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NAVIGATING FYI
FOR THE FIRST TIME

Dashboard, Clients, Jobs, Tasks, Documents,
Automation and Knowledge



Dashboard

The FYI Dashboard is your personal view of information in fy| Dashboard <+ ) @ U
FYI. It displays documents and tasks that are specific to your
IOgin. ey ’ / InTray @@  MyRecent  MyTasks [l  MylJobs @)  Delegated Tasks E§  MycEdits [  Notifications 53
Search documents
* My Recent shows the documents that you have recently . _ . _ . _ .
created, modified or accessedin FYI. I 1 1 ok e Modiiedby & @ Modfedon 2 |
e The ln Tray lists all of your documents and emails, auto- ] Session FYI007 - Bulk Importer.docx Ellya, Naomi 2018 Advisory Liz Hurst 04/05/2019 07:03 @
filed and rea dy for you to validate which ones to make B 2 people Ellya, Naomi 2019 Administration Liz Hurst 04/05/2019 07:03 &
availa ble toa || FYl users across the pra Ctice. B4 123 - attachment Energizer Holdings 2019 General Correspon...  Liz Hurst 01/05/2019 13:52 0
. My TaSkS dlS plays taSkS that have been delegated tO you. E Marshall Family Trust Tax Return 2018.pdf Marshall, Julia 2019 Correspondence Liz Hurst 11/03/2019 14:07
. Delegated TaSkS diSpIayS the taSkS that yOU have ﬁ 2018 fbt workpapers.xlsx Marshall, Frank 2019 Correspondence Liz Hurst 09/03/2019 01:02
delegated to other peopl e. Ei 2018 bas & ias preparation smart workpapers.xlsx Marshall, Frank 2019 Correspondence Liz Hurst 09/03/2019 01:01
. My Edits ShOWS a” Of the documents and ema”s that yOU h 2018 annual leave planner.xlsx J.B. Hunt Transport 2019 Correspondence Liz Hurst 09/03/2019 01:01
L. L. L. ﬁ 2017 accounts & tax smart workpapers - Micro.xlsx Aptar Group 2019 Correspondence Liz Hurst 09/03/2019 00:59
Currently have Op?n for edltlng- When yOU fInISh edltlng' E 2017 accounts & tax smart workpapers Health.xlsx O'Brien 2019 Correspondence Liz Hurst 09/03/2019 00:59
your document WI” be released S0 that Other users can ﬁ 2016 trust smart workpapers.xlsx Brisbane Cattle Company. 2019 Correspondence Liz Hurst 09/03/2019 00:59
access them E Daily Mail 3 Stone, Sam 2019 Correspondence Liz Hurst 05/03/2019 17:42

* Notifications displays updates on tasks. The Alert iconin
the top right-hand corner of the dashboard shows when o e Next > 25perpage &
. . pe . ( Showing 25 - 36 of 36 entries )
you have received new notifications. o v

The FYI Dashboard is your personalised view of information in FYI.

To re-order a tab position, simply click, hold and drag

it to the order you prefer.

Need Help?
Visit FYI Help > Getting Started > Key Concepts for an introduction to The FYI Dashboard.



https://fyidocs.zendesk.com/hc/en-us/articles/360018418751-The-FYI-Dashboard

Clients

Click the Clients menu option to display a list of all Clients across the
practice, synchronised from Xero Practice Manager .

* You can change the drop-down to display My Recently Used
Clients, or simply click the down arrow next to the Clients menu
option to select from the last 20 Clients you have worked on.

e Use the Partner or Manager drop-downs to display Clients that
person is responsible for.

* Search Clients to locate a client you wish to work on and display
documents and tasks that are specific to that client.

* To view information, documents, tasks and jobs specific to an

individual Client, click on a Client Name to access the Workspace
for that Client.

Click the down arrow next to the Clients menu option

to select from the last 20 Clients you worked on

Need Help?
Visit FYl Help > Getting Started > Key Concepts an introduction to Clients

Clients

All chents
Name

A Dennison Corporation
Allance One International
Allport levestments Pry Ltd
Allport, Kevin

Alport, Leonile

Aistate Group

Amgen

A, Bon

Amica desurance Company
A M M_Chitopractic Pry Led
Antonopouicn, Kon

Aptar Geoup

Aschived Chent

Asmstrong Industries
mathenticator co

Auto Desks

Emand

ADC @ dennisoncorp com
ino@aax com

mguire@aiitategroup com
info@amgen.com

info@ampen.com

info@amgen com

Al@armarongindustries com

Al@armatrongindustiios com

hone

0456 123 5689

0423 SAT 8569

0452 065 4547

0458 235 4788

0423 S84 45

0458 452 2563

0456 524 1584
O47Y SE2 6305

0452 265 8546

Search ety

Chent groupds)

Allance One International
Alport Investments Growp

Allporn Investments Growp

Amgen .
Clients

Arvica I

AMM O} All clients

Aptar G MName

At Acuity Brands

Gaana A, Dennison Corporation

AMD  alcoa United

Selecting a Client to work on from the Clients List

Amgen

Alliance One International

Allstate Group

Dyl

Show Aschived OF
Parer

NoO Partrer
No Partrer
No Partner

No Parmer

Trace Pharmacy White Street
client.trace.white@mail.com

Berkley Corporation

Al@armstrongindustries.com

Marshall, Frank

client frank.marshall @ outlook.com

Valmant Industries
Sanderson Farms

Alcoa United

info@aci.com

Bruce Marshall
tecti@fyidocs.com

Biogen Group

Al@armstrongindustries.com

Cavanagh, Alexandra

ates Sy

MNa



https://support.fyidocs.com/hc/en-us/articles/360018418971-Clients-Workspace

Clients

Click on a Client Name in a list to view information, documents, tasks and jobs
specific to that Client.

