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What's included:

@ Welcome Email Template

@ New Client Information Form

@ Ethical Letter to Previous Accountant
(Email and Document Templates)

@ Automation Process Steps

. . Knowledge
FYI: Onboard a Mew Client (Forms Version) Sa
Templites  Polce & Proceduses  Practice Adman  Traning Rk Templales
Start a new clients journey on the front foot - auto-create onboa
: . : O =  acie o+ | Seachtemplaes ®
rding form, ethical letter, emails and internal tasks for a smooth
transition, ¥ I Mame | Template Hame ¥ 1 dana
= 0 B rvecomsmiosntaan P Wrkome B Seowth Sartnens florms verion) P
O B ChersOntosting dampil Eors Gnsoussing (Lampie] Actire
= " M i O & rihcaietter Sover Dmad 53 Br.  FYE (dcal Letter Cover lmall 1o Previous Accsuskant Draft
New Client Details R s — ot
Welcomel To set you wup as o client, we need some important detaili about you and/for your entity, The infermation sp don
you provede will be kept strictly confidential and used only Tor compliance and Sngagement PEpIses.
[Please compieie all sections ihat apply to you. H something doesnt apply, simply leave i blank, Once submitied, it Pl Acticns Credte Foem FERE
our team will review the details, sef up your client record in owr system, and be in bouch with next steps. ACFI e S A
HE FYl Actions Crease Email ed 1
Client Detalls + AnEmal the “FYEW Partrsgrs (Frorma weesion)”
Client Detalls '
* The documant will e AutoFiled
* A task wil b created with the tebject “Form Submasion Tracking®
Mame * Business Mumber Compary Number
Marshall, Frank 12 345 72 910
Consider updating User Roles for Sender if requined.
For indbdusis: Note: tha merge fiekd uted for this 1o share the Form via New Coltabarate If you're not
First Mame Last Name: Othes Mame Date of Bith utiising Coltaborate revsiw #n Upalare [he mevge Sl i the Emad somplate nd Bt
e st send MTACHTENts aption fo Email
Rebert M
£ PVl Actiona Al Document FNEE
* f:Craate Form » Form il be fled a3 *[f CriginsiFashiame " in the cabisst
* A tagk will b Created with B seject “Foem Submision Tracking”
Contact Information okar
Consider updating ihe Liser Role for Assignee on the Tk if requined.

Process Automation - Onboard a New Client (Forms)




How to import:

Before you begin - ensure your new client is set up
in your practice management software.

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 Harne Tpe Size
Windows Explorer Downloads folder. You do not « Taday
need to extract the files. 5 Y1, Onboard s Mew Client (Fermns Version),_v0.02 Compressed (zipped) Folder 1BEKE
Step 2 - Import the files into FYI
Navigate to the Automations screen and click the Import
Import button on the right-hand side of the screen.
. Automation
Locate and select your saved "Onboard a New Client pvsuy A
(Forms Version)" file and click Open to import the o . m—— . ——
automation. : =—
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You can also drag and drop the zip file to the i ekl el 03 4 4
Automation list view. 1] Bowewe
The Process and Templates will be imported into FYI.
Step 3 - Review the process
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As this process will be run manually for an individual " S— =
client, set the Filter to Client - View Filters, and the Ve e
View to Active clients.
Review the Templates Knowledge
Locate the templates in Knowledge - Templates. oo | it ot [raiaas ik Tosmaan: o et
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and the form template will have “(Sample)” affixed to e _— . .
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e Update the template Status to Active. g : L e e
Edit and Review Each Process Step A T I -
The Process is imported with the Status set to Draft. s b Parars orms sk

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

e 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.
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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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