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1 What is Zapier?

Zapier is a tool that moves information between your web apps and helps you automate repetitive tasks between
these apps.

When an event happens in one app, Zapier can tell another app to perform (or do) a particular action.

The automated workflow or action that connects apps together is called a Zap.

You will need to have a Zapier account prior to connecting with DASH. You can find out more or sign up to Zapier at

www.zapier.com. Currently Zapier has a Free option which allows you up to 100 tasks per month.

2 What can | automate in DASH with Zapier?

There can be different ways you can use Zapier to automate your workflow — all of which depends on the apps that
you use and the way you want to set them up.

You can find out more about DASH integration with Zapier at https://zapier.com/apps/DASH-software/integrations.

In this user guide, we are going to show you three actions, each referred to as a “Zap”, that you can automate using
Zapier to connect with DASH Software. These actions are:

1. Save Incoming Emails to DASH File Notes.

2. Save Outgoing Emails to DASH File Notes.

3. Create New Contacts in DASH.

To enable the above email actions, you need to use an email provider that is connected to Zapier, such as Microsoft
Outlook or Gmail. To create a new Contact in DASH, you will need to use a relevant app that is also connected to
Zapier such as Pipedrive or Hubspot or other CRM application.

Note: Each app may have different behaviors depending on how they integrate with Zapier.

PAGE | 2


http://www.zapier.com/
https://zapier.com/apps/roar-software/integrations

2.1 Save Incoming Emails to DASH File Notes

This Zap will help you to save emails received from your clients in your inbox into DASH File Notes automatically.
Zapier will use your client’s incoming email address to match with the email address in DASH’s Contact list.

For example, there is a contact in DASH named “John Smith” with default email address “john.smith@gmail.com”.
When John sends an email to your Outlook account, Zapier will look for John’s email address in DASH. If Zapier finds
the Contact with the same email address in DASH, it will save the email to John’s File Notes in DASH.

2.1.1 |Initial Setup

Login to your DASH Account.

Login to your email account (we will use Microsoft Outlook as an example here).

Login to Zapier - https://zapier.com/, If you don’t have an account already, you will need to create one.

Have a Contact or client in DASH with a valid email address. In this example, the Contact name is “John Smith”
with an email address of “john.smith@gmail.com”.

il

Note: This connection with Zapier is only mapped to the email address in DASH marked as default. If there is
only one email address in DASH, it will automatically be marked as Default.

[ ]
a
. Mr John Bew Smith (John) J
== J
Learning about Financial Planning

2
'Y
Q 2 Owners <+

-
i @ JakeLin €
2\
() ® Category <+
‘ (Jake Category }D < Super ) (\\muramre >/
oo

a2 Referrer Jake

1)

il Date Of Birth 20/06/1990

1 Y
Q I

Gender  Male @

¥ Email <4

home john.smith@gmail.com ©@

work jake.test@roarsoftware.com.au
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2.1.2 Creating a Zap

You will only need to follow the steps below to create the action or Zap once for each application.

1. After logging into Zapier, click “Create Zap” on the Zapier Dashboard.

L
= zapier

83 Dashboard
Create your own workflow
o Zaps Know exactly what you want to build? Select the apps you want to connect
e Transfers Connect this app... with this one!
= 0 Q search for an app Q search for an ap)
y Apps

Zap History

Recommended workflows for you

@

Explore

[J7 AddMicrosoft Outlook events from new Google Calendar events
@ Gethep Google Calendar + Microsoft Outiook

2. Name your action or Zap and Choose the trigger app as Microsoft Outlook.

< 3£  Save Incoming Outlook Emails to ROAR File Notes

| @ | }:rieeer e

| Atrigger is an event that starts your Zap

TJ App Event

Schedule
Start the Zap when something happens in an app U] Comtne 2ap every day. hour
Q S—— o or a custom interval
) o hams
W) Gmail Ak Slack ) fi-sxmccp,w'cnm- RSS
feed updates
Ml Google Calendar @ mailchimp
W Twitter [ Treno
& Google Drive 5 HubSpot A Webhook
L) Start the Zap when anather
app sends a webhaok
3. Choose the Trigger Event as New Email.
Trigger
1. New Email in Microsoft Outlook °
Choose app & event
ﬂﬁ Microsoft Outlook Change
Trigger Event (required)
New Email =

This is what starts the Zap,
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4. Sign into your Microsoft Account and click Continue.

Trigger
aﬂ 1. New Email in Microsoft Outlook °
~ Choose app & event o

Choose account

IMicrosoft Outlook account: (required) Manage connected account:
@ Microsoft Outlook jake.lin@roarsoftware.com.au s

@ Microsoft Outlook is a secure partner with Zapler. Your credentials are encrypted & can be removed at any time.

5. Click “Test Trigger” to confirm it is the right account.

Test trigger

2 %

Test your trigger
We'll find a recent email in your Microsoft Outlook account
& Microsoft Outlook jake.lin@roarsoftware.com.au to confirm that the right account is

connected and your trigger is set up correctly.

Test trigger

6. Ifitis successful, you will get a message “We found an email” and click “Continue”.
Note: Zapier will automatically choose the newest email in your inbox. If you have an email sent by your client
recently, you can choose it by clicking the drop-down button. If not, you can go with the default email.

Test trigger

el We found an email!
&': This email was found in your @& Microsoft Outlook jake.lin@roarsoftware.com.au account. Learn more about
test data.

ﬂ?l Email €

Search...

