PROCESS AUTOMATION

Unassighed Partner or
Manager Alert for Jobs

About this automation:

U se th ese p rocesses to 1 clients for your attention by the FYI: Unassigned Partner av o-

. automation
automatically send an o oo e
To: Cathy Woods 7 7 Wed 3/8/2023 3:13 PM

alert to a user notifying
them of any unassigned
Partner and Manager
fields in the Jobs list.

Hi Cathy Woods,

Click here for a list of 1 clients for your attention by the FYI: Unassigned Partner automation as at
08/03/2023 15:13 AEDT.

There are clients requiring Partner assignments.

€ Reply > Forward

Simply import the sample
automation, customise to suit
your practice, test and activate!

What's included:

@ Automation Process Steps

Details  History  Activity

@ FYI: Unassigned Job Partner @ ¢

Auto alert to notify a team member that a Job Partner is missing on a job. Status m Test IS

Name FYI: Unassigned Job Partner

Deseription  Auto alert to notify a team member that a Jobs are missing 2 Partner

assignment.
FYIl: Unassigned Job Manager @ *
Trigger

Auto alert to notify a team member that a Job Manager is missing on a

job. Every day =z
from & Mar 2023

Schedule

Filter Job - View Filters @
View Unassigned Job Partner
Owner Sandy Small
Home
MyRecent nTroy @ My Tosks @ Delegoted Tosks @ MyJobs @ My Edis @ MyStarred @ My Approvls @ My Time @ My Comments  Notifcations (@ Startfrom ' 08/03/2023

Notifcation Type | No type selected LastRun  Today at 13:03 for Brown, Charlie @

F¥1 Automation Summary Morkas e |

Step Application Action

NextRun  Thursday, 9 March 2023 03:00

i1 FYI Actions Summary Notification = NPT

Notes

The user notified fs eurrently set to "Me". Consider and update the refevant user to rec
eive this notification.
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How to import:

Before you begin, ensure your Views have been
saved in the Jobs list with the following filters:

"Unassigned Job Partner" View
* Job Partner = (Blank)

"Unassigned Job Manager" View
* Job Manager = (Blank)

Jobs

Search jobs

Search view

Open

Al

Unassigned Job Manager

Unassigned Job Partner

Workflow Jobs

Step 1- Save the import file locally

The first step is to download the zip file provided in
FYl's help centre.

Simply save the file locally, for example, in your
Windows Explorer Downloads folder. You do not
need to extract the files.

L Downloads

@ New -

% @ @

&€ 3 v & &> Downloads

Name

5 FY1_Unassigned Job Manager v0.02

5 FYI_Unassigned Job Partner_v0.02

B W Nsotv =view- [8 Etracal

v G Search Downloads
Date modified Tipe size
80372023 5:15 PM Compressed (zipped) Fo. 13Ke

8/03/2023 5:15 PM Compressed (zipped) Fo. 12K

Step 2 - Import the files into FYI

Navigate to the Automations screen and click the
Import button on the right-hand side of the screen.

Locate and select your saved "Unassigned Job
Partner" and "Unassigned Job Manager" files and
click Open to import the automation.

You can also drag and drop the zip file to the
Automation list view. The Processes will be imported
into FYI.

Import

Automation

Processes | Apps

History

[[unasigned,

Fiter by Plan Fiter by App W Achived B Ust View

FYI: Unassigned Job Manager @

o FY: Unassigned Job Partner © o
* gonajo ‘Auto alert to notify  team member that a Job Partner is missing on ajob.

b

team member that a Job

Step 3 - Review the process

Processes are imported with the Status set to Draft.

You can locate the process by searching for "FYI" in
the "Search processes" field.

These processes use the Unassigned Job Partner

Trigger

Filter

Owner

Start From

Last Run

Next Run

Schedule

Every day
from & Mar 2023

Job - View Filters

View Unassigned Job Partner

Sandy Small

08/03/2023

Today at 13:03 for Brown, Charlie @

Thursdlay, 9 March 2023 03:00

and Unassigned Job Manager Views in the Job -
View Filter, which are the custom views you created | appamton acton
n the JObS lISt' 1 FYl Actions Summary Notification ZEPT
° ReVieW the SChed UIe ::e’iernarrﬁedlstwrem’ysetm “"Me". Consider and update the relevant user to rec
¢ Review the process owner v this e
e Review and update each process step.
Step 4 - Test and activate
. . . ) ) @ Test - FYI: Unassigned Job Partner
Click the Test button to display a list of jobs without
a partner or manager assigned. Select Test Job
Job Name bookk
Search and select a specific client to run the test for e
and select Run Test. o Gient
® 2022 Qtrly Bookkeeping - June Qtr Harris Family Trust
Go to Home - Notifications and review the summary O MonthlyBookkeeping March 2023 Frank Marshol
notification received. The notification will be sent to
the specific user selected in the automation.
When ready, set the Status to Active. Home
T D0 e R0 0 B0 BEm0 BT Wm0 e [

e This automation is set to run automatically every
day from the commencement date.

e Users can receive notifications in FYl and also via
Email or Teams. This is based on the Notification
Mode enabled in My Settings.

Notification Type | No type selected

FYI Automation Summary M

There are jobs requiting a Job Partner to be assigned.
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