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LEARNING

OBJECTIVES

EMPOWERED

1. Learn how to automate
notifications for staff and applicants
at key points in a process

2. Explore workflow examples,
including award notifications, status

updates, and reminders

3. Build workflows step-by-step using
the workflow editor

4. Create effective email templates
with best practices for clarity and
engagement
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LET’S GET STARTED

* Must be a System Customizer in your akoyaGO Environment

—System Customizer gives you access to PowerApps, which is the “behind the
curtain” of your CRM.

Best Practice

It’s encouraged to have a limited number of Users as System Customizers and
have those Users communicate with each other and impacted staff before
making changes.
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UNDERSTANDING
WORKFLOWS
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UNDERSTANDING WORKFLOWS

* make.powerapps.com
—Ensure you are in your akoyaGO / “Production” environment

= -
akoya Power Apps £ Search 2 ak‘,yagg'im Q & ?  NoahHayden ('@
Select environment X

Spaces to create, store, and work with data and apps.

I A Home
" H H Learn more
N Let's build an app. What should it do?
i % Search Filter
Collect RSVPs Track sales leads List inventory Manage inspections L Y
@M team Environment
akoyaGOinc
B Apps v Build apps with Dataverse (2)
Use everyday words to describe what your app should collect, track. list, or manage ... Your role.
(B Alhub Maker with data access .
v akoyaGOinc
Data platform
R Dataverse i
f  Tables Empowered Foundation
This feature uses generative Al See terms Environment type
Flows v Other environments (1)
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UNDERSTANDING WORKFLOWS

» Solutions

—Ensure you are in your akoyaGO /
“Production” environment

—Open your foundation’s custom solution

Best Practice

Create all customizations in a custom solution
to differentiate from out-of-the-box features.

Custom Solution Knowledge Article
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AKOYAGO  pover app:

ﬁ:h Hom
—|— Creat
I Lea
B Apps
{3 Alhub
B Table
o®  Flows
2
Mor:
& Power Platform

—+ New

solution € Import solution ] Open AppSource

Solutions

Current preferred solution X

@ Common Data Services Default Solution

Manage

Display name

Test Foundation Custom Selution

Custom Solution
Common Data Services Def...  Preferred sclution

Default Solution
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UNDERSTANDING WORKFLOWS

-+ New |'-T5 Add existing ~ [ Publish all customizations

 Create a New Process ro— Y
_CIiCk +NeW B App » om Solution > All }

15 Automation » o™ Cloud flow
Name

_Automation = Card & Custom connector

akoya_request

il Dashboard > F Dataflow
—p
rocess [l Report @ Desktop flow
_Workflow i= Rules > Jx Function
J Security > B Process > | 4 Action
E Table » ] Business process flow
More 7 > Workflow
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UNDERSTANDING WORKFLOWS

* Create a New Process New workflow X

- Na me your prOceSS Display name *

Empowered 2025 - Send Quarterly Newsletter

— Select the table you want to run this process on
Table *

— Run workflow in the background (default)
— Start from Blank
Run workflow in the background

- CI|Ck Create (recommended)

@ Power Automate supports asynchronous flows,
create Automated, Instant, and Scheduled.

Mailing List Member

Best Practice

Start from
i 9 Blank
When naming custom processes, start the name ®
with “*Your Organization’s Acronym™ -”. ) Templsts
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UNDERSTANDING WORKFLOWS

* Create a New Process Entity Yag It

Category Workflow

—Switch the Scope to
Organization

Options for Automatic Processes

Scope User
—Now, this workflow will be

available to the full staff.

Start when: | User
| Business Unit
| Parent: Child Business Units
Organization

| Record is deleted Crganization
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UNDERSTANDING WORKFLOWS

* Create a New Process
—Determine how you want this
flow to run:
o As an on-demand process
o When a record is created
o When a record status changes
o When a record is assigned
o When record fields change
o When a record is deleted

E POWERED
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Available to Run
L

Run this warkfiow in the background (recommended)

Az an on-demand process

—_—
¥
—_—
¥

Az a child process

Options for Automatic Processes
Scope Crrganization
Start when: " | Record is created
| Record status changes
:- Record is assigned
Record fields change Select

: Record is defeted
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UNDERSTANDING WORKFLOWS

Workflow Triggers Common Use Cases
* Automatic « Automatic
* On Demand (Manual) — Confirmation email
« Both — Report reminders
—  Runs automatically and — Internal staff notifications
can be manually «  On Demand (Manual)

triggered as well
— Award Emails

— Requests for more information

— Donation Acknowledgement in special circumstances

 Both

— When, in addition to an automatic trigger, we have an exception to run
manually (report reminders).
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UNDERSTANDING WORKFLOWS

