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Introduction

Business Process Checklist is a Dynamics 365 CRM productivity app that helps users to simplify their internal
processes by enforcing the best plan of action for day-to-day activities. Once the sales manager or
administrator creates a checklist/plan/to-do list, it will automatically get connected against records or
Business Process Flows when set conditions are met. Be it custom, OOB entities, or custom flows, users will
have a predefined set of actions reflecting the organization’s best practices to perform. With Business
Process Checklist, set a plan of action for your salespeople/customer executives to follow and in the order,
they want them to follow. Increase user productivity by better aligning your business processes with
Business Process Checklist within your Dynamics 365 CRM.

Salient Features:

Setup two types of Plans — Checklist type and Process type

Setup pre-defined process for CRM Users

Setup actionable steps (Email, Phone Call & Task & Custom Activities)
Setup process that has a set of steps with different stages or groups
e Dynamic conditional steps within the process

e Automatically associate or attach processes to records

e View the set of activities for users to follow

e Allow to mark the step as complete and can also see the progress

e Supports both OOB and custom Business Process Flows

e Supports both OOB and custom entities

Available for: Microsoft Dynamics 365 v9.1 and above, Dataverse.

Deployment: Online.

Security Roles

This solution has two security roles: Business Process Checklist Administrator and Business Process
Checklist User.

e Business Process Checklist Administrator: The user with Business Process Checklist Administrator
security role is in charge of setting up the solution. They can activate the license, revise plans,
delete plans, create and manage plans, etc.

e Business Process Checklist User: The user with Business Process Checklist User security role can
use the plans created by the Business Process Checklist Administrator and follow the consecutive
activities created by the Business Process Checklist Administrator.

Note: The entities (Record Types) can be enabled only by the Business Process Checklist Administrator.
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Enable Record Type

Enabling Record Type is essential for creating and managing plans in the Business Process Checklist App.
Without enabling record types, you will not be able to create plans for specific records in Dynamics 365
CRM.

Below are the steps for enabling the Record Type for which the plan needs to be created in the Business
Process Checklist App:

e Navigate to Business Process Checklist App --> BPC Settings --> Add Record Type.

Dynamics 365 Business Process Checklist

Get started with Business Process Checklist

(@ Home
- Take your business to next level with Business Process Checklist, dESlgned to help your team work less and sell more. Learn more
@ Recent N
Enable Record Types
57 Pinned N Choose record types from available record types list and enable it for Business Process Checklist. Learn more
My Work

E Plan Step Items

Manage Work Plans

Administration Create work plans for activities to guied users during their course of the day. Each plan consist of series of steps that users can follow. Learn more
I @ BPC Settings 5 Manage Plans

B Plans

@ License Registrati...

Analysis

a Logs

e Select the required Record Type from the appearing menu to enable it.

Dynamics 365 Business Process Checklist

Account
Get started with [ cklist
i Home Application ) o
Take your business to next le! , designed to help your team work less and sell more. Learn more
(© Recent ~ Bookable Resource Booking
Enable Record Types
% Pinned v Choose record types from availat Bookable Resource Booking Hea... [siness Process Checklist. Learn more
My Work - Add Record Type Campaign
[ Plan Step ltems I | Case
Contact
Administration
Contract

Manage Work Plans

| B epCsetiings Create work plans for activities ta _ day. Each plan consist of series of steps that users can follow. Learn more
Customer Asset

B Plans =
Manage Plans Entitlement
@ License Registration
Invoice
Analysis Knowledge Article
& Logs Lead .
]

Oppartunity
Help

Order

3 uUser Manual
Playbook

Profile Album
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o Now your Enabled Record Types will appear below, along with Email, Phone Call & Task, which are
the three default supported activities.

Note: Supported activities are activities through which tasks in the plan can be performed. For example,
making a phone call to verify lead details in the lead nurturing plan.

Dynamics 365 Business Process Checklist

Get started with Business Process Checklist

M Home
" Take your business to next level with Business Process Checklist, designed to help your team work less and sell more. Learn more
(© Recent v
Enable Record Types
£ Pinned N Choose record types from available record types list and enable it for Business Process Checklist. Learn more
My Work - Add Record Type

[ Plan Step Items
Supported Activities

Administration

Lead Phone Call, Task, Email - Add Plans

| BPC Settings

5 Plans

© License Registration ”:::ge:ukn,rt?:a:; activities to guied users during their course of the day. Each plan consist of series of steps that users can follow. Leam more
Analysis [ES] Manage Plans

& Logs

Help

2 User Manual

e Check or uncheck the supported activities as per business requirements.

Dynamics 365 Business Process Checklist

N . . D Appointment
Get started with Business Process Checklist

Home . . i i
@ Take your business to next level with Business Process Checklist, designe (L] campaign Activity sell more. Learn more
® Recent v D Campaign Response
Enable Record Types
57 Pinned N Choose record types from available record types list and enable it for Business Pro D Case Resolution
My Work I Add Record Type D Conversation
B Plan Step Items D Customer Voice alert

Supported Activities
D Customer Voice survey invite
Administration

Lead | Phone Call, Task, Email v | D Customer Voice survey respo... i
Email
D Fax

| B BPC Settings
@ Plans

© License Registration Manage Work Plans

Create work plans for activities to guied users during their course of the day. Each D Letter can follow. Learn more
Analysis Manage Plans D Oppeortunity Close
8 Logs D Order Close
Phone Call
Help [ JQuick campaign
& User Manual D Quote Close

D Recurring Appointment

e If you want to disable any record type, you can delete it by clicking on the Delete icon.
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Dynamics 365 Business Process Checklist

Get started with Business Process Checklist

Home . .
& Take your business to next level with Business Process Checklist, designed to help your team work less and sell more. Learn more
@ Recent v
Enable Record Types
% Pinned v Choose record types from available record types list and enable it for Business Process Checklist. Learn more
My Work |- Add Record Type

B Plan Step Items
Supported Activities

Administration

Lead Phone Call, Task, Email \ Add Plans @5

| B erc settings
LE'} Plans

@ License Registration

Manage Work Plans
Create work plans for activities to guied users during their course of the day. Each plan consist of series of steps that users can follow. Learn more

Analysis Manage Plans

5‘ Logs

Help

& user Manual

e Click on Delete.

Confirm Deletion

Do you want to delete this EPC configuration?
You can't undo this action. This won't affect

Cancel

any existing plans.

In this way, you can enable and disable record types.

Create Plan

Every organization has its own best practices and plan of action for completing its business processes most
effectively.

Creating a plan helps you make business processes consistent by defining the tasks you want your users to
perform and the order in which you want them to perform them.

This lets users focus on their core work, thereby increasing their efficiency and helping them understand
their next plan of action.

Managers can create two types of plans based on business requirements:

e Process-Type plan: In a Process-Type plan, tasks can only be performed in a pre-defined order.
e Checklist-Type plan: In a Checklist-Type plan, tasks can be performed regardless of the set order.
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To create both Process and Checklist-Type plans within Dynamics 365 CRM, users have to follow the simple
steps given below:

Process-Type plan:
Sometimes managers need to have a plan where the sequence of the tasks matters. And the user should
not be able to proceed to the next task before completing the current one. A Process-Type plan is a type of

plan that enables managers to create plans that are needed to be performed in sequential order.

This is useful for creating plans where you want your salesperson to follow the guidelines in a predefined
order and not randomly.

Below are the steps for creating a Process-Type plan:
Plan

To create a Process-Type plan, you need to create a plan first. Plans consist of multiple tasks/plan steps that
are needed to be performed to complete a business process successfully.

e Navigate to Business Process Checklist App --> Plans --> New Plan.

Dynamics 365 Business Process Checklist

= ¢ ] Show Chart [ Delete () Refresh | Visualize this view [ Email a Link 2 Flow {o] Run Report

@ Home

All Active Plan Process @ Editcolumns 7 Edit filters

® Recent v
Priority O... T v pe v Plan For v Status Reas... ¥ Allow User... ¥ Owner v Modified On~  Created On v

£ Pinned v

My Work

jr‘ Plan Step items

Administration

@ BPC Settings

No data available

@ License Registration

Analysis

& Llogs

Help

& User Manual

e C(Click on the ‘New plan’ button and select Process.
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Dynamics 365 Business Process Checklist

{1 Home

(© Recent

7 Pinned

My Work

[#F Plan Step ltems

Administration

[B] BPC Settings

| E Plans

@ License Registration

& [%] Show Chart b Newplan Tl Delete | () Refresh | Visualize this view

All Active Plan @ process

[3 Checklist
Priority O... T v pe ¥ Plan For ¥ Status Reas. |

No data available

e This will open a 'New Plan' page, where you need to fill in the details.

Name: Provide a unique name for the plan.

Description (Optional): Provide a short description of the plan.

Plan Type: Select Plan Type as Process.

Priority Order: Users can attach multiple plans to a single record, for which it is necessary to

define which plan needs to be connected to the record first. To do this, you can set the priority

order against the plan (if the criteria are matching with three different plans, then the plan that

has to be followed, we need to set the priority order number respectively). Any value less than

1 or repeated numbers are invalid for this priority order field.

Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,

Case, or Custom record type etc.)

Set criteria for the execution of the Plan (Optional): Set the criteria against the plan (the plan

will automatically attach against those for which the criteria match). Select either Simple or

Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.

o Advanced: Execute plans based on filtered criteria or conditions (conditions defined in
Fetch XML).

Plan for (Optional): Users can create plans for Business Process Flow or Custom Groups. (If

neither business process nor custom groups are selected, then the plan will be automatically

created for the record type selected).

o Business Process Flow: Select Business Process Flow to create a plan for Custom or OOB
Business Process Flows.

o Custom Groups: Select Custom Groups to create a plan for Custom Groups.

e Once the required fields are filled, click on ‘Save’.
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i3 Dynamics 365 Business Process Checklist

= < ) J Save & Close \ New plan ~ & Flow

A Home

New Plan - unsaved Draft Lead
@ Recent N Status Reason Record Type
5 Pinned v Plan Details Manage Steps
My Work
B Plan step It Details for plan Plan detail settings
an Step Items
Administration Name " Lead Nurturing Plan Type “ Process
BPC Settings Description © This plan is been created for the lead nurturing Priority Order oy
rarords

l f%lv Plans

@ License Registration Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

A —t 4t Criteria Mode -
& Logs
Business Custom
Process Flow Groups
Help

e The new plan will be created and can be seen on Plans.

Dynamics 365 Business Process Checklist

= < [ show Chart + New plan T Delete () Refresh | Visualize this view  [F) Email a Link 2 Flow Run Report
( Home . o o
All Active Plans* T3 Edit columns Edit filters
® Recent ~
% Pinned " Priority ... T~  MName v Record Type ¥ Plan Type ¥ Plan For ¥ Status Reas.. ¥ Allow User.. ¥  Owner ¥ Modified On ¥ Created On ¥
inne
My Work 1 Lead Nurtu Lead Process Publish No o Bob Mike 11/18/202. 11/18/202.

B“ Plan Step ltems

Administration
[ BPC Settings
:34 Plans

@ License Registration

Analysis

E} Logs

Help

& user Manual

Now that we have created a plan, let’s add plan steps to the plan.

Plan Steps

Plan steps are tasks that are needed to be performed to carry out a plan. These plan steps consist of
multiple activities called "Plan Step Actions," which define how to effectively perform a certain task in a
plan.

Plan steps help managers define what a task is, why it needs to be performed, and how to perform it.

To create Plan steps, follow the steps given below:
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e Once the plan is created, navigate to Manage Steps.

Dynamics 365 Business Process Checklist
= & -7 Save @ Save & Close - Newplan < Publish [ Deactivate [i] Delete () Refresh
@ H .
ome Lead Nurturing - saved Draft Lead
@® Recent v Plan Status Reason | Record Type
57 Pinned A4 Plan Details | Manage Steps | Related
My Work

E’ Plan Step Items

Administration

B BPC Settings

I & Plans —+ Create Plan Step

@ License Registrati...

e Click on the Create Plan Step button.

Dynamics 365 Business Process Checklist
= & T Save @ Save & Close |- Newplan ~ {3 Publish [ Deactivate [i] Delete () Re
R Home .
Lead Nurturing - saved Draft
@ Recent v Plan Status Reason
57 Pinned e Plan Details Manage Steps  Related
My Work

@’ Plan Step Items

Administration

@I BPC Settings

I E Plans —+ Create Plan Step

@ License Registrati...

e This will open a ‘Quick Create Form: Plan Step’, where we need to fill in the details.

e Name: Provide an appropriate name for the Plan Step.

e Description (Optional): Provide a short description of the Plan Step.

¢ Add a waiting period for this step (Optional): A waiting period can be added to define when
the plan step should be performed. Once the waiting period is over the plan step actions within
the plan step can be performed to eventually complete the plan step. For example, If there is a
step in the process to send a product introduction email and the waiting period for it is set to 1
day, then the actual email action within the plan step can only be performed after the waiting
period ends, i.e., after 1 day.

o Days: Add the desired waiting period for this step to be performed after 'X' Days.
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o Hours: Add the desired waiting period for this step to be performed after 'X' Hours.

Quick Create: Plan Step

Details for plan step

MName R

Description -

Add waiting period for this step

Days 0
Hours ]
e Once the required fields are filled, click on ‘Save and Close’.
Quick Create: Plan Step x

Details for plan step

Name " Get the details for lead

Description This plan step is been created for ]
Aettinn the details for leadl

Add waiting period for this step
Days ]

Hours 0

e Your plan step will be added to the process and appear on Plan Steps.
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Dynamics 365 Business Process Checklist

= & g Save @ Save & Close - Newplan Y Publish [ Deactivate  [i] Delete () Refresh  Q\ Check Access
Home .

= Lead Nurturing - saved Draft Lead

@ Recent v Plan Status Reason Record Type

5 Pinned N Plan Details Manage Steps  Related

My Work

B Plan Step Items Lead Nurturing

Administration

N Step 1: Get the de... :

BPC Settings

l & Plans

License Registration .

© ¢ Add an action G

Analysis

8 Logs ®J wait until not set

2

Help

2 User Manual

e Similarly, we can add more steps by clicking on the '+' button, as shown below.

