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IMPORTING DOCUMENTS

INTO FYI
Uploading, filing and storing documents in FYI



Uploading documents in
bulk to a Client tport

Client [ Caremark Corporation x ]
Cabi

Virtually any type of file can be uploaded and stored within FYI. - Lt
Year 2018

1. From within FYI, click + New and select Upload to display the Work Type Tax= Income

Import Drawer.

2. Select or enter the filing fields, or change the defaults provided
for Client, Cabinets and Categories.

3. Click Choose a file or simply drag one or more files into the
Drawer.

4. Once you have added your file or files, click Create to file the
documents in FYI.

When using Bulk Upload, you can allocate documents to
another user for final review and filing. This is especially m

useful when scanning and delivering external mail to team
members.

Using Bulk Import to upload multiple documents —
such as scanned mail — to FYI for review and filing.

Need Help?

Visit FYl Help > Document Management for more information on Importing Documents into FYI



https://fyidocs.zendesk.com/hc/en-us/sections/360002545652-Importing-Documents-to-FYI-

Using Drag and Drop to import
documents into a list in FYI

You can drag and drop documents directly from
Windows Explorer or from your desktop into any list in
FYI.

The Import Drawer will appear so you can select Client
and filing details.

Filing details selected will apply to all the documents
being imported.

The Advanced section of the Import Drawer can be used
to change the Owner, Filing Status and Workflow to be
applied to the imported documents.

When multiple files are added this way, they

will all be filed to the same Client, Cabinet
and Categories

Need Help?

Import

Client [-‘,,;,,;;,.;, ]

Cabinet Client Files

Work Type Correspondence

Lo 2019

Files
0 Engagement_Letter.docx (34 kB) x
0 Leslie Marshall Tax Retum 2018.pdf (417 k) x

Letter_Requesting_Year_End_Information.docx (12kB) X

Advanced &

Drag and drop is a handy way to import a small
number of documents and file them to the same
Client, Cabinet and Categories.

Visit FYl Help > Document Management for more information on Importing Documents into FYI



https://fyidocs.zendesk.com/hc/en-us/sections/360002545652-Importing-Documents-to-FYI-

Importing batches of documents

Via integration with Office 365, each FYI user has a system folder — orgene e

automatically created for them within their OneDrive called FYI- My - 7 v M [Lh> OneDrive-Growth Partners > FYI- My Imports

Imports. This provides a simple and efficient way to batch import + ik scces O Name B

documents into FYI. [ (2} Frank-Marshall-Tax-Returns-2018 - Copy - Copy
fia FYIDocs 1|2} Inner-City-Electrical-Financials-2018

M Inner-City-Electrical-Tax-Returns-2018 - Copy

¢@ OneDrive - FYl Docs

Simply drag and drop documents into your FYI - My Imports folder
and they will automatically appear in your FYI In Tray, ready to be

/@ OneDrive - Growth Partners

. FYI-Bulk Export
filed. | FYI - Clients

. FYI-Import
The FYI - My Imports folder is especially useful when you are = ::mi:::m
scanning documents or printing to PDF from any application, j FVI - Processed
seamlessly adding batches of documents straight into FYI. | Sample Documents

When documents are imported this way, they are In Windows Explorer, the FYl — My Imports folder is
moved from FYl — Imports into another OneDrive folder normally found in your OneDrive — FYI Docs folder

called FYl — Processed. This folder — which is
automatically generated by FYl — must exist for Imports
to work correctly.

Need Help?

Visit FYl Help > Shared Functions > OneDrive for instructions on how to use Importing Documents into FYI



https://fyidocs.zendesk.com/hc/en-us/sections/360002545652-Importing-Documents-to-FYI-

