PROCESS AUTOMATION

Draft Filed Reminder

About this automation:

Use this process to 1 documents for your attention by the FYI: Draft Filed Reminder
automation
automatically send oo ey ra——
° . . . @ T Mandy lones hdicn 31710022 12:38
notification reminders to |
users with draft filed emails B
and documents in their In

Tray.

= Reply ~* Forward

Simply import the sample
automation, customise to suit
your practice, test and activate!

What's included:

@ Automation Process Steps

Details  History  Activily

F¥I: Draft Filed Reminder @ ¢

Receive a notification reminder when you have files in your Statuis m n Test T
In Tray for filing.
Mamse FY1: Draft Filed Reminder

Description  Reecetve a notification remvnder when you have files in your In Tray for

fling,
Home Trigges Schedule
< MyRecent InTay ) Delegated Tasks @ Mylobs [ MyEdits @ MyStared [ My Approvals B Notifications [41] Every week w
fromn 31 Oct 2022
MNotifi
L Document - View Filters =
F¥1 Automation Summary View Dratt Filed
Mevage: Decumants for your attestion by the FrL: Draft Filed Reminder sutom.
Cwmer Mary Janes
StartFrom 391002022
Imherit kob

Larst Run Mot yed run
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Step Application Action
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How to import:

Step 1- Save the import file locally st
® Hew - @ T Sort - B View -
The first step is to download the zip file provided in _
FY|'S help centre. = T s ThaPC s Downloads o] Saarch Downloads
Hame Date mediied Tipe - size
Simply save the file locally, for example, in your ~ Taday (4)
Wlndows Explorer Downloads folder YOU do not 5 FI_ Diraft Filed Rermindes_v(02 02022 12048 P Compressed {mipped) Folder IKB
need to extract the files.
Step 2 - Import the files into FYI
Navigate to the Automations screen and click the |
. . mport
Import button on the right-hand side of the screen.
. . Automation
Locate and select your saved "Draft Filed Reminder" P R
file and click Open to import the automation. = T R e
You can also drag and drop the zip file to the e > R e o e &
Automation list view. P ey i o
prien ey M e e L
The Process will be imported into FYI. SR i s e ot s
Step 3 - Review the process i
Every week E’
from 31 Oct 2022
Edit and Review the Process Fies Document - View Finers ®
Processes are imported with the Status set to Draft. View Dratt Fied
Cwner Wandy Jones
You can locate the process by searching for "FYI" in —
the "Search processes" field. — '
This process uses the Draft Filed View, which is a usfu Hotysnn
. . . . Mext Run Morday, 7 November 2022 0200
standard view in the Documents Lists in FYI.
recer | [ aca S‘.up\
e Review the schedule - " rcton ' ]
e Review the process owner
¢ Review and update each process step. N i s b
Step 4 - Test and activate
@ Test - FYI: Draft Filed Reminder
Click the Test button to display a list of draft filed
emails and documents. Select Test Dacument
Diocumaent stariey
Search and select a specific document to run the ::‘:,Of,p,m“
test for and select Run Test. Fitr "
Drocument Clignt
Go to Home - Notifications and review the summary F— o
L | 5 L . B anbey Business Purchase Stanley Construction Lid
notification received. The notification will be sent to
the owner of the In Tray for the selected document.
e ] o |
When ready, set the Status to Active.
Home
e This automation is set to run automatically every ———
& MyRecent InTray @) Delegated Tasks [§ Mylobs @ My Edits ) My Stared [ My Approvals [ Notifications ET)
week from the commmencement date.
e Users can receive notifications in FYl and also via Hetifiation Type | Ho type seleied
Email or Teams. This is based on the Notification P et Sy
Mode enabled in My Settings. - o st by h P —— =
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