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ETIKA TAKLIMAT DALAM TALIAN

Berikut adalah beberapa etika taklimat yang boleh diamalkan

BERSEDIA LEBIH
AWAL
y

i

Pastikan audio dan kamera
anda berfungsi dalam
keadaan yang baik

KEKAL DUDUK DAN
TUMPUKAN PERHATIAN

Kurangkan pergerakan
berlebihan yang boleh
menarik perhatian

AMALKAN SIKAP
BERSABAR

Beri peluang kepada peserta
lain untuk mengelakkan salah
faham dalam perbincangan

PEKA DENGAN
KEADAAN SEKELILING

Pastikan anda dalam ruang
yang kemas dan
bersesuaian

KURANGKAN
GANGGUAN

. )

Elakkan makan atau membuat
sebarang bunyi yang boleh
menganggu perbincangan

AKTIFKAN MODE MUTE
APABILA TIDAK BERCAKAP

E"a
-

Untuk mengelakkan
gangguan semasa
perbincangan



https://www.youtube.com/watch?v=tMkvDp-jaes
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What is
Generative Al

+




‘

Generative Al is a type of artificial intelligence that
helps humans create content, such as text and images.

It'll enable a new era of work, as it can make humans
significantly more productive, collaborative, and creative.

Google Workspace



éé
Generative Al has the potential to change the anatomy of
work, augmenting the capabilities of individual workers
by automating some of their individual activities. Current
generative Al and other technologies have the potential to
automate work activities that absorb 60 to 70 percent
of employees’ time today.”

Google Workspace


https://www.mckinsey.com/capabilities/mckinsey-digital/our-insights/the-economic-potential-of-generative-AI-the-next-productivity-frontier#key-insights

Gemini for
Google Workspace

+




Through ‘Al at Work 2.0’,
the best of Google Alis now available to
all public officers on Google Workspace

4+

Gemini Advanced

Powerful models

v E L C <4 Gemini
Ip. E \ E B Google Vids

NotebooklLM Plus

Integrated Al across

Workspace Innovative new Al products



Gemini Advanced
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Generative Al for '
Good morning
eve ry ro I € R EN
in the government .,
%7 A policy maker ~” A data analyst <> A coding wizard

2 A citizen-facing agent % A thinking partner and collaborator



Gemini
Personalize Gemini with Gems,
custom Al experts for any topic

Streamline your prompts

\ Save time on repetitive tasks. Provide context
and prompting instructions once, and Gems
will remember. Gems can even write the
prompt for you.

Build your team of experts

\ Use Gems to boost your productivity,
chat with a digital expert or favorite
character, or try something new.

Customize your experience

\ Gems remember your specific instructions,
can personalize your tone, and even adopt
your preferred style.

Gems are available in Gemini Advanced

Google Workspace



NotebooklLM
Plus

NotebookLM Plus is the ultimate tool
for understanding the information that
matters most to you. Acting as a
research assistant powered by Al,
you'll unlock critical insights faster,
grounded only in the sources you
provide.

Now, NotebookLM Plus is available to
the public officers in Malaysia.

Google Workspace

@ Strategic account planner with customer insights

Sources Q

+ Add source

Select all sources

Cymbal sales pitch deck

Competitive industry white paper

Environmental trends report

Key competitor analysis

m g &8 @

Key account profiles

Client testimonials

o

Chat

1

Strategic Account Planner
with Customer Insights

6 sources + 5 hrs ago

For Cymbeal, a leading food retailer with a strong commitment to sustainability, these sources
offer a detailed overview of key elements essential to their organizational strategy. These
include unique selling points (USPs), an analysis of the competitive and environmental
landscape, key account details, and client testimonials. Combining quantitative metrics with
qualitative insights, these sources serve as a foundation for developing tailored communication
strategies that support growth objectives and strengthen the Cymbal brand.

I save new note S 0 v g

Add note |1t Audio Overview [} Briefing doc

How do the USPs of Cymbal answer What are the important market trends Based c
the challenges facing key accounts?  to be aware of when pitching Cymbal?  potenti i

< share % settings ‘4
Studio a
Audio Overview ®

Strategic Account Planner
2hosts

—
s12/141 e ]

Interactive mode (aFrx)

Notes Q =
+ Add note
©n study guide [ Briefing doc
@ raQ A Timeline

B

Saved notes will appear here


https://blog.google/technology/google-labs/notebooklm-new-features-december-2024/

B Google Vids

Build engaging
video stories

Help your team easily build and tell
compelling stories at work through
Al-powered video creation.