4

id: AAMKAGEZNzkxNWEzLWMzOTMtNDZKOCO4ZTYALTRJMmMwNmMIWNTEXZQBGAAAAAACPEM|VZqBARG7YE =
createdDateTime: 2022-01-05T23:21:08Z

lastModifiedDateTime: 2022-01-05T23:21:09Z

changeKey: CQAAABYAAAAvgym3VReCR7+WkIMOacrSAACGVhbx

categories:

receivedDateTime: 2022-01-05723:21:087

sentDateTime: 2022-01-05T23:20:51Z

hasAttachments: false

internetMessageld: <CAG0dC=tq7DfcPgOB3u=pPQ2iSC170dsApOKHvy6QXK3V|SETgQ@mail.gmail.com>
subject: This is a Zapier Test
bodyPreview: HiJake,

This is a Zapier Testing for capturing incoming outlook emails to File Notes.
Kind Regards,
Jake

importance: normal

parentFolderid: AQMKAGEZNzkxNWEzLWMzOTMtNDZKkOCO4ZTYALTRjMmMwNmMIWNTEXAGUALEAAA4BQwWI +

4 3
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7. Inchoose the Action App, please search for “DASH Software” and select it.

An action is an event a Zap performs after it starts

“' EI 2. Action

Learn more

App Event
Do something in an app

Q roar

L. ROAR Software (500

€ Jira Software Cloud

# Productboard

€ Jira Software Server

D Microsoft Dynamics 365 CRM

@ PracticePanther Legal Software

(=]

(<]

[>4]

Path
Build different steps for
different rules

Filter
Only proceed when a
condition is met

Format

Change how incoming data is
formatted

Delay
Pause actions for a certain
amount of time

8. Choose “Create File Note” as an Action Event and click “Continue”.

Action
C“ 2. Create File Note in ROAR Software

Choose app & event

L. ROARSoftware [0

Change

Action Event

Create File Note

This is performed when the Zap runs

(required)

-
-

9. Click “Sign into DASH Software” and click “Continue”.

Note: If you have more than one DASH Group, please make sure that you select the right group.

. Action
L“ 2. Create File Note in ROAR Software

v Choose app & event

Choose account

Sign in to ROAR Software

B ROAR Software is a secure partner with Zapier. Your credentials are encrypted & can be removed at any time

To continue, finish required fields

PAGE | 6



10. Map the following fields to display in File Notes and click “Continue”.

1.

vk wN

Email => From Email Addresses Address (As we are receiving the email)
Subject => Subject

Comment => Body Content

Categories => File Notes Categories of choice

Attachment => Files

Note: If the email contains more than one attachment, Zapier will save the attachments as a Zip folder in File
Notes.

Set up action

Email (required)

[ 1. From Email Address Address:

Subject (required)
@2 1. Subject: This is a Zapier Test @
Comment (required)

@ 1. Body Content: <html><head>
<...></body></html>

Categories
L. Zapier Category s X
&+ Choose value... &
Attachment
@ 1. Files: No data X

Enter text or insert data...

C Refresh fields

11. Click “Test & Continue”.

Test action

Skip Test

Send File Note to ROAR Software
* > &L y

o0 test ROAR Software, we need eate a new file note. This is what will be created

Search file note data...

Email:

Subject: SubjThis is a Zapier Test

Comment: <html><head>
<meta http-equiv="Content-Type" content="text/html; charset=utf-8"></head><body><div
dir="Itr">Hi Jake,<br><div><br></div><div>This is a Zapier Testing for capturing incoming outlook
emails to File Notes.</div><div><br></div><div>Kind Regards,</div><div>Jake</div></div></body>
</html>

Categories:

1: Zapier Category

Attachment:
Test & Review Test & Continue

1: Filefiles
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12. If the test gets “Email not found” error, it is because the email in Step 6 is not from your DASH’s Contact. In this
case, you can check “Skip Test” as it is not required to pass the test.

~ Test action (error) o

# 5 L Resend File Note to ROAR Software

To test ROAR Software, we need to create a new file note. This is what will be created:

A The file note could not be sent to ROAR Software.

Email not found. Troubleshoot error

Search file note data...

Email:

Subject:
Comment: <html><head>
<meta http-equiv="Content-Type" content="text/html; charset=utf-8"><meta name="viewport"
content="width=device-width, initial-scale=1"></head><body bgcolor="#ffffff" style="margin:0;
padding:0"><style type="text/css" id="ignore">
<l
@font-face
{font-family:"Segoe UI";
font-weight:100;
font-style:normal}
@font-face
{font-family:"Segoe UI";
font-weight:300;
font-style:normal}
@font-face

ffont-familv"Sesoe (11"

Retest & Review Retest & Continue

13. Click “Turn on Zap” whether the test was successful or skipped.

|~ Test action (skipped)
Test action

Send File Note to ROAR Software
E AVl A Test was successfull B > L) T ronn Somare, e reet 1 crea new fle note. This is what will be created:
& | we'll use this as a sample for setting up the rest of your Zag

' o Testing for this step was skipped. Try again anytime

' 0 A file note was sent to ROAR Software about 39 seconds ago.

Search file note data...

