O OdOkai OdOkai at Work PageO1/11 Welcome Odokai at work

Tenrealjobs, eachbuilt fromthe building blocks, withwhat the agent does and what stayswithyourpeople

TEN REAL JOBS, BUILT FROM THE BUILDING BLOCKS HOW TO READ A PAGE

Agents do the Iegwo rk. Your In the middle The agent, and whatitis told

On the left Whatitreaches: services, data, know-how
people make the calls.
On theright What starts it, and where its work lands
Each page shows onejob the way ateamwould set it up in Odokai, and what happens e SN, ETNEe| BT

every timeitruns: the gathering, draftingand checkinggo toanagent; thejudgementand
the yes stay with your people.

&3 Agent 2 Yourteam

€ NSURANCEBROKING € ~ccountancy @ PROFESSIONAL SERVICES © cuenTservice @ custoMersuPPORT
Renewals, ready every Monday Management accounts, From scoping call to first draft The Friday client update, drafted Every ticket triaged, areply
commentary drafted drafted

0 aes v B B B NP ases 8 ¢ D & s 6 0 & s ¢ 8 0 aes B8 8

e FINANCE OPERATIONS e LEGAL o OPERATIONS @ SALES Q STRATEGY

Invoices checked before anyone A first read of every contract The numbers watched, the team Every new lead scored, the best Competitors tracked, briefedin

pays told briefed one page

a6 s 60 88 ¢ G D ases & ¢ D ases & 8 7 B 0D & s ¢ 8 0 a s &8
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Page02/11 Insurance broking Odokaiat work

_ Renewals, ready every Monda
O odokai y y y

Eachweek'srenewal packsassembled before the brokersarrive, withthe onesthat need acallflagged

DATA SOURCES - SCHEDULES
. =] qulpy databgse | ¢ queries ¢ startsit B Every Monday at 07:00
Policies, cover,limitsand claims, read only The pack'sownschedule, Weekly renewals run
AGENT e ~
CONNECTORS Renewals SESSIONS
H 1
=) Outhok | ¢ searches writes , [J  Thisweek's packs |
Eachclient'srecent emails, searched by the agent Instructions: build a pack for each renewal due, flag Eachrun'spacks,inanew session
those needing a call, and never contact a client.
. J
IT HAS
SKILLS 8 Data Sources ( (o] Connectors> £ Skills APPS
S renewal-pack 8 Renewalsboard
, , <4—— follows . .
Cover, changes, claims, and the questionsto ask Starts from the Renewals pack What fallsdue, and who is calling whom
- readsthe same database j

WHAT HAPPENS EVERY MONDAY

a 3 Agent e 2 Agent e 3 Agent o 2 Agent e 2 Your team
Q S B N S

07:00: the schedule starts the It finds every renewal falling due It assembles a pack foreach one It flagsthe onesthat need a Abrokerreadsthem and makes
Renewals agent conversation the calls

Derived fromthe product's own code and wording
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Management accounts, commentary drafted

Every client'smonthly commentary writtenfrom the figures, waiting foranaccountant to signit off

O odokai

Page03/11 Accountancy Odokaiat work

CONNECTORS
tb Xero- 44— reads —
Eachclient'smanagement figures
AGENT
SKILLS
S  commentary-style - Management commentary

Summary, revenue, costsand margin, cashand
debtors, watchlist

Instructions: explain what moved and why, and never
state a figure the source does not contain.

IT HAS
<¢5 Connectors> £ Skills

Starts from the Management commentary pack

g

44— startsit

<4— handsitsteps —

WHAT HAPPENS ON THE 5TH OF EVERY MONTH

a 3 Agent e 3 Agent e 3 Agent
o\
Q! il &

07:00: the schedule starts the It reads each client's figures and
plan last month's words

It drafts the commentary, section
by section

([:l Sessions ) C@ Agents> £ Skills CC'J Connectors> £ DataSources £ Schedules 5 Apps

SCHEDULES

The 5th, at 07:00
The pack'sMonthly commentary draft

PLANS

Every client this month
One sstep perclient,eachresult checked

/
SESSIONS
rites R Drafts for sign-off |
Everydraft,readyforthe accountant toreview
-
2 Agent e 2 Yourteam

Q

It marks any movement the
figures cannot explain

L.

An accountant reviews and signs
it off
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O odokai

From scoping call to first draft

Afirst draftinthe firm'sownformat fromthe call'snotes, withthe openquestionsleft open

Page04 /11 Professional services Odokaiat work

CONNECTORS

Fireflies
The scoping call'snotesand transcript

CONNECTORS

=) Google Drive

The firm'spast proposals,to matchtheirtone

SKILLS

proposal-format
Sixsections, fromthe requirement to exclusions

;

WHAT HAPPENS AFTER A SCOPING CALL

a 2\ Your team e

[

A consultant asks fora draftina
session

([:l Sessions ) C@ Agents> $ skills CC'J Connectors

4———— reads ——

44— searches

44— follows

9

AGENT
Proposal builder

Instructions: draft the proposal from the call's notesin
the firm's format, leave what is unresolved as an
assumption, and never send anything.

