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In loving memory of my mum, Winnie. No words can express how much I miss you and wish you were
still here. I dedicate this book to you.

To my mum, Winnie, and my dad, Eugene, for their love, sacrifice, and wisdom. You taught me to
work hard, challenge myself, and follow my dreams.

To my loving partner, Dawn, for always being present and supportive in our journey together. You are
my rock. You always believe and trust in my crazy ideas.

To all the members of Team Solvaa, for your hard work and dedication in helping businesses and their
teams improve their productivity with no-code tools, automation, and AL I couldn’t do it without you.

To my mentor, Len Blazey, for your unwavering guidance, encouragement, clarity, and insight.
Working with you brings incredible value to my life and has significantly impacted my business.
Thank you!

To my fellow consultants, contractors, and freelancers, who work tirelessly to help small businesses
succeed and drive our economy.

- Kelly Goss



Foreword

In today’s rapidly evolving digital landscape, the ability to harness the power of automation and Al
is not just a luxury—it’s a necessity. As someone who has dedicated his career in tech to the no-code
movement, I've had a front-row seat to the transformative potential of tools like Zapier, especially
when combined with the capabilities of Generative Al

I was immediately intrigued when Kelly first told me about the second edition of her book, Automate
It with Zapier and Generative Al. As a community builder at the forefront of operations and internal
system implementation, I've experienced the challenges businesses face in streamlining processes and
increasing productivity. The arrival of a guide that combines the building blocks of no-code automation
with the extensibility of Al is beyond well-timed, as these domains are elevating each other every day.

Kelly is not just any automation specialist; she is an expert in business process automation. Her
credentials speak for themselves. As the founder of Solvaa Automation Academy & Consulting and
one of the few Zapier-certified experts globally, Kelly brings a wealth of knowledge and experience to
the table. This book is a testament to her expertise and passion for empowering businesses to achieve
operational excellence.

The beauty of this book lies in its practicality. Kelly goes beyond explaining concepts — she provides
actionable insights and step-by-step guides that businesses can implement immediately. Whether
youre a seasoned operations professional or someone just starting in the world of automation, this
book offers valuable lessons.

I commend Kelly on her dedication to the field and on crafting a book that is both informative and
inspiring. Automate It with Zapier and Generative Al — Second Edition is more than just a guide—it’s
a call to action for businesses to embrace the future of automation and Al

I'll never forget the feeling of seeing my first Zap in action. It was like magic! Since then, no-code
automation has been my not-so-secret superpower at every company I've been a part of, including
my own: NoCodeOps. With this book, readers will have the opportunity to hone this magic as they
embark on their automation journeys.

Happy Zapping!

Philip Lakin
Co-founder & CEO, NoCodeOps
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Preface

Organizations experience significant issues with productivity when dealing with manual and repetitive
tasks. Zapier stands at the forefront of the no-code movement, providing a cutting-edge tool for
automating workflows across web and cloud applications to tackle efficiency issues. With its robust
capabilities, users can weave together myriad business applications, crafting both straightforward
and intricate automations. This tool not only trims down the time spent on recurring chores but also
amplifies overall productivity.

Automate It with Zapier and Generative AI - Second Edition, has been extensively revised to help you
analyze your processes and identify repetitive tasks that can be automated between 6,000+ cloud-
based business applications. This edition is a comprehensive guide to harnessing the power of Zapier
for enhancing business operations. Whether you're a business magnate, an enterprising freelancer,
or a budding employee, this book is tailored for you. Delve into a hands-on journey, brimming with
practical methodologies that ensure you're optimizing Zapier swiftly and elevating your proficiency
simultaneously. Packed with clear instructions, invaluable insights, real-world illustrations, and
engaging self-tests, we kick off by demystifying the essence of Zapier.

We will guide you through the nuances of crafting impeccable automations. Dive deep into understanding
the core features Zapier brings to the table, the myriad applications it syncs with, and the secrets to
molding your workflows with finesse. From conceiving advanced automations to nipping troubleshooting
issues in the bud, we’'ve got you covered.

It also includes all of the newest features in Zapier such as Al-integrated functionality using the natural
language actions and the ChatGPT plugin, the new visual editor, drafts, reordering and duplicating
steps and paths, sub-folders and version history, as well as built-in apps such as Looping, Sub-Zap,
Interfaces, Tables, and Transfer.

