step-by-step guide for preparing a simple 

meal (for example pasta with tomato sauce). 

b. Ask ChatGPT to modify the previous guide, taking into account personal visual 

difficulties, and include practical tips (for example using sound timers, tactile 

organisation of utensils). 

c. Ask ChatGPT to compare and highlight the strategies used to make the 

response more accessible to the request. 

d. Offer any personalised suggestions based on your own needs. 

 

Practical Exercise 2 (in the kitchen): 

a. Without closing the previous chat, ask ChatGPT to keep the settings used in 

the previous exercise and create a step-by-step guide for preparing another 

simple meal (for example boiled rice with butter). 

b. Check if the settings have been maintained. 
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Practical Exercise 3 (physical exercise): 

a. Create a guide with a short routine of light exercises to do at home, suitable 

for beginners. 

b. Modify the guide by adding tips for performing exercises with attention to 

spatial perception and balance, and include the possible use of tactile or 

environmental aids. 

c. Ask ChatGPT to compare and highlight the strategies used to make the 

response more accessible to the request. 

d. Offer any personalised suggestions based on your own needs. 

 

11.4. Formatting for audio, visual, or tactile adaptation 

Formatting plays a crucial role when working with content intended for people with 

visual impairments. The generated texts must be organised in a way that makes them 

easily understandable in audio format (through screen readers), tactile format (Braille), 

or through visual magnifiers. 

A good starting point when formulating the prompt can be to immediately indicate the 

assistive tool used and the personalised way it is employed, so that the generated 

response aligns better with your needs. 

Below is a short list of possible complications with corresponding solutions based on the 

tool used: 

Formatting for Braille  

Complications: 

a) Braille is a linear tactile system: complex texts with elaborate formatting 

(tables, columns, images) can be difficult to interpret. 

b) Braille takes up more space than regular text, so overly long or repetitive texts 

should be avoided. 

c) Abbreviations or special symbols must follow Braille conventions to avoid 

confusion. 

d) Notes or detailed explanations may be cumbersome to follow tactually. 
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Solutions: 

a) Structure the text in short, clear paragraphs, avoiding complex formatting like 

tables or nested lists. 

b) Use simple and direct terminology, avoiding ambiguity. 

c) Include explicit section markers (for example “Chapter 1”, “End of 

instructions”) to aid navigation. 

d) When needed, provide simplified or shortened Braille versions, referring to 

more detailed content in audio or digital format. 

 

Formatting for Screen Readers  

Complications: 

a) Screen readers follow a linear reading order, which can be disrupted by non-

linear formatting (for example complex tables, multiple columns, graphic 

elements). 

b) Dense or poorly structured texts can be difficult to follow. 

c) Using unrecognised abbreviations or symbols can cause reading errors. 

d) The tone and pauses in speech synthesis depend on punctuation and 

formatting, so this needs to be precise. 

Solutions: 

a) Organise the text in short paragraphs and use well-structured bullet points or 

numbered lists. 

b) Avoid non-standard abbreviations or symbols without explanations. 

c) Ensure correct punctuation to help the speech synthesis maintain natural 

pauses and intonation. 

 

Formatting for Visual Magnifiers  

Complications: 

a) Magnification reduces the visible amount of text on the screen, requiring 

frequent scrolling which can cause disorientation. 
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b) Layouts that are too dense or lack adequate spacing make visual scanning 

difficult. 

Solutions: 

a) Organise the text with wide margins, line spacing, and paragraph breaks to 

facilitate reading and navigation. 

b) Avoid non-essential graphic elements or overlapping text. 

 

11.5. Reusing guides in different contexts and tools 

Managing generated guides and transferring them to various contexts or exporting 

them to different applications, such as reminders on smartphones or calendars, can be 

very practical. Guides should be kept in a format that makes them easy to adapt and 

transfer between applications, while always ensuring accessibility and usefulness. 

 

Step by Step: an example of the procedure for transferring an activity list to a digital 

calendar 

  

1. Write the prompt for AI: formulate a clear and detailed request for the AI to 

generate a list of daily or weekly tasks. Specify any accessibility needs, such as 

the need for bullet points, numbered lists, or summarised descriptions. 

2. Review the generated response: carefully read the list produced by AI. Verify 

that the tasks are complete, clear, and suitable for your needs, making any 

modifications directly in the text, such as adding notes, time details, or specific 

instructions. 

3. Open the digital calendar: use any app or platform compatible with accessibility 

tools (screen readers, magnifiers, audio support). 

4. Create a new event or task: find the feature that allows you to insert new tasks 

or appointments. 

