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!
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Hame FYE: My Team - Missing Time Reminder

Description This automastion wil alert the team of missing time eniries for the week.
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What's included:

@ Automation Process Steps

@ FYI: My Team - Missing Time Reminder ¢

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

F¥1 Automation Summary [ Mark as read

M. Emph far your attention by the FYl: My Tearn - Missing Time Reminder automation
Plaase submit your missing tima entries for |ast week. Your manager has been advised.

a few seconds ago

FY1 Automation Summary [ ek 55 read
Message: Employees for your attention by the FYl: by Team - Missing Time Remincder automation

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

nofification.

8 few secands ago
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Cetaily | History  Acthity
Pame FYE: My Team - Missing Time Reminder
Bescription This automation wil ket the Seam of misting time entries for the week
Trigger Schadule
Erery week =
frem 29 Aug 2025
L Ervployes - View Filters r4
View Miszing Timeshests
g Anna Jordan
Start From FR/08/2025
Last B Not yet run
Step  Application Action
ik} Yl Actions. Summary Notification
iz P Actions Summary Notication
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° Home
How to import: R e s
My Recent  n Tray My Tasks Delegated Tarks My ol My Edits.
Before you begin, ensure your View has been saved )
in the My Team list with the following filters (or B = | Seehesptane
those relevant for your requirements): iisa ST | r—— Lo
O  AncaJordan Sarah Imin
"Missing Timesheets” View § O side s e e
e Missing Hours = Less than O 2 O  twcas Joheson o S ctvency
o Filter = Relative, Last Week
. . 4 Downloads ¥% +
Step 1 - Save the import file locally
. . o . . € + 1+ © () » Downloads
The first step is to download the zip file provided in
FYI's help centre. @ MNew - Th Sort -+ = View
Simply save the file locally, for example, in your e s o
Windows Explorer Downloads folder. You do not loday
need to extract the ﬁ|es. &5 FY1_ My Teamn - Missing Time Reminder_v.04 Compressed (zipped) F... SKB
Step 2 - Import the files into FYI —
Navigate to Automation - Processes and click the
Import button on the right-hand side of the screen. Al 2
tomation
Locate and select your saved "FYI_My Team - Missing Processes  Apps  Mistery
Time Reminder" file and click Open to import the
automation. My e e by Flon
You can also drag and drop the zip file to the M e e
. . ~ . . This automation will alert the team of missing time entries for the week.
Automation list view. The Process will be imported
into FYI.
Step 3 - Review the process o R
The Process is imported with the Status set to Draft. e o 0: -
[ FYL: by Team - Misting Tise Beminder
You can locate the process by searching in the "Search T e
processes" field. N w
This process uses the “My Team - Missing Hours” View, - e epeten =
which is the custom view you created in the My Team oo =]
LISt S fowm IS
e Review the schedule a=
Review the process owner PR — Acten
e Review and update each process step. Specific o e Servey caion wens
comments have been added to the steps where W s PR waen
action is required. These will display in blue.
Step 4 - Test and run the automation L R
Sardect Trst Emplayer
Click the Test button to display a list of all psr |y
employees that fit the missing hours criteria. f——
Search and select a specific employee to run the test cotans
for and select Run Test. o
pr—
Confirm the notifications were received for the o R
employee and their respective manager. e
. - |
When ready, set the Status to Active.
o This automation is set to run automatically Lottt iSSR0 el E—
Monday each week. Please submit your missing time entries for last week Your manager has been avised [
a few seconds ago
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