Al SKILLS MADE SIMPLE

Al Workflow
Automation System

Build smarter Al-powered workflows that save time, reduce repetitive
work, and help your business run more efficiently.

READY-TO-USE IMPLEMENTATION
=Y WORKFLOWS SRR PLAN
NO-CODE BEGINNER-FRIENDLY TEMPLATES CHECKLISTS

A practical system for creators, professionals, freelancers, and
small-business owners who want to turn repeatable work into reliable
Al-assisted processes.

$97 DIGITAL SYSTEM « ONE-TIME PURCHASE
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WELCOME

How to Use This System

This is an implementation guide, not a book to read once and forget. Work through it with one real
process from your own work.

The goal is simple: identify work you repeat, decide what Al should and should not handle, build a
clear workflow, test it, and improve it. You do not need to automate everything. In many cases, the
best workflow keeps a human approval step at the points where judgment, accuracy, privacy, or
brand voice matter.

The five-part method

e 1. Capture. List the repetitive tasks that consume time.

¢ 2. Map. Break one task into inputs, decisions, actions, and outputs.

¢ 3. Assist. Assign the right steps to Al while keeping human judgment where needed.

¢ 4. Connect. Use simple tools or no-code automation to move information between steps.

¢ 5. Improve. Measure results, fix weak points, and document the final process.

Important: Al output can be wrong. Review important facts, calculations, customer-facing messages,
legal/financial claims, and anything that could materially affect a person or business. Never paste
passwords, payment-card data, private customer information, or confidential material into an Al tool
unless your approved setup specifically protects that data.

What is included

* The core Al Workflow Automation framework

e Workflow discovery and prioritization worksheets

¢ 50 ready-to-use workflow blueprints

¢ An automation prompt library

* A no-code automation starter guide

* Workflow templates, QA checklists, and troubleshooting tools

* A 30-day implementation plan
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MODULE 01

Automation Fundamentals

Understand what automation is, what Al adds, and where human control still belongs.

Automation is a process, not a magic button

A useful automation has a trigger, an input, one or more actions, a decision or rule, and an output. Al

can add flexible tasks such as summarizing, classifying, drafting, extracting, rewriting, or suggesting.

Traditional automation is strongest when rules are predictable; Al is useful when the input is messy or
language-based.

The automation ladder

vl perpion o

1. Manual Al You ask Al each time. Paste notes and ask for a summary.

2. Template-assi®tedsable prompt + repeatable steps. Use the same briefing prompt after every meeting.
3. Connected worldtdsvpass information between steps. Form response -> sheet -> Al draft.

4. Conditional woRkflesvxchoose different paths. Urgent inquiry -> alert; routine inquiry -> draft reply.
5. Managed systddocumented, measured, reviewed. Several workflows with owners, logs, QA and review.

The best first automations

* Happen at least weekly.

e Follow a predictable sequence.

e Use digital inputs and outputs.

e Are annoying but not highly risky.

* Can be checked quickly by a human.

e Have a clear definition of 'done'.

Rule of thumb: Start with a task that takes 10-30 minutes and repeats often. Saving 15 minutes five
times a week is more valuable than automating a two-hour task you do twice a year.
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MODULE 02

The Workflow Builder Framework

Turn a vague task into a process you can automate, delegate, or improve.

The C-M-A-C-Il loop
Capture

Write down the current process exactly as it happens today.

Map

Separate the process into trigger, inputs, steps, decisions, outputs, and owner.

Assist

Mark steps Al can draft, summarize, classify, extract, transform, or suggest.

Connect

Decide how information moves: copy/paste, template, spreadsheet, form, or automation tool.

Improve

Test edge cases, measure time saved, and update the workflow.

Workflow Map

e Trigger: What starts the process?

e Input: What information is required?

* Steps: What happens in order?

* Decision: Where can the path change?

¢ Al role: What should Al produce or evaluate?
e Human checkpoint: What must be reviewed?
e Qutput: What is produced?

* Destination: Where does the result go?

e Success metric: How will you know it works?

