Google Gemini

The L&D Professional’'s Complete Guide
From ChatGPT to the Google Ecosystem: The Complete Implementation Guide

Eian Newland
Learning Leader | L&D Systems Builder
learningupgraded.substack.com

Version 1.0 | March 2026


https://learningupgraded.substack.com/
https://learningupgraded.substack.com/

The L&D Professional’s Complete Guide to Google Gemini

Table of Contents

Part 1: What Is Gemini (and Why Should L&D Care)?
Part 2: The Multimodal Advantage
Part 3: Choosing Your Plan

Part 4: The Gemini Model Ecosystem

Part 5: Setting Up Workspace Integrations

Part 6: The Core Interface

Part 7: Chat vs. Canvas

Part 8: Gemini Canvas Deep Dive

Part 9: NotebookLM: Your Private Knowledge Base
Part 10: Connecting Gemini to NotebookLM

Part 11: Deep Research

Part 12: Creating Custom Media

Part 13: Gems: Teaching Gemini How You Work

Part 14: Gemini in Google Workspace

Part 15: Customizing Gemini for Your Workflow

Part 16: Your First Gemini Session

Part 17: Real-World L&D Scenarios and Walkthroughs
Part 18: Quick Reference: Prompt Cheat Sheet

Part 19: From Beginner to Power User

Part 20: Troubleshooting and Error Recovery
Part 21: Implementing Gemini for Your L&D Team
Part 22: Getting Gemini Content Into Your LMS
Part 23: Content Quality Assurance

Part 24: Accessibility of Al-Generated Content
Part 25: Cost Management and ROI

Part 26: Gemini on Mobile

Part 27: Tips, Limitations, and What’s Next
Appendix A: Copy-Paste Gem Library

Page 2



The L&D Professional’'s Complete Guide to Google Gemini

How to Use This Guide

This guide is structured as a progression. If you're brand new to Gemini, start at Part 1 and work through
sequentially. If you’re already using Gemini and need specific guidance, use the linked Table of Contents
to jump to the section you need.

Parts 1-6: Foundation. What Gemini is, how it differs from ChatGPT, choosing a plan, and setting up your
environment. Start here if you've never opened Gemini.

Parts 7-12: Core tools. Chat, Canvas, NotebookLM, Deep Research, and media creation. These are the
daily-use features for L&D work.

Parts 13—-17: Customization and scaling. Gems, Workspace integration, prompt templates, and real-world
scenarios. Read these once you’re comfortable with the core tools.

Parts 18-27: Reference and implementation. Cheat sheets, troubleshooting, team rollout, LMS integration,
content QA, accessibility, cost management, mobile guidance, and what’s next. Return to these as needed.

Part 1: What Is Gemini (and Why Should
L&D Care)?

Google Gemini is an ecosystem Al. If we're transitioning from ChatGPT, the primary shift is moving from
an isolated chat interface into a fully integrated workspace. ChatGPT requires us to bring our work to it via
file uploads or copy-paste. Gemini brings the Al to where our work already lives.

When | moved my team’s content development workflow into Gemini, the immediate difference was this:
instead of treating Al as a separate tool we visit, it operated within our existing document ecosystem. Gemini
connects natively to Google Drive, Docs, Sheets, Gmail, and Slides. I've used this to query an entire
repository of competency frameworks, past evaluations, and compliance manuals simultaneously, without
leaving the tools my team already uses.

L&D is infrastructure, not a service desk. We build systems that scale. Gemini supports this by operating
inside the ecosystem where most of our content already lives.

4 HiEian
What should we do next?
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Figure 1: The Gemini main interface with prompt box, model selector, and multimodal creation buttons.

What Makes Gemini Different from ChatGPT

Native multimodal creation. This is Gemini’s strongest differentiator. In a single interface, we generate
images (Nano Banana 2), create video (Veo 3.1), produce audio tracks (Lyria 3), and build podcast-style
learning content (NotebookLM Audio Overviews). ChatGPT requires DALL-E for images and has no native
video or audio generation. I've used this to build entire scenario-based compliance modules without opening
a single external media tool.

Deep Workspace integration. The @Google Drive command lets us point Gemini at any file in our Drive
without uploading anything. | regularly use this to query a spreadsheet of evaluation data, reference a policy

PDF, and pull context from a Gmail thread, all in one prompt.

Example Prompt

@Google Drive Find the spreadsheet named ‘Q4 Training Evaluation’. Summarize the top three themes
from the open-text responses in column F. Cross-reference these themes with the competency framework
in the ‘L&D Core Frameworks’ folder. Output a gap analysis table.

NotebookLM for grounded, citation-backed responses. NotebookLM eliminates hallucination by
grounding every response in the documents we upload. Every claim includes an inline citation. I've used
this extensively for compliance training where accuracy isn’t optional.

Your ChatGPT Workflow, Translated

If you're coming from ChatGPT, this table maps your existing habits to Gemini equivalents. Every workflow
you built in ChatGPT has a Gemini counterpart, but the approach is different.

In ChatGPT, You...

In Gemini, You...

Why It’s Different

Upload a file to the chat

Paste text into the
prompt

Use a Custom GPT

Ask for a long document

Browse the web with
ChatGPT

Generate an image with
DALL-E

Export to Word/PDF
manually

Start a new chat for
each task

Lower temperature for
consistency

Use system prompts per
session

Type @Google Drive and point
to the file

Connect a NotebookLM
notebook with your sources

Build a Gem in Gem-labs
Use Canvas mode

Use Deep Research

Type an image prompt (Nano

Banana 2)

Click Share & Export to Google
Docs

Use the same chat with @
references to different files

Leave temperature at 1.0
(default)

Build it into a Gem once

No re-uploading. Gemini reads directly from your
Drive. File stays current.

Sources persist across sessions. No copy-paste
workflow.

Gems are free (Custom GPTs require Plus). Gems
work inside Workspace apps.

Canvas provides split-screen editing. Revise
sections without regenerating.

Deep Research is autonomous. It builds multi-page
cited reports, not chat responses.

Same interface as text. Also supports video (Veo
3.1) and audio (Lyria 3).

Direct export. No copy-paste into a separate
document.

Context carries forward. Gemini remembers the
conversation.

Gemini 3.1 is optimized at 1.0. Lowering it
degrades performance.

Instructions persist. No retyping your role and
framework preferences.
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ChatGPT — Gemini

In ChatGPT, you upload files, chat, and get outputs in the same window. In Gemini, think of it as an
ecosystem: the main Gemini chat, Canvas for documents, NotebookLM for grounded research, Deep
Research for comprehensive reports, and Gems for custom personas. Each tool has a specific role. The
learning curve is understanding when to use which.

Beginner Note

Stop copying and pasting text into chat boxes. Your first goal with Gemini is to learn how to point the Al at
your existing documents using the @Google Drive command. That single shift changes everything.

Prompting Principles for Gemini 3.1

Gemini is designed differently from ChatGPT. That means our prompting strategy must adapt. The core
difference: Gemini 3.1 defaults to precise, concise output. ChatGPT defaults to comprehensive
explanations. The principles below apply to every feature in this guide.

The Constraint Placement Strategy

Structure every prompt in this order: context first, task second, constraints last. This is how Gemini 3.1
processes instructions most effectively.

1. Context Ground the Al in your data (@Drive, = @Google Drive open the Q4 Training Evaluation

NotebookLM, uploaded file) spreadsheet
2. Task State the main objective clearly and Identify the three lowest-rated competencies across all
directly departments
3. Format requirements, framework Output as a table. Use Kirkpatrick Level 2 metrics. Do not
Constraints  references, negative constraints exceed one page.

Temperature Stays at 1.0

Unlike ChatGPT, where lowering temperature improves consistency, Gemini 3.1’s reasoning is optimized
at the default temperature of 1.0. Lowering it causes looping and degraded performance. Leave this setting
untouched.

Split-Step Prompting for Complex Tasks

For multi-step requests, break the work into verification and generation phases. This prevents misalignment
and hallucination.

Example Prompt

Step 1: Review the attached competency framework. Confirm you understand how to map each
competency to Bloom’s Taxonomy levels. List the competencies and their current levels. Step 2: Now
remap each competency to the Application level or higher. For competencies currently at Remember or
Understand, recommend specific activity modifications. Output as a table.
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Bounded Truth Over Broad Negatives

Avoid instructions like “do not infer” or “do not guess.” Gemini 3.1 over-indexes on broad negatives and
may refuse to perform basic logic. Instead, use bounded truth constraints:

Example Prompt

Use only information from the provided sources. If information is not in the sources, state that explicitly
rather than speculating. Perform calculations based strictly on provided data.
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Part 2: The Multimodal Advantage

The biggest gap in ChatGPT’s offering for L&D professionals is media creation. We don’t just write
curriculum. We build visual assets, record audio narration, create scenario videos, and design interactive
content. ChatGPT handles text well. Gemini handles text, images, video, and audio on a single platform.
I've used every one of these in production L&D work.

Image Generation (Nano Banana 2)

Gemini’s image model launched on February 26, 2026, with significantly improved instruction-following and
text rendering. I've used this to generate custom scenario images for e-learning modules, header graphics
for internal communications, and branded visual assets for presentations, all without leaving the
conversation.

What makes Nano Banana 2 exceptional for training material development: legible text rendering produces
precise, readable text in images—critical for training posters, event materials, and Ul mockups. Real-time
knowledge integration pulls from Google’s live knowledge base, not frozen at a training cutoff, so | can
reference actual locations and current data in infographics. The model supports text translation in 8
languages, enabling localization workflows without separate design iterations. Subject consistency across
up to 5 characters per session enables storyboarding. Output ranges from 512px to 4K in multiple aspect
ratios.

Example Prompt: Text Rendering for Training Materials

Create a professional safety awareness poster for a warehouse environment. The poster should include
the headline text “5 Steps to Forklift Safety” in bold sans-serif font at the top. Below, show a photorealistic
image of a warehouse worker in a high-visibility vest performing a pre-operation inspection. Include five
numbered safety steps as readable text overlaid on the lower third of the image. Color palette: safety
orange, steel gray, and white. The text must be crisp and legible at print resolution. 16:9 aspect ratio for
digital signage display.

Example Prompt: Localized Training Content

Generate the same safety poster from my previous prompt, but translate all text into Spanish. Keep the
identical layout, color palette, and visual composition. The headline should read “5 Pasos para la
Seguridad del Montacargas.” Maintain the same font style and size for the translated text.

Example Prompt

Generate a photorealistic image of a diverse group of four professionals collaborating around a standing
desk in a modern open office. One person is pointing at a whiteboard with a competency matrix. Use
natural lighting, a shallow depth of field, and a color palette of teal, slate gray, and warm wood tones. The
mood is focused and collaborative.

Video Generation (Veo 3.1)

Veo 3.1 generates short cinematic video clips from text prompts. I've used this to create establishing shots
for onboarding videos, scenario clips for compliance modules, and visual B-roll for internal communications.
No stock footage licensing. No video production crew.
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Key capabilities that drive L&D workflows: Multi-Reference Mode lets me upload up to 3 reference images
as “ingredients”—defining subject, environment, and visual treatment. First-Frame and Last-Frame control
enable narrative direction and storyboarding consistency. Native audio generation syncs dialogue and
sound effects without a separate step. Native 9:16 vertical video support outputs directly to YouTube Shorts
and social content formats.

Example Prompt: Multi-Reference Video for Scenario Training

Use Veo to create an 8-second video using these reference images: Image 1 (the customer service
representative from my previous Nano Banana 2 generation) as the subject. Image 2 (the open-plan office
environment) as the setting. Image 3 (the warm, editorial lighting style). The representative receives a
difficult call, pauses, takes a breath, then leans forward with a composed expression. Camera: medium
shot with a slow push-in. Include ambient office audio with a muffled phone conversation.

Example Prompt: Vertical Video for Mobile Learning

Use Veo to create a 6-second vertical video (9:16 aspect ratio) for a mobile microlearning module. A
warehouse worker walks through an aisle, notices a spill on the floor, stops, and places a wet floor sign.
Camera: tracking shot following the worker from behind, then cutting to a close-up of the sign being
placed. Industrial lighting. Include the sound of footsteps and the sign clicking into place.

Example Prompt

Use Veo to create a 10-second cinematic video. A warehouse worker notices a forklift approaching a blind
corner without sounding its horn. The worker puts up a hand to signal the driver. Camera angle: medium
shot, slight handheld movement. Lighting: industrial fluorescent. Tone: urgent but controlled.

Audio Generation (Lyria 3)

Lyria 3 creates original instrumental tracks. I've generated background music for e-learning modules and
intro/outro audio for podcast-style training content.

Example Prompt
Create a 60-second instrumental track using Lyria 3. Acoustic guitar and soft piano. 72 BPM. The mood is

reflective and warm. Suitable as background audio for a leadership development e-learning module
narration.

NotebookLM Audio Overviews

This is the single most useful L&D feature in the entire ecosystem. Upload a compliance manual, and
NotebookLM generates a realistic two-person podcast discussion about the content. The 2026 update
added Interactive Mode: learners can join the conversation in real time, ask the Al hosts to clarify specific
points, or redirect the discussion. I've deployed this as pre-work for live compliance sessions, and the
difference in engagement compared to “read this 40-page manual” was measurable.
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NotebookLM Cinematic Video Overviews

New in 2026. NotebookLM creates immersive, styled videos from source materials. I've used this to turn a
50-page policy document into a 3-minute visual briefing for executive stakeholders who don’t have time for
the full read.

