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Transform Your Business Operations: Learn how automation can reclaim 16+

hours per week of administrative time, reduce manual errors by 90%, and create

scalable systems that grow with your business—all without technical expertise or
coding skills.

@ Understanding Automation
Fundamentals

As an experienced business professional, you understand the difference between

working hard and working smart. Automation falls squarely into the "working smart"



category, but it's important to understand what automation actually is—and how it

differs from other Al tools you may have encountered.

The Reality Check: SMB professionals spend over 16 hours per week on

repetitive administrative tasks. That's 40% of a full-time schedule dedicated to work

that could be automated.

The Three Types of Al Business Tools

@ Al Assistants (ChatGPT, Claude)

How they work: Wait for your instructions, then respond to specific

requests.
Best for: Content creation, analysis, brainstorming, one-off tasks.

SMB Example: Drafting marketing copy or analyzing customer feedback.

@ Al Agents (Emerging Technology)

How they work: Attempt to complete multi-step processes but require

supervision.
Best for: Complex tasks with multiple variables and decisions.

SMB Example: Research and competitive analysis projects.




"/ Automation Workflows ( )

How they work: Run continuously in the background, executing predefined

tasks when triggers occur.
Best for: Repetitive, predictable business processes.

SMB Example: Automatically adding new leads to your CRM and sending

welcome emails.

3.4M+ 25M +

Businesses using Zapier automation Automated workflows created

8,000+

App connections available

Zapier: Your Business
Automation Platform

Zapier is the leading no-code automation platform that connects your business
applications and automates workflows between them. Think of it as a universal

translator that helps your software tools communicate and work together seamlessly.

Core Zapier Components




© Zaps (Automated Workflows)

What they are: The fundamental building blocks of automation. Each Zap
has a trigger ("when this happens") and actions ("do these things").

Business Value: Eliminates manual data entry, ensures consistent follow-up,

and reduces human error.

SMB Example: When a customer fills out a contact form — Add them to

your CRM — Send a welcome email — Notify your sales team in Slack.

’ﬁ Tables (Data Storage)

What they are: Lightweight databases that store information for your

automated workflows.

Business Value: Centralized data management without complex database

setup.

SMB Example: Maintain a customer interaction history that multiple Zaps

can read and update.

é Interfaces (Custom Forms & Dashboards)

What they are: No-code web pages, forms, and dashboards you can create

for team or customer use.

Business Value: Professional-looking interfaces without web development

costs.




SMB Example: Create a custom project intake form that automatically

creates tasks and assignments.

/“Key Advantage: Zapier's strength lies in its massive ecosystem of 8,000+ app

integrations, covering virtually every business tool you use—from email and CRM

to accounting and project management.

‘7 The Business Case for
“ Automation

For SMB leaders, the question isn't whether automation is useful—it's whether the

investment of time and resources delivers measurable business results. The data is

compelling.

Current State of SMB Operations

16+ 50% +

Hours per week on admin tasks Workday spent on communication

31 63%

Hours monthly in unproductive meetings Customers switch after one bad experience

The Automation Opportunity




Time Recovery

One well-designed automation can save 5-10 hours per week by eliminating
repetitive tasks like data entry, follow-up emails, and status updates. For a
manager earning $75,000 annually, that's $9,000+ in recovered value per

year.

% Error Reduction

Automated workflows eliminate human error in routine processes. Studies
show automation can reduce manual process errors by up to 90%,

preventing costly mistakes and improving customer satisfaction.

’ Customer Experience

Businesses that respond to all reviews see 41% more customer engagement.
Automated response systems ensure no inquiry goes unanswered, directly

impacting retention and referrals.

W/ROI Reality: Customer-obsessed organizations using automation see 41% faster

revenue growth, 49% faster profit growth, and 51% better retention than their

peers (Forrester Research).




ﬁ Implementation Framework

Success with automation isn't about building the most complex workflows—it's

about identifying the right processes and implementing them systematically. Here's

your step-by-step approach.
Phase 1: Process Identification

’ Audit Your Repetitive Tasks
List tasks you perform more than 3 times per week that follow the same
basic pattern each time.

’ Apply the Automation Test
Can you describe the task as "When X happens, do Y"? If yes, it's

automatable.

r Prioritize by Impact
Focus on tasks that save the most time or have the highest error cost when

done manually.

