~~ Introduction
This activity is optional, but highly recommended to help you practice using Al tools. Regardless of whether you decide to complete or skip the activity, you will be able to
progress through the course and earn a certificate.

To complete this activity, you'll fill out a template for practice. You don't need to upload or submit the template to complete this activity. Then, in the next course item,
you'll compare your template to an exemplar for self-review.

~~ Activity details

Activity Overview

In this activity, you'll use a conversational Al tool to help you draft an email. A conversational Al tool is a generative Al tool that processes text requests and generates
text responses. After completing this activity, you'll be able to engage with a conversational Al tool to generate output that helps you effectively communicate in the
workplace.

The skills you'll build through this activity will be useful in helping you accomplish daily work tasks faster. For example, you can use them when drafting status updates,
project plans, meeting agendas and much more!

What you will do:

Prompt Gemini to draft an email.

Review the output.

Provide follow-up requests.

Reflect on your chat.

Materials needed

Email prompt reflections template

To use the template for this course item, click the following link and select Use Template.

Link to template: Email prompt reflections [4

OR
If you don’t have a Google Account, you can download the template directly from the following attachment.

é-, Email prompt reflections
DOCX File

Gemini

In this activity, you will use a conversational Al tool. You can do this in a browser-based tool like Gemini, ChatGPT, or Microsoft Copilot. Instructions in this activity will
refer to Gemini, but you can use the conversational Al tool of your choice.

To access Gemini:

+ Goto gemini.google.com [4.

= 5ignin to your personal Google Account.

Refer to the resource about how to Create a Google Account [, if you don't already have one. For further assistance signing into Gemini, please refer to

Gemini Apps Help [4.
Note: Before you use Gemini, review the following information:
* You must be over 18 years old to use Gemini.

* Review the Gemini Apps Privacy Notice [4.

» Please don't enter private or confidential information in your Gemini conversations or any data you wouldn’t want Google to use to improve its products, services,
and machine learning technologies.

« Geminiis not available in certain countries and languages. For more details, refer to documentation about Where you can use the Gemini web app [£.

» Feedback from a wide range of experts and users helps Gemini improve every day. So when you try Gemini, you can provide feedback using the thumbs up or
thumbs down button—with the option to further explain in a comment.

Scenario
Review the following scenario. Then complete all of the steps.

You manage a sales team that just successfully completed a high-stakes project that brought in a major client. You want to send an email thanking your team for all their
hard work and dedication to the project. With limited time on your schedule, you've decided to use a conversational Al tool to help you draft the message.

. Step 1: Prompt Gemini to draft an email

Generative Al tools like Gemini need to be prompted before they can respond. A prompt is text input that provides instructions to an Al model on how to generate output.

You can prompt Gemini using natural language in the form of text or speech. There are a variety of ways that you might phrase a prompt. Generally, your prompt should
provide Gemini with clear and specific instructions that will guide it towards generating useful output. For example, you can try one of these prompts or something
similar:

» [need to thank a team of people who've gone above and beyond. Give me a draft.
s Write an email to thank the sales team for their hard work on a project.

Enter a prompt into Gemini that will generate a sincere email thanking your team. Copy your prompt and paste it into the Prompt section of the Email prompt
reflections template. Then, copy the output and paste it into the Output section of the template.

~~ Step 2: Review the output
A critical step when using Al tools is reviewing their output. The output in response to your prompt might be too general or lack the details required for your specific
needs. This can occur when prompts are unclear, unspecific, or lack contextual information.

For example, suppose the tone of the email is too formal and you'd prefer something a little more relaxed to match your style. Or perhaps the message is generic and
could be more personalized by mentioning specific project milestones.

Reflect on how well the Al-generated email achieves your goal of thanking the sales team. In the Notes section of the Email prompt reflections template, list at least
three ways that the output meets your needs. Then, list at least three ways that the output should be adjusted to better meet your needs. You may also want to comment
on how your prompt affected the output.

.~ Step 3: Provide specific follow-up requests

Engaging in a back-and-forth dialogue with Gemini can lead to more useful output. Follow-up requests assist Gemini in producing content that better aligns with your
specific needs.

Refer to the lists that you made in the Notes section during Step 2.

Then, in Gemini, enter additional prompts. These prompts should contain requests to adjust the output to better meet your needs. For example, if you feel the email is
too long, you can ask it to make it more concise. Or, if you want to adjust the content of the email, you could add a prompt that asks Gemini to remove specific details or
asks it to include other details.

.~ Step 4: Reflect on your chat
Consider what you learned by prompting Gemini or another conversational Al tool to generate an email. Understanding the capabilities and limitations of Al can help you
make informed decisions about how you can incorporate it into your work.