* The Summary includes client and group information, contact details, recent
documents and tasks related to each client. This is where you can enter
details of phone calls, meetings and file notes.

* The Detail includes any default settings such as Primary Contact, Cabinets
and Categories for documents and tasks created for the client.

* QOther tabs provide access to Jobs that have been synchronised from Xero
Practice Manager, Documents and Tasks specific to the Client, and Tax

returns imported from Xero Tax.

* Corporate Affairs shows a summary of annual ASIC statements.

If you need to update client information such as name or address,

it must be done in Xero Practice Manager.

Need Help?

f\ﬁ Clients

Marshall. Frank View client group data

Summary Detail Jobs Documents Tasks Tax Corporate Affairs Apps Processes Activity
Contact Details z % Phone call P File note ) Meeting
Name Marshall, Frank .
Subject | grier the sy bject
Contact Mr F. Marshall
Email client frank.marshall@gmail.com 777 B U ® SegosUlx B = =+ B | @ @ <>
Phone number 123456789 Please enter description ...
Mobile number 0433 230 870
Date of birth 25/12/2017
Export Code MARCO1
Client Code 123123123 Phone | 153455739 Date  13/08/2019 Time
Partner Rob Cameron
Manager Sales
Tax & Company M Documents
Physical Address v Type Name Meodified By
ﬁ Test template Toni Wenceslao
Postal Address -
E Invoice INV-0332 Toni Wenceslao
Relationshi >
ationships ﬁ Backoffis_Standard_Instruction_Sheet Toni Wenceslao
Tasks
Status  Subject Due date
O Signature: Demo - BAS Letter 02/08/2019

O

Signature: Demo - BAS Letter 02/08/2019

An individual Client Workspace in FYI.

Visit FYl Help > Search and Retrieval > Using the Views for more information on the Displaying Documents and Information for a Client

+ v @Y O

A -

14:42:28

Modified On
12/08/2019
12/08/2019

12/08/2019

Assignee
Toni Wenceslao

Toni Wenceslao



https://support.fyidocs.com/hc/en-us/articles/360028207471-Displaying-Documents-and-Information-for-a-Client

Jobs

Click the Jobs menu option to display a list of all Jobs
across the practice. This is where you can access emails,
documents and tasks related to a specific XPM job.

* State displays the state of each job according to how it
is held in Xero Practice Manager — for example, In
Progress, At Risk or Blocked.

* Estimates, Actual and Variance columns display time
allocations imported directly from XPM.

* Comments can be added to each Job and the most
recent Comment will be displayedin the Jobs list for
instant access.

This is a handy tool for WIP meetings.
Use filters and views to provide quick and

easy access a set of Jobs that you'd like to
review.

Need Help?

EalEs

Client group(s)

Tarex Industries

Marshall Group

Grant Co.

AMM Chiropractic Group
Biogen Group

Tool Works

Marshall Group

Pint Corporation
Marshall Group
Ferreligas Partners
Marshall Group

TRW Automotive Holdings
Granite Construction
Britton Trucking

Corming Group

Jobs

No partner selected

Client

Tarex Industries
Marshall, Leslie

Grant, Danna

Cavanagh, Alexandra

Biogen Group

Tool Works
Marshall Superfund
Pint Corporation
Marshall, Frank
Ferrellgas Partners

Marshall, Julia

TRW Autometive Holdings

Granite Construction

Vedas, Shiva

Client, Cynthia

Z  MName

2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance
2018 Compliance

2018 Compliance

ID

1000054
J000036
Joooozs
1000045
1000044
J000053
J000037
1000048
J000034
1000047
J000035
J000055
J000045
Jo0o042
Jo00030

Search jobs

State

In Progress:

In Progress

In Progress

In Progress

At Risk

In Progress

E; E; |I Ei E; Z E; E
E é E
R

In Progress:

A

Categ... = Due date

Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel
Compliancel

Compliancel

24/05/2019
16/02/2019
12/04/2019
25/05/2019
21/06/2019
10/05/2019
09/03/2019
17/05/2019
31/05/2019
15/02/2019
25/06/2019
21/06/2019
14/06/2019
29/03/2019

13/06/2019

Hide Closed

Estimated

22:00
2300
19:00
23:00
19:00
21:00
20:00
18:00
13:00
22:00
21:00
20:00
2300
22:00

22:00

Actual

19:00
23:00
21:00
21:00
22:00
23:00
24:00
14:00
07:00
23:00
19:00
22:00
23:00
15:00

17:00

Primary Only

Variance

03:00
00:00
02:00
02:00
03:00
02:00
04:00
04:00
06:00
0100
02:00
02:00
00:00
07:00

05:00

OFF

Last comment

‘Waiting on documents from... ’

Client is unresponsive .