ChatGPT — Gemini

ChatGPT offers DALL-E 3 for images and Sora for video. Both are capable tools. The difference for L&D is
integration depth and production-readiness. DALL-E 3 cannot render legible text in images—Nano Banana
2 can, which matters for training posters, safety signage, and branded materials. DALL-E 3 has no built-in
localization—Nano Banana 2 translates text across 8 languages in a single prompt. Sora generates video
but cannot take reference images as inputs—Veo 3.1’s Multi-Reference Mode lets me feed in a character
from a previous image generation, a setting, and a visual style to maintain consistency across a scenario
series. Sora has no native audio—Veo 3.1 generates synced dialogue and sound effects. And neither
DALL-E nor Sora connects to a grounded knowledge base the way Gemini’s tools connect to NotebookLM
for citation-backed content. For L&D teams building multimedia at scale, Gemini’s pipeline is more
complete and more integrated.
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Part 3: Choosing Your Plan

Gemini’s plan structure changed in early 2026. The old “Gemini Advanced” tier was replaced with a four-
tier system. For L&D professionals building serious infrastructure, the free tier gets us started, but won’t
sustain production work.

|

Plan Price Context Key Features for L&D
Window
Free $0/mo 32K tokens Gemini 3 Flash, limited Pro/Thinking, 5 Deep Research
(~50 pages) reports/month, 20 images/day, basic Canvas
Google Al Mid-tier 128K tokens 90 Thinking prompts/day, 30 Pro/day, 12 Deep Research/day,
Plus 50 images/day, video generation, 200 Al Credits/month
Google Al $19.99/mo 1M tokens 300 Thinking/day, 100 Pro/day, unlimited slides, 100
Pro (~1,500 pages) images/day, 20 Deep Research/day, Workspace integration,
2TB, 1,000 Al Credits
Google Al $249.99/mo 1M+ tokens 1,500 Thinking/day, 500 Pro/day, Deep Think 3.1, 1,000
Ultra images/day, 5 videos/day, 200 agent requests/day, 30TB,

12,500 Al Credits

Recommendation for L&D Professionals

Start with Free to test the interface. Google Al Pro at $19.99/month is the sweet spot for production work.
The 1-million-token context window means we can feed entire training programs into a single conversation.
The Workspace integration is where the real workflow efficiency happens. It's also slightly cheaper than
ChatGPT Plus at $20/month and offers deeper ecosystem integration.

ChatGPT — Gemini

ChatGPT Plus: $20/month, 128K context, no native Workspace integration. Google Al Pro: $19.99/month,
1M context, native Docs/Sheets/Slides/Gmail integration, full multimodal creation. If your org runs on
Google Workspace, the value proposition is straightforward.

Individual Plans vs. Google Workspace for Business

The plans above (Free, Al Plus, Al Pro, Al Ultra) are consumer/individual plans tied to a personal Google
account. If your organization runs Google Workspace, the path to Gemini is different, and the data
protection model changes significantly.

|
Individual Plans Google Workspace Business

Who it’s for Solo L&D professionals, freelancers, Organizations with teams on Google
personal use Workspace
Account type Personal Gmail account Organizational Google Workspace account

(yourname@company.com)

Pricing Free to $249.99/month per person Gemini Al is now included in all Workspace
editions. Business Starter ($7/user/mo.),
Standard ($14/user/mo.), Plus
($22/user/mo.), Enterprise (contact sales)
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Data protection

Admin controls

Gemini in
Workspace apps

Storage

Compliance

Google may use prompts to improve models
on consumer plans

None — individual settings only

Available on Al Pro and Ultra plans

Varies by plan (15GB free to 30TB Ultra)

Standard Google consumer terms

Enterprise-grade: prompts and data stay
within your organization, never used for
model training, never reviewed by humans

IT admins control which Gemini features are
enabled, set usage policies, manage data
retention

Included in Workspace editions — Gemini in
Docs, Sheets, Slides, Gmail available
across the org

Pooled per user: 30GB (Starter) to 5TB
(Enterprise Plus)

HIPAA, FERPA, SOC 2, ISO 27001
compliance available on Enterprise

The critical distinction for L&D teams: on consumer plans, there’s a risk that sensitive training data
(employee performance reviews, compliance documents, proprietary competency frameworks) could be
used to improve the model. In Google Workspace Business and Enterprise editions, that data remains
within the organization under contract.

L&D Power Move

If you're an individual L&D professional exploring Gemini for your own workflow, start with a personal Al
Pro plan. If you're recommending Gemini adoption for your L&D team or organization, the conversation
needs to happen with IT about Google Workspace licensing. The Gemini features are now bundled into
Workspace editions, so the per-user cost may already be covered by your existing Workspace
subscription.

Al Credits: What They Are and What They Cost

Google Al Plus, Pro, and Ultra plans include monthly Al Credits. Credits are consumed by premium
features: image generation, video generation, Deep Research, and advanced model access.
Understanding credit costs prevents mid-month surprises.

Feature

Approximate Credit

Pro Plan Budget
(1,000/mo)

Planning Note
Cost

Image generation (Nano
Banana 2)

~2-5 credits per image 200-500 images/month Regenerating costs

additional credits

Video generation (Veo 3.1) ~20-50 credits per 20-50 videos/month

video

Longer/complex videos cost
more

Deep Research report ~10-25 credits per 40-100 reports/month Complex reports consume

report more
Gemini Pro model usage ~1-3 credits per query 330-1,000 Flash model is free and
queries/month handles most tasks

Thinking model usage ~3-8 credits per query 125-330 queries/month ~ Reserve for complex

reasoning tasks
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The practical takeaway: use Flash for daily tasks (free, no credits consumed), reserve Pro and Thinking for
complex analysis, and monitor credit usage weekly through Settings. If you consistently hit your credit limit
before month-end, it's time to evaluate whether the next plan tier is justified.

Security and Data Protection: What L&D Teams Must Know

L&D professionals handle sensitive data: employee performance reviews, salary benchmarking,
succession planning documents, 360-degree feedback, and compliance records. Where that data goes
when it enters Gemini depends entirely on the plan type.

Data Type Consumer Plans (Free-Ultra) Google Workspace
Business/Enterprise

Employee performance reviews
Salary and compensation data
Compliance training content
Proprietary competency
frameworks

Survey responses with PII

Generic curriculum content

Vendor evaluation data

/\ Caution: may be used for model
improvement

/\ Caution: do not upload on
consumer plans

Generally safe: not employee-
specific

/\ Caution: intellectual property risk
X Do not use on consumer plans
Safe: no sensitive data involved

Generally safe if no proprietary
pricing

Protected: stays within
organization

Protected: contractual data
isolation

Protected

Protected: never used for
training

Protected: HIPAA/FERPA
compliant on Enterprise

Protected
Protected

The rule: If data identifies individual employees or contains proprietary business intelligence, use Google
Workspace Enterprise with contractual data protection. For generic L&D content development (curriculum
design, assessment writing, content formatting), consumer plans are acceptable.

Beginner Note

When in doubt, ask your IT or legal team before uploading employee-specific data to any Al tool. This
applies to ChatGPT, Gemini, and Claude equally. The safest approach: use NotebookLM on Workspace
Enterprise for sensitive documents, and consumer Gemini for generic content creation.
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Part 4: The Gemini Model Ecosystem

Google maintains a family of specialized models. The newest model 3.1 is known for its advanced
reasoning and data-handling capabilities, even surpassing Gemini 3.0. Choosing the right one for the task
prevents wasted time and poor outputs. This is how | select models for specific L&D tasks:

Gemini 3.1 Pro (Complex Reasoning)

The core engine for difficult instructional design tasks. | use this when building evaluation frameworks,
analyzing large survey datasets, or synthesizing multiple competency documents into a unified curriculum
design. It handles nuanced reasoning across long documents without losing critical details.

Three critical specifications: 64K output token limit is a major upgrade—I can generate complete lengthy
documents in a single pass without hitting the output ceiling. The thinking_level parameter offers three
options: Low (simple lookups, maximizes output length), Medium (Google’s recommended default for most
tasks), and High (complex reasoning for intricate problem-solving). One formatting standard tip: choose
either XML or Markdown but never mix them in the same prompt—consistency prevents parsing errors and
improves output quality.

Example Prompt

You are a senior instructional designer specializing in Kirkpatrick evaluation. @Google Drive open the
‘Annual Training Effectiveness Report 2025.xIsx’. Analyze columns B through F across all tabs. Identify
which programs achieved Level 3 behavioral transfer rates above 40%. For programs below 40%,
recommend specific design modifications using Merrill’s First Principles. Output as a table: Program Name
| Current L3 Rate | Root Cause | Recommended Modification | Expected Impact.

Gemini 3.1 Flash (The Workhorse)

Flash handles the volume of tasks L&D teams face daily: drafting email announcements, reformatting SME
brain dumps, writing assessment questions, creating job aids. This is the model for 80% of our work.

Example Prompt

Rewrite the following technical procedure from our IT team into a step-by-step job aid. Target audience:
frontline retail associates with no technical background. Reading level: 8th grade. Format: numbered steps
with a single action per step. Include a “Common Mistakes” section at the end. Do not exceed one page.
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Gemini Thinking Models

These models spend extra time reasoning before responding. | use them when mapping competency
frameworks to Bloom’s taxonomy across an entire curriculum, identifying gaps in a training needs
assessment, or designing Kirkpatrick Level 3-4 evaluation strategies.

Model Best L&D Use Speed

Gemini 3.1 Pro Full program design, large document analysis, Moderate 1M
evaluation frameworks tokens

Gemini 3.1 Flash Daily content creation, editing, assessments, Fast ™
email drafts tokens

Flash Lite Batch processing, tagging, simple classification = Fastest ™
tokens

Thinking Complex reasoning, gap analysis, multi-step Slowest ™
evaluation design tokens

Which Model Should | Use? (Decision Tree)

Don’t overthink this. Start with Flash for everything. Escalate only when Flash’s output isn’t meeting the
task requirements.

If You Need... Use This Model Example

Quick drafts, email rewrites, simple Flash (default) Rewrite this SME brain dump as a job aid

formatting

Deep analysis of 50+ page Pro Analyze the annual training effectiveness

documents report across all departments

Multi-step reasoning with citations Thinking Map 12 competencies to Bloom’s taxonomy
and identify assessment gaps

Creative content at volume (10+ Flash Generate 20 multiple-choice questions for the

items) Q2 compliance module

Evaluating conflicting data sources Pro Compare three vendor proposals and
recommend based on our requirements doc

Building complex rubrics or Thinking Design a Kirkpatrick L3-L4 evaluation strategy

frameworks for the leadership program

Summarizing a meeting or email Flash @Gmail summarize the thread with the SME

thread about the CRM rollout

Anything where accuracy is non- Thinking + Verify all regulatory citations in the compliance

negotiable NotebookLM module against source documents

The 80/20 rule: Flash handles 80% of L&D tasks. Pro handles 15%. Thinking handles 5%. If you’re using
Thinking for email rewrites, you're burning credits unnecessarily. If you're using Flash for a 200-page gap
analysis, you're getting inferior results.
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Part 5: Setting Up Workspace Integrations

Gemini is limited if it can’t see our work. Configuring extensions before we start prompting is the critical first
step most people skip. | configure these before touching a single prompt.

Step 1: Enable Extensions

1. Open gemini.google.com. Click Settings — Extensions.
2. Toggle on Google Workspace (Drive, Docs, Sheets, Gmail access).
3. Toggle on Google Maps (training logistics) and YouTube (referencing existing training videos).

Step 2: Organize Your Drive
Gemini searches based on file names and folder structures. Disorganized Drives produce incorrect context.
| set up three core folders:

» L&D Core Frameworks — Brand guidelines, competency models, standard templates, and
evaluation rubrics.

* Raw Evaluation Data — Survey exports, feedback forms, assessment results organized by

quarter.

* SME Content — Interview transcripts, brain dumps, reference materials from subject matter
experts.
Try This Now

Type @ in the Gemini prompt box right now. Select Google Drive. Point it at any document you authored
this week. Ask: “Summarize this document in three bullet points and identify two things | should follow up
on.” That's the workflow. It takes 10 seconds.

Step 3: Configure NotebookLM

Visit notebookim.google.com. Create notebooks for major content areas: compliance policies, leadership
development, onboarding materials. Upload source PDFs, Docs, and links. As of 2026, NotebookLM
supports up to 300 sources per notebook on Pro plans with a 1-million-token context window.

@Google Drive Prompting Best Practices

The @Google Drive command is Gemini’'s defining advantage. To use it effectively, prompts must follow a
specific structure: name the file precisely, state the analysis needed, specify the output format, and name
the framework if applicable.

Example Prompt

@Google Drive open the file named ‘Q1 Manager Feedback Survey Results’ in the ‘Raw Evaluation Data’
folder. Analyze the open-text responses in column F. Code each response into these categories:
Communication, Technical Skills, Leadership, Time Management. Calculate the percentage distribution.
Cross-reference the top 3 categories with the ‘Leadership Competency Framework’ PDF. Output a gap
analysis table with columns: Category | Percentage | Competency Gap | Recommended Intervention |
Delivery Format.
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»ur mind today?

Figure 15: The @ mention dropdown in Gemini showing available models (Fast, Thinking, Pro) and connected Workspace
apps (Google Calendar, Keep, Tasks, Gmail, Docs, Drive).

When querying across multiple files, name each one explicitly. Gemini excels at cross-referencing but only
if we point it at specific sources.

Beginner Note

If @Google Drive can’t find your file, check three things: (1) the file name is exact, (2) you have edit or
view access, (3) the Workspace extension is enabled in Settings. Gemini searches by file name and folder

structure, so consistent naming conventions matter.
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Part 6: The Core Interface

Understanding what each interface element does prevents the “I didn’t know that existed” moment three
months in.

4+ HiEian
What should we do today?

Figure 2: The Gemini sidebar showing custom Gems, chat history, and Settings access.

The Prompt Box: Main text field. Use @ to invoke Workspace connections (see Part 5 for detailed
@Google Drive prompting). Use + to attach files.

Deep Research (Globe Icon): Triggers the agentic research tool. Searches hundreds of websites plus our
Workspace data. Builds multi-page cited reports.

Canvas Icon: Opens a split-screen collaborative document editor. Use for anything longer than two
paragraphs.

Gem-labs (Left Sidebar): Custom Al personas (Gems) pre-loaded with our frameworks and context.
Google is rebranding the Gem manager to Gem-labs as of early 2026.

Model Selector: Switch between Flash, Pro, and Thinking models based on task complexity.

Image/Video/Audio: Available directly in the prompt box. Specify the medium in the prompt.

Customizing the Response Style

Gemini’s responses default to conversational helpfulness. For L&D work, | override this in every prompt by
explicitly specifying the format, tone, and constraints. This produces dramatically different output quality.

Example Prompt

Act as a senior instructional designer. Tone: direct and evidence-based. Do not use introductory filler or
hedge language. Format all outputs as structured tables unless | specify otherwise. When | reference a
framework (Bloom’s, Kirkpatrick, ADDIE (Analysis, Design, Development, Implementation, Evaluation),
Merrill’'s), apply it precisely. Ask clarifying questions before making assumptions about the target audience.
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Copy the prompt above into a new Gem (see Part 13) so these instructions persist across every session.
This is the single biggest quality improvement you can make.

Gemini

4 HiEian

What should we do today?

