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This document demonstrates how to use Guidebook’s Zapier Integration to

connect information from a Google Sheet to a desired guide in Builder.
The integration is built with components from our Open API.

A Zapier user on a free plan will be able to create Zaps between Google Sheet

and Guidebook for Attendees and Sessions.

Creating and implementing Custom Lists with items into your guide with Zapier

does involve a multi-step Zap, and therefore requires a paid Zapier plan.


https://developer.guidebook.com/#introduction
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Creating Attendee(s)
Google Sheet

The Google Sheet will act as the source information for what will be fed through Zapier

into Builder.

The source sheet is required to include emails and the guide ID of the guide where the
attendees will be populated. Additional information that can be included in the sheet that

will be pushed to Builder are: First Name, Last Name, and Import ID

Required Information: email and quide |1D
Additional, but not required: first name, last name, import 1D

Does not include: avatar, cover, app_profile, revoked or email opt out




@

Here is an example of a sheet

2025 Conference Attendees ¥ b &

File Edit View Insert Format Data Tools Extensions Help Gemini

Q o ¢ & ¥ 100% -~ $ % 0 00 123 Defaul. ~ | —
L1 v | &
A B c D E
1 guide |email first_name |last_name |import_ID
2 215906 SamaralL Gibson@dayrep.com Samara Gibson
3 215906  WillieTThiede@dayrep.com Willie Thiede
4 215906 HaroldLScott@rhyta.com Harold Scott
5 215906 PatriciaMVance@dayrep.com Patricia Vance
6 215906 RichardLMcDermott@teleworm.us  Richard McDermott
7215906 CindyJHarris@rhyta.com Cindy Harris

A sheet can have any other information in it. Later in the process you will decide which

columns map to what fields in Builder. Column names do not need to be specific.

Setting Up the Zap

Within Zapier, you will create a new Zap to get started.

x _zapier

@ Home

@ Discover

You will title your Zap and set up your initial Trigger.

03 Rebrand Zaps | (@) 2025 Conference Atsndess

OSearch = # F © Undo @ b Testrun Publish

@ Copilot | Albets

Describe your workflow

2. Select the event for your Zap to run

! o
Buowy 8 4 & O s



Select Google Sheets. You will need to select a Google Sheets Event to be associated

with the Trigger.

[Zapier Support Article: How to set up your Google spreadsheet to work with Zapier]

[ Rebrand Zaps / (§) 2025 Conference Attendees B

Ol O search = 0 © Undo @ B Testrun Publish
& N
 Gaptotcn oty confur yourwoktion 5. (IR % B | 2. ow o Upcetod sostsrontion ¢ 23 =
=l
Setwp > Test
& B Google Sheets (@ J
: 1. New or Updated Spreadsheet Row P
~ Google Sheets chs
B B Google sneets
& Trigger event
_ New o Updated Spreadsheet Row ®
5
Account
| o 2

Add account to continue

(O mubay 8 4 © O o
2025-11-19T1082-033%

Go through the flow to connect the necessary Google Sheets account. This account

should have access to the source Google Sheet.

Select the specific Spreadsheet and Worksheet (tab) that the Zap will be getting

information from.

If you want the zap to trigger for changes on a specific column, select the column in the
Trigger Column field. Leave this field blank if you want the Zap to trigger on changes to

any column.

1. New or Updated Spreadsheet Row # 0l x

Setup v > Configure v > Test £ O 0

° Changing your sheet's structure after publishing
your Zap can cause unexpected behavior. Learn
how to fix it and best practices for using Google
Sheets.

o If you are using a spreadsheet in a Shared Drive,
use the “New or Update Spreadsheet Row (Team
Drive)” trigger instead. Learn more

Spreadsheet *

2025 Conference Attendees ©
Worksheet * ()

Attendees to import ©
Trigger column (O

Select spreadsheet S



https://help.zapier.com/hc/en-us/articles/8495978765965-How-to-set-up-your-Google-spreadsheet-to-work-with-Zapier#other-google-sheets-zap-tips-0-0

Zapier has a built in test process throughout the setup. This helps ensure any issues are

caught proactively. Click the button to test the Trigger.

1. New or Updated Spreadsheet Row #  [J X

Setup v > Configure v > Test

- @
Test your trigger
To confirm your trigger is set up correctly, we'll find recent

spreadsheet rows in your account:

B candace@guidebook.com

Test trigger

The test will pull a test record based on the choices you made in previous steps.

1. New or Updated SpreadsheetRow # £ X

sheots @ Setup v > Configure v > Test v

We found records in your Google Sheets account. We will
load up to 3 most recent records, that have not appeared
previously.

| Learn more about test records

ited Spreadsheet Row

+ O search
‘ Find new records
) L
RowID 6
L Spreadsheet Row C >
Row Number 6 original record pulled on Nov 19, 2025

quide 215906
Spreadsheet Row B >

original record pulled on Nov 19, 2025

Content Hash

email RichardLMcDermott@teleworm.us Spreadsheet Row A >
original record pulled on Nov 19, 2025
first_name Richard

last_name McDermott

import_ID

Continue with selected record

2 Edt | .

You’re done with the Trigger!



You will now set up the Action you’d like to accomplish.

€ Home

8 Apps

* Al

£2 Flow controls.
@ Utilties

4 Products

@ Custom

Select the Guidebook app (within Zapier). Select which Action Event you’re setting up.
For this - it will be Create Attendeg(s).
Go through the flow to connect the necessary Guidebook account.

You will need to have your API Key.

