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How to Use This Manual

This manual documents ClearPath Consulting's standard method for configuring and operating each area
of Zoho Flow. It serves two purposes at once: it is the internal reference ClearPath consultants follow on
every engagement, and it is a work sample provided to prospective clients to demonstrate ClearPath's
delivery methodology.

Each chapter is organized into numbered sub-sections. Procedures are presented as sequential
numbered steps. A green Best Practice box highlights a recommended approach; an orange Common
Pitfall box flags a frequent implementation error; a gold Verification Note marks a claim that could not
be confirmed against a stable, dedicated Zoho documentation source at the time of writing and should
be reconfirmed in the client's live environment before being treated as settled fact. Every chapter closes
with a Sources list citing the official Zoho documentation each procedure was drawn from.
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Chapter 1. Flow Fundamentals & Workspace Setup

Zoho Flow is Zoho's integration and workflow-automation platform. Zoho's own documentation defines
it plainly: Zoho Flow is an integration platform that lets you create customized workflows across cloud
applications, moving data between them without requiring custom code. For a ClearPath engagement,
Flow is usually the layer that sits between Zoho One applications — CRM, Books, Desk, Projects — and
the outside world: web forms, spreadsheets, third-party Saa$ tools, and even a client's on-premise
systems. This chapter establishes the vocabulary and workspace concepts every later chapter builds on.

It is worth being explicit with clients about where Flow sits relative to the automation tools already built
into individual Zoho apps. Zoho CRM's own Workflow Rules and Blueprint, Zoho Desk's automation
rules, and Zoho Books' workflow actions all operate within their own application, on their own data, and
cannot natively read or write into a different Zoho app or an outside Saa$ tool. Flow is the layer above
all of them — it is the tool a consultant reaches for the moment an automation needs to leave the
boundary of a single application, even when both applications in question are part of the same Zoho
One subscription.

This distinction is also a scoping tool, not just a technical clarification. When a client asks for "a
workflow" without specifying which platform, the first diagnostic question ClearPath asks is whether
every app involved in the request is the same single application. If so, the in-app automation tool is very
often cheaper to build and easier for the client to maintain; if the request touches two or more
applications, Flow is almost always the right starting point, and this manual becomes the relevant
reference for the engagement.

The chapter that follows is organized deliberately from the most abstract concept (what Flow is) to the
most concrete (where to click). A consultant new to Flow should read all five sub-sections in order
before opening the builder for the first time; a consultant returning to this manual mid-engagement can
treat each sub-section as a standalone reference, since each is written to make sense on its own.

1.1 What Is Zoho Flow?

At its simplest, Zoho's documentation describes a flow as "the combination of a trigger and action(s)."
Flow is not a general-purpose scripting environment first — it is a visual, trigger-and-action automation
builder, with a code escape hatch (the custom function, covered in Chapter 5) available when the point-
and-click building blocks are not enough. Because Flow ships as part of Zoho One and is also sold
standalone, it is the tool ClearPath reaches for whenever an automation needs to span two or more
separate applications, as opposed to Zoho CRM's own Workflow Rules or Blueprint, which only operate
within CRM itself.

Flow's role in a typical ClearPath build is connective tissue: a new Zoho Forms submission becomes a
Zoho CRM Lead; a Zoho CRM Deal marked Closed Won creates a Zoho Books invoice; a Zoho Desk ticket
tagged "urgent" posts a message to a team Clig channel. Each of these is a flow — one trigger, one or
more actions, and (often) a layer of logic in between.
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ClearPath's own website intake process is a useful, concrete illustration for prospective clients, precisely
because it is a flow the firm actually runs day to day: a prospect submits a Zoho Forms contact form,
which triggers a flow that creates a Zoho CRM Lead, waits a short interval, and then sends a
personalized follow-up email — with a Decision element (Chapter 4) routing high-value inquiries to a
priority notification instead of the standard queue. Walking a prospective client through that one flow,
end to end, is frequently a more effective sales tool than any slide deck, because it demonstrates the
actual shape of the deliverable rather than describing it abstractly.

It is also worth clarifying, early in any engagement, what Flow is not. It is not a data warehouse or a
system of record — a flow moves and transforms data in transit, but the authoritative copy of a record
still lives in whichever app owns it (CRM owns the Deal, Books owns the Invoice). And it is not a
substitute for good data hygiene in the source applications themselves: a flow built on top of
inconsistent picklist values or duplicate records in CRM will faithfully propagate those same
inconsistencies everywhere it writes, simply faster than a person could do it manually.

Best Practice: Before opening the Flow builder, write the automation out in one plain-English
sentence: "When X happens in App A, do Y and Z in App B." If the sentence needs an "and if" clause,
that clause is your first logic element (Chapter 4), not an afterthought.

1.2 Core Terminology: Triggers, Actions, and Flows

Zoho Flow's own glossary defines three terms every consultant needs to use precisely with clients,
because CRM administrators often import CRM vocabulary that does not map cleanly onto Flow:

Trigger — the event that starts a flow. Per Zoho's documentation, a trigger is "either a data update in
another app or a scheduled time to kickstart the flow." A flow has exactly one trigger.

Action — a task the flow performs after the trigger fires: creating or updating a record, sending an email,
waiting, or running a custom function. A flow can have one trigger and multiple actions, and Zoho's
documentation is explicit that "the actions are independent of each other and will be executed
sequentially” once initiated.

Connection — an authorized account through which Flow talks to an app, for example a specific Trello
login or a specific team Gmail address. Connections are reusable across many flows and are covered in
full in Chapter 2.

A flow, then, is the assembled combination: one trigger, any logic elements needed to branch or delay,
and one or more actions, all wired together on a single canvas.

This vocabulary matters most in client conversations, where imprecision compounds quickly. A client
who says "the workflow isn't triggering" may mean the trigger itself never fired, that the trigger fired but
an early action failed silently, or that the flow was never switched on in the first place — three different
problems with three different fixes. ClearPath's standard practice is to always confirm, using this exact
vocabulary, which of the three the client is actually describing before opening Flow History (Chapter 6)
to diagnose it, rather than assuming the more common cause.
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One more distinction worth holding onto: a "workflow" in everyday client speech is not the same thing
as a Zoho CRM "Workflow Rule." CRM's Workflow Rules are a specific, in-app automation feature
scoped entirely to CRM records, while Flow's "flow" is a cross-application automation. ClearPath
consultants standardize on the word "flow" internally and in all client-facing documentation whenever
referring to a Zoho Flow automation, reserving "workflow rule" strictly for CRM's own feature, to avoid
exactly this kind of ambiguity creeping into a statement of work.

1.3 Signing Up and Accessing Your Organization

Zoho Flow is accessed either directly at flow.zoho.com with a standard Zoho account, or through the
Zoho One App Directory for organizations already on a Zoho One plan (the path ClearPath uses for
nearly every client, since all of ClearPath's engagements run on Zoho One). Zoho's getting-started
documentation confirms that a new user without an existing Zoho account can sign up with an email
address, verify it through a confirmation link, or authenticate via Google or LinkedIn credentials, before
organization details are completed.

Flow operates on an organization model. Every flow, connection, and custom function belongs to an
organization, and Zoho's documentation notes plainly that a user invited into an existing organization
"will not be able to edit organization details unless you have the admin role." For client engagements
this matters immediately: ClearPath consultants are typically added as a standard member or a specific
Flow role inside the client's existing Zoho One organization, not as the organization's owner, and certain
settings-level changes (covered in Chapter 8) will be unavailable until the client grants admin rights.

It is common for a client's Zoho One account to contain more than one organization — a production
organization and, less often, a sandbox or secondary org used for testing. Before building anything,
confirm with the client which organization is the one the automation should ultimately live in, and, if a
sandbox exists, whether the engagement calls for building and testing there first before promoting the
finished flow to production. Flows, connections, and custom functions do not automatically transfer
between organizations — each must be rebuilt or exported and reimported (where Flow's tooling
supports it) in the destination organization.

ClearPath's standard kickoff checklist for a new engagement includes confirming the exact organization
name and Flow URL the client expects the work to land in, captured in writing before the first flow is
built. This single confirmation step has prevented more than one instance of a build accidentally landing
in a client's dormant legacy Zoho org rather than their active one.

Common Pitfall: Signing up for a brand-new, personal Zoho Flow account instead of accessing Flow
through the client's existing Zoho One organization creates connections, flows, and custom functions
that live outside the client's environment and cannot be handed off cleanly at the end of the
engagement. Always confirm you are inside the client's organization before building anything.
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1.4 The Flow Builder Interface

The Builder is the canvas where a flow is assembled: a trigger block anchors the left/top of the canvas,
and actions and logic elements are added below or beside it as connected blocks, each represented
visually as a card the consultant configures by clicking into it. Two side panels support the canvas: a left-
side panel used to search for and drag in the app whose trigger or action you want to add, and a right-
side panel used during action configuration to browse the available fields and insert dynamic variables
pulled from earlier steps in the flow (see Chapter 3, section 3.4).

Beyond the Builder, every flow exposes a Summary view (a plain-language description of what the flow
does), a History view (the execution log covered in Chapter 6), and organization-wide Dashboard and
Settings areas reached from the main navigation rather than from inside an individual flow.

Each block on the canvas carries a visible status once a flow has run at least once — configured but
untested, tested successfully, or failed on its most recent execution — which lets a consultant scan a
multi-step flow visually and see at a glance where a problem lives before opening the detailed execution
log. New consultants sometimes overlook that a block's canvas position is purely visual and can be freely
rearranged without affecting execution order for parallel branches; execution order is instead
determined by how blocks are connected to one another, not by their pixel position on the canvas.

The Builder also autosaves configuration changes as they are made, rather than requiring an explicit
"save flow" action at the end of a session — a detail worth knowing before walking away mid-build,
since a half-configured action left on the canvas is preserved exactly as left, including any incomplete or
clearly wrong field mappings, until it is either finished or deliberately removed.

1.5 Navigating the Flow Workspace: My Flows, Dashboard, and Settings

Zoho's own user guide table of contents lays out the workspace in the order a new user encounters it:
Overview, Get Started, Create a Flow, Al in Flow, On-Premise App Integrations, Manage Your Flows,
Dashboard, Settings, Subscription and Add-ons, Troubleshooting, App-Specific Documentation, App
Deprecation, Security and Compliance, and — for Zoho One customers — a dedicated section on
accessing Flow through Zoho One. This manual follows that same underlying structure, regrouped into
eight chapters organized around what a consultant actually does at the keyboard rather than around
Zoho's internal documentation taxonomy.