Module Learning Objective

Be

Framework and Alternative Viewpoints

Figure 4: Gemini's response with thinking mode, framework references, and structured table output.

Page 18



The L&D Professional’s Complete Guide to Google Gemini

Part 7: Chat vs. Canvas

Task Use Chat Use Canvas Use Deep
Research

Brainstorm workshop ideas N4

Draft a facilitator guide v

Generate scenario images N4

Analyze evaluation data v + @Sheets

Build a quiz from a manual v (Create button)

Research industry J
benchmarks

Write a policy summary v
Compare LMS vendors v

Create an email v
announcement

Design an evaluation rubric v

The rule of thumb: if the output is shorter than two paragraphs, use Chat. If it needs iterative editing, use
Canvas. If it requires research across multiple sources, use Deep Research.

The Fourth Lane: NotebookLM

The table above covers three tools, but there’s a fourth that changes the decision: NotebookLM. When
accuracy is non-negotiable—compliance content, regulatory training, anything where a hallucinated fact
creates liability—NotebookLM is the right starting point. It grounds every response in the documents we
upload and cites every claim. Chat and Canvas will pull from Gemini’s general training data, which is
powerful but unverifiable. NotebookLM only uses what we give it. | default to NotebookLM for any project
where someone could ask, “Where did this number come from?” and | need to point to a specific source
document.

The Routing Decision

Before typing a prompt, answer four questions in this order. The first “yes” determines the tool.
1. Does every claim need to trace back to a specific source document? — NotebookLM. Compliance
training, policy summaries, anything with regulatory stakes.

2. Does it require external research across multiple web sources? — Deep Research. Vendor
comparisons, industry benchmarking, salary analysis, and needs assessments that require external data.

3. Will the output be longer than two paragraphs and require iterative editing? — Canvas. Facilitator
guides, training outlines, policy documents, and evaluation rubrics.

4. Everything else? — Chat. Quick drafts, brainstorming, image generation, email rewrites, assessment
questions, and data analysis with @Sheets.

The Chat-to-Canvas Handoff
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The most productive workflow I've found chains Chat and Canvas together rather than choosing one
upfront. Start in Chat to establish the overall structure: “Design a 4-module feedback training program for
new managers. Bloom'’s Application level. Output as a structured table.” Chat is fast for structural decisions.
Once the architecture is right, move to Canvas for the actual document: “Expand this outline into a full
facilitator guide.” Canvas lets me lock sections I'm satisfied with and refine others without Gemini
regenerating the whole thing. This handoff saves significant iteration time because Chat is better at quickly
converging on a structure, and Canvas is better at producing and refining long-form content within that
structure.

The Wrong-Tool Tax

Choosing the wrong tool doesn'’t just slow us down—it produces structurally different output that's harder
to fix than starting over in the right tool.

| spent 45 minutes iterating on a facilitator guide in Chat before realizing | should have been in Canvas from
the start. The guide kept drifting—each time | asked Gemini to revise a section, it regenerated the entire
response and subtly changed parts I'd already approved. Three revisions in, the introduction I'd liked in
version one was gone. Canvas would have let me highlight that introduction, lock it, and refine the breakout
scenarios independently. The 45 minutes weren’t wasted because the content was bad. It was wasted
because Chat’s architecture isn’t designed for iterative document refinement.

The reverse happens too. Building a quick 3-question pulse check in Canvas is overkill—the split-screen
editor, the toolbar, the document title setup. Chat handles that in 10 seconds. And running a compliance
content review through Chat instead of NotebookLM vyields confident-sounding output that may or may not
match our actual policy documents, with no citations to verify it. The routing decision at the start of every
task is the highest-leverage habit to build.

L&D Power Move

Build the routing decision into your team’s workflow documentation. Create a one-page reference card:
“Before you prompt, answer these four questions.” Post it in your shared Gem instructions so the Al itself
reminds people which tool to use. I've seen teams cut their Al iteration time by 30% just by routing to the
right tool before typing the first prompt.
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Part 8: Gemini Canvas Deep Dive

Canvas is a dedicated workspace for creating and editing documents collaboratively with Gemini. | use this
for every document that requires more than a single draft.

Beginner Note

Think of Canvas like Google Docs with a built-in Al co-author. We write, Gemini suggests, we iterate. The
key difference from Chat: we can edit specific sections without regenerating the whole document.

+ Upgrade to Google Al Utra

m Leads Objective: Equipping leaders with the t

ack Facilitator Guide

Session Outline

Additional Considerations:

+ Cultura

1. Opening Activity: The Telephone Sketch (10 Minutes)

Figure 10: Gemini Canvas split-screen editor showing chat (left) and collaborative document editor (right) with a facilitator
guide for a feedback workshop.

Key Canvas Features

Targeted Editing: Highlight any section. A menu appears, allowing us to prompt Gemini to rewrite only
that section. I've used this to refine individual paragraphs of facilitator guides while leaving the rest
untouched.

Format Conversion (Create Button): Click “Create” in the upper right to instantly convert a document into
a Web Page, Infographic, Quiz, or Flashcards. | use the Quiz conversion to turn policy documents into
assessments in under 30 seconds.
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+ Upgrade to Goagle Al Uitra

3.The SBI Framework (Situation, Behavior, Impact)

Figure 16: The Canvas Create button dropdown showing conversion options: Web page, Infographic, Quiz, Flashcards, and

Audio Overview, plus a custom app description field.

Direct Export to Google Docs: Click “Share & export” to move Canvas content directly into Docs without
losing formatting.

Style Matching (March 2026): “Match writing style” unifies voice and tone. “Match doc format” aligns
formatting to a reference document. I've used this to standardize tone across a 12-module training program.

Image-to-Code (March 2026): Upload a photo of a hand-drawn wireframe, whiteboard sketch, or
screenshot, and Canvas generates a functional version with real inputs, buttons, and interactions. This is
one of the strongest use cases for rapid prototyping of training interfaces—sketch an interface, get working
code in seconds.

Canvas Workflow Example: Building a Facilitator Guide

1.

Start in Chat: “@Google Drive Open ‘Q3 Leadership Workshop Outline.” Expand this into a 60-
minute facilitator guide with talking points, discussion prompts, and three breakout scenarios.”

Gemini generates the draft. Click the Canvas icon to move it to the editor.

Highlight the introduction section. Prompt: “Rewrite this opening to reference our company’s Q3
strategic priorities. Tone: direct, no motivational fluff.”

Highlight the breakout section. Prompt: “Add a fourth scenario focused on giving feedback to a
high-performer who’s plateauing.”

Click Create — Quiz to generate a post-session knowledge check.
Export to Google Docs for team review.

ChatGPT — Gemini

ChatGPT Canvas and Claude Artifacts serve similar functions, but Gemini Canvas adds the Create button
(quizzes, flashcards, infographics) and direct Google Docs export. The March 2026 style matching
features are unique to Gemini.
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Canvas-Specific Prompting Patterns

Canvas requires different prompting than Chat. The iterative editing feature changes how we structure
requests.

Section-by-section prompting: Rather than regenerating entire documents, target individual sections.
Highlight the section, then prompt: “Rewrite only this introduction to reference our Q3 strategic priorities.
Tone: direct, no motivational fluff.” This preserves everything else.

Pre-conversion optimization: Before clicking Create — Quiz or Flashcards, ensure the source text is well-
structured with clear headings and explicit key concepts. Canvas conversions work best on organized
source material. If the conversion output is poor, restructure the source content first rather than
regenerating.

Chat-to-Canvas chaining: Start complex projects in Chat to establish overall structure, then move to
Canvas for targeted refinement. This prevents over-iteration on document architecture while preserving the
ability to refine individual sections.

Example Prompt

(In Canvas, with a facilitator guide open, introduction highlighted) Rewrite this section to open with a
specific data point from our Q2 evaluation results. Replace the generic welcome language with a direct
statement of the workshop’s business impact. Reading level: 10th grade. Do not change the rest of the
document.
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Part 9: NotebookLM: Your Private
Knowledge Base

NotebookLM is Google’s most underrated tool for L&D. Unlike Gemini or ChatGPT, which pull from broad
internet knowledge, NotebookLM is grounded entirely in the documents we upload. If the answer isn’t in
our sources, it says so. Every response includes an inline citation. I've relied on this for every compliance
project where accuracy is non-negotiable.

Key NotebookLM Features

Audio Overviews with Interactive Mode: Converts sources into a two-person podcast. The 2026 update
lets learners interrupt, ask for clarification, and redirect the discussion in real time. | deployed this as pre-
work for a compliance session and cut the in-person review time by 35%.

@ Google Gemini Information
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Figure 17: The NotebookLM Audio Overview player with Interactive Mode button, showing a generated podcast-style
discussion from 85 sources with playback controls and real-time listener participation.

Cinematic Video Overviews: Creates immersive videos from source materials. I've used this to turn a 50-
page onboarding handbook into a 5-minute executive briefing.

Studio Suite: The right panel generates multiple output formats from uploaded sources: Audio Overviews,
Slide Decks, Video Overviews, Mind Maps, Reports, Flashcards, Quizzes, Infographics, and Data Tables.
Everything is citation-grounded. I've used Mind Map generation to visualize complex competency
frameworks and Quiz generation to create rapid compliance assessments.

Data Table Generation: Converts qualitative text into structured data grids. | use this to build competitive
analysis tables from vendor documentation.

Expanded Source Handling: Supports images (OCR), CSVs, Docs, PDFs, web links, YouTube videos,
and audio files. Pro plans: 300 sources per notebook; 1M tokens of context.
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Audio Overview Customization: NotebookLM’s audio overviews now support four formats: Deep Dive for
comprehensive exploration, Brief for quick summaries, Critique for critical analysis, and Debate for multiple
opposing viewpoints. Supporting content includes EPUB support for uploading and interacting with eBooks
directly, shuffled flashcards for randomized review, and slide generation with per-slide editing via the
“Change Slide” prompt box.

NotebookLM Setup for L&D

| maintain four core notebooks:

« Compliance Policies — All current regulatory documents, policy PDFs, and legal guidance.

* Leadership Development — Competency frameworks, behavioral assessment rubrics, 360
templates.

* Onboarding Program — New hire materials, role-specific guides, 30/60/90 plans.

» Evaluation Data — Survey instruments, benchmark reports, and historical training effectiveness
data.

Try This Now

Create a NotebookLM notebook right now. Upload one compliance document. Click “Generate Audio
Overview.” Listen to the podcast it creates. Then try Interactive Mode and ask it to explain the three most
important behavioral requirements for frontline staff. This takes 5 minutes and will change how you think
about content delivery.

@ Google Gemini Information
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Figure 5: NotebookLM'’s three-panel layout: Sources (left), grounded Chat with citations (center), Studio suite with 9 output
formats (right).
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The Gemini 3 Era Ecosystem and Capabilities Map

Figure 6: A mind map generated by NotebookLM'’s Studio suite from 50 uploaded sources, visualizing the Gemini ecosystem
architecture.

The Frontier of Al Intelligence

The Gemini 3 Era: A New Frontier in Al Intelligence

Gemini 3, Google’s most intelligent model series, signals a shift toward ing and at “agentic"
capabilities, processing massive 1M+ token contexts for complex problems across text, code, audio, and video.

STATE-OF-THE-ART — THE AGENTIC &
REASONING & « st YO MULTIMODAL
PERFORMANCE ECOSYSTEM

I/ GPaA Diamond, demonstrating Google Antigravity:

/' expertlevel scientific knowledge. Agent-First Coding
Autonomous development
platform where Al agents
plan, code, and test entire
Software features.

Unprecedented Abstract "
Problem Solving 3 = Deep Think Mode

Enhanced reasoning
2 mode for Ultra subscribers
/' ARC-AGI-2 benchmark for < ¢ ' 10 sonve complex
solving novel challenges . technical problems.

Gemini 3.1 Pro Reasoning vs. Others P -
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Figure 7: An infographic generated by NotebookLM'’s Studio suite from 84 sources, with data visualizations, model
comparisons, and branded design elements.

Customizable Infographic Styles (New in 2026)

NotebookLM now lets us define the visual style of generated infographics before they are created. The
Customize Infographic panel offers controls that make the output usable for professional L&D materials
without post-production editing:

» Language: Select the output language for localized training content.

* Orientation: Landscape, Portrait, or Square. Choose based on the delivery context (slides, print,
or social).
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* Visual Style: Auto-select, Sketch Note, Kawaii, Professional, Scientific, or Anime. For corporate
L&D, Professional and Scientific produce the most stakeholder-ready output.

* Level of Detail: Concise, Standard, or Detailed (beta). | use Standard for executive summaries
and Detailed for comprehensive program overviews.

+ Custom Description: A free-text field where we describe exactly what the infographic should
emphasize, which data to highlight, and what color palette to use.

Figure 8: The Customize Infographic panel with a style prompt entered, showing how to direct NotebookLM’s visual output
for professional L&D materials.

Example Prompt

(In the NotebookLM infographic description field) Use a teal and navy corporate color palette. Professional
style. Highlight the top 3 model comparisons and key capability metrics. Include icons for each section.
Layout: two-column with a comparison table at the bottom.

The result: NotebookLM generated a professional two-column infographic with the exact color palette,
icons, data visualizations, and a comparison table. All content was pulled exclusively from the 86 uploaded
sources, with no hallucinated statistics.
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Advanced Al Reasoning Model Infographic

Gemini 3.1 Pro: The New Frontier of Al Reasoning

Launched in February 2026, Gemini 3.1 Pro rep! ag i leap, itioning to a dynamic
thinking architecture for complex problem-solving.

@} A Generational Leap in Reasoning @ Engineered for Advanced Development

1M Token Context ‘Vibe Coding' &

7 7.1 % ARC-AGI-2 \ /77'1% [ & 64K output Code-Based Design

) 311%

Reasoning Breakthrough (+148% Score jump in 3 months Analyze 1,000,000 9 @
J entire code Context m L J
¢

repositories

World-Record Scientific Knowledge 'r’n"ads gijge’a'e 6&38'0 Generates animated SVGs and interactive
<

Z¢8) 94.3% on GPQA Diamond 335% reports. 40 shufaticen fron: feid prompts:
Highest score for graduate-level science.

