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Meet your hosts

Jack Thiel m
Client Success Manager Follow Jack
* A Chartered Accountant with more than 5 years working in the
profession and a specialisation in SaaS technology.
* Jack leads our Client Success Team to ensure FYI clients see
early and ongoing return on their investment in FYI.
Shaun Darvill in
Client Success Manager Follow Shaun

* A Chartered Accountant with more than 5 years working in

the profession as well as previously working with Xero as a Senior
Account Manager.

e Shaun leads our Client Support Team to ensure FYI clients have
access to useful content, allowing for efficient problem resolution.



https://www.linkedin.com/in/shaun-darvill-426933a9/
https://www.linkedin.com/in/jack-thiel/
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Search documents

2. Navigating FYI for the first time
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A BRIEF INTRO TO FYI

What is it? How will it help me?



FYl is an online document
management and automation
engine, purpose built for
accountants.

We’re on a mission to halve the time spent
on compliance and admin by delivering

a step-change in document automation and
efficiency.

o

Automation
Processes Apps Activity

Search processes

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

Tax Assessments (Variance) AutoFile

Daily import of tax assessments that vary
with the criginal estimate, AutoFile into
FYl and default user alert

My Imports
Automatic alert the Partner when a file is
imported

Completed Document AutoFile

Daily import of Completed Document
created in BGL, AutoFile into FYI

Filter by

Documents

©

~  Automation

Filter by Plan

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 FYI

Client Ledger Reports AutoFile

Batch import of client ledger reports on
demand and AutoFile into FYI

Completed Document AutoFile

Daily import of Completed Document
created in NowlInfinity, AutoFile into FYl

Custom Process
Define your own custom process using a
combination of actions of FYl and other
integration apps

ng 0 - 14 of 14 entries)

Filter by App

&

25 per page a

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

Automatic alert when a negative email is
received from a client to a designated
default user

Annual Statement AutcFile

Daily import of Annual Statements
created in Nowlnfinity, AutoFile into FYl

List View

o




Automatic _ Configurable

As a fully featured built-for-purpose ® emailfiingin (P> quz:rgeerr;tent > process
document management platform, FYI Outlook automation
provides: | o
Embedded task 2.4 Client Integration with
, , o S O] i gy relationship industry leading
»  practice-wide accessibility and visibility managemen management apps
» efficiency
* automation i Powerful Collaboration
"%l XPM Job (Q search and i%; and approval
management )
retrieval workflows

Your emails, documents, CRM, jobs
and tasks...all in one place!




NAVIGATING FYI
FOR THE FIRST TIME

* How to Login

e Basic Filing Concepts
 The FYI Drawer

* FYI Workspaces



OFFICE IN THE CLOUD

Log-In at
www.fyidocs.com

LOGIN FREE 30 DAY TRIAL

@ WHY FYI FEATURES PRICING

Document Management and Process Automation
For Accountants in Practice

THE ULTIMATE IN
INTEGRATION WITH XERO

WATCH VIDEO LEARN MORE
\_

P Free 30-day trial @& Easy onboarding <7/ Find out what makes FYI unique

COMPLETE PAPERLESS AUTO-CAPTURE OF DEEP INTEGRATION WITH E-WIDE TASK C URABLE PROCESS
EM

PRAC
s MICROSOFT OFFICE LISTS /i \TION

Visit the FYI website at www.fyidocs.com.
Click on the LOGIN button to get started.

W ‘ Visit FYIl Help > Getting Started
for instructions on How to Login

Welcome to FYT!

m LOGIN WITH WINDOWS

Not yet signed up to FYI?

Register today for a free 30-day trial

© cCiick LOGIN WITH WINDOWS

=. Sign in to your account - Google Chrome — O

& https://login.microsoftonline.com/common/oauth2 /v2.0/authorize?clie...