Your Jobs Workspace in FYI — Display and maintain Xero Practice Manager Jobs and file documents by
Job to provide instant access to relevant information at a Job level.

Visit FYI Help > Getting Started > Key Concepts for an introduction to Jobs.


https://fyidocs.zendesk.com/hc/en-us/articles/360025559112-Jobs-Workspace

Tasks

Click the Tasks menu option to display outstanding tasks for all
clients across the practice.

Filter the list by Client or by User to monitor workloads.

* My Tasks displays tasks that have been delegated to you by
others, or that you have assigned to yourself.

* Delegated Tasks displays tasks that you have delegated to
other people.

* The Notifications tab displays all system Notifications. For
example, when you have been allocated a task or if

someone updates a task that you have delegated to them.

* The Alert in the top right-hand corner shows when you have
received a notification.

Download the Getting Started with Tasks User

Guide and share with your team.

Need Help?
Visit FYI Help > Getting Started > Key Concepts for an introduction to Tasks

Tasks
Search tasks All Tasks

Status Subject Client

. Signature: Engagement_Letter Marshall, Frank
O Signature: Engagement_Letter Marshall, Frank
O Call client to get their response Marshall, Frank
. Signature: Engagement_Letter Marshall, Frank
O Create engagement Smith, Abigail
O Chase Frank to get signed doc Marshall, Frank
. Signature: Engagement_Letter Marshall, Frank
O Possible negative client email alert for Marshall, Frank Marshall, Frank
O Create engagement Marshall, Frank
. Signature: Engagement_Letter Marshall, Frank
. Signature: Engagement_Letter Marshall, Frank
O Create engagement letter Marshall, Frank

Assignee

Roger Taylor
Roger Taylor
Troy Steele
Roger Taylor
Troy Steele
Troy Steele
Roger Taylor
Roger Taylor
Troy Steele
Roger Taylor
Roger Taylor

Troy Steele

Delegator

Roger Taylor
Roger Taylor
Roger Taylor
Roger Taylor
Roger Taylor
Roger Taylor
Roger Taylor
System

Roger Taylor
Roger Taylor
Roger Taylor

Roger Taylor

Due date

01/05/2019
30/04/2019
27/04/2019
25/04/2019
24/04/2019
24/04/2019
24/04/2019
19/04/2019
18/04/2019
18/04/2019
17/04/2019

17/04/2019

[2)+]a]

View outstanding tasks across the practice or for a selected Client. This is a handy tool for

monitoring workload by client across your team.


https://fyidocs.zendesk.com/hc/en-us/articles/360027558292-Tasks-Workspace

Documents

Dashboard Documents

Click the Documents menu option to search, sort and Documents
filter documents across every clientin the practice. S fecent Bocuments e ide Threads (D
Type Name Client Year Work Type Workflow % Modified by Modified on E’ ZI ?|
The Getting Started with Document Management User —
. . . . . e Marshall G Fi ial Results 2018 Cent int E 208 Tax = | Mot Started Liz Hurst 22/02/2019 08:14
Guide provides an introduction to document and client B B crepont Eneay e o o
. . . B4 New company set up Stone, Sam 209 Correspondence Mot Started Roger Taylor 14/02/2019 14:07
relationship management in FYI.
Marshall Family Trust Tax Return 2018 Certegy Inc 209 Tax - Income Mot Started Liz Hurst 22/02/201911:51
B4 Accountant needed.. Wang, Mitchell 2018 Cormespondence Mot Started Rager Taylor 27/02/2019 05:19
Learn how to: S -
New company set up and | need an accountant... Tyler, Willie 208 Comespondence Mot Started Roger Taylor 21/02/2018 10:48
° I mport doc ume nts | nto FYI ﬁ Engagement_Letter (2).docx Salano, Rafel Mot Started Troy Steele 0420191121 (D
* Create dOC uments a nd CI ient interactions =] New cempany set up and | need an accountant... Tyler, Willie 2018 Corespondence Not Started Roger Taylor 15/04/2019 09:55
° WOI‘k W|th dOC uments & New company set up and | need an accountant... Tyler, Willie 2018 Correspondence Mot Started Liz Hurst 08/02/2019 08:30
¢ Send documents to clients B Repco Marshall, Frank 2018 General Correspo... Not Started Roger Taylor 24/04/2019 10:22
=] Mew company set up and | need an accountant... Client, Cynthia 2018 Correspondence Not Started Rager Taylor 21/02/2019 1013
B4 Help with new business... Wills, Franca 2018 Correspondence Not Started Liz Hurst 08/02/2019 D644
= RE: New company set up and | need an accountant.  Marshall, Frank 209 Correspondence Mot Started Liz Hurst 08/02/20190950 =
) New company set up and | need an accountant... Webb, Lilian Mot Started Roger Taylor 20/02/2019 11:26
Download the Getting started With DOCU ment = Year end financial statements and tax returns Inner City Electrical 2018 Correspandence Mot Started Liz Hurst 17/12/2018 18:23

Management User Guide and share with your team.