E 2. Create Attendee(s) ¢ £ x
Setup v~ > Configure > Test
App *

[@ Guidebook

Action event *

Create Attendee(s) <
Account *
Guidebook #2
ange [B
Used in 1Zap

Guidebook is a secure partner with Zapier. Your credentials
are encrypted and can be removed at any time. You can
manage all of your connected accounts here.



https://support.guidebook.com/hc/en-us/articles/360003676094

You will now need to associate the columns in your Google Sheet with the information

needed from Guidebook to complete the Action.

B 2. Create Attendee(s) 7 0l x
Setup v~ > Configure v > Test () £ O 0
Guide ID * ()
122 [ 1. guide: 215906 +
Email * (O
B 1. email: RichardLMcDermott@teleworm.us +
First Name (O
[ 1. first_name: Richard +
Last Name (O
[ 1.l1ast_name: McDermott +
ImportID O
null QP

Note: | have used null for Import ID because | am not importing any values in this instance. The

Zap is set up to pass this field as null if nothing is entered there.

The test will continue by using the test data that was previously found in your Google

Sheet and it will send that single record to Guidebook.

E 2. Create Attendee(s) 7 cl %

Setup v > Configure v > Test ()

. N Send Attendee to Guidebook

To test Guidebook, we need to create a
new attendee. This is what will be created:

Datain

O searchitem data...

ImportID  null

guide 215906

Email RichardLMcDermott@teleworm.us
First Name Richard

Last Name McDermott




You can verify the test sent by checking the Audience Management section of the

designated guide in Builder.

The Conferen Audience managem.

Audience management Privacy setting; @) Public

Organize your audience into groups, monitor their engagement, and view their session registrations and attendance records,

Users Groups Moderation User interests Preset Session regi: records Reports

Managing Users
o The Users list will show accounts you create and/or invite, as well as logged-in users who have downloaded the guide.
D If a User you add to this list does not already have a Builder account, a Builder account will be generated for them.

For more information about Users, their statuses, or sending invitations, check out this support article.

-

@R) Richard McDermott (coe)

group v Created v
& lichardimedermoti@teleworm.us o “

You will then Publish your Zap! If you already had data in your Google Sheet prior to
setting this up, you should select “Transfer data” from the Zap title dropdown at the top
of the Zap editor. Every new record added after set up to the Google Sheet will ‘zap’

through on its own.

s / @ 2025 Conference Attendees v

Rename

Duplicate

Transfer data

Create template

Export PNG

Delete

After selecting “Transfer data”, you will see all the imported existing data. You can “Select
All” and click “Next” at the bottom right of your screen (button not shown in screenshot

due to screen size).

Let's take alook at your data

3 Home Add filters as needed, and select the data you'd like to send.
@ Discover

N Y Filters
Zaps

== Tables
Interf:
D Interfaces 0 selected O search across 6 records ... < Show or hide columns

1 canvas

8 Chatbots | Beta

[ ouide 3  email § firstname $  lastname $  importID § COLSF § COL$G $  RowNumber § RowID &
W Agents [Beta
[ 215908 SamaraLGibson@dayrep.com Samara Gibson 2 2
8% App Connections [ 215908 WillieTThiede@dayrep.com Willie Thiede 3 3
@ Zzap History [ 215006  HaroldLScott@rhyta.com Harold Scott a 2 8
s+ More [] 215906 PatriciaMVance@dayrep.com Patricia Vance 5 5
[ 215908  RichardLMcDermott@teleworm.us  Richard McDermott 6 6
Plan tasks 2/750 [0 215906  CindydHarris@rhyta.com Cindy Harris 7 7
Usage resets in 2 weeks
- Showing 1- 6 of 6 rows < 1 > 10 items per page

Manage plan
L



Guidebook will ignore duplicates for Attendees, so you do not need to be concerned

about whether an attendee record has been sent over more than once.

See that the test records sent over all populated in the Audience Management section of

the guide successfully!

S .
Recents v Tools v Support v ® Refer Guidebook for $2,500* [ o, o o~ g Candace v

Users Groups Moderation User interests Preset schedules Session registrations Attendance records Reports

Managing Users
The Users list will show accounts you create and/or invite, as well as logged-in users who have downloaded the guide.

I a User you add to this list does not already have a Builder account, a Builder account will be generated for them

-
For more information about Users, their statuses, or sending invitations, check out this support article.

22 Addto growp v Created Fye

22 Addto growp v Created &
O i con - - PP Created av
W mﬁxﬁ%a;ﬁ; com n - group v Created &

Somragboondanen o - - v creted av
@ oo - creted av

Creating Session(s)
Google Sheet

The Google Sheet will act as the source information for what will be fed through Zapier

into Builder.

The source sheet is required to include the guide ID of the guide where the sessions will
be populated, the session title, session description, session start date/time and session
date/end time. Additional information that can be included in the sheet that will be
pushed to Builder are: All Day Session (True or False), Require Login (True or False), Add

to Schedule (True or False) and Import ID.