IT HAS
<¢5 Connectors> £ Skills

Starts from the Proposal builder pack

3 Agent

It reads the call'snotes

£ DataSources

f Schedules

e 3 Agent

[Q

It borrows from past proposals

< Plans 59 Apps

4 )
SESSIONS
€——— asks Proposal: new client
Where the consultant asks, and refines the draft
\ J
& Agent e 2. Yourteam

B

It drafts all six sections

<

The consultant finishesit and
sendsit
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helloodokai/odokai @ eeef592a - generated 2026-09-26



Page05/11 Client service Odokaiat work

] The Friday client update, drafted
O odokai y X

What was delivered, whatisnext and what we need, forevery client, before the end of the week

CONNECTORS - SCHEDULES
@ Asana | | ¢ reads ¢ startsit B Every Friday at 15:00. |
What moved oneachclient'swork thisweek The pack'sownschedule, Friday client updates
AGENT e N
CONNECTORS Weekl Client re Ort SESSIONS
=) Slack y P : [ Thisweek's updates
, <€4—— searches — writes —P _
The week'sclient channels Instructions: for each client: delivered, in progress, next Onedraft perclient,leftforapersonto send
week, and what we need from them; a quiet week reads
as aquiet week. \ J
IT HAS
= SKILLS < (w) Connectors> $ Skills
>~ i -
X client-update | | ¢ follows
Short paragraphs, forsomeone notinthe detail Starts from the Weekly client report pack

WHAT HAPPENS EVERY FRIDAY

a 3 Agent e 2 Agent e 3 Agent o & Your team e 2 Your team

Q = B 4 <

> > > >
15:00: the schedule starts the It reads what movedin Asana and It drafts one update per client An account managerreads and They sendit before the weekend
agent Slack edits
([:l Sessions ) C@ Agents> £ Skills CC'J Connectors> £ DataSources £ Schedules < Plans 5 Apps Derived fromthe product's own code and wording
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O odokai

Every ticket triaged, areply drafted

Supportticketssorted by kind and urgency, eachwithareply ready forsomeone onthe teamto send

Page06/11 Customer support

Odokai at work

CONNECTORS

d?" Intercom
New conversationsfrom customers

DATA SOURCES

@ Customerdatabase

<€4—— queries
Eachcustomer'splanand history, read only q

SKILLS

support-tone
How we answer,and whento escalate

;

44— follows

WHAT HAPPENS EVERY HOUR

a 3 Agent e
Q

On the hour: the schedule startsit

&

([:l Sessions ) C@ Agents> £ Skills CC'J Connectors> 8 Data Sources

4———— reads ——

AGENT
Support triage

Instructions: classify each ticket, setits priority, draft a
reply thatis clearand kind, and logitin Notion.

IT HAS

< Y Connectors 8 Data Sources £ Skills

Starts from the Support Ticket Triage template

44— startsit

logs —P

—— writes ———P

3 Agent

It reads the new tickets

£ Schedules

e 3 Agent

O

It sets a kind and a priority for
each

< Plans 59 Apps

SCHEDULES

Every hour, 08:00t018:00
Weekdays, throughthe working day

CONNECTORS

Notion
Atracking pageforeveryticket

3 Agent

B

It draftsareply andlogsitin

Notion

SESSIONS

Eachhour's tickets
Every ticket'skind, priority and draft reply

e 2\ Your team

<

Someone on the team checksit

and sendsit

Derived fromthe product's own

helloodokai/odokai @ eeef592a -

code and wording

generated 2026-09-26



Page07/11 Finance operations Odokaiat work

) Invoices checked before anyone pays
O odokai y i

Everyinvoiceread, its sumschecked and matchedtoitsorder, withanything odd held back

CONNECTORS - SCHEDULES
@  Outlook | o | ¢ cearches ¢ startsit B Every weekday at 09:00
The accountsinbox, where invoicesarrive Startsthe morning's checks
AGENT
DATA SOURCES Invoice checker PLANS
B  Purchaseorders : : < Today's invoices
— _ <4—— queries 4— handsitsteps —— S
Ordersand suppliers,connectedread only Instructions: pull out every line, tax and total, check the One step perinvoice, eachresult checked
sums, match the order, and flag anything missing or
wrong.
IT HAS
SKILLS < Y Connectors 8 Data Sources £ Skills APPS
S  invoice-rules B Payables board
, <4—— follows . :
What counts asamismatch, and who to tell Starts from the Invoice Data Extractor template What isready to pay,and whatisonhold
- reads the same database j

WHAT HAPPENS EVERY WEEKDAY

a 3 Agent e 2 Agent e 3 Agent o 2 Agent e 2 Your team
Q 0. ©

09:00: it collectsthe new It pulls out thelines, tax and It checks the sums and matches It holds back anything that does Finance approves the payment
invoices totals the order not match run

. . Derived f th duct' d d di
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A firstread of every contract

O odokai

CONNECTORS

t" OneDrive

The contractsfolder, asthey arrive

SKILLS

contract-playbook
Ourpositions,and what we neveraccept

@

<4—— follows

WHAT HAPPENS WITH EACH CONTRACT

a 2\ Your team e

Alawyerdropsthe contractinto a
session

£ DataSources

([:l Sessions ) C@ Agents> $ skills CC'J Connectors

Eachcontractread against your playbook, the risky clauseslisted, and the decisionleft withalawyer

4———— reads ——

AGENT
Contractreviewer

Instructions: read each contract against our playbook,
score everyrisky clause, and remember this is a first
read, notlegal advice.