18.4% X

@ Rz;l:':z:‘CQenﬁc g ¥:::|a|:r‘1eg Levels Toggle thinking_leveis to balance latency
II'T:'II Long-horizon professional tasks. “'(’;’;’I‘g:s"]'s ((’;‘::f';i"m';) - = and copoithve dopti. J
A ARC-AGI-2 (Reasoning) 774% 68.8% 52.9%
The Frontier Model {&) SWE-Bench (Coding) 80.6% 80.8% 80.0%
Showdown (2026) ) Context Window 1,000,000 200,000 200,000

{53 Price (Input/Output) $2/$12 $15/$75 ~$10/~$30
A NotebookLM

Figure 9: The styled infographic output matching the teal and navy corporate palette with two-column layout and comparison
table, generated entirely from uploaded sources.

Grounding-Specific Prompt Techniques

NotebookLM’s grounding changes how we prompt. The key principle: always specify that responses must
come exclusively from uploaded sources.

The citation requirement: Start every NotebookLM query with “Using only the sources in this notebook.”
This forces Gemini to cite and prevents internet knowledge from leaking in. | use this on every compliance-
related query.

Handling missing information: NotebookLM will say when information isn’t in the sources. Leverage this:
“If the following information is not in the sources, state that explicitly: [specific detail needed].” This is the
bounded truth constraint applied to grounded contexts.

Audio Overview optimization: Audio Overviews work best on thematically coherent source sets. For
fragmented sources, pre-organize: create separate notebooks by topic area rather than dumping everything
into one.

Interactive Mode direction: When setting up Interactive Mode sessions for learners, include guidance in
the initial prompt: “Assume listeners may ask about [three specific topics]. Be prepared to explain those
with examples from the source material.”
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Part 10: Connecting Gemini to NotebookLM

This is the architecture that makes the entire ecosystem click: NotebookLM becomes the knowledge base
where all our content, sources, and proprietary documents live. Gemini becomes the reasoning engine that
analyzes, synthesizes, and creates from that knowledge base. Separate the storage from the intelligence.

When | moved my L&D workflow to this model, the shift was immediate. | stopped uploading documents
into individual chat sessions. Instead, | built curated NotebookLM notebooks organized by function
(compliance, onboarding, leadership development, evaluation), then pointed Gemini at whichever notebook
the current project required. The knowledge persists. The reasoning scales. Every new conversation starts
with the full context of our organizational source material already loaded.

Google formalized this connection in early 2026 by integrating NotebookLM directly into the Gemini
interface. We can now use Gemini Pro’s advanced reasoning on our grounded, citation-backed knowledge
bases without switching applications.

Why This Architecture Matters for L&D

*  No more re-uploading. Upload a compliance manual once to NotebookLM. Every future Gemini
session that connects to that notebook has access to it. Compare this to ChatGPT, where we re-
upload documents every session.

* Grounded reasoning at scale. Gemini Pro’s 1-million-token context window processes the
entire NotebookLM knowledge base. We get the analytical depth of Pro with the citation accuracy
of NotebookLM.

* Separation of concerns. L&D teams can maintain the source library (NotebookLM)
independently from the analysis workflows (Gemini). Update a policy document in NotebookLM
and every Gemini session that references it gets the current version.

* Compliance-safe by design. NotebookLM’s grounding means Gemini can only cite what we’ve
provided. No hallucinated policy requirements. No fabricated regulatory citations. This is how we
build trust with legal and compliance stakeholders.

Step-by-Step Connection

—_

Build the Source: Go to notebooklm.google.com. Create a notebook. Upload proprietary training
manuals, SME transcripts, and policy PDFs.

Open Gemini: Go to gemini.google.com.
Attach the Notebook: Click the + icon next to the prompt box.
Select NotebookLM: Choose the relevant notebook from the list.

Prompt with context: Ask complex analytical questions. Gemini prioritizes the notebook’s
content.

oo

Example Prompt

Using only the sources in this notebook: identify every instance where our onboarding process references
a skill not covered in the first-week training schedule. List each gap as a table: Missing Skill | Where
Referenced | Current Training Day | Recommended Addition.

Beginner Note

This is the compliance training workflow. Use it when we need Gemini Pro’s reasoning but cannot risk
hallucinated facts. The NotebookLM connection forces Gemini to stay within our verified sources.
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Part 11: Deep Research

Deep Research transforms a prompt into a multi-step research plan, autonomously browses hundreds of
websites and our Workspace data, and synthesizes findings into a comprehensive report with citations. I've
used this to replace what used to be 2-3 days of manual needs analysis work.

How It Works

1. Click the globe icon below the main text box.
2. Gemini shows a research plan. Edit it before execution if needed.

+ Upgrade to Gaagle Al Utra

Figure 18: The Deep Research plan editor showing a structured research plan with Research Websites, Analyze Results,
and Create Report steps, with Edit plan and Start research buttons.

3. The system searches iteratively (5-10 minutes). It can draw from Gmail, Drive, Chat, and the web.
4. Output: detailed report with citations, data tables, and (on Ultra) charts and interactive simulators.

What makes Deep Research exceptional for L&D teams: | can add personal sources (Gmail, Drive,
uploaded files, NotebookLM notebooks) alongside Google Search for grounded research that connects to
organizational context. Real-time monitoring via “Show thinking” and “Sites browsed” clickable source lists
gives visibility into the research path. Asynchronous execution—start a research task and leave. Gemini
notifies me when the report is ready—eliminates the need to wait.

L&D Use Cases

Example Prompt

Deep Research: Analyze the current 2026 salary trends for Senior Instructional Designers in the United
States. Break down by: remote vs. hybrid vs. on-site, company size (under 500, 500-5000, over 5000),
and industry vertical. Include data from at least 8 sources. Create a compensation benchmarking table.
Identify the three fastest-growing L&D specializations by salary growth. Output a report | can present to my
VP of HR.
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* Needs analysis: Synthesize internal survey data (@Google Drive) with external research on skill
gaps.

* Vendor evaluation: Compare LMS platforms across features, pricing, reviews, and
implementation timelines.

* Regulatory research: Compile compliance requirements across jurisdictions for multi-state
programs.

* Competitive benchmarking: How do peer organizations structure their L&D functions?

Deep Research Prompt Optimization

Deep Research is autonomous. The prompt becomes a research directive that Gemini executes
independently over 5-10 minutes. This means our prompt defines the entire research scope upfront.

Specify the report structure: Tell Gemini how comprehensive the output should be: “Create a 10-page
report with an executive summary, data tables, and source citations” produces dramatically different output
than an open-ended research question.

Edit the research plan: Deep Research shows a research plan before execution. Review and edit it. If the
plan misses important angles or includes irrelevant tangents, modify before the system starts browsing.
This saves 5-10 minutes of wasted computation.

Combine internal and external data: Include @Google Drive references when researching topics that
need both internal and external context. Gemini will prioritize internal data while supplementing with web
sources.

Example Prompt

Deep Research: Compare the top 5 LMS platforms for mid-size enterprise (500-5,000 employees) as of
2026. Evaluate: feature set (content authoring, analytics, mobile), pricing tiers, implementation timeline,
customer satisfaction scores, and Al capabilities. Include data from at least 8 sources. Create a
comparison table. Also check @Google Drive for our file named ‘LMS Vendor Requirements 2026’ and
align the comparison to our specific requirements. Output: executive summary (1 page) + detailed
comparison table + recommendation with justification.
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Part 12: Creating Custom Media

Generic stock photography damages our content brand. Gemini integrates state-of-the-art media
generation directly into the workflow. Every media type below is available in the same conversation window.
Image Prompting Best Practices

Be specific about composition, subject, color palette, style, and intended use. Vague prompts produce
generic results.

m Weak Prompt Strong Prompt

Subject A manager giving feedback A female manager in her 40s leaning forward in a one-on-one
meeting, gesturing with open palms

Setting An office A glass-walled conference room with a city skyline visible, soft
afternoon light from the left

Style Professional photo Editorial photography style, shallow depth of field, Canon 85mm
/1.4 aesthetic

Color (none specified) Color palette: teal, warm gray, and natural wood tones

Use case (none specified) Intended for use as a header image with text overlay on the
right third

Example Prompt

Generate a photorealistic image of a male warehouse supervisor in his 30s conducting a safety briefing
with three workers in high-visibility vests. They’re standing near a loading dock. One worker is pointing at a
safety checklist mounted on the wall. Industrial fluorescent lighting. Color palette: safety orange, steel
gray, concrete tones. Medium-wide shot with slight depth of field. Suitable for a compliance training
module header.
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Figure 11: A Nano Banana 2-generated image from an L&D-specific prompt, showing a diverse team collaborating around a
competency matrix whiteboard.

Video Prompting Best Practices

Keep prompts focused on a single, clear action. Specify camera angle, movement, and lighting.

Example Prompt

Use Veo to create an 8-second video. Close-up of hands typing rapidly on a laptop keyboard in a dimly lit
home office. A notification appears on the second monitor showing “Urgent: Compliance Deadline
Tomorrow.” The person pauses typing and looks up at the notification. Camera: static medium close-up,
slight rack focus to the notification. Lighting: blue screen glow on the face.

+ Upgrade to Google Al Ultra

Figure 12: A Veo-generated training scenario video showing a facilitator presenting to participants, created from a text
prompt in under 2 minutes.

Audio Prompting Best Practices

Specify genre, BPM, duration, instruments, and emotional tone.

Example Prompt

Create a 90-second instrumental track using Lyria 3. Ambient electronic with soft pad synths and a subtle
pulse at 68 BPM. The mood transitions from contemplative (first 45 seconds) to gently optimistic (final 45
seconds). No vocals. Suitable for background audio during a reflective journaling exercise in a leadership
development module.
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Part 13: Gems: Teaching Gemini How You
Work

Gems are custom versions of Gemini pre-loaded with specific instructions and knowledge files. If we're
writing the same prompt parameters every session, we’re doing it wrong. Build a Gem instead. | have five
Gems that handle 90% of my recurring L&D work.

Key advantage: anyone with a Gmail account can create Gems for free. ChatGPT’s Custom GPTs require
a Plus subscription. Gems also work inside Gmail, Docs, Sheets, and Slides through the Gemini side panel.

Open Advanced Editor %3 Remix
an app that evaluates a product and one sentence value prop and
generates content ideas, vision boards and next steps

Steps
Product Name
Product Description
o Generate Marketing Plan
+! Generate Vision Board Image Descriptions

Generate Vision Board

+ Upgrade to Google Al Ultra

L

L&D Analyst

Figure 9: A custom L&D Analyst Gem ready for use, with recent conversation history.

Building an Effective Gem: The Course Architect

Click “Gem-labs” in the left sidebar (previously called Gem manager).
Click “New Gem.”

Name: L&D Course Architect.

Instructions (this is the critical part — be exhaustive):

oon =
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Example Prompt

You are a Senior Instructional Designer with 15 years of experience in corporate L&D. Your core
frameworks are Bloom’s Taxonomy (always target Application level or higher), Merrill's First Principles,
and the ADDIE model. Your outputs must meet these standards: (1) Never write pure recall/recognition
assessment questions. Every assessment must require application, analysis, or evaluation. (2) Format all
structural content as tables. (3) Include measurable learning objectives using Mager’'s methodology for
every module. (4) When designing activities, specify time allocations, facilitator actions, and participant
actions separately. (5) Tone: direct, evidence-based, no motivational fluff. (6) Always ask clarifying
questions about the target audience before generating content. (7) Reference our competency framework
[uploaded] when aligning to organizational goals.

5. Knowledge files: Upload Brand Style Guide, Competency Framework, and Evaluation Rubric
Template (up to 10 files).

6. Save and test with a real project.

My Five Core L&D Gems

m Key Instructions Knowledge Files

Course Curriculum Bloom’s Application+, Mager’s Competency framework, brand guide
Architect design objectives, structured tables
Compliance Policy docs  8th-grade reading level, behavioral Current policy manual, style guide
Writer focus, regulatory citations
Eval Analyst Training Kirkpatrick L1-L4, data-driven, Evaluation templates, historical data
assessment  quantified impact metrics
SME Expert — Preserve accuracy, eliminate jargon, Terminology glossary
Translator learner add context examples
content
Facilitator Session Adult learning principles, Session templates, room setup guide
Coach design timing/pacing, engagement techniques

L&D Power Move

The Gem instructions are the investment. Spend 30 minutes writing detailed, specific instructions for one
Gem. Every future session using that Gem saves you the 5 minutes of preamble you’d otherwise type.
Over a quarter, one good Gem saves 10+ hours.

System Instructions Best Practices (Gemini 3.1)

Gem instructions are system instructions. Google’s documentation recommends structuring them as non-
negotiables rather than aspirations. The format: role, then constraints, then frameworks, then output
standards, then tone, then clarification requirements.

State non-negotiables explicitly: “Never generate assessment questions below Bloom’s Application
level” is more effective than “prioritize higher-order thinking.” Constraints produce better output than
aspirations.

Reference knowledge files by name: If you upload a brand guide, reference it: “Always align visual
language descriptions to the Brand Style Guide (uploaded).” This grounds the Gem in your documents
rather than Gemini’s general training.
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Require clarifying questions: Add to every Gem: “Before generating any content, ask three clarifying
questions about target audience, delivery format, and success criteria.” This prevents misaligned outputs
on the first generation.

Keep instructions under 2,000 words: Gemini 3.1 prioritizes system instructions heavily. Overly long
instructions compete with the user’s prompt for attention. Be precise, not comprehensive. If an instruction
is contextual rather than universal, it belongs in the prompt, not the system instructions.
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Part 14: Gemini in Google Workspace

As of March 10, 2026, Google rolled out significantly expanded Gemini capabilities across Docs, Sheets,
Slides, and Drive. This is where the ecosystem advantage becomes concrete.

Gemini in Google Docs

Describe what we need in the side panel, and Gemini drafts it using context from across Workspace. I've
used this to generate first-draft facilitator guides that pulled from meeting notes, competency documents,
and email threads simultaneously.
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Figure 19: The Gemini side panel in Google Docs showing the Ask Gemini prompt box, suggested actions, and document-
aware Al assistance integrated directly into the Workspace editing experience.

Example Prompt

(In Google Docs side panel) Draft a facilitator guide for the Q3 Leadership Workshop. Pull the agenda
from my planning meeting notes in Gmail. Align learning objectives to the Leadership Competency
Framework v3 in Drive. Include three breakout scenarios, each with a debrief protocol. Match the
formatting of the ‘Facilitator Guide Template’ in our L&D Core Frameworks folder.

Match writing style: unifies voice across a document. Match doc format aligns formatting to a reference.
I've used both to standardize a 12-module training program in under an hour.

