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WELCOME

A practical guide to business automation

A straightforward way to save time without handing over important decisions

| created this guide for business owners who know they are wasting time on repetitive work but are not sure where
to begin. If your day is filled with copying information, sending reminders, answering the same questions, or building
the same report again, you probably have a good automation opportunity.

You do not need a complicated system or ten new tools. Start with one annoying process that happens often. Make
it reliable. Learn from it. Then decide what deserves your attention next.

What this guide gives you

« A shortlist of business tasks that deserve attention first.

- A workflow map with a clear trigger, rules, actions, and human review points.
« A small tool stack that fits your existing systems.

A 30-day rollout plan with measurable success criteria.

- Reusable templates, prompts, and checklists for future automations.

DOJO CAUTION: Automation should make responsible people faster. It should not remove responsibility. Keep a
person involved whenever money, safety, privacy, reputation, or an unusual customer situation is involved.
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How to use this guide

Section Focus

1 Automation readiness and workflow selection

Repeated customer questions

Booking and confirmations

Lead capture and follow-up

Routine reminders

Content repurposing

Data entry and weekly reporting

Customer review requests

©| oo N O g & Wl N

Tools, safeguards, and human review

—_
o

30-day rollout plan and templates

What automation means here

Business automation means that a known event starts a set of approved steps. A useful workflow saves time,
follows the rules you set, and leaves a clear record of what happened.

Common building blocks

- Trigger: the event that starts the workflow.

 Rules: the conditions that decide what should happen.

.

Action: the work the system completes.

Human review: the point where a person approves or handles an exception.

« Measure: the result you track to decide whether the workflow helps.
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READINESS AUDIT

Choose the right first workflow

Your first workflow should happen often, follow clear rules, and be easy to correct

Do not choose your first automation because it looks impressive in a demo. Choose it because it fixes a problem
your team actually feels. Score each task from 1 to 5. Look for work that happens often, follows clear rules, uses
dependable information, and will not cause serious harm if something goes wrong.

Question

How often does it happen?

1

Rarely

5

Daily or many times a day

How repeatable is it?

Different every time

Mostly the same steps

How clear are the rules?

Depends on judgment

Easy to state and test

How reliable is the data?

Missing or inconsistent

Complete and structured

How serious is a mistake?

High impact

Easy to reverse

Can you measure the result?

No clear measure

Time, speed, or quality is visible

Good first candidates

°

« Work that creates a visible delay for customers or staff.

°

High-volume work with the same starting information.

Tasks that already follow a written process.

Steps that can be reversed or reviewed before completion.

DOJO NOTE: Your first automation should be easy to pause and easy to correct. Payroll, legal decisions, employee
discipline, safety decisions, and high-value payments are poor places to learn by trial and error.
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WORKFLOW DESIGN

Map the work before you shop for tools

Write the exact event that starts the process.

List the information the workflow needs.

Write every rule in plain language.

Define the actions in the order they should happen.
Name the person who handles exceptions.

Choose one success measure and one failure measure.

N o o s 0 Db

Test with sample records before using live customer data.

WORKFLOW MAPPING PROMPT

Help me map a business workflow. Ask me one question at a time about the trigger, required

information, decision rules, actions, exceptions, approval points, owner, systems involved,
and success measures. Do not recommend tools until the workflow is complete. Finish with a
plain-language workflow brief and a test checklist.

Workflow brief template

Field Your answer

Workflow name

Owner

Trigger

Required inputs

Rules

Actions

Human review

Exceptions

Success measure

Rollback plan
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Repeated customer questions

Give customers quick answers without letting the system guess

Most businesses answer a small group of questions again and again. Hours, pricing basics, service areas,
preparation steps, and policies are common examples. Put those approved answers in one place first. Then let the
assistant use that source and send anything unclear or sensitive to a real person.

Suggested workflow

A customer submits a question through chat, email, or a form.
The system identifies the topic and searches the approved knowledge base.
It answers only when the source supports the answer.

It creates a support ticket when confidence is low or the customer is upset.

o b

The owner reviews unanswered topics every week and updates the knowledge base.

Do not automate without review

» Refund exceptions.

- Legal or medical questions.

« Safety complaints.

» Threats, harassment, or account security issues.

- Situations where the customer asks for a person.

FAQ ASSISTANT INSTRUCTION

Answer the customer using only the approved knowledge base below. If the answer is missing,

unclear, or sensitive, do not guess. Ask one clarifying question or route the request to
[TEAM]. Keep the response under [LIMIT] words and cite the knowledge-base article title
used.

