
WOR K FL OWS &  A U TOMATION
B U SINESS SER V IC ES B R OC HU R E

C O N N E C T E D  B Y  D E S I G N

Less admin.
More
momentum.
Automations that connect your systems, simplify everyday
work and give your team time back.

Reporting / Finance / Expenses / People / Operations

Connect the work
One clear process.
The right people informed.

Reduce the repeat
Less copying, chasing
and compiling.

Stay in control
Visible progress.
Clear ownership.

Practical business automation.
Built around the way you work.

sgpdigitalsolutions.co.uk
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SGP DIGITAL SOLUTIONS YOUR GUIDE

F I N D  A  B E T T E R  W AY  T O  W O R K

Contents.
Explore what we build, where it helps and how to get started.

What we can help with
The everyday work we can simplify.

03

Reporting & performance
Clearer figures. Less compiling. 04

Accounting & invoice admin
Organised records and finance handovers.

05

Expenses & mileage
From receipt to approval and finance.

06

Approvals & team onboarding
Clear decisions and a consistent start.

07

Operations & connected systems
Checklists, reminders and connected tools.

08

Your next step
Meet Steve and Natasha. Start with a £50 audit.

09

£50
workflow audit

Find your best starting point.
A focused review of one admin-heavy process, with practical recommendations
for what to simplify or automate.

Enquire about a £50 workflow audit
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SGP DIGITAL SOLUTIONS WHAT WE CAN HELP WITH

Y O U R  B U S I N E S S ,  B E T T E R  C O N N E C T E D

The work between
the work.
Chasing receipts. Rebuilding reports. Copying the same
information into different systems. Small tasks add up,
taking time away from the work your business is here
to do.

We connect the steps: collect
information once, put it where it
belongs and keep people informed.

EXPLORE · 04

Reporting & performance
Useful totals, regular summaries and a clearer
view across teams and locations.

EXPLORE · 05

Accounting & invoice admin
Organised invoices, payment follow ups and clear
handovers to finance.

EXPLORE · 06

Expenses & mileage
Mobile claims, receipts, approvals and payment
preparation in one connected journey.

EXPLORE · 07

Approvals & accountability
Clear decision routes, named owners and a
record of every outcome.

EXPLORE · 07

Team onboarding
Approved requests, account setup, group
membership and welcome information.

EXPLORE · 08

Operations & reminders
Timely checklists, targeted reminders and
updates that reach the right people.

Not sure where to start? £50 workflow audit.
Bring us one time-consuming process. Get a practical next step.

WebStudio The interface Workflows The process Automation The connections
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SGP DIGITAL SOLUTIONS REPORTING & PERFORMANCE

0 1 C L E A R E R  I N F O R M AT I O N

Clarity, without the
spreadsheet chase.
Bring daily activity into useful reports, with a clear view of the whole business and the detail
behind it.

Illustrative reporting concept. Reports and measures are tailored to your business.

0 1  /  C OLLE C T

Capture it once

Consistent forms and records
across your teams, sites and
services.

0 2  /  C A LC U LATE

Keep totals current

Weekly and monthly totals, with
breakdowns by location or activity.

0 3  /  SHA RE

Make it useful

Branded summaries with the
results, notes and exceptions
people need.

TH E  BU SI N E SS BE N E F I T Spend less time assembling figures.
Spend more time acting on them.
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SGP DIGITAL SOLUTIONS ACCOUNTING & INVOICE ADMIN

0 2 A  C L E A R E R  F I N A N C E  P R O C E S S

Bring order to
finance admin.
See what has been submitted, where it belongs and what needs attention, with the
paperwork kept alongside the record.

Invoices, organised. Payments, followed up.

I LLUS T RAT I VE FI NANCE HANDOVER

Everything finance needs.

INV OIC E  RE F E RE NC E

INV-1042
C OST C E NTRE

Head office
C ATE GORY

Office supplies

✓ Approval recorded ✓ Invoice attached ✓ Date sent recorded

Sent to finance Ready for the next step

TH E  BU SI N E SS BE N E F I T Fewer lost invoices. Clearer cost allocation.
A handover you can trace.

Payment authorisation and accounting decisions stay with your finance team. Connections to accounting software are
assessed during scoping.

Capture supplier, reference, amount and files.

Allocate a cost centre and accounting
category.

Record approval and send the details to
finance.

Keep a dated record of the handover.

Record expected payments or funding.

Ask the responsible person to confirm receipt.