Saving an Office Document to FYI

Wh en Creatl ng a new d ocume nt in WO rdr Exce I or File Home Insert Design Layout References Mailings Review  View Help £ Tellme & Share 12 Comments
Powerpoint, you can file it in FYI directly from Office ‘L ; Caliri Boty) <12 <] A° A" | Aa~ | A sasoceod) mamoceos Aagbcc | 2] | & | &
using the FYI Drawer. Paste < |BlT[UNe% x ¢ A~ 2-A- TNormal | TNoSpac.. Heading1 |- | Edifing | Dictate | FYI
Clipboard 1 Font (] Styles [} Voice -
'-"g'"'"""""'1"""'3""""‘"'""5""'5""""'7
Here’s how; - FYI for Office v X
’ A
1. Click the FYlicon in the Office ribbon menu to 1 Filing Status Not Filed
display the Drawer. A
Re} Engagement as your Tax Agent Client Marshall, Frank
2 N Com pIEte or accept the fl I | ng deta IIS InCIUd | ngl ] Following our discussions, | am pleased to accept your appointment as your Tax bi
° Cli - Agent. We seek to act in the best interests of our clients at all times and offer the Cabinet Client Files
e nt N highest level of professional services.
. ca b i net The scope of the engagement is as set out below (and any additions shall only be by Work Type Administration
- agreement of both parties and evidenced in writing):
H i Year
° catego ries N As your Tax agent | will 2018
° N ame . Prepare your personal/business/trust return(s) Name
. . N . Lodge your personal/business/trust return(s)
3 . CI IC k create tO save t h e d ocume nt n FY I : . 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 Create
Professional Fees and Payments v1.0.35 Liz Hurst (sign out)

If you need to edit the document once it has

been created, open it from FYl in order to
save the changes. Creating an Office document and saving it in FYI.

Need Help?

Visit FYl Help > Document Management for more information on Importing Documents into FYI



https://fyidocs.zendesk.com/hc/en-us/sections/360002545652-Importing-Documents-to-FYI-

O

CREATING DOCUMENTS

Creating documents and client interactions
Adding stationery and templates



By clicking +New you can create Word documents,
Excel spreadsheets and Powerpoint presentations
that are automatically filed by client.

You will be prompted to;

1. Select the type of document you wish to create
2. Pre-file the document, adding details such as;
* Client
* Which Stationery and/or Templates to
apply
*  Which Cabinet to store the document in
* Which Categories to tag the document
with, for example Year and Work Type
3. Click Create to open the document.

You can also use +New to create a Web Link

to a document located at an external URL
and file this link in FYI by Client.

Need Help?

Creating New Documents

fyi  pashboard

inTray @ MyRecent MyTasks @) Delegated Tasks @) My Edits @  Notifications €

Select || Search documen its Hide Threads (8

Type  Name Client Work Ty

] Engagement Letter Marshall, Frank

] Ethical Letter - Letterhead Marshall, Frank
] Year end financials Marshall, Frank Corresponc
B Balance Sheet 01/07/2017 - 30/06/2018 Marshall, Frank ~ Workpaper
B Bank Summary 01/07/2017 - 30/06/2018 Marshall, Frank ~ Workpaper:
B Profit and Loss 01/07/2017 - 30/06/2018 Marshall, Frank ~ Workpaper:
B Trial Balance 01/07/2017 - 30/06/2018 Marshall, Frank ~ Workpaper:
1 Engagement Letter Attached Marshall, Frank Correspone
] Engagement Letter Marshall, Frank ~ Administrat
] Engagement Letter Marshall, Frank ~ Administrat
=8 Late lodgements Marshall, Frank Corresponc
1 RE: New company set up and | need an accountant..  Marshall, Frank Corresponc

B Telstra Statement 3006 Marshall, Frank
Call re tax audit Marshall, Frank ~ Corresponc
] Engagement Letter Marshall, Frank ~ Administrat
=8 New company set up and | need an accountant. Client, Cynthia Corresponc
=8 New company set up and | need an accountant... Tyler, Willie Corresponc
= New company set up Stone, Sam Corresponc

Creating a new document that is
automatically filed by client

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

+Nw @ 2 6

(™) Email £
(] File Note F
(m] Meeting Create Word
J Phone
i Client Nile Scaffold
B3] Presentation
Change Addressee

R Spreadsheet .

Stationery Letterhead - Growth P..
= Task

Template Engagement Letter
oy Upload .

