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Use this process to BB

automatically -
e Update Contact Details L

request and update w . .

client details using — — —
a form. e -
Simply import the sample rtmen =

'\J automation, customise to suit
your practice, test and activate!
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What's included:

@ Client Update Form Email Template
@ Client Update Form Template
@ Automation Process Steps

. i Step  Application Action
FYL: Update Client Details So ¢
- = s i w FYl Actions Create Form rd 1] |
Automatically request and update your client’s details. * The document wil be Autofiled
uz P Actions Create Email FEEE
* An “FYE Ot U F " template
@ Created emad wl b immedistely sent
Knowledge « Tha document vl bt AutoFed

Moot

Templates  Policies & Procedures  Practice Admin  Training  Task Templates Conskter updating User Role for Sencler i required.

Note: the merge fekd wred for this if 1o share the Form via New Collaborate. If you re ol
El= Active T | Search templates . L] lising CoMatorare review ard Updale The merge Seid in the Emad template aod st
the step send attachments option fo Emaill
M TANT: Ersur b a e i Ehe Fe i
= i Name i Template Name — sl Lasens
=| = P Client Update Form FYL: Client Update Form
Y i ) . 3 Pl Actions Alter Document EERE
g2 0O B updateClient Details (Sample) Update Client Details (Sample) © 1 Crose o » o will bl [ Origintidetiar I i th cabiost

© Atankowill Be created with the fubject “Form Submissicn Tracking™

Nowes
(Consider updafing Liser Roke for Assignee on the Task if reguired.

4 FY1 Actions Adver Document EERE
= TrCraate Fom > Fom wil be fled as ([ Griginatfdettame I n the cabinet
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Consider updating User Role for Assignes on the Task if required.
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How to import:

Step 1 - Save the import file locally

The first step is to download the zip file provided in € 2 4 © O > Downloads >
FYI's help centre.

4 Downlosds ®

@ New - X O ) @ W N Svew- B
Slmply save the file locally, for example, in your e == =
\r/]\élgdd?:/;if:éﬂireljfﬁev;nloads folder. You do not 55 PV Upedte Chant Dutal Y02 Compeissad Diopad) Folde -
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 "Update Client Details" T—
file and click Open to import the automation. S :"
You can also drag and drop the zip file to the i i i e Sl IS
Automation list view. P Updae Clems Deas do a

Ausomatcally et and upcaie Your chent L detady
The Process and Templates will be imported into FYI. i Lmihaasl
. Trl

Step 3 - Review the process | e

Fitter Client - View Filters =
Set the Filter View Active
As this process will be run manually for an individual
client, set the Filter to Client - View Filters, and the Knowledge

View to Active clients.

Templates  Policles & Procedures  Practice Admin  Training  Task Templates
Review the Templates (]
N - At = | Search wempl X -3
Locate the templates in Knowledge - Templates. o . e J
The email template will import with the prefix “FYI” T
and the form template will have “(Sample)” affixed to

f Template Name

O & #veClient Update Form FYE: Client Update Form

the name making them easy to locate. g AT ET—E————
e Review and personalise the imported templates
* Update the template Status to Active. Step Applcation Acton

] FY1 ctions Create Form leg 1] ]
= The docament will be AutoFiled

Edit and Review Each Process Step
The Process is imported with the Status set to Draft. T Creste Eman Zaen
You can locate the process by searching in the ke Tuiinkvtan b

"Search processes" field.

= The docement will be AutoFiled
¢ 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. T

Noxtes
Coridler updating User Roke for Sender if requared.
Note: the merge el uted for this & fo sfare the Form via New Colabovate. f pouTre nol

whiliging Coldorate review and updale the merge Seid i the Emal semplate ard adust
the step send attachments option to Email
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Step 4 - Test and run the automation
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Click the Test button to display a list of all clients.

Search and select a specific client to run the test for
and select Run Test. Note: this will send an email to
the selected client, consider testing on a sample
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client to check the end result. prere—reen

You can navigate to the documents list in your =3
client's workspace to review test documents.
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When ready, set the Status to Active. As this process
will be run for a specific client, it is recommended to
run the Automation from the Client — Processes tab.

Summary  CintomFleids  Cortsch  BelSomships Tex  Setings  Actvity Teme dobe  Tasks  Documents  Copoeste AMairs  Apps  Poocenes
Update
Pt Upelate Chent Detaiti

. . hubmatically equest snd update your dhend's detads.
Simply locate your process and click Run.
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