BS Microsoft

Pick an account

Chris Britton
chnis.britton@fyidocs.com
Signed in

support@fyidocs.com

—l— Use another account

Authenticate using your Microsoft Office 365
email and password


https://support.fyidocs.com/hc/en-us/articles/360025097031-How-to-Login
http://www.fyidocs.com/

Basic Filing Concepts

Documents
i Cabinets Categories
. Search by name Dﬂcuments
* (Categories
Cabinets Categories Templates Stationery Views lob States Imp
* Options Name
e Search by name Name
HH H : ient Files
* Filingto aclientor job S
Directors Files
MName
Financial Planning Awvailable in Templates
S — ‘ear
Work Type Options
Special Files
— = Administration

= Advisory

= Business

W Visit FYIl Help > Getting Started
for an introduction to Filing to Cabinets and Categories

= Corporate Affairs


https://support.fyidocs.com/hc/en-us/articles/360018142192-Filing-to-Cabinets-and-Categories

BASIC FILING CONCEPTS

WATCH VIDEO

W Visit FYIl Help > Getting Started
for an introduction to Filing to Cabinets and Categories



https://support.fyidocs.com/hc/en-us/articles/360018142192-Filing-to-Cabinets-and-Categories
https://vimeo.com/377477552/a634f18ff5

Hot Tips!
#EYIFiling

Make important fields Required within the cabinet
Save client defaults to save time
Adjust your AutoFile preferences in My Settings

Leverage Tags to attach additional info

Name

Workpapers

Enable lobs
Enable Accounts

Enable Keywords

Enable Tags Owner Rﬂger Ta':rrlur
W ‘ Visit FYIl Help > Getting Started

for an introduction to Filing to Cabinets and Categories

@ FYI for Outlook =

My settings

mail | A

Profile Documents Share Security Devices

Roger Taylor's Details d Checklist - Individual

Email Notifications: OFF
Autofile Email Attachments:

Weekly Stats:

BAA
= BN = B E

Preview Office via OneDrive; farence RT-008663

Open Outlook using: Online

Open Office using: Desktop

AutoFile mode: Practice Default .

Marshall, Frank
client.frank.mars...

Financials & Tax R...

2019 Compl...
Show Closed Jobs OFF
Year
2018
OFF
Keywords
OFF o Keywords

Save as Client Default



https://support.fyidocs.com/hc/en-us/articles/360018142192-Filing-to-Cabinets-and-Categories

Displaying the FYI Drawer

= Email x

Year end financials

] - -
Reed, Hanlk View client group data -"‘ Created by Roger Taylor on 17/04/2079
Summary Detail Jobs Tasks Documents Tax Corporate Affairs Apps Processes Activity
Filing -~

B edit ~ [ copy W Delete & Doclink ~ Send  p™ MarkSent @ Export 1M Bulk Update

Client
Type Mame 2 Client & Year Work Type Modified by Modified on el
&’ DocuSign: Fiona_Reed-Tax-return[10] Reed, Hank 208 Tax - Income Roger Taylor 14/08/2019 23:04 Cabinet Client Files
ﬁ Fiona_Reed-Tax-return[9] Reed, Hank 2019 Tax - Income Liz Hurst 13/08/2019 0&:28
ﬁ Fiona_Reed-Tax-return[11] Reed, Hank 2019 Tax - Income Roger Taylor 12/08/2019 13:50 Reywurds KE'}-".‘.-CI"dS
ﬁ DocuSign: Hank_Reed-Tax-return 2018 Reed, Hank 2019 Correspondence Roger Taylor 2240772019 1341 Work T
Year end finandials H 2018 Correspondence Roger Taylor 17/04/2019 1352 s Correspondence
E Reed-Construction-Tax-return-2018 Reed, Hank 2018 Tax - Income Roger Taylor 17/04/2019 19:50 Year .
ﬁ Hank_Reed-Tax-return-2018 Reed, Hank 2018 Tax - Income Roger Taylor 17/04/2019 19:50 2018
ﬁ Reed-SMSF-Tax-return-2018 Reed, Hank 2018 Tax - Income Roger Taylor 17/04/2019 19:50 owner B
ﬁ Fiona_Reed-Tax-return-2013 Reed, Hank 2018 Tax - Income Roger Taylor 17/04/2019 19:50 R:Jger Ta_-.-lc-r
ﬁ Engagement_Letter Reed, Hank 2018 Administration Liz Hurst 06/03/2019 10:30
= Engagement Letter Attached Reed, Hank 2019 Tax - Income Troy Steele 05/03/2019 18:13
Tasks v

= Engagement Letter Attached Reed, Hank 2019 Advisary Troy Steele 05/03/2019 18:09 |
ﬁ Engagement_Letter Reed, Hank 2018 Advisary Tray Steele 05/03/2019 15:08 | Workflow e
= Xero Con Reed, Hank 2019 Advisary Liz Hurst 05/03/2019 1048
= RE: | want apps for my business Reed, Hank 2019 Advisary Liz Hurst 05/03/2019 15:28 .ﬁ.ctl".rity o
ﬁ Invoicing Requirements Reed, Hank 2019 Advisory Liz Hurst 05/03/2019 15:28

