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How to import:

Jobs
Before you begin, ensure your View has been saved
in the Jobs list with the following filters (or those =] [IEvE Compleced lots i Oucemancing Wie: | [ | Swarch jobe
relevant for your WIP Write Off requirements): . [ed
Cligat Group F i Cliget
"Completed Jobs with Outstanding WIP" View 2 g :x::: :x: open
e Job State = Completed io. Mcteod Hol | PYECompied Jobs with Outstading Wee @
e WIP = Greaterthan O
. . 4 Dovnloads x +
Step 1 - Save the import file locally
> T (s} J > Downloads >
The first step is to download the zip file provided in
FYI's help centre. @ New ~
Simply save the file locally, for example, in your e L A
Windows Explorer Downloads folder. You do not ~ Today
need to extract the files. 752 FV1_\WIP Wirite Off Completed Jobs_v0.02 Compressed .. 16K8
Step 2 - Import the files into FYI
Navigate to Automation - Processes and click the Import
Import button on the right-hand side of the screen.
Automation
Locate and select your saved "WIP Write Off ozetis | Aovt. ey
Completed Jobs" file and click Open to import the - — ~—— R
automation.
Fri WP Write Off Completed Jobn @ °
You can also drag and drop the zip file to the P bolnce g hancs -
Automation list view. The Process will be imported
into FYI.
Step 3 - Review the process e 5
The Process is imported with the Status set to Draft. = o e &
You can locate the process by searching in the "Search = oy oo
processes" field. e canmas
This process uses the Completed Jobs with e e
Outstanding WIP View, which is the custom view you [ | (a2 ]
created in the Job Lists. Sur | opteen =
L] LTV (u:uu-e-o. — P -4 1 L]
e Review the schedule Pt M
e Review the process owner i R —
e Review and update each process step. Specific Wttt e e e . o
comments have been added to the steps where e L S
action is required. These will display in blue. pEE=s=——

Step 4 - Test and run the automation

Click the Test button to display a list of all jobs that
fit the invoicing criteria.

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

Go to the Job Workspace - Invoices tab or the
Practice - Invoices List to review the draft invoice.

When ready, set the Status to Active.
e This automation is set to run automatically on

the last day of the month from the
commencement date.

@ Test - FYL WIP Write OIF Completed jobr
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