Required Information: guide |D, session title, session description, session start date &
time, session end date & time
Additional, but not required: all day session, reguire login, add to schedule, impaort ID

Does not include: Locations, Schedule Tracks, Image, Rank, Allow Rating, Enable
Waitlist, Max Capacity, Registration Start Date

start date & time and end date & time format; YYYY-MM-DDThh:mm




Here is an example of a sheet

2025 Conference Sessions  ¥¢ [
File Edit View Insert Format Data Tools Extensions Help Gemini

Q 6 ¢ & F 10%5 | $ % O 00 23| Defaul. - —+ B I = A > @

134 - | &
A B c D E F
1 Guide ID | Session Title Session Description Start Date & Start Time | End Date & End Time | Import ID
215906 The Copywriting Event of the Year!  Lorem ipsum dolor sit amet, consectetur 2025-12-02 9:00 2025-12-02 9:15 xy73m
adipiscing elit. Donec pretium nec dui
2 fermentum varius. Cras iaculis sapien ac
nisl mattis vulputate. Quisque ac velit
dignissim, fermentum massa ut tincidunt.
215906 In Observance of Television Lorem ipsum dolor sit amet, consectetur 2025-11-28 15:45 2025-11-28 16:45
adipiscing elit. Donec pretium nec dui
3 fermentum varius. Cras iaculis sapien ac
nisl mattis vulputate. Quisque ac velit
dignissim, fermentum massa ut tincidunt.
215906 The Domain of Meeting Lorem ipsum dolor sit amet, consectetur 2025-11-30 18:00 2025-11-30 21:00 vwdiy3
adipiscing elit. Donec pretium nec dui
4 fermentum varius. Cras iaculis sapien ac
nisl mattis vulputate. Quisque ac velit
dignissim, fermentum massa ut tincidunt.
215906 The Hydration Innovation Forum Lorem ipsum dolor sit amet, consectetur 2025-12-01 9:00 2025-12-01 13:00
adipiscing elit. Donec pretium nec dui
5 fermentum varius. Cras iaculis sapien ac
nisl mattis vulputate. Quisque ac velit
dignissim, fermentum massa ut tincidunt.
6 215906 Closing Reception This is required for all attendees 2025-12-04 7:00 2025-12-04 9:00

7 215906 Final Goodbyes This is not required for all attendees 2025-12-04 10:00 2025-12-04 12:15

A sheet can have any other information in it. Later in the process you will decide which

columns map to what fields in Builder. Column names do not need to be specific.

Setting Up the Zap

Within Zapier, you will create a new Zap to get started.

x _zapier

# Home

@ Discover

You will title your Zap and set up your initial Trigger.

3 Rebrand zaps / () 2025 Conterence Sessions ]

O search = ¢ ¢ “ Undo |G B Testrun Publish

B
B 1. Select the event £ x
0
B Google sheets : swp 0 > Ten

L] 1. Select the event
] noo
+ B coogeshess o

Trigger event

Choose an event

=
2. Selectthe event for your Zap to run
_:_ Solectan account e

Account *

Google Sneets is a secure partner with Zspier. Your
credentias are encrypted and can be removed at any time.
You can manage all of you connected accounts here.

To continue, choose an event

Sl Tuoay B4 ¢ O



1. New or Updated Spreadsheet Row 2 < Nextstep > & x

Setup v > Configure > Test

App *
[ Google Sheets m

Trigger event *

New or Updated Spreadsheet Row <

Account *

Google Sheets candace@guidebook.com [ Ch: ‘ ‘Tw
ange || 3
Used in 8 Zaps =

Google Sheets is a secure partner with Zapier. Your credentials are encrypted and can be removed at any time. You can manage all of
your connected accounts here.

Select Google Sheets. You will need to select a Google Sheets Event to be associated

with the Trigger.

[Zapier Support Article: How to set up your Google spreadsheet to work with Zapier]

Go through the flow to connect the necessary Google Sheets account. This account

should have access to the source Google Sheet.

Select the specific Spreadsheet and Worksheet (tab) that the Zap will be getting

information from.

If you want the zap to trigger for changes on a specific column, select the column in the

Trigger Column field. Leave this field blank if you want the Zap to trigger on changes to

any column.

1. New or Updated Spreadsheet Row 2 < Nextstep > Z§ X
Setup v > Configure v > Test Copilot suggestions O Refresh fields  Field search
@ Changing your sheet's structure after publishing your Zap can cause behavior. Learn how to fix it and best
practices for using Google Sheets.

° If you are using a spreadsheet in a Shared Drive, use the “New or Update Spreadsheet Row (Team Drive)" trigger instead. ‘
Learn more

Spreadsheet *

2025 Conference Sessions b

Worksheet * ()

Sessions to import o]

Trigger column (O

Select spreadsheet 8

11


https://help.zapier.com/hc/en-us/articles/8495978765965-How-to-set-up-your-Google-spreadsheet-to-work-with-Zapier#other-google-sheets-zap-tips-0-0

Zapier has built in test processes throughout. This helps ensure any issues are caught

proactively. Click the button to test the Trigger.

1. New or Updated Spreadsheet Row & < Nextstep > € X

Setup v > Configure v > Test

hB-®

Test your trigger
To confirm your trigger is set up correctly, we'll find recent spreadsheet rows in your account:

B candace@guidebook.com

Test trigger

The test will pull a test record based on the choices you made in previous steps.

1. New or Updated Spreadsheet Row ¢ < Nextstep > & x

Setup v > Configure v > Test v

We found records in your Google Sheets account. We will load up to 3 most recent records, that have not appeared previously.
Learn more about test records

O search

Find new records

Spreadsheet Row C > Session Title  The Hydration Innovation Forum
original record pulled on Nov 21,

2025 Session Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec

o pretium nec dui fermentum varius. Cras iaculis sapien ac nis|
Description  mattis vulputate. Quisque ac velit dignissim, fermentum massa ut

Spreadsheet Row B > fRelEns
I (L DL T Start Date & Start Time  2025-12-01 9:00
End Date & End Time = 2025-12-0113:00
Spreadsheet Row A >
original record pulled on Nov 21, -
2025 —
| & Edi

Continue with selected record

You’re done with the Trigger!