Cabinet Client Files
& Web Link

Year 2018
® Word

Work Type Advisory

| —


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

Create File Note I

Recording Client Interactions

Client

Create Phone |
Cabinet Cliont
Work Type Cabinet Create Meeting
You can also use +New to create a File Note, or a record of a o Work Type Client vl Fran
Phone Call or Meeting, that is automatically filed by Client. Vear Job Cabinet b Sorves
. Hame Yo Work Type Correspondence
You will be prompted to; bate Name
Job No job selected
Time Phone Year
1. Select the type of client interaction you wish to create — e o
File Note, Meeting or Phone Call. Lol (. ame s
2. Pre-file the document, adding details such as; Date 09/05/2019
* Client 2 7 ter Time 07:56
* Subject —a name to identify the interaction in lists Location Enter the location
* Which Cabinet to store the document in 3 | hora = 16| ~|[= ~
* Which Categories to tag the document with, for
example Year and Work Type
* Date, Time and Location, depending on the type of
interaction
3. Click Create to save the interaction in FYI. Creating File Notes and
recording Phone Calls or
Meetings
Need Help?

Visit FYl Help > Document Management for more information on Recording Client Interactions.



https://fyidocs.zendesk.com/hc/en-us/sections/360002568592-Recording-client-interactions

Creating Stationery

Any stationery used in your practice, such as letterhead with company
logo, address details, and merge fields can be set up within FYI.

Stationery must be set up and maintained by an FYI administrator in
Settings > Practice Settings > Documents > Stationery.

The Stationery can be defined as Published, Draft or Archived. It will only
be available to users if it is Published.

FYlI comes with sample documents pre-installed. These are designed to
help you set up your own Stationery files, and show Merge Codes that
you can use, such as Contact Name and Postal Address.

Word Stationery can hold images, text and

merge fields in the document, header and
footer .

Need Help?

Create Stationery X

Type Word Stationery

Name Letterhead with annex address

Default Delivery | ¢
Status

State Draft

2

Choose a file or drag it
here. :

Choose a file to upload an existing
template or drag and drop it into FYI

Visit FYl Help > Administration > Practice Templates for more information on Adding Stationery.



https://fyidocs.zendesk.com/hc/en-us/articles/360018257772-Adding-Stationery

Creating Templates

Templates can be created in FYI for Word, Excel

and Powerpoint documents using standard images
and text.

You can include Merge Fields from Xero Practice
Manager in a Template.

These can only be set up and maintained by an FYI
Administrator in in Settings > Practice Settings >

Documents > Templates.

A Template will only be available for selection
when creating new documents, if it is Published.

Need Help?

Create Template

Type
«Date» Name
«Addresseex State
«PostalAddress»

«PostalCity» «PostalRegion» «PostalPostcode»

Dear «FirstNamex»

Overdue Payment Notice

We enclose correspondence received from the Australia )
payment of the amount of $********** gutstanding in your 3tgories

If you have not yet paid this, we recommend you pay it it Work Type
by instalments, contact the Australian Taxation Office by y
ear

Please respond to the Australian Taxation Office by the «
proceedings.

If you have any queries, please contact our office.

Regards

No type selected

| Choose afile or drag it :
here. :

No option selected

No option selected

Example of a Word Template including merge fields

Visit FYl Help > Administration > Practice Templates for more information on Creating Templates for Word, Spreadsheet or Presentation



https://fyidocs.zendesk.com/hc/en-us/articles/360018528351-Creating-Templates-for-Word-Spreadsheet-or-Presentation

Creating Documents from Templates held in FYl is
simple.

1. From FYI, click + New and select Word,
Spreadsheet or Presentation from the list of
document types.

2. Inthe Drawer, select the Client to display any
filing defaults, and then select the Template
you want to use.

3. Filing Categories will change as relevant to
match the Template selected.

4. Click Create to open the Document in Word,
Excel or Powerpoint and automatically populate
any merge fields.

From the Workspace, you can use the

shortcut key W, S or P to create a Word, Excel
or Powerpoint document using Templates

Need Help?

