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HR 
Automation 
Hacks
Modern hacks for automating  
HR tasks & saving time.
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While it doesn’t seem like a lot, all of those clicks, 
swipes, and scrolls add up. With so much multitasking 
and stuff on your plate, it’s hard to be productive, 
especially if you’re doing everything manually. HRs 
report that almost 60% of their time gets spent on 
repetitive, manual tasks. This leaves less than half your 
time for strategic projects, and other initiatives.

Why you need this guide ↘
Did you know you can automate a 
surprising number of your daily work-life 
tasks with very little effort? 
This guide will help you:

 

Save tons of time 

Minimize errors 

Add predictability

Get more done 

Reduce stress 

Increase worker efficiency
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7 Hacks To Automate HR Tasks  →

1: Emails - Be an email ninja

2: Meetings - Schedule like a pro

3: Employee benefits - Give your
   team the care they deserve 

4: Task management - Manage
   tasks like the major leagues 

5: To-do lists - Ace everything
   on your list

6: Templates - Put your favorite
   tasks on speed dial

7: Playbooks - Write now
   and automate the future 
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  1  
Emails  
Be an email ninja
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The founder of Virgin Group, Richard Branson, receives 
nearly 400 emails a day! And he doesn’t let them 
overwhelm him. He also goes through them personally 
and replies to some himself. The rest are delegated to 
people in the organization.  

While you may have no one to delegate your emails to,  
it certainly takes about an hour or more to read and  
reply to each one. Who has that much time? You need  
hacks, my friend. It makes emails more manageable. 

Hack #1 
“Getting Things Done” methodology
To help you take action, use your inbox as a holding 
pen by creating 6 sub-folders. 

Today - These are emails you need to 
respond to today. Hold yourself accountable 
to clear this folder out every morning. 

This week - Here, address emails that are 
important but non-urgent. Be accountable to 
clear this folder out at the end of the week.

This month - Consists of emails that 
need more action like research before you 
respond. You can store emails to do with 
personal thank you’s, kudos, or recognizing 
exceptional work. 
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Follow up - A holding space for emails you 
want to action that has been delegated or  
want to come back to personally at some 
point. Once emails from 1 to 3 have been 
actioned, you can move them here. 

FYI - Informational emails that you may  
need to refer to at a later date, like company 
policies, organizational announcements, 
company goals, etc. 

Someday - Emails that don’t require a 
response, and you want to read it more  
in-depth later.

PRO TIP: 
If you find that week-to-week, you leave emails 
unattended in each folder, consider delegating 
the response or action, or move it into the next 
folder. You can also use tags in Gmail or Outlook. 
Or, create multiple inboxes that allow you to 
triage emails for different buckets of work.
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Hack #2 
Wizard level management with 
Eisenhower Method

How? Use four categories to sort through emails. 

Urgent and important - You need to attend to 
these issues immediately. They go into your 
folder called ‘today.’ 

Urgent and non-important - Delegate these 
to your team, then send them away to the 
‘follow-up’ folder. 

Important and non-urgent - While you 
still need to attend to these, it’s just not 
immediately. You can shift them to your ‘this 
week’ folder. 

Non-important and non-urgent - With this, 
you can either a) put it in a ‘someday’ folder 
for reading later or b) put it in an ‘FYI’ folder 
for referring later, or c) delete them!  

Do 
Do it now

Decide 
Schedule a time to do it

Delete 
Eliminate it

Delegate 
Who can do it for you?

Urgent Not Urgent
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Hack #3 
Categories - use them! 

Gmail - Use specific designations and labels 
to create categories in your inbox. You can 
sort based on your boss, starred urgent 
emails, and unread emails. 

Outlook - With one click, the ‘quick step’ 
button helps move emails into folders.

Hack #4 
1-click and 3-sentence rule 

1-click rule - Make a commitment to touch 
an email only once. Whether you perform 
multiple actions like reply to it, put it into 
your to-do list, or archive it, the idea is once 
it’s open, do it all at once.