Your Documents list

Need Help?

Visit FYl Help > Getting Started > Key Concepts for anintroduction to Documents.


https://fyidocs.zendesk.com/hc/en-us/articles/360027874792-Documents-Workspace

Automation

iﬁ Automation + NEW ® Q 9
Click the Automation menu option to view FYI’s Automation
Dashboard. This is where your FYl administrator can activate and

configure automations for your practice.

Automation

Processes Apps Activity

Search processes Filter by Status Filter by Plan Filter by App List View

* Processes displays all the processes that are available for your
practice, such as Email AutoFile, Calendar Entry AutoFile, Tax
Return AutoFile, Negative Email Alert and more.

* Appsdisplays the apps with which FYI is integrated, such as Xero
Practice Manager, Xero Practice Ledger, One Drive, Now Infinity

and more.

©

<

Email AutoFile

Import emails from Outlook and AutoFile
them based on your exact configuration

Xero Practice Manager

Import clients, client groups and jobs
from Xero Practice Manager

Calendar Entry AutoFile

Import calendar entries from Outlook and
AutoFile them based on your exact
configuration

Tax Return AutoFile

Daily import of tax returns created in Xero
Tax, AutoFile a Link into FYl

e

<

=3

Collaborate

Collborate with your clients using third-
party services including OneDrive and
DropBox

Tax Assessments (Agreed) AutoFile

Daily import of tax assessments that
agree with the original estimate, AutoFile
into FYl and corresponding client email

Negative Email Alert

]

Tax Assessments (Variance) AutoFile Client Ledger Reports AutoFile
Xero e Q Xero ) : a . _ o
Daily import of tax assessments that vary Batch import of client ledger reports on Automatic alert when a negative email is

with the original estimate, AutoFile into demand and AutoFile into FYI received from a client to a designated
FY! and default user alert default user

=3

* Activity provides a log and audit of all the automated processes
that have been run across your practice. P

4

My Imports Q m Completed Document AutoFile ¢ m Annual Statement AutoFile *

Automatic alert the Partner when a file is nowetnty  Daily import of Completed Document newsinty  Daily import of Annual Statements

2

imported created in NowInfinity, AutoFile into FYI created in NowInfinity, AutoFile into FYI
Completed Document AutoFile & 7 Custom Process
: : (bgl: 7" % , e
Sta nda rd us e rs Ca n Vi EW the Automa tl On Proces S es \/ Daily import of Completed Document Define your own custom process using a

created in BGL, AutoFile into FYI combination of actions of FYl and other

and Apps tabs and options available, but only an integration apps
Administrator can make changes to the settings. < Prev Nex » 25perpage a

(Showing 0 - 14 of 14 entries )

Need Help?
Visit FYl Help > Getting Started > Key Concepts for anintroduction to The Automation Dashboard



https://support.fyidocs.com/hc/en-us/articles/360024302171-The-Automation-Dashboard-

Knowledge

The Knowledge workspace is available as a resource area for your practice.

Depending on your levels of access as a User, this is where you can access
Templates that have been set up in FYI.

Templates can be added or changed by an Administrator or by a User
belonging to a User Group that has Administer Templates enabled.

Additional Tabs can be created by your practice for Cabinets holding
documents that you wish to share with specified User Groups, for example for
Policies and Procedures.

To create an email or document from the Knowledge workspace,
select the Template you wish to use and click + Create to open the

Create Drawer. This allows you to select the relevant Client and
other filing details.

Need Help?

Templatss General Paolicizs & Proceduras

Search templates

Type

Visit FYl Help > Getting Started > Key Concepts for anintroduction to the Knowledge Workspace.

-~
e

Mame

Annual Checklist

ATO Cwerdue Payment Motice
ATO - RBA

BAS Due

Bookmark test

Chase up on unsigned Advice Engagement letter
Chase up ofs invoice

Checklist for change of email
Copy of last 3 years tax returns
Cowvering email

Dreductible Interest Calculator

Dreductible_Interest_Calculator

Work Type

Correspondence
Tax - Incomes

Tax - Income

Administration
Administration
Administration
Correspondence
Comespondence
‘Waorkpapers

Advisory

Knowledge

Year

2018
2018
2018

Permanent
2018
2018
2018
2019

L]



https://support.fyidocs.com/hc/en-us/articles/360030701312-Knowledge-Workspace

THE FYI DRAWER

Your new Drawer in FYI,
Outlook and Office



Displaying the Drawer

T\/' Clients + NEW @ @ 9
FY! holds information related to an email, document or Reed, Hank B PDF x
clientinteraction in The Drawer. e _
Summary Detail Jobs Tasks Documents Tax Apps Processes Activity Fiona_Reed-Tax-return-2018 P
The Drawer can be displayed from within FYIl, Outlook or O4 edit ) Copy W Delete  ©d Doclink Send @ Bxport  IIM BulkUpdate % Signature [ &+ Modified by Roger Taylor on 17/04/2018
H L% ave oger Taylor on
Offlce' Type Name Client Year Work Type o SsiedbyTogerTa T