With just a simple prompt and
content from your Google Drive,
Vids generates your video
storyboard and helps build your
narrative.

Google Workspace

Gemini @© Experimental feature. Learn more

Hello, Daniel
Let’s start creating

Describe your video in a few sentences. Type “@” to include files. Create

Create an onboarding video for Introduce a new employee to a A product pitch walkthrough for
interns of an HR company team, including their past roles... anew app that allows users to...

Cook
Employse Healthy 3
v,deo “ Mealswith |

FEase
\kL'



Gemini for Workspace Enterprise data privacy and governance

: Customer Data Boundary
User Prompt 9 Gemini does not access content in

: 2 Google Workspace that you don’t have

: ° the permission to access.

: User enters the prompt

7" Help me write 9 Gemini automatically applies your

: existing security controls and data

@ Help me organize handling practices.

# Help me visualize é ® v

Existing DLP and Customer data Your data is your
™M E E o access controls used and data and does not
: 2 apply to the generated by belong to Google.
: . h generated output Gemini is covered  You can delete your
: User inserts the response (sent emails, shared by your Data data or export it at
: L Drive files, etc). Regions policies.  any time.

: Gemini does not store

6 your prompts or
generated responses. .

< Gemini generates a
tailored response

Google Workspace Trust Boundary

)

+

Gemini

+

(0]

Google infrastru

Gemini does not share your prompts or generated
responses with other users or organizations.

Gemini runs on the same

cture as the

rest of Google Workspace core
services like Gmail and Docs.

@ ............................................................................................................ 0 ........ ? ............................................. E

Gemini does not use your data, prompts, or
generated responses to train or improve
Gemini or any other generative Al models.

Google
Research
Generative
Al Models

Google Workspace



How can | use it?




Unleash your potential with
Gemini for Google Workspace

Gemini for Workspace is a powerful new way of working, teaching, and learning with generative Al

Gemini across Workspace apps Gemini Advanced

Access Gemini in Gmail, Docs, Classroom, Sheets, Access our most capable Al models widely available today
Slides, Drive, and Meet

Gemini -'

= M Gmail Q searchinmai v e O B 4 e
= o/ Compose ¢« B 0 B 2 0 @ ®»® D i 6ot < >
- o Hello, Megan.
Football - Setting Priorities for 2024 ¢ 8 B
[=] 0 Inbox 435
ch
' " Starred Andy Park i & I
o © snoozed tome, Sam v
et D Important CoachSam.
o B Sent Aswe i in setti gic prioriti the 2024 Canyou
Moot D onfs please pr g by sday.
N . Generate and share Reach out for Find inspiration for Research business
v More . of our last season. pile S o
X Vouked e market insights fundraising your new logo opportunities
+ Your preliminary goals for the upcoming season (both on and off the field). [
Thank you for your insights into this process.
Regards. Andy
Sam Johnson asAM ¥ & §
tome. Andy v
Andy.
Thank you for reaching out. Here's my initial assessment and focus areas for 2024:
+ Strengths:
+ Experienced offensive line
*+ Solid running back depth
« Improved special teams performance
- Weaknesses: = 5
« Inconsistent quarterback play @® Enter a prompt for Gemini BN
+ Nafancive carniary naade rabildinn

Google for Education



Improve productivity with Gemini
in the side panel of your apps

&

<

Unlock the power of your Drive files

Through the side panel, Gemini can assist you
with summarizing, analyzing, and generating
content by using insights gathered from your
emails, documents, and more.

Access Gemini from wherever
you’re working

Quickly get help from Gemini right in the side
panel of your apps - all without switching
applications or tabs.

See suggested prompts and
automatic summaries

Gemini automatically summarizes the content
you're working on and provides contextually
relevant prompts to help you get started.

ie®>

&

& Drive

+

New

Home
My Drive
Shared drives

Computers

\  Shared with me
Recent

Starred

Spam

Trash

0EO %Ok

Storage

12.3GB used

Welcome to Drive

Q_  Ssearch in Drive

D Type ~ & People ~

Suggested ( v Files | O3 Folders )

