About this automation:

Streamline your Fringe Job

Benefits Tax jobs by auto-

creating email
communication,

O

workpapers and internal

tasks.

©

N Simply import the sample
@ automation, customise to suit
your practice, test and activate!

What's included:

Fringe Benefits Tax
Marshall, Frank

g8 -

@ Reminder Odometer Email Template

@ FBT Workpaper Template

@ Automation Process Steps

Step Application

i Y1 Actices
@ FYI: FBT Process @
Streamling your Fringe Benefits Tax process by auto-creating email communication, workpapers
and internal 1asks,
iz Y1 Actices
Knowledge
Templates  Knowledge Base  Policies & Procedures  Training  Task Templates
g - Active = | Searchtemplates | -]
Type Template Name Modified on Sans ¥ LE P Actions
e O B PR Workpapes 16 Sep 2024 1401 Dratt
E [0 & FVi: Motor vehicle odemeter reading required an 31 Masch 13 Sep 2024 1430 Draft

Acticn

Create Emnad

® An Emailwil be created from the “FYE: Mator vehicke odometer reading nequined on 31

harch” template
* The document will be Autcfied

Newws
Cpngicter upaiting the Sended i the ABaopate Liser,

Cipresicher typATtang e WivETow Apvoval o Ihe apprapviane Liser,

Create Spresdsheet
* An Excel document will be created froe the "FYE FET Waorkpaper® template
# The document wil be Autcliled

= Atk will be credted with the sutpect "Asess FST obligatons & complets workpager™

Newws

Tagk is Assigned i the Job Custom User Role ; Accourtant, Consider updating Task
ARSI [0 a1 ApEropre Liser ok,

Creare Task
A itk il b redted vt the cubject “Astess sCiE £ars exemption and Jssocixted
repartable fringe benefits amounts™

Notes

Tasie is Assigned £ the lob Custom Usar Rnke : Accoumtant. Consider upedating Task
Assignee ta an approprite User Role.
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How to import:

Before you begin - ensure your Jobs View has been

1rows (refreshed 11:52 AM) @

saved. sute = Name (multl) = = 5y

o State = Planned = T————— m—

o Filter on Name (multi) = Fringe Benefits Tax or ' sl :zm‘:m

FBT job names. B csvepon

The automation will run for all FBT jobs that are in B Excel Report
the job state of planned.
Step 1- Save the import file locally 4 Downloads % | %
The first step is to download the zip file provided in Name -

FYI's help centre.

~ Today

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

55 FYI_FET Process_v1.2.zip

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.

Import

Automation

Processes  Apps  History

Locate and select your saved "FBT Process" file and P < || Fiter oy ian Fie by hpp W uchived B Uit View
click Open to import the automation. Y Clent Signed Notfication © o @ P Clent Uplosd Netfcaion © o
Recenve anotification when a chient has sig Recerve a natification whin a client upica
You can also drag and drop the zip file to the e o
Automation list view. - -
: a New Entity So FYL: FBT Process ©
Aut-create the tasks and clent email req ¢ @ Streamline yous Fringe Benefis Tax proces ¢
The Process and Templates will be imported into FYI. prcimshepm i T —
Step 3 - Review the process
Review the templates
Locate the tem p!a'ges in anwledge - Tgm plates. _ Enaiee
The templates will import with the prefix FYI making _ _
them easy to locate. Templates  Knowledge Base  Policies & Procedures  Training  Task Tempilates
g - Active Search templates
e Review and personalise the imported templates T e e i e ——
o Update the template Status to Active. o OB e wospue e [T
Z O & ror Motor vericle odometer neading required on 31 March 13 Sep 2024 1450 Draft
Edit and review the process and each process step
The Process is imported with the Trigger set to
Schedule, to run every 24 hours over a set date range.
HE FY Acticrs Create Taskc EFEPFE
. . * A faak will be created weth the subsect “Assess elecing cars emempbion and associated
e Update the Filter and select your FBT view repociable fioge banebss amcus”

e 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.

Neses

Tasi is Assigned to the Job Custom User Role : Accountant. Consider updating Task
Assignes fa an appvopriste User Role.

|

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 job
to run the test for and select Run Test.

Review the test from the Client workspace.

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

| @ Test - FYI: FBT Process

Select Test Job
Job Name

Ignore Process
Filter

Job Client

o Fringe Benefits Tax Stankey, Mike
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