5. Copy the list items: take the reviewed tasks generated by AI and prepare them 

for entry into the calendar. 
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6. Paste the tasks into the calendar: enter each task as a single event or split them 

into separate events, depending on organisational needs. 

7. Add useful details: indicate times, duration, priority, or additional notes for each 

event, ensuring they are easily readable by accessibility tools. 

8. Check readability: use accessibility tools (screen reader, magnifier, or audio 

mode) to verify that each event is understandable, clear, and correctly ordered. 

9. Save and synchronise: complete the entry and ensure that tasks are saved and 

available on all devices used. 
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11.6 Practical activities 

Exercise 1: 

a) Create a list of daily activities, such as organising cleaning or preparing the 

daily routine, that can be read through screen readers. 

b) Adapt the formatting to include clear separations between items (for example 

using bullet or numbered lists) and pauses to make it easier to listen to. 

Exercise 2: 

a) Create a guide for a home exercise, such as a series of stretching movements 

or strengthening exercises. 

b) Adapt the guide for screen readers, including detailed descriptions of each 

movement, duration, and sequence of actions. 

Exercise 3: 

a) Create a shopping list. 

b) Adapt the list for audio consumption, organising the content in clear, separate 

lists to facilitate sequential listening. 

Exercise 4: 

a) Create a list of items to label in the home. 

b) Adapt the list for Braille printing, organising the text in a clear and tactilely 

readable way. 

Exercise 5: 

 Create a daily checklist of household tasks and copy it into a notes app on a 

smartphone. 

Exercise 6: 

 Create a guide for managing weekly appointments to transfer into a digital 

calendar. 

 Ensure the guide is easily readable with a screen reader and that the information 

is organised effectively for easy consultation.  
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12. Module 8 – Take smart notes  

Suggested Prerequisites: 

Microphone access and ability to operate audio recording tools. 

Objectives:  

Use AI-based tools to convert spoken content into structured notes, summaries, or draft 

documents. 

Contents: 

 Integrating transcription outputs with other AI tools such as ChatGPT and 

NotebookLM. 

 Using AI to transcribe, clean, and summarise content. 

 Organizing content into lists, paragraphs, or mind maps. 

Learning Outcomes: 

 Transform speech into accessible and searchable text. 

 Identify key points and themes in verbal content. 

 Combine notes with other generative AI functions (for example summaries or 

follow-up questions). 

Practical Activities to be outlined: 

 Exercises on converting spoken language into accessible text with structured 

notes, identifying key points and themes in verbal content. 

 Exercises in transcribing and summarising contents. 

 Exercises on the integration of notes with other generative AI functions. 

Estimated time required: 2 hours
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12.1 Working with ChatGPT and NotebookLM for speech transcription and processing 

 

 

To listen the audio introduction of this chapter, click here: chapter 12.m4a

 

 

For those who do not need such professional-grade support, but would like to work with 

more commonly used apps like ChatGPT or NotebookLM, a different approach is 

possible. ChatGPT can be used for simpler recordings that can later be edited and 

processed using AI. Meanwhile, NotebookLM is great for transcribing audio or video 

files. 

 

ChatGPT  

 

As we have seen, ChatGPT is not designed to replace automatic transcription systems 

but is a valuable tool for correcting, cleaning, and reorganising existing texts. The "use 

voice mode" feature on the right side of the chat bar can be especially helpful for those 

who prefer working with one tool. 

To get clear and accurate results, it is good to follow a simple and straightforward 

process: 

1. Dictation or transcription of audio 

The first step is to record or dictate the text. By clicking on "use voice mode," you 

are taken to a simple screen with buttons for recording, pausing, and returning 

to the main screen. 

2. Entering the text into ChatGPT 

After dictating the text, click the X to return to the main screen and copy the text 

into the chat window. This step is essential for ChatGPT to process the content 

properly. 

3. Requesting corrections and reworking 

After pasting the text, you can ask ChatGPT to: 
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 Correct punctuation and grammar. 

 Fix any repeated words or errors in transcription. 

 Improve readability and flow. 

 Reorganise the content without adding new information. 

 Adapt the style for a document, guide, or presentation. 

By following this method, you get a clear, corrected text ready to be used in manuals, 

reports, or other publications. 

 

NotebookLM 

 

As we have mentioned, NotebookLM is an AI tool created by Google. While it was not 

designed as a transcription software, its main goal is to help organize and understand 

large amounts of information from long text files. However, it can still be very useful for 

turning audio into written text. One of its features allows you to use an audio or video 

file saved on your computer (such as MP3 or WAV) or paste the URL of a YouTube video 

to convert spoken content into written words. 