Search file note data... Email:

N Subject:

filaNotes: Comment: <htmi><head>

1 <meta http-equiv="Content-Type" content="text/html; charset=utf-8"><meta name="viewport"
id: f9cec3f-0c9e-45f4-8680-19c52a34f575 content="width=device-width, initial-scale=1"></head><body bgcolar="#ffffff" style="margin:0;
subject: Thisis a Zapier Test padding:0"><style type="text/css" id="ignore">
comments: -
1 @font-face
id: 75b48187-fd92-4c5d-b2d6-8fad6087hbed {font-family:"Segoe UI";

font-weight:100,
font-style:normal}

value: <html><head>

<meta http-equiv="Content-Type" content="text/html; charset=utf-8"></head><body><div :
@font-face

dir="ltr">Hi Jake, <br><div><br></div><div>This is a Zapier Testing for capturing incoming i .
{font-family:="Segoe UI";

outlook emails to File Notes.</div><div><br></div><div>Kind Regards, </div><div>fake</div> font-weight-300:

<ldiv></body=></html> font-style:normal}
@font-face
{fanr-familr"Seone 111" -
Retest action Turn on Zap
Testaction
Successful Skipped
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14. If the test was successful, please go to DASH to check File Notes against the Contact. Click “Refresh” button if
the email is not there.

Note: Sometimes it could take up to 15 minutes to see it in the File Notes depending on your Zapier subscription
level.

File Notes

Q

J Jake Lin

{: Zapier Category :} + Add Category

This is a Zapier Test
Hi Jake,
This is a Zapier Testing for capturing incoming outlook emails to File Notes.

Kind Regards,
Jake

15. In the Zapier Dashboard, if the Zap is On, Zapier will monitor your Outlook inbox and save emails to your DASH
Contacts’ File Notes accordingly.

Za Ps Home
Q Filter Zaps D Select Zaps i Delete 2 Move to folder
PRIVATE FOLDERS [_ aﬂ L‘ Save Incoming Outlook Emails to ROAR File Notes On
Owned by Jake L. + Updated January 06, 2022
BB Home o
i Trash 3
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2.2 Save Outgoing Emails to DASH File Notes

This Zap will help you to save emails you send to your clients from your email account into DASH File Notes
automatically.

Gmail Limitation

Due to Google’s security protocols, users with Personal Gmail Accounts (which end in @gmail.com or
@googlemail.com) won’t be able to setup this Zap. However, users with Business Gmail Accounts (which end in
@businessdoman) can use this integration without any limitations.

Outlook Limitation

With the Microsoft accounts, due to authentication issue, users with Business Microsoft Accounts (which ends in
@businessdomain) won’t be able to setup up this Zap. However, users with Personal Microsoft Accounts (which
usually ends in @hotmail.com) can use this integration without any limitation. So, this is the opposite to Gmail
accounts.

The workaround provided by Zapier support is to use “Email by Zapier” as a Trigger App instead of using Gmail or
Microsoft Outlook. Please see the section “2.3 Using “Email by Zapier” to Save Outgoing Emails to DASH File
Notes”. The following section is step by step guide to using Gmail as a Trigger App.

2.2.1 |Initial Setup

Login to your DASH Account.

Login to your email account (we will use Gmail as an example here).

Login to Zapier - https://zapier.com/. If you don’t have an account already, you will need to create one.

Have a Contact or client in DASH with a valid email address. In this example, the Contact name is “John Smith”

PN PR

with an email address of “john.smith@gmail.com”.
Note: This connection with Zapier is only mapped to the email address in DASH marked as default. If there is
only one email address in DASH, it will automatically be marked as Default.

°
-
Mr John Bew Smith (John)
= J
Learning about Financial Planning
<
o
Q & Owners +
] @ Jake Lin €
a
A © Category +
-» Jake Category @) (_ supe
B
&2 Referrer  Jake
- i Date OfBirth  20/06/1990
&
[} 93 Gender  Male Jm
B = Email +
B fiome) john.smith@gmail.com ©

work: jake.test@roarsoftware.com.au
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5. Important: You need to cc yourself in emails sent to clients if you wish the email to be saved to DASH File Notes.
This is because Zapier monitors your inbox (incoming emails) only and cc’ing yourself will ensure a copy of this
email is received in your inbox.

Draft saved

To john.smith@gmail.com X Client Email
Ce | Jake (gmail.com) X Your Email fee

This is a test for outgoing email

Hi

This is a test for outgoing emails with attachments

Kind Regards,
Jake
©
Empty Document.pdf (26K) x
shadowimage.jpg (5K) X

2.2.2 Creating a Zap

You will only need to follow the steps below to create the action or Zap once for each application.

1. After logging into Zapier, click “Create Zap” on the Zapier Dashboard.

4& Welcome to Zapier!

8BS Dashboard

Create your own workflow

Zaps
o P Know exactly what you want to build? Select the apps you want to connect
Q Transfers Connect this app... with this one!
Q search for an app Q search for an apj

My Apps

Q Zap History
Recommended workflows for you
@ Explore
Add Microsoft Outlook events from new Google Calendar events

0 Get Help m m Google Calendar + Microsoft Outiook
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2. Name your action or Zap and Choose the trigger app as Gmail.

< 3¢ |/ Save Outgoing Gmails to ROAR File Notesl

‘6 1. Trigger

| Atrigger is an event that starts your Zap

App Event

Q Search apps...

Start the Zap when something happens in an app

P Gmail J\h‘ azi Microsoft Outlook
[ Google Sheets 5% Slack
El Google Calendar @ Mailchimp
W Twitter m Trello
&, Google Drive ‘b HubSpot
3. Choose the Trigger Event as New Email.
o Trigger
M 1. New Email in Gmail °
A Choose app & event [
b
M Gmail Change
Trigger Event {required)
New Email -

This is what starts the Zap.