You will now set up the Action you’d like to accomplish.

[@ 2. create session(s) <| Nextstep > 3¢ x
Setup v > Configure > Test
App *

@ Guidebook
Action event *

Create Session(s) ]

Account *

Guidebook #2

[change || § |
Used in 2 Zaps ‘ ange ] 1]

Guidebook is a secure partner with Zapier. Your credentials are encrypted and can be removed at any time. You can manage all of
ot ts here.

Select the Guidebook app (within Zapier). Select which Action Event you’re setting up.
For this - it will be Creating Session(s).

Go through the flow to connect the necessary Guidebook account.

You will need to have your API Key.

Session Title * ()

B 1. Session Title: The Hydration Innovation Foru | +

m

Session Description * ()

B 1. Session Description: Lorem ipsum dol...a ut ti +

ncidunt.

Start Date & Start Time * ()

iZ] | B 1.Start Date & Start Time: 2025-12-019:0 |+
0

End Date & End Time * (O

& 2. create Session(s) # 38 & 2. create Session(s) # CaX
Setup > Configure v > Test L9 0 Setup v > Configure v > Test O S0 0
Guide ID * () End Date & End Time * (O
122 [§ 1. Guide ID: 215906 + iZ] B 1.End Date & End Time: 2025-12-0113:0  +

0

All Day Session? ()

QO True @ False

Import ID ()

B 1. Import ID: No data +

Require Login? ()
QO True @ False

Add to Schedule ()

® True  Q False

13


https://support.guidebook.com/hc/en-us/articles/360003676094

You will now need to associate the columns in your Google Sheet with the information

needed from Guidebook required to complete the Action (images from the previous

page).

The test will continue by using the test data that was previously found in your Google

Sheet and it will send that single record to Guidebook.

[@ 2. create session(s) <) Nextsep > 3¢ x

Setup v > Configure v > Test®

.- Send Session to Guidebook

To test Guidebook, we need to create a new session. This is what will be created:

Data in

O searchitem data...

All Day Session  false
Require Login _ false

Add to Schedule true

ammn

Schedule Agenda %

Schedule

Sessions Tracks Locations Attendance Data Sync Discussion Settings
Import from file Export to CSV 1 session total Filter Q
i -
Dec 1st 2025
The Hydration Innovation Forum e N v

9:00 am - 1:00 pm

You will then Publish your Zap! If you already had data in your Google Sheet prior to
setting this up, you should select “Transfer data” from the Zap title dropdown at the top
of the Zap editor. Every new record added after set up to the Google Sheet will ‘zap’

through on its own.

@ 2025 Conference Sessions v

RELET )
Duplicate

Transfer data

Create template

| Export PNG

Delete

14



After selecting “Transfer data”, you will see all the imported existing data. You can “Select

All” and click “Next” at the bottom right of your screen (button not shown in screenshot

due to screen size).

Let’s take a look at your data

3 Home Add filters as needed, and select the data you'd like to send.

@ Discover

~ Y Filters

4 zaps
== Tables
D Interfaces 0 selected O search across 6 records ... 4® Show or hide columns
1 canvas
S Chatbots |Beta
[] Guideld 5  SessionTitle Session Description 5
Il Agents [Beta|
[ 215906 The Copywriting Event of the Year!  Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec pretium nec dui fermentum varius. Cras iaculis sapien ac nisl mattis vulpu
8% App Connections [ 215906 In Observance of Television Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec pretium nec dui fermentum varius. Cras iaculis sapien ac nisl mattis vulpu
@ zap History [ 215906 The Domain of Meeting Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec pretium nec dui fermentum varius. Cras iaculis sapien ac nisl mattis vulpu
=*+ More [ 215006 The Hydration Innovation Forum Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec pretium nec dui fermentum varius. Cras iaculis sapien ac nisl mattis vulpu
[ 215008 Closing Reception This is required for all attendees
Plan tasks 81750 [ 215908 Final Goodbyes This is not required for all attendees
Usage resets in 2 weeks
Showing 1- 6 of 6 rows < 1 > 10 items per page C | 9]
LManagAm

Note: /t will duplicate the data that was previously sent over in the test. Make sure you

uncheck that row of data.

You can see in these that the data was successfully sent!

'-1 Schedule Agenda

X
Schedule
Sessions Tracks Locations Attendance Data Sync Discussion Settings
w mportfromfle  Exportto CSV Showing/6sessions  Fiter v Q Sea
AME DATE & TIME (PST) o LocaTion TRACKS
In Ob: £ Tel N Nov 28th 2025 Py
n visi - - .
In Observance of Television S50 445 pm
Nov 30th 2025
The Domain of Meeting o &
6:00 pm - 9:00 pm
Dec 1st 2025
The Hydration Innovation Forum - - v
9:00 am - 1:00 pm
Dec 2nd 2025
Th iting Ex f the Year! - - v
e Copywriting Event of the Year! 500am. 915 am pe
Dec 4th 2025
Closing R ti - - v
josing Reception 7:00 am - 9:00 am #
Dec 4th 2025
Final Goodbyes e &
10:00 am - 12:15 pm

15



Creating Custom List(s)

In order to create and populate a Custom List, you will first need to set up a Zap that
creates a Custom List. You can create multiple Custom List Menu ltems with this Zap.

Populating the list with items will be a separate Zap.

Google Sheet

The Google Sheet will act as the source information for what will be fed through Zapier

into Builder.