Once uploaded, NotebookLM automatically transcribes the audio and provides a full 

text of what was said in a few minutes. 

Usage Procedure: 

1. Upload the File or Link: 

 Open NotebookLM. 

 Create a new "notebook". 

 Upload the audio or video file, or insert a YouTube URL. 

2. Generate the Transcription: 

 Once the content is uploaded, NotebookLM processes the file 

automatically. 

 A transcription of the spoken content will be generated. 

 The text appears in a consultation window and can be copied or saved. 

3. Working with the Transcription, you can: 
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 Highlight important sections. 

 Ask NotebookLM to summarise the content. 

 Ask specific questions about the file (for example “What are the three 

main points covered?”). 

Despite its limitations, NotebookLM is a powerful tool. For someone with a visual 

impairment, the ability to easily convert an audio or YouTube video file into readable, 

editable text provides direct access to information and greater independence. 

Example: Transcribe a YouTube Video with NotebookLM. 

To create a transcription or summary of a YouTube video in NotebookLM: 

1. Copy the video link from YouTube. 

2. Upload or paste the transcript directly into your NotebookLM as a source. 

3. Write a prompt such as:“Transcribe the text.” 

4. If the dictation has imperfections you can continue with other requests, as in this 

case: “Rewrite without transcribing the fast part, or the part that doesn't seem to 

make sense.” 

NotebookLM will process the text, removing filler elements like repeated keyboard 

commands or speech disfluencies typical of screen readers, and produce a clear, 

accessible summary of the spoken content. 

Useful tip for multilingual users 

If the NotebookLM application or browser is configured in a language other than your 

native language, you can still interact freely using your preferred language for prompts. 

 

NotebookLM can automatically recognize the language of the text or transcript and 

correctly process the content, regardless of the language set in the interface setting.  
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12.2 Practical activities 

Exercise 1 

Recording and uploading audio using ChatGPT: 

Task: Record a short conversation or lecture (1–3 minutes) using a smartphone, digital 

recorder, or computer microphone. Then, ask to AI to correct the test.  

 

Exercise 2  

Task: Record a short conversation or lecture (about one or three minutes) using a 

smartphone, digital recorder, or computer microphone. Then, upload the file to 

NotebookLM. 

 

Exercise 3 

Task: Use ChatGPT or NotebookLM to transcribe an uploaded audio file. Then, request 

the AI to correct punctuation, remove repeated words, and improve readability. 
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13. Module 9 – Risks, opportunities and digital safety 

Suggested Prerequisites: 

Basic understanding of AI use and outputs. 

Objectives:  

Reflect on the ethical, practical, and personal implications of AI use, with a focus on 

safety, data handling, and evolving interfaces. 

Contents: 

 Hallucinations: what they are, how to identify and mitigate them. 

 Memory and personalization: how some AI models learn and retain context. 

 Data privacy: understanding what is stored, shared, and how to remain 

anonymous. 

 Trends: integration of AI into voice assistants, wearable devices, and ambient 

computing. 

 Guidance: what to avoid inputting, how to use incognito or opt-out features. 

Learning Outcomes: 

 Detect unreliable outputs and verify information. 

 Maintain privacy and data control while using AI tools. 

 Stay informed about developments in conversational interfaces and embedded 

AI. 

Practical Activities to be outlined: 

 Exercises and reflections on the conscious of AI use  

 Exercises on always staying an active part using AI as support and always 

remaining alert and ready to discriminate against incorrect sources and paths 

that are not suitable for personal needs.  
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13.1 The use of AI: ethical, practical and personal implications 

 

 

To listen the audio introduction of this chapter, click here: chapter 13.m4a

 

 

Understanding the limits of AI: hallucinations 

AI is an extraordinary tool capable of generating content and solving complex problems 

in multiple fields. However, a major obstacle for AI is the issue of hallucinations. These 

occur when an AI model provides answers that appear to be correct but are actually 

misleading or fabricated. Hallucinations are a frequent phenomenon and can manifest 

themselves in various ways: from historically inaccurate information to the use of false 

information circulating on the internet. 

Recognising a hallucination is not easy, as the answers generated can appear natural 

and credible. However, to address this problem, it is essential to follow some useful 

practices. First of all, it is necessary to verify the information: if an answer seems 

suspicious or does not match your established knowledge, it is advisable to ask the tool 

for further clarification or the sources from which this information is obtained. Secondly, 

never settle for just one answer: consulting multiple sources and comparing information 

is an essential strategy for avoiding the risk of misinformation. 

To reduce hallucinations, therefore, it is useful to continue interacting with AI critically, 

asking questions that push for precise and detailed answers to reduce the possibility 

that AI will generate vague or inaccurate content. 

