PROCESS AUTOMATION

Monthly Bookkeeping

About this automation:

Streamline your monthly ok

bookkeeping jobs and auto- MRTE Y SO IKNSCPIE X
create workpapers, client

communications, internal O
tasks and workflow to

progress job states 0
automatically along the
way.

g8

HIGH

®

MEDIUM

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

What's included:

@ Client Communication Email Templates
© Bookkeeping Workpapers
@ Monthly Bookkeeping Process Steps

FYl: Monthly Bookkeeping @ ¢ b G sk
B PVl Ausions Create Job ZPE

Streamline your monthly bookkeeping jobs with auto-create of & A Job Wil be crested samed "] 'now’ | s inberas 1 mante | dete: "8 Y ]|
workpapers, client communications, internal tasks and workflow Meekyl Beshheoing; i (o s Biaced

to progress job states automatically along the way. ores
Job Name 3 sot a3 the prior month. Consicer Upaatng Bhis 8o the curment momih By
using [{ ‘now’ | date: B8 KV}

Seiect a Job Template if aporopriste and confinm the first Job State.

Set a default Budget or update this on s incividual lob base

Know Iedge Consider updsting the Assigned User, Manager and Partnes as well a5 Job
Custom Fields.
Temnplates
[} F¥l Actions Creste Email FEPE
a - A - Search templates sl = An Emalimil e greated from the “Boskkeesing Dotement Usioad™ tempiate
o Cregted emal wit be imenediately sent
* The document will De Autofiled
Type Mame Madified by Status * A comment wil be created
" d - Notes
m O & £ Bookkeeping Document Upload  System Active
= Consider upduting:
2 O & P Bookkeeping Completion Systenn Active e Templale i Krowiedps, o select your our.
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How to import:

Before you begin, ensure your View has been saved. Hents
¢ 'Bookkeeping Frequency' Custom Field = o LRSS || Souch s
Monthly Hame Bookkeeping Frequency Seatus
e Status = Active = [ Absolute Hooper incorparated  Monthiy Active
S O appseron Emerprises Manthly Actve
The automation will run for all active Clients with a io “'"‘“"’f“"‘““‘“"‘ _ Janodey et
Monthly Bookkeeping service. Ll I o
O seridey Coaporation Monzhly Active
Step 1 - Save the import file locally [ x 1B
The first step is to download the zip file provided in
FYI's help centre. Mame
Simply save the file locally, for example, in your ~ Today
Windows Explorer Downloads folder. You do not 5l FYI_ Menthly Bookkeeping_v1.3.zip
need to extract the files.
Step 2 - Import the files into FYI p—
Navigate to the Automation screen and click the )
Import button on the right-hand side of the screen. R
Progesses  Apps  Histary
Locate and select your saved "Monthly Bookkeeping" . _
file and click Open to import both automation. L ok i
FYI: Monthly Bookkeeping ¢
You can also drag and drop the zip file to the el bt g el
Automation list view. The Processes and Templates 15 propress job siabes aiomatiaty sl the way

will be imported into FYI.

Step 3 - Review the processes

Review the Templates

Locate the templates in Knowledge - Templates.
The templates will import with the prefix FYl making
them easy to locate.

e Review and personalise the imported templates
* Update the template Status to Active.

Edit and Review Each Process Step

¢ Update the Filter and select your Monthly
Bookkeeping Jobs Clients view

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.

Knowledge
Templates
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- & = | Search tes "
D earch bemplate L
Type Mame Madified by Status
s O B Pk Bookkeeping Documsent Upload  System Active
g O B Fi Bockkerping Completion Systern Active
3
@ O B PBookkeeping Working Papers  System Aictive
O = F¥E: Bockkeeping Queries Sysbem ke
"3 F¥l Actions Update Job
* Suate will B updated 1o Pendeng Chent Info
Notes

Confirm the Aol State is sef o Fending Chent info’ or similar,

FEPE

Step 4 - Test and run the automation
You can test a Scheduled Custom Process directly
from the Process itself and this can be done while

the Process is in "Draft".

Click the Test button to display a list of clients based
on the Filter that has been selected.

From the Select Test, search and select a specific
client or job to run the test for and select Run Test.

When ready, set the Process to Active.

@ Test - FYL: Monthly Bookkeeping

Select Test Client
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