
AI Toolkit For
Administrators

This list is curated from available tools, but it is not
necessarily recommended or supported by NWU.



AI toolkit usage warning:
Accountability

You are personally accountable for all information you enter into
these tools. You must not disclose any confidential, sensitive, or
personal identifiable information. Your use of  these tools, as well
as your compliance with university policies and rules, is your sole
responsibility.

Please be advised that all AI tools recommended in this toolkit are
to be utilised in compliance with the relevant policies and
guidelines of  NWU.

IT Rules on Information Restricted for Use in AI Tools 
E.g. no personal data, no financial information, no
inappropriate or illegal information, no academic
information, etc.

Policy on Data and Information Security 
E.g. 5.1.3 the management of  data and information
security in a proactive manner in order to curb risks,
challenges and threats in the institutional network, such as
internal and external cyber-attacks and system
malfunctioning and loss of  data.

Personal Information Privacy Policy 
E.g. 6.5.1.1 actively seek to understand the privacy risks,
controls and obligations that relate to activities relevant to
the work environment.

Academic Integrity Policy 
Senate rules on Academic Integrity, specifically Section 5:
NWU Senate Rules on the Responsible and Ethical Use of
Artificial Intelligence 
Ethics Policy 
Information strategy and framework of Information
Governance
Information and Communication Policy on Fair Use

https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf
https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.16.1_a/1P_1.16.1A_2022_e.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.16.1_a/1P_1.16.1A_2022_e.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.1.12/1P_1.1.12_2021_e2.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.1.12/1P_1.1.12_2021_e2.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2025/2P_2.4.3.2_Policy-on-Academic-Integrity.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2025/2P_2.4.3.2_Policy-on-Academic-Integrity.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2025/2025.08.21_Senate-Rules-on-Academic-Integrity.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2025/2025.08.21_Senate-Rules-on-Academic-Integrity.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2025/2025.08.21_Senate-Rules-on-Academic-Integrity.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2024/Ethics%20Policy/1P_1_2024_e.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.16.1/1P_1.16.1_2021_e.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/1P_1.16.1/1P_1.16.1_2021_e.pdf
https://www.nwu.ac.za/sites/www.nwu.ac.za/files/files/i-governance-management/policy/2023/5P_5.8A/5P_5.8_A_2021_e.pdf
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https://app.napkin.ai/page/CgoiCHByb2Qtb25lEiwKBFBhZ2UaJDkyNTIzODhkLTk4OTgtNGJhNi05YWFmLTIxOGExMTM0MjBjMg?s=1
https://app.napkin.ai/page/CgoiCHByb2Qtb25lEiwKBFBhZ2UaJDkyNTIzODhkLTk4OTgtNGJhNi05YWFmLTIxOGExMTM0MjBjMg?s=1
https://services.nwu.ac.za/ai-nwu
https://services.nwu.ac.za/ai-nwu
https://services.nwu.ac.za/ai-nwu
https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf
https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf
https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf
https://services.nwu.ac.za/sites/services.nwu.ac.za/files/files/information-technology/DailyComms/DailyComms9April2025/InformationRestrictedforUseinAIToolsWeb.pdf


Conversational & Decision
Assistants

AI tools that support drafting, summarising,
answering queries, and decision-making.

Conversational AI for drafting
emails, memos, policies, and
summarising documents.

Focused on long-form
reasoning and safe
summarisation; ideal for policy
and compliance documents.

Google’s AI assistant for text
queries, research, and light
multimodal content.

Embedded assistant in
Microsoft Office apps for
drafting, automating repetitive
tasks, and data
transformations.

https://auth.openai.com/create-account
https://claude.ai/login?returnTo=%2F%3F
https://gemini.google.com/app
https://copilot.microsoft.com/chats/WnKG2Uugb5UxdzgkZwJEE


Writing & Editing Support

Academic and formal writing
suggestions; ensures proper
phrasing and style.

Enhances grammar, clarity,
and professional tone across
documents and emails.

Use their rephrase and
summarise features for
variations and plain-English
versions.

Tools to improve writing clarity, tone, formality,
and academic style.

https://my.writefull.com/signup
https://app.grammarly.com/
https://auth.openai.com/create-account
https://claude.ai/login?returnTo=%2F%3F
https://gemini.google.com/app


Meeting Management & Follow-
Up

Tools that help run meetings efficiently, capture
actions, and ensure accountability.

Live transcription and
searchable meeting notes.

Records meetings, transcribes
conversations, and highlights
key points for distribution.

integrates with Microsoft 365
to streamline meetings. AI
create agendas, summarises
discussions, generates
minutes, and supports
collaboration in Teams and
Outlook.

https://otter.ai/
https://app.fireflies.ai/
https://appsource.microsoft.com/en-us/product/saas/decisionsas1599132493720.meetingculture_ai?tab=overview


Visuals, Presentations &
Training Content

Converts text into
diagrams or visual
explanations for easy
comprehension.

Builds interactive
presentations, training
modules, and quizzes for
staff development.

AI-generated images for
slides, reports, or
newsletters.

High-quality visuals
generated from text
prompts.

Converts text into visually
polished slide decks or
one-page summaries.

Tools for creating slides, training materials,
interactive content, and visual assets.

https://www.napkin.ai/
https://upresenter.ai/register
https://sora.chatgpt.com/
https://gemini.google.com/app
https://gamma.app/


Central hub for notes,
databases, SOPs, meeting
minutes, and
collaboration.

Connects apps and
automates repetitive
workflows without coding.

Project, Knowledge & Workflow
Management

Tracks projects and tasks,
assigns responsibilities,
and manages timelines.

Upload professional
documents (policies,
guidelines, SOPs) and ask
questions to quickly
extract relevant
information.

Tools that help manage projects, tasks,
knowledge, and automate administrative

workflows.

https://asana.com/?noredirect
https://zapier.com/l/home?utm_source=google&utm_medium=cpc&utm_campaign=gaw-gbl-nua-evr-search_brand_alldev_prospecting_trademark_core_d1-ads&utm_term=zapier&utm_content=1028740&utm_ads_campaign_id=17565686763&utm_ads_adset_id=139732742522&utm_ads_ad_id=747627668601&gad_source=1&gad_campaignid=17565686763&gbraid=0AAAAAC6ACE7awNqTdwolIzPzZOLMH8LJ2&gclid=Cj0KCQjw5onGBhDeARIsAFK6QJaw5OO55aCcaetpzkQZNhxkd7rsuOUjFadso6NJUBd_5DR57SHRnicaAqdREALw_wcB
https://notebooklm.google/
https://www.notion.com/product

