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About this automation:
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Simply import the sample —
automation, customise to suit
your practice, test and activate! s e SR e S o e

Emplayes Commenty.

What's included:

@ Performance Review
Document & Email Templates
@ Automation Process Steps

Knowledge

FYI: Employee Performance Reviews @
Tempiates  Directors Files & Papers  Knowledge Base  Policies & Procedures  Task Tempilates

This process sends a reminder task and create documents for
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esponsible for running the performance reviews. Type  Template Name Name Maodified by Modified on & Status
w [ & Performance and Development Program Performance and De...  System 22 Nov 20231016 Active
O B rertormance and Development Progran Template  Performance and De...  System 22 Nov 2023 1016 Actve
Performance & Development Program
Step  Application Action
A emtas ] wldmnr e . = N
o wFT1_cusmam_Emglzpee_Rokes L Rl Astions e B i o i
L + A task will be creaned with ¢ +*Book in performance review for [
7 = e n:‘;:lEm:l:::;t:’“ " he subject “Book i pe ANCE VW 0
Beveew date: Ti o scheded shonly )
e FYl Actions Create Word FEPE
Raviow * AWord document will be created from the “Performance and Development
The employee should complete the guestiors periormance feedbac prior to the appraeal meeting, then Progeaes Template™ tamplate
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How to import:

Before you begin - ensure your Employee View has
been saved.
e Employee Status = Active

Practice

..........

o000 §

Step 1 - Save the import file locally

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

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

Fame Date moddeed Fpe [
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75 P Empleyes Performance Reviews w02 1T/02008 253 Compressed [spped) F

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 "Employee

Import

Automation

Performance Review" file and click Open to import et
the automation. [ eerpiod ety o Witind B st tien
L. Emplingee Berdermarde Reviews @ ¢
You can also drag and drop the zip file to the . e e
Automation list view. == g =
The Process and Templates will be imported into FYI.
Step 3 - Review the process
Knowledge
ReVieW the Templates Templates  Directors Files & Papers  Knowledge Base Pall:ln&hmedures‘lxzhmnla:ﬂ
Locate the templates in Knowledge - Templates. I WEcheigicl | Ferkmarce L=
The templates will import with the prefix FYl making Type  Templote Name = Name Moditica by Wodfiedon & Status =
them easy to locate. & O B rcpedomance and Development Program Y1 Pertormance an. System 2Nov 0216 Actie
%‘ O B rvipedomance and Development Program Templ... FYl: Performance ar.  System 22 Mow 2023 10:16 Active
¢ Review and personalise the imported templates :
¢ Update the template Status to Active. swp  Aplication Action
Hi FYl Actions Creste Taslf ) FSPrE
Edit and Review Each Process Step e
The Custom Process is imported with the Status set Noves
to Draft. You can locate the process by searching in finien (o B¢ CrAnDnee nd cousw iposha N v
the "Search processes" field. 5 e p— —

e Review the schedule and owner

¢ Review and update each process step. Specific
comments have been added to the steps where
action is required. These will display in blue.

= A Word document will be created from the *FYE Performance and Development
Frogram Template” templite

= The document wil be filed at “Pesformance & Development Review - [
TriggerEmapicyratiame I - (ecw” | date: "K8 BYTI" in the Empleryees cabinet

= Atagkwill be created with the subject “Performance Rirview”

Noes
Ao SOCUTONT TETELE. NaTe 30T NG TeqUIRMENts. Consider upaating Liser
Role for Assigres on Bhe Task if requinedt

Step 4 - Test and run the automation

Click the Test button to display a list of Employees.

From Select Test Employee, search and select a
specific employee to run the test for and select Run
Test. A Test Employee is handy for testing scheduled
automations.

Review the test by clicking the View History link, or
from the Employee workspace.

When ready, set the Status to Active. The process will

run automatically according to the schedule.

@ Test - FYl: Employee Performance Reviews

Select Test Employee
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