&"' Created by Roger Taylor on 17/04/2019

This is where you can;
* Update Filing information

Year end financials Reed, Hank 2018 Correspondence R Filing ~

[

Fiona_Reed-Tax-return-2018 Tax - Income

n g Client Reed, Hank
L] A”ocate Ta sks h Hank_Reed-Tax-return-2018 Reed, Hank 2018 Tax - Income 2
. m Cabinet Client Files
° Add Comments for your tea m h Reed-SMSF-Tax-return-2018 Reed, Hank 2018 Tax - Income =
E . Work Type _
ar Reed-Construction-Tax-return-2018 Reed, Hank 2018 Tax - Income Tax - Income
* Initiate a Workflow = 3
. e . Engagement_Letter Reed, Hank 2018 Administration = Year 2018
* Or see recent Activity relating to the document z
= Engagement Letter Attached Reed, Hank 2019 Tax - Income = o
- wner Roger Taylor
= Engagement Letter Attached Reed, Hank 2019 Advisory o
Click the Preview tab to view the contents of the document B frgeement ecer Reed, Hank s Advisory -
. . . . Tasks ¥
or email without needing to download it. & XeroCon Reed, Hank 2019 Advisory L
= RE: | want apps for my business Reed, Hank 2019 Advisory L Workflow v
ﬁ Invoicing Requirements Reed, Hank 2019 Advisory L Activity ~
Called re superfund Reed, Hank 2019 Correspondence L
Comments can be used to add notes and allow team Recent Documents v
. Requesting the last 3 years of Tax Returns Reed, Hank 2019 Tax - Income L
members to collaborate on a document or email. B lwantapps reed, Hank sor o lrcome L Versions .
Called re super fund Reed, Hank 2019 Correspondence L Upload "

The Drawer displays when you click on a document or email in the list

Need Help?

Visit FYl Help > Document Management for information on Displaying the Drawer in FYl, Outlook and Office



https://support.fyidocs.com/hc/en-us/articles/360027561172-Displaying-The-Drawer-in-FYI-Outlook-and-Office

Using the FYI Drawer

You can access the FYI Drawer from within FYl, or when File  Home Insert Design layout References  Mailings Review View FYI  Help O Tell mewhat youwant todo (% Share [ Commer
you create an Office document using Word' PowerPoint ﬁgn’;’ Calibri sz - A A Al Al 2l M abcepd AaBbBC AaBbCcDd| AaBbCeDé AaBbCcDi AaBbC g:::a;e 7
or EX C E|. Paste < Format Painter BlI U -xx A #-A- 1 Emphasis  Heading 1 | TNormal | Strong Subtitle Title =|| Iy Selact~ D‘CEM@ Fvi

- e — iﬁ """" G xm ' = — S ‘?‘27 : FYI f O:"ﬁ . e
1. Click the FYI icon to display the Drawer E ' B
2. From the drawer you can: . Re: Engagement as your Tax Agent [ word

* Update filing information :
+  Allocate Tasks :
e |nitiate a Workflow -

Or see recent Activity relating to the
document

When you Close and Save a document, all of the changes :
are automatically saved back to FYI .

Make sure you have the FYI Apps installed ata User

or Practice level in order to display the Drawer in
Office and Outlook

Need Help?

Visit FYl Help > Document Management for information on Using the Drawer

Following our discussions, | am pleased to accept your appointment as your Tax Agent. We seek to act in
the best interests of our clients at all times and offer the highest level of professional services.

The scope of the engagement is as set out below (and any additions shall only be by agreement of
both parties and evidenced in writing):

As your Tax agent | will

Prepare your personal/business/trust return(s)

Lodge your personal/business/trust return(s)

Provide general taxation advice, including business tax advice on request
Act as your contact with ATO for matters relating to your taxation affair
Prepare and lodge BAS, PAYG and other Statutory documents

Professional Fees and Pay

All professional fees for the services provided to you will be based on the time and degree of skill and
acumen required to complete the tasks required, including out of pocket expenses and statutory charges,
unless otherwise agreed between the parties.

My current professional fees are:

Your new FYI Drawer in Office

Engagement Letter

[ ]
@8 Checked out by Liz Hurst on 08/11/2018
[ ]
@ Modified by Liz Hurst on 08/11/2018
[ ]
-'.‘ Created by Liz Hurst on 08/11/2018
Filing
Tasks
‘Workflow

v1.06 Liz Hurst (sign out)



https://fyidocs.zendesk.com/hc/en-us/articles/360018148272-Introducing-the-FYI-Drawer
https://fyidocs.zendesk.com/hc/en-us/articles/360018148272-Using-the-Drawer