Example: turn meeting notes into actions

Trigger: Meeting ends.

Input: Notes or transcript.

Al step: Summarize decisions, tasks, owners, and deadlines.
Human checkpoint: Confirm names, dates, and commitments.
Output: Clean action list.

Destination: Task manager or shared document.

Metric: Minutes from meeting end to assigned action list.
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MODULE 03

Choose What to Automate

Prioritize workflows by value, frequency, simplicity, and risk.

Automation Opportunity Score

Score each candidate task from 1 to 5 in the first four columns. For Risk, 1 means low risk and 5
means high risk. A strong first candidate has high frequency, time cost, consistency, and value - with
relatively low risk.

Example: weekly report Strong candidate

Do not automate first

e Rare tasks with constantly changing rules.

¢ High-stakes decisions that require professional judgment.

* Processes you do not yet understand.

* Broken processes; fix them before accelerating them.

* Anything requiring sensitive data if your tools and permissions are not approved.

* Customer communications that cannot tolerate an incorrect or inappropriate response.
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MODULE 04

Design Safe, Reliable Al Steps

Make Al useful without giving it more authority than the workflow requires.

Five roles Al handles well

Extract

Pull names, dates, topics, action items, fields, or structured information from text.

Classify

Place an item into defined categories such as inquiry type, urgency, topic, or content format.

Transform

Rewrite, shorten, translate, reformat, or convert content into a defined structure.

Draft

Create a first version of an email, post, outline, brief, description, or report.

Summarize

Compress long information into decisions, themes, risks, or next actions.

Human-in-the-loop checkpoints

* Before sending externally.

* Before publishing publicly.

* Before changing financial, legal, account, or customer records.
* When confidence is low or required information is missing.

* When the Al flags ambiguity, conflict, or an exception.

* When a workflow affects a person in a meaningful way.

Reliability pattern

Input validation -> Al step -> structured output -> rule check -> human review when needed -> final
action -> log result.

This pattern is more dependable than asking Al to ‘handle everything.'
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MODULE 05

Prompt Systems for Workflows

Replace improvised prompting with reusable instructions that produce predictable outputs.

The SCOPE prompt structure

* Situation: Give only the context required.

« Command: State the exact task.

e Output: Define the format, fields, length, or schema.
 Policies: State rules, limits, and what not to do.

* Exceptions: Explain what to do when information is missing or uncertain.

Master workflow prompt

Situation: You are assisting with [PROCESS]. The input is [INPUT TYPE].

Command: [EXACT TASK].

Output: Return: [FIELDS / FORMAT].

Policies: Do not invent facts. Preserve names, dates, prices, and quoted information exactly. Follow
[BRAND/RULES].

Exceptions: If required information is missing or ambiguous, mark the item NEEDS REVIEW and
explain why. Do not guess.

Prompt patterns

Extractor

Extract [fields] from the input. Return only a table with columns [...]. If a field is absent, write NOT
PROVIDED.

Classifier

Classify the input into exactly one of these categories: [...]. Return category, confidence
(low/medium/high), and one-sentence reason.

Drafting assistant

Draft [asset] for [audience] with [goal]. Use [tone]. Include [required points]. Do not include

unsupported claims.

Quality checker

Review the draft against this checklist: [...]. Return PASS/REVISE for each item, then a corrected
version only if needed.

Summarizer

Summarize into: key facts, decisions, action items, owners, deadlines, risks, unanswered questions.
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MODULE 06

No-Code Automation Starter Guide

Connect simple business tools without needing to become a programmer.

Think in triggers and actions

Most no-code automation tools use the same basic logic: when this happens, do that. A trigger might
be a new form response, email, spreadsheet row, calendar event, or file. Actions might create a row,
send a message, generate text, update a record, or create a task.

Common building blocks

e Forms: Capture structured information from customers, leads, or team members.
* Spreadsheets: Store, review, filter, and track workflow data.

