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YOUR HOSTS

ROB CAMERON
CO-FOUNDER and CEO

Rob is a Chartered Accountant with experience 
working in suburban practices and larger firms, and at 
MYOB where he led the global product strategy for 
accountants. FYI is the fourth generation of a product 
concept Rob has been working on in his 20+ years 
developing solutions for accountants.

CASSIE KADDATZ
CLIENT SUCCESS TEAM

With more than 16 years experience in the accounting 
industry, Cassie has a deep understanding of the 
requirements for practice success across management, 
operations, client engagement and tech. She brings her 
knowledge and expertise to our product and client success 
teams, having been an FYI user at her last practice.



 New Templates and Stationery

 Collaborate

 Jobs Board

 Time Sheets

 2021 Roadmap

OVERVIEW

Webinar recording and resources will be 
shared via email after this session



NEW
TEMPLATES AND 
STATIONERY
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WHAT'S
CHANGED

TEMPLATES & STATIONERY

Administer from Knowledge

Improved functionality
• Views
• Versioning
• Activity

Dedicated Templates 
cabinet

AutoFile Defaults 



New Templates and Stationery

 Now administered from Knowledge

 Stored in a dedicated cabinet with appropriate categories for your practice

 Use Views and increased functionality to monitor lifecycles

 AutoFile defaults will file documents and emails created from templates

 Assign stationery and email signatures

 Change in how to apply practice default email signature

 Email support if you interested in the early release of new templates

SUMMARY



COLLABORATE

 Configure for your practice

 Using collaborate with your clients
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USING
COLLABORATE

COLLABORATE

Share documents with 
your clients by leveraging 
a secure OneDrive folder

Work on documents with 
team members and clients at 
the same time

Clients can securely upload 
documents to your practice 
and FYI will auto-file them



COLLABORATE WITH
CLIENTS

COLLABORATE

Giving clients access to 
their shared folder

Co-editing a document with a 
client simultaneously

Receive documents from your 
client that are auto-filed in FYI 
and team members notified



CONFIGURING
COLLABORATE

COLLABORATE

Decide and connect your 
OneDrive Admin User

Configure Collaborate Settings in 
FYI

Create a Collaborate Invite email 
template

Assign Administer Share Settings 
permissions to your team



RECEIVE CLIENT
DOCUMENTS

COLLABORATE

Client adds documents to 
OneDrive Upload folder

FYI imports and auto-files to 
the Client's Documents tab

Set a summary notification 
to alert team members of 
documents received



REMOVE 
ACCESS

COLLABORATE

Remove access to a 
specific document

Remove folder access for a user

Remove folder access for 
all users



Configuring Collaborate

 Decide on your OneDrive Admin User

 Discuss Microsoft groups with your IT team

 Consider your Share and Co-edit Structures to minimise future changes

SUMMARY

Collaborating with Clients and Team

 Share documents and folders with clients and stakeholders

 Co-edit documents with client and/or your team simultaneously

 Have your client upload their documents for auto-filing in FYI

 Improved functionality to remove access to documents and users



BULK CREATE
TIME SHEETS



BULK TIME
MY RECENTS

JOBS AND TIME

Filter My Recents to desired 
date, select documents and use 
the Time Entry function to 
create bulk time entries

Post directly to XPM

Available client and jobs details 
are pre-filled



USING THE
JOBS BOARD



WHY A 
JOBS BOARD?

JOBS AND TIME

Easily identify bottlenecks

Easy way to update job states

Column filters set in Jobs List 
carry over to Jobs Board

Filter by Partner and Manager



PRODUCT UPDATE



NEW FEATURES 
DECEMBER 2020

 Relative Date Filtering

 FYI Reports
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View Filters 
Relative Dates

SEARCH AND RETRIEVAL

Filter using any date with 
relative calculation

Live Demo

Could be used for:
Overdue Tasks
Overdue Jobs
Identifying clients at risk



NEW FEATURES
H1 2021



Billing
AutoTime

Default time on automation steps

Goal: 80% time automated

Defined activities such as 
“receiving & filing emails”

JOBS AND TIME

Calendar entry auto capture



Insights
Capacity Planning

AutoTime is an enabler

User roles on jobs & automations

Each job linked to automation



Insights
Practice Reporting

Extend FYI Reports with Power 
BI for enhanced insights

Sophisticated, blended reports

PRACTICE

Customisable



NEXT STEPS 
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Consider when your practice will migrate to the new templates and stationery

Set up Collaborate to start sharing and co-editing with your clients

Use the Jobs Board for a more visual way to manage your workflow

Start drafting your time sheets based on what you've recently worked on in FYI

WHAT TO TAKE AWAY
FROM THIS SESSION



HELP
CENTRE

SUPPORT

Collaborate

Email templates and signatures

Document templates and stationery

Jobs Board

Creating bulk time entries

https://support.fyidocs.com/hc/en-us/categories/360003760312-Collaborate
https://support.fyidocs.com/hc/en-us/sections/360006814451-Templates-and-Signatures-for-Email
https://support.fyidocs.com/hc/en-us/sections/360002418831-Templates-and-Stationery
https://support.fyidocs.com/hc/en-us/sections/360008552032-Displaying-Jobs
https://support.fyidocs.com/hc/en-us/sections/360008604052-Time


FACEBOOK
USER COMMUNITY

FYI COMMUNITY

Created as a forum to discuss 
features and best practices to esure 
your practice is getting the most out 
of FYI

Join the FYI User Community today

https://www.facebook.com/groups/FYIUserCommunity


WELL DESERVED REST…

The FYI Team will be taking a well deserved break over the Christmas/New 
Year period. We will be closed public holidays & have minimal staff during the 
holiday period monitoring Support.  



support.fyidocs.com

THE WORLD’S MOST AUTOMATED 
DOCUMENT MANAGEMENT PLATFORM

VISIT THE HELP CENTRE
FOR MORE INFORMATION
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