 

Memory and personalisation: managing preferences and history 

Some AI models are designed to store user-related information, such as personal 

preferences, conversation history, and interaction style. This personalisation has the 

advantage of improving the user experience by making responses more relevant and 

targeted to conversations. However, it is important to understand that storing certain 

data may pose privacy risks. 
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Whenever an AI system stores data, it can be used to optimise services, but at the same 

time it may be stored and shared with other parties (generally referred to as “third 

parties”), sometimes without the user's full consent. For this reason, it is crucial to know 

what is actually being saved and how this information can be managed. 

Memory management is a key issue. The transparency of data management policies by 

AI service providers is a determining factor for the safe and ethical use of the tool. Some 

artificial intelligence systems offer the option to disable the storage function or delete 

chat history, allowing users to make an informed choice about the level of 

personalisation they want to maintain. Alternatively, you can enable or disable the 

feature according to your privacy preferences.  

 

Privacy and protection of sensitive data 

The issue of privacy, on the other hand, is one of the most sensitive aspects. Interacting 

with an AI-based system involves the transmission of personal data that may include 

sensitive information, such as health data, bank details, data relating to minors, and 

other private information. If not handled correctly, this data may be exposed to privacy 

risks. 

To reduce these risks, it is important to avoid entering sensitive information into 

conversations with AI. This means, for example, not sharing data about your health, 

credit card numbers, addresses, or other personally identifiable information. Many 

platforms offer private or incognito modes that allow you to use AI without creating an 

account or leaving traces of your activity, thereby better protecting your privacy. 

Another good practice is to use tools to anonymise data, which means to transform it in 

such a way as to prevent the identification of the person or their interactions, disabling 

data collection or using encryption techniques to protect the information sent and 

received. Users should be aware of the data collection policies of the platforms they use 

and choose those that offer greater privacy protection. 
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The evolution of technology: AI in smart devices 

AI is no longer confined to tools such as computers and smartphones. Nowadays, AI is 

integrated into voice assistants, wearable devices and smart environments, creating 

new opportunities but also new challenges. Voice assistants, such as Siri or Alexa, use AI 

to answer questions, perform actions and manage daily activities. 

Wearable devices, such as smartwatches and smart glasses, also use AI to monitor 

physiological parameters and recognise text, objects and obstacles, and offer 

personalised feedback via voice or tactile signals.  

In addition to these devices, smart environments are becoming increasingly widespread. 

These are physical spaces equipped with interconnected technological devices and 

systems that collect data from the environment and users to automatically adjust 

conditions, services or activities, improving comfort, efficiency and safety. Examples 

include smart homes or offices equipped with assistive devices (such as for example 

Alexa or Google Home) that use interconnected AI technologies to control lighting, 

heating, appliances and security systems, optimising energy consumption and creating 

more comfortable environments; public spaces or hospitals with systems that monitor 

crowding, air quality or temperature to optimise resources and safety. 

 

The integration of AI into all these systems raises complications related to privacy, 

security, and transparency. Users need to be aware of the digital footprint they leave 

behind through these devices and understand the privacy settings to manage data 

collection. It is essential to stay up to date on how these tools work, what data they 

collect, and how to protect yourself from potential vulnerabilities. 

 

Ethics and responsibility: how to use AI consciously 

AI is not a neutral entity. AI models are influenced by those who designed them and the 

data they were trained on. These may contain biases, for example errors or imbalances, 

and have technical limitations. Users must be aware that AI cannot always be 
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considered infallible and that it is necessary to maintain a critical approach in its daily 

use. 

It is important for users to take a responsible stance on the use of AI. Trusting AI 

unreservedly could lead to wrong decisions, while conscious and informed use allows 

for better and safer results. In addition, every user has a duty to protect themselves and 

their data by carefully choosing the platforms on which they interact and adopting 

behaviours that minimise privacy and security risks. 
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13.2 Practical activities 

Exercise 1 

Try asking the AI to describe a non-existent historical event. Analyse how it constructs a 

credible narrative despite the lack of any real basis. Then, verify the same information 

using reliable sources, noting any discrepancies. 

 

Exercise 2 

Start two parallel conversations – one with a system that remembers the context and 

one in anonymous mode. Compare how the responses differ in terms of personalisation, 

and think about what information you would prefer not to be stored. 

 

Exercise 3 

Log in to an AI system without authentication and request information on a sensitive 

topic (for example a medical condition) using generic terms. Export the results to a local 

file without saving the conversation to the cloud, noting how this procedure affects your 

sense of privacy. 

 

Exercise 4 

Identify three AI-enabled devices that you use regularly. For each one, identify: 

 What data they might collect. 

