
Salesforce Advanced Admin Exam Study Guide: Topic 7 - Process Automation (10%) 

Salesforce Basics: For Advanced Admin Newbies 

If you’re stepping up to Advanced Admin or just hitting this milestone, don’t worry—here’s a 
huge, welcoming intro to get you excited, comfy, and ready to dive in. 

• What is Salesforce Advanced Admin?  

o It’s the pro level of Salesforce mastery—an online platform where you turn 
your org into an automated powerhouse, mastering advanced security, data, 
changes, analytics, custom objects, content, and process automation, all in 
the cloud with no tech disasters needed. 

o Think of it as your business’s automation wizard—like a genius engineer who 
sets up systems to run themselves, enhancing your basic Admin skills to 
save time and boost productivity. 

• Why It’s a Total Win:  

o It goes beyond manual tasks—like assigning Cases one-by-one—and dives 
into automation: workflows, flows, approvals, and more to handle complex 
processes. It’s like upgrading from hand-cranking a machine to flipping a 
switch—your team works smarter, not harder. 

o As an Advanced Admin, you’re the process maestro—designing automation 
that hums, like teaching a super-smart robot to handle repetitive jobs with 
precision and flair. 

• Key Words to Start With:  

o Org: Your company’s Salesforce universe—like your team’s high-tech factory 
where automation runs the show. 

o Setup: The control hub (top-right gear icon) where you build automation—
like the command deck of your Salesforce spaceship, giving you the tools to 
streamline everything. 

o CRM: Customer Relationship Management—the core of Salesforce, now 
with advanced automation to keep processes flowing. 

• What This Topic Is All About:  

o “Process Automation” is your deep dive into automating tasks—using Flows, 
Approval Processes, Workflow Rules, and Process Builder (legacy) to handle 



updates, approvals, and escalations. It’s like being the conductor of your 
org’s automation orchestra, making work effortless. 

 

Overview 

"Process Automation" (10%) is a critical piece of the Advanced Admin exam—it’s about 
mastering Salesforce’s advanced automation tools to optimize workflows, reduce manual 
effort, and scale operations. You’ll go beyond basic rules, tackling complex scenarios with 
precision. It’s 10% of the exam—a solid chunk—because automation is the backbone of an 
efficient enterprise org. 

Exam Weight 

• Percentage: 10% 

• Why It Matters: Manual processes waste time—automation saves it, cuts errors, 
and keeps teams moving. With 10%, it’s a key skill for driving efficiency in real-world 
orgs. 

Objectives (In Super-Simple Terms) 

• Learn how to automate tasks—like updating records or sending emails—with Flows. 

• Figure out how to set up approvals—like “Manager OKs discounts”—for control. 

• Get comfy troubleshooting automation—like “Why didn’t this run?”—to fix issues. 

• Understand how to pick the right tool—like Flow vs. Workflow—for the job. 

 

Structure of the Study Guide 

• Definitions: Big, clear explanations of key terms. 

• Categories: Topics split into digestible pieces. 

• Bullet Points: Massive, beginner-friendly summaries with heaps of detail. 

• Tables: Side-by-side comparisons to keep it simple. 

• Practical Scenarios: Tons of real-world examples you can picture doing. 

• Study Tips: Step-by-step ways to nail this. 

 



Definitions (Huge Summaries with Tons of Beginner Details) 

• Flow:  

o What It Is: A visual tool—like “If Case = High, assign to Expert”—to automate 
tasks without code. 

o Details: Think of it as your automation choreographer—it’s a drag-and-drop 
system to build processes (e.g., “Update Owner,” “Send Email”). Advanced 
Admins use it for flexibility—like a Swiss Army knife replacing older tools. 

• Approval Process:  

o What It Is: A system to get sign-offs—like “VP approves $50K deals”—before 
changes happen. 

o Details: This is your checkpoint—like a manager’s stamp of approval. It locks 
records, routes them to approvers, and updates based on decisions—like a 
gatekeeper for big moves. 

• Workflow Rule:  

o What It Is: A rule—like “Email owner if Case = Urgent”—to automate simple 
tasks (legacy). 

o Details: Imagine it as your old-school robot—it triggers actions (e.g., “Field 
Update”) when conditions hit (e.g., “Priority = High”). It’s simpler but phasing 
out—Advanced Admins know it for legacy orgs. 

• Process Builder:  

o What It Is: A tool—like “If Lead = Hot, create Task”—to automate multi-step 
processes (legacy). 

o Details: This is your middle-ground bot—it’s more flexible than Workflow but 
less than Flow, handling sequences (e.g., “Update, then notify”). It’s 
retiring—Advanced Admins transition it to Flows. 

