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such as ChatGPT. This 1 day programme equips learners
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playground and prototype tools using its Build www.asktraining.com.sg/
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daily work tasks using M365 Copilot Chat and Google
Gemini.

To support communication, creative production and content adaptation, learners will work
with Canva Al for editable image generation, CapCut Al for video creation, and Suno for
audio and music generation. Emphasis is placed on responsible use, organisational data
safeguards, and choosing the right tool for the right task. By the end of the course, participants
will be equipped to build their own GenAl workflow stack to enhance efficiency, creativity and
decision-making at work.
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COURSE OBJECTIVES

By the end of this course, learners should be able to:

* Describe the capabilities and limitations of key GenAl tools beyond ChatGPT in the
context of workplace productivity.

e Select and apply suitable GenAl tools (DeepSeek, NotebookLM, Google Al Studio,
Gemini, M365 Copilot Chat, Canva Al, CapCut Al, Suno) to specific work scenarios.

e Use DeepSeek, NotebookLM, Google Al Studio and Gemini to support
research, reasoning and document-based tasks.

¢ Build simple task-focused “agents” or workflows using M365 Copilot Chat and
Google Al Studio (Build) to streamline routine work.

e Create, edit and adapt Al-generated visual, video and audio content using Canva
Al, CapCut Al and Suno for workplace communication.

e Apply responsible use principles, including data privacy, organisational policies and
ethical considerations, when using GenAl tools at work.

GENAI TOOLS COVERED IN THE COURSE (TOOLKIT LIST)

¢ DeepSeek - Chain-of-thought reasoning

* NotebooklLM - Converts documents into seven multilingual, multimodal artefacts
e Google Al Studio (Playground) - Test and compare Google’s Al models for free
e Google Al Studio (Build) - “Vibe code” to prototype lightweight tools

e M365 Copilot Chat — Build simple workplace agents and workflows

* Google Gemini — Agentic Al research and insight agent

e Canva Al - Editable image generation and rapid visual design

e CapCut Al - Editable video creation and enhancement

e Suno - Al-generated music and audio creation
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