3-sentence rule - All your email responses 
must be three sentences or less. Shorter 
replies mean less time spent on emails. 
Based on your goals, you can modify this to 5 
lines too. The idea is to reply quickly without 
wasting hours crafting a polished response.
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Hack #5 
Continuously unsubscribe

Whether you like it or not, newsletters and other 
emails clutter your inbox. Whenever you get an 
unwanted email, don’t delete it, hit unsubscribe. After 
about two weeks, you would have unsubscribed from 
80 to 90% of unnecessary emails. 

Unsubscribe from every broadcast list, notification list, 
or newsletter that isn’t absolutely essential. Unroll.me 
helps get the ball rolling. Also, you can create a folder 
which searches for the word ‘unsubscribe’ across 
emails and automatically puts them in a single folder.
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Hack #6 
Learn keyboard shortcuts
Learning a few shortcuts can boost productivity. Really! 
It keeps your fingers on your keyboard instead of 
jumping back and forth to your mouse. 

A few common shortcuts for Gmail are: 
You can also create your own expandable text  
shortcuts.  

TextExpander is an excellent shortcut utility that helps 
you type short-hand and it magically fills out an email 
with prepared phrases with just a few quick keystrokes.

Move focus to toolbar

Select conversation

Toggle star/rotate
among superstars

Archive

Mute conversation

Report as spam

Delete

Reply

Reply in a new window

Reply all

Reply all in a new window

Forward

Forward in a new window

Update conversation

Archive conversation
and go previous/next

Undo last action

Mark as read

Mark as unread

Mark unread from the  
selected message

Mark as important

Mark as not important

Snooze
Note: This shortcut isn’t 
available in classic Gmail.

Expand entire conversation

Collapse entire conversation

Add conversation to Tasks
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Hack #7 
Set up filters 

By using filters, emails automatically move into 
different folders. This way, you can periodically audit a 
folder and either action them or unsubscribe from it to 
eliminate excessive emails.

Hack #8 
Use email tools to boost productivity

Two tools to help automate your email tasks to make 
life easier are: 

SaneBox - Think of it like a “priority mailbox” 
for your very own email. It takes all bulk 
emails out of your inbox by setting up a 
folder called “SaneLater.” It’s incredibly 
accurate and saves a ton of your time! 
They have plenty of other timesaving and 
productivity features that you can activate 
based on your needs. 

Superhuman - It helps you get through 
your inbox in half the time. From starting 
to searching to sending, it’s really fast. It 
also has an ‘Undo Send’ button. And once 
you hit send, it shows you the status of the 
email. It highlights important emails, so you 
never miss important ones again. You can 
also schedule, snooze and put reminders for 
emails. Yup, there’s a whole lot that makes 
your life so much quicker and simpler!  
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  2  
Meetings  
Schedule like a pro
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Meetings are a part and parcel of working life, they’re 
unavoidable! Unlike emails, you can’t delegate them or 
always opt out of them, so the next best thing is to cut 
down on admin time. 

That’s where meeting scheduling software comes into 
play — this is the most efficient way and the best hack 
to optimize your time when scheduling meetings (and 
the time of everyone who’s invited).

Hack #1 
Use scheduling tools to make life easier
Both Calendly and Doodle allow you to schedule 
meetings efficiently and eliminate the hassle of emails 
going back and forth so you can focus on what matters. 
All you have to do is: 

Let everyone know your availability and the 
work is done for you

Send guests your link or embed it on your 
Slack channel.

The tools pick a time, and the event is added 
to your calendar.
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The app works across functions like sales, marketing, 
recruiting, customer success, and more. It makes life 
easy for you, as your scheduling needs less of your 
time. You can even automate reminders and follow-ups 
and ensure a reduction in cancellations.

Now, you can tweak your calendar based on your 
availability. It’s like having an assistant run your 
calendar. That’s one less task on your plate that you 
can automate! 

Hack #2 
Schedule meetings in blocks

Did you know whenever you’re distracted, it takes 
an average of 23 minutes and 15 seconds to return 
to focus on that task again? With multiple meetings 
throughout the day, imagine the level of distraction! 
It’s a recipe for a lot of distracted, wasted, time. So 
instead of scheduling meetings haphazardly, carve out 
solid blocks of time for meetings and then chunk out a 
specific time of day for work.

