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Using Al to
Increase Efficiency

A Practical Guide for School
Administration & Finance

Copilot, I am j
; your father |

Eric Haynes, Huntsville City Schools
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Al is a Co-Pilot, Not an Autopilot
S Reality

DEVELOPER < ) !\ ’

Al will not replace humans—but humans Your value isn't in memorizing the
who use Al will replace humans who don'’t. manual; it's in making the final judgment.
— Satya Nadella Al simply gets you the data faster. J
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The AI Evolution is Already
~ in Your Pocket

2011: Voice Assistants
(Siri NLP and intent
understanding)

Today: Generative Al
(Drafting, analyzing,
and synthesizing)

2006: Recommendation
Systems (Netflix/Amazon
behavior tracking)
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* Email Spam Filters: Since the early 2000s, email providers have used machine learning to detect patterns in spam.

* Recommendation Systems: Netflix, Amazon, and YouTube have used Al for over a decade to suggest content based on your
past behavior.

* Navigation Apps (Google Maps): Al calculates the fastest route by analyzing real-time traffic data, accidents, and speed,
not just static maps.

* Social Media Feeds: TikTok, Instagram, and Facebook use Al algorithms to personalize content to keep you engaged.

* Autocorrect and Predictive Text: Your smartphone uses natural language processing (NLP) to predict and correct your
words.

* Voice Assistants: Siri (2011), Google Assistant, and Alexa have long used voice recognition to understand intent.

* Banking Fraud Detection: Banks use Al to recognize unusual purchasing patterns that differ from your normal activity,
flagging them as potential fraud.

* Face Recognition: Unlocking your phone using your face uses Al to recognize facial features.

* Smart Home Devices: Robotic vacuums that map rooms or smart thermostats that learn your temperature preferences are
Al-powered.

* Tableau: User-friendly visual analytics and business intelligence platform designed to help people see, understand, and
make decisions with data



STOP

Never upload sensitive or

confidential information.
Zero Student PII, zero
Social Security Numbers.
Ensure your workspace
does not use data to train
public models.

The Safety Foundation:
Golden Rules of Al

CAUTION

Always verify Al output for
accuracy. Models can
hallucinate; you are the
final auditor.

PROTECTING WORKERS
_. FROM Al RISKS <

GO
Collaborate with your IT

Department. Use sanitized,

public documents (like
State Manuals and Board
Policies).
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The Administrative Al Toolkit

The Researchers (ChatGPT & Gemini) The Analyzers (NotebookLM & Copilot)

Function: Brainstorming, general search, Function: Deep document analysis, Excel
drafting emails, building Custom GPTs. data synthesis, bounded research.

& > _ A NotebookLM

The Scribes (Otter.ai) The Creators (Gamma & Midjourney)

Function: Transcribing meetings, auto- Function: Generating slide decks, visual
summarizing, generating follow-ups. presentations, and bespoke graphics.
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The Researchers: ChatGPT & Gemini

/ ChatGPT

$

ChatGPT

ChatGPT s+ s o

ChatGPT: Excels at crafting text and
organizing projects.

Pro-Tip: Upload multiple documents to
a Project to maintain a long-term, goal-
oriented workspace.

Gemini: Integrates seamlessly with
Google Workspace to locate specific
emails or Drive files.

Customization is Key: Don't use generic Al. Build Custom GPTs or Gems with strict instructions
(e.g., ‘Act as a Chief School Financial Officer in Alabama’) to guarantee precision and eliminate fluff.

J
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M Inbox - enchaynesi@ho-k1200 X

) ChatGPT - CSFO Manual Part 2 X

4

&« 5 C M %2 chatgptoom/g/g-p-681a607c0454819189d73506b8c0d39d-csfo-manual-part-2/project

C3 hsv-kiZorgbookmarks B8 | o Gmail [J] Staff Portal TR Etrieve % OneDrive [ Bank Independent

&) in)

(& New chat

( Search chats
N Library

88 Apps

G Deep research
¢ Codex

GPTs
9 HCS Virtual CSFO

& Explore GPTs

Projects
E3 New project

B CSFO Manual Part 2

Recents

Al and Human Collaboration

Al Tools Alternatives

Professional phrasing suggestions
The Amazing Digital Circus
Finance Meeting Agenda
Professionalizing Statement

.
9o Huntsville City Schools

Business

#8, Invite team members

ChatGPT ~

@ AM (B State of AL Codes () Attomey General (W) Alabama Ethics Co.. @ STAARS A Tyler HCS Info % Tyler Old Data @ Alabama Departme...

