Google

Practical Al for
your Business

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 to your business.*
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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 development consultant,
write a persuasive business proposal. Use
section titles and bullet points for clarity.

v

The proposal is on behalf of a yoga studio
seeking partnerships with corporate offices.

v

Include relevant details, such as benefits for
employers and staff.

v

Does it explain the value of the partnership?

Does it use a professional, persuasive tone?

v

Make the proposal more concise and include
a pricing breakdown.

Page 2




Creating
engaging content

Creating professional content takes time, especially for small businesses.

Here’'s how Gemini in Canvas can help effortlessly generate high-quality first drafts, then quickly
perfect your work using Gemini’s feedback*

Generate a business proposal with Gemini

o1 Go to gemini.google.com and sign in.

02 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 development consultant, write a persuasive proposal on

behalf of a yoga studio seeking partnerships with corporate offices.

Include relevant details, such as benefits for employers and staff. Use

section titles and bullet points for clarity. e

03 Select Canvas in the prompt bar, then e to run the prompt.
04 Inthe Canvas space you can directly edit the text yourself. Try typing a few words.

o5 Highlight a section of text. In the Ask Gemini box, run the following prompt:

Make this more compelling. e

06 In the bottom-right corner, select the Suggest edits button [E5 .
07 Select Apply to implement a suggestion.
08 Select < then Export to Docs to share your draft or collaborate with others.

09 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. Create responsibly.
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Automating h

Research can be challenging and time-consuming—time that businesses might not always have.

Here’'s how Deep Research—your personal Al research assistant—can help you conduct hours
of research in minutes, and surface key insights faster.*

Explore revenue streams with Deep Research in Gemini

01 Go to gemini.google.com and sign in.

02 Select Deep Research in the prompt box.

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

Our yoga studio is looking to increase our revenue and expand the business.

Acting as a business consultant, conduct research into a range of potential new
revenue streams, including but not limited to online classes and merchandise.
Synthesise the findings into a concise list of actionable recommendations. e

04  Select e to run the prompt.

o5 Gemini creates a multi-step research plan for you to revise or approve. Select
Edit plan to make adjustments, or select Start research to begin.

06 The research process takes a few moments, depending on the complexity of the
report. Once complete, Gemini generates a comprehensive report of the key findings
which you can export into a Google Doc by selecting Export to Docs.

07 To transform your report into a podcast-style audio discussion, open the drop down
menu next to Export to Docs, then select Generate Audio Overview. It may take
several minutes. Available in English, with more languages coming soon.*

08 Select one of the drop down arrows in the report to see links to cited sources.
Remember to always double-check Al-generated outputs for accuracy.

o9 Evaluate whether the report meets your needs, then Iterate by asking any follow up
questions you have in a new prompt. Your expertise is key to assessing the results.

10 Once your Audio Overview is has finished generating, a media player appear will
appear in your chat. Select ° to listen, and press : tothen download to listen
on the go or share the conversation.*

* Check responses for accuracy. Internet connection required. Compatible account required. Available on select devices and in select countries,
languages, and to users 18+. Usage limits apply. Search time and sources vary by query.
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Streamlining workflows

For small business owners and their teams, every efficiency boost matters.

With Google Workspace, Gemini is built into popular apps like Gmail, Docs, Sheets, and
more—helping you manage tasks and stay on track with less effort.*

Generate a job description 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 hiring manager for a wellness studio. Write a job description for a certified

yoga instructor. The role includes teaching beginner and intermediate classes,

leading wellness workshops, and providing personalised guidance to students.

The tone should be welcoming and professional, highlighting the studio’s

commitment to inclusive wellness practices and community engagement. e

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

Create a posting schedule in Google Sheets

o1 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 social media manager for a yoga studio. Create a template for
one-week social media schedule to help promote a job opening. Include
columns for post date, time, platform, post content summary, and status

(scheduled, posted, draft). e

o4 Evaluate and Iterate with additional prompts until you're satisfied.

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

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 a welcome email in Gmail

o1 Go to gmail.com, signin, and select Compose.**
02 Select 3 (Help me write) at the bottom of the email.

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

Act as a hiring manager at a wellness studio. Draft a warm,

professional welcome email introducing a new yoga instructor to the

team. Include their name, role, and start date, and highlight what

they’ll bring to the studio. e

o4 Once your draft looks good, select Insert.

o5 Now all you'll need to do is edit and personalise the message before sending.
Remember, reviewing and refining are essential steps for all Al-generated outputs.

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 Google Al
Essentials

Chat with Gemini on

Android and iOS to A course by Google Al

supercharge your
ideas, write, learn,
plan and more.*

experts to help
you build a strong

foundation in Al.*** Scan me
NotebookLM cege

Prompting
Your personalised Al Essentials

research assistant,
grounded in the
sources you provide.*

Learn to craft effective
Al prompts and improve
Al-generated results.***

Al tools for
business

Explore the benefits of

Getting started
with Al

An action plan

Google Workspace with to help small

Gemini.** businesses explore
Scan me and use Al.

The Keyword E - E Al for small

. business
Stay up to date with the -
latest Gemini news. 1 Discover Al
.E applications to
streamline operations

Scan me and drive growth.**

* 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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