Email 9am Email 9am

Client work

Lunch

Client work

Email 9am Email 9am

Team meet

Lunch

Team meet

Team meet

Lunch

Team meet

Client work

Lunch

Client work
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Hack #3 
Color code your calendar 
Color coding helps you visualize your tasks and you 
get a view of your day in a glimpse. Plus, it helps you 
collaborate effectively with your team.

You can color code based on the priority of the task, 
work time, type of task, based on the team, etc. For 
instance, creative tasks can be colored purple, detail-
oriented tasks can be red, and all client meetings can 
be orange. 

Monday

9:00

10:00

11:00

12:00

13:00

Tuesday Wednesday Thursday Friday

Team Standup Team Standup

Project review Project meet

Client A meet

Client C meet

Sarah / Sneha

Sarah / Advaitaa

Budget meet

Team Standup Team Standup Team Standup
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  3  
Employee 
benefits  
Give your team the care they 
deserve
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If you’ve got the latest smartphone, the best MacBook, 
or even your favorite car, then why are your health 
benefits so last year? 

Many HRs struggle with health benefits. We’ve seen 
teams spend hours manually adding and deleting 
employees, spending hours following up with the TPA 
and broker incessantly to get a claim approved or 
taking days to get the right prices from insurers. When 
in fact, there’s a solution to all this in one place. 
 
Here’s where we, Loop, come in with supercharged 
modern benefits. 

Employee benefits packages are a way of showing your 
workforce you appreciate the work they do, you care 
about them, and you want to make their life better. 
It’s your door to building trustworthy and valuable 
relationships that lay the foundation for a great 
business.  

Whether you read the HBR or any other source, the 
forerunner of all must-have employee benefits is 
insurance like comprehensive group health insurance. 
So how can you spend less time managing health 
benefits? 
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Hack 
Automate your health benefits with Loop
At Loop, we provide customized group health 
insurance plans plus a host of added wellness 
benefits for employees. Besides a dashboard for HRs 
to seamlessly manage health benefits, add and delete 
employees, check the status of all live claims, and 
more, employees also have the Loop Health app. 

The app allows users to interact with a dedicated 
panel of wellness experts round the clock. Believe it 
or not, they’re nearly as fast as chatbots and reply 
in under 47 seconds! Anytime you think your team 
needs a shot of energy, they can attend the wellness 
sessions. From brain productivity sessions to laughter 
yoga, and even diet and nutrition, there’s so much!
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With our dedicated team, 24X7 customer and claims 
support, the HR dashboard, and the Loop app, we do  
the heavy lifting with little to no intervention from the  
HR’s end. So the time you spend on health benefits is  
nearly half!

Don’t take our word for it, take Livio HRs word  
for it! →  
Ishwari says, “With Loop, what I’m supposed to 
do is completely skipped off. It’s like healthcare 
runs in the background seamlessly with no 
issues. I couldn’t ask for more!”

With all the health benefits running with zero inter- 
vention, you can save 95% admin time on healthcare- 
related tasks. That’s a lot of time saved to focus on HR 
tasks that matter!
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 4  
Task 
management  
Manage tasks like the 
major leagues
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Need a long-term hack to manage and organize 
your workflow more efficiently? You need a task 
management app in your life. It will help you stay on 
top of all of your commitments and visualize progress 
in real-time.

It’s like being James Bond and fighting 10 guys without 
getting a single tear on your tuxedo!

Hack #1 
Eat the frog
The idea is that you identify one challenging task (the 
frog) and complete the task first thing in the morning 
(eating it). 

Step 1: Identify your frog/frogs - Identify your 
most challenging tasks for the day. If there’s 
more than one, prioritize based on hack #1. 
 
Step 2: Eat the frog - Time to tackle 
the issue at hand. Set time aside at the 
beginning of your workday to start the 
task. Once you begin and you have the 
momentum, it becomes easier there on. It 
may be tough at first, but the more frogs you 
eat, the more progress you see. 

