About this automation:

Use this process to
automatically send a
notification for any
unassigned tasks to
the task delegator.

2 Simply import the sample

\‘/ automation, customise to suit
your practice, test and activate!

1 tasks for your attention by the FYl: Unassigned Tasks automation

FD

FY1 Docs<no-reply@fyi.app> Q & & A D o g -
T Mamy}on-es Fri O4/00/2024 0736

Hi Mandy Jones,
Click here for 3 lis of 1 tasks for your aftention by the FY): Unassigned Tasks aytomation a¢ at 04/10,2024
Q.36 AEST,

This task requires a task assignee.

. Reply #* Forward

What's included:

@ Automation Process Steps

@ FYI: Unassigned Tasks @
Auto alert to notify a task delegator that task

s remain unassigned.

e

FYI Autormation Summary
Message: Tasks for your atbention by the FYE Unassigned Tasks automation
This task requires 3 task assignee,

Mark a riad

a minute ago

Deetails

Status

Name

History  Activity

e Oos -

FYl: Unassigned Tasks

Description  Aulo akert 10 notily & 1ask defegaice that tasks remain unassigned.

Trigger

Schedule

Ewery day =
from 13 Sep 2024

Flksr Tosk - View Filters =
View Unassigned Tasks

L Liz Hurs

Startfom  yzooooo

Inerit Job

LastRum  Today at 07:34 for lron Man @

Heext Runi Saturday, § October 2024 03:00

| Add step

Application Aetion
Y1 Agtions Sumenary Netification ed ] -]
Motes

The wser nobified is currently the “Task Defegator”. Considler if you wamt 1o modify the wer wio
it T ROBREATIOR.
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How to import:

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

monmphite Tiaks (=0 | Saach tasks

Rt Sawich viiw
"Unassigned Tasks " View g s
¢ Assignee = Blank AT
« Status = Not Started, In Progress sl —_—
Step 1 - Save the import file locally T B .
The first step is to download the zip file provided in Name
FYI's help centre. Tt

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

T FYI_ Unassigned Tasks_v1.3

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 Tasks" file

and click Open to import the automation.

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

Import

Automation

Processes  Apps  History

Tasks x Filter by Plan Filter by App
FYI: Unassigned Tasks @ ”

Auto alert to notify a task delegator that ta
sks remain unassigned.

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.

This process uses the Unassigned Tasks View, which
is the custom view you created in the Tasks Lists.

¢ Review the schedule
e Review the process owner
¢ Review and update the process step.

stepl *
@ Summary Motification

@
Action e
Moty User i TriggerTasiDielegatoalzer | (4
Customn Message [T

Fom Famity =12 - B A1 =T W

H [+

This. (a5 requires @ [ask assignee I

Step 4 - Test and activate

Click the Test button to display a list of unassigned
tasks.

Search and select a specific task to run the test for
and select Run Test.

Go to Home - Notifications and review the summary

notification received. The notification will be sent to
the delegator of the selected Task.

When ready, set the Status to Active.

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.

|_... -
@ Test - FYI: Unassigned Tasks

Select Test Task

Task Name review email

Ignore Process.
. NO
Filter
Task Document Job  Client
O reviewe @ Accountants Lett Butler, Sean
mail ef - Jury Duty

Home

Uyiecest By [ Wy Teiks B Delegated ks @ Myscts ) Myfdes @) WySmeed () My Aspeewst @) MyTime @ MyComments  Notibonons

Notification Type | Mo type seleded

P Automation Summary
Miage: Taiks fof yoner anention by the FY1: Unassigned Tasks satomation
This task requites a task assignes.
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