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Enhancing Your Workflows

▪ The Problem Workflows Solves

▪ Guided Walkthrough

▪ Preparing your Practice

▪ Managing My Workflows

▪ Platform Update

OVERVIEW

Webinar recording and resources will be 
available from the FYI Help Centre



FYI’s Workflow solves these issues by…..

Segregating document workflows from other 
ad-hoc tasks

Summarising notifications on a periodic basis 
(set by you!)

Built-for-purpose functionality created specifically 
for document workflows and approvals

Document approvals are difficult to 
track via Tasks...

▪ High Volume: very quickly task lists 
can become overwhelming

▪ Over-Notifying: too many 
notifications means none get the 
attention they deserve

▪ Not Built for Purpose: tasks are not 
optimised for document approvals

THE PROBLEM
FYI IS SOLVING



GUIDED
WALKTHROUGH
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▪ Show you exactly how to draft and approve a 
document inside of FYI
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LIVE DEMO

▪ Draft an email in FYI

▪ Add an attachment

▪ Assign it for approval

▪ Approve & send email



Takeaways to remember:

▪ Draft emails inside of FYI to send them for approval

▪ Update the Workflow status of any document using the Workflow 

section of the FYI Drawer

▪ Approvers can review and approve documents from My Workflows

▪ Approvers can approve and send in one action

SUMMARY



PREPARING
YOUR PRACTICE

▪ Setting User Approval Level

▪ Configuring Summary Notifications
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ASSISTED CONCIERGE

APPOINT 

FYI CHAMPIONS

Click here to learn how to Configure User 
Approval Levels

1. Set User Approval Levels

▪ Access via Practice Settings > Admin > 
Users

▪ The Approval Level for each user can be 
set as one of the following:

▪ None (default)
▪ First Review
▪ Final Review
▪ Approval

PREPARING
YOUR PRACTICE

https://support.fyidocs.com/hc/en-us/articles/360018522831


ASSISTED CONCIERGE

APPOINT 

FYI CHAMPIONS

Click here to learn how to Configure User 
Approval Levels

1. Set User Approval Levels

▪ Access via Practice Settings > Admin > 
Users

▪ The Approval Level for each user can be 
set as one of the following:

▪ None (default)
▪ First Review
▪ Final Review
▪ Approval

PREPARING
YOUR PRACTICE

Tip! 

Determine which documents require 
approval then document it and 
communicate with your team

https://support.fyidocs.com/hc/en-us/articles/360018522831


ASSISTED CONCIERGE

Click here for more information on 
Summary Notifications

2. Configure Summary Notifications

▪ To avoid excessive notifications, 
resulting from document workflows, 
we have developed summary 
notifications

▪ Summary notifications "bundle" 
together recent notifications, into a 
single reminder

▪ Designed with Approvers in mind

PREPARING
YOUR PRACTICE

https://support.fyidocs.com/hc/en-us/articles/360040115011
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LIVE DEMO

▪ Create new views

▪ Configure a summary 
notification automation

▪ Use a document view as a 
process filter



Takeaways to remember:

▪ Get an FYI Admin to update user Approval Levels

▪ Document a process for when each of the workflow states should be 

used

▪ Configure a summary notification automation to avoid excessive 

notifications to approvers

▪ Use document view as filters on an automation

SUMMARY



DRAFTING DOCUMENTS 
IN FYI 

▪ Why draft documents and emails in FYI

▪ How to draft documents and emails in FYI

▪ Requesting approval on a document

▪ Recent enhancements to email drafting
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CONCIERGE

APPOINT 

FYI CHAMPIONS

Click here for a video tutorial on Creating 
Emails in FYI

1. Why draft documents and emails 
in FYI

▪ Benefit from AutoFiling

▪ Leverage templates

▪ Easily co-edit with team members

▪ Workflow the document

DRAFTING DOCUMENTS
IN FYI

https://support.fyidocs.com/hc/en-us/articles/360044034311


CONCIERGE

APPOINT 

FYI CHAMPIONS

Click here for a video tutorial on Creating 
Emails in FYI

2. How to draft documents and emails 
in FYI

▪ Select the green +New button

▪ Select the preferred document type

▪ Complete the creation wizard

▪ For emails select “Draft in FYI”

DRAFTING DOCUMENTS
IN FYI

https://support.fyidocs.com/hc/en-us/articles/360044034311


Click here for a more information on 
Requesting Approvals

3. How to request approval in FYI

From any email or document drafted in FYI:

▪ Update the workflow status to Pending 
Approval

▪ Select an Approver

▪ That’s it! 