IT HAS
<¢5 Connectors> £ Skills

Starts from the Contract Risk Scannertemplate

Page08/11 Legal Odokaiat work

It readsit against the playbook

e 3 Agent

~

It lists the risky clauses and
scoreseachone

£ Schedules 5 Apps

B

It writes a summary of the top
concerns

\ 4 I
SESSIONS
) asks [ Review: new §uppI|er |
One contract,itsrisks, and the lawyer's questions
- _/
PLANS
—  handsitsteps ¥  Renewals this quarter
Astepforeverycontractup forrenewal
2 Agent e 2 Your team

53

The lawyer decides what to
negotiate
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Page09/11 Operations Odokaiat work

] The numbers watched, the team told
O odokai

The figuresthat matter checked throughthe day, and the ops channeltold what moved and why

DATA SOURCES SCHEDULES
. S| Operations datgbqse ¢ queries ¢ startsit B Every hour, 07:00 to19:00
Orders, stockand deliveries, read only Throughthe working day
AGENT e N\
SKILLS SESSIONS
< Opswatch O
¥  what-matters : Eachcheck
_ , <4—— follows — writes —P ) . ,
Whichnumbers matter, and theirusualrange Instructions: check the numbers that matter against their Everyrun'sfindings, keptinitsownsession
usual range, and tell the channel what moved and why it
matters. S J
IT HAS
d;b CONNECTORS 8 Data Sources £ Skills <¢5 Connectors> B APPS
Slack I POStSTO Ops dashboard
The opschannel, told what moved Starts from the Postgres - Slack Alerts template The same numbers, foreveryone
- readsthe same database j

WHAT HAPPENS EVERY HOUR

a 3 Agent e 2 Agent e 3 Agent o 2 Agent e 2 Your team
(O] @ -’\,- qp 0)
‘g

On the hour: the schedule startsit It queries the numbers that matter It compares them with the usual It tells the ops channel what The teamonshiftactsonit
range moved
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Pagel10 /11 Sales Odokaiat work

O ] Every new lead scored, the best briefed
odokai

Yesterday'sleadsresearched and ranked eachmorning, with talking pointsready forthe first calls

CONNECTORS - SCHEDULES
=) HubSpot ¢ roads ¢ startsit B Every weekday at 0.8:00
Yesterday'snew leads Before the teamstartscalling
AGENT e ~
SKILLS SESSIONS
S Lead scorer O ,
¥ ideal-customer ¢ follows Tites , Today'sranked leads
Who we sellto, and the signals that matter Instructions: research each new lead, score it from1to Hottest first,eachwithits talking points
100 against ourideal customer, and write talking points
forthe best. \ J
IT HAS
< (o] Connectors> £ Skills
Startsfromthe Lead Scoring Agent template

g J

WHAT HAPPENS EVERY WEEKDAY MORNING

a 3 Agent e 2 Agent e 3 Agent o 2 Agent e 2 Your team

Q@ O - (&

> > > >
08:00: it collectsyesterday's It researches each company on It scores each lead against your It writes talking points forthe Sales callsthe top of the list first
leads the web ideal customer best
([:l Sessions ) C@ Agents> £ Skills CC'J Connectors> £ DataSources £ Schedules < Plans 5 Apps Derivedfromthe product's own code and wording
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] Competitors tracked, briefed in one page
O odokai P pad

What every competitorchanged thisweek, how muchit matters, and where the openingsare

Pagell/ 11 Strategy Odokaiat work

< SKILLS

=  competitor-brief ¢ follows
Who to watch,and aone-pagelayout
CONNECTORS

d:, Slack <4—— poststo

The strategy channel, sent the brief

AGENT
Market watch

Instructions: find what each competitor changed this
week, rate the threat, name the openings, and cite every
source.

IT HAS

$ Skills < ] Connectors)

Starts from the Weekly Competitor Tracker template

WHAT HAPPENS EVERY MONDAY

a 3 Agent e 3 Agent
Q @

08:00: the schedule startsit It searches each competitor's
news and pricing

([:l Sessions ) C@ Agents> £ Skills CC'J Connectors> £ DataSources £ Schedules

e 3 Agent o

(")

It rates each change: low,
medium or high threat

< Plans 59 Apps

44— startsit

SCHEDULES

Every Monday at 08:00

Before the leadership meeting

—— writes ——Pp»

SESSIONS

Thisweek's brief
One page, every claimwithitssource

3 Agent

B

It writes one page, withiits
sources

e 2 Yourteam
0O)
‘an))

The team decides what to do
aboutit
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