Elite Plan

About this automation:

Use this process to remind
staff with missing time
entries and notify their
Mmanagers once reminders
are sent.

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

What's included:

@ Automation Process Steps

@ FYI: My Team - Missing Time Reminder @ 0

This automation will alert the team of miszing time entnies for the week.

FY1 Automation Summary [ Mark a5 read

M Emph for your attention by the Fl: My Team - Missing Time Reminder automation
Plaase submit your missing time entries for |ast week. Your manager has been advised.

a few seconds ago

FY1 Autarmnation Summary ™
Message: Employess for your attention by the FYT: My Team - Missing Time Reminder sutomation

Sarah Brown has missing time for last week. They have been sent a reminder

notification.

a few secands ago
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Details  Histary  Actiity
— = (o |- =
Name FYI: My Team » Missing Time Reminder
Description This susomation will skert the team of missing fime entries for the wesk.

Trigger Schadule

Every week rg

teom 5 An 2025
Fitker Emplayss - View Fiess 4

orw Ny Team - Missing Hours
Cwnae Anna Jordan
il 05/06/2028
Larst Run Mot et run
Heort Rn Thursday, 12 Ao 2085 0300

Reset I add Sep |
Step Application Acsion
i1 P Adticen Surmmary Nebficsmn FawE
B Fil Acmices Summary Nobhcamon =4 1} |
Details  History  Activty
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Hame FYl: My Team - Missing Time Reminder
Deseription This stomation will alert the team of miasing time entries for the week.
Trigger Schecule
Every woek w
teom 5 hum 2025

Fitter Empleyee - View s &
Vorw My Team - Masing Hours

Crwnes Anna Jordan

S lees B5/04/2025

Last Run: ot et run

Nt B Thusrgelay, 13 her 2025 03:00
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Step Application Action
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H Home
How to import:
My Recent My Team inTray ) My Tasks ) Delegated Tasks @) My lobs B My Edits

Before you begin, ensure your View has been saved

in the My Team list with the following filters (or IR (Ntvimenshissod bous PR | Sech employees
those relevant for your requirements): N v it actiag: | [ Semmetvvien 1k
"My Team - Missing Hours” View ul O |orn it Sy e

Yy =< g g O caihy Woods Olivia Wiliar

e Missing Hours = Less than O H ey e Roger Tala My Team - Mising Hours ®
Step 1 - Save the import file locally 4 Domiess x |
The first step is to download the zip file provided in T

FYI's help centre. @ Hew- X @ M B W M- = Vew

Hame T Size
Simply save the file locally, for example, in your w Today
Windows Explorer Downloads folder. You do not R —— F——— -
need to extract the files.
Step 2 - Import the files into FYI —
Navigate to Automation - Processes and click the
Import button on the right-hand side of the screen. i :
tomation

Locate and select your saved "FYI_My Team - Missing Pracesses  Apps  Histary
Time Reminder" file and click Open to import the
automation. bty Team Filter by Plan
You can also drag and drop the zip file to the e o

Automation list view. The Process will be imported
into FYI.

This sutomation will alen the team of missing time entries for the week

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 “My Team - Missing Hours"” View,
which is the custom view you created in the My Team
List.

e Review the schedule
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
employees that fit the missing hours criteria.

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

Confirm the notifications were received for the
employee and their respective manager.

When ready, set the Status to Active.

e This automation is set to run automatically each
week.

@ Test - FY: My Tearn - Missing Tisoe Rerrincler
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FY1 Automation Swmemany
Mexzage: Employess for your sttertion by the FYi: My Team - Missing Time Reminder sutcmation
Flease submit your missing time entries for last week. Your manager has bean athisad

Mark as read

a few seconds ago
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