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Q1. How satisfied were you with your overall experiene? *
1= Very Disappointed
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4 = Satisfied
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What's included:

& Feedback Request Email Template
@ Client Satisfaction Form Template
@ Automation Process Steps

FYI: Client Satisfaction Survey Jo
. i = B ¥l Actions Creats Form FNeE
Send a form automatically to your clients for their feedback. + The document wil be Auscféed
] FYl Actions Create Email ENeD
& AnEmail wil i Satal, E Remplabe
Knowledge @ Created emal will be dmmedianely sent
* The document will be Autofded
Templates  Policles & Procedures  Practice Admin  Training  Task Templates i
Consider updating User Roke for Sendier if nequired.
D - Active = Search templates X wm Note: The merge ekl used for this i to shave the Form vis New Collabarase. If you're
not utilting Collaborate review and update the merge fisld in the Email template and
gt the 536D send ATtachenents option to Ermail
F I Name f Template Name
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- O & Fv We would iove your feedback Y Client Satisfaction Survey = » o 11 i th extines
the subject Tracking”
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Notes
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Notes
Consider upeating Liser Roke for Assignee on the Task if required.
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How to import:

Step 1 - Save the import file locally

4+ Downloads X+
The first step is to download the zip file provided in o= y 4~ © O 5 Dovnlosds »
FYI's help centre.

DHew- K @ B B OF NSt H Vew-
Simply save the file locally, for example, in your = == =
Windows Explorer Downloads folder. You do not 55 PV et Saifaction Survey V002 Compraased Bped Fokdes K8
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. Import
Locate and select your saved "Client Satisfaction Automation
Survey" file and click Open to import the automation. Proceses | dgpn oy

Y Chorst Satifaction Sureny . Fiter oy Plany ites by Ao W Archived B it Vi
You can also drag and drop the zip file to the e oTE—— 5

Automation list view.

The Process and Templates will be imported into FYI.

Send 4 form sutomatically §o your clemis for ther fredback.
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Step 3 - Review the process

Set the Filter

As this process will be run manually for an individual
client, set the Filter to Client - View Filters, and the
View to Active clients.

Review the Templates

Locate the templates in Knowledge - Templates.
The email template will import with the prefix “FYI”
and the form template will have “(Sample)” affixed to
the name making them easy to locate.

e Review and personalise the imported templates
* Update the template Status to Active.

Edit and Review Each Process Step

The Process is imported with the Status set to Draft.
You can locate the process by searching in the
"Search processes" field.

¢ 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.

Tiager Manual

Fitter Client - View Filters =
Wiew Active

Knowledge

Templates  Policles & Procedures  Practice Admin  Training  Task Templates

a - Active = | Searchtemplates X

F I Name £ Template Name
= O @ #e We would iove your feedback #¥i: Client Satisfaction Survey
o
o B Cient Satisfaction (Sampie) Client Satisfaction (Sample)
=,
LE FYl Actions Create Email FNeD

 An Dmail will be created from the “Fri; Clent Satafaction Survey” template
@ Created emal will be immediately sent
= The document will be Autofied

Notes
Congider upctating Liser Roke for Sender if required.

Hsaes The menge fiekd used for this is bo share the Fom via New Collaborate. If you'ne
nat wliling Collaborste review and update the merge field in the Email template snd
it the step send Attachenents cption to Emal.

Step 4 - Test and run the automation
Click the Test button to display a list of all clients.

Search and select a specific client to run the test for
and select Run Test. Note: this will send an email to
the selected client, consider testing on a sample
client to check the end result.

You can navigate to the documents list in your
client's workspace to review test documents.

When ready, set the Status to Active. As this process
will be run for a specific client, it is recommended to
run the Automation from the Client — Processes tab.

Simply locate your process and click Run.
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