
T H E  C O M P L E T E
“Guide to Business Automation”

m - m o u n t a i n s . c o m

Work Smarter, Not Harder
Including Amazing Templates 

To Apply In Your Business Today! 



All copyrights in this work are held by MOVING 
MOUNTAINS LLC.

As an MOVING MOUNTAINS LLC customer or 
prospective customer, you are permitted to print one (1) 

hard copy only of the work for your own personal use. 
Such printing may be done by a commercial printer 

and permission is hereby given to commercial printers 
to print the work for the purposes set forth herein.

Copyright 2024 © MOVING MOUNTAINS LLC

COPYRIGHT AND
PERMISSIONS TO PRINT



About Moving Mountains ................................................4

Getting Started

Understanding Business Automation..................5

Type of Processes To Automate................................6

Identifying Opportunities 

Assessing Your Current Processes.........................9

Prioritizing Tasks For Automations......................... 11

FROM THEORY TO PRACTICE

Choosing the Right Tools...... ....................................... 14

Implementing Automation.......................................... 15

Helping Your Business...................................................... 16

Templates  For Automations

Email Marketing ..................................................................... 18 
Customer Service ................................................................ 19 
Sales Pipeline .......................................................................... 20 
Employee Onboarding ................................................... 21 
Inventory Management..................................................22

BONUS SECTION

How to Customize These Templats................... 23C
on

te
nt

s



Who We Are

At Moving Mountains, we understand the challenges small to mid-size 
businesses face when it comes to getting ahead. That’s why we offer 
business consulting services that are tailored specifically for you. We take 
the time to learn about your company and develop strategies that will 
help you reach your goals. With our help, you can grow your business and 
achieve success. 

At Moving Mountains, we 
understand the challenges small 
to mid-sized businesses face. 
That’s why we provide business 
consulting explicitly tailored for 
them. With over seven years of 
experience, we have the knowledge 
and expertise to help your business 
grow and succeed. Our owner, 
Gev Elbaz, is a former warrior and 
instructor in Israeli special forces. 
He has a BA in behavioral science 
and an MBA with specialized 
finance and marketing training. 
Gev brings a unique perspective to 
the table and knows what it takes 
to succeed. So if you’re looking for 
guidance and support, contact us 
today – we’d be happy to help!

We cracked the code!

Now we are committed to doing 
what we do best!

WE HELP BUSINESS OWNERS ACHIEVE 
THEIR BUSINESS GOALS AND SCALE 
NEW HEIGHTS.

info@m-mountains.com
https://m-mountains.com
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Understanding 
Business Automation

Business automation refers to the use of technology to perform tasks 
and processes with minimal human intervention. By automating 
routine and repetitive tasks, businesses can achieve greater efficiency, 
accuracy, and consistency.

Benefits of using automations

Increased Productivity: Automation 
allows employees to focus on higher-
value tasks, leading to better use 
of human resources. By eliminating 
mundane and repetitive tasks, 
employees can devote more time to 
strategic activities that drive business 
growth.

Cost Savings: Automating manual 
processes reduces labor costs and 
minimizes errors, which can be costly 
to correct. Automation also reduces 
the need for overtime and additional 
staffing, leading to significant cost 
savings.

Improved Accuracy: Automated 
systems are less prone to human error, 
ensuring more reliable and consistent 
results. This is particularly important in 
tasks that require precision, such as 
data entry and financial calculations.

Enhanced Scalability: Automation 
enables businesses to handle 
increased workloads without a 
proportional increase in labor. As your 
business grows, automated processes 
can be scaled up easily to meet rising 
demands.
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Types of Business Processes 
That Can Be Automated
Automation can be applied to various business functions, including:

Administrative 
Tasks

The most important 
metric is how 

relevant your GMB 
listing is to the user 

quotes.
Relevance refers 

to how well a local 
listing matches 

Marketing & 
Sales

Refers to how 
well known your 

business is.
Prominence is 
also based on 

information that 
Google collects 
from across the 

Customer Service

How far your listing 
is from the top of the 

user search.
There are different 

ways to help 
optimize your listing 

for your service 
areas.
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Examples: Business Process 
That Can Be Automated

Administrative 
Tasks

Customer Service

Marketing& Sales

Scheduling: Automate meeting 
scheduling with tools like 
Calendly and Doodle.

