A 10-slide guide

Using Al at work?
Read this betfore you
paste anything.

Free vs paid accounts, what counts as sensitive,
why Al makes things up, and who owns what it
writes.

By Sandra Swipe to read



Why it matters
of Europeans already use

7 % Al for work.
91 % of them say it helps them

finish tasks faster.

The question isn't whether people will use it at
work. It's how to use it without leaking what they
shouldn't.

Source: European Commission, Spring 2026 Economic Forecast. Survey of
21,207 people in 18 EU countries and 4 candidate countries, February to
March 2026.
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Free, paid and business
accounts are not the
same deal

Free Paid Business
personal
Trains the model On by On by Off by default

onh what you type? default default

Who can see it The The Your
provider provider company

Deleted on Rarely Sometimes Yes,

request configurable

A paid plan buys you a better tool. It doesn't buy
you privacy.

With business accounts, provider access is limited by contract. Policies
differ by provider and change often, so check the tool's own data controls.

Using Al at work 3/10



What counts as sensitive

Client & personal data

Names, employers, contact details: anyone
identifiable.

Account & case nhumbers
Anything that maps back to a specific record.

Exact financial figures

Real balances, amounts and dates. Round them or
describe them instead.

Credentials & internal info
Logins, API keys, and anything not yet public.

If you wouldn't post it on the company intranet,
don't paste it into an Al chat tool.
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Take out the who. Keep
the what.

-----------------------------------------------------------------------------------------

NEVER PASTE THIS

Client: Jane Doe, Acme Holdings Ltd
Account: 88-4471-02
Amount: EUR 41,220, due 14 Mar

Login: j.doe |/ eecececcee

e e o e o e mm e e mm e o mm m Em mm mm mm Em mm e Em e M m mm M M M mm M mm M mm M M M mm M M mm M mm M mm M mm e mm mm o mm e mm mm o mm mm mm mm = e

SHARE THIS INSTEAD

"A client's payment of roughly EUR 40k is 2
weeks overdue. What's a firm but professional

follow-up email?"

Once it's sent, it can't be pulled back. The problem
stays in; the names and numbers come out.
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Why Al makes things up

No inside view

It can't see your company's systems, only what you
tell it.

A cutoff date

A new regulation or policy update might not be in
there yet.

Fluent, not careful

It sounds just as sure when it's guessing as when
it's right.

Too agreeable

Push back and it often agrees with you, which
doesn't make you right.
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One prompt that helps

"Always tell me where this
comes from. If you don't have
a real source, or you're not
sure, say so instead of
guessing.”

Then check anything factual before you rely on it.
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Who owns what Al
writes?

Courts have been ruling that purely Al-written work
iIsn't protected by copyright, only the parts where a
person made the creative choices.

Edit it, don't just copy it
Real changes and choices make it yours.

Keep a record
Note what was Al-drafted and what you changed.

Don't publish it as-is
Not under your company's name, if it matters.

When unsure, ask
Check your company's Al policy or legal team.
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Before you automate: is
Al in the loop?

No Al step

A scheduled export or a rules engine moving data
around. Your normal build, test and sign-off
process applies.

Al is one of the steps

If any step reads, summarises, decides or drafts
with an Al model, the account rules apply. Test it
on made-up data first.
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Same continent, 8x
apart

Share of companies using Al in each EU country,
2025. Each dot is a country.

EU average 20.0%
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Explore every country, company size and sector in
the interactive dashboard.

sansanabria.github.io/ai-adoption-eu
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