DRAFTING DOCUMENTS
IN FYI

https://support.fyidocs.com/hc/en-us/articles/360039824712


CONCIERGE

APPOINT 

FYI CHAMPIONS

Click here for more information on 
Creating an Email in FYI

For those interested in drafting emails in 
FYI, we have recently released several
enhancements:

▪ Addressees & CCs

▪ Access to client contacts
▪ Add CC’s from within FYI

▪ Attachments

▪ Easily add/remove attachments

▪ New HTML editor for cleaner formatting

DRAFTING DOCUMENTS
IN FYI

https://support.fyidocs.com/hc/en-us/articles/360018151952


Takeaways to remember:

▪ Draft documents and emails in FYI for greater functionality:

▪ Benefit from automatic filing

▪ Leverage templates

▪ Workflow between users

▪ FYI’s new HTML editor makes formatting emails (and email templates!) easy

SUMMARY



MANAGING 
MY WORKFLOWS

▪ My Workflows

▪ For Approvers 

▪ For Owners
25



Click here for more information on My 
Workflows

My Workflows is a built for purpose 
workspace inside of your dashboard.

Which documents appear in My 
Workflows?

▪ You are the Owner and the workflow 
status either:

▪ Pending Approval 
▪ Changes Requested

OR

▪ You are the Approver and the 
workflow status is Pending
Approval

MANAGING 
MY WORKFLOWS

https://support.fyidocs.com/hc/en-us/articles/360044683192


Click here for more information on My 
Workflows

My Workflows is a built for purpose 
workspace inside of your dashboard.

Split into two views to help you see which 
documents are:

• For your attention

• i.e. Approvers where status is 
Pending Approval

• Awaiting action from another user

• i.e. Owners where status is 
Pending Approval

MANAGING 
MY WORKFLOWS

Tip!

When you enter My Workflows the 
first document for your attention will 
instantly appear in preview mode

https://support.fyidocs.com/hc/en-us/articles/360044683192


ASSISTED CONCIERGE

PPOINT

FYI CHAMPIONS

Click here for more information on 
Requesting Changes

For Approvers:

▪ See a list of documents awaiting 
your Approval in My Workflows

▪ Preview, edit and update as 
required

▪ Get notified of new documents for 
pending your approval, via the 
Summary Notification 
automation

MANAGING 
MY WORKFLOWS

https://support.fyidocs.com/hc/en-us/articles/360044353152


ASSISTED CONCIERGE

PPOINT

FYI CHAMPIONS

Click here for more information on 
Requesting Changes

For Approvers:

▪ Send documents back to the 
Document Owner by updating the 
Workflow Status to:

▪ Changes Requested OR
▪ Approved

MANAGING 
MY WORKFLOWS

https://support.fyidocs.com/hc/en-us/articles/360044353152


ASSISTED CONCIERGE

PPOINT

FYI CHAMPIONS

Click here for more information on 
Requesting Changes

For Approvers:

▪ Send documents back to the 
Document Owner by updating the 
Workflow Status to:

▪ Changes Requested OR
▪ Approved

▪ FYI will prefill a comment, tagging 
the document owner to notify 
them of the change

▪ Customise comments as needed

MANAGING 
MY WORKFLOWS

https://support.fyidocs.com/hc/en-us/articles/360044353152


ASSISTED CONCIERGE

Click here for more information on Using 
the Workflow for Approval

MANAGING 
MY WORKFLOWS

For Approvers:

▪ On emails, you can send them 
yourself and the workflow status 
will automatically update to 
Approved

https://support.fyidocs.com/hc/en-us/articles/360039824712


ASSISTED CONCIERGE

Click here for more information on 
Notifications

For Owners:

▪ See a list of your documents that 
you have marked as Pending
Approval 

And separately view...

