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• Co-founder and Chief 
Customer Officer, Karbon

• 25+ years experience in 
technology & process 
improvement

• 15+ years in leadership 
with Karbon, Xero, and 
Intuit

Ian Vacin, Co-founder

Our Guest
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Thank you to this episode’s sponsor!

Business planning, cash forecasting, and financial 
performance tracking for small businesses and startups
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Agenda

Welcome!

How to easily document your processes

Let’s raise a toast! This month’s app sponsor: 

Heather and Liz’s coolest thing we did this month

Preview of our next episode!



@qbappyhour                                                                                                                   www. theappyhour.com

How to easily 
document your 
processes
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Documenting 
your processes 

takes time
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Not documenting 
your processes will 

take longer



@qbappyhour                                                                                                                   www. theappyhour.com

Components of 
a process
Who

What

When

Where

How

Additional Details
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How much 
detail do 
you need?
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Process 
Mapping 
Examples
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Process Mapping Apps
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Apps to Record Processes
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Record video 
tutorials for your 
team and clients
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Karbon Templates

https://karbonhq.com/templates/appy-hour-ecosystem-template-pack/
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It’s Time to Raise a 
Toast to:
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Ingredients:
•1 sugar cube

•3 dashes Peychaud’s Bitters

•2 ounces rye whiskey to taste

•1/4 ounce absinthe (or anise liqueur)

•Lemon twist, garnish

Instructions
-Chill an old-fashioned glass by filling it with ice. Let it sit while you prepare the rest 
of the drink.

-In a mixing glass, soak the sugar cube with the bitters and muddle to crush the 
cube

-Add the rye whiskey and stir.

-Discard the ice in the chilled glass. Rinse it with absinthe. Pour a small amount 
into the glass, swirl it around, then discard the liquid.

-Pour the whiskey mixture into the absinthe-rinsed glass.

-Gently squeeze the lemon twist over the drink to release its essence. 
Traditionalists typically discard it and rarely drop it into the glass; lay it on the rim 
as a garnish if you like.

-Serve and enjoy.

Karbon Sazerac
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Demo
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10 Steps to 
Building a 
Workflow

Step 1: Create new template and specify Name and Description

Step 2: Specify work type in the Details tab

Step 3: Go to Tasks and add your documented tasks

Step 4: Move tasks into sections (if possible)

Step 5: Involve the client by adding client tasks

Step 6: Add roles to tasks

Step 7: Add due dates to tasks

Step 8: Optimize by leveraging nested tasks and additional sections

Step 9: Automate the workflow using Tasklist Automators

Step 10: Go to Budget and add time & budget details

Publish, test, and use!



Work Management 
Software for
Accounting Firms

GET STARTED

karbonhq.com

http://karbonhq.com/


karbonhq.com

Break free from your inbox with email embedded in your workflow.
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Visualize firm efficiency, output and KPIs to drive better behavior.
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Gain unparalleled visibility over your team’s work and progress.
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Manage budgets, actuals, timesheets and analysis where the work happens.
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Standardize repeatable processes with workflow templates.



karbonhq.com

Choose from over 200+ templates: www.karbonhq.com/templates

http://www.karbonhq.com/templates
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Liz and Heather’s 
Coolest thing
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View recorded episodes

Connect with sponsors

Get drink recipes

Read our blog

Send us a message ☺

Visit our website 
theappyhour.com
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DON’T FORGET TO:

Visit our sponsor’s website!

Join The The ‘Appy Hour Lounge Facebook Group

https://www.facebook.com/groups/qbappyhour/

Register for Zoom so you can join the fun!

https://twitter.com/qbappyhour
https://www.facebook.com/qbappyhour/
https://www.youtube.com/channel/UCGSt_CCtLG9_r2nOixaoU4g
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Upcoming 
Episodes

• 6/8/2021 – Karbon The Essentials of Documenting, Standardizing & 
Automating your Critical Processes 

• 6/22/2021 – AR Collect Increase Cash Flow by Managing you’re A/R Risk

• 6/29/2021 – AR Collect Deep Dive Learn to fully automate your clients’ 
A/R

• 7/7/2021 – ADP Partnership Model Options Deep Dive 