Measures

Watch the questions the assistant cannot answer. That list will tell you where your information is weak. Also track
response time, resolution rate, customer satisfaction, and how often staff have to correct an answer.
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Booking and confirmations

Make it easier to book without creating calendar problems

Scheduling can quietly consume a large part of the day. A good booking setup shows real availability, collects the
few details you need, and confirms the appointment immediately. The calendar must remain the single source of
truth, or the automation will create more problems than it solves.

Setup checklist

« Connect the correct staff calendar and time zone.

Define appointment lengths, buffers, locations, and capacity.

« Write cancellation, rescheduling, deposit, and no-show rules.

Collect only the information needed for the appointment.

Create a human path for urgent, complex, or accessibility requests.

Example message

Your appointment with [Business] is confirmed for [Date] at [Time] in [Time Zone]. Use this link to reschedule or
cancel: [Link]. Reply to this message if you need help from a person.

Measures

Track how long booking takes, how often people fail to show, how many bookings need correction, and how much
staff time scheduling still requires.

DOJO NOTE: Test the awkward situations before launch. Check time-zone changes, calendar conflicts, cancelled
staff availability, and days with no open appointments.
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Lead capture and follow-up

Respond while the customer still remembers why they contacted you

A new lead should never sit in an inbox waiting for someone to notice it. Capture where the inquiry came from, what
the person needs, and who owns the next step. Send a quick acknowledgment, but do not confuse an automatic
reply with a meaningful follow-up.

Suggested workflow

. A form, message, call note, or event creates a lead record.
. The system standardizes the name, contact information, source, and need.

. The lead receives a brief acknowledgment with an honest response time.

1
2

3

4. Rules assign the lead to an owner or mark it for review.

5. The owner receives a task with a deadline and useful context.
6

. The workflow stops when the person opts out or the opportunity closes.

LEAD RESPONSE PROMPT

Using the lead details below, draft a short first response. Confirm what the person asked

for, state the next step, and give an honest response time. Do not promise pricing,
availability, or results that have not been approved. Flag missing information for a human
reviewer.

Measures

Start by tracking first-response time and leads without an owner. Once the process is stable, add qualified lead rate,
meetings booked, conversion rate, and opt-outs.
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TASK 4

Routine reminders

Send the reminder when it helps, then know when to stop

A useful reminder answers three questions: what needs attention, when is it due, and what should the person do
next? Once the task is complete, the messages should stop. Nothing makes an automated system feel careless
faster than reminders about something the customer already handled.

Good reminder use cases

« Upcoming appointments.
« Document requests.
- Renewal or service dates.

« Internal approval deadlines.

« Unpaid invoices that follow an approved collections process.

Reminder design

Element Decision

Audience Who should receive it?

Timing When is the message genuinely useful?
Channel Email, SMS, app, or internal task?

Stop rule What completion event ends reminders?
Escalation When should a person step in?

Consent What permission and opt-out rules apply?

DOJO CAUTION: Email and text-message rules vary by location, industry, and audience. Check the rules that apply
to your business, and get legal advice when the answer is not clear.

AKAM DASI/ THE AIDOJO 9



TASK 5

Content repurposing

Get more value from ideas you have already created

You do not need to create every post from a blank page. Start with something you already trust, such as your own
article, webinar, transcript, or guide. Let Al prepare channel-specific drafts, then edit them until they sound like you.
If the final post still reads like a generic Al summary, it is not ready.

Repurposing workflow

. Choose one approved source and identify the main audience.

. Extract the useful ideas without adding unsupported claims.

1
2

3. Create separate drafts for each channel.

4. Check names, numbers, links, quotations, and examples.
5

. Edit for your voice and schedule only the approved versions.

CONTENT REPURPOSING PROMPT

Repurpose the approved source below into: one LinkedIn post, one short Instagram caption,

one email, and five short social hooks. Keep the facts and meaning unchanged. Do not invent
examples, statistics, quotations, or customer stories. Use clear language. Add a review
checklist listing every claim, name, number, and link that needs verification.

Measures

Measure how much editing the drafts still need. Then watch production time, saves, useful clicks, replies, and
corrections after publishing. More posts do not automatically mean better content.
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Data entry and weekly reporting

Move clean information and make unusual records easy to spot

Copying information between tools is slow, and it invites small mistakes. A workflow can move structured data from
forms, inboxes, or business systems into your CRM or spreadsheet. It can also prepare the first draft of a weekly
report. Keep the original source, and send anything unusual to a person instead of forcing a guess.

Data controls

» Use required fields and approved formats for dates, names, currency, and categories.
» Prevent duplicate records with a stable identifier.

- Record the source and time of every automated update.

- Flag missing fields, unexpected values, and failed connections.

