About this automation:

Use this process to send
an invitation email to

clients to use Collaborate

for document sharing.

/7 Simply import the sample

automation, customise to suit
your practice, test and activate!

FYI: Welcome to your Portal o«
Growth Partners <helofthegy owh patners

1o e -

Hi Mary Watson,

W hape you'ne doing weil

As you know, we're dedicaled fo making the management of your inances a breeze, and with your Client Portal,
information is right 31 your fingerlips 0 you can quickly and seculely ac08ss your accounts of upload documents

To #ccess tht Portal 1o view your fkiers and docurments sirgty chick this link: Click Here
To share documents with us, simply drag and drop into your Upload Felder: Click Hers

‘We recommend adding these kinks 1o your bookmarks for easy aoccess in the fubure. ¥We look forwand to collaborat

ARy questions please oo not Nesitats 1o gat in 1ouch with OUr 12am directly

Regards,
Growth Partners

Growth Partners

Direct

Gremth Parters Email hallo@thegrowth.partners

What'’s included:

@ Welcome to your Portal
Email Template

@ Welcome to your Portal
PDF White Paper Template

@ Automation Process Steps

@ FYI: Bulk Email invite Clients to Collaborate 2e a

Bulk email clients an invitation to Collaborate portal

GROWTH
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Tl T L e iy U8 ahare and BoCEE Your doluments

AR Crowth Partners, we make mansging your
Tinances & beeede with cur chent portsl, puttieg all
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et all i e COFTVETENL, Safe ared SECUNG DLEOE

Ve yOu O IN40 YOouS DOrtal YO FeEnt doCuments [ .
well appear on the horme screen, for quich, secune and .

many Sooens, you can SO nangate drectly to your
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Knowledge

Templates  Directors Files  Knowledge Base  Policies & Procecures  Practice Admin  Task Templates

o - Adive v | fyi | = |
Type Template Name = Name Modified by Modified on Status =
w O B P Collaborate - Welcome to your Portal - CUENT TEMPLATE  FYE Collaborate - Cashy Woods 16 May 2024 1321 Active
O & FYiWelcome to your Portal FYE Welkcome to yo...  Roger Taylor 11 Jan 2024 16:37 AT
Step  Application Action
1 Faciem Create POF =1
& APDF oboument will B crested from the "FYi Colaborate - Wieiome 1o your Portal - CLIENT -.
TEMPLATE" sermplaty
* Thedocument whl be AuteFlied
Nodes
Reviewr and UDOItE Dhe COCLMEN [EMpNe 10 De shaved 25 reguined. To Make JOUT 0w WYEON OF Shis fper
¥t our Camva Template hene:
DL AT oM e DGR T o0 VT TV D oot o
wim_condente DAGFON T oM Guim_campagnedespashiaedvim_ medumelinkdiuim_sourcesshanbotion
WD PVl Actioes Share - Mo Emad L
rE
[LE] Y1 Actiors Creste Email Irq ]
® dn Emal will Be craated tomm the TFYE Welcome b2y Pertal” tamaite [ 1]

o Crested ecal wll be immediately set
® Tredocumentwil be Autofiied

Noter

Review and update the email femplate and sender a5 required, consider # custom User Role for the sender.
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How to import:

Before you begin - ensure your View has been saved
in the Client list, the following filters have been
applied in this example:
‘Collaborate Portal - Yes' View

e Client Custom Field ‘Collaborate Portal’ = Yes

Clients

D -

Name

D Mary Watson

Collabgrate Portal - Yes =

Search clients

l| oclIH

\ q
Active Clients

K . . 2 O Turner, Paige H Id
Note: You will need to create this custom field and ; Gl
populate accordingly. [
Step 1 - Save the import file locally
The first step is to download the zip file provided in L Downlosds x [
FYI's help centre. .
Simply save the file locally, for example, in your ~ Today

Windows Explorer Downloads folder. You do not
need to extract the files.

8 FY1_ Bulk Email rvite Clients te Collabarate_v1.3

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.

Locate and select your saved "Bulk Email Invite
Clients to Collaborate" file and click Open to import
the automation.

You can also drag and drop the zip file to the
Automation list view.

The Process and Templates will be imported into FYI.

Import

Automation

Procecses  Apps  Mistory

Fyi: bulk

Filter by Plan Filter by App

PYl: Bulk Esvadl Invine Clients io Callaborate 3o ¢
Builic emnaill clients an imvitation 1o Collaborate portal

Step 3 - Review the process

Review the Templates
Locate the templates in Knowledge - Templates.
The templates will import with the prefix FYl making
them easy to locate.
¢ Review and personalise the imported templates
(note: for the flyer Canva template link refer to the
help article)
o 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.
e Review the schedule and owner
¢ Review the filter, this example is set to
run once per client
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.

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

When ready, set the Status to Active. We
recommend running this from the process itself for
any newly added clients to the list - you can also opt
to schedule this to run automatically if preferred.

Simply locate your process and click Run.
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