Using the FYI Drawer in
Outlook

Fle  Home Send/Recewe Folder Vew P bep Q  Tell me what you want 1o do (<]
. . . . N G e tex ! > ® Search Prople ) it
Thanks to deep integration with Microsoft Office, you can B e @ &G0 [Semn BIor | B e | et | | A B | 8
. . i g | e o | Ry B D | Dveentnat V| Gonetee | potcy B oo p- Vrmotmits | Lo | adgon | g |
access FYl without ever having to leave your Outlook Inbox. e o ) S % e || e <
‘::m“ b Samon Current Madbor L [t vames <|  Slepy D.'lrp’(':l‘v.h-:-d b FY! for Outlook § x
1. Clickthe FYI icon to display the FYI Drawer S e 48, Moo bl HR ) Hank Reed <clienthank.reed@gmail £3 tmas [ 0eete |
Dylched g 600 # Yoday Re: Catch up regarding mobile apps —
3 ° mjﬂd it To terunt Re: Catch up regarding mobile apps
2. From the FYI Drawer you can check or update filing details - T e e e ey —————————————7
and click Create to make the email available to everyone s e 5 B oo iane
in the practice. - Thot sounds M & gr et iee. Mt e Gucilon, | hove been <o 5
_:(M — looking at my options in the Xero App Store. | really would like
o s marmamimt || ~
When sending a new email to a client, open a blank email and weth 4100k forwerd 1 hearing rom you. R —
click the FYI Icon. 155 Subrgtions Regards Hank
Sesrch Foldens o‘:.‘?:w N .,-,mmw ®
) ) o ) : Gooupn On Wed, Dec 12, 2018 at 3:28 PM Uiz Hurst <z urst @fyidocs com> acolno N /o
The FYI Drawer will display giving you access to FYl email o
- . . . . 5 Haek Tasks =
templates and the ability to file the email before sending it. Wa@ftdoccon &
. . . . . Actrity e
Any replies to this email will automatically be saved to FYI.
1 believe the best approach would be 1O meet In person to agree
the nest steps. Recent Documents .
1wl follow up this emad with an invitations.
— vion L Murst (sign ooty
To keep the Drawer open, click the Pin at the top of the s st ot Gt o e N W -4 e

drawer.

Your new FYI Drawer in Outlook

Need Help?

Visit FYl Help > Email Management> Filing Email from Outlook for information on Using the FYI Drawer in Outlook



https://fyidocs.zendesk.com/hc/en-us/articles/360025433432-Introducing-the-FYI-Drawer-in-Outlook

Filing Cabinets & Categories

FYI documents are stored in CABINETS which can be configured to
reflect the broad divisions of operations within your practice.

FYI comes shipped with best practice default cabinets for Client
Files, Partner Files, Practice Admin and Training.

Security controls dictate which users can access documents within a
Cabinet.

CATEGORIES are the way documents are tagged with meta-data to
create a filing structure. Categories can be used as filters on lists
when displaying the information in FYI.

FYl uses Work Type and Year as initial default Categories, but

additional categories can be set up to suit the requirements of your
practice — for example, Tax, Audit, Administration and more.

Need Help?

+w @ QO

Create Word

Client Marshall, Frank
Change Addressee

Stationery Growth Partners - Lett...
Template
Cabinet Client Files X v
Work Type .

P Audit
Year

Business Services
Financial Planning
Partner Files I

Practice Admin

Training

The filing Cabinets and Categories applied to a document
can be accepted or changed from the FYI drawer

Visit FYl Help > Administration > Practice Set Up for an introduction to FYl’s Cabinets and Categories



https://fyidocs.zendesk.com/hc/en-us/articles/360018142192-Document-Cabinets-and-Categories
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WHERE TO BEGIN

Creating your first email and letter



+ New Documents

f\ﬁ Dashboard

By cllcklng +N ew you can create documents and flle nOteS that InTray @  MyRecent  MyTasks @)  Delegated Tasks @  MyEdits @  Notifications @
are automatically filed by client. Search documents pids “h-zacls (@
Type Name Client Work ' | B Email E
You Wi” be prompted to" ﬁ Engagement_Letter Marshall, Frank Administr,
ﬁ Ethical Letter - Letterhead Marshall, Frank Administr: D File Note F
. ﬁ Year end financials Marshall, Frank Correspor
1. SeleCt the type Of document you WISh to Create. ﬁ Balance Sheet 01/07/2017 - 30/06/2018 Marshall, Frank Workpape .
* Email, Word Document, Presentation or Spreadsheet B Bonk Summary 01/07/2017 - 30/06/2018 i Worol)| | Meeting M
* File Note, Meeting, Phone Call, Task etc Bi Profit and Loss 01/07/2017 - 30/06/2018 Marshall, Frank ~ Workpape
Bi Trial Balance 01/07/2017 - 30/06/2018 Marshall, Frank Workpape J Phone C
. R . b Engagement Letter Attached Marshall, Frank Correspor
2. Pre-file the document, adding details such as; B tgagement Leter wasball Frank el B Presentation 5
° Client ﬁ Engagement_Letter Marshall, Frank Administr:
° Wh|ch Stationery a nd/or Templates toa pply & Late lodgements Marshall, Frank Correspor @ Spreadsheet S
H H H = : New company set up and | need an accountant.. arshall, Fran orrespor
* Which Cabinet to store the document in = RENew company setup and [ need fort: Machall Frank _ Coresg
) . . h Telstra Statement 30.06 Marshall, Frank
¢ WhICh categorles to tag the document Wlth' for Call re tax audit Marshall, Frank Correspor ‘?E TaSk T
example, Year and Work Type B Engagement Letter Marshall Frank  Administr
& New company set up and | need an accountant... Client, Cynthia Correspor -?n Upload U
. 7] ew company set up and | need an accountant... er, Willie orrespor
3. Click Create to open the document. e compeny et and needan accountent. - en s
& New company set up Stone, Sam Correspor n .
T o Web Link L
Creating a new Word document that B Word W

is automatically filed by client

Need Help?