File ~ Home Insert  Design  Llayout  References  Mailings  Review  View  Developer  Help
=1 X | |Calibri (Body) MR ==
Elﬁ el Body 5 = o AaBbCc AaBbceDe AaBbCc 9
Pae B | BT U x xX|h | B = TNormal | TNoSpac.. Heading1 = | Editing
S| B Aha AN GBS : il
Clipboard & Font ] Paragraph ] Styles "
L I'Z'l'l'llg-l-l-\‘Z‘l-}-l‘4-\‘5‘|-6-|‘7‘1-I‘|-9-|‘l0‘|-ll‘|-12-|
E 9 May 2019
| Mr F. Marshall
- 23 Sample Street
] Sampleville NSW 2045 Create Word
N Ref: 2045
i‘ Dear Frank, Client
:» Business Activity Statement ("BAS")
E We enclose two copies of the Business Activity Statement (B,
] comprising: Stationery
i 1. An original for lodgement purposes, as required by the Al
o should be signed where indicated, and returned to our ofl
- Template
| 2. Adetailed copy for your records.
E We estimate your Goods and Services Tax (GST), Pay As Yc¢ Cabinet
= instalment and fringe benefit tax liabilities to be as follows:-
- GST payable/(refundable)
o PAYG withholding payable Work Type
7] PAYG instalment payable
o Fringe benefits tax instalment payable
Pagelof2 297words [[X English (Australia) 3 Year
Name

Creating Documents from Templates

Autosave GID [F O~

Creating a standard letter using a
Word Template with merge fields

Demo_-_BAS_Letter] - Last Saved 09/05/2019 6:23 AM ~

S13

Acrobat 0 Search 2R
8 =
Createand Share | Dictate |  FYI
Adobe PDF
Adobe Acrobat | Voice S
FETRIIRE TRy ST EE [<]

|

Marshall, Frank

Change Addressee
[ 2
ATO Overdue Payment .

Notice

Engagement_Letter

IAS Letter - Quarter 1

Year end financials

Visit FYl Help > Document Management for more information on Creating Documents from Templates.



https://fyidocs.zendesk.com/hc/en-us/articles/360025102411-Creating-Documents-from-Templates

O

WORKING WITH DOCUMENTS
Edit using the power of the desktop



@ Working with documents

The Tool Bar and Drawer in FY| provide a variety of familiar
options used when working with documents, and more!

Use the Tool Bar to Open, Copy, Delete, Send, Export or v Practice v +uw @ QO
Bulk Update documents, or to create a Document Link. D F— < B

[Z open I Copy W Delete  GD Doc Link Send € Export  |IM Bulk Update | Cancel — Catch up
Use the Drawer to;

* Preview a snapshot of the contents of a document

Type Name Client Modified by Modifi
‘* Created by Rob Cameron on 07/11/2018

(9 Test Wenceslao, Toni Toni Wenceslao 07/11/201
befo re o pe n i ng it . [z Re: Signed Xero Roadshow Form Frigo, Patrick Chris Britton 07/11/201 Filing v
ope . . m Outlook Importer Internal FYI Michael Israel 07/11 ©
* Check or change Filing details such as Cabinets and 5 Tesks .
:
. m
Catego ries. & RE: FW: Move out of beta... Budhabhai, Anesh  Rob Cameron 07/11 £ Workflow v
& RE: Follow-up... Groth, Simon Rob Cameron 07/11/201 L.
¢ Add Comments and Tasks to a document Actvity g
) Lo ~ RE: Access to Change GPS Platform Batty, Mikala Rob Cameron 07/11/201
°
V ew ACt IVIty ona d ocume nt ] Pilot Implementation - Follow Up Brandman, Stuart  Rob Cameron 07/11/201 Opened document
. . - . ) Michael Israel 07/11/2018, 2:25:07 pm
° O pe n PreV| 0 u S ve rs I 0 n s Of a d O C u m e nt 0 r Save a n ew ] RE: Followup email Munro, Timothy Rob Cameron 07/11/201 Status changed from Completed to Not Started
. = RE: Thank you for joining..... Roche, Kim Rob Cameron 07/11/201  Rob Cameron 07/11/2018, 2:10:20 pm
version & RE: Sorry | didn't get back to you last night Migliardi, Anthony  Rob Cameron 07/11/201  Marked as sent
% RE:Kevin Johnson and FYI Johnson, Kevin  Rob Cameron o7/11/201  ROP Cameron 07/11/2018, 2:10:20 pm

Bulk Update allows you to change the Filing
Using the Tool Bar and Drawer in FYIl to work on documents

fields, Send, Delete or Export multiple
documents in one go.