By the end of this book, you’ll be able to automate your manual and repetitive tasks using Zapier
depicted through real-life examples.

Who this book is for

This book is for business owners, operations managers, and teams in micro-, small-, or medium-sized
businesses looking at automating repetitive tasks and increasing their productivity using Zapier and
Generative Al Service providers offering digital process improvement, systemization, and automation
services to their clients such as solutions architects, process consultants, business analysts, virtual
assistants, CRM consultants, OBMs, bookkeepers, and accountants will find this book extremely
useful. This book is suitable for both, new and experienced Zapier users.
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Preface

What this book covers

Chapter 1, Introduction to Business Process Automation with Zapier, initially focuses on the basic
principles of business process automation with Zapier and then covers features, functionality, and
key terminology used to help familiarize you with the Zapier platform.

Chapter 2, Preparing to Automate Your Processes, explores how to brainstorm your processes, simplify
them, and assess what can be automated. We cover the process to establish how your apps work with
Zapier and explain how to use the Zapier app ecosystem directory.

Chapter 3, Building Your First Automated Workflow (Zap), dives into how best to strategize and plan
your workflows ahead of working through a step-by-step process of creating your first Zap. We
explore how to connect your apps to Zapier, use the Zap editor, work with different field types, and
use pre-built workflows.

Chapter 4, Managing Your Zaps, takes you through the best ways to keep your Zapier account organized.
We discuss how to keep your Zaps and folders organized, how to manage your connected apps, and help
you to understand Zap statuses. Lastly, we cover some collaboration tips for users working in teams.

Chapter 5, Troubleshooting and Handling Zap Errors, covers typical Zap behavior and the best ways to
handle and troubleshoot errors. We discuss how to set up Zaps to report on Zap issues and app status
changes and how to use Zap History information effectively, and we explore the various channels of
support available.

Chapter 6, Creating Multi-Step Zaps and Using Built-in Apps, teaches you how to set up and customize
multi-step Zaps using multiple action and search steps. We also introduce you to all the built-in Apps
by Zapier. You will be able to test your knowledge by building your first multi-step Zap.

Chapter 7, Getting Started with Built-in Apps, explores the most commonly used built-in Zapier apps
and covers specific functions such as using conditional logic (filtering and paths) and delays in your
Zaps, as well as scheduling your Zaps to run as intervals. You will be able to test your knowledge by
building a multi-step Zap using some of these built-in apps.

Chapter 8, Built-In Communication Apps, introduces communication-specific built-in Zapier apps
such as for sending and receiving emails and sending SMS messages.

Chapter 9, Exploring Built-In Apps for Extracting and Compiling Data, covers how to extract data from
emails, use RSS feed readers in your automations, and compile data into digests. You will be able to
test your knowledge by building a multi-step Zap using some of these built-in apps.

Chapter 10, Other Useful Built-In Apps by Zapier, describes how to initiate workflows from web pages,
shorten URLs, translate text, score lead information, and use weather and astrological predictions
in your Zaps.
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Chapter 11, Advanced Built-In Apps by Zapier, briefly explores the more advanced functionality in
some of the built-in Apps by Zapier, such as using webhooks and code in your Zaps, as well as saving
and storing data.

Chapter 12, Managing Your Zapier Account with Built-in Apps, teaches you how to get notifications on
integration issues, manage errors with your Zaps, and monitor Zapier account changes.

Chapter 13, Newly Released Apps and Features, covers new Zapier built-in apps and features such as
looping through data sets, modular Sub-Zaps, Web Parser data extraction, bulk data transfers, custom
Interfaces, and built-in Tables.

Chapter 14, Formatting Date and Time, introduces the versatile Formatter app and covers how to
format date and time values and add or subtract time. We provide practical tips on how to use each
of the date and time formatter functions.

Chapter 15, Formatting Numbers, dives into the functionality available to format numbers, phone
numbers, currencies, and to use spreadsheet-type formulas and math operations.

Chapter 16, Text Formatting Functions in Zapier — Part 1, describes the extensive functionality available
to format text. We cover a range of text formatting actions, such as capitalizing and pluralizing text;
applying title case, uppercase, and lowercase; finding and replacing text; trimming whitespace; and
counting characters and words.