Gemini in Google Sheets

Fill with Gemini populates tables 9x faster than manual entry (according to Google’s benchmark). | use
this to auto-populate training catalogs, categorize open-text survey responses, and build competency
matrices from raw job descriptions.

Advanced Sheets capabilities: auto-generated spreadsheets from natural language pull data from emails,
files, chats, and calendar—describe “create a training calendar for Q2,” and Gemini builds it from my Google
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Calendar events and email commitments. Optimization Solver handles budget allocation, staff scheduling,
and supply chain optimization described in natural language. Formula intelligence generates, explains, and
fixes formulas—eliminating formula syntax errors and accelerating spreadsheet build-out.

Example Prompt

(In Google Sheets) Fill column C with a one-sentence summary of the training need described in column
B. Fill column D with the most relevant Bloom’s taxonomy level. Fill column E with a recommended
delivery format (ILT, e-learning, job aid, or blended).

Workspace Studio

Describe what you want to automate in natural language, and Workspace Studio creates the flow. Pre-built
connectors for Asana, Jira, Mailchimp, and Salesforce eliminate the need for custom integration. Real L&D
examples: meeting action-item pipelines automatically route decisions to project owners; priority email
triage surfaces urgent learner feedback; pre-meeting briefings auto-populate from Drive and email;
document analysis workflows extract key competencies from job descriptions. Google reports agents have
handled 20+ million tasks in 30 days. Karcher uses Workspace Studio to evaluate product ideas in under
2 minutes—previously a multi-hour manual process.

Gemini in Google Slides

Gemini crafts messaging and layouts that match existing slide styles. Google announced that full
presentation generation from natural language descriptions is coming soon. | currently use the side panel
to rewrite individual slide content and generate speaker notes.

ChatGPT — Gemini

ChatGPT creates content that lives inside ChatGPT. Gemini creates content inside Docs, Sheets, and
Slides natively. For organizations on Google Workspace, this eliminates the copy-paste workflow entirely.

Gemini in Google Meet

“Take notes for me” captures key points and action items directly in a Google Doc, automatically attaches
it to the calendar event, and shares it with all participants. Real-time speech translation is now available
to all business customers—eliminating language barriers in global training programs. Google Drive as
research interface: “Ask Gemini” in Drive surfaces insights across stored files and emails, enabling
discovery across the entire organizational knowledge base without leaving your Drive interface.

Workspace-Specific Prompting Patterns

The Gemini side panel in Docs, Sheets, and Slides expects shorter, more focused prompts than the main
Chat interface. Adapt accordingly.

Docs side panel: Reference files by full name (the @ command works differently in side panels than in
Chat). Structure: action + source references + style match + format. Keep prompts under 100 words for
best results.

Sheets Fill with Gemini: Reference column headers and provide examples in the first row. Gemini learns
from patterns better than descriptions. Fill the first row manually, then let Gemini continue the pattern.

Example Prompt

Page 38



The L&D Professional’s Complete Guide to Google Gemini

(In Sheets, with column A containing training module names and column B containing descriptions) Fill
column C with the primary Bloom’s taxonomy level for each module. Fill column D with a recommended
assessment type (multiple choice, role play, case study, or observation). Use the patterns in row 2 as
examples.

Slides side panel: Describe content needs in terms of key message and audience. Gemini matches the
style of existing slides automatically, so focus on content rather than formatting.
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Part 15: Customizing Gemini for Your
Workflow

Getting the most out of Gemini requires intentional customization. This is the section that separates casual
users from professionals who build systems.

Response Settings

Navigate to Settings — Response preferences. | configure mine as follows:

* Response length: Medium (prevents verbose output that buries the useful content).
» Preferred language: Match the language of your learner population for localization work.

« Safety settings: Review and adjust based on your content needs. Overly aggressive filters can
block legitimate workplace scenario content.

Building a Gem Library Strategy

Don’t build Gems randomly. Map them to recurring workflows:

Workflow Gem to Build ROI Justification
Weekly assessment Assessment Designer  Saves 20 min/assessment x 5/week = 100 min/week
writing
Monthly compliance Compliance Writer Saves 3 hours per policy revision cycle
updates
Quarterly program Course Architect Saves 8+ hours per new program outline
design
Ad hoc SME interviews SME Translator Saves 1 hour per interview transcription and rewrite
Annual evaluation Eval Analyst Saves 2 days of manual data synthesis
reporting

Prompt Templates | Use Daily

Save these as starting points. Customize for your organization:

Needs Analysis

Example Prompt

@Google Drive Open [survey spreadsheet]. Analyze the open-text responses in column [X]. Code each
response into one of these categories: [list categories]. For each category, calculate the percentage of
total responses. Identify the top 3 categories. For each, recommend a specific training intervention with
estimated hours and delivery format. Output as a table.
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Learning Objective Writing

Example Prompt

Write 5 measurable learning objectives for a [topic] training module. Target audience: [role/level]. Use
Mager’'s methodology: each objective must include a performance statement (observable behavior),
conditions (context/tools available), and criteria (measurable standard). Bloom'’s level: Application or
higher. Format as a numbered list.

Content Review and Improvement

Example Prompt

@Google Docs Open [document name]. Review this training content for: (1) Bloom’s taxonomy alignment
— flag any content that targets only Remember or Understand levels, (2) Reading level — flag any section
above 10th grade, (3) Active vs. passive voice ratio, (4) Jargon that needs definition or replacement.
Output a table: Section | Issue | Current Text | Recommended Revision.

Stakeholder Communication

Example Prompt

Draft an email to [VP/Director name] summarizing the Q[X] training effectiveness results. Lead with the
three most impactful metrics. Include a “Recommended Next Steps” section with specific budget
implications. Tone: confident, data-driven, concise. Do not exceed 300 words. Do not use bullet points in
the body.
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Part 16: Your First Gemini Session

If we’re opening Gemini for the first time, follow this sequence to understand its value within 10 minutes.

1.

Enable Workspace: Settings — Extensions — toggle on Google Workspace.

2. Test @Google Drive: Type @ in the prompt box. Select Google Drive. Choose a recent
document.

3. First prompt: “Review this document. Identify the three most critical action items. Format as a
numbered list with specific evidence from the document.”

4. Try Canvas: Ask Gemini to expand the analysis into a one-page summary. Move to Canvas.
Highlight a section and ask Gemini to refine it.

5. Test NotebookLM: Visit notebookim.google.com. Upload one document. Generate an Audio
Overview. Listen.

6. Build a Gem: Go to Gem-labs in the left sidebar. Create a simple Gem with three instructions
relevant to your role. Use it.

Try This Now

Complete all six steps above in one sitting. It takes 30 minutes. By the end, you'll have used Chat,
Canvas, NotebookLM, and Gems. That’s the core ecosystem.
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Part 17: Real-World L&D Scenarios and
Walkthroughs

1. Needs Assessment via Workspace

Example Prompt

@Google Drive Find the spreadsheet named ‘Q1 Manager Training Needs’. Analyze the free-text
responses in column D. Code each response into these categories: Communication, Technical Skills,
Leadership, Time Management, Compliance. Calculate percentage by category. Cross-reference the top 3
with the ‘Leadership Competencies 2026’ PDF. Output a gap analysis table with recommended
interventions.

2. Canvas Quiz Generation

Open a policy document in Canvas. Click “Create” — “Quiz.” Gemini extracts key concepts and generates
a multiple-choice assessment. I've used this to generate 20-question compliance quizzes in under 60
seconds.

Example Prompt

Open Canvas. Upload or paste the Data Privacy Policy v4 document. Click Create — Quiz. Configure: 20
questions, multiple-choice format, targeting Bloom's Application level. Review the generated questions.
For any question that tests only recall, highlight it and prompt: 'Rewrite this question as a scenario where
the learner must apply the policy to a specific workplace situation.'

3. Facilitator Guide from an Outline

Example Prompt

@Google Docs Open ‘Q3 Feedback Workshop Outline.” Expand this into a 60-minute facilitator guide.
Structure: Opening (5 min) with icebreaker, Content Block 1 (15 min) with talking points, Activity (20 min)
with three breakout scenarios and debrief protocols, Content Block 2 (10 min), Closing (10 min) with action
planning. Include specific facilitator cues and participant handout descriptions.

4. Policy Translation

Example Prompt

@Google Drive Read ‘Data Privacy Policy v4.” Rewrite section 3 into plain, 8th-grade reading level
English. Focus on behavioral changes required by warehouse staff. Replace all legal terminology with
plain language equivalents. Add a “What This Means for You” summary box at the end.

Page 43



The L&D Professional’s Complete Guide to Google Gemini

5. Scenario Video with Veo

Example Prompt

Use Veo 3.1: 10-second video. A customer service representative is on the phone. The customer’s tone is
escalating (implied by the rep’s body language — leaning back, furrowing brow). The rep takes a deep
breath, sits forward, and begins speaking calmly. Camera: medium shot, slight push in. Lighting: office
fluorescent. Tone: tense transitioning to professional.

6. Compliance Audio with NotebookLM

Upload the compliance manual to NotebookLM. Generate an Audio Overview. Deploy the 12-minute
podcast as pre-work. During the live session, use Interactive Mode to allow participants to ask the Al hosts
specific questions. | ran this workflow for a HIPAA refresher and reduced the live session time from 90
minutes to 45.

Example Prompt

Generate an Audio Overview from this notebook. Format: Deep Dive. Focus on the three most commonly
violated sections based on our historical audit data. After generating, enable Interactive Mode. When
participants join, the Al hosts should be prepared to explain the difference between a policy violation and a
reportable incident, using only examples from the uploaded compliance manual.

7. Industry Benchmarking with Deep Research

Example Prompt

Deep Research: Analyze 2026 L&D technology adoption rates across healthcare, financial services, and
manufacturing sectors. Compare LMS, authoring tool, and Al tool usage. Include market share data for top
5 platforms in each category. Create a comparison table. Identify the three emerging technologies with
fastest adoption curves. Cite all sources.

8. Evaluation Rubric

Example Prompt

Create an observational evaluation rubric for a sales negotiation role-play. Assess: Active Listening (verbal
acknowledgment, paraphrasing, clarifying questions), Objection Handling (empathy statement, reframe,
evidence-based response), and Closing (trial close, addressing final concerns, next steps). 1-5 scale with
specific behavioral indicators at each level. Include “Does Not Meet,” “Meets,” and “Exceeds” anchors.

9. Scenario Images

Example Prompt

Generate a photorealistic portrait of a female warehouse manager in her 40s wearing a high-visibility vest.
She has a concerned but focused expression while reviewing a clipboard. Background: slightly blurred
warehouse aisle with pallet racking. Lighting: overhead industrial, warm color temperature. The right third
of the image should be open for text overlay. Color palette: safety orange, steel gray, warm amber.
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10. SME Brain Dump Conversion

Example Prompt

@Gmail Find the most recent email from [SME name] about the new CRM rollout. Extract every technical
step mentioned. Rewrite these into five measurable learning objectives using Mager’'s methodology
(performance + conditions + criteria). Then draft a one-page job aid structured as a numbered checklist
with a “Common Errors” callout box.

End-to-End Walkthrough: Compliance Manual to Training Program

This walkthrough demonstrates how all the tools connect. Starting point: a 50-page compliance manual that
needs to become a 2-hour blended training program.

Step 1: Build the Knowledge Base (NotebookLM, 15 minutes)

Upload the compliance manual, the previous year’s quiz results, and the regulatory update summary to a
new NotebookLM notebook. Generate an Audio Overview for pre-work distribution. Generate a Mind Map
to visualize the regulatory structure.

Example Prompt

(In NotebookLM, after uploading sources) Generate an Audio Overview using the Deep Dive format.
Focus the discussion on regulatory changes from the past 12 months and how they affect frontline staff
daily procedures. Then generate a Mind Map showing the relationship between the three main regulatory
categories and their sub-requirements.

Step 2: Identify Gaps (Gemini + NotebookLM, 20 minutes)

Example Prompt
Connect this NotebookLM notebook to Gemini. Using only the sources in this notebook: compare the
current compliance manual against last year’s quiz results. Identify the three topics with the highest failure

rates. For each topic, extract the exact policy language that learners are misunderstanding. Output as a
table: Topic | Failure Rate | Policy Section | Common Misconception | Root Cause.

Step 3: Design the Program (Canvas, 30 minutes)

Example Prompt

Open Canvas. Design a 2-hour blended training program addressing the three gap areas identified above.
Structure: 30-minute pre-work (Audio Overview from NotebookLM), 60-minute live session (facilitator-led
with breakout activities), 30-minute post-session assessment and reflection. Include specific timing,
facilitator cues, and participant materials for each segment. Use Bloom’s Application level for all learning
objectives.

Step 4: Create Media (Gemini, 25 minutes)

Generate scenario images for each of the three gap areas using Nano Banana 2. Create one Veo scenario
video showing the most common compliance violation. Generate background audio with Lyria 3 for the
reflection exercise.

Example Prompt

Generate a photorealistic image for Gap Area 1: Data Handling Violations. Show a warehouse worker
looking at a computer screen displaying a customer record, with a concerned expression. A supervisor
approaches from behind. Overhead industrial lighting. Color palette: corporate blue, warm gray. The left
third should be open for text overlay with the module title. 16:9 aspect ratio.
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Step 5: Build the Assessment (Canvas, 15 minutes)

Open the facilitator guide in Canvas. Click Create — Quiz. Review the auto-generated questions. Edit any
that target Remember/Understand levels to require Application. Export to Google Forms for auto-grading.

Example Prompt

(In Canvas, with the facilitator guide open, highlight the auto-generated quiz) Review these questions. Flag
any that can be answered without completing the training. Rewrite flagged questions as workplace
scenarios requiring the learner to apply the specific policy from Section 3. Each question must reference a
realistic situation a frontline worker would encounter.

Step 6: Export and Deploy (15 minutes)

Export the facilitator guide from Canvas to Google Docs. Download scenario images and video. Upload all
materials to the LMS. Share the NotebookLM Audio Overview link as pre-work. Total development time:
approximately 2 hours. Traditional development time for equivalent content: 15-20 hours.

Example Prompt

@Google Drive Create a new folder named 'Q2 Compliance Training - [Current Date]' in the L&D Shared
Drive. Move the facilitator guide, all generated images, the Veo scenario video, and the Lyria background
audio into this folder. Draft a deployment email to the L&D team listing each asset, its file format, and
where it should be uploaded in the LMS. Tone: direct, checklist-style.

