
R e d  F l a g s  S e t u p  g u i d e
ActionFlow processes and DoNow lists allow you to efficiently
work through each job and focus on what needs to happen now.
You can trust jobs are being completed without needing to check
up on each one. However, sometimes certain tasks can fall
through the cracks and red flags alert you when that has
happened.

Key points:
• Red Flags do not replace DoNow lists.
• Your employees must complete their DoNow actions and 

the jobs should be followed from start to finish.
• If your ActionFlow processes don’t accurately reflect 

what you do in practice, ActionFlow should  be 
tweaked.

• You can easily have too many Red Flags.
• Red Flags address the issues with the most monetary and 

scheduling impact.

This guide will help you set up red flags in ActionFlow. Refer to the 
workshop video and presentation at support.actionflow.net/redflags or 

talk to your account administrator for additional support. 



P a s t  T r i g g e r s

Start

First Action 
(Completed)

Red Flag 
Days

Second Action
(Uncompleted)

• W hat i s  a n a c t ion t hat m ust  ha ppen a f ter a  s a le/job order?

1. Write the action name in the “second action” l ine.

• W hat is  t he normal  t ime t his  w ould be c ompleted?

2. Write the # of days in the “normal # of days” l ine.

• W hat #  of  da ys w ould be c onsidered a  red f lag i f  t h is  a c t ion 

remained uncompleted?

3. Write the # of days in the “red flag days” l ine.

• Repeat t he process f or  a nother  a ct ion

Job Order 2 Schedule Template3

Normal # 
Of Days

Job Order



P a s t  T r i g g e r s

Open ActionFlow

1 . Go t o  “ P rocesses”.

2. Go t o  y our def ault  

job process ( i t  w i l l  

ha ve a  c heck by  

t he process. )

3. I n  t he “ A ct ion 

Def init ions” g r id ,  

f ind row  f or  t he 

“ F i rst A c t ion” f rom 

t he w orksheet .

4 . S c rol l  t o  t he 

r ig ht  a nd f ind 

t he “ T extLabel”  

c olumn.

5. A dd y our 

“ S econd A c t ion”  

f rom t he 

w orksheet  t o  t he 

“ TextLabel ”  f ie ld.



P a s t  T r i g g e r s

6. S c rol l  t o  t he 

r ig ht  a nd f ind 

t he “ P ast Tr igger 

Red F lag Da ys”  

c olumn.

7. A dd y our “ Red 

F lag Da ys”  f rom 

t he w orksheet  t o  

t he “ P ast Tr igger 

Red F lag Da ys”  

f ie ld.

8. S c rol l  ba ck t o  t he lef t  a nd f ind t he “ CheckBoxLabel ”  

f ie ld a nd a dd “ I gnore Red F lag” .  



F u t u r e  T a r g e t s

Start

First Action
(Uncompleted)

Red Flag 
Days

Second Action
(Future Target)

• W hat i s  a n a c t ion t hat m ust  ha ppen bef ore a n ins tal l? N ote:  

f uture t a rget  red f la gs a lways ref er t o  a  f a b t a rget  ev ent.

1. Write the action name in the “first action” l ine.

• W hat i s  t he normal  t ime t h is  w ould be c ompleted?

2. Write the # of days in the “normal # of days” l ine.

• W hat #  of  da ys w ould be c onsidered a  red f lag i f  t h is  a c t ion 

remained uncompleted?

3. Write the # of days in the “red flag days” l ine.

• Repeat t he process f or  a nother  a ct ion

Normal # 
Of Days

(Days before 
install)

(Day before 
install)Finish 2 Install1

Finish



Open ActionFlow

1 . Go t o  “ P rocesses”.

2. Go t o  y our def ault  

job process ( i t  w i l l  

ha ve a  c heck by  

t he process. )

3. I n  t he “ A ct ion 

Def init ions” g r id ,  

f ind row  f or  t he 

“ F i rst A c t ion” f rom 

t he w orksheet .

4. S c rol l  t o  t he r ig ht 

a nd f ind t he 

“ F uture Ta rget  

Red F lag Da ys”  

c olumn.

5. A dd y our “ Red 

F lag Da ys”  f rom 

t he w orksheet  t o  

t he “ F uture Target  

Red F lag Da ys”  

f ie ld.

F u t u r e  T a r g e t s



6. S c rol l  ba ck t o  t he le f t  a nd f ind t he “ C heckBoxLabel ”  

f ie ld a nd a dd “ I gnore Red F lag” .  

F u t u r e  T a r g e t s

Note: Future targets always refer to an install event

which might be an “ Install” , “Install Backsplash” , or

another “Fab Target” . Therefore, Act ionFlow already

knows the “Second Act ion” and nothing needs to be

a dded t o t he “ TextLabel ” f ie ld.



T r a c k i n g  R e d  F L a g s

Next, click “Go to Red Flags Report” and you can view all the red 
flag alerts.

Lastly, scroll down on the “Daily Monitor” page to the Active Job 
lists which are broken out by upcoming install and template 
date. You can view the “Red Flag Action” and “Go To” the job to 
address the problem. 

Now that you have set up red flag alerts. Go the to “Dashboard”
tab and click the “Daily Monitor.” Hit “Refresh” and you may see
red columns stacked on top of your install and template job
columns.

The # of red flag jobs are in
addition to jobs that are on
track. In the example to the
right, there are 2 jobs
scheduled to be installed
today that are on track and 2
jobs scheduled to be installed
today that have red flags.
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