The source sheet is required to include the guide ID of the guide where the Custom List
will be populated and the Custom List title. Additional information that can be included in

the sheet that will be pushed to Builder is: Import ID.

Required Information: guide ID, and custom list title
Additional, but not required: import 1D

Does not include: allow rating, disable to do

Here is an example of a sheet

2025 Conference App
File Edit View Insert

QA © ¢ & T 100%

D13 v | fx

A B
Guide ID Custom List Title
215906 Resources Folder

215906 FAQs for Staff
215906 Wellness

AW N =

16



A sheet can have any other information in it. Later in the process you will decide which

columns map to what fields in Builder. Column names do not need to be specific.

Setting Up the Zap
Within Zapier, you will create a new Zap to get started.

x _zapier

M Home

& Discover

You will title your Zap and set up your initial Trigger.

£ Rebrand Zaps / () 2025 Conterence Menu ems [EEE

e @ Copilot [Albeta

= Describe your workflow

® + [(Auto] Ask RN
=]

event that starts your Zap

' o
C} @iy 8 4 & O -

]

Select Google Sheets. You will need to select a Google Sheets Event to be associated

with the Trigger.

[ 1. New or Updated Spreadsheet Row # < Nextstep > 3£ x
Setup v > Configure | > Test
App *

B Google Sheets

Trigger event *

New or Updated Spreadsheet Row B

Account *

Google Sheets candace@guidebook.com

Change || }
Used in 9 Zaps —

Google Sheets is a secure partner with Zapier. Your als are encrypted and can be removed at any_time. You can manage all of
your connected accounts here.

17



[Zapier Support Article: How to set up your Google spreadsheet to work with Zapier]

Go through the flow to connect the necessary Google Sheets account. This account

should have access to the source Google Sheet.

1. New or Updated Spreadsheet Row| ¢ Nextstep > 3 x
Setup v > Configure v > Test Copilot suggestions ) Refresh fields  Field search
@ Changing your sheet's structure after publishing your Zap can cause unexpected behavior. Learn how to fix it and best
practices for using Google Sheets.

@ 't you are using a spreadsheet in a Shared Drive, use the “New or Update Spreadsheet Row (Team Drive)" trigger instead. ‘
Learn more

Spreadsheet *

2025 Conference App 8

Worksheet * (O

Lists <

Trigger column

Select spreadsheet B

Select the specific Spreadsheet and Worksheet (tab) that the Zap will be getting

information from.

If you want the zap to trigger for changes on a specific column, select the column in the
Trigger Column field. Leave this field blank if you want the Zap to trigger on changes to

any column.

Zapier has a built in test process throughout the setup. This helps ensure any issues are

caught proactively. Click the button to test the Trigger.

1. New or Updated Spreadsheet Row 2 < Nextstep > € x

Setup v > Configure v > Test

B-®

Test your trigger
To confirm your trigger is set up correctly, we'llfind recent spreadsheet rows in your account:

B candace@guidebook.com

18



https://help.zapier.com/hc/en-us/articles/8495978765965-How-to-set-up-your-Google-spreadsheet-to-work-with-Zapier#other-google-sheets-zap-tips-0-0

The test will pull a test record based on the choices you made in previous steps.

1. New or Updated Spreadsheet Row # < Nextstep > & x

Setup v > Configure v > Test v

We found records in your Google Sheets account. We will load up to 3 most recent records, that have not appeared previously.
Learn more about test records

O search

Find new records

Spreadsheet Row C

original record pulled on Nov 21, ooy 3
2025

Row Number 3

Spreadsheet Row B > Guide D 215906
original record pulled on Nov 21,

2028 Content Hash  72f59dcf394cdbb6b048ee2656f855f

Spreadsheet Row A > Custom List Title FAQs for Staff
original record pulled on Nov 21,
2025

[ 2 Edit

Continue with selected record

You’re done with the Trigger!
You will now set up the Action you’d like to accomplish.
Select the Guidebook app (within Zapier). Select which Action Event you’re setting up.

For this - it will be Create a Custom List.

[@ 2 createaCustom List # [<] Nextstep > 3¢ x

Setup v > Configure ) > Test

App *

@ Guidebook

Action event *

Create a Custom List <

Account *

Guidebook #2
Used in 3 Zaps

[change | [ ¢

Guidebook is a secure partner with Zapier. Your credentials are encrypted and can be removed at any time. You can manage all of
your connected accounts here.




Go through the flow to connect the necessary Guidebook account, if needed.

You will need to have your API Key.

You will now need to associate the columns in your Google Sheet with the information

needed from Guidebook to complete the Action.

[@ 2. createa Custom List # [¢] nNextstep > 3¢ x
Setup v > Configure v > Test D Copilot suggestions O Refresh fields ~ Field search
Guide ID * ©

2| [ 1. Guide ID: 215906 +

Custom List Title * ©

[ 1. Custom List Title: FAQs for Staff +

Import ID

/ for field mapping |+

The test will continue by using the test data that was previously found in your Google

Sheet and it will send that single record to Guidebook.

E 2. Create a Custom List # \3 Nextstep > 3§ X

Setup v > Configure v > Test v

. > Send Custom List to Guidebook

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

i @ A custom List was sent to Guidebook about 0 seconds ago l

Datain Data out

| O searchitem data... I

Custom List Title  FAQs for Staff
Disable Todo false

Allow Rating ~ true

\:f Edit |

You can close this action.


https://support.guidebook.com/hc/en-us/articles/360003676094

Making Custom List a Menu ltem

Before you see the Custom List in Builder, you will need to make it a menu item.

You will click the plus to add another action.

