
Ordering Your 
Onboarding

Strategies for Folding 
New Clients into Your 

Practice



Learning Objectives

• Understand the importance of process 
documentation in accounting and finance.

• Identify key processes that should be 
documented to ensure compliance and accuracy.

• Learn how to create a process documentation 
framework that fits your business needs.

• Discover technology tools that can simplify the 
process of documenting processes.

• Gain practical tips and strategies for effectively 
using technology to streamline your process 
documentation efforts.



The Recipe for 
Success





You can't make a recipe for something 
as complicated as surgery. Instead, 
you can make a recipe for how to 
have a team that's prepared for the 
unexpected.

ATUL GAWANDE



Why document your 
processes?
• Provides guidance and 

clarity to your team and 
clients

• Maximizes efficiency and 
consistency

• Bolsters quality control

• Is the path to effective 
automation



End goal

Identify 
major steps

Who, what, 
when, why

Identify 
“touch” 
points

• Application

• Assignee

• Review/Quality control

• Delivery

Details
•Details
•Details

•Details

START HERE



Capturing the 
Workflow



Using video to document workflow

• Record a session with Zoom, Loom (or another app)

• A video is worth a thousand words

• A commentary is worth two thousand words

• Consider using the transcription feature (or use an app)

• Embed or provide a link to the video in a workflow app



How to enable transcription in Zoom



Where to find the Zoom transcription



How to enable transcription in Teams



Other transcription apps

Rev.ai Otter.ai

Fireflies.ai Avoma



Apps that capture workflow

Scribehow.com Confluence

FlowShare Tango



Scribehow



Scribehow features

• Captures each step as you complete your work, automatically

• Can edit steps and include instruction, tips, and placeholders

• Can add, edit, delete, and combine steps

• Can provide a link, or download in multiple formats



Mapping the workflow

LucidChart SmartDraw

Miro Visio



Putting it all 
Together



Things to consider: Structuring your work 



Selecting a Workflow Solution – Accountant-Specific

Karbon
Intuit Practice 
Management

JetPack 
Workflow

Canopy
Aero 

Workflow

Mango 
Practice 

Management



Selecting a Workflow Solution – Non-Accountant-
Specific

Asana Monday.com Process St

ClickUp Trello TeamWork



Structuring your Work

Add descriptions and 
links/attachments to your 
projects:

❑ Videos

❑ Scribes

❑ Quality control checklists



Key Takeaways

• Documenting processes takes time upfront, but the investment is 
priceless

• Start with the end goal in mind 

• Use technology to record steps in the process 
• Video

• Transcription

• Screenshot capture

• Analyze processes to find inefficiencies and optimize workflows

• Use project/practice management apps to house your processes
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