Dynamics 365 Business Process Checklist

= = save @ Save &Close - Newplan <[} publish [ Deactivate [i] Delete () Refresh @ Check Access
Home .
= Lead Nurturing - saved Draft Lead
@ Recent N Plan Status Reason Record Type
& Pinned ~ Plan Details Manage Steps  Related
My Work
B Plan Step Items Lead Nurturing

Administration

Step 1: Get the de... :

l B Plans
@ License Registration ) @
Add an action :
Analysis
8 Logs ®J wait until not set
-y

Now that we have created a plan step, let’s add plan step actions next.

Plan Step Action

Plan step actions are activities that can be added to a task/plan step to define what activities a salesperson
needs to undertake in a specific way to successfully perform a task. For example, in plan step actions, we

can define actionable steps like sending a follow-up email or verifying lead details via phone call, etc.

To Add a Plan Step Action, follow the steps given below:
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e Click on ellipsis --> '+ Create Action' to Add an action.

Dynamics 365 Business Process Checklist

= < B o= Save @ Save & Close + Newplan >~ 3 Publish [ Deactivate [i] Delete

CE Lead Nurturing - saved

@® Recent s Plan

57 Pinned A Plan Details Manage Steps Related
My Work

B Plan Step ltems Lead Nurturing

Administration

Step 1: Get the de... :
Bl BPC Settings

I@ Plans
@ License Registration
¢ Add an action : @
Analysis —+ Create Action
& logs ®/ Wait until not set
Help

e This will open a ‘Quick Create Form: Plan Step Action’, where we need to fill in the details.
e Select Action: Select an activity (Phone Call, Email, and Tasks) through which you want to carry
out a task.
e Title: Your plan step action title is the same as your plan step name, but you can modify the
Plan Step Action title as per your requirements.
e Description (Optional): Provide a short description of the plan step action.
e Select the Email Template: You will see this option only if email activity is supported.
o Auto Send Email (Optional): Auto Send Email allows users to automatically send emails for
the intended activity. By default, it is set to No.
o Email Template: If you want to send a specific type of email automatically to perform a
task, you can select an appropriate Email Template from the drop-down menu. If the Auto-
Send Email is selected as Yes, the Email Template field is mandatory to fill.
e Set criteria for the execution of Plan Step Action:
o Execution Order: Enter the execution order for Plan Step Action in which the Plan Step
Action will be executed.
o Criteria Mode (optional): Criteria mode defines the criteria of the records on which the
Plan Step Action will be applicable and executed. Select either Simple or Advanced.
= Simple: Here, you can further define and set criteria for records through the view of an
entity.
= Advanced: Here, you can further define and set criteria for records through fetch XML.
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Quick Create: Plan Step Action x

Details for plan step action

Select Action * | Phonecall N
& Plan Step * B} Get details for lead
Title *  Get details for lead
Description This plan step action is created to get |
details of lead

Criteria for the execution of plan step action

Execution Order R |

Criteria Mode —

i |-

e Once the required fields are filled, click on ‘Save and Close’.
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Quick Create: Plan Step Action x

Details for plan step action

Select Action * | Phonecall N
& Plan Step * B} Get details for lead
Title " Get details for lead
Description This plan step action is created to get '
details of lead

Criteria for the execution of plan step action

Execution Order R |

Criteria Mode —

eione |

e Your Plan Step Action will be added to the plan step and will appear on Plan Step Actions.

Dynamics 365 Business Process Checklist

= =1 save @ Save &Close - Newplan ~ () Publish [ Deactivate [i] Delete () Refresh

@ tome Lead Nurturing - saved

(® Recent v Plan

7 Pinned e Plan Details Manage Steps  Related
My Work -

B Plan Step Items Lead Nurturing

Administration

epe st Step 1: Get the de... : & Step 2: Verify the ... :
ettings

I 5 Plans @

D lmzaze ez ror @, Getthe details fo... : - Verify the details ... : @
Analysis Add an action : Add an action
g Logs
®] Wait until not set ©] Wait until not set
Help

2 user Manual
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e Similarly, we can add more Plan Step Actions by clicking on the 'Add an action’ as shown below.

Dynamics 365 Business Process Checklist
= = Save @ Save & Close — Newplan ~ <[4 Publish [ Deactivate [i] Delete () Refresh
H .
@ Home Lead Nurturing - saved
(® Recent v Plan
5 Pinned e Plan Details Manage Steps Related
My Work
[ Plan Step Items Lead Nurturing

Administration

Step 1: Get the de... : Step 2: Verify the ... :

| g Plans @

@ License Registration

Q, Get the details fo... : - Verify the details ... : @
Analysis Add an action : Add an action
& Logs
©] Wait until not set ©] Wait until not set
Help

B user Manual

e Click on Publish to publish the plan.

Dynamics 365 Business Process Checklist

= & =7 save @’ Save & Close |- New plan ) Publish | [ Deactivate [i] Delete () Refresh @ Check Acq

@ Home

Lead Nurturing - saved Draft
(® Recent v Plan Status Reason
5 Pinned N4 Plan Details  Manage Steps  Related
My Work
B Plan Step Items Lead Nurturing

Administration

7C Settings Step 1: Get the de... : e Step 2: Verify the ...

l Ev Plans @

@ License Registration

R, Get the details fo... : - Verify the details .. : @
Analysis Add an action : Add an action
& Llogs
®J Wait until not set ©! Wait until not set
Help

B user Manual
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Note: At least one plan step and one plan step action should be added to publish a plan.
In this way, Process-Type plan can be created with the plan steps and plan step actions.

This is the type of plan you need to create when you need the tasks to be executed in a predefined order.

Checklist-Type plan:
To create plans where the tasks of the plan can be performed independently regardless of the set order,
you need to create a Checklist-Type plan. The checklist is a type of plan where you can proceed to the next

task before completing the current one.

This proves useful for creating flexible plans where your salesperson can perform tasks based on their
requirements of the business process, irrespective of the order of tasks set in the plan.

Below are the steps for creating a Checklist-Type plan:
Plan

To create a Checklist-Type plan, you need to create a plan first. Plans consist of multiple tasks/plan steps
that are needed to be performed to complete a business process successfully.

e Navigate to Business Process Checklist App --> Plans --> New Plan.

Dynamics 365 Business Process Checklist

= ¢ &) Show Chart ] Delete | () Refresh | Visualize this view [ Email a Link 2 Flow fo] Run Report

@ Home

All Active Plan Process ff@ Edit columns Edit filters
@® Recent v 8
) Checklist
Priority O... T v pe v Plan For v Status Reas.. ¥ Allow User... ¥  Owner v Modified On v Created On v
£ Pinned v
My Work

B Plan Step items

Administration

E] BPC Settings

I = Plans No data available

© License Registration

Analysis

g‘ Logs

Help

& User Manual

e C(Click on the 'New plan' button and select Checklist.
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Dynamics 365 Business Process Checklist

= & [ showChart -+ Newplan ~ i Delete | ~ () Refresh | Visualize this view 0% Emailalink | v 2 Flow Run Report
@ Home .
All Active Plan @ Process [T Edit columns % Edit filters Filter by keyword
@ Recent Y
[ Checklist

% Pinned o Priority 0... T v e v Plan For v Status Reas... ¥ Allow User... ¥ Owner v Modified On v Created On v

inne
My Work

Plan Step Items

Administration
BPC Settings
l B rlans No data available

@ License Registration

e This will open a 'New Plan’, page where you need to fill in the details.

e Name: Provide a unique name for the plan.

e Description: Provide a short description of the plan.

e Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,
Case, or Custom record type etc.)

e Plan Type: Select Plan Type as Checklist.

e Priority Order: Users can attach multiple plans to a single record, for which it is necessary to
define which plan needs to be connected to the record first. To do this, you can set the priority
order against the plan (if the criteria are matching with three different plans, then the plan that
has to be followed, we need to set the priority order number respectively). Any value less than
1 or repeated numbers are invalid for this priority order field.

e Set criteria for the execution of the plan (Optional): Set the criteria against the plan (the plan
will automatically attach against those for which the criteria match). Select either Simple or
Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.
o Advanced: Execute plans based on filter criteria or conditions (conditions defined in
Fetch XML).

e Plan for (Optional): Users can create plans for Business Process Flow or Custom Groups. (If
neither business process nor custom groups are selected, then the plan will be automatically
created for the record type selected.)

o Business Process Flow: Select Business Process Flow to create a Checklist-Type plan for
Custom or OOB Business Process Flows.
o Custom Groups: Select Custom Groups to create a Checklist-Type plan for Custom Groups.
e Once the required fields are filled, click on ‘Save’.
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Dynamics 365
= £ = ! Save & Close -+ New plan [ publish [ Deactivate [i] Delete () Refresh @ Check Access 12 Share
@) Home Lead Nurturing - saved Draft Lead Bob Mike v
@® Recent o Plan Status Record Type @ Owner
5> Pinned hd Plan Details Manage Steps  Related
My Work
Details for plan Plan detail settings
E‘ Plan Step Items
Y e Name Lead Nurturing & Plan Type Checklist
Sescrin This plan is been created for the lead nurturin
[ BPC Settings Description S pant ’ nurturing Priority Order * 3

l@} Plans
@ License Registration
Analysis
& lLogs [a]

Help

% User Manual

Plan For (If not selected, the plan will be created against record)

process

Criteria for the execution of plan

Criteria Mode

e The new plan will be created and can be seen on Plans.

Dynamics 365 Business Process Checklist

= < Ed show Chart & Edit [y Activate [ Deactivate [iI] Delete | ~ A Assign 12 Share [ Emailalink | ~ 2 Flow

@ Home . —

o All Active Plans* 0F Edit columns 5 Edit filters Fi

(® Recent v

P — o @  Prioity.. T~ Name> Record Type ¥ Plan Type ~ Plan For ~ Status Rea.. ¥ Allow Use... ¥ Owner ¥ Modified ... ¥  Created On v
inned

My Work || (] | 3 Lead Nurt... Lead Checklist Publish No @ Bob Mike 11/18/202... 11/18/202...

@ Plan Step ltems

Administration

E BPC Settings

I 3 Plans

@ License Registration

Analysis

g Logs

Help

B User Manual 1-10f1(1 Selected) Page 1

Now that we have created a plan, let’s add plan steps to the plan.

Plan Steps

Plan steps are tasks that are needed to be performed to carry out a plan effectively. There are no plan step
actions/activities to perform under tasks/plan steps in a Checklist-Type plan.

In a Checklist-Type plan, the plan steps help managers define what a task is and why it needs to be

performed.

To create Plan Steps, follow the steps given below:
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e Once the plan is created, navigate to Manage Steps.

Dynamics 365 Business Process Checklist

= =] Save @ Save & Close {~ Mew plan [ Publish [ Deactivate [i] Delete () Refresh G Check Access : |# Share
Home :

G Lead Nurturlng Save Draft Lead @ Bob Mike

(E‘J Recent v Plan Status Re 1 e 1 Type wner

& Pinned V Plan Details | Manage Steps | Related -

My Work

B Plan Step Items Active Plan Steps + NewPlanStep (O Refresh

v
Administration

@ BPC Settings
B Plans
=4
I No data available
@ License Registration

Analysis

% Logs

Help

B user Manual

e Click on the New Plan Step button.

Dynamics 365 Busi

= &« © Bsae g New plan [ publish [ Deactivate [i] Delete () Refresh @ Check Access : |# Share
™ Home Lead Nurturing - saved Draft Lead @ Bob Mike
(@ Recent A% Plan o ! F

5 Pinned e Plan Details Manage Steps  Related -

My Work

B Plan Step ltems Active Plan Steps + NewPlanStep | (O Refresh

v
Administration

[3' BPC Settings

=

l = Plans .
No data available

@ License Registration

Page 1

Analysis

o This will open the ‘Quick Create Form: Plan Step’, where we need to fill in the details.
o Name: Provide an appropriate name for the Plan Step.
o Description: Provide a short description of the Plan Step.

e Once the required fields are filled, click on ‘Save and Close’.
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Quick Create: Plan Step X

Details for plan step

Name " Check the customer details

Description This plan step is been created for ]

rheckinn the details for the rustnmer|

Cancel

e Your plan step will be added to the checklist and appear on Plan Steps.

Dynamics 365

Home

0]
(® Recent
=

Pinned
My Work

B Plan Step items

Administration
[l BPC Settings

l B Plans

@ License Registration

Analysis

% Logs

Help

3 User Manual

N

N

&« o Save @ Save&Close — Newplan ~ [} Publish [ Deactivate [i] Delete () Refresh @ Check Access : 1 Share )
Lead Nurturing - saved Draft Lead Bob Mike v
Plan Status Reason | Record Type Owner

Plan Details Manage Steps  Related -

Active Plan Steps - & Edit [l Delete Plan Step
| 1 Name ™ Description ~ | Wait Period ~ | Plan Parent App... “ | Business Pr... | Stage Id (Pl.. ™ | Days Hours
wv¥ 1. Check the .. Thisplans.. No Lead Nurt.. Lead Nurt.. --- - 0 1] >
o Execution Order T Title Action Display Name Created On

B

No data available.

Page 1

e Similarly, we can add more steps, by clicking on the 'New Plan Step' button, as shown below.
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Dynamics 365 Busi s Checklist
= £ B { B save @ Save & Close  New plan [ Publish 3 Deactivate  [i] Delete () Refresh @ Check Access : 1 Share
Home .

@ e Lead Nurturing - saved Draft Lead @ Bob Mike v~
(® Recent \V Plan tatus Reason Ty U

5 Pinned W Plan Details  Manage Steps  Related -

My Work

B Plan Step ftems Active Plan Steps - + NewPlanstep | OO Refresh

v

Administration

. > 1. Checkthe.. Thisplans.. No Lead Nurt. Lead Nurt... - o ] 0

BPC Settings

= > 2. Check the This plans.. No Lead Nurt Lead Nurt --- --- 0 0
15 plans

© License Registration L=l

Analysis

8 Logs

Help

& User Manual

o Click on Publish to publish the plan.