Name

a8

g 0 o0 &

m

Elementary Science Curriculum Overview

Weekly Staff Meeting Notes

Back-to-School Night Presentation

Grade 3-5 Reading Assessment Data - Q12024

Parent-Teacher Conference Guidelines

Behavioral Intervention Plan - Template

Classroom Supplies Inventory - 2024 2,

Student Health and Safety Protocols

STEM Program Highlights - Fall 2024 %

Homework Policy - 2024 Update

Teacher Attendance Tracker 2,

) Modified ~ [ Location ~

AN
1]
oo
28

Reason suggested

You opened - 3:45 PM
You edited « Aug 12, 2024
You edited + Jun 22, 2024
You edited + Jul 23, 2024
You opened « 1110 PM
You opened « 3:25 PM
Garcia shared with you « May 14, 2024

You edited 2023

You edited « Aug 23, 2024

You edited « Jul 20, 2024

with you » Jul 28, 2024

o Imies
*

® @o Symbal &)
4 Gemini P X

Hello, Julie
How can | help you today?

o+ Leamaboutafiie
in my Drive

[ Summarize a topic

More suggestions >

Enter a prompt here

Google for Education



Gemini Trial with JDN (MyGovUC) *

e Trial engagement ran for 12 weeks (Aug-Oct) with 50 users

e Positive feedback from end users

Count of Save time per day Count of Improved work quality

Strongly Disagree

Count of Saved time

Neutral
3.4%

2%

15 to 30 minutes

30 to 45 minutes
19.0%

96.5% setuju bahawa Purata menjimatkan 91.4% setuju bahawa
kegunaan Gemini 39 minit setiap hari kegunaan Gemini
menjimatkan masa menambah baik

kualiti kerja



ldentified tasks Gemini is used for -

e Communication: Drafting emails, memos, and other communications to internal and external
stakeholders. Responding to emails and messages.

e Content Creation: Drafting and updating documents, policies, and presentations. Summarizing
information and creating reports.

e Research: Conducting research online for various purposes, such as gathering information on
government policies or new technologies.

e Meeting Support: Writing meeting notes, summarizing action items, and assisting with meeting
organization and logistics.

e Data Analysis: Performing data analysis on spreadsheets and other data sources.

e Other Activities: Some individuals have more specialized tasks, like software development, coding,

or managing IT infrastructure.



Summarize policy
documents

Prompt sample:

“Summarize the speech in this document

https://www.mof.gov.sg/docs/librariesprovider3

/budget2024/download/pdf/fy2024 budget sta

tement.pdf”

Hello.

Prepare for new
customer calls

Intro (1-2 minutes)
+ "Mr. [Customer Name], thanks for
taking the time today. With your

role at [Company], | imagine

Grow your music
audience with creative
partnerships

1. Strategic Partnerships with
Lifestyle Brands
+ The Concept: Reggaeton's

energy and cultural association

® Prompt Gemini for ailanatech.com

Reach out for
fundraising

Here's a fundraising email draft,
including several subject line options

Practice customer
objection handling

Objection 1: “Your prices seem high
compared to our current supplier.”
dge: “Cost

and a final call-to-action paragrap

tailored to your specific venture

1s key. Let's dive deeper. While

& 9

Your ailanatech.com chats aren’t used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.

Google Workspace


https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf
https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf
https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf

o Enhanced GST Voucher scheme
o Increased Child Development Account benefits and Baby Bonus Cash Gift
o Additional support for lower-income families

* Tax Adjustments:

EXt ra ct i n fo r m at io n o Increases in Buyer's Stamp Duty for higher-value properties

o Increase in Additional Registration Fee for certain vehicles

fro m d oc u m e nts o Personal income tax adjustments

* Investments in the Future

o Substantial funding for economic transformation, skills development, and

Prompt sample: innovation
o Support for businesses, especially in high-growth sectors
“How much is the CDC vouchers pr ovided o Continued focus on social programs, healthcare improvements, and retirement
adequacy

based on that document?
Overall Message

https://www.mof.gov.sg/docs/librariesprovider3

The Singapore Budget 2024 aims to balance the need to help Singaporeans with

/budget2024/download/pdf/fy2024 budget sta immediate concerns like rising costs with long-term investments in the nation’s
economic and social development. It emphasizes a vision for shared prosperity even
tement.gdf” while acknowledging the tight fiscal constraints the government faces.
P = < G
|® Prompt Gemini for ailanatech.com I B 9

Your ailanatech.com chats aren't used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.