Chapter 17, Text Formatting Functions in Zapier - Part 2, covers more functionality available to format
text. We explore how to split and truncate text; remove HTML; assign default values; extract data
such as patterns, URLSs, and email addresses; and use a superhero name. We also briefly cover more
advanced text manipulation features such as how to convert Markdown to HTML, URL Encode and
Decode, and converting text to ASCIL

Chapter 18, Zapier’s Utilities Functions, explores the Utilities functions within the Formatter app. We
cover line-item creation and customization, converting text to line-items and vice versa, using lookup
tables and picklists, and importing CSV files.

Chapter 19, AI and Automation, covers how to increase efficiency by merging AI and automation
using Zapier’s Al-integrated features, AI app integrations, natural language, and Al actions with tools
such as the Zapier Chrome extension and ChatGPT plugin, and best practices for GPT prompting.

Chapter 20, Automating Your Marketing Processes, explores some examples of marketing processes that
can be automated using Zapier. We will provide practical tips on how to get started with automating these
processes. We will also cover how to automate marketing processes with Facebook Pages integration.

Chapter 21, Automating Your Sales Processes, covers some examples of sales processes that can be
automated using Zapier. We will provide practical tips on how to get started with automating these
processes. We will also cover how to automate sales processes with Pipedrive integration.

xxiii
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Chapter 22, Automating Your Operations Processes, dives into some examples of operations processes
that can be automated using Zapier. We provide practical tips on how to address automating these
processes. We also cover how to automate operations processes with Google Docs integration.

Chapter 23, Automating Your Finance and Reporting Processes, takes you through some examples of
finance and reporting processes that can be automated using Zapier. We provide practical tips on
how to tackle automating these processes. We also explore how to automate accounting processes
with Xero integration.

Chapter 24, Tips, Tricks, and Best Practices to Enhance Your Productivity, focuses on best practices
for utilizing Zapier effectively and builds on the tips and tricks we have presented in each chapter.

Chapter 25, Challenge Your Problem-Solving and Zap-Building Skills, presents you with three scenarios
that describe a specific problem that can be solved by using Zapier. We will work through each example
practically with tips being given along the way. The scenarios are classified by skill level and you will have
the opportunity to test your knowledge while adapting your problem-solving and Zap-building skills.

To get the most out of this book

Each chapter in this book builds on the knowledge and information presented in the previous chapters.
If you don’t have experience of business process automation with Zapier, we recommend you start
with Chapter 1, Introduction to Business Process Automation with Zapier, and complete each chapter
in the order they are presented. If you have experience with Zapier, feel free to jump to the chapters
that cover topics that interest you and will further your knowledge. To get started, we recommend you
sign up for a Zapier account. To work through the content and exercises in Chapter 1, Introduction to
Business Process Automation with Zapier, to Chapter 5, Troubleshooting and Handling Zap Errors, the
Zapier Free plan will be suitable. From Chapter 6, Creating Multi-Step Zaps and Using Built-In Apps,
onwards, a Starter plan will be required, and for some topics, higher price plans will be necessary.

Before you start working through the content in this book, we recommend that you get access to all
the Zap templates used as examples in this book, as well as the systems and process audit templates,
and other supporting materials here: https://bit.ly/zapier-book.

Conventions used

There are a number of text conventions used throughout this book.

Code in text: Indicates code words in text, database table names, folder names, filenames, file
extensions, pathnames, dummy URLs, user input, and Twitter handles. Here is an example: “For
example, we could give the digest a title of New Sales Invoice Summary”

Bold: Indicates a new term, an important word, or words that you see onscreen. For instance, words in
menus or dialog boxes appear in bold. Here is an example: “Let’s take a look at the different Frequency
field options.”


https://bit.ly/zapier-book
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Tips or important notes

Appear like this.

Get in touch

Feedback from our readers is always welcome.

General feedback: If you have questions about any aspect of this book, email us at customercaree
packtpub. com and mention the book title in the subject of your message.

Errata: Although we have taken every care to ensure the accuracy of our content, mistakes do happen.
If you have found a mistake in this book, we would be grateful if you would report this to us. Please
visit www . packtpub . com/support/errata and fill in the form.