Continue

4. Sign into your Google Account and click Continue.

Q Trigger
M 1. New Email il%ﬂmail

v Choose app & event

#  Choose account

Gmail account: (required)
M Gmail s gy -2 g

@ Gmail is a secure partner with Zapier. Your credentials are encrypted & can be removed at any time

Manage connected accounts

-
v
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5. Set up trigger will be “Inbox and All Labels” by default.

~  Set up trigger ]

Label/Mailbox

M Inbox and All Labels

4

(Note: if no Label/Mailbox is selected, this Zap will trigger on all e-mails, including Drafts.)

 Refresh fields

RS
6. Click “Test Trigger” to confirm it is the right account.
M - 3¢
Test your trigger
We'll find a recent email in your Gmail account s Gmail to confirm

that the right account is connected and your trigger is set up correctly.

Test trigger

7. Ifitis successful, you will get a message “We found an email” and click “Continue”.
Note: Zapier will automatically choose the newest email in your inbox. If you have an email sent by your client
recently, you can choose it by clicking the drop-down button. If not, you can go with the default email.

A Test trigger [

e We found an email!
\\*': This email was found in your| pa Gmail account. Learn more about test data.

a“

P Email H

Search...

raw: .
id: 17e55b1bb8c5c1ab
threadlid: 17e55b15c980642a
labellds:
1L SENT
2: INBOX
snippet: Hi, This is a test for outgoing email with attachments. Kind Regards, Jake

payload:

mimeType: multipart/mixed

filename:

headers:
MIME-Version: 1.0
Date: Fri, 14 Jan 2022 10:06:57 +1100
Bcc: Jake < >

Message-1D: <CAGOdC=tqvVkk|Dpntob7sdB_yHPOR4-Q3XiV3n+DokypUuOBFA@mail.gmail.com> =
4 3
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8. Inthe screen to choose the Action App, please search for “DASH Software” and select it.

An action is an event a Zap performs after it starts

‘ o I 2. Action Learn more

Path
Build different steps for
different rules

(=]

App Event
Do something in an app

Q roArR [x]

Filter
Only proceed when a
condition is met

(<]

L. ROAR Software (500

€ Jira Software Cloud

# Productboard Format

Change how incoming data is
€ Jira Software Server formatted
D Microsoft Dynamics 365 CRM

Delay

[>4]

@ PracticePanther Legal Software - Pause actions for a certain

amount of time

9. Choose “Create File Note” as an Action Event and click “Continue”.

Action
C“ 2. Create File Note in ROAR Software °

Choose app & event

L. ROARSoftware [0 Change

Action Event (required)

Create File Note S

This is performed when the Zap runs

10. Click “Sign into DASH Software” and click “Continue”.

Note: If you have more than one DASH Group, please make sure that you select the right group.

. Action
L“ 2. Create File Note in ROAR Software o
v Choose app & event ]

Choose account

Sign in to ROAR Software

B ROAR Software is a secure partner with Zapier. Your credentials are encrypted & can be removed at any time

To continue, finish required fields

PAGE | 14



11. Map the following fields to display in File Notes and click “Continue”.

1.
2.
3.
4.
5.

Email => To Emails (As we are sending)
Subject => Subject

Comment => Body HTML

Categories => File Notes Categories of choice
Attachment => All Attachments

Note: If the email contains more than one attachment, Zapier will save the attachments as a Zip folder in File
Notes.

Set up action

Email

M 1. To Emails: john.smith@gmail.com Client's Email Address

ROAR will lookup contact using this email address and create file note against matching contact(s).

Subject

M 1. Subject: This is a test...outgoing email

Comment

M 1. Body HTML: <div dir="Itr">...e</div></div>

Categories

L. Zapier Category
L_ Choose value...

Attachment

M 1. All Attachments: (Exists but not shown)

Enter text or insert data...

C Refresh fields

L 13

4

(required)

(required)

(required)

Continue

12. Click “Test & Continue”.

Test action Skip Test

* 5 L‘ Send Fil\e Note to ROARZ Softwarleu

Search file note data...

Email:

Subject: This is a test for outgoing email

Comment: <div dir="ltr"><span style="color:rgb(103,106,108);font-family:&quot;open
sans&quot;,&quot;Helvetica Neue&quot;, Helvetica Arial sans-serif;font-size:13px">Hi, </span>
<div style="box-sizing:border-box;color:rgb(103,106,108);font-family:&quot;open
sans&quot; &quot;Helvetica Neue&quot; Helvetica Arial sans-serif;font-size:1 3px"><br
style="hox-sizing:border-box"></div><div style="hox-sizing:border-
box;colorrgb(103,106,108);font-family:&quot;open sans&quot;, &quot;Helvetica
Neue&quot; Helvetica Arial, sans-serif;font-size:13px">This is a test for outgoing emails with
attachments. <br style="box-sizing:border-box"></div><div style="box-sizing:border-

box;color:rgb(103,106,108);font-family:&quot;open sans&quot;, &quot;Helvetica

vetica, Arial sans-serif:font-size:1 3px"><br style="box-sizing:border-box"></div>
<div style="box-sizing:border-box:color:ry

3,106,108):font-family:&quot:open

sans&quot;, &quot;Helvetica Neue&quot;,Helvetica Arial sa

serif:font-size:13px">Kind Regards,
</div><div style="box-sizing:border-box;color:rgh{103,106,108);font-family:&quot;open

sans&quot; &quot:Helvetica Neue&quot;, Helvetica Arial sans-serif:font-size:13px">Jake</div> =
« »

Test & Review Test & Continue
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13. If the test gets “Email not found” error, it is because the email in Step 7 is not from your DASH’s Contact. In this
case, you can check “Skip Test” as it is not required to pass the test.