PRO TIP:  
Morning is the best time to eat frogs. Since 
it’s a challenging task, you want to have a 
fresh mind. Later during the day, you may 
procrastinate or put it off for other things.
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Step 3: Repeat it - It sounds awfully simple, 
but trust us, it’s extremely effective. Do 
this regularly and you’ll see the difference. 
Finishing major tasks during the day also 
leaves you stress free.

Hack #2 
Follow the 4 D’s 

The 4 Ds - delete, delegate, defer and do - help 
prioritize tasks and discern what truly matters. 
You don’t waste time on decision-making, increase 
productivity and allocate your time and resources 
effectively. 

1. Delete - You can reduce your to-dos, like 
unimportant meetings or junk emails, by 
simply saying no. You have more time for  
core work. 

Important
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DO IT

DECIDE 
 WHEN

DELEGATE

DROP IT



23

2. Delegate - One of the most strategic 
methods of getting things done is to delegate 
work. As you go up the ladder, it’s one virtue 
you need to learn. 

3. Defer - In real-time, when something time-
sensitive crops up, some of your scheduled 
tasks may not look as urgent. Defer the older 
tasks and focus on the new ones. 

4. Do - It’s as straightforward as it gets. There 
are tasks you have that you need to complete 
in a given time. Like Nike, “Just do it.” 

Hack #3 
Timebox tasks 
Timeboxing is devoting a fixed time to work on a task, 
and at the end of that time limit, simply move onto 
something else. 
 
This method allows you to focus on the task at hand 
while managing the risk that you’ll get carried away and 
waste all week on something of minor importance.
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Hack #4 
Use tools to get more done
Hack #1 to #4 are all made easier with tools. Keep 
those techniques in mind and implement them 
automatically with the help of the following tools.

ClickUp - Built for teams from 1 to 1000+, 
get all your work done in one place: goals, 
chat, docs, tasks, and more. From planning, 
tracking, and managing projects to chatting in 
real-time to linking tasks to teams to setting 
and tracking goals to different workflows, 
you can save time by automating your work.

Trello - has Trello boards that help you stay 
on top of your projects and tasks. It also 
comes with a virtual ‘butler’ to help manage 
the boards. Custom buttons allow you to turn 
repetitive, laborious actions into one-click 
shortcuts. The extensive features and the 
automation certainly helps save time. 

Asana - Helps you can build custom 
integrations, add features and automate 
steps for your exact requirements. 

Nifty - Another task management tool that 
enables teams to automate workflows while 
managing feedback and deadlines.
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 5  
To-do lists  
Ace everything on your list
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There are countless productivity hacks out there. From 
having a well-structured morning routine to the famous 
Pomodoro Technique. The list doesn’t end. But one way 
to automate your tasks and boost productivity is none 
other than the simple “to-do list.” 
 
All you have to do is write your tasks and you’re 
done. Sounds simple enough. Why would you need 
to automate this? But by automatically scheduling 
your calendar with the most pressing tasks, you can 
prioritize what matters, accomplish more daily goals 
and maintain focus.

Hack #1 
The Ivy Lee method
This method developed by Ivy Lee goes back to 1918. 
What you have to do is: 

At the end of your workday, enter six 
important tasks into your to-do list for the 
next day
Prioritize them in the order of their 
importance
Concentrate on the first task only before you 
move to the next
Push any unfinished tasks to the following 
day’s to-do list 
Repeat the process daily 

This simple workflow forces you to make a to-do list 
and follow through with it. You get to focus on a  
single task.
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Hack #2 
Schedule time weekly for the un-doables
Whether it’s the Ivy Lee method, following the 4 D’s or 
the Eisenhower box, inevitably the lower priority items 
fall to the bottom of the list, but they get ignored. 

This makes a growing list of low-priority tasks that 
keep rolling over from one week to the next. Block time 
on your calendar every week to act on these items. 
That way, you get rid of stuff you’ve been putting off, 
plus have a clean and updated list. We’ve given you 
some tools, that will help you automate scheduling in 
hack #5. 

Hack #3 
1-3-9 method
At the start of each workday, choose 13 tasks you want 
to focus on. Color code them and add them to your to-
do list.
 