* Email: Receive triggers, send notifications, or prepare drafts.

e Al assistant: Extract, classify, summarize, or draft.

e Automation platform: Moves data between applications and applies rules.

e Task/project tool: Stores approved action items and deadlines.

* Cloud storage: Holds source files and generated assets.

Beginner connection example

New website form -> spreadsheet row -> Al classifies inquiry -> if urgent, alert owner -> otherwise
create reply draft -> human reviews -> send.

Build in this order

* Make the manual process work.

e Standardize the input.

e Create and test the Al prompt.

e Choose the output format.

e Add one connection at a time.

e Add error handling.

* Test with normal and unusual examples.

* Only then let the workflow run routinely.
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MODULE 07

50 Ready-to-Use Al Workflow
Blueprints

Use these as starting points. Adapt the inputs, tools, approval steps, and outputs to your own
business.

1. Daily Inbox Triage

Trigger: New email

Al role: Classify by urgency/topic; summarize
Human checkpoint: Human reviews priority items
Output: Priority list + draft responses

2. Customer Inquiry Draft

Trigger: New customer question

Al role: Identify intent; draft reply from approved information
Human checkpoint: Approve before sending

Output: Reply draft

3. Lead Qualification

Trigger: New lead form

Al role: Extract needs, budget signals, timeline
Human checkpoint: Review high-value leads
Output: Lead score + notes

4. Meeting Action List

Trigger: Meeting notes/transcript

Al role: Extract decisions, owners, deadlines
Human checkpoint: Confirm commitments
Output: Task list

5. Weekly Status Report

Trigger: Project updates

Al role: Summarize wins, blockers, risks, next steps
Human checkpoint: Owner checks facts

Output: Weekly report

6. Content Idea Capture

Trigger: New idea/voice note

Al role: Clean, tag, expand into angles
Human checkpoint: Select best ideas
Output: Idea database

7. Blog Brief Builder

Trigger: Approved topic

Al role: Create audience, intent, outline, questions
Human checkpoint: Editor approves brief

Output: Content brief

8. Blog First Draft

Trigger: Approved brief
Al role: Draft section-by-section
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Human checkpoint: Fact/edit review
Output: Draft article

9. SEO Refresh Checklist

Trigger: Existing article + target query

Al role: Identify outdated sections and gaps
Human checkpoint: Editor decides changes
Output: Refresh plan

10. Social Repurposing

Trigger: Published article/video

Al role: Create platform-specific post variants
Human checkpoint: Brand review

Output: Post drafts

Al SKILLS MADE SIMPLE
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11. Short-Video Script

Trigger: Topic + CTA

Al role: Draft hook, value beats, CTA
Human checkpoint: Creator edits
Output: 30-60 sec script

12. Newsletter Builder

Trigger: Weekly notes/links

Al role: Organize into intro, value, CTA
Human checkpoint: Final editorial review
Output: Newsletter draft

13. Product Description

Trigger: Product facts

Al role: Draft benefit-led description
Human checkpoint: Verify claims/pricing
Output: Product copy

14. FAQ Generator

Trigger: Support questions

Al role: Cluster questions; draft concise answers
Human checkpoint: Verify policy answers
Output: FAQ draft

15. Testimonial Organizer

Trigger: Customer feedback

Al role: Extract themes and approved quotes
Human checkpoint: Confirm permissions
Output: Testimonial library

16. Competitor Notes Summary

Trigger: Research notes

Al role: Summarize positioning and observed patterns
Human checkpoint: Human validates research
Output: Comparison notes

17. Research Digest

Trigger: Saved articles/notes

Al role: Summarize themes, evidence, questions
Human checkpoint: Check sources

Output: Research digest

18. Decision Brief

Trigger: Options + constraints

Al role: Compare options against criteria
Human checkpoint: Human decides
Output: Decision memo

19. SOP Draft

Trigger: Process notes

Al role: Convert into numbered procedure
Human checkpoint: Process owner tests
Output: SOP

20. SOP Update
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Trigger: Old SOP + change notes

Al role: Identify affected steps; draft revision
Human checkpoint: Owner approves
Output: Updated SOP
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21. Task Breakdown