My Flows is the landing library: every flow the signed-in user can see, filterable by status (on, off, or in
an error state) and, once created, by folder (Chapter 8). The Dashboard is organization-wide rather than
flow-specific — it surfaces workflow status and an execution summary across every flow in the account
so an admin can see, at a glance, whether anything organization-wide needs attention. Settings houses
connections management, members and roles, and subscription/add-on details, and is where most of
the governance work in Chapter 8 takes place.

New engagements typically start with a short orientation pass through all three areas before any
building begins: My Flows to inventory whatever automations already exist (including any switched-off
or clearly abandoned ones a prior consultant or in-house admin left behind), Settings = Connections to
see what accounts are already authorized and to whom they are shared, and Settings = Subscription
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and Add-ons to confirm the org's current plan tier and task headroom (Chapter 8) before promising a
build the plan cannot support. Skipping this orientation is the most common reason a ClearPath build
duplicates something that already exists.

This orientation pass, documented as a short findings memo, also becomes the first deliverable on many
ClearPath engagements — a client is frequently surprised to learn exactly how many automations,
connections, and orphaned flows already exist in their own organization, and that inventory alone often
surfaces quick wins (a switched-off flow that only needs a reconnected credential to start working again,
for instance) before any new building begins.

Taken together, these five sub-sections are the foundation the rest of this manual assumes a reader
already has: the vocabulary of Chapter 1 recurs in every later chapter without being re-explained, and
the workspace areas introduced here — My Flows, the Builder, the Dashboard, and Settings — are
where every procedure in Chapters 2 through 8 actually takes place. A consultant who is comfortable
with this chapter's content is ready to move on to connections (Chapter 2), the first genuinely hands-on
step in building a real flow.

Sources

e Overview — General Overview — help.zoho.com/portal/en/kb/flow/user-guide/overview/articles/general-
overview

e How to get started with Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/get-started/articles/get-
started

e FAQs on Zoho Flow — www.zoho.com/flow/help/fag.html
e 7oho Flow User Guide (table of contents) — help.zoho.com/portal/en/kb/flow/user-guide
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Chapter 2. Connections & Authentication

Nearly every trigger and action in Zoho Flow needs to authenticate against the app it touches, and Flow
does that authentication through a reusable object called a connection. Getting connections right —
who owns them, how they are shared, and what happens when a token lapses mid-engagement — is
one of the most common sources of client-facing breakage in a Flow build, so ClearPath treats
connection setup as its own deliberate step rather than something to click through on the way to
building the flow itself.

Connections are also, in practice, the part of a Flow build most exposed to organizational change outside
ClearPath's control — an employee whose account owns a critical connection leaves the company, an IT
policy forces a password reset across every SaaS$ login, or a client rotates a shared mailbox's credentials
as part of routine security hygiene. None of these events touch the flow's own configuration, yet all of
them can silently stop it from running. This chapter's guidance is written with that reality in mind:
connection ownership decisions made at build time determine how resilient the automation is months
after ClearPath's engagement ends.

The five sub-sections below move from concept (what a connection is) through the full lifecycle a
connection actually goes through on a real engagement: creation, day-to-day management, handoff via
sharing, and finally the edge case of an app that has no pre-built connection at all. Reading them in
order the first time is the fastest way to internalize ClearPath's connection-ownership discipline before it
becomes muscle memory.

2.1 What a Connection Is and Why Flow Uses Them

Zoho's own FAQ defines a connection as an app account that has been authorized to exchange data with
Zoho Flow — the example given is a Trello account or a team's Gmail address. A connection is not tied to
a single flow; once authorized, it becomes available to any trigger or action in the organization that uses
that app, which is precisely why Flow separates "authorize this account" (the connection) from "build
this automation" (the flow). Zoho's documentation confirms there is no cap on the number of
connections an organization can create, and that credentials, once authorized, are encrypted and stored
for reuse rather than re-requested on every flow.

This separation is a deliberate architectural choice, not an incidental one, and it is worth explaining to
clients in those terms: because a connection is decoupled from any individual flow, an organization can
run ten different automations against the same Zoho CRM account without asking a user to re-
authenticate ten times, and — just as importantly — a single connection can be fixed once (Section 2.3)
to repair every flow depending on it simultaneously, rather than needing to be repaired flow by flow.

It is also common, and entirely normal, for an organization to hold more than one connection to the
same app — for example, a "CRM - Marketing" connection scoped to a marketing-focused service
account and a separate "CRM - Finance" connection scoped to a finance-focused one, each used only by
the flows appropriate to that department. Multiple connections to the same app are not a workaround
or a sign of misconfiguration; they are frequently the correct design when different automations should
reasonably act under different identities for audit-trail purposes.
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Best Practice: Name every connection with the actual account it represents — for example "CRM -
Sales Ops Shared Login" rather than the default app name — the moment it is created. On a mature
client org with a dozen flows and three Gmail connections, an unlabeled connection list is unreadable
within a month.

2.2 Creating and Authorizing a Connection

A connection can be created two ways: proactively from Settings, before any flow needs it, or inline, the
first time a trigger or action for that app is added to a flow and no existing connection is available. Both
paths land on the same authorization flow — most Zoho and third-party apps in Flow's gallery
authenticate via OAuth, meaning the consultant is redirected to the app's own login/consent screen,
signs in as the account that should own the connection, and grants Flow the specific scopes the trigger
or action requires.

Procedure: Create a New Connection from Settings
1. Open Zoho Flow and go to Settings.
. Select Connections from the Settings navigation.
Click Create Connection (or the equivalent add action) and search for the target application.
Select the app and click Connect; you will be redirected to that app's sign-in / consent screen.

. Sign in with the account that should own this connection and approve the requested permissions.

o U A W N

. Confirm the connection appears in the Connections list with a healthy/active status before using it in
a flow.

Building a connection proactively, before the first flow that needs it, has a practical advantage on multi-
flow engagements: it lets the consultant confirm the account being used, its permission scope, and its
name up front, rather than making that decision hurriedly in the middle of configuring a trigger.
ClearPath's project checklist for any build involving three or more flows includes a dedicated
connection-planning step for exactly this reason.

The OAuth consent screen a user sees during authorization typically lists, in plain language, exactly what
Flow is requesting permission to do — read records, create records, send email, and so on. Reviewing
that scope list with the client before approving it is a useful moment to confirm the connection is not
requesting broader access than the planned automation actually needs, particularly for apps where a
single connection can be scoped narrowly or broadly depending on which permissions are granted at
authorization time.

Common Pitfall: Authorizing a connection while signed in under a consultant's personal account —
rather than a client-owned service account or the client's own login — hands the client an automation
that silently breaks the day that consultant's personal account changes password, is deprovisioned, or
has its OAuth grant revoked. Wherever a client has a shared or service-level login for a given app, use
it for the connection.
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2.3 Managing, Reconnecting, and Revoking Connections

Connection health is worth checking proactively rather than waiting for a flow to fail and report it.
Settings = Connections surfaces the current status of every connection in the organization, and a quick
scan of that list — as part of a routine monthly check-in, for example — will often surface a connection
nearing expiration or already flagged as needing reauthorization before it has actually caused a single
flow to fail in front of the client.

Connections can lapse — a password change, an expired OAuth refresh token, or an admin revoking
third-party access on the app's own side will all break a connection without necessarily breaking the
flow definition itself; the flow will simply start failing at execution. When that happens, Flow surfaces
the broken connection from the Connections list in Settings, and the consultant reconnects it in place:
the same account is re-authorized, and every flow already using that connection is fixed simultaneously,
without needing to touch each flow individually. This is the practical benefit of Flow's connection-is-
separate-from-flow design — a credential problem is fixed once, centrally, rather than once per
automation.

A connection can also be deliberately revoked or deleted — for example, when an app is being retired
from the client's stack, or when a service account is being decommissioned. Deleting a connection that is
still in active use by one or more flows will break those flows at their next execution, so the standard
practice before deleting any connection is to check, from Settings, which flows currently reference it and
either reassign those flows to a replacement connection or switch them off first.

ClearPath's support-retainer clients receive a quarterly connections review as part of the standing
service: every connection in the organization is checked for status (healthy vs. broken), ownership (does
the account that authorized it still exist and hold the correct access), and sharing scope (is it shared
appropriately, per Section 2.4). This review routinely catches connections tied to accounts that have
since left the client's organization, well before those accounts are actually deprovisioned and the
connection breaks unexpectedly.

2.4 Sharing Connections with Your Organization

Connection sharing is managed from Settings and, per Zoho's documentation, allows other members of
the organization to use an already-authorized connection in their own flows without re-authenticating.
This is how a ClearPath build hands off cleanly: the consultant builds under connections owned by the
client's own accounts (Section 2.2), and shares those connections with the client's admin and any other
users of the Flow organization, so the automation continues to function and is fully editable by client
staff after the engagement ends.

By default, a newly created connection is visible only to the user who created it. Sharing it — typically to
specific organization members or to the organization as a whole — is a deliberate action taken from the
connection's own settings, and it is the step ClearPath includes as a standard line item in every project
close-out checklist.

For most single-admin small-business clients, sharing every connection with the organization as a whole
is the simplest and most maintainable choice — it avoids a future situation where the one person who
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can fix a broken connection has left the company. For larger, more security-conscious organizations,
ClearPath instead scopes sharing to a specific automation-owner group, following whatever access
model the client's own IT policy already dictates for other Zoho One settings.

One consequence of connection sharing worth flagging to a client during handoff: any organization
member with access to a shared connection can, in principle, use it to build a new flow of their own,
using the same authorized account and its same level of access to the underlying app. Sharing is
therefore a trust decision as much as a technical one, and ClearPath recommends it be limited to
whichever staff are actually expected to build or maintain automations, rather than extended to the
entire organization by default.

2.5 Custom and Generic Connections

For apps that are not in Flow's pre-built connector gallery, Zoho's broader platform (Creator, CRM, and
other Zoho One apps) supports custom connections — consultant-defined OAuth2, API key, or basic-
auth connections built against a third-party API's own documentation. Flow's own webhook trigger
(Chapter 7) is the most reliable, fully-documented way to bring an unsupported third-party app's
outbound data into a flow without a custom connection at all, and it is ClearPath's default
recommendation whenever a client asks about an app that is not in the gallery.

Where an unsupported app needs to be called as an action rather than used as a trigger — for example,
pushing data out to a third-party API that Flow has no native action for — the practical workaround
most consultants reach for is an HTTP/webhook-style outbound call configured through a custom
function (Chapter 5), authenticated with whatever API key or token scheme the third-party service
documents, rather than through Flow's own connection object.

