SMALL BUSINESS Al GUIDE

Al That Moves
Work Forward

A practical guide to using Al to automate workflows, improve customer
communication, and give busy teams more time to focus on what matters.

FROM CONVERSATION TO ACTION

Customer conversation Al-assisted work Clear next steps

The opportunity: reduce the manual work that happens after meetings, calls,
and customer interactions.

AN SMB GUIDE FROM GLOBAL CTI

Featuring practical capabilities available through the Zoom Al Productivity Suite
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THE EVERYDAY WORKFLOW PROBLEM

Where Time Disappears

For many SMBs, the customer conversation is only the beginning. The real time drain comes from everything that
has to happen next.

Meet Summarize Follow up Create Track

Discuss needs Capture decisions Email next steps Build documents Update projects

WITH Al ASSISTANCE

Notes are scattered across inboxes, chats, and Meeting context becomes a useful starting point.

recordings.

Drafts, summaries, and action items are created
Employees recreate information in multiple faster.

formats.
Teams stay aligned around shared information.

Follow-up depends on someone finding time to do
it.

3 &9

People review and approve the work before it moves
forward.

Customer momentum slows while administrative

work piles up.

The engineering view

The best Al workflow does not replace your team. It removes the repetitive work that keeps your team from

serving customers, solving problems, and moving the business forward.
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HIGH-VALUE STARTING POINTS

Three Workflows Worth
Automating First

Start where the work is repetitive, the delay is visible, and the result is easy to measure.

a Customer Follow-Up

Before: A call ends. Notes sit untouched. The customer waits.

With Al assistance: Create a summary, draft the follow-up email, identify commitments, and prepare the next-step
document.

Measure: Response time, missed actions, and sales momentum.

a Project Kickoff

Before: Teams repeatedly translate meeting notes into plans, trackers, and assignments.
With Al assistance: Turn decisions into a working project plan, task list, timeline, and shared reference space.

Measure: Time to launch, clarity of ownership, and rework.

° Recurring Reporting

Before: Data is copied, cleaned up, summarized, and rebuilt for every update.

With Al assistance: Organize information, generate formulas, identify trends, and create an initial management
summary or presentation.

Measure: Hours saved, accuracy, and reporting consistency.
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ZOOM Al PRODUCTIVITY SUITE

Four Tools. One Connected Path.

Different kinds of work need different kinds of workspaces. The advantage comes from keeping them connected to
the conversations and decisions that created them.

CONVERSATION WORKSPACE DELIVERABLE ACTION

CANVAS PAPER

Plan and coordinate Draft and refine

A flexible shared workspace for meeting follow-up, A structured writing environment for proposals,
project plans, onboarding, process documentation, reports, policies, training materials, briefs, and other
and embedded reference materials. polished long-form documents.

BEST FOR: LIVING WORKSPACES BEST FOR: PROFESSIONAL DOCUMENTS

SLIDES

Organize and analyze Present and persuade

A collaborative data workspace for project tracking, A presentation workspace that can turn meeting
budgets, sales reporting, recurring metrics, formulas, outputs and source materials into structured decks,
and operational analysis. speaker notes, and customer-ready updates.

BEST FOR: PRESENTATIONS

Product descriptions are adapted from information supplied by Zoom. Features and licensing may change.
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A LOW-RISK ADOPTION PLAN

Start Small. Engineer It Well.

Al adoption works best when it begins with a clearly defined business problem, not a long list of features.

MAP THE WORK

Choose one repetitive workflow and document how it moves today.

FIND THE FRICTION

Identify the handoffs, delays, duplicate entry, and missing information.

DESIGN THE GUARDRAILS

Define permissions, data handling, human review, and approval points.

RUN A SMALL PILOT

Start with a small group and one measurable use case.

MEASURE AND EXPAND

Track time saved, quality, adoption, and customer impact before scaling.

A simple rule to keep

Do not automate a broken process. Fix the workflow first, then use
Al to make the right process faster and easier.
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FROM IDEA TO IMPLEMENTATION

Build an Al Workflow
That Fits Your Business

Global CTI helps small and mid-sized businesses evaluate Al and collaboration technology through the lens of
their existing systems, security requirements, employees, and business goals.

What we look at together

O The workflows consuming the most time

O The customer interactions that need faster follow-up
O The tools your employees already use

0 Security, permissions, and information ownership

O A realistic pilot with measurable outcomes

Our perspective is simple:

Start with the workflow.
Keep people in control.
Use Al where it creates measurable value.
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