1 high priority 
3 medium priority 
9 low priority  

 
And as you complete them in order of priority, check 
them off your list. This way you get to focus on 
different tasks of varying priorities and get more done.  
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Hack #4 
Schedule your top 3 to-do items into your 
calendar each week

When you reach the end of the workweek, you want to 
feel like you’ve accomplished what you set out to do. 
To get more done, every Friday map out the top 3 tasks 
you need to achieve in the following week and add it 
to your to-do list. Give them ample time between each 
of them. This way, your to-do list is structured, your 
calendar is blocked and you have ample time to focus 
on each task.  
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Hack #5 
Hack your way to the top of lists with the 
right tools

Make all your to-do list dreams come true with the 
following apps. Plus, you can boost productivity and 
implement the above hacks easily. 

Focuster automatically schedules your to-do 
list in your calendar, while Zapier converts 
information from your emails, notes, Slack 
messages and form submissions into smart 
to-do lists. Another admin faff you don’t have 
to think about. 

TickTick basically lets you organize everything 
in life, from work tasks to personal lists. Set 
a reminder so you’re at peace and don’t miss 
deadlines. You can even sync with different 
platforms and share with teams.  

Doesn’t it feel great that you can get a clear overview 
of everything on your plate and never lose track of an 
important task?

Now you can begin every day feeling calm 
and in control! 
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 6  
Templates  
Put your favorite tasks on speed 
dial
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Does that presentation you’re creating seem familiar 
or the email you’re writing sound like the same old? If 
yes, you need templates in your life. 

Typically, they allow you to do something once, save 
it and then use it again with a few tiny tweaks. Really 
simple, and excellent for boosting your productivity. 
The scope for this hack is limited only by your 
imagination, and, possibly, the platform you’re using. 

Hack  
Create, save, and store. 
Create templates for any of your regular tasks on 
Google Docs or an alternative of your preference. Save 
those templates and simply retrieve them when you 
need them! 

A wide range of task management platforms and apps, 
like Workiro, Twitter, Outlook, and Microsoft Word, 
allow you to create customized templates for projects, 
emails, and documents. 

They’re perfect for regular updates, new starter 
introductions, repeat briefings - you name it. All you 
need is an hour of your time to build the template and 
voila! You can sit back, and marvel at the time you’ve 
saved! 
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From content marketing templates to project 
management recurring task templates to agreements 
to email responses to creating beautiful presentations 
to email templates, you can use it for just about 
anything! 

QUICK TIP:  
Get sticky notes for your Windows laptop or 
the Stickies app on your Mac and just keep the 
link to all the templates handy.
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  7  
Playbooks  
Write now and automate the 
future
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Championship sports teams are no different. Besides 
a team of stellar plays, they also have a solid playbook 
that they follow to the T. And scaling your business is 
no different!

Hack  
Create a playbook
For things you do more than three times in a month, 
write down your process in detail. Build playbooks that 
you can hand off to someone else, so they can execute 
something exactly the way you would. Never get held 
up by people asking what the next step is or whom 
they should ask about a process.

Think of a playbook as a one-stop shop that comprises 
workflows ranging from corporate cultural values to 
standard operating procedures necessary to approach 
and complete tasks consistently and acceptably. 
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This is how Uber in particular scaled so quickly. 
They’ve grown to over 70 cities and they’ve killed it 
in all of them. How did they do it? With a playbook. 
They’ve penned down a bunch of things they do 
in every city they’ve launched, keeping regional 
adjustments in mind. Before implementing, they tried 
and tested this method. Once it saw success, they 
quickly noted it all down. Now all they’ve got to do is 
execute, as simple as turning a key!  

Whether it’s a team playbook, sales playbook, 
communication playbook, content playbook, you can 
create just about anything. 

Also, ensure team members can add their 
2 cents, so the process is bulletproof. 
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Focus on more 
valuable, high-
impact tasks & 
propel your 
teams forward.
Trusted by industry leaders:

 

Learn more

https://www.loophealth.com/
https://www.instagram.com/loophealthindia/
https://www.facebook.com/loophealthindia/
https://www.linkedin.com/company/loop-health/
https://twitter.com/loophealthHQ
https://www.loophealth.com/