In the Observations section of the Email prompt reflections template, write 3-5 sentences discussing your observations about using a conversational Al tool to draft an
email. Consider questions such as:

* What surprised you most about your chat with the conversational Al tool?

* What types of emails do you often write in your work? For example, do you regularly write emails that give status updates, promote products, or request
information? Could you leverage a conversational Al tool when writing these?

* What types of documents do you regularly create? For instance, do you create meeting agendas, reports, or blog posts? Could you leverage a conversational Al tool
for any of these?

» Are there any other ways a conversational Al tool might help you in your work?

“~ Protip: Save the template

Finally, be sure to save a copy of the template you used for this activity. You don't need to upload your template to complete this activity. You can use it for further
practice or in your professional projects. These templates will help you work through your thought processes.

What to Include in Your Response

Be sure to address the following components in your completed activity:
+ Inthe Prompt section, include the initial prompt.
* |nthe Output section, include the initial output.

» Inthe Notes section, include a thoughtful evaluation of the conversational Al tool's output. List three ways that the output meets the needs of the task, such as its
kind tone and its thoroughness. Also list three ways the output should be adjusted, such as by making the email more concise.

In the Observations section, include 3-5 sentences with observations about using a conversational Al tool to draft an email. For example, the reflection might suggest
that it is easy to interact with the tool in a conversational way or that a potential workplace application is drafting other written content with the tool.

1. Did you complete this activity? 1 point

@ Yes
O No


https://getfireshot.com/pdf_aHR0cHM6Ly9kb2NzLmdvb2dsZS5jb20vZG9jdW1lbnQvZC8xWFlmVU5GUm1nd2ZjdzRERnI3bmxCN2FvX2gtOXFGREYxaGw1bWFXUmV2dy90ZW1wbGF0ZS9wcmV2aWV3P3Jlc291cmNla2V5PTAtcnJ6YVphbll5TmhkQlJ1Nlczbnh6QQ==
https://getfireshot.com/pdf_aHR0cHM6Ly9kM2MzM2hjZ2l3ZXYzLmNsb3VkZnJvbnQubmV0LzFVbm5OckJfUmxxNVllTzFXcmFvblFfYTZjZjBlMTBkMTcyNDA4NDlmNjNiZDUyYjE2N2EwZjFfRW1haWwtcHJvbXB0LXJlZmxlY3Rpb25zLmRvY3g/RXhwaXJlcz0xNzE1MTI2NDAwJlNpZ25hdHVyZT1mSnhvb1ZSZnd1QVNYZUlSb1lqN0FRRDZPRGtRdTZqc3Q2OTkzemlzOWh3VUY3SUZhZEkwbUtzNTZScWVOZ1pMfnpEd28xWmZ3VXJRbFhHTEJHY3VYc0N2Y2ZaVXRncXVpSGg5NmkwLUl5dDJrWWJUeDlFckw4MzdTTERaUDA2SmJFTk9sTUhDbjBNQXVXU2VUQlhNcFJufmNXRGNNQ0JCSmFRTjZlTko2VDRfJktleS1QYWlyLUlkPUFQS0FKTFRORTZRTVVZNkhCQzVB
https://getfireshot.com/pdf_aHR0cDovL2dlbWluaS5nb29nbGUuY29tLw==
https://getfireshot.com/pdf_aHR0cHM6Ly9zdXBwb3J0Lmdvb2dsZS5jb20vYWNjb3VudHMvYW5zd2VyLzI3NDQxP2hsPWVu
https://getfireshot.com/pdf_aHR0cHM6Ly9zdXBwb3J0Lmdvb2dsZS5jb20vZ2VtaW5pL2Fuc3dlci8xMzI3ODY2OD9obD1lbiZyZWZfdG9waWM9MTMxOTQ1NDAmc2ppZD04OTE4NDY4NjkwOTQ1MjU1ODE2LU5BJnZpc2l0X2lkPTYzODQzNTIyODc0MTgzNjE1OS0xMjk0MDkwMTgyJnJkPTE=
https://getfireshot.com/pdf_aHR0cHM6Ly9zdXBwb3J0Lmdvb2dsZS5jb20vZ2VtaW5pL2Fuc3dlci8xMzU5NDk2MT92aXNpdF9pZD02MzgyOTA4NzQ0MzU2MDI4MDgtNzM1NTk2Njk4JnA9cHJpdmFjeV9ub3RpY2UmcmQ9MiNwcml2YWN5X25vdGljZQ==
https://getfireshot.com/pdf_aHR0cHM6Ly9zdXBwb3J0Lmdvb2dsZS5jb20vZ2VtaW5pL2Fuc3dlci8xMzU3NTE1Mz9obD1lbiZ2aXNpdF9pZD02Mzg0MzUyMjg3NDE4MzYxNTktMTI5NDA5MDE4MiZyZD0x