- Test action (error)

%¥* > L

Resend File Note to ROAR Software

To test ROAR Software, we need to create a new file note. This is what will be created:

o

A The file note could not be sent to ROAR Software.

Email not found.

Troubleshoot error

Search file note data...

Email:
Subject:
Comment: <html><head>

<meta http-equiv="Content-Type" content="text/html; charset=utf-8"><meta name="viewport"
content="width=device-width, initial-scale=1"></head><body bgcolor="#ffffff" style="margin:0;

padding:0"><style type="text/css" id="ignore">
<l--

@font-face
{font-family:"Segoe UI";
font-weight:100;
font-style:normal}
@font-face
{font-family:"Segoe UI";
font-weight:300;
font-style:normal}
@font-face

{font-familv"Seene LM

Retest & Review

Retest & Continue

14. Click “Turn on Zap” whether the test was successful or skipped.

Test action

Test was successful!
#*® v L e

2 sample for setting up the rest of your Zaf

l 0 A file note was sent to ROAR Software about 39 seconds ago.

Search file note data...

fileNotes:
1
id: f9cec3f-0c9e-45f4-8680-19¢52a34f575
subject: This is & Zapler Test
comments:
1
id: 75b48187-fd92-4c5d-b2d6-8fa86087bbed
value: <html><head>
<meta http-equiv="Content-Type" content="text/html; charset=utf-8"></head><body><div
dir="Itr">Hi Jake, <br><div><br></div><div>This is a Zapier Testing for capturing incoming
outlook emails to File Notes.</div><div><br></div><div>Kind Regards,</div><div>Jake</div>

[~ Test action (skipped)

%* s L 1}&:@ Eile Note to ROA:R Softwalie.

l o Testing for this step was skipped. Try again anytime

Retest action

</div></body></htm>
|

Successful

Search file note data...

Email:
Subject:
Comment: <htrml><head>
<meta http-equiv="Content-Type" content="text/html; charset=utf-8"><meta name="viewport"
content="width=device-width, initial-scale=1"></head><body bgcolor="#ffffff" style="margin:0;
padding:0"><style type="text/css" id="ignore">
@font-face
{font-family:"Segoe UI";
font-weight:100;
font-style:normal}
@font-face
{font-family:"Segoe UI";
font-weight:300;
font-style:normal}
@font-face

ant-familv"Seane 11"

Test action

|

Skipped

PAGE | 16



15. If the test was successful, please go to DASH to check File Notes against the Contact. Click “Refresh” button if
the email is not there.
Note: Sometimes it could take up to 15 minutes to see it in the File Notes depending on your Zapier subscription
level.

File Notes

Q

J Jake Lin

‘.'. Zapier Category <+ Add Category

This is a test for outgoing email
Hi,
This is a test for outgoing emails with attachments.

Kind Regards,
Jake

& 1 attachments

B Empty Document.pdf whiteimage.jpg shadowimagg.jpg.zip

Note: Attachments with more than one file will store as zip file in File Notes.

16. In the Zapier Dashboard, if the Zap is On, Zapier will monitor your inbox and save emails to your DASH Contacts’
File Notes accordingly.
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2.3 Using “Email by Zapier” to Save Outgoing Emails to DASH File Notes

If you are using Microsoft Business Account and Personal Gmail Account, you will have to use “Email by Zapier” as a
Trigger App instead of Microsoft Outlook and Gmail. To save an email sent to a client in DASH File Notes, you will
need to cc your Zapier email to the email being sent.

2.3.1 Trigger App Set up

1. Please select “Email by Zapier” as the Trigger app and “New Inbound Email” as the trigger event.

o Trigger
7 1. New Inbound Email °
~ Choose app & event <o
"_ Email by Zapier Change
Trigger Event (required)
New Inbound Email =
This is what starts the Zap.

2. Atthis step, you will need to create a Zapier email address. Therefore, please enter a name for this Zapier email
address and copy this email address for future use.

Trigger
1. New Inbound Email ®

v Choose app & event ]

Set up trigger

Email Address (required)

jakelin Axrl22@zapiermail.com Copy
Customize the private email address associated with your mailbox. Be sure to use lowercase and numbers only. Just

forward emails to this address to trigger this Zap. Want to receive to your own email address? Try Mailgun, IMAP, Mandrill, or
Gmail instead.

(@ Refresh fields
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3. Send a test email from your actual email address and cc your newly created Zapier email address from step 2.
We suggest you create a test Contact in DASH to test this.

Format Insert Draw Options

B I U 2 A ~

v Heading 1

From: jake.lin@roarsoftware.com.au

To: john.smith@gmail.com; | ROAR Contact |
Cc: jakelin4xrl22 @zapiermail.com; | Zapier Email |
Bec

Email By Zapier Test
Hi John,
This is the test of Email By Zapier.

