About this automation:

Use this process to
create tasks and
documents required for
onboarding a new
employee.

Simply import the sample
€

J automation, customise to suit
your practlce test and activate!

Paiwate & Comfidential
aCrestesDutos
ADEASR: « Nk
“Ergloyegiimetidireiin

sEmplyesisiaton:,
Furthr 10 tam “yoms 8 position #1 FY folowing
Titde «Cuinom_Ermgioyes_koks

Commmancement Date sCustom_Employes_tart_Dutes
Al Sabay el S5}
supernmation L1

Thin letter and the sttacted Terms and Consdithomn cuthne sur company polces and wil form ysur
.

s & condition of this offer thai:
. vw'nwwmaul'hn iformacion 1 ansble NG Iretng buch i an Wiy
g it may b

maummuﬁ-mm«amwﬁmm

2. You will NOT IEIOCSCE My SULA, GOCUMENtS, of (HKIE INSOmation o sy TN Py 00
SR Girowsh Pafiner BTy LIl (resiset of sty of Growth Partne Pty L1 't fritesd: and

B You are free from arey obigations owesd 104 hind par
mm!uuommmummmmﬂlnmmsmmm

4 veu and tired

e bk a=d
Falt il warking gl nidihig.

‘Wours sinperely,

What's included:

@ Letter of Offer, Induction Plan
Documents & Email Templates
@ Automation Process Steps

O

FYl: Onboard a New Employee ¢

Start a new employee’s journey on the front foot - auto-create
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Process Automation - Employee Onboarding



How to import:

Before you begin - ensure your Employee View has
been saved.
e Employee Status = Active

Practice
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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. Hars Date modded e o
= Teday (1)
Simply save the file locally, for example, in your it o S S S
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 "Onboard a New Autemeton
Employee" file and click Open to import the Frocenes | Totey
automation. iy oniboard 2 new empioee fiter by Pan Faer by Agp g
. . F¥i: Onboard a New Employee 2o
You can also drag and drop the zip file to the st gy ey n e s s =
Automation list view. ‘ = .
The Process and Templates will be imported into FYI. '
Step 3 - Review the process ———
Review the Templates "":” .
Locate the templates in Knowledge - Templates. A o e e o
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o Update the template Status to Active. Stp | Applcation Action
m Yl Actions: ler‘Ttﬂ: . ) FEFE
Edit and Review Each Process Step TR e s e e A
The Custom Process is imported with the Status set i R,
to Draft. You can locate the process by searching in
H: FYl Agtigns: Create Enad EFNPE

the "Search processes" field.

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.

* An Email wil be ceated fom the “Fri Welcome 10 Growsh Fartners! ~ template
o Created emal wil be mamediabely sent
= The Socument will g filed 43 "FYE Wilcomne b Geomth Partners! * in the
Emacyees cavinel
= Ataskwil be crested with the subject “Update Empioyee Detalls [when resoorse
reoeioee”

Notes.

Consiger updating e sender of the &madl and L5 asFgnee to the appraprisie User
o Lizer Anie

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: Onboard a Mew Employee

Select Test Employee

Emglayes
MName
=
Emplayes
a Asron Test
o Amanda Badey
o Anna Jordan
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