Piracy: If you come across any illegal copies of our works in any form on the internet, we would
be grateful if you would provide us with the location address or website name. Please contact us at
copyrighte@epacktpub.com with a link to the material.

If you are interested in becoming an author: If there is a topic that you have expertise in and you
are interested in either writing or contributing to a book, please visit authors . packtpub. com.

Share Your Thoughts

Once you've read Automate It with Zapier and Generative Al — Second Edition, wed love to hear
your thoughts! Please click here to go straight to the Amazon review page for this book and share
your feedback.

Your review is important to us and the tech community and will help us make sure were delivering
excellent quality content.
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Part 1:
Getting Started with Zapier

In this part, you will gain an understanding of the fundamentals of the Zapier platform, how to build
and manage workflows, and how to troubleshoot issues.

This part contains the following chapters:

o Chapter 1, Introduction to Business Process Automation with Zapier
o Chapter 2, Preparing to Automate Your Processes

o Chapter 3, Building Your First Automated Workflow (Zap)

o Chapter 4, Managing Your Zaps

o Chapter 5, Troubleshooting and Handling Zap Errors
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Introduction to
Business Process
Automation with Zapier

Before you start building your first automated workflow, you should understand what business process
automation (BPA) is and how it can make light work of manual and repetitive processes. We'll cover
how applications connect with others to transfer data and how Zapier has impacted the no-code
revolution to automate tasks without the need for developers. This background information will put
you in a better position to grasp the terms and concepts used by Zapier and will help you understand
the features and functionality of Zapier, as well as how the platform works.

If you have only just started using Zapier, you may not know which pricing plan is most suitable for
your business and when the right time to upgrade is. We will cover the features available for each
pricing plan in this chapter and explain the pros and cons of choosing one over another. Then, we
will describe how to set up a Zapier account, and we will provide an overview of how the platform is
structured to enable you to find your way around effectively. We will conclude this chapter by working
through how to customize your settings and preferences.

We will cover the following key topics in this chapter:

o How process automation helps businesses increase productivity
o The “no-code revolution” and workflow automation with Zapier
o Understanding the key terms used by Zapier

o Choosing the right Zapier plan

o Creating a Zapier account

o Familiarizing yourself with navigation on the Zapier platform

o Changing your settings and preferences
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Once you have worked through each of these topics, you will be ready to start building your first
workflow automation.

Technical requirements

To get started, we recommend that you sign up for a Zapier account, which will give you access to a
14-day free trial. We will discuss how to set up an account in the Creating a Zapier account section.
The Zapier Free plan will be adequate to work through the content in this chapter.

How process automation helps businesses increase
productivity

Whether you are a solopreneur or your business has a team, every successful business strives to make
the most of its resources and improve productivity so that there is more time to increase revenue.
Many companies have systems that may not communicate with each other, and as a result will have
processes that are manual, time-consuming, and error-prone.

We live in a time where technology is continually evolving to help us make our work easier, and it is
now more straightforward and cost-effective than ever to implement and run this technology ourselves.
By introducing appropriate business technology tools, connecting those tools, and automating manual
and repetitive tasks, businesses can significantly increase productivity. We'll explore this next.

Introducing BPA

According to Zapier, “Business process automation (BPA) is the practice of using software to automatically
execute repetitive tasks related to a company’s essential procedures. You can use BPA to streamline and
optimize processes for everything from sales and marketing to HR, compliance, training, and beyond.”
BPA is all about using technology to improve the way we work by automatically performing repetitive
tasks that would typically require human intervention. It ultimately focuses on the human element
in the process rather than the actual applications that are in use. Of course, the tools you use are
fundamental and need to be the right ones for their jobs; however, the real goal is to help the people
using those systems to be more productive and focus on the tasks that truly matter for the success
and growth of an organization.

BPA principles focus on process simplification, optimization and digitization, system integration, and
the automation of cloud technologies (or cloud-based applications).