B CSFO Manual Part 2

4+ New chat in CSFO Manual Part 2 2

Chats Sources

Manual

ual progress update Feb 10
et

Document Integration Check Sep 15
Can you give me an updated time on the completion of the csfo manual P
S s Jul 15
Ledger. Please make sure all information in this chat that is helpful has been uploaded to the manual. If not. p..

CSFO Manual Continuation Jul 15
Ledger. Please make sure all information in this chat that is helpful has been uploaded to the manual. If not, p...

Admin Charges Title | Jul 15
Ledger. Flease make sure all information in this chat that is helpful has been uploaded to the manual. if not, p...

Budget Works Audit Process Jul 15
Ledger. Please make sure all information in this chat that is helpful has been uploaded to the manual. If not, p...

CI5 Funds Overview 15
Ledger. Please make sure all information in this chat that is helpful has been uploaded to the manual. If not, p... .
Multiple Vendor Staffing Award Jul 15
Ledger. Please make sure all information in this chat that is helpful has been uploaded to the manual. If not. p...
Substitute Coaching Contracts Jul 15

Al should be in manual
ChatGPT can make mistakes. Openfl doesn't use Huntsville City Schools workspace data to train its models.

4 Ask Gemini

* O/ 80 R
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M Inbox - enchaynes@hsv-k 12 4 u ChatGFT x + < Ak Gemini

€ 3 ¢ Q@ % chatgpteom/gpts/editor/q-69d6aadd305¢81919be2 1beb50faBb2e a % "TIR R

[3 mvkilorgbookmarks 88 | o4 Gmail [ StaffPortal P Etrieve # OneDrive [B Bank Independent @ AIM  (B) State of AL Codes () Attorney General  (B) Alsbama Ethics Co.. @ STAARS A Tyler HCS info A Tyler Old Data @ Alabama Departme...  $ Tyler Technology

< AASBO Test
# Draft
Create Configure Preview Model ~
As a Chief School Financial Officer in Alabama, the short answer is:
+ Mo—championship rings generally should not be purchased with public (school) funds.
Why:
Mame hy:
1. Public funds must serve a public purpose—not private benefit
T 1 L) 1 n " r .
L The Alabama Constitution (Article IV, Section 94) prohibits the use of public money to
st benefit private individuals unless there is a clear public purpose. Championship rings
I are considered personal items of value for students or staff, not an essential
Research tool for local school accountants educational expenditure. o
2. Ethics law restricts use of public resources for personal gain
Instructions The Alabama Ethics Act prohibits using public position or resources for private

Answer questions as a chief school finandial officer that works for a kindergarten through twelfth grade public school for the state of Alabama. Information SRR -
needs to be pulled from reputable government websites. Answers need to be 100% acourate and a source needs to be stated, Do not use information found for Rings, jewelry, or similar awards are considered “things of value”™ under the law.
colleges or private schools. A
3. Guidance from practice and audits in Alabama school systems
‘ There have been audit findings where schools used public funds for championship
Cormversations with your GPT can patentially include part or all of the instroections provided. ri“gs \'ﬂ‘!hﬂ’ut proper appl'l:ﬂ'al and lhﬂﬁe Pl.l“:hmﬁ weara CitEd as ﬁﬂi"’dil
improprieties. s i
4. Local board policy alignment with Ethics Law

What are the cument bid law nules? X Alabama school board policies explicitly state that school funds cannot be used to

purchase gifts (even for employees), reinforcing that discretionary items of value are

Comversation starters

Can championship nings be purchased with non-public funds? S
not an allowable expenditure.  Oosdiany
Explain the difference between public and non-public funds. x
*
What is allowable instead:
Knowledge » [Booster clubs or athletic support organizations
Comersations with your GFT can potentially reveal part or all of the files upicased, » Private donations or fundraising
* Student-paid or optional purchases
Upload files
These sources avoid the misuse of public fu .|. and remain compliant with state law and
Recommended Model '+ audit expectations.

+ Ask anything 8
No Recommended Model - Users will use any model they prefer v



Case Study: Taming the Financial Manual

Input: Local School
Financial Procedures _‘

rin o

o

—_ TR
mma

Al Output Summary:

““1 No. Public funds serve a public purpose. Ethics [
laws restrict public resources for personal gain.

-  Allowable alternative: Booster clubs or
~ | private donations.

[;:_] User Prompt:
H;) Can champmnshlp rings be |
purchased with public funds?