Data Entry: Use software like 
Zapier to automate data transfer 
between applications.

Document Management: 
Automate document creation, 
storage, and retrieval with 
systems like Google Workspace 
. 
Order Processing: Automate 
order processing and fulfillment 
with systems like Shopify or 
WooCommerce. 

Chatbots: Implement chatbots 
to handle common customer 
inquiries and provide instant 
responses.

Automated Email Responses: 
Set up autoresponders for 
customer queries and follow-
ups.

Customer Feedback 
Collection: Use tools like 
SurveyMonkey or Typeform to 
automate the collection and 
analysis of customer feedback.

Email Marketing Campaigns: Automate email marketing with 
platforms like Mailchimp or Constant Contact.

Social Media Posting: Schedule and automate social media posts 
using tools like Hootsuite or Buffer. 
 
CRM Updates: Automate updates to your customer relationship 
management (CRM).system with platforms like Salesforce or HubSpot
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The first step in automating your business 
is to evaluate your existing processes. 

This involves mapping out your workflows, 
identifying bottlenecks, and determining 

which tasks are repetitive and time-
consuming. Consider conducting a 

process audit to get a clear picture of 
where your time and resources are being 

spent.

Chapter 2: 
Identifying Areas 

for Automation
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Assessing Your Current 
Processes

STEP 

1

STEP  

2

STEP  

3

STEP  

4

Document Workflows: Create 
detailed flowcharts or process maps 
for each key area of your business. 
This visual representation helps 
identify each step involved in a 
process and how tasks flow from one 

Identify Bottlenecks: Look for 
areas where tasks get delayed 
or where there’s frequent rework. 
These bottlenecks often highlight 
inefficiencies that can be resolved 
through automation.

Measure Task Duration: Track the 
time it takes to complete each task 
within a process. This helps you 
identify time-consuming tasks that 
are ripe for automation.

Gather Employee Input: Talk to your 
team members to understand their 
pain points and the tasks they find 
most repetitive and tedious. Their 
insights are invaluable in identifying 
areas for automation.
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Identifying Repetitive 
and Time-Consuming Tasks

Are Performed Frequently
Tasks that occur daily, weekly, or monthly 
and follow a predictable pattern are 
prime candidates for automation.

Involve Data Entry or Transfer
Tasks that require moving data between 
systems or manually entering data 
can often be automated to improve 
accuracy and save time.

Are Prone to Human Error
Tasks that are repetitive and prone to 
mistakes when performed manually can 
benefit significantly from automation.

Require Minimal Decision-
Making
 Routine tasks with clear, defined steps 
and minimal need for human judgment 
can be automated easily.

Examples of Repetitive Tasks 
Email Filtering and Sorting: 

Automatically categorize and 
sort incoming emails based on 

predefined rules.

Invoice Processing:  
Automate the generation, sending, 

and tracking of invoices.

Report Generation: 
Use automation tools to compile 

data and generate regular reports.

Social Media Posting: 
Schedule and post content 

automatically on various social 
media platforms.10



Prioritizing Tasks for 
Automation
Time and Cost Savings: Calculate the 
potential time and cost savings that 
automation would bring for each task.

Complexity of the Task: Assess the complexity 
of automating the task. Start with simpler 
tasks before tackling more complex ones.

Error Reduction: Determine the potential for 
reducing errors and improving accuracy 
through automation.

Business Impact: Evaluate the overall impact 
on your business operations and customer 
experience. Prioritize tasks that will have the 
most significant positive effect.

1. Create a Task List: Compile a list of all tasks 
identified for potential automation.

2. Assign Scores: Rate each task based on 
factors such as time savings, cost savings, 
complexity, and business impact.

3. Rank Tasks: Rank the tasks in order of priority 
based on their scores.

4. Develop an Automation Roadmap: Create a 
roadmap for implementing automation, starting 
with high-priority tasks and gradually moving to 
lower-priority ones.