▪ A list of documents that your 
Approvers have marked as 
Changes Requested

▪ Get notified of changes to your 
documents, via comments from 
your Approver

MANAGING 
MY WORKFLOWS

https://support.fyidocs.com/hc/en-us/articles/360040115011
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LIVE DEMO

▪ Review documents in 
My Workflows

▪ Request changes

▪ Approve and send

▪ Change the owner



Takeaways to remember:

▪ My Workflows shows documents that are:

▪ Pending your Approval

▪ Require you to make Changes AND

▪ Awaiting Approval from an Approver

▪ Approvers receive summary notifications

▪ Owners receive individual notifications via comments

SUMMARY



ADVANCED WORKFLOW
FUNCTIONALITY

▪ Default Status

▪ Pending Client Signature & Client Signed 
Status

▪ Read-only States
35



ASSISTED CONCIERGE

Click here for more information on 
Automatic Workflow States

Default Workflow Status:

▪ By default, a new document 
created or uploaded to FYI will 
have the Workflow Status Not 
Started

ADVANCED WORKFLOW 
FUNCTIONALITY

Tip!

If creating a document as part of a custom 
process, you can set its Workflow Status!

https://support.fyidocs.com/hc/en-us/articles/360040115011


ASSISTED CONCIERGE

Click here for more information on 
Automatic Workflow States

Digital Signing:

▪ When sent for signing the 
Workflow Status is automatically
be updated to Pending Client 
Signature

ADVANCED WORKFLOW 
FUNCTIONALITY

https://support.fyidocs.com/hc/en-us/articles/360040115011


ASSISTED CONCIERGE

Click here for more information on 
Automatic Workflow States

Digital Signing:

▪ When sent for signing the Workflow 
Status is automatically be updated 
to Pending Client Signature

▪ Once signed the document is 
automatically imported to FYI and 
the Workflow Status is updated to 
Client Signed

ADVANCED WORKFLOW 
FUNCTIONALITY

https://support.fyidocs.com/hc/en-us/articles/360040115011


There are various Read-only states:

Click here to learn who can Edit a 
Document and Change Status.

Status Who Can Edit? Who Can Change Status?

Completed No Users All Users

Approved No Users Users with Approval

Pending Client Signature No Users Users with Approval

Client Signed No Users Users with Approval

ADVANCED WORKFLOW 
FUNCTIONALITY

Tip!

If you want a document to be read-only, 
but it doesn’t require approval. Use the 
Completed workflow status – its accessible 
to all users.

https://support.fyidocs.com/hc/en-us/articles/360040115011


Takeaways to remember:

▪ By default, every document is assigned to “Not Started” status

▪ Documents sent for signing, and documents signed, will automatically

update the Workflow Status

▪ Any user can mark a document as Completed and subsequently return 

it to in-progress

SUMMARY



PLATFORM

UPDATE

▪ New Releases & Roadmap

▪ Poll



New HTML Editor [Out Now]

Applies to email templates, draft emails, file notes, phone calls and meeting records. Provides for added 

functionality and cleaner formatting

Attachment Enhancements [Out Now]
Outbound attachments will no longer be filed, minimising the opportunity for duplicates

Client Security [Out Now]

General focus on improving email AutoFile (incorporate XPM contacts, in-tray improvements etc.)

PLATFORM UPDATE
FROM YOUR FEEDBACK



Co-Edit [Out Now]

Internal users can now work together on FYI documents!

Collaborate [Coming Soon]

Collaborate with your clients on documents, and allow them to upload documents directly into their 

client file in FYI!

Views as Automation Filters [Out Now]

As already discussed, you can now use document views as filters on custom processes. This feature 

also extends to job views!

PLATFORM UPDATE
NEW AND UPCOMING RELEASES



POLL: 

We love to hear your feedback. It goes along way in developing our feature roadmap. 

So, if you could only pick one, which of these core features would you like us to focus on next? 

1. Custom Processes

2. Email AutoFile

3. Templates & Stationery 

SUMMARY



NEXT STEPS 
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WHAT TO TAKE AWAY
FROM THIS SESSION

To get Workflows up and running in your practice:

▪ Configure user approval levels

▪ Create and save new document views based on workflow states

▪ Configure a summary notification automation for approvers

▪ Begin drafting emails in FYI to leverage FYI's workflow functionality



▪ Summary of content

▪ Webinar recording

▪ Presentation slides

ADDITIONAL
RESOURCES AVAILABLE



support.fyidocs.com

THE WORLD’S MOST AUTOMATED 
DOCUMENT MANAGEMENT PLATFORM

VISIT THE HELP CENTRE
FOR MORE INFORMATION


