
 
Automation Tools Checklist 

 
Email automation 
 
Mailchimp is one of the most known email providers, that has free basic account with 
powerful automation features. You can register on https://mailchimp.com/ 
 
❏ In Mailchimp, create a List and get List ID number from Settings > List name 

and defaults 
❏ Create Campaign with at least 3-4 emails providing valuable information 
❏ Link Mailchimp with your contact form using the List ID 
❏ Test if it works properly by submitting form with your email address 

 
Social media automation 
 
Hootsuite will make managing your social media accounts a breeze and it’s free tier 
allows to manage 3 different accounts. You can register on https://hootsuite.com/ 
 
❏ Add your social networks of choice to Hootsuite 
❏ Go to Planner and the tutorial will guide you through setting new post with 

image to be posted on selected day(s) and time(s) 
❏ Install Hootlet addon to your internet browser and browse the web for articles 

related to your posts, then add them to your posts queue 
 
Bookings automation 
 
I found Book Like A Boss to be the most feature rich booking system for the price 
you pay - it’s a great, all round booking system that will save you a lot of time and 
make money too. There is a free “Instant” plan if you don’t need more advanced 
features. You can sign up on https://booklikeaboss.com/ 
 
❏ Customize account with your details, logo, PayPal account 
❏ Link your Google/Apple/other calendar 
❏ Create products/services that clients can book and pay for 
❏ Share booking link with customers in email signature, on website, social 

media, etc. 
 

https://mailchimp.com/
https://hootsuite.com/
https://booklikeaboss.com/


Customer care automation 
 
HubSpot is a brilliant free CRM, which makes organising customer information a 
breeze. It has built in marketing, sales, and customer service tools, and the magic 
happens when they’re all used together. You can register on https://hubspot.com/ 
 
❏ Go through the ‘Get Started’ steps to learn how to make the most of this CRM 
❏ Save all your existing customers data and keep adding the new ones as they 

come in 
❏ You’ll get Marketing Professional trial when you first sign up so make sure you 

try out its features for free as it costs a lot of money once the trial ends! 
 
Workflows automation 
 
Ok, you’re going to love these two services below! 
 
Zapier is the “one ring to rule them all” of automations as it allows to link most of your 
web apps together into workflows called “zaps” and automate them. 
The free account allows up to five 2-step zaps at a time, and three premium levels 
allowing 20 and more multi-step zaps, with top two tiers introducing conditional logic 
- which basically means that different variations in your triggers will cause different 
actions. You can register on https://zapier.com/ 
 
❏ Once registered, you’ll see a list of comonly used zaps, like Mailchimp + 

Twitter to share your Campaigns on Twitter, or Wordpress + Facebook to post 
on FB every new blog post 

❏ To create new zaps, connect all relevant web app accounts, then choose 
what will be the trigger and what will be the action, that’s mean to happen 

❏ Play around to get the hang of it - you’ll be able to link all apps I mentioned 
earlier to create ultimate automations! 

 
Another well-known, just a bit simpler, workflow automation tool is known as IFTTT - 
If This Then That (pretty self-explanatory, isn’t it)… You can register on 
https://ifttt.com/ 
 
It allows interactions between web apps, for example your Maps + Google 
Spreadsheet to track your work hours on a spreadsheet but also between connected 
devices, like Amazon Echo + Android phone for asking Alexa voice assistant to 
unmute your phone when you can’t find it. 
 
❏ Once registered just browse the listed “applets” or use search bar at the top to 

find service you’re after 
❏ Click on the applet and log into relevant service, then confirm access 
❏ Mix and match various applets to connect them in “daisy chains” and achieve 

more sophisticated automations. 
 
Now go ahead and start saving yourself lots of time! 

https://hubspot.com/
https://zapier.com/
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