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How Gemini extensions help work mor e efficiently
on Google Workspace

Y ou can use the Gemini extension feature to connect various Google apps to get more personalized feedback and
streamline your workflow.

Learn how to connect Google Workspace to Gemini and how it can help you do your daily work more
efficiently.

How to activate Google Wor kspace extension in Gemini

Extension Gemini allows you to connect various services to your account to get more useful and personalized
responses to queries. They also allow you to use Gemini's Al capabilities to automate tasks such as

1. Reply an email.

2. Export datafrom Gmail to Google Shests.
3. Text summary from Google Docs.

4. Find specific documentsin Google Drive.

Extension Gemini is free. However, Googleis still rolling out this feature in some regions so it may not be
available to al users. Here's how to enable the Google Workspace Gemini add-on:

1. Launch the browser and access the Gemini web app.
htt ps://gem ni.googl e. cont

1. Signinwith your Google account credentials. Make sure you use the same Google account with Gemini
and Google Workspace.
2. Goto Settings and select Extensions.
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3. You'll find several tools including Google Flights, Google Hotels, and Google Maps. However, for this
tutorial, we'll focus on Google Wor kspace extensions (including Gmail, Docs, and Drive) and YouT ube.

4. Toggle the switch to enable the Google Workspace and Y ouTube extensions, then click Connect in the
pop-up window.

Warning : It'simportant to note that enabling these extensions will give Gemini access to potentially sensitive
data from your Google apps. However, you can disable these extensions at any timeto limit privacy concerns
and risksrelated to Al.

Gemini, like other Al tools, can produce illusory responses and provide inaccurate information. Y ou can
minimize this risk by reviewing the source links following Gemini's response.

How to use the Gemini extension to increase productivity

Access your Gmail inbox in Gemini

Managing afull Gmail inbox can be challenging and frustrating. However, with Gemini, you can quickly view
your unread emails, find specific emails, summarize emails, and export data to Sheets or Docs. Extension
Workspace gives Gemini access to your inbox, simplifying the Gmail experience.

Using the Workspace extension is very simple. In general, remember to specify the application type and content,
and use keywordsto refer to specific information.

1. Enter the @ symbol in the input box to display the extension list and select Gmail .
2. Prompt Gemini to provide a summary of all emailsyou received during a specific period, for example:

@>rail give ne a summary of all the emails | received yesterday

1. Review email summaries without having to open your inbox, or click the source link below the email
summary to open a specific email.

Interact with Google Drivein Gemini



Google Drive is a convenient cloud storage solution that lets you store files, documents, and photosin one
central location. However, as Drive contains more and more files, it can become difficult to locate specific items
quickly. Luckily, the Gemini Workspace extension can help with that.

Gemini

Here are some ways to use the Gemini Workspace extension to manage Google Drive effectively:

1. @Google Drivelist al the PDFsrelated to programming.
2. @Google Drive give me asummary of [Keyword] eg

@09l e Drive give me a sunmary of Everything You Need to Ace Conputer Science A

1. You can automatically export this summary to Google Docs by clicking the Shar e icon below the
response and selecting Export to Docs .

Use Google Docsin Gemini

If you often use Google Docs for work, school, or personal projects, you can also access your documents
through the Gemini Workspace extension. The @Google Docs command is a useful way to interact directly with
Google Docs filesin Gemini. Here are some examples:

Gemini

L @Google Docs summarize the document "SEO On-Page Checklist'

Regenerate draft G o)

ando, | found the document “SEO On-Page Checklis! your Drive. This document

provides a checklist for optimizing a webpage for seal
Here's a summary of the checklist:

+ Keyphrase: Ensure it's u| El sively on other pages.

« Auto-linking rules: Add the exact keyphrz nchor text when linking to the

page.

« H1and H2 tags: Ensure the page has only one H1 tag and at least one H2 tag.

* Keyphrase den: the SEO Met: e frequency
of the keyphrase. It should appear on

= Title and meta description: Ensure tl is in the SEO title and meta

deseription

The document also provides guidance on updating the page and testingiit in the

Goto YouTubein Gemini

1. @Google Docs summarize the document [Insert title] eg



@009l e Docs sunmarize the docunent SEO On- Page Checkl i st

1. @Google Docs suggest another introduction for the document [l nsert title]

2. @Google Docs compare the findingsin [Insert titlel] and [Insert title2]

3. @Google Docs what are the main themes discussed in my meeting notes?

4. @Google Docs proofread my [Insert title] document and suggest any improvements

Watching along Y ouTube video just to find a specific piece of information can be a time-consuming task.
Thankfully, YouTube's Gemini extension offers many use cases, including finding videos about a specific topic,
summarizing long videos, or watching Y ouTube videos in Gemini. For example:

Gemini

L @YouTube find videos about the best generative Al tools

e Al Advantage
RE INDUSTRY! Full Breakdown +

se Chat GPT by Open Al

of ChatGPT?

1. @YouTubefind videos about the best Generative Al tools

2. Gemini will list related videos. Click the link to open the video on Y ouTube or watch it directly in
Gemini.

3. Additionaly, you can prompt Gemini to summarize the video with the command: @Y ouT ube summarize
the video [Insert video title]

With creative use of the Gemini @Y ouTube extension, you can save time and improve your productivity when
viewing content on the platform.

In general, enabling the Gemini extension can provide a more efficient and streamlined experience when using
popular Google tools like Google Docs, Drive, Gmail, and Y ouTube. However, the more specific the question,
the more accurate the answer will be. So, try different ways of wording your questions to get the most out of
these extensions.

Y ou finished reading the article "How Gemini extensions help work mor e efficiently on Google Wor kspace™
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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