When scoping any engagement that depends on a specific third-party app not already confirmed in
Flow's connector gallery, ClearPath treats "confirm gallery support, or confirm a viable
webhook/custom-function alternative" as a discovery-phase task completed and documented before
the statement of work is finalized — not something assumed to be possible and discovered to be a
problem partway through the build.

At the time of writing, Zoho's help.zoho.com/flow documentation does not include
a dedicated, stable article describing a generic/custom connection builder inside Zoho Flow itself (as
distinct from the custom-connection features documented for Zoho Creator, CRM, and Books). If a
client engagement requires authenticating Flow against a bespoke or unsupported API, confirm
current capability directly in the Flow builder's connection gallery and with Zoho support before
promising a custom-connection deliverable, and default to the webhook-trigger pattern (Section 7.2)
where possible.

The common thread across all five sections in this chapter is ownership: a connection authorized under
the right account, named clearly, shared appropriately, and monitored for breakage is infrastructure a
client can rely on long after ClearPath's engagement ends. A connection authorized under a consultant's
personal login, left unnamed, or never shared, is a liability with a delayed fuse — it will keep working
right up until the day it does not, usually at the worst possible moment. Chapter 3 assumes every
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connection a flow needs already exists and is healthy; this chapter is what makes that assumption safe
to rely on.

Sources

e FAQs on Zoho Flow — www.zoho.com/flow/help/fag.html

e How to get started with Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/get-started/articles/get-
started

e What are webhooks? How to automate workflows using them? — www.zoho.com/flow/articles/what-are-
webhooks.html
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Chapter 3. Building Your First Flow

This chapter walks through the mechanical, repeatable sequence ClearPath follows on every new flow,
from the blank canvas to a live automation: choose and configure a trigger, add and sequence actions,
map fields between apps using Flow's dynamic data picker, and test before switching the flow on.
Chapters 4 and 5 build on this sequence by inserting logic and custom code between the trigger and the
final action; this chapter assumes the simplest possible shape — one trigger, one or more straight-line
actions.

The five sub-sections below are written to be followed in order the first time a consultant builds a flow,
and used as a quick reference thereafter. Skipping the planning step (3.1) in particular is the single most
common reason a straightforward-looking flow takes longer to build than expected — the time saved by
skipping it upfront is almost always spent later, reworking a trigger or action that turns out not to
expose a field the automation actually needed.

Consultants building their first several flows often find it useful to keep this chapter open in a second
window while working in the Builder, treating each sub-section as a checklist item to confirm before
moving to the next stage of the build. Experienced consultants tend to compress the five stages below
into a single fluid pass, but the underlying sequence — plan, trigger, actions, mapping, test-and-launch
— remains the same regardless of experience level.

3.1 Planning a Flow Before You Build

Every ClearPath flow starts on paper (or in a shared doc), not in the builder. The one-sentence
trigger/action statement from Section 1.1 is expanded into a short table: the trigger app and event, the
exact fields needed from that trigger, each downstream action in order, and which trigger or prior-
action field feeds each field the action requires. This planning step catches the two most common
causes of rework: a required field on the destination action that the trigger event does not actually
provide, and an implied conditional step ("only if the deal is over $10,000") that needs a Decision or If-
Else element (Chapter 4) rather than being handled as a plain action.

The planning table also becomes the artifact ClearPath hands to the client for sign-off before any
building begins on a fixed-scope engagement. Because it is written in plain language rather than in
Flow's own Ul vocabulary, a non-technical stakeholder can review it, catch a missing business rule, and
approve it in a fraction of the time it would take to review the finished flow inside the Builder itself.

A planning table that has been signed off also becomes the baseline for scope-change conversations
later in an engagement. When a client asks mid-build for "one more thing," comparing the request
against the original signed-off table makes it immediately clear whether the addition is a small tweak
already implied by the existing plan, or a genuinely new requirement that changes the project's scope
and, potentially, its cost.
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3.2 Selecting and Configuring a Trigger

Creating a flow begins with My Flows — Create Flow, which opens the Builder on an empty canvas and
prompts for a trigger app. Zoho's trigger documentation groups triggers into several families — App
Triggers (built-in, app-specific events across Flow's supported application gallery), Schedule Triggers
(time-based), Webhook Triggers (real-time, for apps that can call out to a URL), URL Triggers (polling-
based, for apps without webhook support), Email Triggers (parsing structured incoming email), and
RSS/Atom Feed Triggers. App triggers themselves operate through one of two underlying mechanisms,
per Zoho's documentation: polling (Flow periodically checks the source app for new or updated data) or
webhook (the source app notifies Flow the instant something happens). Chapter 7 covers each trigger
family in depth; this section covers the mechanics common to all of them.

Procedure: Add and Configure a Trigger
1. From My Flows, click Create Flow.
. Search for and select the trigger app (for example, Zoho Forms).
. Choose the specific triggering event for that app (for example, "New Form Entry").

. Select an existing connection for that app, or authorize a new one (Chapter 2).

v D W N

. Configure any trigger-specific settings — for a polling app trigger this may include selecting the
specific form, module, or list to watch.

6. Save the trigger configuration; Flow will typically pull a sample record so downstream steps can be
mapped against real field names.

Once the trigger is saved, it is worth spending a moment confirming exactly which fields it exposes
before adding a single action. A trigger built on a generic module-level event (for example, "Record
Updated" in CRM) will often expose every field on that module, while a more specific event may expose
only a narrower payload — and discovering that gap after three downstream actions have already been
mapped is a much more expensive fix than catching it at this step.

It is also worth distinguishing, at trigger-selection time, between an event that fires on record creation
versus one that fires on any update. A trigger scoped to "record updated" will fire again every time any
watched field changes, including changes unrelated to the automation's intent — which is often the
correct behavior, but occasionally means the flow needs an early Decision element (Chapter 4) to filter
out updates the automation should ignore, so it does not, for example, resend a welcome email every
time an unrelated field on the same record is edited.

3.3 Adding and Sequencing Actions

Actions are added from the left-side panel by searching for the target app and dragging its action block
onto the canvas beneath the trigger (or beneath the prior action, for a multi-step flow). Zoho's
documentation is explicit that actions in a flow "are independent of each other and will be executed
sequentially" — each one runs in the order it appears on the canvas, and by default a failure in one
action does not automatically roll back actions that already completed successfully upstream of it, which
is why idempotency and ordering both deserve deliberate thought during planning (Section 3.1) rather
than being left to whatever order feels natural while building.
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This lack of automatic rollback is a deliberate platform behavior, not a defect, and it shapes how
ClearPath sequences every multi-step flow: actions that are safe to run more than once (an update to an
existing record, for example) can generally be placed earlier without much risk, while actions that create
something new and irreversible — a new invoice, a charge, an outbound email a customer will see —
are placed as late as possible in the sequence, after every upstream step that could plausibly fail has
already succeeded.

Each action, once configured, can typically be renamed on the canvas from its generic default label to
something describing its role in this specific flow — "Create Books Invoice" rather than simply "Books."
On a flow with five or more actions, consistently renamed blocks turn the canvas itself into a readable
summary of what the automation does, which is useful both during a client walkthrough and for the
consultant's own future self returning to the flow months later.

Common Pitfall: Placing a "send confirmation email" action before the record-creation action it is
meant to confirm means the email goes out even if the record creation later fails. Order actions so
that anything client-facing (an email, an SMS, a notification) comes after the internal data operations
it depends on, not before them.

3.4 Field Mapping with the Dynamic Data Picker

For destination fields that accept a picklist or dropdown value rather than free text, the safest mapping
practice is to confirm the trigger's source values line up exactly with the destination's accepted options
before wiring the mapping, rather than after a test run reveals a mismatch. Two apps that both have a
"Status" field, for instance, will very rarely share identical picklist values out of the box, and a
mismatched mapping frequently fails silently rather than throwing an obvious error, writing a blank or
default value instead.

Every action's configuration panel exposes the destination app's fields on the canvas, and a right-side
panel from which the consultant inserts dynamic variables — values pulled from the trigger or from any
earlier action in the flow — directly into those fields. Zoho's own documentation, describing this pattern
for a representative action, puts it simply: the consultant should "add the variables from the right-side
panel that you want to be updated in the specific fields," matching each destination field to the correct
upstream source (for example, mapping a trigger's Name field to the destination action's Name field). A
field can mix a static value with one or more dynamic variables in the same input — a common pattern is
a static label concatenated with a dynamic ID, such as an email subject line reading "New lead: "
followed by the trigger's Lead Name variable.

The data picker also exposes fields from every action earlier in the same branch, not just the trigger —
so the third action in a flow can reference output from both the trigger and the second action. This is the
mechanism that makes multi-step flows compose cleanly: a later action does not need to re-fetch data
another step in the same flow already retrieved, it simply references that step's output directly.

Data-type mismatches are one of the most common field-mapping errors — mapping a text field's
variable into a destination field that expects a strictly formatted date, currency amount, or picklist value
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will typically either fail the action outright or write a value the destination app quietly rejects or
reformats unexpectedly. When mapping a field whose destination type is not obviously the same as its
source, it is worth checking both apps' field definitions before mapping, rather than after a test run
surfaces a validation error.

Best Practice: Map every required field on a destination action explicitly, even when a value looks
likely to default correctly. An action silently failing or writing a blank value because a required field
was left unmapped is one of the most common causes of a "working" flow that quietly produces bad
data for weeks before anyone notices.

3.5 Testing, Naming, and Switching On a Flow

Before a flow is switched on, it should be tested against a real or realistic trigger event so the consultant
can confirm every action executed as expected and inspect the actual data that moved through each
step — Flow's execution history (Chapter 6) shows this step-by-step detail for both test and live runs.
Once testing is clean, the flow should be given a clear, client-legible name (not the Flow default of
"Untitled Flow") and a short description in the Summary view, both of which matter enormously the first
time a client's admin opens My Flows six months later and needs to understand what an automation
does without opening the builder.

A flow does nothing until it is explicitly switched on; a newly built flow sits in an off state by default.
Zoho's monitoring documentation confirms that switching a flow on or off is itself a tracked event — the
organization receives an automatic notification whenever a flow's on/off state changes, which gives an
admin visibility into who is turning automations on and off across the organization, not just whether an
individual flow is currently active.

ClearPath's own naming convention, used across every client engagement, prefixes each flow's name
with the trigger app and a short verb phrase — for example, "CRM: Deal Won — Create Books Invoice"
— so a client scanning a long My Flows list can identify what a given automation does without opening
it. This convention is documented in the manual's companion internal style guide and is applied
consistently regardless of which consultant builds a given flow.