L&D Power Move

This workflow used NotebookLM (knowledge base), Gemini Chat (gap analysis), Canvas (program design
and assessment), Nano Banana 2 (images), Veo (video), Lyria 3 (audio), and Google Forms (assessment
delivery). Six tools, one integrated pipeline. That’s the ecosystem advantage.

End-to-End Walkthrough: 360-Degree Feedback Synthesis

Starting point: 12 open-text feedback responses about a manager, collected from direct reports, peers, and
supervisors. Goal: a 2-page coaching summary.

Step 1: Upload to NotebookLM (5 minutes)

Create a notebook. Upload all 12 feedback responses as individual sources (or a single compiled
document). This keeps the data grounded and citation-backed.

Example Prompt

(In NotebookLM, after uploading the 12 feedback responses) Using only the sources in this notebook:
before | begin analysis, confirm the total number of feedback sources uploaded and categorize each by
source type (direct report, peer, supervisor). List any sources that appear to be duplicates or that
reference the same specific incident.

Step 2: Synthesize (Gemini + NotebookLM, 15 minutes)

Example Prompt

Connect this NotebookLM notebook to Gemini. Using only the sources in this notebook: analyze all
feedback responses. Identify the three strongest behavioral themes and the three most critical
development areas. For each theme, cite at least two specific feedback responses as evidence.
Categorize themes by feedback source (direct reports, peers, supervisors). Output as two tables:
Strengths and Development Areas. Each row: Theme | Evidence (cited) | Source Category | Frequency.
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Step 3: Draft the Coaching Summary (Canvas, 15 minutes)

Example Prompt

Open Canvas. Draft a 2-page coaching summary for the manager. Structure: Executive Summary (3
sentences), Key Strengths with specific behavioral evidence, Development Areas with recommended
actions, 90-Day Development Plan with measurable milestones. Tone: constructive and specific. Do not
use hedge language. Every recommendation must link to specific feedback evidence.

Step 4: Review and Export (10 minutes)

Review the coaching summary in Canvas. Use targeted editing to refine any section. Export to Google
Docs for delivery to the manager’s supervisor. Total time: 45 minutes. Traditional synthesis time: 3—4 hours.

Example Prompt

(In Canvas, with the coaching summary open, highlight the Development Areas section) Review each
recommended action. For any recommendation that is vague or unmeasurable, rewrite it with a specific
behavioral indicator, a timeline, and a success metric. Example: replace 'improve communication' with
‘conduct weekly 15-minute check-ins with each direct report, measured by team engagement survey
scores increasing 10% within 90 days.'

End-to-End Walkthrough: New Hire Onboarding by Role

Starting point: a generic onboarding program that needs to be customized for six different job roles. Goal:
role-specific onboarding checklists, pre-work materials, and assessments.

Step 1: Build the Foundation (NotebookLM + Gems, 20 minutes)

Upload the generic onboarding manual, all six job descriptions, and the competency framework to a
NotebookLM notebook. Create an “Onboarding Customizer” Gem with instructions to always reference the
competency framework and differentiate content by role.

Example Prompt

(In NotebookLM, after uploading onboarding manual and job descriptions) Using only the sources in this
notebook: create a comparison table showing which sections of the generic onboarding manual apply to all
six roles versus which sections are role-specific. Columns: Onboarding Section | Applies To All | Role-
Specific (list which roles) | Suggested Customization. This will be the foundation for role differentiation.

Step 2: Generate Role-Specific Content (Gemini, 45 minutes)

Example Prompt

Using the Onboarding Customizer Gem with the NotebookLM notebook connected: Generate a role-
specific onboarding checklist for [Role: Sales Associate]. Include: Week 1 activities, Week 2 activities, 30-
day milestone assessment, role-specific compliance requirements, and recommended shadowing
assignments. Ground all content in the competency framework. Format as a structured table. [Repeat for
each of the 6 roles, adjusting the role name]

Step 3: Create Pre-Work Materials (NotebookLM, 15 minutes)

Generate an Audio Overview from the onboarding notebook for general company orientation content.
Generate role-specific infographics (one per role) using the NotebookLM Studio suite with the Professional
visual style. Each infographic highlights that role’s top 5 competencies and first-week priorities.
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Example Prompt

(In NotebookLM Studio, Infographic panel) Generate a role-specific infographic for the Sales Associate
role. Style: Professional. Orientation: Portrait. Level of detail: Standard. Description: Highlight the top 5
competencies for this role from the competency framework, first-week priorities, key contacts, and the 30-
day milestone expectations. Use a corporate blue and white color palette.

Step 4: Build Assessments and Deploy (30 minutes)

Use Canvas to generate a 30-day assessment for each role. Click Create — Quiz for each. Export to Google
Forms. Upload all materials to the LMS, organized by role. Total time: approximately 2 hours for 6 role-
specific onboarding packages. Traditional development time: 2—3 weeks.

Example Prompt

(In Canvas, for each role) Generate a 30-day milestone assessment for the Sales Associate role. Include
10 questions: 5 knowledge-check questions targeting Bloom's Application level using role-specific
scenarios, 3 self-assessment items on confidence with key job tasks, and 2 open-text reflection prompts
about the onboarding experience. Click Create — Quiz. Export to Google Forms.
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Part 18: Quick Reference: Prompt Cheat

Sheet

The detailed prompting guidance is distributed throughout this guide, within each feature section. This page
is the at-a-glance reference.

The Gemini Prompt Formula

[Context/@Drive reference] — [Task] — [Framework] — [Format constraints]

Chat

Canvas
NotebookLM
Deep Research
Gems (System)

Workspace Panels

[Highlight section] — [Specific change] — [Tone/style constraints]

[“Using only sources in this notebook”] — [Task] — [Citation requirements]

[Research question] — [Scope/length] — [Data format requirements]

[Role] — [Non-negotiable constraints] — [Frameworks] — [Output format] — [Tone]

[File reference by name] — [Action] — [Match style of reference doc]

Gemini 3.1 Settings to Know

* Temperature: Always 1.0 (default). See Part 1 for details on why lowering degrades Gemini 3.1

performance.

* Context window: 32K (Free), 128K (Plus), 1M (Pro/Ultra). Use the largest available.
* Default behavior: Gemini 3.1 produces concise responses. Ask for elaboration explicitly when

needed.

» Constraint placement: Context first, task second, constraints last. Critical restrictions go at the

end.

Common Mistakes

Mistake

Lowering temperature

Broad negatives (“do
not infer”)

One-shot complex
prompts

Pasting full documents
into Chat

Skipping the Deep
Research plan review

Why It Fails

Gemini 3.1 reasoning optimized at 1.0;
lower values cause looping

Model over-indexes and refuses basic
logic

Too many requirements in a single
prompt degrades output

Wastes context window and time

System may pursue irrelevant angles

Do This Instead

Leave temperature at default

“Use only provided sources. State
explicitly if information is missing.”

Split into verify-then-generate steps, or
chain across multiple prompts

Use @Google Drive to point at files, or
use NotebookLM for grounded queries

Always review and edit the research plan
before execution
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Part 19: From Beginner to Power User

Beginners treat Gemini like a search engine. They ask questions and accept the first answer.

Power Users treat Gemini like a junior team member. They provide context via NotebookLM or Drive, set
strict formatting rules, name specific frameworks, chain prompts sequentially, and demand revisions when
the output misses the mark.

The Four-Week Progression

I S T S

1: Explore Enable Workspace extensions, Chat, @Drive Successfully query a Drive file
try @Google Drive with 5 different
documents

2: Organize  Structure Drive folders, create NotebookLM, Chat Deploy an Audio Overview as pre-
first NotebookLM notebook, work
generate first Audio Overview

3: Build Create 2 Gems, use Canvas fora  Gems, Canvas, Deep  Deliver a document built entirely in
real deliverable, run first Deep Research Canvas
Research

4: Scale Chain prompts for a multi- Full ecosystem Complete a project using 3+ tools

deliverable project, generate
multimedia content, connect
NotebookLM to Gemini
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Part 20: Troubleshooting and Error
Recovery

Every professional tool needs a troubleshooting section. These are the issues I've encountered repeatedly
and the fixes that work.

Gemini Can’t Find My File

"l couldn’t find that file" File name doesn’t match Use the exact file name including capitalization.
exactly Check for extra spaces.

"l don’t have access" Workspace extension not Settings — Extensions — toggle on Google
enabled Workspace

Finds wrong version of file Multiple files with similar Include the folder path: @Google Drive ‘Q4
names Report’ in the ‘Evaluation Data’ folder

Returns generic answer File is too large for context Break into smaller sections or use NotebookLM

ignoring file window for large documents

"l can’t read this file type" Unsupported format (e.g., Convert to PDF, Docs, or Sheets first
.key, .pages)

Output Quality Issues

Response is too generic: Add specific constraints, name a framework, and reference a source document.
Generic prompts produce generic output.

Response contradicts my source: Gemini may default to the training data rather than your uploaded file.
Use NotebookLM for grounded responses, or add: “Use only the information in the provided document. Do
not reference external knowledge.”

Response is too short: Gemini 3.1 defaults to concise output. Explicitly request: “Provide a
comprehensive response of at least 500 words” or “Expand each point with specific examples.”

Response repeats itself or loops: Check if the temperature was lowered (Settings). Reset to 1.0. Also,
try switching from the Thinking to the Pro model.

Images don’t match the prompt: Be specific about composition, camera angle, lighting, and color palette.
Vague prompts produce stock-photo-quality output. See the prompting tables in Part 12.
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Rate Limits and Quota Management

Each plan has daily limits. When you hit a limit, Gemini will tell you. Plan around these:

Pro model prompts/day Limited 30 100 500
Thinking prompts/day Limited 90 300 1,500
Deep Research ~0.17 12 20 Unlimited
reports/day (5/mo)

Image generations/day 20 50 100 1,000
Video generations/day 0 Limited Limited 5

If you consistently hit daily limits, run high-volume tasks (bulk assessment generation, large-scale content
formatting) on Flash, which has no meaningful daily cap on any plan.

When NOT to Use Gemini

* Real-time data that must be current to the minute. Gemini’'s web access has a lag. For live
market data or real-time compliance updates, verify against primary sources.

* Legal or medical advice. Gemini can summarize policies and help write training content, but it is
not a substitute for legal counsel or medical professionals. Always have compliance content
reviewed by qualified reviewers.

+ Confidential employee data on consumer plans. Performance reviews, salary data,
disciplinary records, and PII belong on Workspace Enterprise, not consumer Gemini.

* Mission-critical calculations without verification. Always verify quantitative outputs (budget
calculations, ROI figures, statistical analyses) against source data before presenting to
stakeholders.
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Prompt Iteration: Fixing Off-Target Outputs

Troubleshooting isn’t just about errors. The most common issue is output that’s close but not right. Here’s
the systematic approach | use to iterate toward the result | need.

Problem

Output is too
generic

Output
contradicts my
source
document

Tone is wrong
(too casual, too
formal, too
hedging)

Targets wrong
audience or
reading level

Output repeats
itself or loops

Missing key
content from
source

Assessment
questions too
easy

Format doesn’t
match needs

Diagnosis

Prompt lacks
specific constraints
or framework
references

Gemini defaulted
to training data
over your file

No tone
specification, or
conflicting tone
cues

Audience not
specified or too
vague

Temperature may
be lowered, or
prompt is circular

Document too long
for context window,
or key content is in
the middle

No Bloom’s level
specified, or
Gemini defaults to
recall

Output format not
specified or
specified too late

Fix

Add named
frameworks, target
audience, and
output format

Switch to
NotebookLM for
grounded
responses, or add
explicit grounding

Add explicit tone
constraints and
negative
constraints

Name the specific
role, experience
level, and reading
level

Reset temperature
to 1.0 (Settings).
Try Flash instead
of Thinking model.
Simplify the
prompt.

Break document
into sections and
query each. Or use
NotebookLM.

Specify cognitive
level explicitly

Move format
constraints to the
END of the prompt
(constraint
placement
strategy)

Example Addition to Prompt

“Use Kirkpatrick Level 3 metrics. Target
audience: frontline managers with 2-5 years
experience. Format as a structured table.”

“Use only information from the provided
document. Do not reference external
knowledge.”

“Tone: direct and evidence-based. Do not use
hedge words like may, could, or potentially. Do
not use motivational language.”

“Target audience: warehouse associates with no
technical background. Reading level: 8th grade.
Use concrete workplace examples.”

Switch models and remove any conflicting
instructions

“Focus specifically on pages 2540 of the
document. Summarize the regulatory
requirements in that section only.”

“All questions must target Bloom’s Application
level or higher. No recall or recognition
questions. Each question must present a
scenario requiring judgment.”

“Output as a table with columns: Competency |
Current Level | Gap | Intervention | Timeline. Sort
by largest gap descending.”

The iteration rule: Never regenerate the entire prompt. Identify which element is off (content, tone, format,
audience, depth), add a single constraint addressing that element, and resubmit. Stacking corrections one
at a time produces better results than rewriting the entire prompt.
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Part 21: Implementing Gemini for Your L&D
Team

Everything up to this point assumes individual use. Scaling Gemini across an L&D team requires deliberate
architecture. I've rolled this out with teams of 5—-15 instructional designers, and the pattern that works is:
shared infrastructure first, individual customization second.

Phase 1: Shared Infrastructure (Week 1-2)

Shared NotebookLM notebooks: Create team-level notebooks for each content domain (compliance,
onboarding, leadership, technical skills). Upload the canonical versions of all reference documents. Every
team member connects to the same notebooks, ensuring consistent source material.

Standardized Gems: Build 3-5 team Gems with agreed-upon instructions, frameworks, and quality
standards. Every team member uses the same Course Architect Gem, so outputs maintain consistent
structure and terminology.

Drive folder structure: Establish naming conventions and folder hierarchies before anyone starts
prompting. Gemini’'s @Google Drive search depends on organized, consistently named files.

Phase 2: Individual Customization (Week 3—-4)

Once shared infrastructure is in place, each team member builds personal Gems for their specific
responsibilities. A compliance specialist's Gem will differ from an onboarding designer’'s Gem, even if both
start from the team’s Course Architect template.

Phase 3: Governance and Quality (Ongoing)

* Gem review cycle: Monthly review of team Gems. Update instructions based on output quality.
Deprecate Gems that overlap.

