
Use email templates 
to speed up repetitive 

communication

YOUR AUTOMATION PLAYBOOK
5 Easy Wins to Save Hours Every Week

Small Automations, BIG Time Savings

EMAILS

SCHEDULING

REPORTS

FINANCES

WORKFLOWS

Use auto-replies for 
FAQs & inquiries

✅ Save hours! No more
       repeat replies
✅ Eliminate errors

Use tools like Calendly—
no more scheduling 

back-and-forth
Sync calendars for

effortless scheduling

✅ Meetings 
       book themselves
✅ Eliminate double
       bookings

Auto-generate reports
for instant insights

Link real-time
dashboards—no more

manual data entry

✅ Instant insights,
       faster decisions
✅ Live data keeps 
       teams aligned

Automate recurring
invoices & payment

reminders

Reduce late payments
with scheduled

transactions

✅ Steady cash flow –
      Get paid on time
✅ Stronger financial
       forecasting

Automate task approvals
& data processing

Cut manual steps in daily
operations

✅ Instant approvals, 
       no delays
✅ Seamless processes,
       no bottlenecks.