Dynamics 365 Business Process Checklist

= € B = & sae g Save& Close L New plan | Puhlrﬁq [ Deactivate  [i] Delete () Refresh € Check Access 1#¥ Share
<

He :
@ tone Lead Nurturing -save Draft Lead @ Bob Mike v
(® Recent v Plan tatus F i Ty
A Pinned N7 Plan Details Manage Steps Related
My Work
B Plan Step items Active Plan Steps + MNewPlanstep () Refresh

v

Administration
B > 1. Check the This plan s, No Lead Nurt...  Lead Nurt - --- 0 0

BPC Settings

l =, Plans > 2. Checkthe.. Thisplans.. No Lead Murt... Lead Nurt.. - 0 0

= s
@ License Registration age 1
Analysis
8 Logs

Note: At least one plan step should be added to publish a Checklist-Type plan.
In this way, a Checklist-Type plan can be created with the plan steps.

This is the type of plan you need to create when you need the tasks to be executed independently.

Create Plan for Business Process Flow

Business Process Flow provides various stages for users to follow while going through a business process.

When using Business Process Flow, users can fill in the various fields present on the stages to complete a
business process, helping managers guide their users, but by creating plans for Business Process Flow,
managers can specifically tell the users what tasks they need to perform in order to effectively complete a
business process.

Page 220f75




Business Process Checklist — User Manual

You can create plans that can be attached to specific stages of Business Process Flows in Dynamics 365
CRM. For example, if a user wants to create a plan to connect to the Qualify Stage of Lead to Opportunity
Sales Process to setting up the best practices for qualifying a lead in the Lead to Opportunity Sales
Process. In order to achieve this, the user has to follow the steps given below:

You can create both Process and Checklist-Type plans for Business Process Flows:

e Process-Type plan for Business Process Flow: In a Process-Type plan for Business Process Flow,
tasks can only be performed in a pre-defined order.

e Checklist-Type Plan for Business Process Flow: In a Checklist-Type plan for Business Process Flow,
tasks can be performed regardless of the set order.

Process-Type plan for Business Process Flow:

Sometimes, users need to have a plan for Business Process Flow where order of tasks in the plan matters to
complete a business process effectively, in this case manager can create a Process-Type plan for Business
Process Flow.

This is useful for creating plans for Business Process Flow where you want your salesperson to follow the
guidelines in a predefined order and not randomly.

To create a Process-Type plan for Business Process Flow, follow the steps given below:

e Fill in the following plan details:

e Name: Provide a unique name for the plan.

e Description (Optional): Provide a short description of the plan.

e Plan Type: Select Plan Type as Process.

e Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,
Case, or Custom record type etc.)

e Priority Order: Users can attach multiple plans to a single record, for which it is necessary to
define which plan needs to be connected to the record first. To do this, you can set the priority
order against the plan (if the criteria are matching with three different plans, then the plan that
has to be followed, we need to set the priority order number respectively). Any value less than
1 or repeated numbers are invalid for this priority order field.

e Set criteria for the execution of the Plan (Optional): Set the criteria against the plan (the plan
will automatically attach against those for which the criteria match). Select either Simple or
Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.
o Advanced: Execute plans based on filter criteria or conditions (conditions defined in Fetch
XML).
e Select 'Business Process Flow'.
e Select Business Process Flow to which the plan will be attached.
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Business Process Checklist

[Z*  Plan Step Items

Administration
BPC Settings

I E Plans

@ License Registration

=1 Save @ Save&Close —+ Newplan ~ 2 Flow

Details for plan

Name Lead Nurturing

Description
Checklist

Plan For (If not selected, the plan will be created against record)

+ This plan is been created for lead nurturing for Business Process

H

@ e New Plan - Unsaved Draft Lead

© Recent v Status Reason | Record Type
5 Pinned N Plan Details Manage Steps

My Work

Plan detail settings

Plan Type " Process

Priority Order 2

Criteria for the execution of plan

Analysis (®)
5 @ Criteria Mode
& lLogs
Business Custom
Process Flow Groups
Help

(8] uUser Manual
Existing plan modify

Business Process

|‘ Lead to Opportunity Sales Process v ‘l
Flow

e Once the required fields are filled, click on ‘Save’.

Dynamics 365

Business Process Checklist

= =1 S @’ Save &Close | Newplan ~ 3 Publish [ Deactivate [i] Delete () Refresh @ Check Access
() Home -
Lead Nurturing - saved Draft Lead

@ Recent N2 Plan Status Reason Record Type
5> Pinned e Plan Details Manage Steps  Related
My Work
B Plan Step It Details for plan Plan detail settings

an Step Items
- Name " Lead Nurturing & plan Type “ Process
B BPC settings Description This plan is been created for lead nurturing for Priority Order <y

Business Process Checklist
l r—;& Plans
©@ License Registration

Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Analysis
Criteria Mode -
& Logs fa)

Help

& User Manual
Existing plan modify

B Business Process

Your Process-Type plan for Business Process Flow is created and now you can add the Plan Steps inside the
various stages of the selected Business Process Flow. To do the same, follow the steps given below:

o Navigate to Manage Steps.

e Here, as per the Business Process Flow selected by the manager, various stages of the selected
Business Process Flow will be displayed. The manager now selects the desired stages and creates
the plan step and plan step action inside the stages.
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o For example: Here we have selected the Business process flow of the Lead to Opportunity Sales
Process, and the stages are Qualify, Develop, Propose, and Close of the Lead to Opportunity Sales
Process which will automatically be displayed as shown below.

e Now, select the required BPF stage, for example, select the Qualify stage.

e C(Click on the 'Create Plan Step' Button.

Dynamics 365 Business Process Checklist

= =1 Ssave @ Save & Close - Newplan ~~ 3 publish [ Deactivate [i] Delete () Refresh @ Check Ac
H .

i A Lead Nurturing - saved Draft

@ Recent N Plan Status Reason

¢ Pinned ™ Plan Details | Manage Steps | Related

My Work

B Plan Step Items Qualify Develop Propose  Close

Administration

BPC Settings

l rsl Plans
@ License Registration - Create Plan Step
Analysis
& Logs

o This will open the ‘Quick Create Form: Plan Step’, where we need to fill in the details.

e Name: Provide an appropriate name for the Plan Step.

o Description (Optional): Provide a short description of the Plan Step.

o Add a waiting period for this step (Optional): A waiting period can be added to define
when the plan step should be performed. Once the waiting period is over the plan step
actions within the plan step can be performed to eventually complete the plan step. For
example, If there is a step in the process to send a product introduction email and the
waiting period for it is set to 1 day, then the actual email action within the plan step can
only be performed after the waiting period ends, i.e., after 1 day.

o Days: Add the desired waiting period for this step to be performed after 'X' Days.
o Hours: Add the desired waiting period for this step to be performed after 'X' Hours.
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Quick Create: Plan Step X

Details for plan step

Name " Check the existing contact

Description This plan step is been created for the l
Aualify stans

Add waiting peried for this step

Days ]
Hours M)
e Once the required fields are filled, click on ‘Save and Close’.
Quick Create: Plan Step x

Details for plan step

Name " Check the existing contact

Description This plan step is been created for the ]

nualifu stana

Add waiting period for this step

Days T

Hours ]

e Your plan step will be added to the process and will appear on plan steps.
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Business Process Checklist

(A Home

® Recent v
7 Pinned v
My Work

B Plan Step Items

Administration
BPC Settings

l B Plans

@ License Registration

Analysis

& Logs

Help

=1 Save @ Save &Close -+ Newplan ~ <[} Publish

Lead Nurturing - saved
Plan

Plan Details Manage Steps Related

Qualify

Develop Propose Close

Add an action

fn)

®! wait until not set

[» Deactivate  [i] Delete () Refresh

e And now you can add the actions inside the plan step created for the selected stage.

Dynamics 365

Business Process Checklist

R Home

(® Recent ~
s Pinned 2
My Work

[# Plan Step Items

Administration
BPC Settings
|F;L Plans

©

License Registration

Analysis

& Logs

Help

=1 Save @ Save & Close - Newplan ~ <[ Publish

Lead Nurturing - saved
Plan

Plan Details Manage Steps  Related

Qualify Close

Step 1: Check the ... : a2 Step 2: Accountn... :

@

Develop Propose

Add an action % Add an action @
©! Wait until not set ®! Wait until not set

[® Deactivate  [i] Delete () Refresh

e To create Plan Step Actions, click here.

In this way, Process-Type plans for Business Process Flow can be created with plan steps and plan step

actions.
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You can also create a Checklist-Type plan for Business Process Flow.

Checklist-Type Plan for Business Process Flow:

To create plans for Business Process Flow where the tasks of the plan can be performed independently
regardless of the set order, you need to create a Checklist-Type plan for Business Process Flow where you
can proceed to the next task before completing the current one.

This proves useful for creating flexible plans for Business Process Flow where your salesperson can perform
tasks based on their requirements of the business process, irrespective of the order of tasks set in the plan.

To create a Checklist-Type plan for Business Process Flow, follow the steps given below:

e Fill in the following plan details:

Name: Provide a unique name for the plan.

Description (Optional): Provide a short description of the plan.

Plan Type: Select Plan Type as Checklist.

Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,

Case, or Custom record type etc.)

Priority Order: Users can attach multiple plans to a single record, for which it is necessary to

define which plan needs to be connected to the record first. To do this, you can set the priority

order against the plan (if the criteria are matching with three different plans, then the plan that

has to be followed, we need to set the priority order number respectively). Any value less than

1 or repeated numbers are invalid for this priority order field.

Set criteria for the execution of the Plan (Optional): Set the criteria against the plan (the plan

will automatically attach against those for which the criteria match). Select either Simple or

Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.

o Advanced: Execute plans based on filter criteria or conditions (conditions defined in
Fetch XML).

Select 'Business Process Flow'.
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Dynamics 365 Business Proces:

= < [ Save @ Save &Close + New plan 0 Publish [ Deactivate [i] Delete () Refresh @ Check Access R, Assign 2 Flow ~

@ Home

Lead Nurturing - saved Draft Lead

©  Recent ~  Plan Status Reason | Record Type
57 Pinned A Plan Details Manage Plans  Related
My Work

Details for plan Plan detail settings
B Plan Step Items P 9

Name * Lead Nurturi & Plan Type * Checklist

Administration ad Nurturing
BPC Settings Description - This plan is been created for the lead nurturing for Business Priority Order “ 4

Process Checklist
I 5 Plans
@ License Registration

Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Analysis .
Criteria Mode —

&8 Logs A

Help

8] user Manual
Existing plan modify

£ Business Process
Flow

e Select Business Process Flow to which the plan will be attached.

= & [y Save @ Save & Close —+ New plan v 1 Publish  [& Deactivate lil Delete () Refresh @ Check Access A2, Assign 2 Flow
Home .

& Lead Nurturing - saved Draft Lead
©  Recent ~  Plan Status Reason | Record Type
5> Pinned v Plan Details Manage Plans  Related
My Work

Details for plan Plan detail settings
[E*  Plan Step Items P 9

N Name * Lead Nurturi £ Plan Type * Checklist
Administration ad Rurturing
. rindin + This plan is been created for the lead nurturing for Business .
: Description Priority Order "
BPC Settings Process Checklist . 4
I B Plans
© ticense Registration Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan
Analysis .
Criteria Mode —

& Logs a
Help
[ user Manual

Existing plan modify

£ Business Process

Flow

e Once the required fields are filled, click on ‘Save’.
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Business Process Checklist

Dynamics 365

R Home
© Recent

£ Pinned
My Work

B Plan Step Items

Administration
BPC Settings

l B Plans

@ License Registration

Analysis

& logs

Help

[ user Manual

< | = @ save & Close  —+ Newplan
Lead Nurturing - saved

~ Plan

N Plan Details Manage Plans  Related

Details for plan

Name Lead Nurturing

Description
Process Checklist

Plan For (If not selected, the plan will be created against record)

Existing plan modify

& Business Process
Flow

1 Publish

+ This plan is been created for the lead nurturing for Business

[» Deactivate

[i] Delete

() Refresh

@, Check Access R, Assign

Draft

Status Reason

Plan detail settings

& Plan Type

Priority Order

Checklist

Criteria for the execution of plan

Criteria Mode

2 Flow

Lead

Record Type
y

Your Checklist-Type plan for Business Process Flow is created and, now you can add the Plan Steps inside
the various stages of the selected Business Process Flow. To do the same, follow the steps given below:

e Navigate to Manage Steps.

e Here, as per the Business Process Flow selected by the manager, various stages of the selected
Business Process Flow will be displayed. Manager can now select the desired stages and create the
actions inside the stages.

e For example: here we have selected the Business Process Flow of the Lead to Opportunity Sales
Process, and the stages (Qualify, Develop, Propose, and Close) of the Lead to Opportunity Sales
Process will automatically be displayed as shown below.

Business Process Checklist

&« B Save @ Save & Close -+ Newplan ~ <3 Publish
Lead Nurturing - saved
Plan
Plan Details |Manage Plans| Related
Plans
O Name v Plan Type ¥
Qualify Checklist
Checklist
Propose Checklist
Close Checklist
1-40f4

[> Deactivate

Plan For v

Business Process Flo...

Business Process Flo...

Business Process Flo...

Business Process Flo...

li] Delete

Ouner v
© sob vike
@ sob Mike
D sob vike
@ 5ot vike

() Refresh

0

@, Check Access

Draft

Status Reas

-+ New Plan

Modified On ¥

11/18/2022 12:43 PM

11/18/2022 12:43 PM

11/18/2022 12:43 PM

11/18/2022 12:43 PM

8, Assign

on Record Type

[l Add Existing Plan

Qe +

2> Flow ™

Lead

Created On |
11/18/2022
11/18/2022
11/18/2022

11/18/2022
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e Now select the required BPF stage. For example, select the Qualify stage.

