PROCESS AUTOMATION

Quarterly Report Reminders i‘/l

About this automation:

From: Mandy Jones <master_jc/@thegrowth pasiners>
Sent on: Toesday, Seprember 17, 2024 6:18:23 AM
To: Mike Stanley <client mike stanley'@outlook com=

Use this process to send a e
series of emails to clients

TRiS £5 @ friendly reminder thal it 15 Hme 10 upload Your deCuments 1or the Compietion of last
quarters reporns. Your tmely submission is essential for us to ensure everything is processed

requesting information for e o et

Please upload the necessary documents at your earfiest convenience using the link below

quarterly reporting G

I you hawve any quenes. please do nol hesitale 1o comact me

requirements. s,

Mandy Jones
. . Mandy Jones
Simply import the sample R,
automation, customise to suit Yy i
your practice, test and activate! Growth Partners

What's included:

@ Quarterly Report Reminder
Email Templates
@ Automation Process Steps

Knowledge
F¥I: Quarterly Report Reminders 2o
o - P - quanedy m
Typs  Template Name Mame satun
g [ B Freustety Repor Reminder
% [ BB v Areother Qussterty Repeset Rerrincar
g O B8 #vifinst Reminder for Guarterty Report Information [
Email Editor ®
@ = § o - O
Forl Famity -12-B i Al =T M e 4 8
stop Application Action
Hi {f Clend Salutation }) HEl FY| Actions Create Email FERE
o An Email wil be created from the "FYE: Quarterly Report Reminder” template
| Bope this message inds you we o Created emad will be immediately sent
. ¥ # The document will be AutoFiled
This is a follew-up regarding our previeus reminder hal we have yet 1o recefve e necessary
documenis 1o prepare the reports for the last quarer, 2 Fiiactons ety FERT
» The process will be delayed for 14 days
We Kindly Z=k that you upload Me JoCUMENts a1 Your earles! COnVENssnoe 10 ensure lmaly
processing HE F¥l Actions Stop FEPE
* Slap the automation if the filter no langer matches
{{ ClientUpioadFolgerLink | web_nk J}
HE F¥| Actions Create Email FEPE
Thank you for yous prompd attention 1o this matier. = An Email will be crested Fram the “FYE Ancther Quarterly Report Reminder” temgd
ate
o Created emadl will be immediately sent
* The document will be Autofiled
& Valid Merge Fiald format &
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L]
How to import: Jobs
[ Quarterly Munkgemant Reporsg Jobs ™ | Searchijobs
Before you begin - ensure your Jobs View has been — S— = —
saved. m O Duncan CarolBlic. Quarterty Management Reports XTI [ vturreed ]
e Job State = Planned © D womOute  Qustotymansgemant gt e CEED
e Search jobs ='quarterly management' 3 O ey Bcuica sy Managemens warsss
O Mite Constructioe..  Custerty Management MOETIZ
Step 1 - Save the import file locally
i Downloads ® +
The first step is to download the zip file provided in —
FYI's help centre.
~ Today
Simply save the file locally, for example, in your %5 FYL_ Quarterly Reports Reminder_v1.3
Windows Explorer Downloads folder. You do not
need to extract the files.
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. P
Automation
Locate and select your saved "Quarterly Report
Reminders " file and click Open to import the . [ ——
automation.
e | (===, W@t e &
You can also drag and drop the zip file to the e e o
Automation list view. pmme—c . & @ LI D
The Process and Templates will be imported into FYI.
Step 3 - Review the process
Review the Templates
Locate the templates in Knowledge - Templates. Knowledge
The templates will import with the prefix FYl making Tevplsin | Kesriedon bt Polkins  Procederes | Tolang Tk Tty
them easy to locate. Bl il [ =
Typs Templite Hams Mams Seatus
¢ Review and personalise the imported templates T e—— o oty Mg st pr=
¢ Update the template Status to Active. g O B 1 Avothes Sustacy epest Reminder Y A Gty Rt Sericc s
2 [0 & Forfnal Remincer for Guartbety Repart Infcrmatian FYT: Finall Bevrarsder for Cuarierty Report iInformason At
Edit and Review Each Process Step
The Custom Process is imported with the Status set
to Draft. You can locate the process by searching in
. Step. Application Action
the "Search processes" field.
Hi FY1 Actions. Create Email %!].'
= An Email will be created from the “FY Quarterly Report Reminder” template [J

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.

o Created email will be immediately sent
* The document will be AutoFiled

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
client to run the test for and select Run Test. A Test
Client is handy for testing scheduled automations.

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

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

@ Test - FYL Cuarterly Reports Reminder

Select Test Job
Job Hame
Ignore Process =
Fites
Jek Llient
Chuarturty Management Wnmaprcity Ebectrical Py Lo
mited
Chuarierty Management e Comanction Famiy

Srust

) Cuseterty Mansgement Reportt Duncan, ool Elzatath

) Ousrterty mansgement reportt Begwn, Chacie
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