Called re superfund Reed, Hank 2019 Correspondence Liz Hurst 05/03/2019 14:53 Recent Documents -

Upload

W‘ Visit FYIl Help > Getting Started
for an introduction to Displaying the Drawer in FYI, Outlook and Office



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

Displaying the FYI Drawer
in Outlook

& @ FrankMarshal x All folders

= W Delete = Archive &) Junk ~ 51 Moveto v <7 Categerize v

@ FYlfor Outlook 2 X

~  Favorites @ Frank Marshall ¢ Can you help me with another project...
dlientfrank marshall@cutiook.com . —
L4 B rOWS e r 2 [ 7 Frank Marshall <client.frank.marshall@outlock.com B £4 Email [ ] E/l.
O A Send email >
Junk Email 1 Tue 12/3/201911:23 AM Can you help me with another project...

Roger Taylor ¥

All results
Add favorite Hey, I've seen your Linkedin Profile and want to reach out to you. | looked into your website =
[ . ) ) ; = 0O
e Frank Marshall and | would like to get your advise on a sale of a business. Attached is a summary of the sales
~  Folders Can you help me with anot... Tue 11:55 AM process that we are undertaking. Frank

Filed in F¥1 | Hey, I've seen your Lin... >

Created by Roger Taylor on 03/12/2019

What kind of business? ‘ How can | help you? | What is the name of the business?
> Inbox 7 () Fank Marsnal ? B rerrence rr-oss
Z  Drafts 5 Canyou help me with anot...  Tue 1133 AM [0 Are the suggestions above helpful?  Yes Mo
Hey, I've seen your Linkedi... Deleted Items
Filing ~
B Sentltems
Frank Marshall
@  Deleted tems 3419 Can you help me with anot... Mon 2:30 PM Tasks v
Filed in FYl| Hey, I've seen y...
& Junk Email 1 Activity v
Frank Marshall
=  Archive Can you help me with anot... Mon 2:27 PM Recent Documents -
Hey, I've seen your Linkedi...
Conversation Hist...
Filed in FYl| Hey, I've seen y...
] Notes

Frank Marshall
Can you help me with anot... Fri 11/29

Hey. I've seen your Linkedi... Deleted ltems

Frank Marshall
Can you help me with anot... Fri 11/29

Hey. I've seen your Linkedi... Deleted ltems

Frank Marshall

Can you help me with anot... Thu 11/28 o
= £ & Filed in FYI| Hey, I've seen y... | Deleted ltems s

RSS Feeds
New folder
~  Groups

New group

e Frank Marshall
FY| - Drafts Can you help me with anot... Mon 11:30 AM

W ‘ Visit FYIl Help > Getting Started
for an introduction to Displaying the Drawer in FYI, Outlook and Office



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

Displaying the FYI Drawer
in Office

Word

Excel

PowerPoint

9|

Word

File Home Insert

Py Oy ¥

Arial

Roger Taylor > FYI - My Edits

Layout References Review View Help DocuSign

A A B I U 2v Av A

Salary or Wage (PAYG Payment Summary)

Year_End_Checklist_-_Individual

Open in Desktop App

Information
Provided

Saved

Allowances, Earnings, Tips, Director's fees, gig

Employer Lump Sum Payments

See PAYG Payment Summary for Details at Label A and B

Eligible Termination Payments (ETP's)

Obtain and attach any ETP payment summaries and employer termination
statements

Australian Government Allowances and Payments

Youth Allowance, Newstart, Sickness, Special Benefit, Educational
Training Allowances

Australian Government P and other All

Other Australian Pensions or Annuities — including superannuation
pensions

Australian Superannuation Lump Sum Payments

10

Gross Interest

From bank accounts or other sources

11A

Dividends

Includes dividend reinvestment (DRP) or any other infermation (gg:
buybacks, consolidations, retumn of capital

11B

Share Purchases

Did you purchase any shares throughout the year (gg: purchase
documents sales confracts)

12

Employee Share Schemes

13

Visit FYIl Help > Getting Started

Partnerships and Trusts

Provide tax statements for any managed funds or copy of parinership’s or trust's

for an introduction to Displaying the Drawer in FYI, Outlook and Office

@D simplified Ribbon Roger Taylor

Q@ Tell me what you want to do |& Share | [J Comments

,%;v pv Q,v -7 FYl

-

-7 M

FYI for Office X

i word o @

Year End Checklist - Individual

C}

I am finished editing

& Filing changed by System on 05/12/2019

:" Last saved by System on 05/12/2019

a"‘ Created by System on 05/12/2019
Filing A
Tasks A
Workflow -
Activity v
Recent Documents v



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

Using the FYI Drawer S el v

Re: Help with new business...