Test data deserves the same care as production data when testing a flow that writes into a live client
environment — a test run that creates a genuine test Lead or test Invoice inside the client's live CRM or
Books org should be clearly marked as such (a "TEST — " prefix on the record name is a simple, effective
convention) and cleaned up afterward, so it does not later get mistaken for real business activity in a
report or dashboard.

With a trigger configured, actions sequenced sensibly, fields mapped explicitly, and the flow tested and
switched on, the automation described in this chapter is functionally complete for its simplest form.
Most real client requirements, however, include at least one conditional rule, timing requirement, or
calculation the straight-line sequence in this chapter cannot express on its own — which is exactly the
gap Chapter 4's logic elements are built to close, and the natural next step for any flow whose planning
table (Section 3.1) turned up an "and if" clause.
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Sources

e What are the different types of triggers available in Zoho Flow and how does one use them? —
www.zoho.com/flow/articles/triggers-in-zoho-flow.html

e Setting up a Zoho Tables action (representative action-configuration and field-mapping walkthrough) —
help.zoho.com/portal/en/kb/tables/connect-apps/zoho-flow/articles/setting-up-a-zoho-tables-action

e Comprehensive monitoring and troubleshooting capabilities — www.zoho.com/flow/features/monitor-
troubleshoot-workflows.html

e FAQs on Zoho Flow — www.zoho.com/flow/help/fag.html
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Chapter 4. Conditional Logic & Branching

A straight-line flow — trigger, then action, then action — covers only the simplest automations. Most
real ClearPath builds need to branch ("route this differently depending on deal size"), wait ("send the
reminder two days before the event, not immediately"), or store an intermediate calculated value for
reuse. Zoho Flow groups the building blocks for all three needs under the Logic tab, split into Flow
Control, Notification, and Custom Function categories. This chapter covers the Flow Control elements —
Decision, If-Else, Delay, and Set Variable; Chapter 5 covers Custom Functions in depth.

These four elements are, in ClearPath's experience, sufficient for the large majority of the conditional
logic a client business actually needs — genuinely code-requiring logic (Chapter 5) is the exception
rather than the rule. This chapter is written to be read start to finish before a consultant's first branching
flow, and then used section by section as a reference afterward.

Each of the four elements covered below solves a distinct problem — branching, timing, or calculation
— and most real flows combine more than one of them. A flow that routes a Deal by size (Decision),
waits for a follow-up window (Delay), and pre-computes a discounted total for use in two different
downstream actions (Set Variable) is a completely ordinary ClearPath build, not an unusually
sophisticated one.

4.1 Why Logic Elements Matter

Zoho's own documentation frames logic elements as the mechanism for introducing "custom rules and
conditional logic" into an otherwise linear sequence of actions. Without them, a flow can only ever do
the same fixed set of things every time it runs; with them, a single flow can route a record down entirely
different paths, hold an action until a specific moment, or feed a computed value into several later
actions without recalculating it each time. In practice, logic elements are what separate a flow that
merely moves data from one that actually encodes business rules.

It is tempting, especially on a first Flow build, to reach for a custom function (Chapter 5) the moment
any conditional requirement appears. ClearPath's default guidance runs the other way: Decision, If-Else,
Delay, and Set Variable should be the first tools tried for any branching, timing, or calculation
requirement, because a flow built from native logic elements remains fully readable and editable by a
client's own non-developer admin. Deluge code is reserved for the genuine minority of cases those four
elements cannot express.

A useful mental model when scoping a client requirement: any business rule that could be spoken aloud
as an "if... then..." sentence with a single comparison is almost always an If-Else candidate; a rule with
several distinct outcomes based on ranges or categories is a Decision candidate; a rule about timing is a
Delay candidate; and a rule requiring a value to be computed once and reused is a Set Variable
candidate. Sorting a requirement into one of these four buckets before opening the Builder makes the
actual build itself considerably faster.
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4.2 The Decision Element and Condition Groups

The Decision element branches a flow across multiple possible outcomes based on one or more test
conditions, each built from a variable, an operation, and a comparison value. Conditions can be
combined with AND/OR logic within a group, and — this is the detail most consultants miss the first time
— multiple condition groups can be stacked, with the final branch outcome evaluated from the output
of each group rather than from each individual condition in isolation. Zoho's documentation describes
this as functionally equivalent to adding parentheses in Boolean algebra: grouping conditions changes
how they combine, the same way parenthesizing terms changes the result of a Boolean expression.
Decision also supports a default action, executed only when none of the defined condition groups
evaluate true, which functions as the branch's catch-all / else case.

Procedure: Add a Decision Element
1. In the Builder, open the Logic tab.

2. Under Flow Control, select Decision and drop it at the point in the flow where the branch should
occur.

3. Define the first condition group: add one or more conditions (variable, operator, value) and set
whether they combine with AND or OR.

4. Add additional condition groups as needed for further branches, and set how the groups themselves
combine.

5. Configure a default/catch-all path for records that satisfy none of the defined groups.
6. Attach the appropriate downstream actions to each resulting branch.

A practical habit worth adopting on every Decision element with more than two branches: always name
each branch to describe the business condition it represents ("Deal > $10K," "Deal $1K-$10K," "Deal <
$1K") rather than leaving Flow's default branch labels in place. On a complex flow reviewed months
later, descriptive branch names are frequently the difference between a five-minute audit and a much
longer one spent reverse-engineering the original intent from the condition logic alone.

It is also worth deliberately testing the default/catch-all path, not just the branches a consultant expects
to see exercised regularly. A default path that has never actually been triggered during testing is a
common place for an overlooked bug to hide, since it is easy to configure a Decision element's primary
branches carefully while leaving the catch-all attached to a placeholder action, or no action at all, and
not notice until a genuinely unexpected record reaches production.

Common Pitfall: A condition referencing a custom field must first have that field's value assigned
through a Set Variable element (Section 4.5) — Decision cannot evaluate a raw custom field directly in
every case. Confirm the field is actually available as a variable before wiring the condition, rather than
discovering the gap only when a test run behaves unexpectedly.

4.3 The If-Else Block

Where Decision is built for multi-branch routing, the If-Else block is Flow's simpler, two-outcome
equivalent: a single set of test conditions (again combinable with AND/OR) determines whether the flow
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follows the "true" path or the "false" path. Visually, actions attached to the right of the block run on the
true path; actions attached below the block run on the false path. Zoho's own documentation illustrates
the pattern with a sales-routing example: deals above a $10,000 threshold are routed to a premium
sales team, while every other deal follows the false path to the regular team. For a straightforward two-
way split, ClearPath defaults to If-Else over Decision, reserving Decision for flows that genuinely need
three or more distinct outcomes.

If-Else blocks can also be nested — a false path can itself lead to another If-Else block, effectively
producing a three-or-more-way split built from two-way decisions chained together. This is a reasonable
approach for a quick two-level split, but once a flow needs more than one level of nested If-Else, it is
usually clearer, and easier for a client to audit later, to consolidate the logic into a single Decision
element with multiple condition groups instead.

Choosing between If-Else and Decision is also, in part, a maintainability decision rather than a purely
technical one. A client's own admin who has never built a Flow automation before will generally find a
single well-labeled If-Else block easier to reason about at a glance than an equivalent Decision element
with several stacked condition groups, even when the two are logically identical — which is worth
weighing when a two-outcome requirement could technically be built either way.

4.4 The Delay Element: Delay For vs. Delay Until

A Delay element can also be used deliberately as a simple rate-limiting device — spacing out a batch of
otherwise-simultaneous actions so a downstream app's APl is not hit with a burst of near-identical
requests all at once. This is a pattern worth keeping in mind for any flow expected to process records in
bulk, where a destination app's own rate limits might otherwise cause exactly the kind of transient API
errors covered in Chapter 6.

The Delay element postpones execution of everything downstream of it, and comes in two forms. Delay
For pauses for a relative duration — minutes, hours, days, or weeks — and accepts natural-language
duration entries such as "3 days" or "a month"; a common use is sending a thank-you email one hour
after a purchase completes. Delay Until instead pauses execution until a specific calendar date and time,
which is the correct choice whenever the wait needs to be anchored to an actual date field rather than
to elapsed time from the trigger — for example, sending an event reminder exactly two days before the
event's own scheduled date, regardless of when the record itself was created.

Because a delayed flow execution remains "in flight" for the duration of the wait, it is worth confirming
with the client how long the longest delay in any given flow will run, and cross-checking that duration
against the flow-history retention window for their plan tier (Chapter 8, Section 8.2). A delay long
enough that its eventual completion falls outside the plan's history retention window is still perfectly
functional, but it becomes harder to audit after the fact.

It is also worth planning, at design time, for what should happen if the record being processed changes
state while a Delay element is still counting down — for example, if a Deal is closed or a Contact
unsubscribes while a nurture flow's Delay For element is mid-wait. Flow does not automatically re-check
arecord's current state after a delay completes; if that matters for a given automation, an explicit
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Decision or If-Else check should be placed immediately after the Delay element, re-verifying the
condition is still true before the next action runs.

Best Practice: Use Delay Until whenever the wait is meant to land relative to a date stored on the
record itself (an event date, a renewal date, a due date). Use Delay For whenever the wait is meant to
be relative to when the flow fired. Mixing the two up produces reminders that drift further from their
intended timing the longer a flow has been live.

4.5 The Set Variable Element

Set Variable creates a named variable and assigns it either a constant value or the result of a formula,
such as a value computed from two upstream fields (Zoho's documentation gives the example $
{trigger.cost+500}). Variable names must start with a letter and may contain only letters, numbers, and
underscores. Set Variable is the standard way to (a) make a custom field usable inside a Decision or If-
Else condition, as noted in Section 4.2, and (b) calculate a value once — a total, a formatted date, a
concatenated string — and reuse it across multiple later actions without recalculating it in each one. If a
flow reuses the same variable name in more than one Set Variable element, the value from whichever
one executed most recently overwrites any prior assignment, so variable names should be unique and
descriptive across the whole flow, not just within one branch.

On flows with several branches, it is good practice to prefix variable names with a short tag identifying
which branch set them (for example, premiumTeamNote vs. standardTeamNote), even when the
underlying values serve a similar purpose. This avoids the easy-to-miss bug where a variable set in one
branch is accidentally read from a different branch that never actually executed on a given run, silently
carrying over a stale value from an earlier flow run instead.