Visit FYl Help > Document Management for more information on Creating Documents in FYI.



https://fyidocs.zendesk.com/hc/en-us/sections/360002545632-Creating-Documents-in-FYI

Creating your first
Email in FYI

¢ Click+ New on the FYI Dashboard and select Email
from the list of document types.

* Complete filing details in the FYlI Drawer, including
Client, Addressee, Template, Categories and more.

* Click Create to launch Outlook and finish drafting
the email.

*  When you send the email it will automatically be
filed in FYL.

Need Help?

InTray @

f\ﬁ Dashboard

My Recent My Tasks @

Search documents

Type

- I (I = = < = < - = W= =]

N =

Name

Engagement_Letter

Ethical Letter - Letterhead

Year end financials

Balance Sheet 01/07/2017 - 30/06/2018
Bank Summary 01/07/2017 - 30/06/2018
Profit and Loss 01/07/2017 - 30/06/2018
Trial Balance 01/07/2017 - 30/06/2018
Engagement Letter Attached
Engagement_Letter

Engagement_Letter

Late lodgements

Delegated Tasks )

My Edits @
Hide Threads [

Client

Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank

Marshall, Frank

RE: New company set up and | need an accountant.. ~ Marshall, Frank

Telstra Statement 30.06
Call re tax audit

Engagement_Letter

New company set up and | need an accountant...

New company set up and | need an accountant...

New company set up

Marshall, Frank
Marshall, Frank
Marshall, Frank
Client, Cynthia
Tyler, Willie

Stone, Sam

Notifications @

Work

Administr:
Administri
Correspor
Workpape ‘
Workpape
Workpape
Workpape
Correspor
Administr:
Administri
Correspor

Correspor

Correspor
Administr;|
Correspor
Correspor

Correspor

Creating your first email that is
automatically filed by client in FYI

Visit FYI Help > Email Management > Sending Email for instructions on how to Create an Email in FYI.

+Nw ® Q O

& Email
P File Note
] Meeting
o Phone
B Present:
(2 Spreads
= Task
A Upload
@ Web Lin
H Word
T

Create Email

Client

Template

Cabinet

Keywords

Work Type

Year

Mame

Marshall, Frank

Mo template selected

Client Files
Keywords
Correspondence
2019

Mame

Change Addresses

=



https://support.fyidocs.com/hc/en-us/articles/360018151952-Creating-an-Email-from-FYI

Creating your first
Letterin FYI

Click + New on the FYI Dashboard and select Word from the list
of document types.

Type at least three characters of the Client Name and select the
Client

Select your Stationery, eg. Your practice letterhead

Select a Template that has been uploaded for your practice
Select a filing Cabinet or the document, such as Client Files.
You also have the option of entering Keywords to use when
searching for the document.

Select your preferred filing Categories for the document, for
example, Correspondence for Work Type and 2019 for Year.
Enter a Name to identify the document internally

Click Create to launch Word and finish drafting the letter.

When you save and close the document it will automatically be
filed in FYI.

Need Help?

InTray @

Search documents

Type

- I (I = = < = < - = W= =]

N =

f\ﬁ Dashboard

My Recent My Tasks @  Delegated Tasks )

Name

Engagement_Letter

Ethical Letter - Letterhead

Year end financials

Balance Sheet 01/07/2017 - 30/06/2018

Bank Summary 01/07/2017 - 30/06/2018

Profit and Loss 01/07/2017 - 30/06/2018

Trial Balance 01/07/2017 - 30/06/2018
Engagement Letter Attached

Engagement_Letter

Engagement_Letter

Late lodgements

RE: New company set up and | need an accountant..
Telstra Statement 30.06

Call re tax audit

Engagement_Letter

New company set up and | need an accountant...
New company set up and | need an accountant...

New company set up

My Edits @

Hide Threads [

Client

Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Marshall, Frank
Client, Cynthia
Tyler, Willie

Stone, Sam

Notifications @

Work

Administr:
Administri
Correspor
Workpape ‘
Workpape
Workpape
Workpape
Correspor
Administr:
Administri
Correspor

Correspor

Correspor
Administr;|
Correspor
Correspor

Correspor

T

Creating a new Word document that
is automatically filed by client

Visit FYI Help > Document Management for instructions on how to Create Word Documents in FYI.

