
We are excited to have your firm joining our community. Thank you for
completing the order form, it has now been processed.

Being part of the Business Fitness community means you are joining
hundreds of accounting firms who are simplifying and automating
business processes to improve efficiencies.

This information pack will provide you with additional information and
helpful resources to get you started. We recommend you save this
information pack for future reference.

Your dedicated Account Manager will be your primary point of contact
and is supported by a Australian based support and development team.

If you have implementation or training services, our team will contact
you within three working days to take you through the next steps and
organise a time to book in your training.

About us
For over 20 years, Business Fitness has been focused on delivering
solutions to standardise the compliance process and we look forward
to working with you on this new and exciting phase for your firm.

The team at Business Fitness pride themselves on providing the best
support and service, so please feel free to reach out to the team if you
need any assistance.

Monthly Tasks - Knowledge
1. Have you added any new documents that need to be approved? 
2. Have you run the latest content update and reviewed the new documents? 
3. Do any existing procedures or templates require updating? 
4. Do you need to update or edit any existing Merge 2 letters? 
5. Have you inactivated any documents that are no longer required? 
6. Do you need to modify, add or delete any topics in knowledge? 
7. Have you run the content utilisation report for the month? 
8. Are there any HowNow software updated to be completed?

Monthly Tasks - Records
1. Do you need to create any new standard record titles? 
2. Have you run the monthly records utilisation report? 
3. Have you reviewed your accepted file types? 
4. Do you need to update excluded domains for emails?

Monthly Tasks - Options
1. Do you need to update any existing user profiles? 
2. Do you need to review the recycle bin? 
3. Do you need to update any of your system option settings? 
4. Have you checked that the database refresh is working correctly? 
5. Are there any HowNow software updates to be completed?

Monthly Tasks - Employees
1. Do you need to update any existing user profiles? 
2. Do you need to inactivate any employees? 
3. Do you need to review any position types? 
4. Do you need to update team members security?

Annual Tasks
1. Do you need to review your filing structure for the new year? 
2. Is everyone on the latest add-ins? 
3. Do you need to add team security to any new folders? 
4. Do you need to change any passwords on team security? 
5. Do you need to update any team member privileges?

HowNow Administrator Checklist

https://hownowhelp.businessfitness.com/support/home
https://hownowhelp.businessfitness.com/support/solutions/articles/5000870369-monthly-tasks-knowledge
https://hownowhelp.businessfitness.com/support/solutions/articles/5000870370-monthly-tasks-records
https://hownowhelp.businessfitness.com/support/solutions/articles/5000870371-monthly-tasks-options
https://hownowhelp.businessfitness.com/support/solutions/articles/5000870372-monthly-tasks-employees
https://hownowhelp.businessfitness.com/support/solutions/articles/5000870373-annual-tasks

