PROCESS AUTOMATION

Auto-Delete Documents

About this automation:

Automatically move
Archived documents
that were created in
your preferred time
frame to Deleted
State and View.

Note: This process does not permanently
delete the document, the documents can be
recovered from the Deleted document view.

Simply import the sample
automation, customise to suit
your practice, test and activate!
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- = Auto-Delete Documents - Search documen
MName Client
New Business Financials Marshall, Julia Loui
Engagement Letter Marshall, Julia Loui
Bulk Update
Client Mo client selected
Cabinet Select cabinet
Filing No filing status selected
Owner
No owner selected
Workflow Status

MNo status selected
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What's included:

@ Automation Process Steps

@ FYI: Auto-Delete Documents @ o

Automatically delete archived documents based on their created
date.

Details

Status

Mame

History  Activity

FYI: Auto-Delete Documents

Description  Aulomatscally Gelese srchived documents based on their created date.

Trigger

Filer

Owiner
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Schedule

Ewery day 4

from 13 Sep 2004

Docisment - View Filters 4

View Auta-Deléte Documents

Lie Hurss

13/09/2024

ot yet un

Tuesday. 24 September 2004 0300
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H Documents
How to import:
o - = suto-Delete Documents Sesrch decuments =
Before you begin, ensure your View has been B
saved in Documents with the following filters: Ll Cressedan = e e e = S
g O B rRcheckist Gr. 15 Dec 2021 1222 Relative I
"Auto-Delete” View § O Smeu  MOcDS lowe o) o
Created Date = Relative Filter, e e 1 e
ot Turnae... 51 D oratt
Custom: -72 months exactly OB rossebmme. 15pscoizrimsy oS O e
FiIing Status = Archived ; O = feTaxprepa @ 15 Dec 2021 17:50 Eadly [ removes
Step 1 - Save the import file locally T x B
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 w FYI_ Auto-Delete Documnents_v1.3.zip
need to extract the files.
Step 2 - Import the files into FYI p—
Navigate to the Automgtlons screen and click the AATETatan
Import button on the right-hand side of the screen.
Processes Apps  History
Locate and select your saved "Auto-Delete
Documents" file and click Open to import [ v Auto-pelere | | rater by ran
the automation.
) ) FYI: Auto-Delete Documents @ ¢
You can also drag and drop the zip file to the A i Attt domel e e d Eoc el oy T vt el
Automation list view. The Process will be date.
imported into FYI.
Step 3 - Review the process
Processes are imported with the Status set to Draft. L P
Every day =
You can locate the process by searching for "FYI" in S m =
the "Search processes" field. Vew  huto Daete Documents
O Lz Hurst
This process uses the Auto-Delete View which is the surifon 309000
custom view you created in the Documents Inve o
workspace. mbm Hotyenm
e Review the schedule (e ] [ s |
e Review the process owner P e T
¢ Review the process step “Alter Document”, P e PR o=

more details here.

Note: This process also appends ‘DELETED’ to the
document name.

* Trigger Documant will B+ filed a5 | TnggerDocmantiaeName 1) - DELETED” in the
cabinet

Step 4 - Test and activate
Click the Test button to display a list of documents.

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

Go to the Document Workspace and change your
view to the Deleted document view and review the
altered document.

When ready, set the Status to Active:
e This automation is set to run automatically every
day from the commencement date.
e This automation will run once per document only.

@ Test - FYI: Auto-Delete Documents

Select Test Document
Bocument
Maire

Pr
.Glﬂol! (- LY | e
Filter

Document Chent
O B ITR Checkdist Growih Pastners Mr Piow Limited

O B ROE Job Turnaround Report by Pastne  Alliport, Kevin
rif

1 2 3 4 5 Mext . 10 per
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https://support.fyi.app/hc/en-us/articles/12338455991705-Process-Step-Details-Alter-Document