& Email

0 File Note

] Meeting

J Phone

B Presentatio

[ Spreadshee

= Task

X Upload

&  Web Link

H Word
T

+Nw ® Q O

Create Word

Client

Stationery

Template

Cabinet

Keywords

Work Type

Year

MName

Marshall, Frank
Change Addreszes

Mo stationery selected
Mo template selected
Client Files

Keywords
Correspondence

2019

Mame



https://support.fyidocs.com/hc/en-us/articles/360018426391-Creating-Word-Documents-from-FYI
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HELP WHEN YOU NEED IT

FYI Website Resources, Help Centre,
Email Support and Community



Start your journey at www.fyidocs.com

@ WHY FYI FEATURES PRICING FREE 30 DAY TRIAL

VIDEO LIBRARY
The FYI website is a great place to start learning about FYI.

EMAIL AND TASK MANAGEMENT DOCUMENT MANAGEMENT

* Visitthe video library to watch videos introducing the platform

EMAIL AND
and key features @ @ @

* Join a live product demonstration webinar to get a tour of the

platform. A\ __ ey
* Join the FYl Community to get news and updates on product SRRt i g o sl St e
releases and have the best of our blog delivered to your inbox. clov
PROCESS AUTOMATION GETTING STARTED: 30 DAY FREE TRIAL
The website also gives you access to resources including the FYI @ PROCESS
Blog, FAQs and the FYIl Help Centre.

° -e " )
K = /
w WATCH VIDEO /

WATCH VIDEO

Automate a growing number of repetitive tasks using FYI's You can be up and running in less than 10 minutes with full
automation engine, resulting in significant time savings for the access to FYI's document management and automation
entire practice. functionality.

FYI video library at http.//www.fyidocs.com/

Need Help?

Visit the FYI Video Library at www.fyidocs.com



https://www.fyidocs.com/video-library/
https://www.fyidocs.com/webinars/
https://www.fyidocs.com/subscribe/
https://www.fyidocs.com/blog/
https://www.fyidocs.com/faqs/
https://fyidocs.zendesk.com/hc/en-us
http://www.fyidocs.com/
http://www.fyidocs.com/

The FYl Help Centre

Available to all FYl users, the FYI Help Centre is a
comprehensive knowledge base designed to assist
you on your FYI journey.

It is a self-guided learning library providing detailed
help articles, downloadable PDF guides and video
tutorials to help you use the app to its full
potential.

The following User Guides are a great place to
start:

Welcome to FYI

Key Concepts for New Users

Mastering the Essentials

Getting Started with Email Management
Getting Started with Tasks

Getting Started with Document Management

Need Help?
Visit FYl Help > Getting Started to download Getting Started User Guides

Hi. How can we help?

Getting Started

Everylhing you need 1o know aboul
onboarding

Email Management

y amail in or oul of yaur
ing the ient file

Ensura that ev
practic

Document Managemaent & CRM

Take your practice papeness with all the
controls required with the additonal benefi of
improved client sensce le.

Shared Functions

Shared funciions in FYI, including Search and
Ratiaval, Jobs. Import via your OneDrive,
Commants.

Automation

Configure and activate your automated
processes that will transform your praclice

Task Management

Leam how 1o use FYI Tasks including
delegation, nolifications and fracking

FAQs

Check here for answers to Frequently Asked
Questions

Administration

Configuration of FY1 including cabinets
categonies, team and security

Release Notes

FY1 i regularty deplaying updates 1o enhance
the prodict. Details of each release, big of
smal, can bie found in the

FYI Help Centre at http://support.fyidocs.com/



https://support.fyidocs.com/hc/en-us/sections/360002545432-Getting-Started-Guides
http://www.fyidocs.com/

FYI Email Support

Our support team is available during business hours to answer any of your queries.
Simply email support@fyidocs.com and we will be happy to help.

Hi team,
Today is our first day getting to know
the FY1 system (loving it so far) and we

have a few gquestions for you

Sarah,
Client Services Coordinator

Hi Sarah,

Welcome to FYL If you are interested in
learning more, visit our Help Centre at
https./fyidocs zendesk.com/hc/en-us or
you can email us anytime. We're here to
help you in any way we can.

Regards,
FYIl Support

Q. Is there an example of how an accounting firm should set up their filing system?
A. Cabinets can be configured according to the requirements of your own practice.
You can change the name of the default Cabinets, add new or remove existing ones.
To leam more, refer to Managing Cabinets.

Q. How do we file our existing documents in FYI?

A.For existing documents, FYI's Bulk Import feature allows administrators to easily
import historical documents via a specified OneDrive account and file themin a
consistent folder hierarchy. Please click here to learn how.

Q. How do | ensure that each email | send to a client is recorded in FYI?

A. FYl monitors both your inbox and Sent items in Outlook. Any of the client
interactions that you receive or send subsequent to the deployment of FYI will be
automatically imported and filed in FY1. For more information on FYI's AutoFlle
feature, click here.


mailto:support@fyidocs.com

THE WORLD’S MOST AUTOMATED
DOCUMENT MANAGEMENT PLATFORM

WEB APP

HELP CENTRE

EMAIL SUPPORT


https://app.fyidocs.com/
https://fyidocs.zendesk.com/
mailto:support@fyidocs.com

