PROCESS AUTOMATION

Offboard a Client

About this automation:

Use this process to
streamline client
offboarding. Auto-create
emails, documents and
internal tasks when a client
leaves your practice.

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

What's included:

@ Ethical Clearance Templates
(Email and Word Document)
@ Automation Process Steps

. - Step Application  Action
FYl: Offboard a Client 2z
FYI Actions Create Task ZIEPD

Make sure no steps are missed when a client o A task will be created with the subject “Review WIP, raise final invoice & close job
leaves your practice.

i
=
i FYI Actions Create Word [eqL] i)
* A Word document will be created from the "FY!: Ethical Clearance Letter” templat
e

Knowledge + The document will be AutoFiled
o Atask will be created with the subject "Prepare ethical response & collate additio
Templates Policies & Procedures Practice Admin nal information”
o - Al v (3 ® + Add ~ Notes
Type e Modified by [ S Don't forget to select your stationery.
@ & FYL Another Quarterly Report Reminder  System 14 Apr 2022 06:31 Draft
= y Repo s P
o 3 5 . NS
S O B #viNew Client Information Form System 14 Apr 2022 06:21 Draft i3 FYI Actions Create Task ZEPT
5 o A task will be created with the subject "Compile permanent records for collection”
2 0 FYI: Welcome to Growth Partners System 14 Apr 2022 06:21 Draft
[m] FYI: Ethical Letter Cover Email to Previou...  System 14 Apr 2022 06:21 Draft Notes
O B FVE Ethical Letter to Previous Accountant  System 14 Apr 2022 06:21 Draft (O e ETeTe) Tt/ e el S aiie UEar s
= O FYI: Unsubscribe Successful System 14 Apr 2022 06:13 Draft
A 0 B Ve Tax Letter System 05 Apr 2022 12:52 Draft
O B vk Engagement Letter System 05 Apr 2022 12:52 Draft
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How to import:

Step 1 - Save the import file locally

The first step is to download the zip file provided in
FYI's help centre.

&« = + 2o 4> ThisPC > Download:

s

Name Date modified Type Size
Simply save the file locally, for example, in your Teday (1)
Windows Explorer Downloads folder. YOU dO not 25 FYI_ Offboard a Client_v0.02 170972022 8:25 AM Compressed (zipped) Folder 32KB
need to extract the files.
o .
Step 2 - Import the files into FYI mport
Navigate to the Automations screen and click the
. . A i
Import button on the right-hand side of the screen. utomation
Processes Apps  History
Locate and select your saved "Offboard a Client" file (] [ ertyren Fiter by App B Awcived 8B Uistien
and click Open to import the automation.
FYI: Client Upload Notification @ FYI: Client Signed Notification @
. . @ Rezslveanc:ﬁcatmnwhenachsntup\ua ¢ @ Receive a r\cﬂghcaﬂonwh‘enadlen(hass\ °
You can alSO drag and drop the le f”e to the 2::70(‘3:\:n(5usinglhe\rCo\IaboratsUp\ 3:,\?;;17;1:::\:;?;:15auto'ﬂ\ede
Automation list view. , ,
FYI: Offboard a Client & ° @ FYI: Onboard a New Client & Q
@ Make sure no steps are missed when a cli Start a new clients journey on the front fo
. . . ent leaves your practice. ot - auto-create documents, emails and in
The Process and Templates will be imported into FYI. o otk ot st o
Step 3 - Review the process
Review the Templates Knowledge
Locate the temp!at.es In Kno_WIedge - -I;.emplates' ) Templates  Policies & Procedures  Practice Admin
The templates will import with the prefix FYl making e O -
them easy to locate.
Type Name = Medified by Modified on ¥ Status =
° ReVieW and personalise the imported templates n O B FVE: Ethical Clearance Letter Mandy Jones 01 Sep 2022 08:15 Active
. Update the template Status to Active. % O &= FVI: Ethical Clearance Response Anna Jordan 31 Aug 2022 1858 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. Create Task Z NPT
e A task will be created with the subject "Compile permanent records for collection”
e The schedule is set to Manual Nores
° ReVIeW the owner and update eaCh process Step- Consider updating Task Assignee to an appropriate User Role.
Specific comments have been added to the steps
where action is required. These will display in
blue.
Step 4 - Test and run the automation e O
Click the Test button to display a list of all clients. elect st Clent
Client Name alcoa
Search and select a specific client to run the test for froreProces
and select Run Test. e
. . . ® Alcoa United
You can navigate to the documents list in your
client's workspace to review test documents.
Group  No group selected Client  Alcoa United Job | Nojob selected @

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

Simply locate your process and click Run.

Summary Custom Fields Contacts Tax Settings  Activity

Search processes

@ VI Offboard a Client @
Make sure no steps are missed
when aclent leaves your practic

e

Jobs Tasks Documents Corporate Affairs Apps Processes Process History  Collaborate

FYI: Onboard a New Client FYI: Send for Signing
Start a new clents journey on th | Run Manage your intemal signing an
e front foot - auto-create docu d lodgement tasks.

ments, emals and internal tasks

fora smooth transition.

Run
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