Trigger: Goal/project

Al role: Break into milestones and next actions
Human checkpoint: Owner reprioritizes
Output: Project plan

22. Daily Planning

Trigger: Task list + calendar

Al role: Prioritize by impact/deadline
Human checkpoint: User confirms
Output: Daily plan

23. Weekly Planning

Trigger: Goals + open tasks

Al role: Group, prioritize, identify overload
Human checkpoint: User confirms
Output: Weekly plan

24. End-of-Day Review

Trigger: Completed/open tasks

Al role: Summarize progress and carryovers
Human checkpoint: User edits

Output: Daily review

25. Client Onboarding

Trigger: New client form

Al role: Extract scope, contacts, deadlines, missing info
Human checkpoint: Account owner reviews

Output: Onboarding brief

26. Client Call Prep

Trigger: CRM notes + agenda

Al role: Summarize history, open items, questions
Human checkpoint: Owner checks

Output: Call brief

27. Proposal Outline

Trigger: Discovery notes

Al role: Create tailored proposal structure
Human checkpoint: Human sets pricing/terms
Output: Proposal draft

28. Follow-Up Draft

Trigger: Meeting outcome

Al role: Draft concise follow-up and next steps
Human checkpoint: Approve send

Output: Email draft

29. Support Ticket Routing

Trigger: New ticket

Al role: Classify issue and urgency

Human checkpoint: Escalate uncertain cases
Output: Queue assignment

30. Support Reply Assistant
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Trigger: Ticket + knowledge base

Al role: Draft answer using approved material
Human checkpoint: Agent reviews

Output: Reply draft
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31. Feedback Analysis

Trigger: Survey responses

Al role: Cluster themes and sentiment
Human checkpoint: Human interprets
Output: Insight report

32. Review Response Draft

Trigger: New public review

Al role: Draft brand-safe response

Human checkpoint: Approve before posting
Output: Response draft

33. Order Issue Summary

Trigger: Order notes/messages

Al role: Summarize timeline and missing facts
Human checkpoint: Staff checks records
Output: Case summary

34. Refund Request Triage

Trigger: Refund message + policy

Al role: Extract reason and compare with rules
Human checkpoint: Human decides

Output: Decision support note

35. Invoice Reminder Draft

Trigger: Overdue invoice data

Al role: Draft polite reminder by aging stage
Human checkpoint: Verify amount/status
Output: Reminder draft

36. Expense Categorization Assist

Trigger: Expense descriptions

Al role: Suggest categories

Human checkpoint: Human confirms
Output: Categorized list

37. Document Naming

Trigger: New file metadata
Al role: Generate standard filename/tags
Human checkpoint: Check sensitive docs
Output: Named/tagged file

38. Knowledge Base Article

Trigger: Resolved support case

Al role: Convert resolution into reusable article
Human checkpoint: Expert review

Output: KB draft

39. Training Quiz Builder

Trigger: Training material

Al role: Create questions + answer key
Human checkpoint: Trainer validates
Output: Quiz

40. Learning Notes

Al SKILLS MADE SIMPLE Al Workflow Automation System | 16



Trigger: Course/article notes

Al role: Summarize concepts and practice actions
Human checkpoint: Learner reviews

Output: Study sheet
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41. Job Description Draft

Trigger: Role requirements

Al role: Draft responsibilities and criteria
Human checkpoint: HR/manager review
Output: JD draft

42. Interview Question Builder

Trigger: Role + competencies

Al role: Create structured questions
Human checkpoint: Manager approves
Output: Interview guide

43. Candidate Notes Organizer

Trigger: Interview notes

Al role: Structure evidence by competency
Human checkpoint: Human makes decision
Output: Assessment notes

44. Event Follow-Up

Trigger: Attendee notes

Al role: Segment contacts and draft follow-ups
Human checkpoint: Review before send
Output: Follow-up queue

45. Webinar Repurposing

Trigger: Transcript

Al role: Create article, email, posts, clips ideas
Human checkpoint: Editor approves