» Create a New Process Select Fields « §
Select the fields that the process will monitor for changes.
L] .
—If selecting when record fields
L] L]
change, select which field changes Sl L
. . O City akoya_city Single Line of Text a el
should trigger this workflow to run. i
L Contact akoya_contact Lockup
[0 Created By createdby Lookup I
[0  cCreated By (Delegate) createdonbehaifboy Lockup
E [ Created On createdon Date and Time R
[0 Date Address Updated akoya_dateaddressupdated Date and Time
O De-Dupe By akoya_dedupeby Option Set
O oonor akoya_donor Lockup
[0 Donor Constituent akoya donorconstituent Lookup
[0 Email Address akoya_emailaddress Single Line of Text v

o I
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Understanding Workflows

. { =lste thic chan
_. J-"‘-'|T'ISEI"t' >\ Delete this step

‘ Create a NeW PrOCeSS Check Condition
—What action do you want performed?

Wait Condition

o Check Condition: Used to determine if the record
satisfies the criteria of the flow

Parallel Wait Branch

Create Record

o Wait Condition: Used when you want the flow’s ;i
i 1 1 1 1 Assign Record
action to wait until a criterion has been met Smjw
o Create Record: Used when creating email drafts Stert Chld Workfow
Perform Action
o Send Email: Used when the email should be sent Change Status
immediately Stop Workflow
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Sending an Email using

SCENARIO 1 a CRM Workflow
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CREATING A CRM
EMAIL TEMPLATE
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CRM EMAIL TEMPLATES

ak yam akoyaGO

 CRM Email Templates

&  +New ~ [I] Delete ~ () Refresh | Visualize this view : # share v
L]
—Tools area = Email
T I t ™ Email Templates I All Email Templates + B Y | R Filter by keyword @‘
e p a es &y Committee Memb...
[ Title 7~ Template Ty... ¥ Viewable By ¥ Language~  Repl.. v

o 'Y Fiscal Years
Cl I C k + N eW D Account Reconnect Constituent Organization English (U...

& Outcome Measures

2 Programs []  Bulk Deletion Task Completed With Failure... System Job Organization English (U...
B8 Project Areas []  Bulk Deletion Task Completion Template System Job Organization English (U...
= Scholarshi
' SHRRREE [J  Bulk Deletion Task Failed Template System Job Organization English (U...
Service Areas
[]  Case Auto Response Case Organization English (U...

@ 990 Regions

GOfund

Tools <

Rows: 87

2025 | USER CONFERENCE | DETROIT, Ml

E'“POWERED akoya



CRM EMAIL TEMPLATES

* Creating the Template Crentean emtl it
—Name your template Termplte name
—Permission level |
—Category e e St
—Language

Best Practice

When naming custom email templates,
start the name with “*Your
Organization’s Acronym* -”.

E POWERED

2025 | USER CONFERENCE | DETROIT, Ml




CRM EMAIL TEMPLATES

* Enter a Subject for this email.

—This will be the Subject line for all emails
sent to specified recipients.
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Email Template: Template
Empowered 2025 - Newsletter Emai...

Template Editor (Preview)  Attachments Related

Details

Name “ Empowered 2025 - Newsletter Email Template
Permission level Organization

Category 0 User

Language * English (United States)

Description

Subject - Empowered Foundation - Quarter 1 Newsletter

@ Subject: Required fields must be filled in.
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CRM EMAIL TEMPLATES

* Begin designing your email template

— Use the Toolbar to edit Rich Text, Insert Images, or Format Spacing
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CRM EMAIL TEMPLATES

* Dynamic content

—For custom entities or
fields, you need to follow a
specific syntax

Dynamic Values in Email Templates

Knowledge Article
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Test - saved
Email Template - Template -

Template Editor Attachments Related

Details

Name " Test

Permission level Individual

Category E User

Language * English (Unitec States)

Description GOapply Invite

Subject GOapply Invitation {!User:Full Name;}
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CRM EMAIL TEMPLATES

* Begin designing your email template
—Attachments

o Upload directly from files on your computer
o Will attach a file to all email recipients

» Save & Close!