Kind Regards,
Jake

4. After sending the email, please click “Test trigger”.

Test trigger

We couldn’t find a request

Create a new request in your Email by Zapier account and test your trigger again

Skip test

5. You should receive “We found a request” message and click “Continue”.

A Test trigger ]

id We found a request!
\\‘—’: This request was sent to jakelin.47ffli@zapiermail.com. Learn more about test data

7| Request A

Search...

raw_Accept_Language: en-AU, en-US
raw_Arc_Authentication_Results: i=1; mx.microsoft.com 1; spf=pass
smtp.mailfrom=roarsoftware.com.au; dmarc=pass action=none -+
header.from=roarsoftware.com.au; dkim=pass
header.d=roarsoftware.com.au; arc=none
raw_Arc_Message_Signature: i=1; a=rsa-sha256; c=relaxed/relaxed; d=microsoft.com; s=arcselector9901;
h=From:Date:Subject:Message-ID:Content-Type:MIME-Version:X-MS-
Exchange-AntiSpam-MessageData-ChunkCount:X-MS-Exchange-AntiSpam-
MessageData-0:X-MS-Exchange-AntiSpam-MessageData-1;
bh=Sc4B+1vxGPvuowWGfTILZiLzygA/1Z1LbqP4pbyVewQ=;
b=RIufiNOAJNBVIEG8ApPVPXtI6EPMI1ZHaj6eDBX4Akqbved3|LpZvOD6F4FOXN
PjOrUjwUj3DRjiwf/iks3C4Wq/C8sBdPEAOKKIgYe0ZbDckgdpBsT7V2d+3d6V3
K/DpyjajtyTFOLfHIcbtPiRgxAnShdR3BDESHN/Y4jtwhFidSzjypCxNRRAqTSQWF
YXSfdsDPozQQ7SXBWIOCSSEYnNwxUIrwqVZXwngcqWcP7NvLD24eqlLZm86
1ahMnlF2vGCvHhOERSyUnCpbHLBGQ26c82Dvk65tZjOiHUbB4RANjFWGiclcS
A/pdClITbKvpoCgXhFi4hWEDVt5LaO0xcmw== -
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2.3.2 Action App Set up

1. Choose Action app as “DASH Software” and Action Event as “Create File Note”.

2. Choose Your DASH Account.

3. Set up action by mapping the following fields to display in File Notes and click “Continue”.
1. Email => Raw To Email

Subject => Subject

Comment => Body HTML

Categories => File Notes Categories of choice

Attachment => Attachment

vk wN

Set up action

Email (required)

"=/ 1.Raw To Email:[ __john.smith@gmail.com | @

ROAR will lookup contact using this email address and create file note against matching contact(s).

Subject (required)
[~]1. Subject: Email By Zapier Test @
Comment (required)

(=] 1. Body HTML: <html xmlins:o="...ody>

</html>
Categories
L. Zapier Category = X
L. | Choose value... =
Attachment
[=]1. Attachment: No data X

Enter text or insert data...

C Refresh fields
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4. Test the action and you should get “Test was successful” message. Please click “Turn on Zap” and you will
receive an email to your account for validation. Please confirm the email and turn on the Zap again.

Test action

|
'):9 v L‘ Test was successful!

We'll use this as a sample for getting up the rest of your Zap

A file note was sent to ROAR Software about 29 seconds ago.

Search file note data...

fileNotes: -
1
id: 0a00184f-e61c-4fbd-a9ee-83a2a3ecdfc8
subject: Email By Zapier Test
comments:
1:
id: 61afdb4d-dc97-4b62-b034-7f64a49929ca
value: <html xmlns:o="urn:schemas-microsoft-com:office:office" xmlns:w="urn:schemas-
microsoft-com:office:word"
xmins:m="http://schemas.microsoft.com/office/2004/12/omml"
xmins="http://www.w3.org/TR/REC-htmI40">
<head>
<meta http-equiv="Content-Type" content="text/html; charset=us-ascii">
<meta name="Generator" content="Microsoft Word 15 (filtered medium)">
<style><!--
/* Font Definitions */

@font-fare e

5. Please go to DASH to check File Notes against the Contact. Click “Refresh” button if the email is not there.

-

[:\ Zapier Category :] + Add Category

Email By Zapier Test

Hi John,
This is the test of Email by Zapier.

Kind Regards,
lake

LN
0]
m
™
L
i

6. When the Zap is on, you can save your outgoing emails to DASH File Notes by cc’ing your custom Zapier Email
address.
Note: This will work with any types of Microsoft or Google Accounts — personal or business accounts.
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2.4 Create New Contacts in DASH

This Zap will allow you to create new contacts from another application in DASH. For demonstration purposes here,
we will be creating Contacts in DASH from Microsoft Outlook.

2.4.1 Initial Setup
1. Loginto DASH Account.

2. Login to Microsoft Outlook account and go to “Switch to People” App.
3. Login to Zapier - https://zapier.com/.

2.4.2 Creating a Zap
1. Click “Create Zap” in the Zapier Dashboard.

2. Please “Name the Zap” and Choose the Trigger App as “Microsoft Outlook”.
3. Please choose the Trigger Event as “New Contact” and click “Continue”.

Trigger
ﬂz 1. New Contact in Microsoft Outlook ®

Choose app & event

ﬂ@ Microsoft Qutlook Change
Trigger Event (required)
New Contact =

This is what starts the Zap.

4. Please choose your “Outlook Account” and click “Continue”.

5. We do not need to set up trigger as it is creating a new Contact. Please click “Continue”.

Set up trigger

Contact Folder

BE choose value... 5

To trigger only on new contacts in a certain folder, select a folder here. If empty, we will trigger on new contacts in the
default Contacts folder.

C Refresh fields
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6. Please choose a Contact and click “Continue”.

Test trigger

i We found a contact!
\\*—: This contact was found in youry @ Microsoft Outlook jake.lin@roarsoftware.com.au account. Learn more

about test data.

aﬁ Contact D

Search...

