About this automation:

Use this process to
automatically share
client signed
documents to their
Collaborate folder.

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

Details  History  Activity

S - |

oe -

L FYI: Auto Share Signed Documents via Collaborate

Description  Ausomatically share documents 1o dlient portal post signature recieved

What's included:

@ Automation Process Steps

@ FYI: Auto Share Signed Documents via Collaborate @ a

Autamatically share decuments to client portal post signature re
cieved

Summary Custom Fields Contacts  Collaborate  Security  Invoices

i Rl y e IR
Trpe Hame Client Group Cabingt Mesdified on
g OB rmrzz @ Watson Group Workpapers 2z hpr0ed 1504 B

Scheduie
Every day &
feom 3 Chct 2023
Filier Document - View Filters. r
View Wotkfiow - Client Signed
Owmar Cathy Wosds
Sartfrom 331072023
Inherit lab @)
Last Roun Mot yet run
Mot Fusn Friclay, 17 May 2024 0300
Details  History  Activity
. om -
MName FYI: Auto Share Signed Documents via Collaborate

Trigger Schedule

Every day
feom 3 Ot 2023

Filter Document - View Filters

Wiew Workflow - Client Signed

Cathy Woods
switfrom  p3i002023
Inherit lob @

LastRun Mot yet run

MestRun  Friday, 17 May 2024 0300

1 signature recieved

=
=

=

Process Automation - Auto Share Signed Documents via Collaborate

Step Apphication Action

] Pl Actions Share - N Email FEPE
Notes
This stap shaves the cdocument wathout emading the chent. If you'd ke B emadl the
chent to nofify them. you T need 10 add an additions! step fo Create Emai




How to import:

Documents

Before you begin, ensure your View has been saved O - Tal = Seachdocuments
in the Document list with the following filters:
"Workflow - Client Signed” View Tpe  Mame (oo o ] 8

o Workflow = Client Signed s OB Toxteter2024

Note: this is a system default view and will be %‘ OB toxteter 2024 E
available in your platform. R Workflow - Client Signed 4
Step 1 - Save the import file locally . -

The first step is to download the zip file provided in
FYI's help centre.
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Simply save the file locally, for example, in your Hame Datemcdfied e size
Windows Explorer Downloads folder. You do not ~ Today
need to extract the ﬁleS. 5 FYI_dto Share Signed Documents via Collsborate vW2 V652004 120 PM  Compreed (zpped) Folder 11 KB
Step 2 - Import the files into FYI
Navigate to Automation - Processes and click the Import
Import button on the right-hand side of the screen.

Autemation
Locate and select your saved "Auto Share Signed ecwsns | Aot Hator
Documents via Collaborate" file and click Open to o N oo S ——
import the automation.
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You can also drag and drop the zip file to the
Automation list view. The Process will be imported
into FYI.
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Step 3 - Review the process
The Process is imported with the Status set to Draft.

You can locate the process by searching in the "Search
processes" field.

This process uses the Workflow - Client Signed View,
which is the default view in the Documents List.

e Review the schedule

e Review the process owner

¢ 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 all client
signed documents.

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

Go to the Client Workspace - Collaborate tab and
review the shared document. Note: the client will not
be notified the document has been uploaded.

When ready, set the Status to Active.

e This automation is set to run automatically every
day from the commencement date.

¢ Add a Create Email step to the process if you wish
to also notify the client.
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