Output: Content package

46. Campaign Brief

Trigger: Goal + offer + audience

Al role: Create message hierarchy and asset list
Human checkpoint: Marketer approves

Output: Campaign brief

47. Campaign Performance Summary

Trigger: Metrics + notes

Al role: Summarize changes, anomalies, next tests
Human checkpoint: Analyst verifies

Output: Performance memo

48. Inventory Alert Summary

Trigger: Stock report

Al role: Flag low/fast-moving items

Human checkpoint: Human checks source data
Output: Alert report

49. Recurring KPI Digest

Trigger: Dashboard export

Al role: Summarize movement vs targets
Human checkpoint: Owner validates anomalies
Output: KPI digest

50. Automation Health Review
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Trigger: Workflow logs

Al role: Summarize failures, delays, exceptions
Human checkpoint: Owner fixes causes
Output: Health report
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MODULE 08

Workflow Templates & Checklists

Copy these structures for every workflow you build.

Template A - Workflow Definition

Workflow name:

Business goal:

Owner:

Trigger:

Inputs:

Steps in order:

Al task(s):

Decision rules:

Human checkpoint:

Output:

Destination:

Failure path:

Success metric:

Review date:
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TEMPLATE

Workflow Test Sheet

Run at least five realistic tests before relying on a workflow.

e S m“
1

Normal

2 Normal

3 Missing info
4 Ambiguous
5 Edge case

Pre-launch checklist

» Trigger works consistently.

* Required inputs are present and standardized.
* Prompt has explicit output format.

¢ Al is told not to invent missing facts.

* Sensitive information is handled appropriately.
* Human approval exists where needed.
 Failure/exception path is defined.

e Qutputs go to the correct destination.

 Five test cases pass.

¢ Owner and review date are documented.
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TEMPLATE

Automation Prompt Library

Adapt these prompts to your workflow. Replace bracketed text with your own rules.

Structured extraction

Extract [FIELDS] from the input. Return a table. Preserve source wording for names, dates, amounts,
and identifiers. If absent, write NOT PROVIDED.

Missing-information detector

Check whether the input contains all required fields: [FIELDS]. Return COMPLETE or INCOMPLETE,
followed by a list of missing fields. Do not infer missing values.

Uragency classifier

Classify as URGENT, SOON, or ROUTINE using these rules: [RULES]. Return label + evidence from the
input. If uncertain, return NEEDS REVIEW.

Action-item extractor

Return each action item with task, owner, deadline, dependency, and source evidence. Do not assign
an owner or date unless stated.

Draft reply

Draft a reply using only the approved facts below. Tone: [TONE]. Goal: [GOAL]. If the answer is not
supported, state that human input is required.

Quality gate

Evaluate the draft against [CHECKLIST]. Return PASS/FAIL for each item. Do not rewrite unless at least
one item fails.

Rewrite to format

Transform the input into [FORMAT]. Preserve meaning and factual details. Remove repetition. Do not
add new claims.

Executive summary

Summarize into: situation, key facts, decision needed, risks, recommended next actions. Maximum
[N] words.

Content repurposer

Turn the source into [FORMATS]. Keep the core claim consistent. Do not invent statistics or
testimonials.

Exception handler

If the input conflicts with a rule, is incomplete, or appears unusual, stop normal processing and return
NEEDS REVIEW with the exact reason.
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MODULE 09

Measurement & Optimization

An automation is successful only if it improves the work.

Track four numbers

* Time: minutes spent before vs after.
e Quality: error/revision rate.
e Reliability: percentage of runs completed correctly.

* Value: what the saved time or faster response enables.

Simple ROI estimate

Monthly hours saved = (minutes saved per run x runs per month) / 60
Monthly value = monthly hours saved x value of one hour
Use this as a practical planning estimate, not as a guarantee.

Optimization questions

* Which step fails most often?

e Which input causes the most ambiguity?

* Where does human review repeatedly make the same correction?
e Can the prompt or input form prevent that correction?

