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How to import:

Before you begin - ensure your Jobs View has been
saved.

13 rows (refreshed 1:53 PM) EI-

= Sync

State = MName =

D  ropoliservices B 7V

o State = All, except for Completed and Cancelled ! Payroll services :zi W::
e Filter on Name or Name (multi) = Payroll or ) Payroll services *
Payroll job names. —— BjExeiRapes
The automation will run for all open Payroll jobs. '
Step 1 - Save the import file locally L Downloads x [
The first step is to download the zip file provided in Name
FYI's help centre.
) ) ) ~ Today
Simply save the file locally, for example, in your . _
Windows Explorer Downloads folder. You do not s FYI_ Payroll Process_v1.3.zip
need to extract the files.
Step 2 - Import the files into FYI Import
Navigate to the Automations screen and click the )
Import button on the right-hand side of the screen. Automation
Frocesses  Apps  Histary
Locate and select your saved "Payroll Process" file
fyi payraill » Filter by Plan Filter by App W Archived BB List View

and click Open to import the automation.

You can also drag and drop the zip file to the
Automation list view.

The Process and Templates will be imported into FYI.

@ FYE: Payroll Process 8o a

Streamiine your Payroll process by
‘auto-creating email communicatio
n, workpapers and internal tasks.

Step 3 - Review the process

Review the templates

Locate the templates in Knowledge - Templates.
The templates will import with the prefix FYI making
them easy to locate.

e Review and personalise the imported templates
e Update the template Status to Active.

Edit and review the process and each process step

The Process is imported with the Trigger set to
Schedule, to run every month.

e Update the Filter and select your Payroll view

¢ Review the schedule and owner

e Review and update each process step. Specific
comments have been added to the steps where
action is required. These will display in blue.
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Step 4 - Test and run the automation

Click the Test button to display a list of the Jobs and
associated Clients.

From Select Test Job, search and select a specific job
to run the test for and select Run Test.

Review the test from the Client workspace.

When ready, set the Status to Active. The process will
run automatically according to the schedule.

@ Test - FYI: Payroll Process
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