Google Workspace



https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf
https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf
https://www.mof.gov.sg/docs/librariesprovider3/budget2024/download/pdf/fy2024_budget_statement.pdf

Extract information
and translate to
another language

Prompt sample:

“Summarize this document in Hindi Language
https://www.uppcl.org/site/writereaddata/sit
eContent/202008241315385951Policy-Preser
vation_240820.pdf”

Gemini (gemini.google.com) is available in more than 40 languages,
including: English, Japanese, Korean, Arabic, Bahasa Indonesia, Bengali,
Bulgarian, Chinese (Simplified / Traditional), Croatian, Czech, Danish,
Dutch, Estonian, Farsi, Finnish, French, German, Gujarati, Greek,
Hebrew, Hindi, Hungarian, Italian, Kannada, Latvian, Lithuanian,
Malayalam, Marathi, Norwegian, Polish, Portuguese, Romanian, Russian,
Serbian, Slovak, Slovenian, Spanish, Swahili, Swedish, Tamil, Telugu, Thai,

Turkish, Ukrainian, Urdu and Vietnamese.

Gemini

Hello.

Prepare for new
customer calls

Intro (1-2 minutes)
* “Mr. [Customer Name], thanks for
taking the time today. With your

role at [Companyl. | imagine

Practice customer
objection handling

Objection t “Your prices seem high
compared to our current supplier.”

« Acknowledge: “Cost optimization
o Whie

@ Prompt Gemini for ailanatech.com

Your ailanatech.com chats aren't used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.

Generate inspiration
for your blog

Topic 1: The Psychology of Post-
Pandemic Travel
« Target Audience: Tourism

perators, destination marketing

Elevate Your Coffee
Business with Future-
Forward Tech

Efficiency
+ Al-Powered Invertory
Management: Machine learning

slgorithens can analyze sales

B9

Google Workspace



Gemini

Comms and Change

Management e

Prompt sample:

“Create an internal corporate communication
email to announce the new policy in this
document
https://www.uppcl.org/site/writereaddata/sit
eContent/202008241315385951Policy-Preser
vation_240820.pdf”

Generate and share
market insights

MEMORANDUM

To: Interested Stakeholders
From: [Your Name]

Date: February 14, 2024

Practice customer
objection handling

Objection & “Your prices seem high
compared 10 our current supplier.”
+ Acknowledge: "Cost optimization

is key. Lot's dive deeper. While

Create an ideal target
audience report for a
new product

Phase 1. Defining the Ideal Target
Audience
il leverage several resources and

tactics to provide a comprehensive

Create a strategic
marketing plan

Part 1: Competitor Analysis
« Identify Your Rivals: Search for
both direct competitors (other

Al-driven fitness apps) and

Create an internal corporate communication email to announce the new policy in this document
https://www.uppcl.org/site/writereaddata/siteContent/202008241315385951Policy-Preservation_240820.pdf

E ¢ B

Your ailanatech.com chats aren't used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.

Google Workspace



Comms and Change
Management

Prompt sample:

“You are a Change Management Officer in a

government agency. The agency is

announcing a new policy to ban the access of
personal emails on government devices.

Create a communication email to all

government employees about the ban of
personal email access, citing risks of
government information leak, phishing,

malware and data sovereignty.”

Hello.

Prepare for new
customer calls

Intro (1-2 minutes)

« "Mr. [Customer Name], thanks for

taking the time today. With your

role at [Company], | imagine

Generate and share
market insights

MEMORANDUM

To: Interested Stakeholders
From: [Your Name)

Date: February 14, 2024

® Prompt Gemini for ailanatech.com

Create an ideal target
audience report for a
new product

Phase 1. Defining the Ideal Target
Audience

I'll leverage several resources and

tactics to provide a comprehensive

Grow your music
audience with creative
partnerships traffic
from Instagram

Comments vs. Shares - What
Impacts What?
« Comments: The Signal of
Engagement

& 9

Your ailanatech.com chats aren’t used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses




Summarize your

videos

3 YouTube

Summarize

Ancient Egypt 101 | N...

=

Ancie
Geog

Nationa

The Ar
its pyri
tombs,
But wh

YouTube video views will be stored in your YouTube Histot

used by YouTube according to its Terms of Service

Hello.

Grow your music
audience with creative
partnerships

[Strategic Partnerships with
festyle Brands
} The Concept: Reggaeton's
Enabled | i
energy and cultural association

9 Google Flights
&) Google Hotels
Q Google Maps

£ YouTube
Disabled

° YouTube Music

Reach out for
fundraising

Here's a fundraising email draft,
including several subject line options
and a final call-to-action paragraph

tailored to your specific venture

® Prompt Gemini for ailanatech.com

Generate and share
market insights

MEMORANDUM

To: Interested Stakeholders
From: [Your Name]

Date: February 14, 2024

Create an ideal target
audience report for a
new product

Phase 1: Defining the Ideal Target
Audience
I'll leverage several resources and

tactics to provide a comprehensive

& ¢

r ailanatech.com chats aren’t used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.