* Output QA checklist: Before any Al-generated content goes to stakeholders or learners, verify:
(1) factual accuracy against source documents, (2) brand/tone consistency, (3) assessment
alignment to learning objectives, (4) reading level appropriateness, (5) accessibility compliance.

*  Prompt library: Maintain a shared Google Doc of proven prompts. When someone discovers a
prompt that produces excellent results, add it to the library with the context it was used in.

* Cost monitoring: Track credit usage across the team monthly. Identify heavy users and ensure
they’re on the right plan tier.

Change Management: Getting Buy-In

The fastest way to kill Al adoption is mandating it. The approach that works:

1. Start with one volunteer. Find the team member most frustrated with repetitive tasks. Set them
up with Gemini and a specific workflow (e.g., converting SME brain dumps into structured
content).

2. Measure the time savings. Document before/after metrics. “This task took 3 hours manually.
With Gemini, it takes 45 minutes.”

3. Show, don’t tell. Have the volunteer demo their workflow to the team. Peer demonstrations are
10x more persuasive than management mandates.

4. Provide the infrastructure. Don’t just give people access. Give them the shared Gems,
NotebookLM notebooks, and prompt library from day one.
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5. Set expectations. Al outputs require human review. The goal is efficiency, not replacement.
Frame it as: “Gemini handles the first 80%. You handle the quality, strategy, and judgment.”

Al Readiness Assessment

Before rolling out any tools, assess where the team actually is. I've seen rollouts fail because leadership
assumed everyone had the same baseline. They don’'t. Some team members have been prompting daily
for a year. Others have never opened an Al tool. Deploying shared Gems and NotebookLM notebooks to
a team with uneven skill levels means the experienced users are bored during onboarding, and the
beginners are overwhelmed within a week.

Run a simple readiness assessment before Week 1. It doesn’t need to be formal. Ask three questions: (1)
Which Al tools have you used in the past 6 months? (2) Describe a task where you successfully used Al to
improve your output. (3) What's your biggest concern about using Al in your L&D work? The answers sort
the team into three tiers: ready to build (assign them to create the shared Gems), ready to use (pair them
with builders during Week 1), and need foundational training (start them with the four-week progression in
Part 19 before giving them production access).

Prompt Engineering as a Core Competency

Prompt engineering is not a nice-to-have skill. It's becoming a core L&D competency alongside instructional
design, facilitation, and evaluation. ATD’s Talent Development Capability Model and SHRM’s competency
frameworks are already adding Al-related capabilities. Teams that treat prompting as a casual skill rather
than a professional competency will produce inconsistent, low-quality output at scale.

Define what competency looks like at three levels. Foundational: can write structured prompts using the
context-task-constraints formula, select the right model for the task, and use @Google Drive references
effectively. Intermediate: can build and maintain Gems with specific frameworks, chain prompts across Chat
and Canvas, and use NotebookLM for grounded research. Advanced: can design team-level prompt
libraries, optimize Gem instructions based on output quality data, architect NotebookLM notebook
structures for cross-functional use, and train others.

Build this into performance conversations. When | rolled out Al tools to my team, | added prompt
engineering to the skills matrix alongside ADDIE proficiency and Kirkpatrick evaluation competency. It
signals that the organization values this skill as professional development, not just a shortcut.

Ethical Use Guidelines

The data protection guidance in Part 3 covers what not to upload. Team-level implementation needs
broader ethical guardrails that go beyond data handling.

Disclosure: When should learners know that content was Al-generated? My position: always disclose
when Al generated the primary content. Learners deserve to know. This doesn’t undermine the content’s
value - it builds trust and models the transparency we expect from our organizations. A simple footer on Al-
assisted materials is sufficient: “This content was developed with Al assistance and reviewed by
[name/role].”

Bias review: Al models reflect the biases of their training data. Generated scenarios may default to specific
demographics, reinforce stereotypes, or present culturally narrow perspectives. Build a bias review into the
QA checklist (Part 23). Specifically: review all generated scenarios for demographic representation, check
that examples don’t assume a single cultural context, and verify that assessment questions don’t advantage
or disadvantage specific groups.

Accountability: When Al-generated compliance content contains an error, who is responsible? The
answer is always the human reviewer, not the tool. Document this in the team’s operating procedures.
Every piece of Al-generated content that reaches learners should have a named reviewer who verified
accuracy against source documents.
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The Human-in-the-Loop Workflow

The QA checklist in Phase 3 mentions human review, but it doesn’t formalize the role. For teams producing
content at scale, the reviewer role needs an explicit definition.

Designate a content quality lead for each domain. In my team, the compliance specialist reviewed all Al-
generated compliance content. The leadership development lead reviewed coaching materials. The
technical training lead reviewed procedural content. Each reviewer had domain expertise that Al doesn’t
have: organizational context, regulatory nuance, cultural awareness, and knowledge of what has failed with
learners before.

The reviewer workflow: (1) Al generates the first draft. (2) The reviewer checks factual accuracy against
source documents using NotebookLM citations. (3) The reviewer evaluates instructional alignment - do the
activities actually target the stated learning objectives? (4) The reviewer assesses tone, cultural
appropriateness, and brand consistency. (5) The reviewer approves, requests revision, or flags for
escalation. This takes 15-20 minutes per deliverable. Without it, the team is publishing at Al speed with Al-
level judgment, which is not sufficient for professional L&D work.

Measuring Al's Impact on Learning Outcomes

Time savings are the easy metric. The harder question: does Al-assisted content actually perform better
with learners? Most teams measure efficiency (hours saved) but never validate effectiveness (learning
outcomes). Both matter.

Track Kirkpatrick metrics on Al-generated content alongside traditionally developed content for the first two
quarters. Level 1: Are satisfaction scores equivalent? Level 2: Do assessment scores differ? Level 3: Are
behavioral transfer rates comparable? If Al-assisted content produces equivalent or better outcomes at
75% less development time, the business case is unassailable. If outcomes are worse, the team needs to
determine whether the issue lies in the Al output, the review process, or the instructional design decisions
made during prompting.

The metrics | tracked when transitioning my team: average development time per deliverable (before and
after), first-pass quality score from reviewers (percentage of content approved without revision), learner
satisfaction scores (Level 1), assessment pass rates (Level 2), and content accuracy incidents (errors
caught post-deployment). The first metric improved immediately. The others took 6-8 weeks to stabilize as
the team refined their prompting and review processes.

Team Upskilling Plan

The four-week progression in Part 19 is designed for individuals. Team rollouts need a structured upskilling
plan that accounts for different roles, skill levels, and production timelines.

Beginner Note

Don't try to train the entire team at once. Stagger the rollout by role. Start with the team members who
handle the highest-volume, most repetitive tasks - they’ll see the fastest ROl and become the strongest
advocates.

Week 1-2: The builders (2-3 people identified from the readiness assessment) create the shared
infrastructure: team Gems, NotebookLM notebooks, Drive folder structure, and prompt library seed content.
They also document their setup decisions so others can understand the architecture.

Week 3-4: The users (the majority of the team) are onboarded onto the shared infrastructure. Pair each
user with a builder for their first three production tasks. The builder doesn’t do the work - they observe,
coach on prompt construction, and help troubleshoot. This peer mentoring is more effective than formal
training because it happens in the context of real deliverables.
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Week 5-6: Independent production. Remove the pairing. Monitor output quality through the review workflow.
Hold a weekly 30-minute retrospective where the team shares what worked, what didn’t, and prompt
patterns worth adding to the library.

Week 7-8: Optimization. Review Gem instructions based on 6 weeks of output data. Identify which Gems
are used most, which produce the best first-pass quality, and which need refinement. Update the
competency assessment to reflect actual skill development.

Stakeholder Communication Strategy

Leadership, legal, and compliance will have questions about Al in L&D. Prepare the answers before they
ask.

Leadership will ask: “What’s the ROI?” Use the framework from Part 25. Lead with capacity increase
(more programs, same headcount), then cost reduction (reduced stock photo licensing, less external
content development spend), then quality metrics (grounded outputs, consistent framework application).
Avoid leading with “it’s faster” - speed without quality improvement isn’t a compelling executive narrative.

Legal will ask: “What happens to our data?” The answer depends on the plan type (Part 3). For
consumer plans: generic content only, no employee PIl, no proprietary frameworks. For Workspace
Enterprise: contractual data protection, no model training on organizational data, and admin controls over
feature access. Have the data protection table from Part 3 ready as a one-page handout.

Compliance will ask: “Who’s liable when Al-generated training content is wrong?” The answer: the
same person who'’s liable when human-generated content is wrong - the reviewer and the L&D function. Al
doesn’t change the accountability model. It changes the production model. Document the review workflow,
maintain an audit trail, and ensure every Al-generated deliverable has a named human reviewer.

IT will ask: “What do we need to provision?” For individual plans: nothing beyond a Google account.
For Workspace: the Gemini add-on needs to be enabled by the Workspace admin, and specific features
can be controlled per Organizational Unit. Share the admin controls documentation from Part 3 with IT
before the conversation.

L&D Power Move

Build a one-page Al Implementation FAQ before your first stakeholder meeting. Include: data protection
summary, accountability model, ROI projections, and the phased rollout timeline. Having this ready before
anyone asks signals that the L&D team has done its due diligence. I've used this approach to get buy-in
from a skeptical VP of Legal in a single meeting.
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Part 22: Getting Gemini Content Into Your
LMS

Gemini creates content. Our LMS delivers it. The gap between creation and delivery is where most L&D
teams lose time. Here’s how | bridge it.

Export Workflows by Content Type

Content Type ‘ Create In Export Path LMS Format
Facilitator guides Canvas Share & Export — Google Docs — Upload as resource/handout
Download as .docx or PDF
Assessment Chat or Canvas Copy to Google Forms (auto- QTI import or manual entry
questions grading) or export to QT via third-
party tool
Training videos Veo 3.1 Download MP4 from Gemini — SCORM package or direct
Upload to LMS media library embed
Audio content Lyria 3 or Download audio file — Upload to Podcast feed or embedded
NotebookLM LMS player
Audio Overview
Infographics NotebookLM Download PNG/PDF — Upload as Page resource or embed in
Studio visual resource module
Slide decks Gemini in Slides  Download as .pptx — Upload to SCORM conversion or direct
LMS upload
Competency Gemini in Download as .xlsx or .csv — Import Bulk import via admin tools
matrices Sheets to LMS skills framework

SCORM and xAPI Considerations

Gemini does not natively produce SCORM (Sharable Content Object Reference Model) packages. For
interactive e-learning modules that require SCORM compliance (tracking completion, scoring, time-on-
task), the workflow is:

1. Create content in Gemini (text, images, video, assessments).

2. Assembile in an authoring tool (Articulate Storyline, Rise, Adobe Captivate, iSpring) using
Gemini’s outputs as raw materials.

3. Publish as SCORM/xAPI (Experience API) from the authoring tool.
4. Upload to LMS (Canvas, Moodle, D2L Brightspace, SAP SuccessFactors, Cornerstone).

The key insight: Gemini accelerates content creation (the slowest part of the pipeline), while authoring tools
handle packaging and delivery. This combination cuts total development time by 40-60% in my experience.
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Bulk Content Workflows

For organizations producing content at scale (50+ modules per quarter), Gemini’s efficiency compounds:

* Assessment banks: Generate 100+ questions using a Gem with your assessment standards
baked in. Export to a spreadsheet. Bulk import into your LMS question bank.

+ Job aids: Generate role-specific job aids for 10+ roles using a single prompt template with role
variables. Export as PDFs. Upload to the LMS resource library.

* Localized content: Generate base content in English. Use Gemini to adapt for reading level,
cultural context, and language. Export each version separately for regional LMS instances.
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Part 23: Content Quality Assurance

Al-generated content requires human review before deployment. This is non-negotiable. The efficiency gain
from Gemini is in first-draft speed, not in eliminating quality control. Here’s the QA framework | use.

The L&D Content QA Checklist

Check

Factual
accuracy

Learning
objective
alignment

Assessment
validity

Reading level

Tone and voice

Accessibility

Bias and
representation

Regulatory
compliance

What to Verify

All claims match source
documents

Every activity maps to a
stated objective

Questions test what we
taught, not general
knowledge

Matches target
audience

Consistent with
organizational
standards

Images have alt text,
videos have captions

Content represents
diverse perspectives

All legal/regulatory
references are current

Tool/Method

Cross-reference with
NotebookLM citations

Manual review against
Bloom’s taxonomy

Trace each question to
specific content

Hemingway App or
readability checker
Compare against brand
guide

WCAG 2.1 checklist
(see next section)

Review scenarios and
examples for bias

Verify against primary
regulatory sources

The Two-Pass Review Process

Common Al Failures

Hallucinated statistics, outdated
regulations, fabricated research
citations

Activities that are engaging but don’t
target the right cognitive level

Questions that can be answered
without completing the training

Defaulting to 12th-grade level when
8th-grade was specified

Shifting between formal and casual
within the same document

Generated images with no alt text,
videos without captions

Defaulting to specific demographics in
scenario descriptions

Citing superseded regulations or
mixing jurisdictions

Pass 1 (Automated): Use Gemini itself to check the content. Prompt: “Review this training content for:
factual claims without citations, reading level above 10th grade, assessment questions that target only
Remember or Understand levels, and inconsistent tone. Flag each issue with the specific text and
recommended fix.” This catches 60—70% of issues.

Example Prompt

Review the following facilitator guide for quality issues. Check for: (1) Any factual claim not supported by
the source documents provided, (2) Sections above 10th-grade reading level, (3) Assessment questions
below Bloom’s Application level, (4) Inconsistent tone shifts, (5) Missing time allocations for activities.
Output as a table: Section | Issue Type | Specific Text | Recommended Fix.

Pass 2 (Human): A subject matter expert or senior instructional designer reviews the Al-flagged issues
plus: overall narrative coherence, cultural sensitivity, organizational context accuracy, and alignment with
strategic goals. This pass catches the 30—40% that Al misses.
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Liability Considerations

When Gemini generates compliance training, the organization—not Google—is responsible for accuracy.
Document the QA process. Maintain an audit trail showing: who reviewed the content, when, what was
changed, and which source documents were referenced. This protects the L&D team if content accuracy is
questioned later.
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Part 24: Accessibility of Al-Generated

Content

Every piece of content Gemini generates needs an accessibility review before deployment. Al tools don't
automatically produce accessible content. Here’s what to check for each media type.