Steps to Prioritize 
Tasks
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Case Example: 
Prioritizing Tasks for Automation

STEP 

1

STEP  

2

STEP  

3

STEP  

4

Assessing Current Processes 
- Documented workflows for campaign 
management, client onboarding, and 
reporting.

Identifying Repetitive Tasks 
- Frequent data entry for new client 
information. 
 
- Manual compilation of weekly 
performance reports. 
 
- Regular scheduling of social media posts.

Prioritizing Tasks 
- Rated tasks based on time savings, cost 
savings, and error reduction potential.

- Prioritized automating client onboarding 
and report generation as high-priority 
tasks.

- Scheduled social media posting as a 
medium-priority task.

Developing an Automation Roadmap 
- Implemented CRM integration to 
automate client onboarding.

- Used reporting tools to automate the 
generation of weekly performance reports.

- Planned to integrate a social media 
scheduling tool for future automation.

Summary 
In this chapter, we’ve explored how to assess your current 
processes, identify repetitive and time-consuming tasks, 
and prioritize them for automation. By following these 
steps, you can create a clear roadmap for implementing 
automation in your business.

Company XYZ: A mid-sized marketing firm looking to streamline 
operations and improve efficiency.
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Chapter 3: 
Implementing 

Automation 
Solutions
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Choosing the Right Tools for 
Your Business

1. Compatibility with Existing Systems:  
- Ensure the tool can integrate smoothly 
with your current software and systems.

- Check for available APIs and pre-built 
integrations with your existing platforms. 

2. Ease of Use:  
- Choose tools with user-friendly 
interfaces to minimize the learning 
curve for your team.

- Look for solutions that offer good 
customer support and documentation.

3. Cost and Scalability:  
- Consider the cost of the tool, including 
any subscription fees and additional 
charges for extra features or users.

- Ensure the tool can scale with your 
business as it grows, accommodating 
increased workloads and more users.

With so many automation tools available, 
it’s crucial to select the ones that best fit 
your business needs. Consider the following 
when choosing automation tools:
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Step-by-Step Guide to 
Implementing Automation

Implementing automation involves 
several key steps to ensure a smooth 
transition and successful integration 

	�  Define Your Objectives

	� Select the Right Tools

	� Map Out Your Processes

	� Set Up and Configure Tools

	� Test the Automation

	� Train Your Team

	� Great copywriting 

	� Launch and Monitor

Integration is key to ensuring 
that your automation tools 
work seamlessly with your 
existing systems. Use APIs 
and integration platforms to 
connect different tools and 
ensure data flows smoothly 
between them. This will help 
avoid data silos and ensure 
consistency across your 
business processes.

Integrating Automation 
Tools with Existing 

15



Partnering with Moving Mountains 
for Your Automation Needs
As we’ve explored throughout this ebook, business automation is a powerful 
tool that can transform your operations, increase efficiency, and drive growth. 
Implementing automation can be a complex process, but you don’t have to 
navigate it alone. At Moving Mountains, we’re dedicated to helping businesses like 
yours harness the power of automation to streamline day-to-day operations and 
achieve your strategic goals.

How We Can Help 
Your Business

   1. Comprehensive Process 
Audit  
We start with a thorough audit of your 
current processes to identify areas 
where automation can have the 
most significant impact. This involves 
mapping out workflows, identifying 
bottlenecks, and pinpointing 

   2. Customized Automation 
Strategy 
Based on our audit, we develop a 
customized automation strategy 
that aligns with your business goals. 
We recommend the right tools 
and technologies, create detailed 
implementation plans, and set clear 
milestones.

   3. Implementation and 
Integration 
Our team manages the entire 
implementation process, from setting 
up and configuring automation tools 
to integrating them with your existing 
systems. We ensure a smooth 
transition and minimal disruption to 
your operations.

   4. Training and Support 
We provide comprehensive 
training to your team, ensuring 
they are comfortable with the new 
automated processes. Our ongoing 
support includes troubleshooting, 
performance monitoring, and 
continuous optimization to ensure 
your automation solutions deliver 
sustained value.

Get Started with Moving Mountains
Ready to take the next step towards a more efficient and productive business? 
Contact Moving Mountains to schedule a consultation and discover how our 
automation solutions can help your business work smarter, not harder.