Create your images

Prompt sample:

“Create an image of a library shelf full of
books. There are study desks in front of it

where students can study”

Hello.

Prepare for new
customer calls

Intro (1-2 minutes)
« “Mr. [Customer Name], thanks for
taking the time today. With your

role at [Company], | imagine

Generate inspiration
for your blog

Topic 1: The Psychology of Post-
Pandemic Travel
« Target Audience: Tourism

operators, destination marketing

® Prompt Gemini for ailanatech.com

Grow your music
audience with creative
partnerships

1. Strategic Partnerships with
Lifestyle Brands
+ The Concept: Reggaeton's

energy and cultural association

Generate and share
market insights

MEMORANDUM

To: Interested Stakeholders
From: [Your Name]

Date: February 14, 2024

& 9

Your ailanatech.com chats aren’t used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.

OO
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Analyze/debug

codes

Hello.

Prepare for new
customer calls

Grow your music
audience with creative
partnerships

Reach out for
fundraising

Practice customer
objection handling

P rom pt Sa m p Ie: Intro (1-2 minutes) Here's a fundraising email draft, Objection 1: “Your prices seem high
« “Mr. [Customer Name], thanks for 1. Strategic Partnerships with including several subject line options compared to our current supplier.”
taking the time today. With your Lifestyle Brands and a final call . “Cost optis {

role at [Company), | imagine tailored to your specific venture is key. Let's dive deeper. While

+ The Concept: Reggaeton's

energy and cultural association

“Explain these codes:”

((code | Blame 53 1snes (53 100) - 175 k8 v @ 2 - ©

P
* copyrignt Google L

2
3
4 * Licensed under the Apache License, Version 2.0 (the "License");
s * you may not use this file except in conpliance with the License
6 * You may obtain a copy of the License at

7 .

]

s

=

21 v function listupcomingEvents() {

S ot ptionatags = ¢

e (o et corsstringo,

B eeteen: e

s ow

32 try {

a

A e |© Prompt Gemini for ailanatech.com i & 9
43 if (iwhen) {

o 3

M ontoe 1o sy v, vy,

Your ailanatech.com chats aren't used to train our models. Gemini may display inaccurate info, including about people, so double-check its responses.




Best practices




Let’'s master the art of PROMPTING

Proprietary & Confidential 27



Prompt Engineering: The Art of Steering GenAl

What is Prompting?

Prompt engineering is the meticulous crafting of inputs for large language models
(LLMs) to generate the most helpful, informative, and creative responses

Prompt Design
(=Prompting)
(=Prompt Engineering)
(=Priming)
(=In-context learning):

The art and science of figuring out
what text to feed your language
model to nudge the model to

behave in the desired way.



Study on 10,000 Prompts

600

400

200

Count of prompts

0
1 5 10 15 20 25 30

35 40 45 50 55 60 65 70 75 80
Number of words in prompt

85 90 95

100 105

Source: Google Internal Data, January 2024



~9 words (most prompts)

600

400

Count of prompts

200

0]

Less than

576

of users wrote long

and/or detailed prompts

1 5 10 15 20 25

30 35 40 45 50 55 60 65

70 75 80

Number of words in prompt

85 90 95

100 105

ource: Google Internal Data, January 2024
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Persona Task Context Format



7’ Help me write

Prompt Structure - General Approach

Prompt format: Persona Context Task Format

Example:
You are a Google Cloud Account Executive. Draft a door opener email to

[persona] based on challenges in the [customer’s] 2023 Q4 quarterly
report. Limit to 250 characters and use bullet points.

You don't need to use all of these in your prompts, but using a few will help!

Google Workspace



Iéind more examples in our
Gemini Prompting Guide 101

Download our quick-start handbook and learn about writing

effective prompts to supercharge your productivity using Gemini

for Workspace.

Gemini for Google Workspace

Prompting
guide 101

A quick-start handbook
for effective prompts

October 2024 edition



https://services.google.com/fh/files/misc/gemini-for-google-workspace-prompting-guide-101.pdf
https://services.google.com/fh/files/misc/gemini-for-google-workspace-prompting-guide-101.pdf
https://services.google.com/fh/files/misc/gemini-for-google-workspace-prompting-guide-101.pdf

Live demos

+




Every Day

Workspace Day