Here are a few examples of when BPA can help you get rid of manual tasks and increase productivity:

« DPosting the same information on multiple social media channels

« Inputting new web form leads into your customer database
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o Importing sales invoices and payment information from your e-commerce store into your
accounting software

« Collating reporting information from numerous sources
o Processing feedback and testimonials from customers

o Adding meeting events to your calendar

« Sending documents for signing

« Following up with leads

It does take time to learn and successfully implement BPA; however, the resulting value far outweighs
the time investment. These are just some of the benefits of using BPA:

o Reduced manual data entry and errors
o Reduced operational costs

o More time for growing sales

« Better customer service

o Increased employee engagement and job satisfaction

The most significant benefit of using BPA is the overall time savings. Automation platform users
report time savings of a few hours a week by automating certain tasks such as social media posting,
to more than 160 hours a month being saved by automating entire sales cycles or operation functions.
The value of time savings is relative to the individual case. For example, a time saving of 2 or 3 hours
a week may be of significant value to a solopreneur, whereas a 160-hours-per-month saving equates
to having a full-time employee working for free. These savings in hours would translate to savings of
thousands of dollars in resource time.

Zapier has several case studies and customer success stories on its website: https://zapier.
com/customers. Here are a few examples of successful use cases of automation that help businesses
become more efficient and grow:

o A real estate agent reduces lead management by 40%
« A digital agency saves 30 hours a week with messenger funnel automation
o A coffee shop powers online ordering with automation
o A home entertainment company automates its entire sales cycle
o A freelancer automates client onboarding and grows their business
BPA essentially allows companies of all sizes and in any industry to innovate by using cloud-based

technology to work better and more efficiently and stay ahead of the competition. The possible
improvements you can make to your business with BPA are endless.


https://zapier.com/customers
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Although automation functions to make processes work better, it is essential to bear in mind that
applying automation to an already inefficient operation will increase its inefficiency. As a whole, BPA
requires you to take specific steps to look at your processes holistically, understand and simplify
them, identify what systems can be connected, and only then decide on which tasks can benefit from
automation. In Chapter 2, Preparing to Automate Your Processes, we will work through the steps
required to map out our business processes and streamline them by identifying what can be simplified,
digitized, and automated.

Important note

In this book, we will use the term workflow automation interchangeably with BPA.

Before we can focus on the practical aspects of improving and automating our operations, we need
to understand how web applications communicate with each other and what options are available for
businesses to connect their tools.

How your business applications communicate with each other

Allowing your business applications to communicate with one another and then automating tasks
where possible is key to increasing productivity. Before we can explore how automation with Zapier
comes into this picture, we need to understand how business applications can be connected using
API integrations.

An application programming interface (API) is a means by which a software program can communicate
with another software program. It essentially allows data from different systems to pass between them
when they are connected by some form of middleware. If you imagine two software programs having
their own language in their API - for example, one French and one Spanish - the middleware acts as
the translator between the two.

When two software programs are connected in this way through their APIs and middleware, they
are said to be “integrated” When an integration exists, this allows specific requests to be sent by one
application, producing a response by another. The information requests are usually in the form of
creating new (create), retrieving existing (read), editing/updating existing (update), or deleting existing
(delete) resources. This is also referred to as CRUD. Upon receipt of a request, the application will try
to fulfill the request and send back a response in the form of a three-digit status code, which signifies
a possible success or possible issues. If, for example, you type a website URL into your browser and
the page is displayed, this would be a success response. If the page does not exist, an error message
will be displayed stating The requested URL was not found on this server,
depicting a 404 error response. How API integration is created and customized defines what range
of information can be requested.
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As the goal of API integration is to share data efficiently between two connected apps, there must
be a way to identify changes in these resources. For example, if you want a new row to be created in
your spreadsheet app when a new subscriber is added to your email marketing app, you need to know
that the new contact has been created in the first place. At the time of writing, the two most popular
methods for identifying changes are polling endpoints and webhooks.

With the polling method, requests for new events (for example, creating, retrieving, and deleting
resources) are repeatedly sent at predefined intervals, waiting for a response. If there is no response,
this signifies that there are no new events. So, in the preceding example, the polling method would
periodically search for new occurrences of contact records being created, say every 15 minutes.

With webhooks, however, instead of sending requests, you provide a URL that your originating app
monitors for new events, thus receiving information in real time. So, in the preceding example, when
a new contact record is created, the information would be provided instantly. Webhooks are an instant
and much more efficient way of communicating event information. We will discuss webhooks in more
detail in Chapter 11, Advanced Built-In Apps by Zapier.

