PROCESS AUTOMATION

GST Return Job
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How to import:

Before you begin - ensure your Jobs View has been
saved with the required filters.
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The automation will run for all BAS jobs starting next

week. D) Sue. Suniey K. BAS obs Staring Next Week | =
[ M Marshail £ Overdue Jobs

O Alpor. Alporke OP
O Stanle_ Stanley. Mi 5

Sung)

Step 1 - Save the import file locally

b Downloads X =

The first step is to download the zip file provided in e
FYI's help centre.

~ Today
Simply save the file locally, for example, in your S FYI_ GST Return Job_v1.3.zip
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
Import button on the right-hand side of the screen.

Automation

Locate and select your saved "GST Return Job" file
and click Open to import the automation.
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GsT Filter by Plan
You can also drag and drop the zip file to the
Automation list view. FY: G5T Retum Job e
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The Process and Templates will be imported into FYI.

Step 3 - Review the process Knowledge
Templates  Enowledge Base  Polices & Progedures  Task Templates
Review the Template Y AR | Semch tempime: (=] i
Locate the template in Knowledge - Templates. Type  Mame Mosified by Modified on status =
The template will import with the prefix FYI making s OB FeosTworsmer System Gtaa0zitaz A
them easy to locate. ';‘: [ &\ FVi: New Entity Establishment - Signed Coples System 04 Ape 2023 1147 Acthe
; D B FYI: Final Reminder for Quarterly Repen Informa. System 03 Apr 2023 1504 Actae
e Review and personalise the imported templates
o Update the template Status to Active. o e
B e e oaec o e o ¥ 53 et mepion wans
Edit and Review Each Process Step At e e 8
This process uses the custom view you created. -
-.mms-::v‘:;;f::wwr-zw Acsountans, Conmder pautng Tk
e Update the Filter and select your BAS jobs view | = — o
e Review the Schedule and Owner iy R SR e
o Review and update each process step. Specific [
comments have been added to the steps where ST S
action is required. These will display in blue. P P - zamn
= Atk wll b et e e ekt FIepars G5 A - [] ToggirClenstams I
Step 4 - Test and run the automation
@ Test - FYIl: GST Return Job

Click the Test button to display a list of the Jobs and

associated Clients. Select Test Jab

From Select Test Job, search and select a specific fobime
client to run the test for and select Run Test. Ignore Process =
Fulter
Review the test by clicking the View History link, or Jab Client
from the Client workspace.
O Annual Package: Quarterly BAS Stanley Landscaping

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