Business Process Checklist g @ +

e E = Save @ Save & Close - Newplan ~ {4 Publish [ Deactivate [i] Delete () Refresh @ Check Access A, Assign 2> Flow ™

Lead Nurturing - saved Draft Lead

Plan Status Reason Record Type

Plan Details Manage Plans Related

Plans -+ New Plan [l Add Existing Plan
) Namev Plan Type ¥ Plan For v Owner v Modified On ¥ Created On
O Qualify vﬂ"l Checklist Business Process Flo... @ Bob Mike 11/18/2022 12:49 PM 11/18/2024
Develop Checklist Business Process Flo... @ Bob Mike 11/18/2022 12:49 PM 11/18/2022
Propose Checklist Business Process Flo... @ Bob Mike 11/18/2022 12:49 PM 11/18/2022
Close Checklist Business Process Flo... @ Bob Mike 11/18/2022 12:49 PM 11/18/2022
1-4of4

e Fill in the "Child plan" details (Qualify).

o Name: Provide an appropriate name for the Plan.

o Description: Provide a short description of the Plan.
e Once the required fields are filled, click on ‘Save’.

Dynamics 365 Business Process Checklist

= LS [ J Save & Close MNew plan [E Deactivate ]ﬁ[ Delete C_) Refresh Q; Chy

{2y Home

- Qualify - Saved Draft

(© Recent v Plan Status Reason
57 Pinned 4 Plan Details Manage Steps  Related

My Work

Details for plan
[EP Plan Step ltems

Mame uali
Administration Qualify

B BPC Settings Description *  This plan is been created for the lead

I 3 Flans

@ License Registration

nurturina far Rucinase Pracass Charcklict

o Navigate to Manage Steps.
e C(Click on the 'New Plan step' Button.
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Dynamics 365 Business Process Checklist

= & E 7 Save J Save & Close = Mew plan [‘é Deactivate ﬁi[ Delete O Refresh Q Check Access & Share
H .
@ o QUE|Ify - Saved Draft Lead Murturing Bob Mike |
® Recent N Plan Status Reason | Parent Plan Owner
57 Pinned hd Plan Details | Manage Steps|| Related ~
My Work
& Plan Step ltems Active Plan Steps -~ | New Plan Step ) Refresh
V| T Name Description | Wait Period * Plan ~ Parent App... ~ | Business Pr.. | Stage Id (Pl.. “~ | Days Hours ~
Administration
N > 1. Checkthe.. Thisplans.. Mo Qualify Lead Nurt.. --- - o] 0
BPC Settings
I % Plans
@ License Registration
Page 1

e This will open the ‘Quick Create Form: Plan Step’, where we need to fill in the details.
o Name: Provide an appropriate name for the Plan Step.
o Description (Optional): Provide a short description of the Plan Step.

e Once the required fields are filled, click on ‘Save and Close’.

Quick Create: Plan Step x

Details for plan step

MName ¥ | Check the accouhd i

This Plan Step is been created to check

Description
the account details.

Save and Close | v Cancel

e Your plan step will be added to the process and will appear on Plan Steps.
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Dynamics 365 Business Process Checklist

= & [y Save J Save & Close New plan [‘%, Deactivate ]EI Delete C' Refresh (?\\ Check Access : ¥ Share
@ H .
by Teme Qualify - saved Draft Lead Nurturing @ Bob Mike
@© Recent - Plan Status Reason | Parent Plan Owner
% Pinned X Plan Details Manage Steps  Related
My Work
B Plan Step Items Active Plan Steps - - New Plan Step ) Refresh
~ | T| Name Description Wait Period Plan Parent App... Business Pr... Stage Id (PL. Days
Administration
. > 1. Checkthe.. Thisplans.. No Qualify Lead Nurt.. --- --- 0 0
[l BPC Settings
|3 Plans > 2. Checkthe.. Thisplans.. No Qualify Lead Nurt.., -- - 0 0
@ License Registration
Page 1

In this way, Checklist-Type plans for Business Process Flow can be created with plan steps.

Create Plan for Custom Groups

If your organization doesn’t use any Business Process Flow, then sales managers can set up plans in custom
groups. For example, if you are a manager in a finance company and want to create a plan for loan
verification with Plan steps for home verification without using Business Process Flow, then you can create
a plan on custom groups using the Business Process Checklist app.

With this feature, you can create both Process and Checklist - type plans on Custom Groups. To do the
same, the user has to follow the steps given below:

e Process-Type plan for Custom Groups: In a Process-Type plan for Custom groups, tasks can only be
performed in a pre-defined order.

o Checklist-Type Plan for Custom Groups: In a Checklist-Type plan for Custom Groups, tasks can be
performed regardless of the set order.

Process-Type plan for Custom Groups:

Sometimes, users need to have a plan for Custom Groups where order of tasks in the plan matters to
complete a business process effectively, in this case manager can create a Process-Type plan for Business
Process Flow.

This is useful for creating plans for Custom Groups where you want your salesperson to follow the
guidelines in a predefined order and not randomly.

To create a Process-Type plan for Custom Groups, follow the steps given below:

e Fill in the following plan details:
e Name: Provide a unique name for the plan.
e Description (Optional): Provide a short description of the plan.
e Plan Type: Select Plan Type as Process.
e Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,
Case, or Custom record type etc.)
Page 330f75




Business Process Checklist — User Manual

Priority Order: Users can attach multiple plans to a single record, for which it is necessary to
define which plan needs to be connected to the record first. To do this, you can set the priority
order against the plan (if the criteria are matching with three different plans, then the plan that

has to be followed, we need to set the priority order number respectively). Any value less than
1 or repeated numbers are invalid for this priority order field.

Set criteria for the execution of the Plan (Optional): Set the criteria against the plan (the plan

will automatically attach against those for which the criteria match). Select either Simple or
Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.

o Advanced: Execute plans based on filter criteria or conditions (conditions defined in Fetch
XML).

Select 'Custom Groups'.

Dynamics 365 Business Process Checklist

Home
(Y} Recent
57 Pinned
My Worlk

@ Plan Step ltems

Administration

E BPC Settings

I 3 Plans

Analysis

3. Logs

Help

@ License Registration

& E| [y Save “ Save & Close New plan O Revise D Deactivate @ Delete C' Refresh & Share ~
Loan Verification - saved Publish Application @ Bob Mike v
v Plan Sta ason | Record Type Owner

A Plan Details Manage Steps  Related

Details for plan Plan detail settings
Name Loan Verification & Plan Type Process
Description *  This plan is been created for the loan Priority Order = 9
varificatinn nrncace

Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Criteria Mode

e Once the required fields are filled, click on ‘Save’.

Dynamics 365

Business Process Checklist

Home
() Recent
s Pinned
My Work

@ Plan Step ltems

Administration

&

BPC Settings

I 3 Plans
@

Analysis

@. Logs

Help

License Registration

J Save & Close New plan 'f:' Revise D’ Deactivate @ Delete O Refresh

& Share

Application Bob Mike s
Record Type Owner

Loan Verification - saved
4 Plan

- Plan Details Manage Steps  Related

Details for plan Plan detail settings

Mame Loan Verification B Plan Type *  Process
Description *  This plan is been created for the loan Priority Order =9
varifiratinn nracace

Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Criteria Mode
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Your Process-Type plan for Custom Groups is created, and now you can add the Plan Steps for the newly
created plan. To do the same, follow the steps given below:

e Navigate to Manage Steps.

it Dynamics 365 Business Process Checklist

= < T Save [ Save & Close - Newplan ~ 3 Publish [ Deactivate [i] Delete () Refresh @ Check A

H . -
@iflHome Loan Verification - saved Draft

® Recent N Plan Status Reason

5 Pinned hd Plan Details |Manage Steps | Related

My Work

[ Plan Step Items Add New Group

Administration
BPC Settings
l E Plans

© License Registration No data available.

e Click on the 'Add New Group' button.

Dynamics 365 Business Process Checklist

= & 7 save @ Save & Close - Newplan ~ <) Publish [ Deactivate [i] Delete () Refresh G Check A
£ s Loan Verification - saved Draft

(® Recent v Plan Status Reason
57 Pinned N Plan Details Manage Steps Related

My Work -

[ Plan Step Items Add New Group

Administration
BPC Settings

l E Plans

e This will open the ‘Quick Create Form: Plan’, where we need to fill in the details.

o Name: Provide an appropriate name for the plan.

o Description (Optional): Provide a short description of the plan.

o Priority Order: Users can attach multiple plans to a single record, for which it is necessary
to define which plan needs to be connected to the record first. To do this, you can set the
priority order against the plan (if the criteria are matching with three different plans, then
the plan that has to be followed, we need to set the priority order number respectively).
Any value less than 1 or repeated numbers are invalid for this priority order field.

e Once the required fields are filled, click on ‘Save and Close’.
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Quick Create: Plan w
Name “ Home Verification
Description - This group is been created for the home
wverification process ]
Priority Order 1
B Parent Plan " B Loan Verification

Saveand Close | ™ Cancel

e Click on the 'Create Plan Step' button.

Dynamics 365 Business Process Checklist

&« o save @ Save&Close - Newplan ~ 3 publish [@ Deactivate [i] Delete () Refresh Q) Check Access : 12 Share
Home N : . :
o Loan Verification - saved Draft Application Bob Mike v
© Recent A Plan Status Reason  Record Type Owner
= Pinned e Plan Details Manage Steps  Related
My Wark

E Plan Step Items Home Verification Add New Group

Administration
[B] BPC Settings

I & Plans

@ License Registration ~+ Create Plan Step

Analysis

&8 Llogs

Help

e This will open the ‘Quick Create Form: Plan Step’, where we need to fill in the details.
e Name: Provide an appropriate name for the Plan Step.
e Description (Optional): Provide a short description of the Plan Step.
e Add a waiting period for this step (Optional): A waiting period can be added to define when
the plan step should be performed. Once the waiting period is over the plan step actions within
the plan step can be performed to eventually complete the plan step. For example, If there is a
step in the process to send a product introduction email and the waiting period for it is set to 1
day, then the actual email action within the plan step can only be performed after the waiting
period ends, i.e., after 1 day.
o Days: Add the desired waiting period for this step to be performed after 'X' Days.
o Hours: Add the desired waiting period for this step to be performed after 'X' Hours.
e Once the required fields are filled, click on ‘Save and Close’.
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Quick Create: Plan Step x

Details for plan step

Name “ Identify address proof

This plan step is been created for

Description l
checking the address proof

Add waiting period for this step
Days S0

Hours ]

Save and Close \ | Cancel

e Your plan step will be added to the plan and will appear on Plan Steps.

Dynamics 365 Business Process Checklist

= =1 save @ Save & Close -} Newplan ~~ {3 Publish [@ Deactivate [i] Delete () Refresh Q@ Check Ad]

 Home

Loan Verification - saved Draft
® Recent v Plan Status Reason
7 Pinned h Plan Details Manage Steps Related
My Work
B Plan Step Items Home Verification Income Verification Add New Group

Administration

Step 1: Identify a... : e Step 2: ldentifya... :

[&] BPC Settings

I EL Plans @
@ License Registration . .
g Add an action : — Add an action @
Analysis
& Logs Ol wait until not set ®! wait until not set
Help

e We can add multiple steps, by clicking on the '+' button, as shown below.
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Dynamics 365 Business Process Checklist

= =1 Save @ Save & Close -+ Newplan ~ <) Publish [ Deactivate [i] Delete () Refresh @ Check Ad
H .

@ Home Loan Verification - saved Draft

@ Recent N Plan Status Reason

&> Pinned N~ Plan Details Manage Steps Related

My Work

@ Plan Step Items Home Verification Income Verification Add New Group

Administration

Step 1: Identify a... : Step 2: Identify a... :
BPC Settings . fy < 5 fy

l EL Plans @
@ License Registration ) . . .
g Add an action : % Add an action : @
Analysis
Zl e ®] Wait until not set ®! Wait until not set
Y
Help

e To create Plan Step Actions, click here.
In this way, Process-Type plan for Custom Groups can be created with plan steps and plan step actions.

You can also create a Checklist-Type plan for Custom Groups.

Checklist-Type Plan for Custom Groups:

To create plans for Custom Groups where the tasks of the plan can be performed independently regardless
of the set order, you need to create a Checklist-Type plan for Custom Groups. Where you can proceed to
the next task before completing the current one.

This proves useful for creating flexible plans for Custom Groups where your salesperson can perform tasks
based on their requirements of the business process, irrespective of the order of tasks set in the plan.

To create a Checklist-Type plan for Custom Groups, follow the steps given below:

e Fill in the following plan details:

e Name: Provide a unique name for the plan.

e Description (Optional): Provide a short description of the plan.

e Plan Type: Select Plan Type as Checklist.

e Record Type: Select the Record Type for which the plan will be created. (E.g. Lead, Opportunity,
Case, or Custom record type etc.)

e Priority Order: Users can attach multiple plans to a single record, for which it is necessary to
define which plan needs to be connected to the record first. To do this, you can set the priority
order against the plan (if the criteria are matching with three different plans, then the plan that
has to be followed, we need to set the priority order number respectively). Any value less than
1 or repeated numbers are invalid for this priority order field.
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e Set criteria for the execution of the Plan (Optional): Set the criteria against the plan (the plan
will automatically attach against those for which the criteria match). Select either Simple or
Advanced.

o Simple: Execute plans based on the conditions defined in view of an entity.
o Advanced: Execute plans based on filter criteria or conditions (conditions defined in Fetch
XML).
e Select 'Custom Groups'.
e Once the required fields are filled, click on ‘Save’.

Dynamics 365
= < of | B Save | & Save&Close New plan [ publish [ Deactivate [i] Delete () Refr Q Check Access R, Assign 2 Flow : 1# Share
) Gl Loan Verification - sa Draft Application @ Bob Mike
® Recent ~  Plan stus Re ecord T e
& Finned b Plan Details Manage Plans  Related
My Work
B Plan Step ltems Details for plan Plan detail settings
Administration pame Loan Verification 8 Plan Type Checklist
[ BPC Settings Description ' This plan is been created for loan verification process Priority Orde 5

15 Plans

@ License Registration Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Analysis

& Logs fa)

Help

B user Manual

Your Checklist-Type plan for Custom Groups is created, and now you can add the Plan Steps for the created
plan. To do the same, follow the steps given below:

e Navigate to Manage Plans.