« Limit access to the people and systems that need it.

- Keep a correction process and a rollback copy.

WEEKLY REPORT PROMPT

Review this weekly business data. Check for missing fields, duplicates, unusual values, and

inconsistencies before summarizing it. Separate confirmed results from possible data-
quality problems. Produce a short owner summary with key changes, items needing attention,
and the records that require human review.

Measures

Pay attention to duplicates, failed runs, records that need review, and corrections made after the report goes out. If
the team spends more time fixing the automation than the old process required, the workflow is not ready.
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TASK 7

Customer review requests

Ask at the right moment and make the process easy

The best time to request a review is after the customer has actually received the service. Keep the message short
and give them the direct link. Ask for an honest review. Do not write the review for them, filter out unhappy
customers, or offer a reward for positive feedback.

Suggested workflow

A completed service or delivery starts the workflow.
The system checks that the customer has not already received the request.
It sends one short message with the official review link.

It records delivery and stops after the approved follow-up limit.

o b

A person responds to reviews according to the business response policy.

Message template

Thank you for choosing [Business]. If you would like to share your experience, you can leave an honest review here:
[Official Review Link]. Your feedback helps us improve.

DOJO CAUTION: Google requires reviews to reflect genuine experiences and prohibits incentives for reviews. Check
the current rules for every platform you use before turning on the workflow.
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Use the smallest tool stack that gets the job done

Before paying for another platform, check the tools you already have. Your calendar, form builder, CRM,
spreadsheet, or help desk may already support the workflow. Add a new platform only when you can name the
exact gap it will fill.

Need Possible category Selection question
. . . Does it connect your current tools and show
Simple app connections No-code automation platform .
failed runs?
. Can your team maintain logic, credentials,
Custom workflows Flexible workflow platform .
and hosting?
. ) ) D it fi li ing, i ity,
Microsoft environment Microsoft workflow tools oes itfit your licensing, identity, and
approval needs?
CRM follow-up CRM workflows Can it mar?age consent, ownership, status,
and reporting?
. ) n it prevent confli nd man
Scheduling Calendar and booking tool ca |tpeve t conflicts and manage
exceptions?
) . ) i ly fi
Knowledge assistant Search or retrieval assistant Can it answer only from approved sources
and escalate?

Questions before buying

- What data will the tool receive and store?

« Who can access workflows, logs, and credentials?

.

How will you test, monitor, pause, and recover the workflow?

- What happens when a connected app changes or becomes unavailable?

Can you export your data and workflow documentation?

.

What will usage cost after the pilot grows?
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Make the human fallback real

An exception queue only works when someone owns it

Use human approval when

« The workflow will send money, sign an agreement, or change access.

- The customer is angry, confused, vulnerable, or asking for an exception.
- The data is incomplete, contradictory, or outside the normal range.

« The action could affect employment, credit, health, safety, or legal rights.

- The Al-generated content contains important claims or public statements.

Fallback record

Field Purpose

Reason Why the workflow stopped

Context Inputs and actions already completed
Owner Person or team responsible

Deadline When the exception needs attention
Resolution Decision and corrective action
Learning Rule or knowledge change needed

DOJO NOTE: A fallback inbox that nobody checks is just a place where customer problems disappear. Assign an
owner and agree on how quickly that person should respond.
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PRIVACY AND SECURITY

Protect the customer data your workflow uses

Collect only the data required for the workflow.

Use approved business accounts instead of personal accounts.

Store credentials in the platform secret manager, not in prompts or spreadsheets.
Give each person and system the minimum access required.

Remove sensitive information before using unapproved Al tools.

Set retention rules for logs, recordings, transcripts, and exports.

Document customer consent and opt-out choices where applicable.

Review vendors, contracts, data locations, and incident procedures.

Test with fictional or masked records before using live data.

Keep an inventory of automations, owners, connected systems, and review dates.

Before using generative Al

Before using generative Al, confirm that your business has approved the tool and the type of information you plan to
submit. Never paste passwords, payment details, government identifiers, medical information, confidential client
material, or private company data into a service your business has not reviewed.

AKAM DASI/ THE AIDOJO 15



Try to break the workflow before a customer does

Test cases

« A normal record with complete information.

« A record with missing required information.

.

A duplicate submission.
« An unusual value or out-of-hours request.
« A connection failure or expired credential.

» A customer opt-out or deletion request.

A human escalation and successful recovery.

» A rollback after an incorrect action.