¢ |s the workflow still worth running?

e Has the underlying process or policy changed?
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MODULE 10

30-Day Al Automation Implementation
Plan

Build one dependable automation first, then expand deliberately.

Day 1: List 10 repetitive tasks.

Day 2: Estimate frequency and time cost.

Day 3: Score tasks using the opportunity sheet.

Day 4: Choose one low-risk workflow.

Day 5: Document the current manual process.

Day 6: Define trigger, inputs, and output.

Day 7: Mark the human checkpoint.

Day 8: Choose one Al role: extract, classify, transform, draft, or summarize.
Day 9: Write the first SCOPE prompt.

Day 10: Test the prompt on three normal examples.

Day 11: Test missing information.

Day 12: Test an ambiguous example.

Day 13: Improve rules and exception handling.

Day 14: Standardize the input format.

Day 15: Choose where outputs will be stored.

Day 16: Build the workflow manually with the reusable prompt.
Day 17: Measure current time per run.

Day 18: Choose a no-code connection only if it removes real friction.
Day 19: Connect the trigger to the first action.

Day 20: Connect the Al step.

Day 21: Add the human review step.

Day 22: Add the final destination.

Day 23: Add a failure/exception route.

Day 24: Run five end-to-end tests.

Day 25: Fix the most common failure.

Day 26: Document the workflow.

Day 27: Use it on real work with close supervision.

Day 28: Measure time, quality, and reliability.
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Day 29: Decide: keep, revise, or retire.

Day 30: Choose the next workflow and repeat the system.
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MODULE 11

Troubleshooting & Common Mistakes

Most automation problems come from unclear inputs, weak rules, or too much automation too soon.

Automating a broken process

Simplify the manual process first.

Vague prompts

Specify task, format, rules, and exceptions.

No human checkpoint

Add approval before high-impact external actions.

Unstructured inputs

Use forms, required fields, or consistent templates.

Trusting confident output

Require source-grounded facts and review important claims.

Too many tools

Start with the fewest tools that solve the problem.

No error path

Define what happens when data is missing or a connection fails.

No owner

Assign one person to maintain the workflow.

No measurement

Track time, revisions, and failure rate.

Set-and-forget thinking

Review workflows after tool, policy, or business changes.

Quick diagnostic
* Wrong output? Improve prompt and output schema.
e Missing facts? Improve input validation.
¢ Inconsistent classification? Tighten category definitions and examples.
* Workflow stops? Inspect the last successful step and error log.
* Too many corrections? Move the human checkpoint earlier or reduce Al authority.

* No time saved? Simplify or retire the workflow.
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MODULE 12

Your Automation Operating System

Turn individual workflows into a small, manageable system.

Create a workflow register

Monthly maintenance routine

* Review failed runs and exceptions.

e Check whether prompts still match current policies.
* Remove unused workflows.

e Update owners and documentation.

¢ Re-test important workflows after tool changes.

¢ |dentify one new high-value opportunity - not ten.

The objective is not maximum automation. The objective is a smaller amount of reliable automation
that makes your work easier, faster, and more consistent.
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FINAL WORKSHEET

Build Your First Workflow Now

Complete this page before starting another automation.

Workflow | will build:

Problem it solves:

How often it happens:

Minutes currently required:

Trigger:

Required inputs:

Al role:

Human checkpoint:

Final output:

Where output goes:

Main failure risk:

How | will test it:

Success metric:

Review date:

When this sheet is complete, build the smallest working version. Do not add complexity until the basic
workflow is reliable.
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Al SKILLS MADE SIMPLE

You now have the system.

Start with one repetitive process. Map it clearly. Give Al a narrow, useful
role. Keep human judgment where it matters. Test the workflow, measure
the result, and improve it before expanding.

Your next action: Choose one task from your Automation Opportunity Score and complete the final
workflow worksheet today.

Al WORKFLOW AUTOMATION SYSTEM ¢ PRACTICAL Al SKILLS. REAL RESULTS.
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