PROCESS AUTOMATION

Overdue Tasks Notification i‘/l

About this automation:

Use this process to 1 tasks for your attention by the FYI: Overdue Task Reminder automation
automatically send a NV PR— B & & S @
notification for any overdue R B
tasks to the task delegator Wi ey Jones.

li r3alistofl your i EYl: L T:

or task assignee. - o 25 20 04/10/2024 1057

= Reply + Forward

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

What's included:

@ Automation Process Steps

@ FYI: Overdue Task Reminder @ ¢ Details History  Activity

Send your team a daily summary of overdu Status [ s | u Test TR

e tasks, so nothing is forgotten.
Mame F¥l: Overdue Task Reminder

Descrlption  Send your team a daily summary of overdue tasks, so nothing is forgotten.

Trigger

Schedule
FYI Automation Summary
Every d
Message: Tasks for your attention by the FYk: Overdue Task Reminder automation 2 minutes 390 fro :, BWSED 2024 w
Fifter Task - View Filters Iz
View Overdue Tasks
Owner Liz Hurst
Startfrom 4300024
Inherit Job

Last Run Today at 08:34 for Peter Parker @
Mext Run Saturday, 5 Cctober 2024 03:00
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How to import:

Before you begin, ensure your View have been
saved in the Tasks list with the following filters: Tasks

"Overdue Tasks " View
e Due Date = Relative, Past
e Status = Not Started, In Progress

a - Overdue Tasks =

Step 1 - Save the import file locally

. . L . . 4 Downloads

The first step is to download the zip file provided in = )
FYI's help centre. Mame

~ Today
Simply save the file locally, for example, in your 55 FY1_ Overdue Task Reminderv1.0
Windows Explorer Downloads folder. You do not
need to extract the files.
Step 2 - Import the files into FYI ,

mport

Navigate to the Automations screen and click the Automation

Import button on the right-hand side of the screen.
Processes  Apps  History
Locate and select your saved "Overdue Task" file and

click Open to import the automation. I overdue task ] Filter by Plan
You can also drag and drop the zip file to the FYI: Overdue Task Reminder ©

Automation list view. The Process will be imported A AT RN A ARy i RS T i
into FYI. 5, s0 nothing is forgotten.

Step 3 - Review the process

Processes are imported with the Status set to Draft. PER [r—— o
. " "o m F¥1 Actions Summary Notification FEPE
You can locate the process by searching for "FYI" in —
. s
the "Search processes" field. L T
This process uses the Overdue Tasks View, which is a it liae | cessisin e

system view in Tasks Lists.

MNater
The user otified i currently tive Task Delegator”, [f 2 specific user if sefected o receive the
ORI i S0 |, COMBIIN Mg i S,

¢ Review the schedule
e Review the process owner
¢ Review and update the process steps.

Step 4 - Test and activate

Test - FYl: Owerdue Task Reminder
Click the Test button to display a list of unassigned @

tasks. Select Test Task
Task Name
oo rare Process

Search and select a specific task to run the test for Fow Lo
and select Run Test. Tosk Document Job  chent

Follow up client for tax planning infarmaticn B Tex Flanning Checklist - Stanley Construction Lad
Go to que - thlflcatlons ar)ql review the summary PSP ———r = G
notification received. The notification will be sent to S s i ) R
the assighee and/or the delegator of overdue tasks. §

Complate compliance work 53 Checkist attached . Stanley Construction L

. Ch [ inse required 8 G f i 1] et . Marshall, Frank

When ready, set the Status to Active. e m— o

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

e Users can receive notifications in FYl and also via
Email or Teams. This is based on the Notification
Mode enabled in My Settings.

FYI Automation Summary

Mezsage: Tasks for your attention by the FYE Overdue Task Reminder automation 2 mirutes ago
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