£ Rebrand 2sps | () 2025 Conterence Menu tems [

O search x 1 ¢ © Undo [@) b Testrun Publish

B Googlesheets ®
= 1. New or Updated Spreadsheet Row

@ 8 4 © O seachforanapp 2

(N @ubrary 83

Select the Guidebook app (within Zapier).

Select Action Event - Create Menu ltem.

[E@ 3. Create Menultem ~ [<] Nextstep > 3¢ x
Setup > Configure > Test
App *

@ Guidebook

Action event *

Create Menu Item &
Account *
Guidebook #2 | change || &

Used in 3 Zaps

Guidebook is a secure partner with Zapier. Your ials are encrypted and can be removed at any time. You can manage all of
your connected accounts here.

You can populate the guide ID from either your source sheet or the returned fields from

your first Action.

To create a Custom List menu item, you will select custom_list.customlist as the Content

Type.
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You will populate the Object ID with the Custom List ID from the returned fields from your

first Action.

B 3. Create Menu Item 7
Setup v > Configure v > Test

Guide ID * ()

‘T‘ Nextstep > 3 x

Copilot suggestions O Refresh fields  Field search

I 22| [ 1. Guide ID: 215906 |

Content Type * (O

custom_list.customlist

Object ID *

122 [@ 2. Custom List ID: 1187708

The test will continue and use the test data to complete this Action

E 3. Create Menu ltem 2

Setup v > Configure v > Test v

. N Send Menu item to Guidebook

m Nextstep > ZE X

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

[ @ A Menuitem was sent to Guidebook about in 0 seconds

Datain Dataout

IO [search item data...

Name En US  FAQs for Staff

Enabled true

Custom ListID 1187708

Retest step

| £ Edit |
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You can see the Custom List on your Menu in Builder!

S .
Recents v Tools v Support v ® Refer Guidebook for §2,500* ﬁ Q [s\NP g Candace v
« Back to Dashboard
—
(® Add features oe
Building
=9 FAQs for Staff . -
R Complete the required items to
oy submit your guide.
g Interact . -
4 Photo Album
Schedule Agenda o = Vou have the FAQs for Staff menu item
o bled wi
The Conference
M Leaderboard .-
©@ ceneralinfo
PA' Google Map  Gongi
59 MyEvents . - erodutiontestgiude

Notes

5 Maps

E3)

Edit guide details
[E  Add banner ads

, [ Preview onyour device

Copy and/or take note of the object_id value, you will need it when setting up your Zap

to populate Custom List items. This object_id value is the same and will be referred to as
Custom List ID.

You will then Publish your Zap! Every new record added after set up to the Google

Sheet will ‘zap’ through on its own.

Creating Custom List Item(s)

To add Custom List Item(s) to the Custom List you just made, you will create a new Zap.

ﬂYou will need to create separate Zaps to add items to different Custom Lists.
Google Sheet

The Google Sheet will act as the source information for what will be fed through Zapier

into Builder.

The source sheet is required to include the guide ID of the guide where the items will be

populated, Custom List ID, item title, and item description. Additional information that can
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be included in the sheet that will be pushed to Builder are: ltem subtitle, Import ID, and

Contact Email

Required Information: guide |D, custom list 1D, itemn title, item description
Additional, but not required: item subtitle, import 1D, contact email

Does not include: allow rating, locations, image, thumbnail

Here is an example of a sheet

2025 Conference Lists ¥ =3
File Edit View |Insert Format Data Tools Extensions Help Gemini

QA 6 e & F 100% - $ % O 9 23 Defal. v -[10]+ B I = A % H

- Av|e

H14 - &
A 8 c o E F G
1 Guide ID List ID Speaker Subtitle Description ImportID  Contact Email
215906 1187708 Incident Reporting A form or dedicated section Documenting problems and 2F4E9D
2 for logging issues (medical, ensuring proper follow-up.
security, technical failures)
215906 1187708 Checklist Staff member's assigned Staying on task and ensuring all 7J9L-KSB
3 duties, breaks, and shift roles are covered throughout the
coverage. event.
215906 1187708 Lost & Found Log Alist or system for Efficiently reuniting attendees with leo.murphy@zmailpro.com
4 documenting items that have  their possessions.
been found or reported lost.
215906 1187708 Media / VIP Tracker Alist of pre-registered media Identifying and properly managing marketing_team_42@bizcorp.org
s members and notable VIPs,  key guests and press, ensuring
often with their assigned 'smooth interactions.
escorts or access levels.
215906 1187708 Inventory Sign-Out Sheet A log for tracking the Maintaining accountability for IMP-A8T2
s distribution and return of valuable equipment and ensuring
event assets (radios, keys,  everything is returned post-event.
tablets, uniforms).
215906 1187708 Accessibility Guide Detailed information on Ensuring the event is inclusive and
accessible routes, quiet providing consistent, high-quality
7 rooms, and procedures for  support to all attendees.
assisting attendees with
special needs.
215906 1187708 Vendor/Supplier Contact List Directory of non-staff Quickly reaching external partners ‘wanderlust_annie@cloudmail.net
8 personnel (caterers, security for setup issues, deliveries, or
contractors, rental urgent changes.
companies).

Your Custom List ID is the same Custom List ID you used to create the Custom List in
the previous Zap steps. It may also be referred to as the Object ID. You will need to

manually enter this number into your spreadsheet.

A sheet can have any other information in it. Later in the process you will decide which

columns map to what fields in Builder. Column names do not need to be specific.
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Setting Up the Zap

Within Zapier, you will create a new Zap to get started.

x _zapier

@ Home

@O Discover

You will title your Zap and set up your initial Trigger.

