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Saved Action Sets for Onboarding Google
Workspace users

On-boarding, Off-boarding & Modifying - https://gatlabs.com/knowledge/tech-tips/flow-action-set-for-onboarding-google-

workspace-users/

Overview

When managing a growing organization, onboarding new Google Workspace users involves more
than just creating an email address. It requires adding users to specific Google Groups, assigning
appropriate product licenses, giving them permissions to set Shared Drives, or configuring

standard email signatures.

Doing this manually for every single employee or bulk importing is time-consuming and prone to

human error.

With GAT Flow, Google Workspace Super Admins can build and save a reusable blueprint of these

tasks called an Action Set.

Once created, an Action Set allows you to quickly deploy complex, department-specific onboarding
workflows in just a few clicks - eliminating repetitive setup and ensuring consistency across your

domain every single time.

How to create an Action set for onboarding Google
Workspace users?

Navigate to GAT Flow.

From the menu on the left, click Action Sets > New Action Set

Page 1 of 6


https://gatlabs.com/knowledge/tech-tips/flow-action-set-for-onboarding-google-workspace-users/
https://gatlabs.com/knowledge/tech-tips/flow-action-set-for-onboarding-google-workspace-users/

- @FLOW Q search pages cu+K a’ e = e .

1l Dpashboara Action Sets @
ﬁ Action Sets . + Mew Action Set
B workflow Templates
< Allviews: 1 Action Sets i X +
Y Create Workflow
ha Workflows Mame +  Updatedby ~  + More Yo Advanced == M [I © C
|_E’r Workflow Approvals =
Name i Type i +Updatedat { Updated by i
W Event Workflows
Do sl Wi Modify Jun 22,2026 20:32:04 R
i [
@  Recurring Workdiows Perso=—= ==y Modify Jun 18, 2026 17:44:42 ety [t i
Jh Flow HR  BETA securliy Modify Jun 18, 2026 09:11:27  sEew——jinr Ey———
28, Domain - Perse=— re ey Offboarding Mar 25, 2026 20:50:53  Feiiiiiy [
o —— —— arding eb 17, 004 " ——— . ———
E Log . Hbosssing Offboardi Feb 17, 2026 19:09:09
finanes sy e——— Modi Feb 12, 2026 20:21:24 sl Il jgiiles ol
&% Webhooks & SIEM - ¥
TeSt (i G . i — Modify Feb 4, 2026 16:25:13 T
8  Configuration =
Tast jmmigrsl s Modity Jan 14, 2026 09:54:50 m et S et s
€@ Helna Support - Test Sl fa . i Modify Dec 9,2025 08:25:37 syl Syaym=s.cOM
Test jmp wgem g — Modity Nov 4,2025 10:01:27 e et i B<jeatia . COM
Persar ~oumarar Modify Oct 22, 2025 12:41:08 g il ingragesiimion o e
Test Mgy Modity 0c13,202510:33:05 ol it
LEAE R SR Offboardina Sep 8.202515:06:50  scoNOEY.OW.gEUEUs.cUM L2

Records per page 25 ~ 1-25ofmany ¢ >
V- NEARA ADI- 1R 277 A INIR AET | ahe 1

A new tab will be opened to fill in the details for the Action set you want to save.

e Name - enter a name for the Action set
e Type - select the Onboarding type

» Validated - enable or disable validation.
o This allows you to choose whether you want to fill all mandatory fields or leave them empty
so they can be filled during workflow creation.

= Enabled - will force you to pre-fill all of the settings within chosen actions.

= Disabled - you can select actions but not necessarily fill in the settings for them.

+ New Action Set
Basic Information & Settings

Name * Type )
Onboard Marketing team 2027 . X Onboarding . & @ vaidated .
Choose Actions
= Add Node(s)

Add action
Choose from the available actions and add it to the workflow.

Add actions set

E Select pre-defined sets of actions and insert them into the workflow at the chosen
location.

Add condition
Add a condition that determines which of two paths to follow: one if the condition is met, >
and the other if it is not
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Click on the + button (4) and Add action (5)
A menu with all the actions will be displayed.

You can search for any action and select the actions you want to save as an Action set.

+ New Action Set

Basic Information & Settings

Nowe * Tyve* _
Onboard Marketing team 2027 Onboarding - o validated

Choose Actions
< @ Add Action
Q, Enter action name .

All Recent Email Drive Calendar User Group Classrooms
Actions Chats
B Show actions supporting suspended users
Email

Drive

@ Copy folder to selected user(s)

@ Folder, Shared Drive permission change

Select the Action, double-click on it to open and fill in its details

. Change user password at next login

Change user password at next login @

When ready with the action selection and details filed in, click on the Save button.

Result

When the action set is saved, it can be used over and over again for every workflow you want.
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The saved action set will be displayed in the list of Action sets.

Hover over it and on the right side click on the pen icon to update or the bin/trash icon to delete

Use of the Saved Action set

Create a simple onboarding workflow.
Define workflow type - enter the details.

e Name - enter the name for the workflow
e Type - select Onboarding

e Fill in all other details for the users

o Customize onboarding
o Create user - manually in Flow or Import

o Choose actions

When users are added and in the Choose actions tab.

Click on the + button and then select Add actions set (3)
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Send approval request

A pop-up window will appear with all the action sets for the Onboarding workflows.

From the list, you will see the one we created above: Onboarding Marketing team 2027
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Click on the + button (2) to apply the Action set
A list of all actions associated with the set will be loaded.

Select the newly created Action set

<

f§ Create a User

@ Select Action Set .

Name i
Onboard Marketing team 2027 sl
New users onboarding Marketing New y..
Onboarding - basic flow FGFGDF
Onboarding - basic flow - Water co

New hires

Onboarding - teachers at st rose
Onboarding - teacher flow Summer only
Onboarding - basic flow

set custom attribute

New 2nd Graders

New hires

Type 1
Onboard.
Onboard,

Onboard

Onboard..

Onboard..

Onboard.

Onboard.

Onboard..

Onboard.

Onboard.

Onboard..

Save draft

@ choose Actions
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o
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Send approval request
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Start Send email Set email delegation

B

§4 Create a User

Change user password at
next login
B

Additional actions can be added by clicking on the + button

e s Q-

Choose Actions

@

Folder, Shared Drive
permission change
B

Send approval request

When ready, click on the "Send approval request" (4) button. A request will be sent to the

Security officer for approval

When approved, the actions will take effect, and the user accounts will be created

alongside all the actions selected in the Action set.
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