Phase 2: Workflow Design

Blueprint Template

Trigger: When [specific event happens]
Action 1: [First automated step]
Action 2: [Second automated step]
Action 3: [Additional steps as needed]

Notification: [How you'll know it worked]




‘e Example: Customer Feedback Automation

Trigger: New Google Form submission
Action 1: Extract customer's first name using Formatter
Action 2: Generate personalized response using Al

Action 3: Send email via Gmail

Result: Every customer gets a personalized response within minutes, without

manual intervention.

Phase 3: Implementation Steps

@ Start with Zapier's free 14-day Pro trial to access all features
@ Use Zapier Copilot to draft your first workflow in plain English
@ Test the automation with sample data before going live

@ Monitor performance for the first week and refine as needed

Document the workflow for team training and troubleshooting

Ready-to-Use Automation
Blueprints




These proven automation templates can be adapted to virtually any SMB. Each

blueprint includes the exact trigger and actions needed, plus customization

suggestions for different industries.

ﬂ Lead Nurturing Automation

Zapier Copilot Prompt

When someone fills out a lead form on my website, add
their information to my CRM, send them a welcome email
with my company brochure, and notify my sales team in
Slack with their details and lead source.

Business Impact: Ensures no lead is missed, reduces response time to under

5 minutes, provides sales team with immediate context.
Industry Adaptations:

= Healthcare: Include appointment scheduling link and intake forms
= Real Estate: Add property search preferences and market reports

= Professional Services: Include consultation booking and case studies

% Invoice Processing Automation

Zapier Copilot Prompt

When a new invoice 1is created in my accounting
software, automatically email it to the client, add a
follow-up task in my project management tool for 30

days from now, and log the invoice details in a Google
Sheet for reporting.




Business Impact: Eliminates invoice delivery delays, ensures consistent

follow-up, maintains accurate financial records.

Customization Options:

= Add payment reminder sequences at 15, 30, and 45 days
= Create different templates based on client type or invoice amount

®» |nclude late fee calculations and collection workflows

ﬁ Meeting Preparation Automation

Zapier Copilot Prompt

When a new meeting is scheduled in my calendar, create
a folder in Google Drive with the meeting title, add a
preparation document template, send calendar invites to
attendees, and create a follow-up task for the day

after the meeting.

Business Impact: Ensures consistent meeting preparation, eliminates

forgotten follow-ups, maintains organized project documentation.

‘ Employee Onboarding Automation

Zapier Copilot Prompt

When a new employee is added to our HR system, create
their accounts in necessary business tools, add them to
appropriate team channels, send them a welcome email
with onboarding checklist, and schedule check-in

meetings for week 1, month 1, and month 3.




Business Impact: Reduces onboarding time by 50%, ensures consistent new

hire experience, eliminates missed onboarding steps.

K Advanced Automation Features

Once you've mastered basic automations, these advanced features help you build

more sophisticated workflows that handle complex business scenarios.

6 Paths (Conditional Logic)

What it does: Creates different workflow branches based on specific

conditions.

Business Example: Route high-value leads to senior sales reps and standard

leads to junior reps based on company size or budget.

SMB Use Case: Send different email sequences to new customers based on

which product they purchased.

’ Formatter (Data Cleanup)

What it does: Transforms data between applications to ensure compatibility.

Business Example: Split full names into first and last names, format phone

numbers consistently, or convert dates between different formats.




Key Benefit: Formatter steps don't count toward your task limits, so use

them liberally to ensure data quality.

@ Al Integration

What it does: Adds intelligent content generation and analysis to your

workflows.

Business Example: Automatically generate personalized email responses

based on customer feedback sentiment and history.

Available Al Tools: OpenAl (ChatGPT), Claude, and 300+ other Al tools for
specific functions like image recognition, language translation, and data

analysis.

@ Filters

What it does: Acts as a quality gate, only allowing workflows to continue

when specific conditions are met.

Business Example: Only process expense reports over $100, or only send

welcome emails to leads from specific geographic regions.

Cost Benefit: Filters don't count as tasks, helping you stay within plan limits

while adding smart logic.




® Pro Tip: Start simple and add complexity gradually. A basic automation that

runs reliably is better than a complex one that fails frequently.

g Choosing the Right Zapier Plan

Understanding Zapier's pricing tiers helps you make cost-effective decisions that

align with your business needs and growth plans.