£ Rebrand Zaps / () 2025 Resource Foidertems [EZ

O search % 1 F © Undo G B Testrun Publish

@ Coplot [Albeta

Describe your workflow

) Tuey 84 © O

Select Google Sheets. You will need to select a Google Sheets Event to be associated

with the Trigger.

[Zapier Support Article: How to set up your Google spreadsheet to work with Zapier]

1. New or Updated Spreadsheet Row 2/ ¢ Nextstep > 3¢ x

Setup v > Configure () > Test

App *

B Google Sheets m

Trigger event *

New or Updated Spreadsheet Row )
Account *
Google Sheets candace@guidebook.com
& @9 Change || § |

Used in 10 Zaps

Google Sheets is a secure partner with Zapier. Your credentials are encrypted and can be removed at any time. You can manage all of
your connected accounts here.



https://help.zapier.com/hc/en-us/articles/8495978765965-How-to-set-up-your-Google-spreadsheet-to-work-with-Zapier#other-google-sheets-zap-tips-0-0

Go through the flow to connect the necessary Google Sheets account. This account

should have access to the source Google Sheet.

Select the specific Spreadsheet and Worksheet (tab) that the Zap will be getting

information from.

If you want the zap to trigger for changes on a specific column, select the column in the

Trigger Column field. Leave this field blank if you want the Zap to trigger on changes to

1. New or Updated Spreadsheet Row # ¢ Nextstep > ZE X
Setup v > Configure v > Test Copilot suggestions & Refresh fields  Field search

0 Changing your sheet's structure after publishing your Zap can cause behavior. Learn how to fix it and best
practices for using Google Sheets.

0 If you are using a spreadsheet in a Shared Drive, use the “New or Update Spreadsheet Row (Team Drive)” trigger instead. ‘
Learn more

Spreadsheet *

2025 Conference Lists ©

Worksheet * (O

List Items o]

Trigger column (O

Select spreadsheet o]

Zapier has built in test processes throughout. This helps ensure any issues are caught

proactively. Click the button to test the Trigger.

1. New or Updated Spreadsheet Row £ < Nextstep > & x

Setup v > Configure v > Test

B-®

Test your trigger
To confirm your trigger is set up correctly, we'll find recent spreadsheet rows in your account:

B candace@guidebook.com

Test trigger




The test will pull a test record based on the choices you made in previous steps.

1. New or Updated Spreadsheet Row & ¢ Nextstep > HE€ X

Setup v > Configure v > Test v

We found records in your Google Sheets account. We will load up to 3 most recent records, that have not appeared previously.
Learn more about test records

O search
Find new records

SR > Content Hash  eb9182a4415a5c42b0e6e7aa89fab27f

original record pulled on Nov 24,

2025

ListID 1187708

Spreadsheet Row B > Speaker Accessibility Guide

original record pulled on Nov 24,

2025 Subtitle Detailed information on accessible routes, quiet rooms, and procedures

for assisting attendees with special needs.
P Ensuring the event is inclusive and providing consistent, high-

Spreadsheet Row A > Description 2 I & g

quality support to all attendees.
original record pulled on Nov 24,

2025 [—f B J

Continue with selected record

You’re done with the Trigger!

O cuide X  Browseall |7

© Guideflow

No action available.

@ Guidebook

i3 Flow controls @ cuideLite

Utilities Glide
Products

Custom

You will now set up the Action you’d like to accomplish. Search for Guidebook from the

list of available Apps.
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Select the Guidebook app (within Zapier). Select which Action Event you’re setting up.

For this - it will be Create Custom List Item(s).

E 2. Create Custom List Item(s) & [7\ Nextstep > & x
Setup v > Configure > Test
App *

@ Guidebook

Action event *

Create Custom List Item(s) <
Account *
Guidebook #2 (ehanae 1)
A Change || } |
Used in 4 Zaps (it AL
Guidebook is a secure partner with Zapier. Your ials are encrypted and can be removed at any, time. You can manage all of

your connected accounts here.

Go through the flow to connect the necessary Guidebook account. You will need to have

your APl Key.

You will now need to associate the columns in your Google Sheet with the information

needed from Guidebook for the Action.

E 2. Create Custom List Item(s) ¢ \ < | Nextstep > ZE x
Setup v > Configure v > Test ) Copilot suggestions O Refresh fields  Field search
Guide ID * O

12z [ 1. Guide ID: 215906 +
Item Title * ©

B 1. Speaker: Accessibility Guide +
Item Subtitle (O

B 1. Subtitle: Detailed inform...special needs. o
Item Description * (O

B 1. Description: Ensuring the ev...all attendees. +
Import ID (O

B 1. Import ID: No data +
Contact Email O
I [ 1. Contact Email: No data + I
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The test will continue by using the test data that was previously found in your Google

Sheet and it will send that single record to Guidebook.

You won'’t see it in Builder just yet!

3
EL
X

[@ 2. create Custom List Item(s) # <] Nextstep >

Setup v > Configure v > Test v

IS E Send Custom List Item to Guidebook

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

l @ A cCustom List Item was sent to Guidebook about in 0 seconds ]

Datain Data out

IQ |search item data... l

Item Title Accessibility Guide
Item Description  Ensuring the event is inclusive and providing consistent, high-quality support to all attendees.

Item Detailed information on accessible routes, quiet rooms, and procedures for assisting attendees with special
Subtitle needs.