Operating dashboard
Metric What it reveals
Runs completed How much work the automation handles
Success rate How often the workflow completes without an error
Exception rate How often rules or data need human review
Correction rate How often staff must fix the output
Time saved Whether the workflow reduces staff effort
Response time How quickly customers receive a response
Opt-outs or complaints Whether messages are useful and compliant
Cost per run Whether the workflow remains affordable
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BUSINESS CASE

Make sure the numbers still make sense

Be conservative when you estimate the value. Saving twenty hours does not help much if the team spends fifteen
hours reviewing errors. Include software, setup, maintenance, human review, and correction time in the calculation.

Simple monthly estimate

Monthly hours saved = task volume x minutes saved per task / 60
Monthly labor value = monthly hours saved x loaded hourly cost

Estimated monthly benefit = monthly labor value minus tool and maintenance cost

Example

Input Example

Monthly task volume 400
Minutes saved per task 3
Hours saved 20
Loaded hourly cost $35
Labor value $700
Tool and maintenance cost $220
Estimated monthly benefit $480

DOJO NOTE: A forecast is only a starting point. Measure what actually happens after launch, and do not count the

same saved time in two different workflows.
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A realistic four-week rollout

Week Work Output
k h .
1 Choose one task, map the current pro§ess, Approved workflow brief
name the owner, and record the baseline.
5 Conﬂgtljre a small pilot, prepare sample data, Working test version
and write test cases.
3 Bun a limited pilot, review every result, and Pilot results and changes
fix rules or data problems.
Launch to a controlled audience, monitor
4 daily, document ownership, and review Live workflow and operating guide

value.

Ready to launch when

- The workflow completes normal cases accurately.

« Exceptions reach the right person with enough context.

- Staff can pause the workflow and correct records.

- Consent, privacy, and access requirements are documented.

The owner knows which measures to review and how often.

The expected value still exceeds the operating cost.
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Reusable message templates

Lead acknowledgment

Thanks for contacting [Business] about [Need]. We received your message and [Owner or Team] will respond by
[Time]. If your request is urgent, use [Approved Contact Method].

Appointment reminder

Reminder: your appointment with [Business] is on [Date] at [Time] in [Time Zone]. Details: [Link]. To reschedule or
cancel, use [Link].

Missing document reminder

We still need [Document] to continue [Process]. Please submit it securely by [Date] using [Approved Link]. Contact
[Team] if you need help.

Review request

Thank you for choosing [Business]. If you would like to share your experience, you can leave an honest review here:
[Official Review Link]. Your feedback helps us improve.

Human handoff

| want to make sure you receive the right help. | am sending this request to [Team]. A person will review the details
and respond by [Time].
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OPERATING CHECKLIST

The checklist | would use before launch

O dooogooonoodganod

The workflow solves a specific, measured problem.

One named person owns the workflow.

The trigger, rules, actions, and stop conditions are documented.
The workflow collects only necessary data.

Credentials and access follow company policy.

Normal cases, edge cases, and failures have been tested.

A person receives exceptions with enough context.

Customers can reach a person when needed.

Consent and opt-out rules have been reviewed.

Logs and retention settings are appropriate.

The team can pause, correct, and roll back the workflow.

The owner reviews quality, value, and complaints on a schedule.
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Further reading and current platform guidance

Tools and platform rules change. Use these official resources as a starting point, then confirm the current

documentation before you build.

n8n human fallback for Al workflows
https://docs.n8n.io/build/integrate-ai/ai-examples/set-a-human-fallback-for-ai-workflows/

n8n human approval for Al tool calls
https://docs.n8n.io/build/integrate-ai/ai-examples/human-in-the-loop-for-tools/

Zapier Help Center
https://help.zapier.com/

Make Help Center
https://help.make.com/

Microsoft Power Automate
https://www.microsoft.com/en-us/power-platform/products/power-automate

HubSpot Knowledge Base
https://knowledge.hubspot.com/

Google Business Profile review link guidance
https://support.google.com/business/answer/16816815?hl=en

FTC CAN-SPAM compliance guide

https://www.ftc.gov/business-guidance/resources/can-spam-act-compliance-guide-business

OpenAl developer documentation and data controls
https://developers.openai.com/

Important note

This guide is educational and does not provide legal, tax, employment, security, or compliance advice.
Requirements vary by location, industry, data type, and communication channel. Consult qualified professionals

when needed.
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THE Al DOJO

Choose one task and start there

Pick one repetitive task from this guide and map how it works today. Test the new workflow with safe data, keep a
person responsible for the result, and improve it based on real use. That first dependable automation will teach you
more than a large system that never leaves the planning stage.

| share more hands-on Al and business automation resources at aidojo.markkingsgroup.com.

AIDOJO.MARKKINGSGROUP.COM

Akam Dasi, The Al Dojo
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