4

id: AAMKAGE2NZzkxNWEzLWMzOTMENDZKOCO4ZTYALTRIMmMMwNmMIWNTEXZQBGAAAAAACPEM|VZgBARG7YS =
createdDateTime: 2022-01-07T705:42:15Z

lastModifiedDateTime: 2022-01-07T05:42:15Z

changeKey: EQAAABYAAAAVgYM3VReCR7+WkSMOacrSAACHU7om

categories:

parentFolderld: AQMKAGE2NzkxNWEzLWMzOTMINDZKOCO4ZTYALTRIMmMwNmMIWNTEXAGUALgAAA48Qw
birthday: 1990-01-01711:59:00Z

TIIeAS:

displayName: Joe Smith
givenName: Joe
middleName:
nickName:

surname: Smith

title:

yomiGivenName: -
< ’

7. Please choose “DASH Software” as the Action App and “Create Contact” as an Action Event. Click “Continue”.

. Action
L“ 2. Create Contact in ROAR Software L

Choose app & event

L. ROAR Software [[50) Change
Action Event (required)
[ Create Contact — ]

This is performed when the Zap runs.
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8.

)

Please choose your “DASH Account” and set up the action by mapping the fields as below and click “Continue”.
Note: Mapping the fields depends on the inputs you entered when creating Contacts. For example, if you
entered work address instead of home address, you would have to map with the work address.

Title => Title

First Name => Given Name

Last Name => Surname

Date of Birth => Birthday

Email => Email Addresses Address

Phone => Mobile Phone

Street => Home Address Street

Suburb => Home Address City

State => Home Address State
. Postcode => Home Address Postal Code

W N R WNE

[
= O

. Country => Home Address Country Or Region
. Categories => DASH Categories of your choice (This will be the default for all the future contacts)

[N
w N

. Referrer => Text of your choice (This will be the default for all the future contacts)

=
S

. About => Text of your choice (This will be the default for all the future contacts)

Contact

Title

@ 1. Title: Mrs S

First Name required

@ 1. Given Name: Jake

Last Name required

@ 1. Surname: Testing

Date of Birth

@ 1. Birthday: 2022-01-07T711:59:00Z

Email

@ 1. Email Addresses Address: personal@gmail.... work@gmail.com

Phone

@ 1. Mobile Phone: 04215421452

Street

@ 1. Home Address Street: 12 Grazier Road

Suburb

@ 1. Home Address City: Rouse Hll|

State

@ 1. Home Address State: NSW

Postcode

@ 1. Home Address Postal Code: 2155

Country

@9 1. Home Address Country Or Region: Australia

Categories

L. Jake Category H

Referrer

Jake

About

This is a contact from Zapier
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9. Please test the action by clicking “Test & Continue”.

Test action Skip Test

* N L. Send Contact to ROAR Software

To test ROAR Software, we need to create a new contact. This is what will be created:

Search contact data...

Title: Mr

First Name: Joe

Last Name: Smith

Date of Birth: 1990-01-01711:59:00Z
Email: joe.sm\th@roarsoftware.(om.au
Phone: 0421 545 269

Street: 12 Rose Street

Suburb: Newtown

State: NSW

Postcode: 2042

Country: Australia

Categories: Jake Category

Referrer: Jake

About: This is a contact from Zapier

Test & Review Test & Continue

10. If the test was successful, please click “Turn on Zap”.

Test action

. I
_* v L- Test was successful!

We'll use this as a sample for setting up the rest of your Zap.

l @ A contact was sent to ROAR Software about 29 seconds ago.

Search contact data...

id: 8e29e5eb-75¢2-4a60-a7c1-57331efdfdaf
first_name: Joe

last_name: Smith

email: joe.smith@roarsoftware.com.au

11. Please go to Contacts in DASH to check if the Contact has been created.

Joe Smith
This is a contact from Zapier
& Owners <+ © Category +
(_ Jake )
&2 Referrer  Jake Email 4+
4 Date Of Birth  01/01/1990 Home) joe.smith@roarsoftware.comau €
97 Gender o Phone +
home
Q Address +
home 12 Rose Street Newtown NSW 2042 Australia @
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2.5 Saving “Fireflies.ai” transcription to DASH File Notes

2.5.1 Initial Setup

1. Create a new “Fireflies.ai” account if you don’t have one at https://fireflies.ai/.

Login to your DASH Account.

3. Have a Contact in DASH with a valid email address. In this example, the Contact name is “John Smith” with an

email address of “ethan.chen@dash.com.au”.

4. The meeting with ethan.chen@dash.com.au will be saved to the Contact’s File Note in DASH.

Note: The connection with Zapier is only mapped to the default email address. If there is only one email address

in DASH, it will automatically be marked as Default.

A Dashboard

E Summary Al Information

J

B8 Documents v Mr John Smith
(Johnny)
2. Agreements v Catego
Y= Tasks v Couple @  Jake @
@ Quest mv Date of Birt Gende
09/08/1988 (Age 35) Male
! Store v |
Fkk dokk 89
¢ Settings v eferre
ethan.chen@dash.com.au

others

t_ 20735535
mobile

# 31 Saved Draft Street 2 Test Karara NSW 2000 Australia
home

Show more

o~ Relationships

Y= Tasks

L3

7/

+ Add category

+ Add contact method
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2.5.2 Creating Zap

1. Login to Zapier - https://zapier.com/. If you don’t have an account already, you will need to create one.

2. Create new Zap.
3. Choose “Fireflies.ai” as the Trigger App. The Event for the App is “New Meeting”.

¥ 1. New Meeting in Fireflies.ai

App & event

App

Event

Fireflies.ai jake.lin@dash.com.au account

- jake.lin@dash.com.au account

@ 1. New Meeting in Fireflies.ai £

Step details

L. 2. Create File Note in ROAR P
Software Transcript Format

Include Speaker Names

¥ Fireflies.ai

New Meeting

®

Show all fields

pdf

true

4. Connect your “Fireflies.ai” account in Zapier by entering APl Key and Email. The API key can be found in Settings
-> API Key. The email address is the email address that you create your “Fireflies.ai” account.