Email Template: Template ™" Owner *

Empowered 2025 - Newsletter Emai... @ noan Hayden (Avsilable x 0
Template  Editor (Preview) Attachments Related ~
}- MNew Attachment ° Flow ~ B Seeall records Show As
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BUILDING A WORKFLOW
TO SEND AN EMAIL
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

* Create a New Process
—Create a "Check Condition" that fits your ideal scenario.

—When sending an email using a workflow, select "Send Email" as the step.

—Select "Use Template" to use a CRM template, and the entity will default to the entity
the workflow is built on.

HESIERRN | “-ainsert + X Delete this step.

Best Practice ¥ Check if Status Reason is Denied by Program Officer

Ut|||Ze the Wh|te teXt area to If Concept:Status Reason equals [Denied by Program Officer], then:

describe the action that is being Qi -cidenial emal

performed. Send email: [ Use Template V] | Concept v] Set Properties
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

* Create a New Process  Diuienintrrimeesiiar st um e
—Click “Set Properties” to
determine which User will for 1 ]
send the email. K 8 Nooh Fros -
o If this email should always . © e 612336 506

come from the same User, N Look Up More Records
enter their name.

E'"POWERED akoya
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

* Create a New Process
—Click “Set Properties” to determine which User will send the email.

o Dynamically pull in a User that is assigned to this record

Form Assistant * T : ; 25 - s 9
Form Al > orm 1S ; ] Process: Emp.uwera:d 2025 - Send Quarterly Newsletter
~ Send Email Using Template
Dynamic Values ~ Dynamic Values ~
. 5 - - . = Form Assistant 2
{7 lues - TS | File Name
e Click Add ic v ===
Operator: Operator: o T ‘ o) Dynamic Valies -
Set to v Set to v
to create to Insert " | =
Look for: Look for: Setto -
Mailing List Member v t h e Mailing List Member v t h e Bee [ =] Look for:
Owner ~ Owner - Template Type Global Template ~ ool o L
o o Owner v
Cratea ey Dynamic ga Dynamic 8 el Al Language Emal Templates ~ + c— > s
Created By [Delegate) AR (& Run Workfiow.., | [F] Start Dialog 0-00f0 M 4 Pagel p X | &8
Modified By ‘ eXt . Owner{Mailing List Member) a eXt. O | vitle | Template Type ro &
Modified By (Delegat
odified By (Detegate) Deprecated - GOdonate Donation Confirmation ... Global -
-
o | - Empaowered 2025 - Newsletter Email Template Global Diefault value: =
wning User ~
|l’°“"": o “‘:m Default value: GOapply - Approval/Denial Email Response to R...  Global This em:
- = o

OK OK
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

 Create a New Process

—Within “Set Properties’,
determine who receives
the email

o Dynamically pullin a
recipient that is
assigned to this record,
and ensure this record
has an email associated
with them

E POWERED
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! File Name
From {Owner{Mailing List Member]}

{Maiiing List Member(Mailing List Member}}

ce [ @
Bee | iﬂ
Template Type Global Template w

4 G

Search for records 2

5 Email Templates All Language Email Templates v

(& Run Workfiow... | [B] Start Dialog 0-00of0
O | Title » | Template Type | Descriptior W ()
Deprecated - GOdonate Donation Confirmation ...  Global =
Empowered 2025 - Mewsletter Email Template Global

GOapply - Approval/Denial Email Response to R...  Global This email is sent tc

a
Form Assistant

Dynamic Values hd
Dynamic Values -
Operator:
Look for:
Mailing List Member
Mailing List Member v

v
» Add

X | & 8

Mailing List Member(Mailing List M 4

M 4 Pagel p

Default value:

Ok
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

D Process: Empowered 2025 - Send Quarterly Newsletter
Send Email Using Template

* Create a New Process -

{Malling List Member{Maliing List Member)}

. . 4 N | =
—Within “Set Properties”, select your T — =

e m a i | te m p I ate E| £mail Templates All Language Email Templates S or records £

@5 Run Workfiow... | [E] Stert Dislog

O | Title 4 | Template Type | Descriptior ¥ ()

—Then click “Save and Close” within i

Deprecated - GOdonate Donation Confirmation ...  Global

this window 8 o e G

GOapply - Approval/Denial Email Response to R...  Glabal This email is sent tc
GOapply - Foundation Applicant Approval Email Global This email is sent tc
GOapply - GOapply - Verify Individual Account  Global This email is sent tc
GOapply - GOapply Contact Applicant Approval Global This email is sent tc
GOapply - Individual Applicant Reminder Email Glabal This email is sent ol
GOapply - Invite Constituent to Apply Global This email is sent vi
GOapply - Invite Contact to Apply Global

GOapply - Invite New User Global This email is sent ‘EE'

a »
1- 39 of 39 (1 selected) {4 Pagel
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

» Activate the New Process
—In the toolbar, click Activate

Power Apps

H lﬁ'}‘ Save and Close lﬁl &D Activate 3 Convert ta a real-time workfiow Di}'j' Show Dependencies P[’OCESS Acti\fate Conﬁrmation ]

Da you want to activate the selected 1 Process?