Send reminders while confirmation is
outstanding.

Update records and reporting totals when
confirmed.
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SGP DIGITAL SOLUTIONS EXPENSES & MILEAGE

0 3 O N E  C O N N E C T E D  J O U R N E Y

From receipt to finance.
Without the chasing.
An easier way to claim, a clear route to approval and an organised handover for payment
preparation.

Capture a receipt wherever the working day takes you.

Claim update Example

Your claim is approved.
Ready for the finance handover.
Approval is recorded separately from payment.

Status available when you need it

Mileage made simpler.
Calculate the claim using your agreed rate.

Easy to submit. Clear to approve. Ready for finance.

Useful for staff expenses, field teams, travel claims and volunteer reimbursements.

1 Capture the claim

Submit details from a phone or computer.
Attach a receipt photo or file.

2 Route for approval

Create the record and send it to the right
person for a decision.

3 Keep people informed

Record the decision and send a Teams
update, including a reason if declined.

4 Group approved claims

Batch eligible claims by claimant, total
the amounts and gather the receipts.

5 Hand over to finance

Send the summary and attachments.
Record the batch and date sent.
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SGP DIGITAL SOLUTIONS APPROVALS & TEAM ONBOARDING

0 4  /  0 5 P E O P L E  I N  C O N T R O L

Keep work moving.
Keep decisions clear.
Automation handles the handovers. Your people make the decisions, with a clear owner and
a recorded outcome.

A N E XA MPLE  D E C ISION ROU TE

APPROV ED

Record the decision.
Continue the process.

D EC LINED

Record the reason.
Notify the requester.

Every outcome: who decided, when and what happened next.

A PPROV A LS &  A C C OU NTA BILITY

Everyone knows
where things stand.
Capture the information needed, route the
request, record comments and send the outcome
to the requester.

TE A M ONBOA RD ING

Get people
ready to start.
Collect joiner details, approve setup, create
Microsoft accounts, add agreed groups and send
welcome information.

TH E  BU SI N E SS BE N E F I T Less uncertainty. Clearer responsibility.
A consistent process for your people.

READY  T O S I MPLI FY  A PROCES S ?

Start with a £50 workflow audit.

Request
received
Details captured.
Record created.

01

→
Approver
reviews
Named owner.
Clear next step.

02

→

SGP DIGITAL SOLUTIONS Contents ↑ 07

https://www.sgpdigitalsolutions.co.uk/admin-workflow-healthcheck


SGP DIGITAL SOLUTIONS OPERATIONS & CONNECTED SYSTEMS

0 6 E V E R Y D AY  W O R K ,  O R G A N I S E D

The right prompt.
At the right time.
Keep routine tasks visible with checklists, reminders and updates that fit the way your
operation runs.

A N E XA MPLE  WORKING D AY

09:00
Opening checks
The right team receives its checklist.

Scheduled

Then
Responses reach the right people
A clear follow up for the person responsible.

SC HE D U LE

Match the routine

Different times and frequencies for
each team or location.

F OLLOW U P

Keep actions visible

Target reminders at records still
awaiting confirmation.

NOTIF Y

Reach the right people

Route decisions and summaries
through email or Teams.

M A KE  YO U R E XISTING  TO O LS W O RK TO G E THE R

Your Microsoft 365.
One connected process.

Power Automate Microsoft Forms SharePoint

Excel Outlook Microsoft Teams

One submission can create a record, update a total, request approval and send confirmation.

We agree the connections, permissions and licence requirements during scoping.
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C ONNEC TED B Y DESIGN

Let’s give your team
time back.
Tell us which process costs your team time. We’ll help you turn it into
something simpler.

Steve Pratt
Managing Director & Lead Developer

steve@sgpdigitalsolutions.co.uk

Natasha Hudson
Director of Operations & Engagement

Ask for Natasha via our SGP inbox

01 Understand
Map the task and agree priorities.

02 Design
Define the process and scope.

03 Build & test
Check the complete journey.

04 Launch & handover
Give your team clear guidance.

YOU R NE XT STE P ·  RE V IE W  ONE  W ORKF LOW

Start with a £50 workflow audit
We review what happens now, identify what could be simplified or automated and recommend
a practical next step.

Enquire about your audit

hello@sgpdigitalsolutions.co.uk SGP WhatsApp · +44 7516 735792

sgpdigitalsolutions.co.uk WebStudio · Workflows · Automation
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