Set Variable is also the standard place to normalize a value before it is used repeatedly downstream —
trimming whitespace from a text field, formatting a phone number consistently, or converting a
currency amount to a fixed number of decimal places, for instance. Doing this normalization once,
immediately after the trigger, rather than separately inside each action that happens to need the
cleaned-up value, keeps a flow's logic centralized and considerably easier to update later if the
normalization rule itself ever needs to change.

These four Flow Control elements — Decision, If-Else, Delay, and Set Variable — are, for the large
majority of client requirements ClearPath encounters, the complete logic toolkit a flow needs. When a
genuine requirement does emerge that none of the four can express cleanly (a complex string
transformation, a calculation involving more than simple arithmetic, or a call out to a system Flow has
no native action for), that is the specific, narrow situation Chapter 5's custom functions exist to address,
and the next chapter should be read with that narrower scope in mind rather than as a more powerful,
general-purpose replacement for the elements covered here.

Sources

e Logic elements in Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/create-a-flow/articles/logic-
elements
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e Decision — Help — www.zoho.com/flow/help/logic-decision.html
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Chapter 5. Deluge Functions in Flow

When a flow's requirement genuinely exceeds what the native trigger/action/logic building blocks can
express, Zoho Flow provides an escape hatch: the custom function, written in Deluge, Zoho's own
scripting language shared across CRM, Creator, Books, Desk, and Flow itself. This chapter covers when a
custom function is the right tool, how to add and write one inside a flow, and the patterns ClearPath
uses most often in client builds.

Because a custom function is code a client's own non-technical admin generally cannot read or safely
edit, ClearPath treats every custom function as a piece of documented, versioned logic rather than a
quick throwaway script — each one gets a short plain-language comment block at the top of the
function describing what it does and why it exists, so a future consultant (from ClearPath or elsewhere)
can maintain it without needing to reverse-engineer the Deluge line by line.

The sub-sections that follow move from judgment (should this be a custom function at all) through
mechanics (adding and writing one) to a survey of the patterns that recur most often across ClearPath's
own engagements, closing with the plan-tier constraint that should be checked before any of the rest of
this chapter is put into a client proposal.

5.1 When to Reach for Code Instead of Native Actions

Zoho's own article on custom functions in Flow frames them as a way to "extend" the platform beyond
its native triggers and actions, and lists the recurring situations where that extension is warranted: a
required trigger or action simply does not exist for a given app; the flow needs a data transformation
such as converting a time zone or a currency; the flow needs a calculation such as a discount or a total;
the flow needs to parse a subform or other nested/complex data structure that the point-and-click field
mapper cannot reach into; or the automation is otherwise too intricate for the native building blocks
alone. Custom functions are a premium capability — Zoho's documentation notes this feature is not
available on the free plan (see also Section 5.5 and Chapter 8).

A useful diagnostic question before writing a single line of Deluge: could this requirement be expressed
as a combination of Decision, If-Else, Delay, and Set Variable instead? In ClearPath's experience across
dozens of client builds, the majority of what initially looks like a coding requirement turns out to be
expressible natively once the requirement is broken into its component conditions and calculations —
and a native build is both faster to deliver and cheaper for the client to maintain going forward.

There is also a category of requirement where a custom function is clearly the right call even though it
could technically be avoided: complex string manipulation (parsing a semi-structured text field into
several distinct values, for example) is possible to approximate with nested Decision elements, but doing
so produces a flow that is far harder to read than the equivalent ten-line Deluge function. In these cases
ClearPath favors the custom function specifically because it keeps the surrounding flow's canvas clean
and legible, even though the underlying logic itself is not simple.
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Best Practice: Reach for a custom function only after confirming the native action, Decision/If-Else
logic, and Set Variable elements genuinely cannot do the job. A flow built entirely from native
elements is easier for the client's own admin to read, maintain, and hand off after ClearPath's
engagement ends than one buried in Deluge the client cannot edit.

5.2 Adding a Custom Function to a Flow

Custom functions are added from the same Logic tab used for Decision, If-Else, and Delay, or created
ahead of time from Settings for reuse across multiple flows. Zoho's documentation describes both entry
points: inside a flow, a consultant clicks +Custom Function directly on the canvas; independently of any
specific flow, a consultant goes to Settings = Custom Functions to author a function that can later be
dropped into any flow that needs it. Either path opens the same script-writing editor.

Procedure: Add a Custom Function Inside a Flow
1. In the Builder, open the Logic tab.
2. Select +Custom Function and place it at the point in the flow where the custom logic should run.

3. Name the function clearly and, if it needs upstream data, define its input arguments and map each
one to a trigger or prior-action variable.

4. Write the Deluge script in the function editor (Section 5.3).
5. Save and run a test execution to confirm the function returns the expected output.

6. If the function produces a value later steps need, reference its return value from the dynamic data
picker exactly as any other upstream field is referenced.

Building a custom function ahead of time from Settings, rather than inline inside a single flow, is the
right choice whenever the same transformation is likely to be needed in more than one automation — a
currency-formatting helper or a phone-number normalizer, for instance, is far more useful defined once
and reused than rewritten inside every flow that happens to need it.

Argument naming deserves the same care as variable naming in Set Variable elements (Section 4.5): a
function argument named input1 tells a future reader nothing, while dealAmountUSD or
subformLineltems documents the function's expected input directly in its own signature, without
needing to open the function body to understand what it expects to receive.

5.3 Writing and Testing Deluge Inside the Function Editor

The function editor is the same Deluge scripting surface used across the rest of Zoho's platform, so a
consultant who has written Deluge in CRM Workflow Rules or Creator will find the syntax immediately
familiar — variables, standard control structures, Zoho's built-in Deluge functions for string, date, and
collection manipulation, and calls out to other Zoho services. Inside Flow specifically, a custom function
typically receives one or more arguments mapped in from earlier in the flow, performs its
transformation or calculation, and returns a value (or a map of values) that becomes available to every
action placed after it, mapped in through the dynamic data picker exactly like a native trigger field.
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As with any Deluge script embedded in a business process, defensive coding matters more than
elegance: a custom function that assumes an upstream field will always be populated, and throws an
unhandled error the one time it is not, can halt an otherwise healthy flow at that step. ClearPath's
standard is to validate every input argument at the top of the function body and return a sensible
default or a clearly logged error state rather than letting the script fail on an unexpected null value.

The function editor's built-in test panel allows a consultant to run the function in isolation, supplying
sample argument values directly, without needing to trigger the entire surrounding flow to test a single
function's logic. This is the fastest iteration loop available while writing Deluge inside Flow, and
ClearPath's standard practice is to fully validate a function's behavior in isolation — including its
handling of blank or unexpected inputs — before wiring it into the live flow and testing the flow end to
end.

Zoho's official Flow-specific documentation on custom functions describes the
feature at a conceptual level — what it is for, when to use it, and where to create one — rather than
publishing a line-by-line Deluge language reference scoped to Flow. For the full Deluge syntax and
built-in function library, ClearPath consultants should cross-reference Zoho's dedicated Deluge
documentation (zoho.com/deluge/help) alongside the Flow-specific custom-function article, rather
than treating either source alone as complete.

5.4 Common Custom Function Patterns

A final pattern worth naming is the "lookup helper" — a custom function that calls out to a Zoho API
endpoint to fetch a related record's data that the trigger itself did not expose directly, most often used
when a trigger event provides an ID but not the full related record, and a downstream action needs a
field that only exists on that related record rather than on the triggering one.

Zoho's documentation highlights several recurring, representative use cases that map directly onto
patterns ClearPath reuses across engagements: calculating a discounted price before syncing sales data
into Books; parsing a subform's line items so each row can be logged individually to a spreadsheet or
backup system; extracting a username or company name out of a free-text email address field; and
computing the time remaining until a scheduled event so a reminder flow can decide how urgently to
notify someone. In each case, the custom function's job is narrow and specific — transform or compute
one thing — with the surrounding trigger, actions, and logic elements still doing the bulk of the flow's
actual work.

A pattern ClearPath uses often enough to call out separately: a custom function that builds a single,
well-formatted HTML summary block — combining several trigger and prior-action fields into one
readable paragraph — for use in a downstream notification email or Clig message. This keeps formatting
logic in one place instead of scattered across several action-level field mappings, and makes the
eventual notification easier to redesign later without touching the flow's core data logic.

Another recurring pattern is validation-and-normalization: a custom function that checks an incoming
field (a phone number, a postal code, an email address) against an expected pattern, corrects common
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formatting issues where possible, and flags the record for manual review via a downstream notification
when it cannot be corrected automatically. This keeps genuinely malformed data from silently
propagating into a client's system of record untouched.

5.5 Custom Functions and Plan Availability

Custom functions are gated by subscription plan. Zoho's pricing documentation places custom functions
as a capability introduced at the Standard plan tier and above; organizations on the Free plan do not
have access to this element at all. Before scoping any deliverable around a custom function, ClearPath
confirms the client's current Flow plan tier — this is a five-minute check in Settings = Subscription and
Add-ons (Chapter 8) that prevents designing a build the client's plan cannot actually run.

Where a client on the Free plan needs functionality that would normally call for a custom function, the
practical alternatives are: restructure the requirement using native Decision/If-Else/Set Variable logic
(Chapter 4); move the transformation upstream into a source app's own scripting layer (a Deluge
function inside CRM itself, for example, run before the record ever reaches Flow); or recommend the
plan upgrade as part of the proposal, with the specific capability it unlocks stated plainly.

This plan-tier check belongs at the very start of the discovery conversation, not after a proposal has
already been drafted around a custom-function-dependent design. A client asked to choose between a
plan upgrade and a scope change is in a far better position to make that call before signing a statement
of work than after receiving one that assumes a capability their current plan does not include.

Custom functions close out the building-blocks portion of this manual: Chapters 3, 4, and 5 together
cover everything a flow's internal logic can be built from — straight-line actions, native branching and
timing, and, when genuinely necessary, Deluge code. Chapter 6 turns to what happens after a flow is
live: how to tell whether it is actually working, and what to do when it is not.

Sources

e Custom functions in Zoho Flow — www.zoho.com/flow/articles/custom-functions-in-zoho-flow.html

e Logic elements in Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/create-a-flow/articles/logic-
elements

e Zoho Flow pricing plans — www.zoho.com/flow/pricing.html
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Chapter 6. Error Handling & Monitoring

A flow that runs correctly once and is never checked again is a liability, not a deliverable. This chapter
covers how Zoho Flow records what happened on every execution, how it automatically retries certain
classes of failure, how a consultant manually reruns an execution that needs human intervention, and
how ClearPath configures a client's organization to surface failures proactively rather than leaving them
to be discovered by an unhappy customer.