Apps e Developer Settings

Topic Tracker Developer Settings

Analytics API Key
Realtime Settings

and extract actionable data. Learn More

Easily integrate Fireflies with your Dialer, Calling, or other conference software. Process audio, generate transcripts,

2 Team
Account Settings
7 Upgrade 3b7471b9-520c-48da-9518-abc8b1398c0d Ii Reset
Settings
Team Settings >
) Platform Rules Webhook URL
e Refer and Earn §5 m 3 Endpoint that would be notified when an event is triggered in Fireflies.

Refer and get $56

Allow Zapier to access your
Fireflies.ai Account?

API Key (required)

You can find your API key details here.

Email (required)

Please see this link on how to Integrate with Fireflies.ai and Make a Zap.

Cancel
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5. Choose “ROAR Software” now known as “DASH” as Action App. The Event for the App is “Create File Note”.

L. 2.Create File Note in ROAR Software X
App & event
App L. ROAR Software ‘
Event Create File Note

ROAR Software - Jake Lin (DASH (Internal Test)) @
- Jake Lin (DASH (Internal Test))

6. Loginto your “DASH” account to connect with Zapier.

7. Inthe Action, please map the following fields

1.

vk wnwN

Email => Attendee Email

Subject => Title

Comment => Short Summary (Can choose other fields, depending on your needs)
Category => File Note Category (Can leave it blank)

Attachment => Transcript File Url

* Email (required)

I 1. Attendee Email Names Email: pthan.chen@dash... ‘ X ‘
mn@aasn.com.au

Enter text or insert data...

ROAR will lookup contact using this email address and create file... ~More

* Subject (required)

[ ¥ 1. Title: Hreflies Testing }

* Comment (required)

Meeting Description;‘[ i 1. Short Summary: qul>Jake Lin, <fu|>}
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Categories

Zapier Category C H X ‘
‘ Choose value... 9 ‘
Attachment
‘ [ « 1. Transcript File Url: Iuttps:ﬁdownloa.,,esTestingst.pdf] H X ‘

‘ Enter text or insert data... ‘

8. Once the Zap is published and turned on, any meetings with the clients whose email address is in the meeting
attendee will automatically save to the contact’s File Note. For example, the below transcript is from the
meeting with ethan.chen@dash.com.au, and it is saved to the Contact’s file note.

-J Jake Lin

@ Add Category

Fireflies Testing

Meeting Description:
Jake Lin,

® 1 attachments

B 70Fsng12MZisB1Zv-Timestamp-Speakers-FirefliesTestingst.pdf

9. Please note that you will have to turn on the toggle in “fireflies.ai” for the Al to join the meeting and take notes.

E) Upcoming Meetings - 3 +
Tomorrow, Apr23 2 Join All
11:00 AM a
Global Data Warehouse Catch Up

@ EN-
01:30 PM
Client Services Team Stand-up
@ EN-
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3 Zapier Tips and Tricks
3.1 Checking Zap History

You can click “Zap History” on the right side of your Zap dashboard to see the number of Zap runs.

Q '\I[]j—'.‘l'
m 1. New Email in Microsoft Outlook
I
+
l
° Actior _
L‘ 2. Create File Note in ROAR Software Edit
I
+

e ﬁ!b ®

In the image below, “Success” means Zapier successfully saved the email to the DASH File Notes while “Stopped”
means Zapier couldn’t find the incoming email address in the DASH Contact. So, the email was skipped (not error).

zap history Q Search Zap history

E Date range o Zaps 555 Apps BB rolders (:)
Date range: 12/12/2021 - 01/10/2022 Zap: Save Incoming Outlook E... @ Clear all
Task usage Zap runs
0O &  Alstatuses ¢ autoreray (@ off
O 0 Stopped m _)* Save Incoming Outlook Emails in File Notes 0 @ 5
Haited Jan 05, 2022 15:47:07 TASKS
O aa _):% Save Incoming Outlook Emails in File Notes 1 @
Success >
Jan 05, 2022 14:30:08 TASK
O az _)* Save Incoming Outlook Emails in File Notes 1 @
Success >
Jan 05, 2022 14:30:08 TASK
O 0 Stopped mz -2:6 Save Incoming Outlook Emails in File Notes 0 N
Halted TASKS

Jan 05, 2022 14:14:09
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3.2 Keep track of the Tasks and Zaps

A Task is an action one of your Zaps has successfully completed. For example, if one of your Zaps has successfully
completed an action, it will count it as a task. Zapier doesn’t count test actions (when we create a new Zap) as tasks.

Note: Knowing this is important as it helps you decide which Zapier subscription plan is appropriate to your needs.

EI Free Plan

Tasks 171,000
[

Zaps Unlimited
Monthly usage resets in 4 weeks Manage Plan

Upgrade plan

In the example above, Zapier allows 1000 tasks per month and unlimited Zaps.
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