• Action:  

o What It Is: A task—like “Send Email” or “Create Record”—triggered by 
automation. 

o Details: Think of it as your automation muscle—it’s what happens (e.g., 
“Email Alert”) when a rule or Flow fires. It’s the “do” in your process—like the 
punchline of your automation joke. 



 

Categories 

• Automation Tools: The big areas you’ll master.  

o Flow Automation 

o Approval Processes 

o Legacy Automation (Workflow Rules, Process Builder) 

o Troubleshooting and Optimization 

 

Detailed Breakdown (Bullet Points with Massive Beginner Summaries) 

1. Automation Tools 

• Flow Automation  

o Summary: Using Flows—like “Auto-assign Cases”—to handle complex, 
multi-step processes with flexibility. 

o Details:  

▪ This is your automation superstar—like a robot with a flowchart brain. 
Flows replace older tools, letting you automate updates, creations, or 
notifications with visual logic (e.g., “If X, do Y, else Z”). Advanced 
Admins wield it—like automating 1,000 Cases daily. 

▪ How You Set It Up: Setup > Process Automation > Flows > “New 
Flow”:  

▪ Types:  

▪ Record-Triggered: Runs on record change—like “Case 
created.” 

▪ Screen Flow: User-driven—like “Enter data, get result.” 

▪ Autolaunched: Background—like “Nightly update.” 

▪ Details: Record-Triggered Flow:  

▪ Trigger: Like “Case Created.” 

▪ Elements:  



▪ Decision: “Priority = High?”—Yes/No paths. 

▪ Update Records: “Owner = Senior Queue” (Yes). 

▪ Create Records: “Task: Follow Up” (No). 

▪ Send Email: “Notify Owner.” 

▪ Save: Name—like “Case Router”—activate. 

▪ Why It’s Great: Versatile—like “Handle 5 steps at once.” Scales—like 
“1K records, no lag.” Future-proof—Salesforce’s go-to. 

▪ What’s Tricky: Learning curve—drag-drop’s easy, logic takes practice. 
Debug—test runs catch bugs. Limits—check governor (e.g., 2,000 
elements/day). 

▪ Real-Life Example: “Lead Flow”—“Lead Source = Web,” update 
“Status = New,” create “Task: Call,” email “Sales Rep”—leads auto-
prepped. 

• Approval Processes  

o Summary: Setting up approvals—like “Manager OKs discounts”—to control 
changes with steps and rules. 

o Details:  

▪ This is your gatekeeper—like a bouncer for big moves. Approval 
Processes lock records (e.g., Opportunities), route them to approvers 
(e.g., “Manager”), and update based on decisions (e.g., “Approved = 
Yes”). Advanced Admins scale it—like 500 deals checked daily. 

▪ How You Set It Up: Setup > Process Automation > Approval 
Processes:  

▪ Details:  

▪ Object: Like “Opportunity.” 

▪ Name: Like “Discount Approval.” 

▪ Criteria: Like “Discount__c > 10%” or “Always Run.” 

▪ Steps:  



▪ Step 1: “Manager Approval”—“Sales Manager” 
role, “Approve/Reject.” 

▪ Step 2: “VP Approval” (if “Amount > 50,000”). 

▪ Actions:  

▪ Submission: “Lock Record.” 

▪ Approval: “Approved__c = Yes.” 

▪ Rejection: “Email Submitter.” 

▪ Activate: Live—users submit via “Submit for Approval.” 

▪ Why It’s Great: Control—like “No big discounts without OK.” Tracks—
like “Who approved?” Scales—like “1K approvals, no chaos.” 

▪ What’s Tricky: Criteria—wrong logic skips it. Multi-step slows—keep 
lean (1-3). Test—users might miss “Submit.” 

▪ Real-Life Example: “High Value Approval”—“Amount > 20K,” Manager 
approves, sets “Approved__c = Yes”—deals locked tight. 

• Legacy Automation (Workflow Rules, Process Builder)  

o Summary: Using older tools—like Workflow for “Email on Case” or Process 
Builder for “Update Lead”—for legacy orgs. 

o Details:  

▪ These are your retired bots—like old but trusty machines. Workflow 
Rules handle simple triggers (e.g., “Field Update”), Process Builder 
does multi-step (e.g., “Update, then Task”). Advanced Admins know 
them for old orgs but shift to Flows. 

▪ How You Set It Up:  

▪ Workflow Rules: Setup > Process Automation > Workflow 
Rules (legacy):  

▪ Details:  

▪ Object: Like “Case.” 

▪ Rule: “Priority = High.” 

▪ Action: “Email Alert”—“Case Owner, ‘Urgent!’” 



▪ Activate: Runs on save. 

▪ Why It’s Cool: Simple—like “One trigger, one action.” 

▪ Example: “Lead Email”—“Source = Web,” email “Sales 
Rep”—quick alert. 