Monitoring is also where ClearPath's post-launch relationship with a client actually lives — a well-built
flow that is never revisited eventually breaks, quietly, when a connected app changes something outside
anyone's control (Chapter 8, Section 8.5) or a client's own business process shifts underneath it. This
chapter's practices are the ones ClearPath applies continuously, not just at initial handoff.

The five sub-sections below correspond to a natural escalation path: read the execution log first, let the
platform's own automatic retry handle transient errors, step in manually only when automatic recovery
is not available or has been exhausted, make sure the right people are notified when something needs
attention, and step back periodically to the organization-wide view to catch patterns no single flow's
history would reveal on its own.

6.1 Reading Flow History and Execution Details

Every execution of a flow — successful, failed, or partially completed — is logged in that flow's History,
reachable from the flow itself or from Settings = History. Each logged execution can be expanded to
inspect the flow step by step: which trigger event fired, the data received at each stage, which actions
completed, and — critically for debugging — the exact point of failure and the error message returned
by the failing app or by Flow itself. Zoho's monitoring documentation describes this as enabling
"detailed step-by-step monitoring of all workflow stages," precisely so a consultant does not have to
guess which of several actions in a multi-step flow actually broke.

Reading an execution log methodically is a skill worth teaching to a client's own admin, not just keeping
in-house at ClearPath. The habit worth instilling is simple: start at the trigger step and confirm the data
received there matches expectations before looking at any downstream action, since a surprising
number of "broken flow" reports trace back to unexpected or missing data at the trigger itself rather
than a genuine configuration error further down the chain.

It is also worth reviewing successful executions occasionally, not only failed ones. A flow that reports
success at every step can still be quietly producing the wrong result — for example, mapping the correct
field but the wrong value due to a logic error in an upstream Decision element — and a periodic spot-
check of a few successful executions against the client's actual expectations is the only way to catch that
class of problem, since Flow itself has no way to know the output was semantically wrong if every action
technically completed.
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Best Practice: When a client reports "the automation didn't work," open Flow History for that flow
before touching the builder. In most cases the execution log shows exactly which action failed and
why, turning a vague bug report into a two-minute diagnosis instead of a rebuild-and-guess exercise.

6.2 Automatic Rerun for System and API Errors

Zoho Flow distinguishes between failures caused by Flow's own infrastructure or by a transient error
from the connected app's API, and failures caused by a configuration problem in the flow itself. The first
category is handled automatically: Zoho's documentation confirms that executions failing due to "Zoho
Flow's internal errors or API errors from the apps" — including request timeouts (HTTP 408), rate
limiting (429), and server errors (500, 503, 504) — are retried automatically, resuming from the exact
point of failure. The retry schedule starts with an initial five-minute wait, escalates across up to eight
attempts, and spans up to twenty-four hours before giving up. Two limits matter operationally: auto
rerun does not apply to a flow's trigger step itself, and it is not available for flows that have been
deleted or switched off.

Auto rerun is a Professional-plan capability per Zoho's pricing documentation (Chapter 8); on lower tiers,
transient failures of this kind must be caught and addressed manually via the process in Section 6.3.

It is worth setting client expectations around what auto rerun cannot fix: because it only applies to
system- and API-level errors, a flow that fails because a required field was left unmapped, or because a
destination app rejected the data for a validation reason, will not be silently retried and resolved on its
own. Those failures need the manual remediation covered in Section 6.3, and typically indicate the
flow's configuration itself needs a fix, not just a retry.

For clients on the Professional plan, ClearPath still recommends treating auto rerun as a safety net
rather than a substitute for building resilient flows in the first place — a flow with high-quality field
mapping and validation should rarely need to rely on the retry mechanism at all, and a pattern of
frequent auto-reruns on a specific flow is itself a signal worth investigating, since it often points to an
unstable upstream connection or an app whose API is unusually prone to rate-limiting for the volume
that flow is generating.

6.3 Manual Rerun: Resume vs. Restart

Failures caused by configuration problems — a bad field mapping, invalid data, or twenty consecutive
automatic retries that all failed — require manual intervention, and Flow gives the consultant two
distinct manual rerun options once the underlying issue is fixed.

Procedure: Manually Rerun a Failed Execution
1. Open the flow and go to Flow History (or Settings — History).

2. Select the failed execution(s) using the checkboxes — up to 100 executions can be selected in a
single manual rerun batch.

3. Choose Resume to continue the execution from the exact step that failed, or Restart to run the flow
again from the first action after the trigger.
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4. Confirm the rerun and monitor the resulting execution status.

The distinction between the two options matters. Resume picks up instantly from the point of failure
and is the safer default, since every action that already completed successfully is left alone. Restart
begins again from the first post-trigger action, and Zoho's own documentation warns this "might cause
some actions to fail, create duplicate entries" if any of the flow's earlier actions were not idempotent —
for example, an action that creates a new record rather than updating an existing one will create a
second record if it already succeeded once before the restart.

Before performing a batch manual rerun on more than a handful of failed executions at once, it is worth
spot-checking two or three of them individually first to confirm they share the same root cause. Batch-
rerunning a mix of failures that actually have different underlying causes can mask a second, unrelated
problem — the batch may report an overall improvement simply because the majority of executions
shared one fixable cause, while a smaller subset with a different cause continues to fail unnoticed inside
the same batch result.

Common Pitfall: Choosing Restart out of habit, without checking whether the flow's early actions are
create-type operations, is the single most common cause of duplicate records ClearPath sees in post-
launch support tickets. Default to Resume unless there is a specific reason the entire flow needs to
run from the top again.

6.4 Failure Notifications and the Activity Audit Log

It is worth reviewing the audit log's export format with a client before assuming it satisfies a specific
compliance requirement — for clients in regulated industries who need change-tracking evidence to
satisfy an external auditor, ClearPath confirms exactly what the export captures (who, what, and when)
against the client's actual compliance checklist during discovery, rather than assuming the feature's
general description is sufficient without inspecting an actual export.

Flow does not require an admin to check History proactively to learn something has gone wrong. Zoho's
documentation confirms the platform sends "automatic email notifications for events like execution
failures, when a flow is switched on or off, errors while fetching data, or even when an API gets
deprecated." ClearPath treats these notifications as a required part of every handoff — confirming with
the client which mailbox or distribution list should receive them is a standard close-out step, not an
optional extra, since a flow failing silently for weeks is a far worse client outcome than a flow that never
existed.

Separately, Flow maintains an organization-wide Activity Audit Log recording every meaningful change
across the account — flows created, modified, or deleted, and app connections authorized or revoked —
and this log can be exported as a CSV. For clients in regulated industries, or simply for ClearPath's own
change-tracking discipline, the audit log is the authoritative record of who changed what and when,
independent of any individual flow's own execution history.

On support-retainer engagements, ClearPath recommends the client route Flow's failure notifications to
a shared support inbox rather than a single individual's mailbox, so a failure is never missed simply
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because the one person who normally reads those emails is on vacation or has left the company. This is
a five-minute Settings change with an outsized effect on how reliably problems actually get caught.

A shared support inbox for failure notifications also has a secondary benefit worth mentioning to clients:
it creates a running, timestamped record of exactly when each failure first occurred, independent of
Flow's own history retention window (Section 6.5 and Chapter 8), which can be useful evidence when
diagnosing a slow-building pattern of failures that only becomes obvious in aggregate over several
weeks.

6.5 The Dashboard: Organization-Wide Visibility

Where Flow History is scoped to one flow, the Dashboard gives an organization-wide view — a summary
of workflow status and execution activity across every flow the signed-in user can see, so an admin can
spot, for example, an unusual spike in failures across several unrelated flows that might indicate a
shared connection has broken (Section 2.3) rather than a problem isolated to one automation. Flow also
maintains version tracking at the individual-flow level, allowing a consultant to compare a flow's current
configuration against an earlier saved version and review what changed step by step — useful both for
debugging a regression and for collaborating with a client's own team through in-builder comments.

A quick pass through the Dashboard is a standard opening step in every ClearPath monthly retainer
check-in: it surfaces, in one screen, whether any flow's failure rate has crept upward since the last
review, without requiring the consultant to open every flow's individual History one at a time.

The version-comparison feature deserves specific mention for collaborative engagements where a
client's own admin makes small changes to a flow between ClearPath visits. Rather than assuming
nothing has changed, ClearPath's practice on ongoing retainers is to check a flow's version history
against the last known-good configuration at the start of any troubleshooting session, which quickly
rules in or out "someone changed something" as the cause of a newly reported problem.

Community reports (as opposed to Zoho's own stable documentation) note that
the Dashboard's execution summary reflects execution counts rather than a precise breakdown of
task consumption by individual flow. Where a client needs to understand exactly which flow is
consuming the largest share of their monthly task allowance (Chapter 8), corroborate the Dashboard
view against the plan-level usage figures in Settings — Subscription and Add-ons rather than relying
on the Dashboard alone.

None of the monitoring and error-handling capabilities in this chapter substitute for a well-built flow in
the first place — a flow built following the planning, sequencing, and field-mapping discipline in Chapter
3, with the appropriate logic elements from Chapter 4 and custom functions from Chapter 5 used
judiciously, will simply fail less often than one assembled without that discipline. This chapter's tools are
for the failures that happen anyway, not a substitute for building carefully to begin with. Chapter 7 turns
from mechanics back to design, surveying the specific trigger patterns most client integrations actually
need.
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Sources

e Rerun failed executions in Zoho Flow —
help.zoho.com/portal/en/kb/flow/user-guide/troubleshooting/articles/rerun

e Comprehensive monitoring and troubleshooting capabilities — www.zoho.com/flow/features/monitor-
troubleshoot-workflows.html

e Zoho Flow pricing plans — www.zoho.com/flow/pricing.html
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Chapter 7. Common App-to-App Patterns

Chapter 3 covered the mechanics of building any flow; this chapter surveys the specific trigger patterns
ClearPath uses most often across client engagements, organized by trigger family, plus the pattern for
reaching a client's on-premise systems from an otherwise cloud-only flow. Choosing the right trigger
family for a given integration is usually the single highest-leverage decision in the whole build — it
determines latency, reliability, and how much ongoing maintenance the flow will need.

The five sections below are ordered from most common (native app triggers) to most specialized (on-
premise bridging), reflecting roughly how often each pattern actually appears across ClearPath's client
base. A consultant scoping a new integration should generally work through them in this order,
defaulting to the simplest pattern that satisfies the requirement rather than reaching immediately for
the most flexible one.