The options available for businesses to connect their tools

Building API integrations requires software programming and development skills and can be a lengthy
and costly process. Most applications that you are currently using for your business processes are likely
to have a section on their website containing a list of the other applications with which they integrate
natively. The applications listed in these app marketplaces, or app ecosystems, have integrations created
using APIs to enable the two apps to communicate with each other. Software providers invest time,
money, and technical skills into building and maintaining these native integrations. Generally, these
providers will create an integration that satisfies the highest priority needs of most users to automate
the most frequently used types of activities. They may also prioritize integration development resources
on other more commonly used applications rather than smaller, less popular apps.

In some cases, a user of certain software might need to connect another tool that is not listed in the
app ecosystem or may need to accomplish a specific task that is not available with the existing native
integration. Under these circumstances, a business could employ a programmer to write code to
create a custom integration with the API provided by the software provider. For most companies,
the process of developing a custom integration is not a financially viable option. Therefore, there is
often a reliance on what integrations are available in these app ecosystems and how flexible they are.

By now, you should have a better understanding of what BPA is and how process automation helps
increase productivity. Next, we'll explore how this relates to Zapier.
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The “no-code revolution” and workflow automation
with Zapier

Thankfully, as technology has developed, it is now possible to create digital processes without the
need to write any code. Therefore, anyone can learn how to build a website, create email templates,
and connect their systems using, in many cases, visual drag-and-drop editors. These editors give
you the ability to add and remove visual blocks in templates rather than writing code in a computer
programming language. Instead of needing to use a developer to write this code, the average person
with basic IT skills can create these processes themselves. These advances are described as a no-code
revolution, as software providers have pushed forward to develop solutions that will help the non-IT
workforce to execute tasks that could previously only be done by software engineers.

Zapier is one of these technology solutions that allows you to automate and manage your business
processes without writing code. Zapier essentially acts as a connector or translator between thousands
of cloud-based applications that may not have native integrations with each other or for which the
event requests are more limited, allowing them to communicate with each other. The platform enables
users to build business-specific workflow automation with a visual editor using pre-built integrations
to seamlessly perform manual and repetitive tasks without human intervention.

Zapier is the brainchild of forward-thinking founders Wade Foster, Bryan Helmig, and Mike Knoop.
They recognized the productivity struggles that plague small- and medium-sized businesses, where
many repetitive tasks are handled manually and with an ever-increasing chance of errors occurring.
They developed a powerful solution to help businesses with their efficiency struggles, allowing them
to connect their web applications and automate their mundane and repetitive tasks using custom-built
workflows. Most importantly, the solution allows the average business owner and their team to use
the software without the need for writing code. The first release of the Zapier platform was in 2012,
and since then, they have grown their integration marketplace to over 5,000 app connections. Zapier
is based in California, USA, and as a company that actively supports an ethos of remote working,
they have grown their global team to over 600 people located in the US and over 20 other countries
around the world.

As well as allowing the less technical user to build custom workflows, the Zapier platform allows
app developers to build integrations with Zapier to connect their apps to the platform. This, in turn,
allows their customers to create custom integrations with thousands of other apps, using Zapier as
the connector or middleware between thousands of different apps In essence, the Zapier user then
becomes the developer without needing to use code. Using no-code technology, we no longer need
advanced technical skills to harness the power of integration automation.

To help you understand a bit more about BPA and the no-code revolution, you can get access to a free
masterclass here: https://bit.ly/zapier-book.

You now have a better understanding of how Zapier and BPA work hand in hand to help businesses
increase productivity. In the next section, well cover the key terms that are used by Zapier, as well as
throughout this book.


https://bit.ly/zapier-book
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Understanding the key terms used by Zapier

Zapier uses specific terminology throughout the platform. We will use these terms frequently throughout
this book. It is useful to know and understand the most commonly used terms before we discuss the
features available in each Zapier pricing plan.

What is an app?

An application (app) is a technology tool or cloud-based web service. Zapier integrates with thousands
of apps to allow you to transfer data between them and automate your manual and repetitive tasks.
Most apps are available for use regardless of which Zapier pricing plan you use, except for premium
apps, such as Salesforce, Facebook lead ads, and Xero, which are only available on paid plans. Zapier
has an app ecosystem of over 6,000 app integrations listed in a directory. We will cover Zapier’s app
ecosystem directory in more detail in Chapter 2, Preparing to Automate Your Processes.