Dynamics 365 Business Process Checklist

= =1 Save @ Save& Close — Newplan ~ [ Publish [ Deactivate [i] Delete (D Refresh @\ Check Access R, Assign 2> Flow v : 1# Share
@ Home PP
Loan Verification - saved Draft Application @ Bob Mike ]
® Recent v Plan Status Reason | Record Type Owne
5 Pinned N Plan Details | Manage Plans | Related
My Work
B Plan Step Items Plans + NewPlan [ AddExistingPlan (O Refresh
Name T v Plan Type ¥ Plan For ¥ Ouwner ¥ Modified On ¥ Created On ¥
Administration
BPC Settings
No data available
I B Plans
@ License Registration
Analysis
0-00f0 Page 1
& logs

e Click on the 'New Plan' button.
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Dynamics 365 Business Process Checklist

= &« o B sae @ Sae&cClose -+ Newplan ~ ) Publish [ Deactivate [i] Delete () Refresh @ Check Access &, Assign 2 Flow : 12 Share

@ Home g s o !
Loan Verification - saved Draft Application Bob Mike

® Recent v Plan Status Reason  Record Type Owner

A Pinned N Plan Details Manage Plans Related

My Work

[ Plan Step Items Plans -+ NewPlan [l AddExistingPlan (O Refresh

Name T~ Plan Type v Plan For Owner v Modified On v Created On
Administration

Bl BPC Settings

I Eb Plans

© License Registration

No data available

Analysis

& Logs

0-00f0 14 & page1 >

Help

B user Manual

e This will open the ‘Quick Create Form: Plan’, where we need to fill in the details.

e Name: Provide an appropriate name for the plan.

e Description (Optional): Provide a short description of the plan.

e Priority Order: Users can attach multiple plans to a single record, for which it is necessary
to define which plan needs to be connected to the record first. To do this, you can set the
priority order against the plan (if the criteria are matching with three different plans, then
the plan that has to be followed, we need to set the priority order number respectively).
Any value less than 1 or repeated numbers are invalid for this priority order field.

e Once the required fields are filled, click on ‘Save and Close’.

Quick Create: Plan x
Name " Home Verification
Description + This plan 1s been created for doing the

home verification.

Priority Order * 11

& Parent Plan * B Loan Verification

i |

e Your Child plan will be added to plans.
e Now click on the Child plan.
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@ Home

© Recent v
< Pinned 3
My Work

B Plan Step Items

Administration

BPC Settings

&« o B sae @ Save&Close | Newplan v [} Publish [ Deactivate [i] Delete () Refresh @ Check Access R, Assign 2 Flow v |& Share
Loan Verification - saved Draft Application Bob Mike
Plan Status Reason Record Type Owner
Plan Details Manage Plans Related

Plans + NewPlan [@ AddExistingPlan (O Refresh
O NameTv Plan Type ¥ Plan For v Owner v Modified On ¥ Created On v
Home Verification Checklist Custom Groups @ Bob Mike 11/18/2022 12:57 PM 11/18/2022 12:57 PM

I B Plans

@© License Registration

Analysis
1-Tof1 Page 1
§ Logs

¢ Navigate to Manage Steps.

Business Process Checklist

Dynamics 365

= =1 Save @ Save&Close | Newplan ~ [ Deactivate [i] Delete () Refresh @ Check Access R, Assign 2 Flow
(R Home e L.
Home Verification - saved Draft

© Recent v Plan Status Reason
5 Pinned ' Plan Details Manage@eps Related
My Work
B Plan Step It Details for plan Plan detail settings

an Step Items
AR Name Home Verification Priority Order 9
BPC Settings Description ©  This plan step is been created for doing the verification of home

I@ Plans

© License Registration

Analysis

g Logs

Help

[B  user Manual

e Click on the 'New Plan Step' button.

Dynamics 365
= ¢ [y Save Save & Close Mew plan Deactivate  [iI] Delete () Refresh € Check Access &4 Assign 12 Share ~
O H P
fm FHome Home Verification - saved Draft Loan Verification @ Bob Mike  ~/
(® Recent v Plan 5 Parent ner
57 Pinned ~ Plan Details Manage Steps  Related
My Work
F Plan Step Items Active Plan Steps -~ f  New Plan Step () Refresh
v Wait Period Plan ~ Parent App.. Days
Administration
E BPC Settings @
B Plans X
I No data available.
© License Registration
Page 1
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e This will open the ‘Quick Create Form: Plan Step’, where we need to fill in the details.
o Name: Provide an appropriate name for the Plan Step.
o Description (Optional): Provide a short description of the Plan Step.

e Once the required fields are filled, click on ‘Save and Close’.

Quick Create: Plan Step X

Details for plan step

Name * Identify the home proof

Description This plan step is ben created for identify |

the nranf for the house.

e Your plan step will be added to the plan and will appear on Plan Steps.

Dynamics 365 B

= 3 [y Save “ Save & Close T~ New plan EE Deactivate @ Delete O Refresh Q Check Access roz, Assign : |# Share
@ Home ap e R .
Home Verification - saved Draft Loan Verification Bob Mike
© Recent «  Plan Status Reason | Parent Plan Owner
57 Pinned Ed Plan Details Manage Steps  Related
My Work
E Plan Step Items Active Plan Steps - f~ New Plan Step ) Refresh
v | 1| Name ~ Description v | Wait Period ~ | Plan Parent App... | Business Pr.. *~ | Stage Id (PL.. *~ | Days Hours v
Administration
N > |}1 Identify th... This plans... No Home Veri... Loan Verifi.. --— == 0 0
BPC Settings
18 Pans Page 1
@ License Registration
Analysis
% Logs

In this way, Checklist-Type plans for Custom Groups can be created with plan steps.

Revise Plan

Business Process Checklist allows you to revise plans once they have been created. Plans can be revised to
suit the circumstances of the business process. In Business Process Checklist, you can easily modify existing
Plans, Plan Steps, and Plan Step Actions as and when required.
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To revise existing published Plans for both Process and Checklist-Type plans, follow the steps given below:

Revise Plan - Process:

To revise Process-Type plans, plan steps and plan step actions follow the steps given below:

Plan

e To revise existing published plans, navigate to Plans --> Open existing published plan.

Dynamics 365 Business Process Checklist

= € kTJ Show Chart New plan ™ @ Delete \ - C' Refresh | Visualize this view CZl Email a Link | v 2 Flow v

fr Home . 7

o All Active Plans* - TZ Edit columns S Edit filters Filter by

(5) Recent N

< Pinned v "::' Priority... T~  Name v Record Type v Plan Type ~ Plan For v Status Rea... Allow Use... ~ Qwner v Medified ... ¥ Created On ™

My Work (D 1 Le?d Nurt... Lead Process Publish No @ Bob Mike 11/19/202... 11/18/202...

lead Nurturing _ ) )
[;j- Plan Step ltems 1 - Application Process Custom... Publish No @ Bob Mike 11/18/202... 11/18/202...
2 Lead Nurt.. Lead Process Busines... Publish No Q Bob Mike 11/18/202... 11/18/202...

Administration

B seC Settings 3 Lead nurt... Lead Checklist Draft No @ Bob Mike 11/19/202... 11/19/202...
I 3 Plans 4 Lead Nurt.. Lead Checklist Busines... Draft No @ Bob Mike 11/18/202... 11/18/202...

@ License Registration 5 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/18/202... 11/18/202...

e C(Click on the 'Revise' Button, this will change the plan status to Draft.

Dynamics 365

Business Process Checklist

Details for plan
@ Plan Step ltems P

Mame
Administration

B BPC Settings Description *

I 3 Plans

@ License Registration

Analysis

& Logs a

Help

= < & [y Save @S
& H -

b rome Lead Nurturing - saved

(© Recent ~ Plan

57 Pinned ~ Plan Details Manage Steps
My Work

ave & Close

Related ~

Lead Nurturing

MNew plan

This plan is been created for the lead

nurturinn racarde

Plan For (If not selected. the plan will be created against record)

[E Deactivate @ Delete

() Refresh & Share
Publish @ Bob Mike N
Status Reason ype Qwner
Plan detail settings
B Plan Type Process
Pricrity Order |

Criteria for the execution of plan

Criteria Mode

e Make the required changes to the plan --> Click on the ‘Publish’ button.
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Dynamics 365 Business Process Checklist

= 3 [y Save “ Save & Close New plan %Pubﬁsh D Deactivate @ Delete O Refresh : | Share
@ H .
ta reme Lead Nurturing -s Draft Lead @ Bob Mike  ~/
G Teasin N Plan Status Reason e e Owner
57 Pinned e Plan Details Manage Steps  Related
My Work

Details for plan Plan detail settings
E Plan Step Items P 9

Name * d & Plan Type *

Administration Lead Nurturing P Process
B BPC Settings Description *  This plan is been created for the lead Priority Order o

nurturina racnrde

I B Plans
) Mz Cegm it Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan
Analysis
Criteria Mode —
@, Logs o]
Help

Plan steps

e To Edit Plan Step, navigate to Manage Steps --> Click on the Revise Button.

Dynamics 365

= ¢ B © HEsae & save&Clos New plan ) e | (3 Deactivate  [i] Delete () Refresh € Check Access R, Assign 2 Flow : 1# Share
& G Lead Nurturing - saved Publish Lead @ Bob Mike
© Recent v Plan

# Pinned N Plan Details  Manage Steps  Related

My Work

B Plan Step Items

Administration

BPC Settings
15 Plans

@ License Registration
Analysis

&8 logs

Help

User Manual

e Click on the ellipsis --> Click on 'Edit’.
e Make the required changes to the plan step --> Click on the ‘Publish’ Button.

Page 44 of 75




Business Process Checklist — User Manual

Dynamics 365 Business

= < B o Bsave & Save&Close New plan [ publish | [ Deactivate  [i] Delete (O Refresh @ Check Access R, Assign 2 Flow 12 Share

@ Home

Lead Nurturing - save Draft Lead @ Bob Mike v
® Recent v  Plan cmrehoscon | Boenrd Ton nob
& Pinned ' Plan Details Manage Steps  Related
My Work
[ Plan Step Items Qualify ~ Develop  Propose  Close

Administration

Step 2: Account n... B

Bl BPC Settings

18 Pplans

@ License Registration

@, Check the existin... : —

Analysis

Add an action : Add an action
& Logs
Wait until not set 9] Wait until not set
Help
B user Manual

Plan Step Action

e To Edit Plan Step Action, navigate to --> Manage Steps --> Click on the ellipsis --> Click on 'Edit".

= € B Save @ Save & Close New plan D publish [} Deactivate [i] Delete () Refresh @ Check Ac R, Assign 2 Flow : ¥ Share
m Home .

Lead Nurturing - save Draft Lead @ Bob Mike v
© Recent v Plan tatus s ecord Type e
= Pinned N~ Plan Details  Manage Steps  Related
My Work
B Plan Step Items Lead Nurturing

Administration

[l BPC Settings e < Step 2: Verify the ... :

I B Plans .“,:)
@ License Registration Q, Get the details fo. | N Y Verify the detail . : @
Analysis Add an action J’f Add an action :
8 Logs il Delete
Help Wait until not set Wait until not set

Bl user Manua

e Make the required changes to the Plan Step Action --> Click on the ‘Publish’ Button.
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Dynamics 365 Business Process Checklist

= £ B o Save @ Save & Close New plan [ Deactivate [l Delete () Refresh €\ Check Access A, Assign 2 Flow . - e
@ peme Lead Nurturing - save. Draft Lead @ Bob Mike
(® Recent ~  Plan aft cd

5 Pinned d Plan Details  Manage Steps  Related

My Work -

B Plan Step Items Lead Nurturing

Administration

- Step 1: Get the de... : = Step 2: Verify the ... :

|15 Plans &+

License Registratio '\
o g @, Get the details fo..) - O Verify the details ... : @
Analysis Add an action _— Add an action

Delete
& logs
Wait until not set Wait until not set

Help
Bl user Manua

In this way Process-Type plan, plan steps and plan step actions can be revised to suit the business
requirement.

Revise Plans-ChecKklist:
To revise Checklist-Type plans and plan steps follow the steps given below:

Plan

e To revise existing published plans, navigate to Plans --> Open existing published plan.

Dynamics 365 Business Process Checklist

= S B show Chart New plan @ Delete \ v O Refrash | Visualize this view  [F Email a Link \ v Zr Flow

£y (e All Active Plans* 03 Editcolumns 7 Edit filters Filter by

(© Recent '

% Pinned " () Ppriority.. T~ Name v Record Type ¥ Plan Type v Plan For ¥ StatusRea... ¥ Allow Use.. ¥ Owner ¥ Modified ... ¥  Created On

My Work () 3 Lea$ nurt... Lead Checklist Publish No Bob Mike 11/19/202... 11/19/202...

B Plan Step Items g tedmurtrng Checklist Busines... Draft No @ Bob Mike  11/18/202..  11/18/202..

T 5 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/18/202... 11/18/202...

ministration

B BrC Settings 9 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/19/202... 11/19/202...

I E Plans

@ License Registration

e C(Click on the 'Revise' Button, this will change the plan status to Draft.
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Dynamics 365 Business Process Checklist
= < [y Save J Save & Close New plan /i o Deactivate Delete ) Refresh |# Share
P
& H .
o meme Lead nurturing - saved Publish Lead @ Bob Mike
G Mz v Plan Status Reason Re e Owner
s Pinned A Plan Details Manage Steps ~ Related
My Work

N Details for plan Plan detail settings
[E" Plan Step Items

Name " i B Plan Type ® i
Administration Lead nurturing ¥ Checklist

Bl BPC Settings Description *  This plan has been created for lead nurturing.

I B Plans

Priority Crder 3

© License HEFEIEIET Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Analysis
Criteria Mode —

& Logs a

Help

e Make the required changes to the plan --> Click on the ‘Publish’ button.