 Where this data is stored. 

 How you can limit its collection. 

 

Exercise 5 

Simulate a situation in which you need to obtain sensitive information without 

compromising privacy. Formulate questions in a generic way, use anonymous mode, 

and verify the results with traditional research. Reflect on the balance between 

convenience and security achieved. 
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15. Glossary (Alphabetical Order) 

Term Definition 

Accessibility 
Design and features that enable people with disabilities to use digital 

tools effectively. 

Artificial Intelligence (AI) 
Technology that enables machines to perform tasks requiring 

human-like intelligence, such as understanding language. 

ChatGPT 
A conversational AI tool used to generate text, summaries, 

explanations, and assist writing. 

ChatPDF 
A tool that allows users to upload PDF files and interact with their 

content through questions or summaries. 

Conversational Agent 
An AI system designed to communicate with users through natural 

language, in written or spoken form. 

Customization Mode 
A setting that allows users to define how the AI should respond 

(tone, structure, clarity) to improve usability and accessibility. 

Data Extraction 
The ability of AI to identify, collect, and present relevant information 

from a document. 

Diffusion Model (DM) 
A type of generative AI that creates images, audio, or other media by 

transforming random noise into meaningful content. 

Document-Based AI 
Tools built to analyze uploaded files and provide contextual answers, 

summaries, or structured results. 

Generative AI 
AI that creates new content, such as text, images, or audio, based on 

learned data patterns. 
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Term Definition 

Gemini 
A multimodal AI tool by Google that can understand and produce 

text, audio, images, and other formats. 

Input 
The information or instruction provided by a user to an AI system 

(e.g., text, voice, images, files). 

Interface 
The environment where users interact with an AI tool (e.g., website, 

app), which must support accessibility. 

Large Language Model (LLM) 
AI trained on vast amounts of text to understand and generate 

human language. 

Microsoft Copilot 
An AI assistant integrated into Microsoft services to help with 

writing, productivity, and data processing. 

NotebookLM 
An AI tool designed to help summarize, organize, and understand 

personal documents. 

Output 
The result produced by the AI system after processing the input, 

such as text or audio. 

Perplexity AI 
An AI web-search assistant that provides concise answers supported 

by reliable sources. 

Prompt 
A message or instruction given to an AI system to define the desired 

task or response. 

Structured Output 
Information presented in a clear format—lists, headings, short 

paragraphs—to ensure readability and navigation. 

Summarization 
The process by which AI shortens and simplifies long or complex 

content while keeping the main ideas. 
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Term Definition 

Voice Input / Dictation 
Technology that allows users to give commands or write content 

using their voice. 

Q&A Mode (Question-and-

Answer Mode) 

A function that allows users to ask specific questions and receive 

precise answers, especially from documents. 
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16. Solutions to exercises 

5.3 Practical activities  

Exercise 1 

1. False 

2. False 

3. True 

4. True 

5. False 

Exercise 2 

1. D 

2. A 

3. (open answers – examples) 

o A. I could use AI when writing or reviewing documents. 

o B. I would like AI to help me with organizing my tasks. 

o C. AI could make it easier for me to understand long or complex texts. 

Exercise 3 

A  

Exercise 4 

1. LLM 

2. DM 

3. LLM 

4. DM 

5. LLM 

6. DM 

7. LLM 

8. DM 

9. LLM 

10. DM 

  



 

113 
 

 

6.4 Practical activities 

Exercise 1 

1. “Explain how a bicycle works to a 10-year-old.” 

 Objective: Explain a mechanical concept in simple terms. 

 Tone: Simple, friendly, educational. 

 Format: Short explanatory text or paragraph. 

 Audience: A 10-year-old child (young learner). 

2. “Summarize this article for busy executives.” 

 Objective: Condense complex information into key points. 

 Tone: Professional, concise, formal. 

 Format: Summary or executive brief. 

 Audience: Business professionals / executives. 

3. “List five fun indoor activities for teenagers.” 

 Objective: Provide ideas or suggestions. 

 Tone: Casual, engaging, creative. 

 Format: Numbered list. 

 Audience: Teenagers or parents/educators planning teen activities. 

Exercise 2 

1. Instructional 

2. Question-based 

3. Contextual dialogue 
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7.5 Practical activities 

Exercise 1 

ChatPDF 

 

Exercise 2 

Microsoft Copilot 

 

Exercise 3 

Perplexity AI 

 

Exercise 4 

Gemini 

 

Exercise 5 

NotebookLM 

 

Exercise 6 

ChatGPT 

 

Exercise 7 

Perplexity AI   
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