Website: www.m-mountains.com  | Email: info@m-mountains.com | 

Thank you for reading this guide. We look forward to helping you transform your 
business with the power of automation.
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To help you get started with 
automating your business processes, 

we’ve included a selection of ready-to-
use templates. These templates can be 

customized to fit your specific needs 
and integrated with the tools you use. 
Below are templates for automating 

various common business processes.

Templates 
for Business 
Automation
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1. Email Marketing 
Campaigns

•	 Trigger: New subscriber added to email list

•	 Step 1: Send welcome email

•	 Step 2: Wait 3 days

•	 Step 3: Send introductory offer email

•	 Step 4: Wait 1 week

•	 Step 5: Send follow-up email with additional 
resources

•	 Step 6: Move subscriber to regular newsletter list 

Tool Recommendations: Mailchimp, Constant Contact, 
Zapier. 
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2. Customer Service 
Workflows

•	 Trigger: Customer submits a support ticket

•	 Step 1: Auto-acknowledge receipt of the ticket

•	 Step 2: Assign the ticket to the appropriate support 
agent

•	 Step 3: If unresolved within 48 hours, send a 
reminder to the support agent

•	 Step 4: If unresolved within 72 hours, escalate the 
ticket to senior support

•	 Step 5: Upon resolution, send a satisfaction survey to 
the customer and ask for a review

Tool Recommendations: Zendesk, Freshdesk, Google 
Cloud Reviews
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3. Sales Pipeline 
Management

•	 Trigger: New lead added to CRM

•	 Step 1: Send an introductory email

•	 Step 2: Assign the lead to a sales representative

•	 Step 3: Schedule a follow-up call

•	 Step 4: After all, update the lead status

•	 Step 5: If the lead is interested, send a proposal

•	 Step 6: If the lead is not interested, move to 
nurture the campaign 

Tool Recommendations: Salesforce, HubSpot, 
Workiz, Monday
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4. Employee Onboarding

•	 Trigger: New hire accepted offer

•	 Step 1: Send a welcome email with onboarding 
instructions

•	 Step 2: Assign training modules and schedule 
orientation

•	 Step 3: Set up necessary accounts and 
permissions

•	 Step 4: Schedule introductory meetings with 
team members

•	 Step 5: Send a checklist of first-week tasks

Tool Recommendations: Monday, Workday, Click 
Up, Asana.
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5. Inventory Management

•	 Trigger: Inventory level falls below reorder 
threshold

•	 Step 1: Generate reorder request

•	 Step 2: Send a reorder request to the supplie

•	 Step 3: Update inventory records with the 
expected delivery date

•	 Step 4: Upon receipt of goods, update inventory 
records

•	 Step 5: Send notification to relevant departments 
about restocked items

Tool Recommendations: Zoho, QuickBooks, 
AirTable, ShipStation
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How to Customize Templates for 
Your Specific Needs
While these templates provide a solid foundation, it’s 
essential to customize them to fit your unique business 
requirements. Here are some tips on how to tailor these 
templates to your needs:

1. Analyze Your Workflow:
•	 Break down your current 

processes and identify specific 
needs and pain points. 

•	 Map out your workflow to 
understand where automation 

5. Document and Train:
•	 Document the customized automation 

processes clearly.

•	 Provide training to your team to ensure 
they understand how to use the automated 
systems effectively.

3. Integrate with Existing 
Tools:
•	 Ensure that your automation 

templates integrate seamlessly 
with the tools and platforms you 
currently use.

•	 Use APIs and integration platforms 
to connect different systems.

2. Adjust Triggers and 
Actions:
•	 Customize the triggers that initiate 

the automation to match your 
specific use cases.

•	 Modify the actions within the 
automation to align with your 
business processes.

4. Test and Optimize:
•	 Conduct thorough testing to ensure 

the automation works as intended.

•	 Gather feedback from your team 
and make necessary adjustments to 
optimize the workflow.
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Want to Learn More 
About Your Business and 

Access More Guides?
 

Visit Us
M-MOUNTAINS.COM


