Google

Practical Al for
the Workplace

Demo guide

This guide walks you through key Al use cases from the course, with
practical examples, structured prompts, and tips for refining Al outputs.
Use it to explore, experiment, and apply Al in the workplace.*
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* Check responses for accuracy. Available in select countries and languages.
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How to write
effective prompts

Prompt frameworks help make Al responses clearer, more relevant, and

Scan me

tailored to your needs. An effective prompt follows a simple framework:

Clearly state the task, including a
persona and your preferred format.

Context

Add necessary details to help the Al
understand what you're looking for.

References

Include references or examples to make
responses more relevant and personal.

Evaluate

Assess whether the response is
accurate and meets your needs.

If the response needs adjusting, refine
your prompt or provide more details.

Google

As a business communications specialist,
create a structured template for an
end-of-month report document. Use sections,
headers, and bullet points so it’s easy to scan.

v

The report is intended to be quickly reviewed
by senior management and easy
to update.

v

Include sections for Key Achievements,
Performance Metrics, Challenges, and
Next Steps.

v

Does it include all the key sections?

Is there an appropriate level of detail?

v

Make the template more concise and
data-focused.
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Simplifying
content creation

Creating professional content takes time, especially with a busy workload.

Here's how Google’s Al assistant, Gemini, can help by generating a monthly report template
for faster, more consistent reporting.*

Generate a monthly report template with Gemini

01

02

03

04

05

06

Go to gemini.google.com and sign in.

Type a well-structured prompt using the TCREI framework (see page 2), including
the Task, Context, and References. Here’s an example:

As a business communications specialist, create a structured template for

an end-of-month report document. Use sections, headers, and bullet

points so it’'s easy to scan. The report is intended to be quickly reviewed by
senior management and easy to update. Include sections for Key

Achievements, Performance Metrics, Challenges, and Next Steps. e

Select e to run the prompt.

Evaluate whether the response meets your needs. Ask questions like:
o Does the template include all key sections relevant to my report?
o lIs the level of detail appropriate for my audience?
o Is the format structured for easy updates and reuse?

Now it’s time to Iterate. Type adjustments into a new prompt and run it. For example:

Make the template more concise and data-focused. e

Keep Evaluating and Iterating to guide Gemini toward the output you're looking for.
Al-generated content is a starting point. Make sure to review and refine this draft to
ensure it fully reflects your brand voice, values, and specific requirements.

* Check responses for accuracy. Available in select countries and languages.
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http://gemini.google.com

Turning research

1tS

Digging through lengthy reports and finding actionable insights takes time.

NotebookLM—your personalised Al research assistant—helps summarise and analyse
complex documents, so you can identify key insights faster.*

Analyse market reports with NotebookLM

01

02

03

04

05

06

07

Go to notebooklm.google.com and sign in.

Select Upload a source >
Website. To add your
sources, copy and paste a
link then select Insert.
Here are some examples
you can use:

Type a well-structured prompt using the TCREI framework (see page 2), including
the Task, Context, and References. Here’s an example:

Act as a market analyst, analyse and summarise the reports. Synthesise the findings
into three key recommendations within 300 words. Identify market growth trends,
competitor offerings, and potential gaps in the market that we can target as part of

a business expansion plan. e

Select e to run the prompt. While Al shouldn’t replace reading a full document,
it can help you get to the key insights faster.

Evaluate whether the response meets your needs. Ask questions like:

o Are the three key recommendations clear and actionable?
o |s the summary concise and within the 300-word limit?
Now it's time to Iterate. Type adjustments into a new prompt and run it.

Select Generate in the Audio overview tab on the right and wait a few minutes
to hear an engaging audio discussion about your sources.*

* Internet connection required. Check responses for accuracy Available in select countries and languages. Available to users 18+.
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https://iea.blob.core.windows.net/assets/5b169aa1-bc88-4c96-b828-aaa50406ba80/GlobalEnergyReview2025.pdf

Streamlining workflows

No matter the task or project, even small time-savers make a big difference.

With Google Workspace, Gemini is built into popular apps like Gmail, Docs, Sheets, and
more—helping you streamline daily workflows and keep projects on track.*

Create a project tracker in Google Sheets

01 Go to sheets.google.com, sign in, and open a blank spreadsheet.**
02 Select Help me create a table in the side panel, or 4 in the top-right corner.

03  Type a well-structured prompt using the TCREI framework. For example:

Act as a project manager with expertise in workflow optimisation. Create

a structured project task tracker for the operations team. The tracker

should include columns for task name, assigned team member, deadline,

priority level, and current status. e

04 Evaluate and Iterate with additional prompts until you're satisfied.

0 Select Insert to add the table to your spreadsheet and edit the fields.

Generate a project summary in Google Docs

o1 Go to docs.google.com, sign in, and open a blank document.**

02 Select Create a document at the top of the doc, or 4 in the top-right corner.

03 Type a well-structured prompt using the TCREI framework (see page 2), including
- the Task, Context, and References. Here’s an example:

Act as a lead project coordinator. Write a report to the operations

team, summarising the latest progress on all projects. Highlight

completed milestones, upcoming deadlines, and any tasks requiring

attention. Include example filler copy. e

04 Remember, Al-generated content is a starting point. Keep Evaluating and Iterating
until you're happy with the output.

Continue to the next page »
* Check responses for accuracy. Available in select countries and languages.
** Availability and features may vary depending on device, language, country, subscription, and corporate account settings. Internet connection
and set up may be required. Check responses for accuracy.
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Streamlining workflows

Continued

Draft an email to stakeholders in Gmail

01 Go to gmail.com, sign in, and select Compose.**

02 Select ¥/ atthe bottom of the email.

03  Type a well-structured prompt using the TCREI framework.*

Act as a business communications specialist. Write an email to

internal stakeholders sharing the latest project report. The email

should include a placeholder section for an executive summary. Use

a professional and enthusiastic tone. e

04 Once your draft looks good, select Insert.

o5 Again, Al-generated content is a starting point. Edit the email to include the
necessary data, personalise the content, and ensure it meets your needs.

What else can | use Google Workspace with Gemini for?

N Google Slides Google Meet
Generate images, u Take meeting notes.
slides, and write and Generate and
refine copy.** translate captions.**

* Check responses for accuracy. Available in select countries and languages.
** Availability and features may vary depending on device, language, country, subscription, and corporate account settings. Internet connection
and set up may be required. Check responses for accuracy.
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Helpful resources

Explore these resources to sharpen your Al skills and put them into action. Whether you're new
to Al or ready to use it at work, these apps, guides, and courses will help you get started.

Gemini app

Chat with Gemini on
Android and iOS to
supercharge your
ideas, write, learn,
plan and more.*

NotebookLM

Your personalised Al
research assistant,
grounded in the
sources you provide.*

Al tools for
business

Explore the benefits of

Google Al
Essentials

A course by Google Al
experts to help

you build a strong
foundation in Al.***

Google
Prompting
Essentials

Learn to craft effective

Al prompts and improve
Al-generated results.***

Get started with
Gemini Gems

Create customised

Google Workspace with versions of Gemini
Gemini.**
Scan me for everyday tasks.
The Keyword E - E Explore what’s
. possible with Al
Stay up to date with the -
latest Gemini news. , 1 Explore the everyday
E helpfulness of Al.
Scan me

* Check responses for accuracy. Available in select countries and languages.

** Availability and features may vary depending on device, language, country, subscription, and corporate account settings.
Internet connection and set up may be required. Check responses for accuracy.

*** An enroliment fee may apply, depending on applicable terms and conditions.
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