Custom GPT
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The Analyzers: Bounded Research with NotebookLM

Core Advantage: NotebookLM only searches the specific documents you upload.

It will not pull outside information, virtually eliminating hallucinations.

A&

PDFs Web Links

7

A\ Note
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bookLM
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Docs

N

The Studio Feature: Instantly transform
dense compliance manuals into Audio
Overviews, Study Guides, and
Automated Quizzes for staff training.




P SYDMEY JONES messaged you % (@) AASBO Test - NotebookiM o I

&« -+ C M@ % notebookimgoogle.com/notebook/d4a56fdb-aT4f-45db-997-ac5df804164a

4 Ask Gemini -

By BRI E

C3 hsv-klZorgbookmarks 82 | o4 Gmail [ 5taff Portal [ Etrieve @ OneDrive [ Bank independent @ AIM (W) State of AL Codes () Attomey General  (B) Alabama Ethics Co.. @ STAARS % Tyler HCS Info A Tyler Old Data @ Alabama Departme..  dp Tyler Technology

@ AASBO Test

Sources O

4+ Add sources

Q. search the web for new sources

@ web v  C{ FastResearch v -
Select all sources '
| Local-School-Financial-Procedures.pdf v

Chat

Tit

AASBO Test

1 source

This manual outlines the official financial policies and oversight responsibilities for local
schools under the Alabama Department of Education. It establishes that principals hold ultimate
accountability for all internal funds, ensuring that money is handled according to legal standards
and accounting principles. The text differentiates between public funds, which are strictly
controlled for school operations, and non-public funds, which belong to student clubs and parent
organizations. Detailed protocols are provided for receipting collections, managing bank
accounts, and authorized purchasing procedures to prevent financial mismanagement.
Furthermore, the document provides specific guidelines for fundraising, athletic gate receipts,
and student fees while ensuring compliance with civil rights and state ethics laws. Finally, it
governs live work projects within vocational programs, requiring formal documentation and
liability waivers for all student-led services.

I Savetonote D i) o

What is the difference between public and non-public school funds?

How should schools handle booster and parent organization finances?

What ara tha lanal rectrictinne an ethidant fooe and danatinne?

1 source +
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4+ Create notebook 0\‘: Share
Studio
ai® [0 esma
Audio Onverview Slide Deck
== =
Mind Map Reports
i@ 3 s BETA
Quiz Infographic
Finance Quiz
IE] 150urce - Tm ago
Generating Audio Overview...

Come back in a few minutes

Generating Video Overview...

This may take a while
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The Integrator: Microsoft Copilot
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tly into your Microsoft 365 workflow. Workbook must be saved first.




Step 1: Record & Transcribe.

E

Moving to SchoolCash: A

Step-by-Step Overview
' | Al Chet = l
Ask guedliens abaal this canvarcalion
Speaker
Identification

Wiite a foliow-up emall

Accurately capture vendor
meetings (e.g., Moving to
SchoolCash) with automated
speaker identification.

The Al generates an instant
executive summary of the
30-minute discussion.

Al-Generated

Executive
Summary

Automatically extracts timeline
milestones, required data (SIS
data, bank details), and
suggests follow-up emails for
the implementation team.

—




The Creators: Gamma & Midjourney
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Al-generated outline, and

Gamma builds a fully
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Midjourney: Generate bespoke, highly

detailed graphics and illustrations (no more

generic stock photos) to make training

materials engaging and memorable.




The Augmented Project Lifecycle

ter.ai captures the initial
strategy meeting with the
superintendent regarding
new compliance rules. J

Gamma transforms the
memo into a training slide
deck for the next principals'

meeting.

NotebookLM queries the

uploaded state manuals to

ensure the strategy is
perfectly compliant.

Gemini/ChatGPT drafts

the official policy memo to

school staff based on
the research.

A
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{ Phase 2: Resea@‘\\
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TL;DR: Best Practices Checklist

Collaborate: Get IT approval before deploying

new Al tools. ERACEBEIRGE]

Sanitize: Zero sensitive information, PlI, or
student data goes into public models.

I'm happy for u tho

Verify: You are the auditor. Always double-check
Al citations against the original manual.

Combine: Use the tools in tandem (ChatGPT for
text -> Gamma for slides) for maximum efficiency.

| ;

s
! . |
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Ready to Augmeﬁt Your Workftlow?

Reach out for questions, implementation strategies,
or specific use cases for your district.

Eric Haynes
Huntsville City Schools
Cell: 256-609-8684
Email: eric.haynes@hsv-ki12.org

& NotebookLM




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17