Dynamics 365 i Process Checklist
< [ Save [ Save & Close New plan D{ﬁ‘ubﬁsh [& Deactivate [0l Delete () Refresh  © 1 Share

m Home .
- Lead nurturing - saved Draft @ Bob Mike
® Recent v Plan Status Reason Owner
5 Pinned v Plan Details Manage Steps  Related
My Work

Details for plan Plan detail settings
B Plan Step ltems P 9

Name *  Lead nurt £ Plan Type *  Checklist
Administration ead nurturing yp ecklis
BPC Settings Description *  This plan has been created for lead nurturing. Priority Order © o3
I:} Plans

© Llicense Registration Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Analysis
Criteria Mode —
@, Logs o]

Help

B user Manual

Plan Step

e To Edit Plan Step, navigate to --> Manage Steps --> Click on Revise--> Select the Existing Plan Step
you want to edit --> Click on the 'Edit' Button.
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Dynamics 365 Business Process Checklist

= 3 [y Save J Save & Close New plan O Revise [‘%, Deactivate @ Delete O Refresh Q Check Access : £ Share
@ H .
b Heme Lead nurturing - ssved Publish Lead @ Bob Mike
(© Recent ~  Plan Status Reason | Record Type Owner
52 Pinned ™ Plan Details Manage Steps  Related
My Work
@ Plan Step Items Active Plan Steps -~
v on | Wait Period Plan Parent App..
Administration
. >v B @ Checkc.. | @ Check ... ‘ @ No @ lead nu.. @leadnu.. @--—- a-— a0+ 8o+

ol BPC Settings

I 3 Flans

@ License Registration

Page 1

Analysis

§ Logs

e Make the required changes to the plan step --> Click on ‘Publish’.

Dynamics 365 Business Process Checklist
= € [ Save J Save & Close New plan ™ D@ub\ish [g Deactivate ]E Delete O Refresh Q Check Access & Share
@ Home "
- Lead nurturing - saved Draft Lead Bob Mike
(© Recent v Plan Status Reason  Record Type Owiner
52 Pinned L Plan Details Manage Steps  Related
My Work
@ Plan Step Items Active Plan Steps - - New Plan Step (0 Refresh
V| 1 Name Description | Wait Period Plan ~ Parent App... Business Pr.. Stage Id (PI Days Hours
Administration
. > 1. Checkcust.. Checkcust.. No Lead nurt...  lead nurt.. --- - 0 0
Bl BPC Settings
I B Plans Page 1

@ Llicense Registration

Analysis

a Logs

In this way Checklist-Type plan and plan steps can be revised to suit the business requirement.

Delete Plans

You can delete plans that are no longer in use by your organization, and they'll be deleted from the
Business Process Checklist app. You can delete active or inactive plans. When you delete an active plan, the
records that were connected with the plan earlier will still have those plans attached to them, but no new
plan will be attached to the new records added.

To delete existing Plans, Plan Steps, and Plan Step Actions for both Process and Checklist-Type plans, follow
the steps given below:

Delete Plan - Process:

To delete Process-Type plans, plan steps and plan step actions follow the steps given below:
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Plan

e To delete plans, navigate to Plans --> Select the Existing Plan you want to delete --> Click on the
Delete Button.

Dynamics 365 Business Process Checklist

=] € @ Show Chart f Edit Activate [‘é Deactivate Iﬁ[@)slsrs e }:L Assign & Share CZ) Email a Link | ~ 2 Flow

Gy Home All Active Plans* fF Edit columns S Edit filters Filter by keyword

(©® Recent v

x} Pinned v O Priority.. T Name ~ Record Type v Plan Type ¥ Plan For v Status Rea... ¥ Allow Use... ¥ Owner ¥ Modified ... ~ Created On v

My Work |m 1 Lead Nurt... Lead Process Publish No @ Bob Mike 11/19/202... 11/18/202...

B Plan Step Items 1 Loan Verif... Application Process Custom... Publish No @ Bob Mike 11/18/202... 11/18/202...

e 2 Llead Nurt... Lead Process Busines... Publish No @ Bob Mike 11/18/202... 11/18/202...

ministration

@ BPC Settings 3 Lead nurt... Lead Checklist Publish No @ Bob Mike 11/19/202... 11/19/202...
I B Plans 4 lead Nurt... Lead Checklist Busines... Draft No @ Bob Mike 11/18/202... 11/18/202...

@ License Registration 5 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/18/202... 11/18/202...

sty 6 Lead MNurt... Lead Process Draft No @ Bob Mike 11/18/202... 11/18/202...

g Logs k] Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/19/202... 11/19/202...

e Click on 'Delete’.

Confirm Deletion X

Do you want to delete this Plan? You can't undo this action.

Cancel

Note: If a plan is deleted, then the associated Plan steps and Plan Step Actions will also be deleted.
Plan Step

e To Delete Plan Step, navigate to Manage Steps --> Click on Revise --> Select the Existing Plan Step
you want to delete--> Click on the ellipsis --> Click on 'Delete’ Button.
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Dynamics 365 Business Process Checklist

= S T Save “ Save & Close T~ New plan [ Publish [‘é Deactivate ﬁi[ Delete O Refresh | Share |
Home .

& Lead Nurturing - saved Draft Lead Bob Mike

@© Recent v Plan Status Reason | Record Type Owner

57 Pinned hd Plan Details Manage Steps  Related

My Work

E Plan Step ltems Lead Nurturing

Administration

Step 1: Get the de...
A B 1

& Edit
Li Registrati
Qv Egeiwen = Get the details fo.. T LT
Al Add an action
% Logs
®! Wait until not set
Help

e Click on 'Delete’.

Confirm Deletion

Do you want to delete this Plan 5tep? You can't undo this
action.

Note: If Plan Step is deleted then associated plan step actions are deleted automatically.

Plan Step Action

o To Delete Plan Step Action, navigate to Manage Steps --> Click on Revise --> Select the Existing Plan
Step Action you want to delete --> Click on the ellipsis --> Click 'Delete’.
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Dynamics 365 Business Process Checklist
= 3 E [y Save “ Save & Close New plan [ Publish [‘% Deactivate @ Delete C' Refresh | Share
@ H .
b meme Lead Nurturing - ssved Draft Lead @ Bob Mike s
® Recent > Plan Status Reason | Record Type Owner
57 Pinned v Plan Details Manage Steps  Related
My Work
@ Plan Step ltems Lead Nurturing
Administration
. Step 1: Get the de...
Bl BPC Settings _
I B Plans
@ License Registration =1 Get the details fo W
Analysis Add 5 1 et
Add an actior
glet:
& Llogs
e ©! Wait until not set
=B
B User Manual

In this way Process-Type plan, plan steps and plan step actions that are no longer in use can be deleted.
Delete Plan - Checklist:

To delete Checklist-Type plans and plan steps follow the steps given below:

Plan

e To delete plans, navigate to --> Plans --> Select the Existing Plan you want to delete --> Click on the
'Delete’ Button.

Dynamics 365 Business Process Checklist

= & | E Show Chart & Edit [ Activate [ Deactivate B Assign  1® Share 0] Emailalink | v 2 Flow v
a1 Home . 7
o All Active Plans* - % Editcolumns % Edit filters Filter by keyword
(© Recent 4
& Pinned o () Priority... T~ Name™ Record Type ¥ Plan Type v Plan For ~ StatusRea... ¥ Allow Use.. ¥  Owner ¥ Modified .. ¥  Created On v
My Work | 3 Lead nurt... Lead Checklist Publish No Bob Mike 11/19/202... 11/19/202...

5 5 4 Lead Nurt.. Lead Checklist Busines... Draft No Bob Mike 11/18/202... 11/18/202...

Plan Step Items
5 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/18/202... 11/18/202...
Administration
E BPC Settings 9 Loan Verif... Application Checklist Custom... Draft No @ Bob Mike 11/19/202... 11/19/202...
I 3 Plans

@ License Registration

Note: If a plan is deleted then the associated Plan steps will also be deleted.

Plan Step

e To Delete Plan Step, navigate to Manage Steps --> Select the Existing Plan Step you want to delete-
-> Click on 'Delete Plan Step'.
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Dynamics 365 Business Process Checklist

= S - Save J Save & Close New plan ™ C' Revise D§ Deactivate @ Delete C' Refresh & Share
& H .
o ome Lead nurturlng - Saved Publish Lead Bob Mike  ~~
(D Recent s Plan Status Reason | Record Type Owner
57 Pinned v Plan Details Manage Steps  Related
My Work
E*  Plan Step Items Active Plan Steps - & Hdit E@Delete Plan Step
| 1| Name Description ~ | Wait Period Plan Parent App.. Business Pr... Stage Id (Pl Days Hours
Administration
. >v @ BCheckc. ‘ B Check ... ‘ aNo Blezdnu.. @leadnu.. 0-- a-- ao+ 8o+
@ BPC Settings
I B Plans Page 1
@ License Registration

In this way, Checklist-Type plans and plan steps that are no longer in use can be deleted.

Plan Items

Plan items are tasks and activities within a plan that a user can perform to complete a plan successfully.

Here is how users can interact with these plan items (i.e., plan steps and plan step actions):

e Auto Attach the Plan to Record
e View Record Details

e View Plan Details

e View Plan Items on Record

Auto-Attach the Plan to Record

Plans defined by the manager will automatically get attached to the records as per the matched criteria.
And whenever a new record will be created in the chosen record type the set plan for it will automatically

get connected to the newly created record.

Below is an example:

e Suppose the manager has created a plan for lead nurturing for the lead entity, where the criteria

are set as lead source as "Web".

Page 520f75




Business Process Checklist — User Manual

= ct 2 Flow
M Home
New Plan - unsaved
Recent ~
s Pinned v Plan Details Manage Steps
My Work

Details for plan
[B* Plan Step Items

Name -
Administration Lead Nurturing
[ spC Settings Description This plan is been created for lead nurturing
| £ Plans
L lEnshErsE Plan For (If not selected, the plan will be created against record)
Analysis
& Logs
Business Custom
Process Flow Groups
Help

& user Manual

Draft Lead

@ Bob Mike '

Plan detail settings
Plan Type

ype Process

Priority Order 6

Criteria for the execution of plan

Criteria Mode

Advanced

<fetch version="1

* autput-format ="xml-platform
mapping="logical" distinct="false">
<entity name="lead">

<attribute name="fullname" />

o Navigate to Sales Hub --> Go to Leads --> Create a New Lead with source as Web.

Dynamics 365 Sales Hub
= S — Save J Save & Close MNew @ Delete O Refresh Q Check Access & Qualify Ha Process & Share
[ s Tammer Brown -5 Web New @ Bob Mike |
Lead - Lead Owner
8 Contacts P P
Lead to Opportunity Sal | |
¢ Applications Active for less than one mi... Qualify (< 1Min) ] Develop O Propose B Close
Summary Details F\'Ie% Related
Sales
& Leads
I Contact Up next Assistant

[ Opportunities
A Competitors Topic® Notifications

looking for Ipods
Collateral Eirst Name® No notifications or suggestions
@ Quotes Tammer Check back later to :eed;\;}':t‘s new and stay up to
n Timeline
QOrders g

Last Name® .
B M Search timeline
B Invoices
- Brown Stakehold

akeholders

@ Products 1]

Job Title

e So, whenever the lead is created with the lead source as “Web” then the lead nurturing plan will

get attached to that lead record.
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{d Home
(© Recent
=

Pinned

My Work

@ Plans

Analysis

& Logs

v

I FF  Plan Step Items

Administration

BPC Settings

@ License Registration

R, Assign & Share

M3 Edit columns

& show Chart ¢ Edit [ Activate [ Deactivate il Delete
My Day
Open (4) Completed (3)

e Smith Parker
Open

% Identify address proof via phon...

18 Nov[E] STEP2OF2

0 Ana Justice
Oper
@, Identify address proof

18 Nov T

James Lee
Open

Q, Verify salary slip

STEP10F 2

18 NovfT] STEP10OF1

e Smith Parker
Completed

Q, Identify address proof

18 Nov [RIZ AR E
Tamer Brown
Completed

Qo Identify address proof via phon...

© 18 Nov B FXeF)
e Tamer Brown
Completed

Q, Identify address proof

© 18 Nov IR RNe ¥

e Smith Parker

Work Plan: Loan Verificati

Home Verification (1/2)

50%

CZ Email a Link

= Edit filters

2 Flow

Income Verification (0/1)

Identify address proof

This plan step is been created for checking the address p...

[0  identify address proof via phone call

>l

Miscellaneous Features:

The action can be completed by clicking on the checkbox.

Dynamics 365

Business F

hecklist

R Home
@® Recent
52 Pinned

My Work

B Plans

Analysis

=Y Logs

Help

=

v

@ Plan Step Items

Administration

@ BPC Settings

© License Registration

& User Manual

R, Assign & Share

T3 Edit columns

e Smith Parker
Open

Q. Identify address proof via phon...

18 Nov STEP 2 OF 2

0 Ana Justice
Open

Q, Identify address proof

18 Nov [T

e James Lee
Open

Q Verify salary slip

STEP10F 2

18 Nov [T

0 James Lee
Open

Qs Identify address proof

STEP10F1

& | B showcChart & Edit [ A [ Deactivate [i] Delete
My Day
Open (4) Completed (3)

e Smith Parker
Completed

Q, Identify address proof

STEP10F 2

@ Tamer Brown
Compl

Q, Identify address proof via phon...

Tamer Brown
Completed

Q, Identify address proof

° Smith Parker

Work Plan: Loar

Home Verification (1/2)

50%

[F Email a Link

2 Flow

Edit filters

Income Verification (0/1)

Identify address proof

This plan step is been created for checking the address p...

O Identify

Users can be able to skip the plan step instead of performing it.

Page 54 0f75




Business Process Checklist — User Manual

Dynamics 365

= ¢ [ show Chart ¢ Edit [ Activate [ Deactivate  [ii] Delete A, Assign  |# Share [ Email a Link | 2 Flow

(Rt Home

My Day T3 Edit columns 5 Edit filters Iter t i
@ Recent v
. Open (4 Completed (3) .
57 Pinned ~ [P0 P ) Smith Parker
e Smith Parker o Smith Parker
My Work Open Completed

Work Plan: an Ver r

@, Identify address proof via phon...

18 Nov[T] STEP20OF 2

Q, Identify address proof

Home Verification (1/2)

Income Verification (0/1)

50%

Administration

Q Ana Justice
Open

Q. Identify address proof

Tamer Brown
Completed

% Identify address proof via phon...

STEP 2 OF 2 0

Identify address proof
This plan step is been created for checking the address p..

B

BPC Settings

Plans

18 NovfE STEP10OF2

Identify adk s proof via phone call

=]
@ License Registration

James Lee Tamer Brown
Analysis Open mpleted
& Logs Q, Verify salary slip Q, Identify address proof
18 Nov[l STEP10OF1 STEP 10F 2
Help

James Lee
Open

R, Identify address proof

3 user Manual

e The user can check the progress and number of completed steps count.