¢ Edit

You can close this action.
Connect Items to Main Custom List

Before you see the Custom List item in Builder, you will need to connect the items to the

parent Custom List.

You will click the plus to add another Action.

£ Rebrand Zaps / () 2025 Resource Foider items [

- 5 Unao [ (b Testrun (D
B

v B Google Sheets ®
=] 1. New or Updated Spreadsheet Row
® +

(@ ouidebook
&

2. Create Custom List Item(s)

®

N Wiy 54 © O ‘oj
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Select the Guidebook app (within Zapier).

Select Action Event - Connect Item to Main Custom List.

[@ 3. Connect item to Main Custom List # \f( \ Nextstep > & x
Setup v > Configure > Test
App *

@ Guidebook

Action event *

Connect Item to Main Custom List ©
Account *
Guidebook #2 [m] ‘T‘

Used in 4 Zaps

Guidebook is a secure partner with Zapier. Your credentials are encrypted and can be removed at any time. You can manage all of
your connected accounts here.

Go through the flow to connect the necessary Guidebook account, if needed.

You will populate the Custom List Item ID from the returned fields from your first action.

You will populate the Custom List ID from the column in your source Sheet.

[E 3. Connect Item to Main Custom List & [<] Nextstep > 3¢ x

Setup v > Configure v > Test Copilot suggestions & Refresh fields Field search

Custom List Item ID * (O

125 [ 2. Item ID: 18390424 +

Custom ListID * ()

123 | [ 1.ListID: 1187708 *




The test will continue and use the test data to complete this Action. You can verify the

test data is sent in Builder!

E 3. Connect Item to Main Custom List # | Nextstep > € x

Setup v > Configure v > Test v

. N Send Connect Custom List to Guidebook

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

[ @ A Connect Custom List was sent to Guidebook about in 0 seconds ]

Datain Data out

I O [search item data... l

ID 27994043

Custom List ID/Object ID 1187708
Item ID 18390424

Rank -1764020816.9725766

¢ Edit

~=© Resources Folder %
Custom list
Items Locations Visibility QR Code Export Settings

“ Import from file Export to CSV 1 item total Quick Reorder v Q,

Accessibility Guide Detailed information on accessible routes, quiet rooms, and procedures for assisting attendees with special needs. v

You will then Publish your Zap! If you already had data in your Google Sheet prior to
setting this up, you should select “Transfer data” from the Zap title dropdown at the top
of the Zap editor. Every new record added after set up to the Google Sheet will ‘zap’

through on its own.

@ 2025 Resource Folder Iltems v

Rename
Duplicate
Transfer data

Create template

Export PNG

Delete




After selecting “Transfer data”, you will see all the imported existing data. You can “Select

All” and click “Next” at the bottom right of your screen (this screenshot does not include

the button).

Let's take a look at your data

3 Home
Add filters as needed, and select the data you'd like to send.
@ Discover
4 zaps /Y Filters
== Tables
O interfaces
6 selected O search across 7 records ... 4 Show or hide columns
71 canvas
3 Chatbots |Beta
W Agents [Beta Bl GuidelD & ListiD §  Speaker 5 Subtitle § Description
215906 1187708 Incident Reporting Aform or dedicated section for logging issues (medical, security, technical failures) Documenting
8% App Connections
215906 1187708 Checklist Staff member's assigned duties, breaks, and shift coverage. Staying on ta
@® Zzap History
215906 187708 Lost & Found Log Alist or system for documenting items that have been found or reported lost. Efficiently ret
e+ More
215906 187708 Media / VIP Tracker Alist of pre-registered media members and notable VIPs, often with their assigned escorts or access levels. Identifying ar
215906 1187708 Inventory Sign-Out Sheet A log for tracking the distribution and return of event assets (radios, keys, tablets, uniforms). Maintaining &
Plan tasks 19/750
- [0 215908 187708 Accessibility Guide Detailed information on accessible routes, quiet rooms, and procedures for assisting attendees with special needs. Ensuring the
Usage resets in 1 week
215906 187708 Vendor/Supplier Contact List  Directory of non-staff personnel (caterers, security contractors, rental companies). Quickly react

Manage plan

| s

— A

Note: It will duplicate the data that was previously sent over in the test. Make sure you

uncheck that row of data

You're about to send 6 records from Google Sheets
to Guidebook

Are you ready for this?

SOURCE DESTINATION

Google Sheets. E Guidebook
Back Send data

SO Resources Folder ~
Customlist
Items Locations Visibility

Importfomle Bxportto SV

NAME

Incident Reporting

Media / VIP Tracker

Inventory Sign-Out Sheet

Lost & Found Log

Vendor/Supplier Contact List

Checklist

Accessibility Guide

You can see in these that the data was successfully sent!

QR Code Export Settings
Showing 7/ 7items  Quick Reorder
LABEL/SUBTITLE
Aform or | security
Alist of pre-registered notable VIPs, or access levels.

‘Alog for tracking the distribution and retum of event assets (radios, keys, tablets, uniforms)

Alistor system for documenting items that have been found of reported lost.

Directory of non-staif

, breaks, and shift c

Detailed information . quiet forassisting

pecial needs.
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Closing

This manual has instructed you on setting up Zaps using the Guidebook's Zapier

integration.
Integration Scope (First Iteration):

The current integration connects information from a Google Sheet to a desired guide in

Builder, enabling the creation of:

e Attendees
e Sessions

e Custom Lists & Custom List Items

Technical Support:

If you encounter any problems while implementing or running your Guidebook Zapier

integration, please contact our support team directly at:

Email: zapier@guidebook.com
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