= ® Filing ~
Client Marshall, Frank
am*t Created by Roger Taylor on 21/10/2019 client.frank.marshall@outlook.com
o F | | | ng & Email has attachments Cabinet Client Files
@ Attachments have been AutoFiled
. B reference RT-006909 job 2019 Compliance
‘ P review Show Closed Jobs OFF
«  Comments — e b e
% Thread = Year 501
* Tas kS g Tasks Keywords Keywords
° WO rkﬂ ow g b e Owner Roger Taylor
E Activity
* Activity 7
(o] Recent Documents Tasks e Al
* Recent Documents Attachments Outstanding
R An d more People Please turn this _into a taimplate - Mot Started, due in a day O
ceee — Roger Taylor assigned this to Troy Steele
Please review - In Progress, due in a day [ )]
Stapled Roger Taylor assigned this to Liz Hurst

T
W‘ Visit FYl Help > Document Management

for an introduction to Using the Drawer



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

THE FYI DRAWER

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating the FYI Drawer



https://support.fyidocs.com/hc/en-us/articles/360027561172-Displaying-The-Drawer-in-FYI-Outlook-and-Office
https://vimeo.com/371258105

Hot Tips!
#EY|Drawer

* Leverage the drawer on jobs during daily huddle
*  Write comments to notify the team

* Jump to email threads and attachments

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer

M3IIATHd

B sinawwod

Email
Re: Help with new business...

= 0

=+ Created by Roger Taylor on 21/10/2019
& Email has attachments

@ Attachments have been AutoFiled

E Reference RT-006909

Filing

Thread =

Tasks

Workflow

Activity

Recent Documents
Attachments
People

Upload

Stapled



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

Your Workspaces

'M Dashboard + NEW ® <

My Edits B My Time [ Motifications [}

My Tasks 3 My Recent My Jobs B

InTray EE3 Delegated Tasks

* Dashboard

* Clients

v Past Due (28) Marshall, Frank View client group data
* Jobs

W Today (D) Summary Documents Detail lobs Tasks Tax Corporate Affairs Apps Processes Activity
* Tasks _ . £ Jobs

~ Upcoming (0) Contact Details M

e —
e Documents MName Marshall, Frank JObS
Contact Mr F. Marshall
L4 i Daily Standup Meetin Mo partner selected
AUtO matlo n Email client.frank.marsh. / P ¢ F
Client group(s) #

Phane number (08) 9867-5548

L KnDWledge B | e Un | M

Entergy Corporation Documents

Documents

Marshall Group

AMM Chi ic G Client Files Recent Documents Search documents
iropractic Grc
P (] Type MName = Client
Visit FYl He | D > Getti ng Sta rted |:| Ei Growth_Partners_-_Sample_Spreadsheet Marshall, Frz

for an introduction to Your Workspaces 00 & Endofyear questionnaire Marshall, Fr:

O E Engagement_Letter Marshall, Frz



https://support.fyidocs.com/hc/en-us/sections/360002549091-Key-Concepts

THE FYI DASHBOARD

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to The FYlI Dashboard



https://support.fyidocs.com/hc/en-us/articles/360018418751-The-FYI-Dashboard-
https://vimeo.com/367920836

Hot Tips! B Word X
#FYIDashboard T

= @ Create Time Sheet X
* Rearrange tabs to build a personalised dashboard pate 05/12/2019
User oger Taylor
* Jump into My Recent at the end of the day to get up e ;ghT"ylF .

client.frank.marshall@outlook.com

to speed on what you worked on today, making o o
ompliance
timesheets a breeze XPM Task 3. Prepare Return
Time 01:15
Notes Letter: Year End Checklist - Individual
Billable [ ON |

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer



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

CLIENTS

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating Clients



https://support.fyidocs.com/hc/en-us/articles/360018418971-Clients
https://vimeo.com/367942588

Hot Tips!
#FYIClients

Group = Marshall Group

Jump between Groups, Clients and Jobs using the

purpose-built navigation
Record interactions (phone calls, file notes and

meeting minutes) from the Client Summary screen

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer

Client = Marshall, Frank ok 2019 Compliance
Marshall, Frank

%, Phone call P File note E Meeting
Subject | Erter the subject
#~ B U ® 15+ Segoell~ A ~ 2 = =~ H- oo & X <>

Please enter description ...