What is a Zap?

A Zap is a step-by-step automated workflow that allows a user to create a flow of data between two
or more apps. When an event occurs in one app, this produces an activity such as an action or event
in another app. Zaps allow you to connect your different apps and automate repetitive tasks between
them. We will cover how to create a Zap in Chapter 3, Building Your First Automated Workflow (Zap).

What is a trigger?

A trigger is an originating event that starts an automated workflow. The trigger is always the first step
in the workflow, and only one trigger step will ever exist in a Zap.

What is an action?

An action is a resulting activity that happens once a trigger starts an automated workflow. Zaps can
have one or multiple actions. Actions can also include searches.

What is a task?

Once a Zap has been built, tested, and turned on, a trigger in one app will cause an action to happen
in another app. A task is an activity that the Zap completes. Your Zapier pricing plan defines your
monthly task limit. Completed actions, searches, and passed filters all count as a task, which, in turn,
count toward your monthly task limit. For example, if you have a single-step Zap with one action and
the Zap triggers five times in one day, your task count would be five. If, however, you have a multi-step
Zap that has three actions and it triggers five times in one day, your task count would be 15.
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Tip
Use BPA principles to strategize your workflows in advance of actually building your Zaps.
Doing this will allow you to reduce the number of steps in your workflows and minimize task
usage. Every task counts toward how much you spend on your Zapier pricing plan. Having
simple processes from the start will enable you to use Zapier cost-effectively. You can set up a
Zap to alert you on task usage related to your monthly allowance. We will discuss this in more
detail in Chapter 12, Managing Your Zapier Account with Built-In Apps.

What is the Zap editor?

The Zap editor is a visual editor that allows you to create and alter your Zaps using simple drop-down
lists and a systematic process. The Zap editor enables you to add your trigger app and action app(s)
and run conditions in your workflows. We will discuss the Zap editor in more detail in Chapter 3,
Building Your First Automated Workflow (Zap).

What is the update time/syncing interval?

The majority of app triggers use the polling method to retrieve new data on events. The update time
(or syncing interval) refers to how quickly your automated workflow triggers and depends on how
often the polling runs to check the triggering app for new information. Zapier checks for new activities
to trigger an automated workflow every 1 to 15 minutes, and your Zapier pricing plan defines this
time interval. Triggers that use the polling method are denoted by the word scheduled.

Important note

Some app triggers use the webhooks (instant) method and allow an automated workflow to run
as soon as new event information is available. These triggers are denoted by the word instant.

What is a filter?

A filter is a condition that you can add to a Zap to prevent the workflow from moving on to the next
action step. Filters are only available on paid Zapier pricing plans. We will cover using filters in detail
in Chapter 7, Getting Started with Built-In Apps.
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What is a formatter?

A formatter is a function that allows you to alter numbers, text, dates, and times, as well as perform
tasks such as looking up data from a list. Formatters are only available on paid Zapier pricing plans. We
will comprehensively cover the various formatter apps built by Zapier in Chapter 14, Formatting Date
and Time, Chapter 15, Formatting Numbers, Chapter 16, Text Formatting Functions in Zapier — Part 1,
Chapter 17, Text Formatting Functions in Zapier — Part 2, and Chapter 18, Zapier’s Utilities Functions.

What are paths?

Paths allow you to create complex Zaps that use “if this, then that” conditional logic to perform
different actions based on multiple conditions. For instance, if X happens in the trigger app, then do
Y in one or more action steps. Paths are only available with the Professional, Team, and Company
plans. We will cover paths comprehensively in Chapter 7, Getting Started with Built-In Apps.

What is a multi-step Zap?

A multi-step Zap is a workflow that involves one trigger and multiple actions, as opposed to a single-
step Zap, which contains one trigger and only one action. With multi-step Zaps, you can also add filters,
formatter steps, searches, and complex paths to your workflows, which allow you to create flexible
automated workflows. Multi-step Zaps are only available on paid Zapier pricing plans. We will cover
how to build multi-step Zaps in detail in Chapter 6, Creating Multi-Step Zaps and Using Built-In Apps.

What is Zap history?

Zap history shows a detailed log of activity for each of your Zaps. You can view data th