Need Help?

Visit FYl Help > Document Management for information on Document Management Basics.



https://fyidocs.zendesk.com/hc/en-us/sections/360002545452-Document-Management-Basics

Editing using the power
of desktop applications

FYI allows you to edit Word, Excel, Powerpoint
and PDF documents natively and exclusively using
the richness of desktop applications.

Select Edit in any document list in FYl to work on
a document.

FYI will automatically check to ensure no other
team member is currently editing, and then
seamlessly download the document to the FYI -
My Edits folder in your OneDrive.

Select | am Finished Editing for the

updated document to be uploaded to FYI

Need Help?

Visit FYl Help > Document Management for instructions on how to Opening and Editing Documents

f\ﬁ Dashboard

My Recent  In Tray My Tasks @ MylJobs )  Delegated Tasks @  My!
7 Finish Editing

Type Name Client Year Wo

~ Engagement Letter Attached Armstrong In... 2013 Admini:

< =
B Year End Tax Return Letter for C..[4'  Biogen Group 2018 Perma

) Test email Marshall, Frank 2018

Co

[~} ANother bad work Ellya, Naomi

Marshall. Frank 2017

'
£

B SINIWWOD 5 M3IIATud

B Demo-noA

'
¢

Opening Document for Edit

=]
£

OneDrive

Your document is now available in the folder "FYI -
My Edits" in your OneDrive

Crem ] oo

w e @ QO

B Word

Year_End_Tax_Return_Letter_for_Client_Gro
up

X

I I am finished editing

},‘ Modified by Liz Hurst on 01/03/2019

:,* Saved by Troy Steele on 04/03/2019

&"’ Created by Liz Hurst on 01/03/2019

Filing
Tasks
Workflow
Activity
Recent Documents

Versions

Mastering the Essentials



https://fyidocs.zendesk.com/hc/en-us/articles/360024314712-Opening-and-Editing-a-Document

O

SENDING DOCUMENTS
TO CLIENTS

Send via email, OneDrive
or the postal service



Sending documents via email

Send allows you to send documents via email either Documents w v @ Q O
in native form or as PDF attachments. The underlying Documents send x
email is automatically filed in FYI and a record of the Vien)soetes W peee | @@ Send | B> MakSent @ Eport I SukUpdate | Concl | ot R
send is shown in the Activity of each document that is O * Tpe Nome Cient = Year Work Type Job Workt. Crange Adssee
sent. Template No template selected
E Bank Summary 01/07/2017 - 30/06/... Marshall, Fr.. 2017 Workpapers Not Started Re  Cabinet Client Files
O B Balance Sheet 01/07/2017 - 30/06/2... Marshall, Fr... 2017 Workpapers NotStarted Re . R
1. Select the documents and C“Ck SEnd in the tOOI O B Trial Balance 01/07/2017 - 30/06/2018 Marshall, Fr... 2017 Workpapers NotStarted R o .
b disol he Send by E il d O B Profitand Loss 01/07/2017 - 30/06/... Marshall, Fr.. 2017 Workpapers NotStarted R T Workpapers
arto |Sp ay the en y mal rawer. (] RE: Can you help me with another p... Marshall, Fr.. 2019 Administrati... NotStarted Ri YO 2017
2. Select the options for the cover email as follows; O ©  Newcompanysetupandineedan.. Tyler,Wille 2018 Corespond.. NotStarted R Name e
° Te m p I ate [m} &8 Accountant needed.. Wong. Mitc... 2018 Correspond... Not Started Re Sondvia Onedrve
ore . D =8 New company set up and | need an... Webb, Lilian Not Started Re
*  Filing choices and Name O B e R
.. . ) _ Create as Draft o
° InCIUde as PDF or the Orlglnal flle types. (m) General review of the file Ellya, Naomi NotStarted Tt
. C d f d . d (m] General review of the file Ellya, Naomi NotStated T Cocuments (iems15KD N
reate as draft or send Immediate. (m] General review of the file Ellya, Naomi NotStarted Tt
3. Use Workflow to select Pending Client Signature (m} General review of the file Ellya, Naomi NotStarted  Tr  Bank Summary 01/07/2017 - 30/06/2018 (15KB) X
. . . . O B session FYI004 - Learning Xero XP...  Dover Corp... NotStarted Tt
if belng sent for signing. O B sackoffis Standard_Instruction_Sheet Marshall, Fr... 2019 Administrati... NotStarted  Li Workflow -
O @  Meeting - Client is not recognized...  Ellya, Naomi Completed Tt
0O B subject-o01 Dover Corp... Not Started Tt

