About this automation:

Use this process to send a
reminder task and create
documents required for
regular employee
performance reviews.

\Simply import the sample
\Jautomation, customise to suit
your practice, test and activate!
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What's included:

@ Performance Review
Document & Email Templates
@ Automation Process Steps

@ FYI: Employee Performance Reviews @ °

This process sends a reminder task and create documents for
regular employee performance reviews to the team member r
esponsible for running the performance reviews.
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Pl Actions Create Word
* AWord document will be created from the “Performance and Development
Progeae Template” tempiate
* The docement will be filed 3 “Performance & Development Review - ||
TriggerEmplayeshiars |} - [Tnaw" | dabe: “%8 %11 in the Employees catiret
* A task will be created with the subject “Performance Review”

Pl Actions. Create Emad
. n e Program’”
template
& Created genail will be invmediatedy sent
* The docement will be filed 23 “Performance & Development Reverw - {[Mnow” |
Aate: "N WY]|" i the Employees cabinet

FYl Actions Delay
+ The process wil be delayed for 7 days

Pl Actions Anter Document
& X Create Woed > Document wil be Sled a0 [ OrigimatfileName 1I* in the
Employues cabieat
* A task will be created with the subject “Review employes responses. update
documant fod revew mting”

P¥l AcBons Create Task
& A task will be crested with the subject “Finalise review and next steps”
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How to import:

Before you begin - ensure your Employee View has
been saved.
e Employee Status = Active
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Step 1 - Save the import file locally
The first step is to download the zip file provided in 13 [ v | Domnkoach -
FYI's help centre. taroe Date mecsficd e ]

~ Taday
Simply save the file locally, for example, in your — e e e
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 button on the right-hand side of the screen. P
Locate and select your saved "Employee SIS
Performance Review" file and click Open to import et
the automation. [ vt evpied x Filte by Mo Filtie by A W ooctied B LitView

R Ermpiryee Br e e Rewiews @ *

You can also drag and drop the zip file to the feess R T
Automation list view. == g =
The Process and Templates will be imported into FYI. '
Step 3 - Review the process

Knowledge
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e Review and personalise the imported templates :
o Update the template Status to Active. swp  Aplication Action

3] FYl Actions Create Task FSrE
Edit and Review Each Process Step I e
The Custom Process is imported with the Status set s
to Draft. You can locate the process by searching in finien (o B¢ CrAnDnee nd cousw iposha N v
the "Search processes" field. e

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.
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Step 4 - Test and run the automation

Click the Test button to display a list of Employees.

From Select Test Employee, search and select a
specific employee to run the test for and select Run
Test. A Test Employee is handy for testing scheduled
automations.

Review the test by clicking the View History link, or
from the Employee workspace.

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

@ Test - FYl: Employee Performance Reviews
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