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Google Gemini
From Conversation to Collaborative Intelligence
2026 CIO Edition · StevenSinger.org/ai

Vendor: Google
Tier: Consumer / Workspace /
Enterprise

Pricing: Free | Advanced
$19.99/mo | Workspace add-on
$20-30/user/mo

Context Window: 1,000,000
tokens (Gemini 1.5 Pro) —
industry leading

KEY CAPABILITIES

✦ 1M token context: entire codebases, 100+ page documents ✦ Native Google Workspace: Gmail, Docs, Slides, Drive, Calendar

✦ Multimodal: text + image + video + audio in one conversation ✦ Extensions: YouTube, Flights, Maps, Hotels, Workspace

✦ Collaboration Mode: share conversations with read/edit access ✦ Gemini Advanced: Deep Research — 300+ source synthesis

SHORTCUTS & COMMANDS

Shortcut / Command How To Use

Workspace in Gmail Compose window → Gemini icon → 'Help me write'

Workspace in Docs Insert → Help me write, or @ to reference Drive files

Workspace in Slides Insert → Image/Slide → Gemini generates visuals

Enable Extensions Gemini.google.com → Settings → Extensions → enable

Share conversation ■ menu → Share & export → Manage shared chats

Upload large doc Paperclip icon → upload PDF up to 1M tokens

Deep Research Gemini Advanced → Research → submit complex question

Export to Docs Any response → ■ → Export to Google Docs

TOP USE CASES

Upload 500-page RFP → extract requirements, identify gaps, draft responseAnalyze quarterly earnings calls (audio/video) → executive

summaryCompare multiple ERP vendor proposals side-by-side in one contextYouTube Extension: summarize 2-hour conference keynote in 5

minutesGoogle Flights + Maps: plan multi-city business trip in single conversationCross-team knowledge base: shared Gemini conversations

for team decisions

STANDARD CHECKLIST

■ Workspace Extensions enabled (Gmail, Drive, Docs minimum) ■ 1M context used for at least one large document analysis

■ Multimodal input (text + image or video) used this week ■ Shareable conversation created for team collaboration

■ Extensions query executed (YouTube, Maps, or Flights) ■ Content drafted directly in Google Workspace app

■ Key conversation exported to Google Docs ■ Voice input used for hands-free work

PROMPT PATTERNS

Pattern Template / Example Best For

Role + Context 'You are our IT architect. Review this infrastructure diagram [upload]' Technical review

Constrained Output 'In table format, 5 rows max, executive-friendly language' Structured output

Iterative 'Make this more technical' → 'Now make it board-ready' Refinement loop

Cross-Document 'Compare these 3 vendor proposals [upload all]. Create decision matrix' Multi-doc analysis

Real-Time Data 'What's current weather in our office cities? Plan travel logistics' Live data via Extensions

Governance Notes: Google Workspace tier: data isolated within your Google Workspace org · Gemini for Google Workspace: no data used for model

training · Admin controls: enable/disable Gemini per organizational unit in Admin Console