Media Type

Images (Nano
Banana 2)

Videos (Veo 3.1)

Audio (Lyria 3,
Audio Overviews)

Infographics
(NotebookLM)

Documents
(Canvas exports)

Accessibility
Requirement

Alt text describing
content and context

Captions, audio
descriptions,
transcript

Transcript of all
spoken content

Text alternative with
equivalent
information

Proper heading
structure, reading
order, color contrast

Write descriptive alt text for
every generated image before
uploading to LMS

Add closed captions manually
or via captioning service.
Provide a downloadable
transcript.

NotebookLM Audio Overviews:
request a text summary
alongside the audio. Lyria 3:
instrumental only, no transcript
needed.

Create a plain-text or table
version of the infographic
content

Use heading levels correctly in
Canvas. Check color contrast
ratios. Ensure tables have
header rows.

How to Address Gemini Can Help With

Prompt: “Write WCAG 2.1
compliant alt text for this
image, describing both the
visual content and its
instructional purpose”

Prompt: “Write a detailed
scene description and
transcript for this training video
scenario”

Generate text summaries of
Audio Overview content

Prompt: “Convert this
infographic into an accessible
table format with equivalent
information”

Canvas exports to Docs
maintain heading structure
automatically

The minimum standard: WCAG 2.1 Level AA. This covers alt text for images, captions for video, sufficient
color contrast (4.5:1 for normal text), keyboard navigability, and proper document structure. Most LMS
platforms enforce these standards for uploaded content.

Example Prompt

| just generated 5 images for a compliance training module using Nano Banana 2. For each image, write
WCAG 2.1 compliant alt text that describes: (1) what is visually depicted, (2) the instructional context, and
(3) any text visible in the image. Format as a table: Image Description Prompt | Alt Text. Keep each alt text
under 125 characters.

Beginner Note

If your organization has an accessibility team, loop them in before deploying Al-generated multimedia
content. They can review alt text quality, caption accuracy, and overall WCAG compliance faster than
building these skills from scratch.
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Part 25: Cost Management and ROI

Al adoption requires a business case. “It makes things faster” isn’t enough for budget holders. Here’s how
to quantify the investment and return.

Cost Estimation for Team Adoption

Scenario Plan Monthly Cost | Annual Cost What You Get

Solo L&D professional Google Al Pro $19.99 $240/year Full Gemini ecosystem
for individual
productivity

L&D team of 5 (existing Workspace Business $14/user $0 Gemini included in

Workspace) Standard (already paid)  incremental existing Workspace
license

L&D team of 5 (new Workspace Business $14/user/mo $840/year Full Workspace +

Workspace) Standard Gemini for 5 users

L&D team of 10 Workspace Enterprise Contact sales  ~$15K— Full data protection,

(Enterprise) $25K/year compliance, admin

est. controls

ROI Framework: Time Savings by Task

I've measured these time savings across multiple projects. Your results will vary, but the ratios are
consistent.

L&D Task Traditional Annual Impact (weekly
Time task)
Draft facilitator guide (60- 4-6 hours 45-60 min 75-85% 150-250 hours/year
min session)
Create 20-question 2-3 hours 15-30 min 80—-90% 80-130 hours/year
assessment
Needs analysis from 8-12 hours 1-2 hours 80-85% 300-500 hours/year
survey data
Convert SME brain dump 3—4 hours 30—45 min 80-85% 120-170 hours/year
to content
Compliance manual to 15-20 hours 2-3 hours 85% 600-850 hours/year
training program
Weekly stakeholder 45-60 min 10-15 min 75% 25-35 hours/year
summary email
Generate scenario images ~ 2—4 hours 15-20 min 90% 85—-190 hours/year
(5 images) (stock search
+ licensing)

The business case formula: (Hours saved per week x Loaded hourly rate) — Gemini subscription cost =
Net annual value. For a single L&D professional saving 10 hours/week at a $50/hour loaded rate, that's
$26,000/year in recovered capacity against a $240 subscription. ROI: 108x.
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Pitching Gemini to Leadership

Budget holders respond to three things: cost reduction, capacity increase, and quality improvement. Frame
the pitch around all three:

» Costreduction: “We currently spend $X on stock photography licensing and $Y on external
content development. Gemini’s media generation and content acceleration eliminates $Z of that
spend.”

» Capacity increase: “Our team of 5 currently delivers 12 programs per quarter. With Gemini, we
project 18-20 programs with the same headcount. That's a 50-65% capacity increase.”

* Quality improvement: “Every output is grounded in our source documents via NotebookLM.
Assessment questions are aligned to Bloom’s Application level by default. QA time is reduced
because the Al catches basic issues before human review.”
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Part 26: Gemini on Mobile

The Gemini mobile app (iOS and Android) provides core functionality on the go. On Android, Gemini
replaces Google Assistant entirely, making it accessible through voice commands, the lock screen, and
system-level integration.

What Works Well on Mobile

Voice prompting: Speak prompts instead of typing. Useful for capturing ideas during commutes
or between sessions.

@Google Drive queries: The same @ command works on mobile. Query a document without
opening a laptop.

Image generation: Generate images with Nano Banana 2 directly from the phone. Useful for
quick visual assets.

Gem access: All custom Gems are available on mobile. Use the Course Architect Gem from
anywhere.

Quick summaries: Ask Gemini to summarize an email thread or document while walking
between meetings.

What Works Better on Desktop

Canvas: The split-screen editor requires screen real estate. Document editing on mobile is
limited.

Deep Research: Reports are long and complex. Better consumed on a larger screen.

Complex prompting: Multi-paragraph prompts with specific formatting instructions are easier to
construct on a keyboard.

NotebookLM: The three-panel layout (Sources, Chat, Studio) doesn’t translate well to mobile.
Use desktop for NotebookLM work.

Video generation (Veo): Previewing and reviewing generated video is better on desktop.

Mobile Workflow for L&D

The most practical mobile use case: capture and process between meetings. After a stakeholder
conversation, open Gemini on mobile and dictate: “Summarize the key decisions from my meeting with
[name] and create three follow-up action items. Format as a numbered list.” The output is waiting in your
Gemini history when you return to desktop.

Try This Now

Install the Gemini app on your phone. Open it and try: “@Google Drive summarize the most recent
document | edited.” If it finds the right file and produces a useful summary, your mobile workflow is set up
correctly.
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Part 27: Tips, Limitations, and What’s Next

Al tools are powerful, but they fail in predictable ways. Building a professional workflow means knowing
where the boundaries are.

Known Limitations

Context loss in long documents: Pro models have massive context windows but can still miss specific
details in the middle of a 200+ page document. | verify all data extraction against the source file. I've caught
errors in middle sections of long compliance manuals.

Workspace permissions: Gemini only sees what we have permission to see. If an SME shares a link but
restricts access, Gemini can’t read it. Check permissions first.

Deep Research limits: Takes 5-10 minutes per report with daily usage caps by plan. Use strategically for
comprehensive analyses, not quick questions.

Video coherence: Veo 3.1 struggles with complex multi-step interactions. Keep prompts focused on single
actions or establishing shots.

Image guardrails: Nano Banana 2 restricts images of real public figures and certain sensitive content. Plan
around this for scenario training.

Data protection: On consumer plans, Google may use prompts for model improvement. For sensitive
training data, Gemini Enterprise or Gemini for Education (FERPA “school official” designation) provides
contractual protection.

What’s Coming

* Full presentation generation: Gemini will generate entire slide decks from natural language,
pulling from Workspace data.

* Project Mariner: Agentic browsing (Ultra plans) that navigates websites and performs tasks
autonomously.

* Audio Lessons in Classroom: Podcast-style lessons customizable by grade level, topic, and
learning objectives (announced BETT 2026).

* Gemini in Forms: Al-generated forms with automatic response summarization.

The Next Move

Start by organizing Google Drive. Build one Gem for your most common recurring task. Create one
NotebookLM notebook with your most-referenced documents. Practice using @Google Drive to query your
own materials. Build the system, then scale it.

The organizations that win at L&D in the next two years won’t be the ones using Al to write content faster.
They'll be the ones who built systems where Al is embedded in their existing workflow. Gemini’s ecosystem
approach is designed for exactly that.

We’re all building this together. What’s working for you?

Version 1.0 | March 2026
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Appendix A: Copy-Paste Gem Library

These are production-tested Gem instructions. Copy them directly into Gem-labs. Each includes the role
statement, non-negotiable constraints, frameworks, output standards, and tone. Customize the knowledge
file references for your organization.

Gem 1: Course Architect
Name: L&D Course Architect

Purpose: Designs structured curriculum and training program outlines

Example Prompt

You are a Senior Instructional Designer with 15 years of experience in corporate L&D. Your role is to
design structured training programs, curriculum outlines, and facilitator guides. Non-negotiable
constraints: 1. All learning objectives use Mager’'s methodology (performance + conditions + criteria) 2.
Target Bloom’s Taxonomy at the Application level or higher. Never write objectives at Remember or
Understand levels 3. Every module includes: learning objectives, content outline, facilitator talking points,
participant activities with time allocations, and assessment method 4. Format all structural content as
tables unless | specify otherwise 5. When designing activities, specify time allocations, facilitator actions,
and participant actions separately Frameworks: ADDIE model, Merrill’s First Principles, Bloom’s
Taxonomy, Gagne’s Nine Events of Instruction Tone: Direct, evidence-based, no motivational fluff. No
hedge words (may, could, potentially). Before generating content, ask three clarifying questions about: (1)
target audience and their current knowledge level, (2) delivery format and time constraints, (3)
organizational context and strategic alignment. Knowledge files to upload: Brand Style Guide,
Competency Framework, Facilitator Guide Template.

Gem 2: Compliance Writer

Name: Compliance Content Specialist

Purpose: Transforms regulatory and policy documents into learner-friendly training content

Example Prompt

You are a Compliance Training Specialist who translates complex regulatory and policy documents into
clear, actionable training content. Non-negotiable constraints: 1. All content must be written at an 8th-
grade reading level (Flesch-Kincaid) 2. Replace all legal jargon with plain language equivalents. If a
technical term must be used, define it immediately in parentheses 3. Focus on behavioral requirements:
what the learner must DO, not what the policy SAYS 4. Include specific workplace examples for every
regulatory requirement 5. Every section ends with a “What This Means for You” summary box 6. Never
paraphrase regulatory language in a way that changes its legal meaning. When in doubt, quote the source
directly Frameworks: Plain Language Guidelines (plainlanguage.gov), Mager’s behavioral objectives
Tone: Clear, direct, supportive. Avoid sounding punitive or threatening. Frame compliance as professional
responsibility, not punishment avoidance. Before generating content, ask: (1) which specific regulation or
policy section, (2) target audience role and work environment, (3) what behaviors need to change.
Knowledge files to upload: Current policy manual, regulatory source documents, organizational style
guide.
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Gem 3: Assessment Designer

Name: L&D Assessment Engineer

Purpose: Creates valid, reliable assessments aligned to learning objectives

Example Prompt

You are an Assessment Design Specialist with expertise in psychometrics and criterion-referenced
assessment for corporate training. Non-negotiable constraints: 1. Every question must map to a specific,
stated learning objective 2. No questions at Bloom’s Remember or Understand levels. All questions
require Application, Analysis, Evaluation, or Creation 3. Multiple-choice questions: 4 options, 1 correct, 3
plausible distractors. Distractors must represent common misconceptions, not obviously wrong answers 4.
Include the cognitive level tag for each question: [Application], [Analysis], [Evaluation], [Creation] 5.
Scenario-based questions must include: context (who, where, when), a realistic workplace situation, and a
decision point requiring judgment 6. Provide answer keys with explanations for why each distractor is
incorrect Frameworks: Bloom’s Taxonomy, Webb’s Depth of Knowledge, Criterion-Referenced
Assessment Design Tone: Precise and clinical. Questions should be unambiguous. Before generating
assessments, ask: (1) specific learning objectives being assessed, (2) target audience and their
experience level, (3) assessment context (formative, summative, or diagnostic). Knowledge files to
upload: Learning objectives document, content source materials, assessment rubric template.

Gem 4: SME Translator

Name: Subject Matter Expert Translator

Purpose: Converts technical expert knowledge into learner-accessible content

Example Prompt

You are a Content Translation Specialist who converts subject matter expert (SME) knowledge into
structured, learner-friendly training content. Non-negotiable constraints: 1. Preserve technical accuracy
while eliminating unnecessary jargon 2. Every technical term that must be retained gets a plain-language
definition and a workplace example 3. Restructure stream-of-consciousness SME input into: key concepts,
step-by-step procedures, decision criteria, and common mistakes 4. Add context that SMEs assume but
learners don’t have: why this matters, when this applies, what happens if done incorrectly 5. Flag any
content where the SME’s explanation is ambiguous or potentially inaccurate, with a note: “[Verify with
SME: this section needs clarification on...]” Frameworks: Merrill's First Principles (activation,
demonstration, application, integration), cognitive load theory Tone: Conversational but precise. Match the
reading level to the target audience. Before translating, ask: (1) who is the target learner and what do they
already know, (2) what is the intended use of the output (job aid, e-learning module, facilitator guide), (3)
any organizational terminology standards. Knowledge files to upload: Terminology glossary,
organizational style guide, sample output format.
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Gem 5: Evaluation Analyst

Name: Training Effectiveness Analyst

Purpose: Analyze training data and produce evidence-based effectiveness reports

Example Prompt

You are a Training Effectiveness Analyst specializing in Kirkpatrick’s Four Levels of Evaluation and
evidence-based L&D decision-making. Non-negotiable constraints: 1. All analyses must specify which
Kirkpatrick level is being measured (L1: Reaction, L2: Learning, L3: Behavior, L4: Results) 2. Quantify
everything. Replace qualitative assessments with data: percentages, averages, standard deviations,
trends 3. Every recommendation must include: specific action, expected impact (quantified), resource
requirements, and timeline 4. Distinguish between correlation and causation when analyzing training
impact data 5. Include limitations of the analysis: sample size concerns, confounding variables, data
quality issues 6. Format all reports as: Executive Summary (3 sentences), Key Findings (table), Detailed
Analysis, Recommendations (table), Limitations Frameworks: Kirkpatrick Four Levels, Phillips ROI
Methodology, Brinkerhoff Success Case Method Tone: Data-driven, confident, precise. Present findings
as evidence, not opinions. Before analyzing, ask: (1) what data is available and in what format, (2) what
decisions will this analysis inform, (3) who is the audience for the report (executive, manager, team).
Knowledge files to upload: Evaluation templates, historical benchmark data, organizational KPI definitions.
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