Dynamics 365

= < [ showChart g2 Edit [ Activate [ Deactivate  [i] Delete | A, Assign | Share  [F) Email a Link 2 Flow
Home

oy G My Day v 03 Editcolumns 57 Edit filters ter by keyword
(© Recent v

Open (4) Completed ()
> Pinned W P P Smith Parker

e Smith Parker e Smith Parker

My Work Open Completed

Work Plan: Loan V
Identify address proof
dentify add proof

step 107 2
Administration

Ana Justice @ Tamer Brown
Bl BPC Settings Open Completed

®, Identify address proof via phon...

Identify address proof via phon...
Y P P

Plan Step ltems
. Home Verification (1/2) Income Verification (0/1)
18 Nov[E] STEP2OF2

50%

Identify address proof

This plan step is been created for checking the address p...
@, Identify address proof is plan step i 4 r ing ress p.

[% Plans
@ License Registration 18NoviT sTEP10OF2 STEP 2 OF 2 [J  Identify address proof via phone ca 3
. James Lee Tamer Brown
Analysis Oper Completed
& Logs Q, Verify salary slip ®, Identify address proof
18 Nov[E] STEP10F1 STEP 10F 2
Help
; James Lee
12 User Manual QOpen

Q. Identify address proof

e Users can mark plan steps as favorites by clicking on the icon shown below. Once marked as
favorites, users can see them in the Important Items View.
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Dynamics 365 Business Process Checklist

< [l showchart & Edit [3 Activate [ Deactivate [i] Delete | ~ &, Assign | Share [& Emailalink | v 2 Flow

Home
o My Day ~ T# Edit columns N Edit filters Fil
(® Recent ~
) Open 4) Completed (3 .

5 Pinned v P P Smith Parker

e Smith Parker e Smith Parker
My Work Open Completed

Work Plan: Loan Verification
l @ Plan Step Items Q\_,, Identify address proof via phon... QD Identify address proof

O SEaek ZD o srep o2 Home Verification (1/2) Income Verification (0/1)
Administration 0%

Q Ana Justice @ Tamer Brown
BPC Settings Open Completed Identify address proof
B Plans Q. Identify address proof Qs Identify address proof via phon... 13T [EEm S (5 22 @izl ey & nedilng) i 2l
) [z gt 18 NovfZ] sTEP10OF2 (RN sTEP 2 OF 2 [] Identify address proof via phone call

James Lee Tamer Brown
Analysis Open Completed

g logs Q. Verify salary slip Q, Identify address proof

18 NovfZ] STEP10OF1 (QRENTN STEP 10F 2

Help

Note: In the same way, you can unmark to remove favorite plan steps from the ‘Important Items’ view.

e Users can view the due date against each open-plan step. The due date can be changed as per the
requirements. due date is the date on which the plan step is set to be performed.

Dynamics 365 Business Process Checklist

= & [ Show Chart ¢ Edit [ Activate [ Deactivate  [i] Delete | R, Assign  |® Share [ Emailalink | 2 Flow v

Y Home

My Day ~ T3 Edit columns N Edit filters Filter by
@ Recent %
. Open (4) Completed (3) .
<7 Pinned v P P Smith Parker
@ Smith Parker e Smith Parker
My Work Open Completed
Work Plan: Loan Verification
| B Plan Step Items Q Identify address proof via phon... Qs Identify address proof
Home Verification (1/2 Income Verification (0/1
18 Nov[E]| STEP 2 OF 2 (GEELEVE STEP 1 OF 2 2 ©m
Administration 50%
Q Ana Justice @ Tamer Brown
BPC Settings Open Completed Identify address proof
B pians &, Identify address proof @, Identify address proof via phon... This plan step is been created for checking the address p..
@ License Registration 18 Nov[E] STEP10F2 © 18 Nov uzXelp] [J  Identify address proof via phone call

James Lee @ Tamer Brown
Analysis Open Completed

8 logs R Verify salary slip Q, Identify address proof

18 NovEEl STEP10F1 © 18 Nov Iy RN

View Record Details

Users can view the record details that he needs to follow during the course of the day without moving to
the original app (Example Sales Hub).

To view, Record Details follow the steps below:

e  Go to Plan Step Item.
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Business Process Checklist

(3t Home
() Recent e

57 Pinned
My Work

I B Plan Step Items

Administration

1

BPC Settings
3 Plans
@

License Registration

Analysis

a Logs

]EI Delete | e R~ Assign ¥ Share CZ Email a Link \ 4

& B show Chart & Edit [ Activate [ Deactivate
All Items ¥ Editcolumns %7 Edit filters
Open (4) Completed 4)

Smith Parker
Open

@, Verify salary slip

STEP10F 1

Ana Justice
Open

@, Identify address proof

STEP 10F 2
o James Lee
Open

Q, Verify salary slip

STEP 1OF 1

° Smith Parker

Work Plan: Loan Verification

Smith Parker

Completed

Q, Identify address proof

(GREA STEP 1.0F 2
0%
@ Tamer Brown l’\\’
Completed O

Q. Identify address proof via ph...

(@REENE STEP 2 OF 2
e Tamer Brown
Completed

Q. Identify address proof

STEP10F 2

Income Verification (0/1)

Verify salary slip via phone call

Home Verification (2/2)

2 Flow

Filter by

>l

e C(Click on Regarding.

Dynamics 365

Business Process Checklist

fnt Home
(® Recent
5~ Pinned

My Work

I [ﬁ‘ Flan Step ltems

Administration

[

BPC Settings
:l Flans
@

License Registration

Analysis

% Logs

< %] Show Chart f Edit 4 Activate [E, Deactivate ]ﬁl Delete | e FL Assign |2 Share 2 Email a Link \ . 22 Flow
All ltems 7 Edit columns S Edit filters Filter by K
Open () Completed 14)

Smith Parker

Open

R, Verify salary slip
STEP 10OF 1

Ana Justice
Open

R, Identify address proof

STEP 10F 2
o James Lee
Open

R, Verify salary slip

STEP 10F 1

° S@ith Parker

Smith Parker

Completed
Work Plan: Loan Verification

R, Identify address proof

(GRELTM STEP 10F 2
0%
@ Tamer Brown
Completed D

R, Identify address proof via ph...

(GRELTT STEP 2 OF 2
@ Tamer Brown
Completed

@, Identify address proof

(R STEP 10F 2

Income Verification (0/1)

Home Verification (2/2)

Verify salary slip via phone call

e Record Details will now get displayed.
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Smith Parker

) Save G Save & Close = New

Smith Parker - saved
Application

General

Related ~

[‘& Deactivate

ﬁi[ Delete O Refresh

Q Check Access

Ha Process ~ A, Assign X2 Flow ™

! | Smith Parker

! @ Bob Mike

View Plan Details

Users can view the details of plan created by the manager that he needs to follow during the course of the

day.

To view the Plan Details, follow the steps below:

Dynamics 365 Bus

Go to Plan Step Items.

ss Process Checklist

(i Home
(® Recent

s Pinned

My Work

I @ Plan Step Items

E EPC Settings

< & Show Chart &7 Edit [ Activate [ Deactivate [i] Delete |
All Items ~
hvd
o Open () Completed (4)

@ Smith Parker
Open
Q& Verify salary slip

ALY =l STEP 10F 1

Q Ana Justice
Open

Administration

@, Identify address proof

@ Smith Parker
Completed
@, Identify address proof

(GRUATM STEP 1 0OF 2

Tamer Brown

Completed

Q. Identify address proof via ph...

R_> Assign 1# Share [ Email a Link | " 2 Flow ™

7 Edit filters Filte

I3 Edit columns

° Smith Parker

Work Plan: Loan Verification
Income Verification (0/1) Home Verification (2/2)

0%

[ Verify salary slip via phone call 31

%l Flans
™) Tiezvze Rafareen (Y=l STEP 10F 2 (OREY sTEP 2 OF 2
- James Lee Tamer Brown

Analysis Open Completed

& logs Q, Verify salary slip Q, Identify address proof %
FEYYM == STEP 10F 1 @18":" STEP 10F 2

H 1 1
e Click on'Work Plan’'.
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Dynamics 365 Bu Process Checklist
= € B Show Chart f Edit [ Activate D@ Deactivate @ Delete | ~ A Assign 1 Share [ Email a Link \ i 2 Flow
O H —
e All Items - [ Editcolumns 7 Edit filters
(® Recent N
) Open (4 Completed (1) .
X Pinned N P P h Smith Parker
Smith Parker Smith Parker
My Work Open Completed
Work Plan: Loan Verification
I @ Blan Step It Qg Verify salary slip Q._, Identify address proaf
an Step Items
— Income Verification (0/1) Home Verification (2/2)
ALY =] STEP 10F 1 (RN STEP 10F 2
Administration 0%
Ana Justice @ Tamer Brown
B BPC Settings Open Completed [ Verify salary slip via phone call 3
B Plns Q, Identify address proof Q. Identify address proof via ph...
@ License Registration (M= sTEP10F 2 [QRERE sTEP 2 0F 2
- James Lee @ Tamer Brown
Analysis Open Completed
§ Logs % Verify salary slip Qg Identify address proof
(Y M=N sTeP 1 0F 1 [@RELEY sTep10F2
Help

e  Plan Detail will now get displayed.

Loan Verification
[ Save J Save & Close = New plan O Revise D.! Deactivate @[ Delete O Refresh Q Check Access &, Assign

Publish Application @ Bob Mike

Status Reason | Record Type Owner

Loan Verification - saved

Plan

Plan Details Manage Steps  Related

b

Details for plan Plan detail settings

Name " Loan Verification € Plan Type Process

Description ©  This plan is been created for the loan verification process Priority Order

Plan For (If not selected, the plan will be created against record) Criteria for the execution of plan

Criteria Made

View Plan Items on Record

Once the conditions are satisfied, the plan will be automatically attached to the records and users can
follow this plan while handling the records.

e Plan items will appear on the selected record as shown below. In addition, users can perform the
various steps of the attached plan during the course of their day.
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€ EI = Save “ Save & Close = New ]E Delete O Refresh Q Check Access &S Qualify EH Process X Disconnect sequence
Peter Henery - Saved Partner Warm  New Sam Henderson v
Lead - Lead Lead Source Rating Status Owner

e 7~ 7~ =
Lead to Opportunity Sal... % @ U J O 5
Active for 8 days = Qualify (8 D) O Develop & Propose B Close

Summary Details Files Related

Contact e I e [y
Timeline + Y E : Business Process Checklist

Topic* A2 Search timeline

Work Plan: Lead Nurturing

Osmois System

j Enter a note... @

First Name* troductionrat

7 Email from Sam Henderson
Peter : £

Partner Email Verify detail o & -
Last Name* This is partner email. Thank for the interest and take the

Overdue 6/28/2022 7:59 PM product/services and the team..

Henery
Job Title Setup demo call
SE

Business Phone

Data Migration

Managers can migrate the already created configurations, plans, plan steps and plan step actions from one
environment to another instead of manually creating the same configurations in another environment of
their choice.

How to migrate configurations, plans, plan steps, and plan step actions from one environment to another.
The process of migrating configurations from one environment to another can be divided into two parts:

e Export configuration from one environment
e Import the same configuration into another environment

Export configurations from one environment to another:

To export configurations from one environment to another follow the steps given below:

Before exporting the configurations, create a custom view on 'Business Process Checklist configuration' in
the environment from which the configuration is to be moved in the following way:

o Navigate to Settings --> Customizations.
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Dynamics 365 « Settings v Business Management

Settings

Business Customization System

Business Manageme...
Templates

:E Product Catalog

\\y Mobile Offline

E Sync Error

e C(Click on 'Customize the System'.

Dynamics 365 Settings v Customizations

Customization

Which feature would you like to work with?

.Q_' | Customize the System |

| ‘ »  Create modify, or delete components in your organization. Components include entities, fields, relationships, forms, reports, processes,

and others.

(g ,_—1}1 Solutions

i' Create, modify, export, or import a managed or unmanaged solution.

Themes
Adjust your organization's colors. Create, change, or delete themes that are used in your organization.

e Navigate to Entities --> Business Process Checklist --> Views.
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Power Apps

-
F x| Save and Close Ex
4

Solution: Default Solution

| 3?‘ &7 Information

Solution Default Solution

gjslnformat]un

F,; Components

I & Entities ]
ﬁ Option Sets
"9 Client Extensions
ﬂ Web Resources

ﬁ. Processes
2 Plug-in Assemblies

2| Sdk Message Processing Steps
l?r Service Endpoints

ﬂ Dashboards

E Dialog Boxes

j Reports

% Connection Roles

Q Article Templates

L_'q Contract Templates
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o New Alerts (4) Latest: You've got an alert for the mailbox "Williams Smith’. Yesterday &01 P Wiew Alerts x
H 2, save and Close Eéj Show Dependencies jire! Export Selution ? Translations = _0 Publish All Customizations HActions - &) Help =
= Solution: Default Solutior
I} | %" Information
Solution Default Solution
Component Type | A hd
oo =
> Booking Alert St - . F—_— E] ", - = - I X -
. Booking Change ] New - )( Delete _é ublish Eéj Show Dependencies = Solution Layers [ Managed Properties
’ E'C:'k."gm"ma O Display Name 4 Name Type State Customizable..| C()
> Booking Rule -
> Booking Setup Met... .
'I?E i g Stat I F Contact suggestion ru..  Managed True
> »00KINg >13TUs
> Bocking Timestamp .
Ect Channel F; - F Contact suggestion ru..  Managed True
> 01 Chann WegIsTr...
> _&E-c:t Session -
N _&E-cttvt»t -& Contact suggestion ru... Managed True
> | @ Business Closure .
4 [{f] Business Process Ch -& Solution Compenent ..  Managed False
= om:_ {7)
F Contact suggestion ru...  Managed True
& Solution Compenent ..  Managed False
F Solution Compenent ..  Managed False
2 N:N Relationshi... F Solution Compenent ..  Managed False -
[ Business Rules D
.ﬁ./ Hierarc
[53] Dashboards 1- 50 of 11903 (0 selected) ld 4 Pagel p

e C(Click on 'New' to create a new view.

