

HOW TO USE THIS WORKBOOK
Work through all 5 steps for the process you are documenting. Specifically, the more detail you provide, the richer the AI assessment will be. There are no wrong answers. The goal is to capture what actually happens today, not the ideal version.
	#
	STEP
	WHAT YOU ARE CAPTURING

	1
	Name the Process
	Define scope, owner, and volume

	2
	Map the Steps (As-Is)
	Document the real workflow today

	3
	Identify Roles & Handoffs
	See every delay and transfer point

	4
	Capture the Data & Systems
	Expose data quality and system gaps

	5
	Define AI Readiness
	Pinpoint AI opportunities and human roles



	TIPS FOR BEST RESULTS
1. Document the process that actually happens, not the ideal version. Workarounds and manual steps are gold.
1. Be as specific as possible with numbers: volumes, times, error rates, and team sizes.
1. If you don't know the answer to a question, write what you do know and flag it as an assumption.
1. After completing this workbook, upload it to an AI tool and ask it to assess AI viability.



  STEP 1    NAME THE PROCESS

	Why this matters:  AI needs a clear scope. Vague processes produce vague automation.



Q1  Process name
💡 Use a verb + noun that describes what moves through the process
e.g. Customer Inquiry-to-Quote, Monthly Invoice Reconciliation, New Employee Onboarding
Type your answer here...


Q2  Which team / department owns this?
💡 Be specific, 'the business' is not an owner
e.g. Sales Operations, Finance, HR, Customer Service
Type your answer here...


Q3  How often does this happen & at what volume?
💡 Volume and frequency directly size the AI opportunity and ROI
e.g. 50 times/day, 200 times/week, monthly batch of ~500 records
Type your answer here...



  STEP 2    MAP THE STEPS (AS-IS)

	Why this matters:  AI must automate the real process, not the ideal one. Document exactly what happens today, warts and all.



Q1  What triggers this process to start?
💡 This becomes the AI's entry point, the moment it wakes up and starts working
e.g. Customer sends an email, a form is submitted, a PO is received, end of month closes
Type your answer here...


Q2  List the main steps in order (number them)
💡 Include every manual step, workaround, and copy-paste moment, those are your AI opportunities
1. Sales rep receives email 2. Rep manually reads and categorizes request 3. Rep looks up pricing in spreadsheet 4. Rep drafts quote in Word 5. Manager reviews and approves 6. Final quote emailed to customer
Type your answer here...


Q3  What does 'done' look like? (the end state)
💡 AI needs a clear finish line so it knows when to stop and what success looks like
e.g. Quote sent to customer, invoice posted to ERP, new employee has system access
Type your answer here...



  STEP 3    IDENTIFY ROLES & HANDOFFS

	Why this matters:  Every handoff between people or systems is a delay and error risk. AI can eliminate many, but you have to see them first.



Q1  Who is involved? (list every role)
💡 Include external parties (customers, vendors) and systems, not just internal staff
e.g. Customer, Sales Rep, Pricing Analyst, Sales Manager, Finance Controller, ERP System
Type your answer here...


Q2  Where does work transfer from one person or system to another?
💡 These transfer points are prime AI injection spots, especially wherever someone waits for someone else
e.g. Customer → Sales Rep (email), Sales Rep → Pricing Tool (manual lookup), Rep → Manager (Slack approval)
Type your answer here...


Q3  Where does the process slow down, break, or frustrate people?
💡 Friction = AI opportunity. Be honest and specific, the pain points are where AI earns its value
e.g. Pricing lookup takes 30 min, quotes go back and forth 3x for corrections, no one knows where a request is
Type your answer here...



  STEP 4    CAPTURE THE DATA & SYSTEMS

	Why this matters:  AI is only as good as the data it touches. This step surfaces your BOLTED™ 'D' risk before it kills your project.



Q1  What systems, tools, or platforms are used?
💡 Include everything, even sticky notes and personal spreadsheets. No judgment.
e.g. Salesforce CRM, SAP ERP, Excel spreadsheets, Gmail, SharePoint, a custom Access database
Type your answer here...


Q2  What data goes INTO this process?
💡 Note the format: structured (database fields) vs unstructured (emails, PDFs, images), this determines AI complexity
e.g. Customer name, product code, requested quantity, delivery date, historical pricing, scanned PO PDF
Type your answer here...


Q3  What data or documents come OUT of this process?
💡 These are the AI's deliverables, what it must produce, update, or trigger
e.g. Quote PDF sent to customer, CRM opportunity updated, approval recorded in ERP, confirmation email sent
Type your answer here...


Q4  How clean and consistent is the data today? Be honest.
💡 Data quality is the #1 silent killer of AI pilots. Honest answers here save months of rework later
e.g. CRM is mostly current but pricing spreadsheet has duplicates. Invoices arrive as scanned PDFs — no text layer.
Type your answer here...



  STEP 5    DEFINE AI READINESS

	Why this matters:  This step separates a BOLTED™ bolt-on from a HARMONY™-aligned solution. Be deliberate about where AI helps and where humans must stay.



Q1  Which specific steps could AI automate or assist with?
💡 Best AI candidates: repetitive tasks, rule-based decisions, high-volume lookups, document drafting, data validation
e.g. AI reads and classifies incoming emails, AI retrieves pricing from ERP automatically, AI drafts the quote document, AI routes exceptions to the right person
Type your answer here...


Q2  Where must a human stay in the loop, and why?
💡 This is HARMONY™'s 'H' — protect human judgment where it matters most. AI augments; humans decide.
e.g. Final quote approval (legal/contractual risk), customer negotiation (relationship and trust), pricing exceptions (judgment required)
Type your answer here...


Q3  How will you know the AI is working? (specific metrics)
💡 If you can't measure it, you can't fund it or prove it. Tie to time saved, cost reduced, errors eliminated, or revenue protected
e.g. Quote turnaround: 3 days → 4 hours. Manual data entry: reduced by 80%. Quote accuracy: 95% without rework.
Type your answer here...


Q4  Who is accountable for this AI solution after go-live?
💡 No named owner = BOLTED™ 'O' risk. A team or department is not an owner. Name a real person.
e.g. Maria Chen, VP Sales Operations. Or: TBD — needs to be assigned before pilot begins.
Type your answer here...