Free Plan

Professional

Plan

Team Plan

Enterprise

Plan

Monthly
Tasks

Zap Steps

Premium

Apps

Update

Frequency

Al Features

Team

Features

Best For

100 tasks

2 steps max

X No

access

15 minutes

Limited

X

Testing &

Learning

750-50,000 tasks

Unlimited steps

Full access

1-2 minutes

Full access

X

Individual Users

2,000-
100,000 tasks

Unlimited

steps

Full access

T minute

Full access

Up to 25

users

Small Teams

50,000+ tasks

Unlimited steps

Full access

1T minute

Full access

Unlimited

users

Large

Organizations



SMB Recommendation Framework

@ Start with the 14-Day Pro Trial

Every new Zapier account includes a free 14-day trial with Pro features. This
gives you access to premium apps, multi-step Zaps, and Al features to test

your most important automations.

= Build 2-3 core automations during the trial
= Monitor task usage to understand your monthly needs

= Test integrations with your existing business tools

ﬁ Task Calculation Guide

What counts as a task: Each successful action in your Zap (sending an

email, creating a record, updating a field).
What doesn't count: Triggers, Filters, Formatter steps, and failed actions.

Estimation method: If you process 10 leads per day with a 3-action Zap,

that's 30 tasks x 22 business days = 660 tasks per month.

A\ Cost-Benefit Analysis: If automation saves you 10 hours per month and your

time is worth $50/hour, a $30/month Professional plan delivers a 16:1 ROI.




y Your 30-Day Quick Start Plan

This structured approach helps you move from learning about automation to

implementing your first business-critical workflows within 30 days.

Week 1: Foundation & Discovery

0 Create your free Zapier account and start the 14-day Pro trial
0 Complete the process audit worksheet to identify your top 5 repetitive tasks

V Choose your first automation target (start with customer communication or

data entry)
0 Explore Zapier's template library for inspiration and quick starts
Week 2: Build Your First Automation
0 Use Zapier Copilot to create your first Zap with natural language
0 Test the automation with sample data and refine the workflow
0 Document the automation process and expected outcomes
0 Go live with your first automation and monitor its performance

Week 3: Expand & Optimize

0 Build your second automation targeting a different business process




0 Add Filters or Paths to make your workflows smarter

0 Integrate Al features to add intelligence to your automations

0 Calculate time savings and ROI from your first two weeks
Week 4: Scale & Plan

0 Evaluate your task usage and choose the appropriate paid plan

0 Train team members on monitoring and maintaining automations

0 Plan your next 3 automation projects based on initial success

V Create an automation roadmap for the next 90 days

Success Tracking Worksheet

Baseline Metrics (Week 1):

= Hours per week spent on targeted tasks: ___
= Average response time to customer inquiries: ___

= Number of manual data entry errors per week: ___

Post-Automation Metrics (Week 4):

= Hours per week spent on targeted tasks: ___
= Average response time to customer inquiries: ___

= Number of manual data entry errors per week: ___

= Time saved per week: ___ hours




= Estimated monthly ROI: $___

A\ Success Milestone: By day 30, you should have 2-3 working automations saving

you at least 5 hours per week, with a clear roadmap for your next automation

projects.

W Best Practices & Troubleshooting

Successful automation requires attention to security, reliability, and maintainability.

These guidelines help you build robust workflows that scale with your business.

Security Best Practices

e Data Protection Guidelines

= Use test environments: Always test automations with sample data before

processing real customer information

= Limit access permissions: Only grant the minimum permissions necessary

for each app connection

= Regular security reviews: Audit your connected apps quarterly and remove

unused integrations

= Monitor sensitive data: Be cautious with automations that handle PlI,

financial data, or confidential information

What NOT to Automate




A\ Human Judgment Required: Avoid automating processes that require nuanced

decision-making, handle sensitive approvals, or manage exceptional circumstances

that don't follow standard patterns.

X X

Financial approvals over $X Customer service escalations

X X

Legal document reviews Personnel decisions

Common Issues & Solutions

0 Issue: Zap fails intermittently
Solution: Add error handling with Filters, check data formatting

consistency, and set up failure notifications.

0 Issue: Task limits exceeded
Solution: Use Filters to reduce unnecessary actions, combine multiple

actions into single Zaps, and upgrade plan if needed.

0 Issue: Data formatting problems
Solution: Use Formatter steps extensively, create data validation Filters,

and standardize input formats across sources.




‘Sharedlntel Al

Ready to get started? Join thousands of SMB professionals who have transformed their

operations with smart automation using Zapier!

Questions? Contact Emma Farquharson at contact@sharedintelai.com