\ﬂ &';II Save and Close EEE Show Dependencies E Export Solution
ile

Solution: Default Solutior

Lgﬂ ## Information

Solution Default Solution

e =
> Booking Alert Status
» Booking Change
» Booking Jouma
» Boocking Rule
> _& Booking Setup Met...
> |™ Booking Status
> Boecking Timestarmp
» _& Bot Channel Registr...
# _&E-ct Session
> | g BotContent
# _& Business Closure
F Business Process Ch...
E Forms
:|-| Views
ni‘] Charts
& Fields
l_ﬂ__| Keys
=

View:

] Mew I x

J MName

Al Active Views

Maore Actions -

f,.;"ans ations -

Type

_;} Publish All Customizations

State

e Enter an appropriate name for the view and click 'Ok’ to proceed.
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View Properties

Provide Information for This View

Provide a name and description for this view, For public views the name will be visible
to users in the View list.

Mame ¥ [E}:pu:ur‘. ‘u‘ieu'.{
—

Description

e C(Click on 'Add Columns'.

I @ savess [ Save and Close i@ Help =
L] i‘
@ Export ‘Uiew Working on solution: Default Solution
Mame &

Common Tasks

« -

5 View Properties

E'E; Custom Controls
7 Edit Filter Criteria
fFa Configure Sorting

View results are displayed here

FF Add Columns

G Remove

e You can keep the following column names disabled - Created by, Created by (Delegate), Created
on, Modified by, Modified by (Delegate), Modified on and Record created on.
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Add Columns

Select the columns to add to this view.

Record Type

Display Name &

Activity Types

ool Q

Created By

Created By [Delegate)

Created On

[ el |
[N <

Is Activity Updated
Is Configure
Logical Mame

Maodified By

Add Columns

Select the columns to add to this view.

Record Type

(<<

Display Name &
Is Configure

Logical Mame

BEaQOO0O

Modified By
Modified By (Delegate)

Modified On

yact [ype Lode
Owner

Owning Business Unit

Business Process Checklist Configurs

Mame
ikl_supportedactivitytypes
createdby
createdonbehalfby
createdon
ikl_isactivityupdated
ikl_isconfigure
ikl_logicalname
rodifiedby

Business Process Checklist Configurz %

Mame

ikl_isconfigure
ikl_logicalname
modifiedby
modifiedonbehalfoy
modifiedon
ikl_objecttypecode
ownerid

owningbusinessunit

Type

Multiple Lines of Text
Lookup

Lookup

Date and Time

Twio Options

Two Options

Single Line of Text

Lookup

Type

Two Options
Single Line of Text
Lookup

Lookup

Date and Time
Whole Mumber
Crwiner

Lookup

0K Cancel
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Add Columns

Select the columns to add to this view.

Record Type

Display Name &
Modified By

Modified By {Delegate)
Maodified On

Object Type Code
Cwner

Owning Business Unit

Record Created On

doleseoooe

Sample Record

Click 'Ok’ to proceed.

Add Columns

Select the columns to add to this view.

Record Type

|
O
|
|

Display Name &
Modified By

Modified By {Delegate)
Madified On

Object Type Code
Crwner

Owning Business Unit
Record Created On

Sample Record

Mame

modified by
modifiedonbehal foy
modifiedon
ikl_objecttypecode
owmerid
owningbusinessunit
overriddencreatedon

ikl_isamplerecord

Mame
modifiedby
modifiedonbehalfoy
modifiedon
ikl_objecttypecode
ownerid
owningbusinessunit
overriddencreatedon

ikl_isamplerecord

Business Process Checklist Configurs »

Type

Lookup
Lookup

Date and Time
Whiole Mumber
Crwiner

Lookup

Date and Time

Twao Options

Business Process Checklist Configurs »

Type

Lookup
Lookup

Date and Time
Whale Mumber
Crermer

Lookup

Date and Time

Two Options

Cancel
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Click 'Save/Save & Close' icon to save this view.

ﬁ
n E Save As Hl Save and Clcﬁ

= Export View

=

—

@ Help -

Working on solution: Default Solution

Name a | Activity Types | Is Activity Updat...  Is Configure Logical Name Ohbject Comman Tasks
« o
5§ View Properties
E'E; Custom Cantrols
View results are displ ayed here p Edit Filter Criteria
2 Cenfigure Serting
FF Add Columns
F5} Change Properties
4 3
G Remaove
e You can see the view that has just been added.
View: Al Active Views w
:]Neu }( More Actions -
O | Name | Type | state | customizable..| Description D)
F
Active Business Process Checkli... Default Public view Managed True
Business Process Checklist Con...  Advanced Find View Managed True
Business Process Checklist Con...  Associated View Managed True
Business Process Checklist Con...  Lookup View Managed True
O Export View Public View Unmanaged True %
Inactive Business Process Chec...  Public View Managed True
Quick Find Active Business Pro..  Quick Find View Managed True .
] »

Click on 'Publish All Customizations'.
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i | Power Apps

£y Publish All Customizations I @iHelp -
- | X

> Business Process Checklist Configuration
4 Views

Solution Default Solution View: Al Active Views

i -
» [E8§] Booking Alert Status  *
Mew

2 Booking Change :l : X
i E'Cc'k."gb""a O | Name Customizable..| Description @)
-+ [s81| Booking Rule =
- [ Booking Setup Met... e Publishing customizations... ]
> |* Booking Status Active § True
> Booking Ti mp
2 _@ Bot Channel Registr...
> _&E-c:t Session d .
. _@E-c:th:"t“t : Busine TOLESS CIICCRITST O, ASSULIaied vicer aages True
> _@ Business Clos
4 Business Process Ch...

= views Expart View Public View Unmanaged True

il Crarts N .

(= Fields Inactive Business Process Chec...  Public View Managed True

mKE}'S

=3 1:N Relatio

3‘:1 N:1 Relationships
o . I -

Busined True

Business Process Checklist Con... Lookup View Managed True

uick Find Active Business Pro.. uick Find View anaged rue
Qi | Active B B Qi 1\ M T

e Go back to Business Process Checklist application --> Business Process Checklist Configurations -->
Select the Export View.

Dynamics 365 Business Process Checklist

=]

@- A new version of this app is available. Please refresh to update

— < |f1~_—| Show Chart Mew ]E Delete | e C_:' Refresh Vi
{at Home . . . . .
Active Business Process Checklist Configurations
(X) Recent v
¢ | Search views
5% Pinned N 1
Active Business Process Checklist Configurations Default
My Work
Export View 0,
[E" Flan Step ltems q‘ﬂnj
nactive Business Process Checklist Configurations
Administration ") Reset default view
B BPC Settings & Manage and share views

:;l Plans
(@)

License Registration
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e Click on 'Export to Excel'.

Dynamics 365 Business Process Checklist

(@) Anew version of this app is available. Please refresh to update

= £ [ Show Chart New @ Delete ‘ e C‘ Refresh | Visualize this view ] Email a Link \ ~ 2 Flow Run Report
@ Home . —
. Export View [ Editci @8 Excel Templates word
o
() Recent v
=)
— ; |ﬂ] Export to Excel | >
% Pinned o O NemeTv Activity T.. ~ s Activity.. ¥ IsConfig.. ¥  logicalN.. ¥  ObjectTy.. ¥  Owner~ [ty Status Re
@3 Import frem Excel |
My Work Case [{"Logical... No Yes incident 12 @ Williams . Active
B Plan Step Items Lead [{"Logical... Yes Yes lead 4 @ Williams ...  sefinal No Active Active
Opportunity [{"Logical... Yes Yes opportun... 3 @ Williams ...  sefinal No Active Active
Administration -
B BPC Settings
3 Plans

@ License Registration

Dynamics 365 Business Process Checklist

(©) Anew version of this app is available. Please refresh to update.

= (S B Shew Chart New @ Delete ‘ hd C_:' Refrash | Visualize this view  [F] Email a Link \ o 2 Flow Run Report

@ Home . —

- TF Edit word
Export View TR g

(® Recent s

P o O Name T~ Activity T.. ~  Is Activity.. ¥ IsConfig.. ~ LogicalN.. ¥  ObjectTy.. ¥~  Owner~ @] Open in Excel Online

Status Re

3 Static Worksheet
My Work Case [{"Logical... No Yes incident 112 @ Williams | H @ Active

1 Static Worksheet (Page only)
[BF Plan Step ltems Lead [{"Logical... es Yes lead 4 @ Williams .. Active
- 3 Dynamic Worksheet
Opportunity "Logical... es Yes opportun... 3 clh Williams .. Active
Administration o ! o PP Sl ' [ Dynamic PivotTable

[l BPC Settings

After clicking on 'Export to Excel’, file with an extension ".xIsx' will be downloaded. Open this file
and save it as .csv format in the system.

e C(Click 'Ok'.
Once you have successfully created the .csv version of the exported file, let’s proceed to import
operation.

Import the same configuration in another environment:

To import the same configuration in another environment, follow the simple steps given below:

e Login to the other environment to which we want to import the template --> Navigate to Business

Process Checklist application --> BPC Settings --> Business Process Checklist Configurations.
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Business Process Checklist

Get started with Business Process Checklist

Take your business to next level with Business Process Checklist, designed to help your team work less and sell more. Learn more

Enable Record Types
Choose record types from available record types list and enable it for Business Process Checklist. Learn more

-+ Add Record Type
Manage Work Plans
Create work plans for activities to guide users during their course of the day. Each plan consist of series of steps that users can follow. Learn more

Manage Plans

Dynamics 365

{2t Home
C'-:) Recent
s Pinned
My Work

iy

Plan Step Items

Activities
Y Dashboards

Administration

BPC Settings

Select a table to search X

IScm'_r‘ tables ‘

Expired Pr

Inagic Lic
Knowledge Articles
Plan Step Actions

Plan Steps

Plans

Record Plan Steps

Record Plans

Business Process Checklist

& | [ Show Chart

“+ New () Refresh

Tl Delete | s | visualize this view

Active Business Process Checklist Configurations*
Name T v

Logical Name v Owner v

No data avai
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o Import the same .csv file.

Dynamics 365 Business Process Checklist

= & [ ShowcChart 4+ New  [i] Delete ‘ ~ () Refresh ] Vvisualize thisview [} Emailalink | ~ &2 Flow Run Report -
) Home . . . . . N
Active Business Process Checklist Configurations* v 3 Editcolu ¢ Excel Templates 5 1
®© Recent Y
B3 Export to Excel
2 Pinned o Name T v Logical Name v Owner v Modified (
[ xil \mpo%ﬂm Excel
My Work

B Plan step Items
Activities
¥ Dashboards

Administration
No data available

BPC Settings
g
B Plans

@ License Registration

Dynamics 365

= € |55 New i Delete | Visualize this [Z) Email a Link 2 Flow Run Report
{dt Home . . . . T & - .
Active Business Process Checklist Configurations 3 Edit colu Back

(© Recent N

. Mame T v Logical Name v Owner ¥ Modified | @3 Import from Csv

5 Pinned N J’--
@ Import from XM

My Work

Plan Step ltems
Activities
5% Dashboards

Administration N labl
o data available

B

BPC Settings

Plans

e @

License Registration

e Click on Chose File and Browse the .csv file.
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Import from CSV X

File Upload

Owner For Imported Records

Select Owner For
Imported Records

@ Williams Smith (Offline)

Import from CSV s

File Upload Choose File | No file chosen

Owner For Imported Records

Select Owner For

Imported Records @ Williams Smith (Offline)

& open b4
» ThisPC » Downloads » v O Search Downloads
ThisPC » D load ] O Search Download:

Organize ~ Mew folder - @ @
m o os A Name Date modified Type “
- ~ Today (1)

e | Export View 11-18-2022 3-50-36 PM.csv 18-11-2022 15:52 Microsoft Excel Comma Separated \Fal.l
[ ol | ¥ TS
- — B el s 0 B ——— 7
- — N — —
8 el -
ke Pl ol 5 ™ A0
- am mm Bl = T L]
B E s B
o, w— [ e ] n B
P | i Bt S SR & wim v
v o« >
File names | Export View 11-18-2022 3-50-35 PM.csv | [Microsoft Excel Comma Separa ~

e Click on NEXT.

Page 720f75




Business Process Checklist — User Manual

Import from CSV X

File Upload Choose File | Export View...0-36 PM.csv

Owner For Imported Records

Select Owner For

Imported Records @ Williams Smith (Offline)

== -

e C(Click on Review Mapping.

Import from CSV
@ You're about to import Export View 11-18-2022 3-50-36 PM.... 1KB

Import Settings

Alternate Key

| Select An Alternate Key A ‘

Delimiter Settings

Data Delimiter

| Quotation mark (“) ¥ ‘

Field Delimiter

| Comma (,) v‘

First row contains column headings

Duplicate Data Settings

Allow Duplicates @ No

i

ack

e Click 'Finish Import' without changing any of the below fields.
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Import from CSV

@ You're about to import Export View 11-18-2022 3-50-36 P... 1KB

Map each column from your source file to an entity field in Dynamics
365,

Name Your Data Map ~ | (iDelete

Map Attributes Show All hd ‘

Primary Fields

Name * ©@ ‘ Name "|
Activity Types & | Activity Types "|
Logical Name * @ ‘ Logical Name "|

Optional Fields

Source Fields Dynamics 365 Entity Fields
(Do Not Madify) ID = © ‘ Not Mapped V|
(Do Not Modify) .. (@ | Not Mapped v|

[ ]

e Click on Confirm.

Submit Data %

The wizard detected one or more unmapped fields. Do you want to ignore the unmapped
fields and continue?

e C(Click on Done.

Page 74 0f 75




Business Process Checklist — User Manual

Import from CSV

Your data has been submitted for import

In this way, users can export configuration from one environment and Import the same configuration into
another environment.

Contact Us

M/S. INOGIC TECH (INDIA) PVT. LTD.
A/301, Everest Nivara InfoTech Park,
TTC Industrial Area, MIDC, Turbhe
Navi Mumbai, Maharashtra 400705
INDIA

E-mail: crm@inogic.com

Skype: crm@inogic.com

Twitter: @inogic
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