▪ Process Builder: Setup > Process Automation > Process 
Builder (legacy):  

▪ Details:  

▪ Object: Like “Lead.” 

▪ Criteria: “Score > 80.” 

▪ Actions: “Update Status = Hot,” “Create Task: 
Call.” 

▪ Activate: Multi-step live. 

▪ Why It’s Cool: Sequences—like “Two steps, one rule.” 

▪ Why It’s Great: Familiar—like “Old orgs run these.” Advanced Admins 
transition—like “Rewrite in Flow.” 

▪ What’s Tricky: Retiring—Salesforce pushes Flow. Limits—Workflow’s 
basic, Process lags big data. Debug—harder than Flow. 

▪ Real-Life Example: “Case Workflow”—“Status = New,” update 
“Owner = Support,” email “Team”—legacy auto. 

• Troubleshooting and Optimization  

o Summary: Fixing automation—like “Flow didn’t fire”—and tweaking it for 
speed and scale. 

o Details:  

▪ This is your mechanic shop—like tuning a car. You debug why 
automation fails (e.g., “Wrong owner”) and optimize for efficiency 
(e.g., “Faster Flow”). Advanced Admins ace it—like keeping 1,000 
automations humming. 

▪ How You Do It:  

▪ Troubleshooting:  



▪ Flow: Setup > Flows > [Flow] > “Debug”:  

▪ Run: Test—like “Case Priority = High.” 

▪ Check: Errors—like “Null value” or “Limit hit.” 

▪ Fix: Adjust—like “Add default owner.” 

▪ Approval: Check “Approval History”—“Rejected? 
Why?” 

▪ Legacy: Workflow/Process—review logs (Setup > Debug 
Logs). 

▪ Optimization:  

▪ Flow: Fewer elements—like “One Update, not five.” 

▪ Bulkify: Test 200 records—like “Case import works?” 

▪ Schedule: “Run nightly”—avoid peak load. 

▪ Why It’s Great: Fixes fast—like “Flow’s back!” Scales—like “1K 
Cases, no crash.” 

▪ What’s Tricky: Logs vague—dig deep. Bulk errors—test big. Legacy 
lags—migrate to Flow. 

▪ Real-Life Example: “Flow Debug”—“Case Owner blank,” fix “Default 
= Queue,” test 500 Cases—smooth sailing. 

 

Tables 

Table 1: Flow vs. Process Builder vs. Workflow 

What’s Different Flow Process Builder Workflow Rules 

Flexibility High (multi-step, logic) Medium (sequences) Low (single action) 

Status Current Legacy (retiring) Legacy (retired) 

Example “Assign, Task, Email” “Update, Task” “Email Alert” 

Table 2: Approval vs. Flow 



What’s Different Approval Process Flow 

Purpose Sign-off control General automation 

User Input Yes (Approve/Reject) Optional (Screen Flow) 

Example “Manager OKs deal” “Auto-assign Case” 

Table 3: Actions Types 

Action What It Does Example 

Update Records Changes fields “Owner = Queue” 

Create Records Adds new “Task: Follow Up” 

Email Alert Sends message “Notify Manager” 

 

Practical Scenarios 

1. Auto-Assign Case:  

o Need: High-priority Cases to Seniors. 

o Solution: Flow—“Case Created,” “Priority = High,” update “Owner = Senior 
Queue”—Cases routed. 

2. Deal Approval:  

o Need: Approve big discounts. 

o Solution: Approval—“Opportunity,” “Discount__c > 15%,” Manager 
approves—deals checked. 

3. Legacy Email:  

o Need: Alert on urgent Leads. 

o Solution: Workflow—“Lead,” “Score > 90,” email “Sales Rep”—quick ping. 

4. Multi-Step Process:  

o Need: Hot Lead tasks. 

o Solution: Process Builder—“Lead,” “Score > 80,” update “Status = Hot,” 
create “Task”—legacy flow. 



5. Fix Flow:  

o Need: Flow skips records. 

o Solution: Debug—“Null Owner,” add “Default = Support,” test 200 Leads—
fixed. 

 

Study Tips 

• Hands-On: Free org (developer.salesforce.com)—build a Flow, approval, debug it. 

• Start Simple: Trailhead’s “Flow Builder Basics” and “Approval Processes”—free, 
with videos and tasks. 

• Focus: Master Flow (logic), Approvals (steps), Legacy (know it), Troubleshooting 
(debug). 

• Practice: “Auto-update Case?” or “Fix a Flow?”—exam drills. 

• Beginner Boost: Watch “Salesforce Flow Basics” on YouTube; try one automation 
daily—like Flow, then approval. 

• Time: Spend 10%—5 hours of 50—split: 2 on Flow, 1 on Approvals, 1 on Legacy, 1 on 
Troubleshooting. 

 