Across ClearPath's own project history, the overwhelming majority of client requests turn out to map
onto the App Trigger pattern in Section 7.1 alone, with webhook and schedule triggers covering nearly
all of the remainder. URL, email, and RSS/Atom triggers (Section 7.4) and on-premise bridging (Section
7.5) are genuinely useful, but comparatively rare — worth knowing well, but not the default starting
point for a typical new integration request.

7.1 App Triggers: Polling vs. Webhook-Based Apps

For any app already in Flow's supported gallery — which Zoho describes as covering 900-plus
applications — the default trigger choice is that app's own built-in App Trigger. Under the hood, an app
trigger operates through one of two mechanisms depending on what the source application itself
supports: polling, where Flow periodically checks the app for new or changed data, or webhook, where
the app proactively notifies Flow the instant something happens. This matters for setting client
expectations around latency: a polling-based app trigger runs on an interval determined by the
organization's plan tier (Chapter 8 covers the specific 5-minute vs. 15-minute polling frequencies by
plan), while a webhook-based app trigger fires in near real time. A CRM-to-Books "create an invoice
when a Deal is marked Closed Won" flow, for instance, is a textbook App Trigger pattern — the Deal-
stage-change event is a native CRM trigger, and Books' invoice-creation action is a native action, with no
custom function required for the base case.

A second recurring ClearPath pattern in this family is CRM-to-Projects: a Deal reaching a specific stage
(for example, "Contract Signed") triggers a flow that creates a new Zoho Projects project from a
template, adds the assigned CRM owner as project lead, and posts a kickoff task list — turning a sales
handoff that used to require a manual email and a follow-up call into something that happens
automatically the moment the deal stage changes.

A third pattern worth naming explicitly is CRM-to-Desk: a Deal marked Closed Won triggers creation of
an onboarding ticket in Zoho Desk, pre-populated with the client's contact details and any
implementation notes captured on the Deal record, so the support or delivery team's queue reflects a
new client the moment sales closes, without anyone needing to remember to open a ticket manually.
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7.2 Webhook Triggers for Custom and Third-Party Apps

When the source application is not in Flow's gallery, but can itself call out to a URL when something
happens — a custom internal application, a niche Saa$ tool, or a website's own backend — the
Webhook trigger is the standard pattern. Zoho's documentation describes it directly: the webhook
trigger "lets you begin a flow based on the updates received from an application through its webhook
URL," and unlike polling, it responds to updates in real time rather than on a delay. Configuring one is
largely a matter of generating the URL inside Flow and registering it inside the source app.

Procedure: Configure a Webhook Trigger
1. From My Flows, click Create Flow.
. Choose Webhooks as the trigger type.
. Select the payload format the source app will send — JSON, Form Data, or Plain Text.

. Copy the generated, unique webhook URL.

v b WDN

. In the source application's own settings or APl configuration, register that URL as the destination for
the relevant event.

6. Trigger a test event from the source app and confirm Flow receives and correctly parses the payload
before mapping downstream actions.

Zoho gives a representative use case: a custom inventory management application that supports
configurable webhooks can notify Flow the instant a stock level changes, without Flow ever needing to
poll that application directly. This is also ClearPath's fallback pattern (Section 2.5) whenever a client asks
about connecting an app that has no native Flow connector and no realistic custom-connection path.

One detail worth flagging to clients evaluating a webhook-based integration: because the webhook URL
itself is the only credential protecting that endpoint, it should be treated with the same care as a
password — it is not typically rotated automatically, so if it is ever pasted into an insecure location (a
public code repository, an unencrypted spreadsheet), the standard remediation is to delete and
regenerate the trigger, producing a fresh URL, rather than assuming the old one is still safe to use.

It is also worth planning, before a webhook-triggered flow goes live, for how the source app behaves if
the webhook call itself fails — some third-party platforms will retry a failed webhook delivery
automatically, while others will simply drop it. Where the source app has no built-in retry behavior of its
own, that is a genuine reliability gap worth flagging to the client explicitly, since it means an outage or
misconfiguration on Flow's side during the exact moment of an event could result in that single event
never reaching the flow at all.

7.3 Schedule Triggers for Time-Based Automation

Schedule triggers start a flow at a predetermined time rather than in response to any external event,
and are the correct choice for recurring digests, reminders, and housekeeping automations — Zoho's
documentation gives the example of a flow that needs to run "when you need a reminder for events
that occur regularly, or you need to provide weekly/monthly updates." Configuration supports daily,
weekly, monthly, yearly, or one-time recurrence, with fine-grained control over which days a daily
schedule should run on.
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Procedure: Configure a Weekday-Only Schedule Trigger
1. Add a Schedule trigger to a new or existing flow and click Configure.
2. Select Daily as the frequency.
3. In the days-of-week options, uncheck Saturday and Sunday so the flow only runs on weekdays.
4. Set the time of day the flow should run.

5. Click Done to save the trigger configuration.

Schedule triggers are frequently paired with a Delay Until element (Section 4.4) further down the flow
for date-relative reminders, but the two serve different purposes: the Schedule trigger controls when
the flow itself starts running (for example, a nightly batch check), while Delay Until controls when a
specific downstream action fires relative to a date on an individual record already flowing through the
automation.

A common ClearPath pattern combining a Schedule trigger with a search-type action is the "stale
record"” sweep: a nightly schedule trigger fires, an early action searches CRM for Deals that have not
been updated in 14 days, and a Decision element (Chapter 4) routes any matches to a reminder
notification for the deal owner. This pattern replaces what would otherwise be a manual weekly report
someone has to remember to run.

Time-zone handling deserves explicit attention when configuring any schedule trigger for a client whose
team spans more than one time zone. Confirming which time zone the schedule's configured time is
actually evaluated in — and cross-checking it against the client's own expectation — is a five-minute
step during setup that avoids a recurring flow silently firing at an inconvenient hour for part of the team,
a class of bug that is easy to miss during testing if the consultant's own working hours happen to align
with when the schedule fires correctly.

7.4 URL, Email, and RSS/Atom Triggers

RSS/Atom triggers are worth mentioning to clients running any kind of content operation even when the
immediate request is unrelated — a company blog, a press-release feed, or a jobs board are all
commonly exposed as a feed already, and a client who did not think to ask about content-syndication
automation is often glad to learn a lightweight flow can handle it once the option is on the table.

Three narrower trigger families round out Flow's options. URL triggers behave similarly to webhooks but
rely on polling rather than a push notification, and are used for source applications that can provide
Flow a URL to check but cannot themselves initiate an outbound webhook call. Email triggers parse
incoming, templated emails automatically, extracting whatever fields the consultant defines from a
consistent email format — Zoho's documentation calls out support-ticket-style inboxes as the
representative use case, where a structured incoming email becomes structured flow data without any
manual re-entry. RSS/Atom feed triggers start a flow whenever a monitored content feed updates,
useful for content-syndication automations such as automatically adding a newly published article to an
email newsletter the moment the source feed updates.

Email triggers deserve a specific caution when scoping client work: because they depend on parsing a
consistent email format, they are reliable only when the sending source (a legacy system's automated
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notification email, for example) genuinely produces the same structure every time. A source that varies
its formatting from message to message — a human-typed email, for instance — is a poor fit for this
trigger type, and ClearPath generally steers clients toward a webhook or API-based alternative
whenever one exists for the same source system.

URL triggers are, in ClearPath's experience, the least frequently used of the three, largely because most
modern Saa$ platforms that can expose a pollable URL endpoint can typically also support an outbound
webhook, which is both faster and more reliable. The URL trigger remains a useful fallback specifically
for older or more limited platforms whose only integration surface is a read-only, publicly reachable
data endpoint.

7.5 Bridging Cloud and On-Premise Systems

Some client environments still run genuinely on-premise systems — a local SQL database, an asset-
tracking system, or other legacy software that has no cloud API of its own. Zoho Flow reaches these
through a dedicated On-Prem Agent, described in Zoho's documentation as a trusted gateway that
"allows Zoho Flow to securely connect and access authorized on-premise apps in your system," installed
inside the client's own network. Communication between the agent and Zoho Flow runs over an
encrypted WebSocket tunnel using TLS, so the on-premise system itself never needs to be exposed
directly to the public internet — the agent initiates the outbound connection to Zoho, not the other way
around.

Because the on-prem agent runs inside the client's own network, its installation and ongoing availability
are shared responsibilities: ClearPath configures the Flow-side triggers and actions that depend on it,
but the client's own IT function (or a specific machine designated to run the agent continuously) is
responsible for keeping the host machine powered on and network-connected. This division of
responsibility should be documented explicitly in the statement of work for any engagement involving
on-premise integration, since an agent host that goes offline will silently stall every flow depending on it.

For engagements involving on-premise integration, ClearPath's standard recommendation is a
dedicated, always-on machine (a small always-on server or a virtual machine, rather than someone's
everyday workstation) to host the agent, precisely because a workstation that gets shut down overnight
or over a weekend will interrupt any flow depending on it during that window — a class of outage that is
easy to overlook during initial scoping but becomes obvious the first time it actually happens.

Zoho's own documentation confirms the on-prem agent's security model and
general capability (bidirectional triggers and actions against on-premise apps, database and legacy-
system connectivity) but does not publish a complete, itemized list of every supported on-premise
system as of this writing. Confirm current on-premise support for a specific database, ERP, or legacy
application directly in the Flow gallery before scoping a deliverable that depends on it.

With the full set of trigger families and the on-premise bridging pattern covered, this chapter completes
the practical, build-facing portion of the manual: Chapters 1 through 7 cover everything needed to
design, build, secure, test, and monitor a flow of essentially any complexity a ClearPath client is likely to

Page 37 of 43



ClearPath Consulting, LLC Zoho Flow — Standard Operating Procedures Manual

request. The final chapter turns from building individual flows to managing the growing library of them a
successful, ongoing client relationship inevitably produces.

Sources

e What are the different types of triggers available in Zoho Flow and how does one use them? —
www.zoho.com/flow/articles/triggers-in-zoho-flow.html

e What are webhooks? How to automate workflows using them? — www.zoho.com/flow/articles/what-are-
webhooks.html

e Schedule trigger — help.zoho.com/portal/en/kb/flow/user-guide/create-a-flow/articles/schedule-trigger

e Integrating on-premise apps with Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/on-premise-a
integrations/articles/integrating-on-premise-apps-with-zoho-flow

e Connect your apps with your on-premises systems — www.zoho.com/flow/features/on-prem-integrations.html
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Chapter 8. Administration, Governance & Limits

The final chapter covers what keeps a growing library of flows manageable, auditable, and within plan
limits once the initial build phase of an engagement is over: who can change what, how the platform's
usage limits actually work, how to keep a large flow library organized, what a flow's on/off/draft states
mean operationally, and how Zoho's app deprecation process affects flows that are already live in
production.