Create as Draft allows users to customise

the email from Outlook before sending.

Need Help?

Visit FYl Help > Document Management for information on Sending Documents via Email.



https://fyidocs.zendesk.com/hc/en-us/articles/360018427291-Sending-Documents-via-Email

Sending documents via OneDrive

The Collaborate automation allows you to securely

Marshall, Frank Send X
send documents to clients via your practice’s OneDrive ) L L N .
) ) ) ) ummary etail obs  Tasks  Documents ax pps  Processes ctivity ient Marshall, Frank
account. This provides an alternative to email when
. L. 1 item(s) selected @ Deete Serd P MarkSent @ Export B Bulk Upcate Tempiste
sending sensitive attachments. . — pe—
ne Ciient Files
W] Engagement Letter Marshall, Frank 2018 Administration RO Work Type Comesponcence
0 . . . . a E Repco Statement 30062018 Marshall, Frank 2018 Ro
Send via OneDrive sends an email with a hyperlink to = = e e pomevmanrs

Name Name

the document that has been placed in a Client folder . Kehurt@Midocs o \.{ e
Send

th t ’ O D . ‘ To... Hzlient.ﬁank.marshall mail.com
within your practice’s OneDrive. | 25 Microsoft

&

pondence  Ro Sendvia OneDrive X v

Email

Subject | Corporate Secretarial Change Letter Selected Do(ume
An email to the Client is created including a secure link Dear Frank Recuest Vesieien Ceel . Eosement et G x
to each document. Clicking on the link prompts a Plesse find attached a ink o the Corporate Secretaril Change LEKETYE | oo ecenes s e it T
request for a verification code which must be entered e [ Engagement Letter pcf
to access linked documents T

at client.frank.marshall@gmail.com.

An FYl Administrator needs to set up the

Collaborate automation for your practice so
you can Send via OneDrive

Using the Collaborate automation to send documents via OneDrive

Need Help?

Visit FYl Help > Automation > Collaborate for information on Send via OneDrive.



https://fyidocs.zendesk.com/hc/en-us/articles/360025681292-Send-Via-OneDrive

Sending documents in the post

Send X
. f\ﬁ Dashboard Clients Client Marshall, Frank
If a document has been sent in the post, you can
X Marshall, Frank Change Addressee
use the Mark Sent tool bar function to change Template
the Delivery Status to Sent. Summary  Detail Jobs  Tasks Documents  Tax  Apps  Proces Cabinet oo
Settings Year 2018
Postal Service can be set as a default preference it WorkType | conespond
abine Demonstration orrespondence
for Clients who need hard copies of documents to . Nome .
‘ear 2018 ame
be sentin the mall Work Type Correspondence Send via Postal Service
. ) . Send attachments [ Postal Service % | v ] Include as POF [
If so, when using the Send wizard, users will be ° Create asDraft | o
. . Primary Client
prompted with "Send Method selected is 'Postal ’

. T elected Documents (iitm -
Service'. Please choose another method to ’ © e
continue™. Setting and changing the preference for ~ Peme-®steer e *

sending documents to clients Workiion .
The user can either select Cancel to stop the
email Send and send the document by post, or
overrUIe the pOStaI preference by Changlng Send Send method selected is ‘Postal Service'. Please
via tO Emall Or OneDere choose another method to continue.

Need Help?

Visit FYl Help > Document Management for information on Sending a Document via the Postal Service



https://fyidocs.zendesk.com/hc/en-us/articles/360018427311-Sending-a-Document-via-Postal-Service
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