PROCESS AUTOMATION

Onboard a New Client

About this automation:

Use this process to
streamline client
onboarding. Auto-create
emails, documents and
internal tasks for a smooth
transition and great client
experience.

Simply import the sample
automation, customise to suit
your practice, test and activate!
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Hi {{ Salutation }},
We are excited to welcome you to Growth Partners!

our firm is built on over 20 years of experience in the accounting and financial services industry. We look at more than just your
numbers, we go beyond them and understand where your business has been, the journey that lies ahead and your goals to get there.
This is a partnership in your business’ success!

We take this opportunity to outline the next steps in our onboarding process.

1. We request that a new client information form be completed so we can finalise your details in our system. This includes the details
of your previous accountant.

2. We will contact to your previous accountant advising them that you have chosen our firm as your new tax agent. We will also ask
them to forward to us the necessary documentation to ensure continuity of professional service. We will let you know if any

additional information is required from you once we have their response.

3. When we have all the information that is required, your work will be assigned to the team and scheduled to commence. We will
place particular emphasis on those matters flagged as urgent in our last meeting before moving onto the balance of work.

Can you please action the following for me:
« Complete our {{ AttachmentLinks }}, which includes the full name and email address of your accountant.

Once again, welcome and thank you for choosing Growth Partners. We look forward to working with you and growing your business
together.

If you have any queries or require any assistance in any of the above matters, please do not hesitate to contact me.

Kind Regards,

What's included:

@ Welcome Email Template

@ New Client Information Form

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

@ Automation Process Steps

FYl: Onboard a New Client S ¢

Start a new clients journey on the front foot - auto
-create documents, emails and internal tasks for a
smooth transition.
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@

Personal Details

{{ ClientName }}
{{ BusinessNumber }}

11 |Client Name
1; Business Number
1;Tax File Number Please enter
12| Compay Number
15 | Date of birth

Personal Details | Contact Details | &

{{ CompanyNumber }}
{{ DateOfBirth }}

Knowledge

Templates ~ Client Admin ~ Knowledge Base  Policies & Procedures  Practice Admin  Training

Al | search templates =

Crotetemplate =

Ready

O * 1. Name T O Modifi. ¢ Modifi. O @ Sttus o ¢ Team 0 Keywords o  Work.. o [2][-]
O &  Ethical Letter Cover Email to Previ... Liz Hurst 15/10/20211... Active Engagements

O B Ethical Letter to Previous Account. Liz Hurst 16/11/20211...  Active Engagements

O B NewClientInformation Form David Smith  05/11/20212...  Active Engagements &

O & Welcome to Growth Partners Liz Hurst 15/10/20211... Active Engagements

Step Application Action

#1 FVI Actions Create Spreadsheet [e4L1 Ji)

e An Excel document will be created from the "FYI: New Client Information Form” te
mplate

e The document will be AutoFiled

o Atask will be created with the subject "Review form for new client”

FYI Actions Create Email
* An Email will be created from the "FYI: Welcome to Growth Partners” template
* The document will be AutoFiled
® Atask will be created with the subject “Follow up with client for completed form"

FY1 Actions Create Task
* Atask will be created with the subject "Enter details from new client form in XPM"

Notes

Consider updating Task Assignee to an appropriate User Role.
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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.

Simply save the file locally, for example, in your
Windows Explorer Downloads folder. You do not
need to extract the files.

¥ < | Downloads b
~ Today (9)
¥, FYI_Onboard a New Client

3/12/2021 12:21 PM Compressed (zipped) Folder 100 KB

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 "Onboard a New Client"
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

M Filter by Plan Filter by App. W Achived I Listview

o @ FYI: Send for Signing So o

g from fir Manage your nternal signing and lodgem
stop when the] ent tasks.

b Kick Off @ FYI: New Entity Establishment S0
e || ) &

st the job state s0y
.

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
e Update the template Status to Active.

Edit and Review Each Process Step

The Processes are 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

e Review and update each process step. Specific
comments have been added to the steps where
action is required. These will display in blue.

Knowledge

Templates

Acive v | Fvi

O © ype Name T 0 © Modifiedby © ¢ Modifiedon % || Status o E‘E]
[m] Bi  FYE: New Client Information Form Liz Hurst 16/11/202116:19 | Active

[m] B FYiEthical Letter to Previous Accountant Liz Hurst 16/11/202113:24 | Active

[m] FYI: Ethical Letter Cover Email to Previous Accou... Liz Hurst 15/11/20211224 | Active

[m] = FYI: Welcome to Growth Partners Liz Hurst 15/11/2021 12:16 Active

i3 FYI Actions Create Task gLl 4]

* A task will be created with the subject "Enter details from new client form in XPM"

Notes

Consider updating Task Assignee to an appropriate User Role.

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. As this 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.

fy| Test - Onboard a New Client

[Select Test Client
Clent Name | Marshall

[

Y

Filter
Client

O innerciy Elecrical Pty Lta

Marshal & Reed Construction

e

Group | Marshall Group.

Client _ Innercity lectical Pty Ltd Job

Summary Documents obs Tasks CustomFields Contacts Tax Settings Activity CorporateAffaits Apps Processes

@ New Client - Requesting Info M
i

| Pending Client I M Quarterly GST
i

‘Onboard a New Client
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