—— Process: Empowered 2025 - Send Quarterly Mewsletter

|§+| 2. Information

This action will attempt to activate the Process you have selected.

E 'POWERED akoya
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EXAMPLE 1: SEND USING A CRM

TEMPLATE

* |f you set up an automatic workflow, it will send when records
meet the conditions of the workflow.

* |f you set up an on-demand workflow, you will see the workflow
in the Flow dropdown in the Toolbar of the table the workflow is

built on.

E'"POWERED akoya
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EXAMPLE 2: SEND USING A

WORKFLOW BODY

» Create a New Process
—Create a "Check Condition" that fits your ideal scenario.
—When sending an email using a workflow, select "Send Email" as the step.

o Select "Create New Message" to draft the email body inside the workflow.

ISEE | —ainsert » X Delete this step.

BeSt PraCtlce ¥ Check if Status Reason is Denied by Program Officer

Utlllze the Whlte teXt area If Concept:Status Reason equals [Denied by Program Officer], then:
to describe the action that o send denial email
is being performed.

Send email: | Use Template V] |Concept V] Set Properties

E'“POWERED akoya
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EXAMPLE 2: SEND USING A

WORKFLOW BODY

* Click “Set Properties” to define which User should send this email
and who the recipients should be.

—"From" should be a licensed CRM user with "send as" permissions enabled.
—"To", "Cc", "Bcc", "Subject" can be dynamic fields pulled from your desired

7 Send Ema From 4 Noah Frost Q
m [Form Assistant g
1 &6 More Actions £
" I g e opine . T {Applicant{Request)}
| File Name A Dyriamic Values 4l
o [ ) i
erator:
« [ el e : Cc ]
Bee [ ) l-:::ﬂ:n; .
Subject [ ] Aopliant v
AL LR % S 0-00f 0 (0 selected) W4 = Bre | iﬂ
Yiraieoll
| oplcan(Raguest H
Subject | |
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EXAMPLE 2: SEND USING A

WORKFLOW BODY

 Click in the body of the email to draft your email with dynamic fields.

—Inputting a dynamic field in an email is the same process as including a
dynamic field in the address blocks.

B I U| == E| iEiZ| I£ £ 4. A A-| @ Insert Hyperiink
Hi [{Primary Contact(Request)},

This is a test email to show how to create an email inside of a workflow with dynamic fields!

Best,
Noah Frost

Project Manager

E POWERED 612.389.0705

BRI MakR CRNEERENREC ] ARTRGI M Tell Us How We're Doing!
akoyaGO.com
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EXAMPLE 2: SEND USING A

WORKFLOW BODY

e Activate the New Process
—In the toolbar, click Activate

Power Apps

[ £ save and cClose (il
e

Process Activate Confirmation X

2 i = :
Di’-j Show Dependencies = Do you want to activate the selected 1 Process?

3 Caonvert ta a real-time workflow

—— Process: Empowered 2025 - Send Quarterly Mewsletter
|§:| g_’ Information This action will attempt to activate the Process you have selected.
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Drafting an Email using a

SCENARIO 2 CRM Workflow
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DRAFTING AN EMAIL USING A

WORKFLOW BODY

 Create a New Process

—Create a "Check Condition" that fits your ideal scenario.
—When drafting an email using a workflow, select "Create Record" as the step.

o Select "Email" to create the draft email.

[
?::zcmwhm |=3Add Step ~ | ZesInsert + X Delete this step.
Best Practice m"“ 5 prmm—m———
Utilize the white text area oy If Zoomtian (cicktn cxifgure ) then:
to describe the action that i ey
is being performed. e (m Lemat "D Bl

E'"POWERED akoya
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DRAFTING AN EMAIL USING A

WORKFLOW BODY

* The preceding steps remain the same as creating
a workflow to send an email.

Best Practice

When creating the body of the email, be aware of dynamic fields and the
grammar implications they may have on preceding words.
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THANK YOU

EMPOWERED

Presented by

Noah Hayden
Project Manager

Noah Frost
Project Manager
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