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How to navigate the library to find the most relevant templates quickly.

How to add your templates to Karbon quickly (or open in a trial account if you're
not already a customer).

How to use the template in spreadsheet form if you'd prefer not to use in Karbon.

How to understand the advanced elements of the template including automators,
client tasks, job roles, and due dates.

How to tailor each template quickly to suit your unique workflows.

How to deploy and schedule client work from each template.
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Hundreds of free best practice
accounting work templates

& karbonhg.com/templates
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Step-by-step work template design tutorial

How do | design my work templates for WATCH
Ihe way you civide tasks into sections dircctly atfects the amount of automation and

maximum efficiency? ficency you schieve.

' Written by Evan Hall
Updated over a week ago
Learning Objectives:

After completing this course you should be able to

e design, build, and test a simple work template aligned to your operating organize TempIaTe SECTiOﬂS
preferences.

e configure client task messaging that effectively communicates your requirements
to the client.

e setup an automator to eliminate a manual administrative step. Specifically, by
recognizing when the owner, due date, or status of a piece of work will change
during the normal course of performing the work.

ACTIVITY

Product Feature Keywords: Qrganizing Template Sectiors

. .
Llient Tasks Step-by-step directions:
e Global Automator

e Tasklist Automator Furthor customize your worx template by adding a default work type.

e Divide your list ot tasks into scctions. Start a new soction anywhere the worktlow
requires a change In status. assignesg, or du2 date.

e Add in client task sections anywhere you need to request documents cr
information from clients.

https://help.karbonhg.com/en/articles/4110470-how-do-i-design-my-work-templates-for-maximum-efficiency






4 key Karbon work training videos

« Work filters and saved dashboards (4 min):
https://karbonhqg.wistia.com/medias/13dfsgxgo9

« Personalize a work template (6 min):
https://karbonhqg.wistia.com/medias/sjzdxhhcsu

« Creating a work template from scratch (10min):
https://karbonhqg.wistia.com/medias/h2wé6jrilirm

« Best Practices: Automation (9 min):
https://karbonhqg.wistia.com/medias/m/6gpléw10



https://karbonhq.wistia.com/medias/13dfsqxgo9
https://karbonhq.wistia.com/medias/sjzdxhhcsu
https://karbonhq.wistia.com/medias/h2w6jr1lrm
https://karbonhq.wistia.com/medias/m76gpl6w10
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KARBON Month-End Close for Reach Foundation
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Questions?
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‘= Andi Ancheta assigned this to John Freeman

- G aoped ancy Riges
a r O I l q .C O I I I H Andi Ancheta changed the status from

(; Discovery Meeting Client Onkoarding

‘Planned’ to ‘Ready For Review’

John Freeman Thanks @andi_ancheta.
Looking at this now.

«il Teen
@ian_vacin do you want to look over this t00? 2

lan Vacin Looking good @team ! Happy with
it if you are @john_freeman
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Thank you

Get started at karbonhg.com
Follow us on twitter @KarbonHQ

karbonhg.com