Governance is easy to treat as an afterthought during an initial build, when the priority is naturally
getting the first flow working. ClearPath's experience across longer engagements is the opposite: the
clients whose Flow environments remain healthy a year later are, without exception, the ones where
the practices in this chapter were established early and applied consistently, not bolted on after a library
of a dozen undocumented flows had already accumulated.

The five sub-sections below are organized roughly in the order a growing Flow environment actually
needs them: who is allowed to change what, how much usage headroom exists, how to keep a growing
library navigable, what it means for a given flow to be live versus paused, and how to keep the whole
library current as the apps it depends on evolve over time.

8.1 Organization Roles and Admin Controls

Zoho Flow operates on the same organization model introduced in Chapter 1: every user belongs to an
organization, and Zoho's own documentation is explicit that a user without the admin role "will not be
able to edit organization details." In practice this means routine flow-building work — creating flows,
adding actions, authorizing personal connections — is available to standard members, while
organization-level settings such as subscription management, add-on purchases, and (per Section 2.4)
sharing a connection to the whole organization are gated to admins. ClearPath's standard practice is to
confirm, at the start of every engagement, exactly which role the client has granted the consulting
account, since several deliverables in this manual — plan-tier verification (Section 8.2), connection
sharing (Chapter 2), and app-deprecation remediation (Section 8.5) — depend on admin-level access to
complete.

Where a client is hesitant to grant a consulting account full admin rights for the duration of an
engagement — a reasonable and common security posture — ClearPath's fallback is to request time-
boxed admin access for the specific setup tasks that require it (initial connection sharing, plan
verification), and to operate as a standard member for the remainder of the build. This should be agreed
explicitly with the client rather than assumed, and documented in the engagement's kickoff notes.

It is also worth confirming, early in any engagement with more than one internal stakeholder, who on
the client's own side should hold the admin role once ClearPath's active build work ends. A common and
avoidable failure mode is a Flow organization where the only admin-level user was a specific employee
who has since changed roles or left the company, leaving the client's own team unable to manage
subscription, sharing, or role settings without external help.
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8.2 Plan Tiers and Task Limits

Zoho Flow is priced and licensed around a monthly (or annual) task allowance, where a task is defined
by Zoho as one successful execution of a single action within a flow — not one execution of the whole
flow. A flow with three actions that all complete successfully consumes three tasks for that one run; a
run that fails partway through consumes tasks only for the actions that completed. Per Zoho's pricing
documentation, the Free plan includes 100 tasks per month, a maximum of 5 flows, 30 days of retained
flow history, and 15-minute trigger polling; the Standard plan raises this to 5,000 tasks per month,
unlimited flows, 60 days of history, and adds custom functions and premium app access; and the
Professional plan (Zoho's most-recommended tier) provides 10,000 tasks per month, unlimited flows, 90
days of history, 5-minute polling, on-premise integration, and automatic rerun of failed executions
(Section 6.2). Organizations that anticipate exceeding their plan's task allowance can enable overage
billing and set a daily task cap in Settings = Subscription and Add-ons rather than having flows simply
stop running mid-month.

Estimating task consumption before a flow goes live is a standard part of ClearPath's scoping process on
any engagement involving high-volume triggers. The estimate is straightforward multiplication: expected
trigger firings per month, multiplied by the number of actions each execution successfully completes,
gives a reasonable task-consumption forecast. A flow expected to fire 200 times a month with four
downstream actions will consume roughly 800 tasks monthly — comfortably inside a Standard plan on
its own, but worth accounting for alongside every other flow already running in the same organization.

It is also worth explaining plan-tier polling frequency to clients in concrete terms, since it directly affects
how "real time" a polling-based automation will actually feel: a Free-plan organization's polling-based
app triggers check for new data roughly every 15 minutes, while a Professional-plan organization's check
roughly every 5 minutes. For any automation where a client's expectation is closer to instant, ClearPath
steers the design toward a webhook-based trigger (Section 7.2) instead of relying on plan-tier polling
frequency alone to deliver that experience.

Zoho periodically revises Flow's specific task figures, plan names, and included
features as pricing updates roll out. Treat the numbers above as the figures published on Zoho's
pricing page at the time of writing, and re-confirm the client's exact plan limits directly in Settings —
Subscription and Add-ons — not from this manual — before making any commitment that depends on
a specific task allowance.

Best Practice: When scoping a new automation for a client already close to their monthly task ceiling,
count actions per execution, not flows. A single flow that runs 50 times a day with four actions each
consumes 200 tasks daily — roughly 6,000 tasks in a 30-day month — which alone can exceed a
Standard-plan allowance before any other flow in the organization runs at all.

8.3 Folders and Organizing a Growing Flow Library

As a client's flow library grows past a handful of automations, My Flows becomes difficult to navigate by
name alone. Zoho Flow supports organizing flows into folders, letting an admin group automations by
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department, by connected app, or by project phase, rather than relying on a single flat list. ClearPath's
standard convention on multi-flow engagements is to create one folder per business process area (for
example, "Lead Intake," "Invoicing," "Support Escalations") so that a client's own team can find the

automation relevant to a given process without needing to remember an individual flow's exact name.

A well-organized folder structure also pays off directly during the app-deprecation remediation
described in Section 8.5: when Zoho announces a deprecation affecting a specific connected app, an
admin can jump straight to the folder most likely to contain affected flows rather than scanning the
entire organization's flow library one by one.

ClearPath maintains a lightweight, client-facing index document alongside the folder structure itself on
any engagement with more than roughly ten flows — a single page listing each folder, the flows inside it,
and a one-line description of what each flow does. This index is handed to the client at project close-out
and updated as part of any ongoing retainer, and consistently proves to be the artifact a client's own
team reaches for first when a new hire needs to understand what automations are already running.

8.4 Flow States: Draft, Switched On, and Switched Off

For clients with a formal change-management process, ClearPath recommends treating "switch on" as
the final, deliberate step of a documented release rather than an incidental click at the end of a build
session — paired with a brief written note (even a single line in the client's own project tracker)
recording what changed and why, so the on/off notification Flow itself sends is corroborated by a
human-readable record of intent.

A flow under construction in the Builder is effectively in a draft state — it exists, but it is not listening for
its trigger event and will not execute. A flow only begins running once it is explicitly switched on, and per
Zoho's monitoring documentation, every on/off transition is itself a tracked, notified event, so an admin
always has visibility into which flows are currently live versus deliberately paused. Switching a flow off is
the correct way to pause an automation for maintenance, testing a change, or a client-requested
temporary hold, without deleting its configuration, connections, or execution history.

It is worth periodically auditing an organization's My Flows list for flows that have been switched off for
an extended period with no clear active plan to resume them — these are frequently leftovers from an
earlier project or a test that was never cleaned up, and a client's own admin may not remember why
they exist. ClearPath includes a stale-flow audit as a recurring line item on longer support retainers, both
to reduce clutter and to confirm nothing switched off was actually meant to still be running.

A flow's on/off state is also worth checking explicitly, and not simply assumed, at the very start of any
troubleshooting session — a surprising share of "the automation stopped working" reports turn out to
be a flow that was switched off deliberately (often during a prior troubleshooting session and never
switched back on) rather than a genuine configuration or connection failure. Confirming the on/off state
costs a few seconds and should always happen before opening Flow History to investigate further.
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Common Pitfall: Editing a live, switched-on flow's trigger or an early action directly in production risks
a partial mid-edit execution picking up an inconsistent configuration. Switch the flow off, make the
change, test it, and switch it back on — a few seconds of downtime is a better trade than a corrupted
mid-flight execution.

8.5 App Deprecation and Keeping Flows Current

Because Flow's connectors depend on the connected apps' own APIs, Zoho periodically deprecates a
specific app, trigger, or action version — typically because the underlying app changed its API version,
changed its authentication scheme, or discontinued the integration Zoho originally built against. Zoho's
documentation defines deprecation as "the process of marking an application or feature as outdated,
indicating that it will no longer be supported,” and describes a two-stage lifecycle: during the
deprecation period itself, existing flows keep running on their current configuration while Zoho sends
advance notice of the planned removal; once that period ends, the deprecated version is "sunsetted,"
and Zoho automatically disables every flow still using it.

Procedure: Remediate a Deprecated or Sunsetted Flow

1. For a flow still in its deprecation window (not yet sunsetted): duplicate the existing flow, reconfigure
its trigger and actions against the current app version and a current connection, verify field
mappings still match, test thoroughly, then switch off the old flow and switch on the replacement.

2. For a flow that has already been sunsetted and auto-disabled: filter My Flows to All = Deprecated
Flows to locate it.

3. Create a new connection to the app's current APl/authentication version.
4. Replace every sunsetted trigger or action block with its current equivalent.

5. Re-test the flow end to end before switching it back on.

ClearPath treats app-deprecation emails from Zoho as a standing maintenance item for every client
under a support retainer — reviewing them promptly, before a deprecation period lapses, is materially
cheaper than discovering a production automation has been silently auto-disabled after the sunset date
has already passed.

For clients not under an active ClearPath retainer, it is worth setting the expectation plainly at project
close-out: app deprecations are an ongoing maintenance reality of any integration platform, not a one-
time risk that ends when the initial build is delivered, and a client operating a Flow library without
anyone monitoring for deprecation notices should expect an occasional automation to need
remediation over time, even if the original build was flawless.

This closes the loop on the manual as a whole. A flow built following Chapters 1 through 7 — clearly
scoped, built on properly owned and shared connections, tested before going live, monitored, and
named for readability — is exactly the kind of automation that survives an app deprecation cleanly:
because it was built to be legible to someone other than its original author, remediating it later is a
straightforward, bounded task rather than an archaeology project.

Sources
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e Zoho Flow pricing plans — www.zoho.com/flow/pricing.html
e FAQs on Zoho Flow — www.zoho.com/flow/help/fag.html

e How to get started with Zoho Flow — help.zoho.com/portal/en/kb/flow/user-guide/get-started/articles/get-
started

e Comprehensive monitoring and troubleshooting capabilities — www.zoho.com/flow/features/monitor-
troubleshoot-workflows.html

e Manage app deprecations in Zoho Flow —
help.zoho.com/portal/en/kb/flow/user-guide/app-deprecation/articles/app-deprecation
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