Al Automation Checklist: Taming the Chaos with Google's
Tools

Feeling overwhelmed by endless to-dos and repetitive tasks? Don't panic, conquer!
Google's Al arsenal is here to save the day with its suite of automation powerhouses. But
where do you start? This checklist is your roadmap to reclaiming your time and soaring to
productivity heaven with the help of Al

Gmail:

e Activate Smart Compose: Let Al predict your sentences and save typing time
(Settings > General > Smart Compose).

o Set up Auto-Replies: Schedule automatic responses for predictable inquiries
(Settings > General > Auto-replies).

o Utilize Filters and Labels: Create filters to automatically organize emails and
declutter your inbox.

Docs:

o Embrace Magic Formulas: Let Google automatically crunch numbers in
spreadsheets (highlight cells and type "=").

o Explore Smart Canvas: Integrate spreadsheets, presentations, and tasks into a
seamless workspace.

o Utilise Voice Typing: Dictate your documents and let Al handle the transcription
(Tools > Voice Typing).

Google Assistant:

e Connect your Calendar: Schedule appointments, set reminders, and transcribe
meetings hands-free.

e Set up "Routines" for automation: Automate tasks like playing music, checking
news, or adjusting lights.

e Use "Quick Commands" for instant actions: Set custom voice commands for
frequently used tasks.

Calendar:
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o Let Al suggest meeting times: Find optimal slots for meetings and avoid scheduling
conflicts.

o Utilise "Find a time" feature: Schedule meetings with multiple people without
endless back-and-forth emails.

e Activate "Smart Reschedule": Let Google automatically adjust meetings when
conflicts arise.

Google Search:

o Master Knowledge Graph: Get instant answers and relevant information directly
in search results.

e Leverage Quick Answers: Access quick summaries of factual questions without
visiting multiple websites.

o Utilize Search Operators: Refine your searches and find exactly what you need
with targeted keywords.

Bonus Tip:

o Explore IFTTT applets: Connect Google tools with other apps and automate even
more workflows.

Remember: This is just the beginning! As you become comfortable with these tools, delve
deeper into their features and discover more hidden automation gems.

Ready to reclaim your time and crush your goals? Download this checklist and let AI be
your secret weapon against overwhelm!
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