Phone

(08) 9867-5548 Date | 0571272019

Time | 46.13.49



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

JOBS

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating Jobs



https://support.fyidocs.com/hc/en-us/articles/360025559112-Jobs
https://vimeo.com/368175892

Hot Tips!
#FYlJobs

* Make your daily huddle easy by adding comments
and tasks from the Job drawer
* Give life to your Job board by assigning job states

unique colours!

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer

Variance B

83:00
02:45
13:45

06:00
10:00

17:39

02:00
03:00
07:00
02:00

a9 9
B sinanwod

Update Job

B O

Details

Recent Documents

XPM Tasks

Milestones

Tasks
Complete

Hey Troy, please file and call client. - Completed, due 21 days ago
Roger Taylor assigned this to Troy Steele

| Add Task


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

TASKS

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating Tasks



https://support.fyidocs.com/hc/en-us/articles/360027558292-Tasks
https://vimeo.com/368655774

Hot Tips!
HFYITasks

Keep track of your to-do list by assigning yourself ad-
hoc tasks
Add comments to tasks to update the delegator

when the due date won't be met

Comment Update Task
B comment Sign-off tax letter
Roger Taylor ina few seconds s M
m this will be done by next week.
Delegator Liz Hurst
Client NVG Universal
Job 2018 Compliance
Category Compliance
Due date 05/12/2019
Status In Progress
A
W ‘ Visit FYl Help > Document Management

for an introduction to Using the Drawer



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

AUTOMATIONS

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating the Automation Dashboard



https://support.fyidocs.com/hc/en-us/articles/360024302171-The-Automation-Dashboard-
https://vimeo.com/371010176

Hot Tips!
#FYIAutomations

Set email AutoFile exclusions for magazines and
other subscription services to avoid clutter
Utilise custom fields in XPM to better segregate your

customer base for use with Custom Processes!

Autofile Email

Settings Exclusion

Search by name

Email/Demain

spammagazine.com.au

nogood.com.au

spam@fakeemail.com

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer

Add Exclusion

remove
remove

remove



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

KNOWLEDGE

WATCH VIDEO

W Visit FYIl Help > Getting Started
to watch a recorded introduction to Navigating Knowledge



https://support.fyidocs.com/hc/en-us/articles/360030701312-Knowledge
https://vimeo.com/368667643

Hot Tips!
#FYIKnowledge

e Quickly preview templates from Knowledge to check

which is best for your situation

* Add other cabinets to knowledge via Practice Templates | Policies & Procedures
Settlngs Search templates

Type Mame -
E 1Spacing
E abn and tfn registration advice merge 2 letter V1
E ABN and TFN registration advice merge letter @
E ATO Overdue Payment MNotice
E ATO_Overdue_Payment_Motice

W‘ Visit FYl Help > Document Management
for an introduction to Using the Drawer



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

TUTORIAL FOR BEGINNERS

* Creating a document
* Filing a document
 Adding a task

* Filing an email



UTORIAL FOR

-GINNERS

WATCH VIDEO

W Visit FYIl Help > Getting Started
to access the Tutorial for Beginners



https://support.fyidocs.com/hc/en-us/articles/360035868931-Tutorial-for-Beginners
https://vimeo.com/370198063

Hot Tips!
#FYI|Tutorial

Create any kind of document or client
interaction from the FYl +New button
Documents can be refiled if you make a
mistake!

Once filed in Outlook, Office or the FYl app

there is no need to file it again

W ‘ Visit FYIl Help > Getting Started
for an introduction to Your Workspaces

&4 Email

J File Note

O Meeting

B pdf

J Phone

B Presentation

@ Spreadsheet

= Task

® Time Sheet

A Upload

& Web Link gjjing

@ Wosd Client

Cabinet

T

Year

Owner

Samarat, Nat
savitabrocf1@eliteemail.com

Workpapers

2020

Roger Taylor


https://support.fyidocs.com/hc/en-us/sections/360002549091-Key-Concepts

TROUBLE-SHOOTING
FOR NEW USERS



Practice Set-Up
Preparing your OneDrive

* |t may be necessary to delete files from | Display Options
your Office Document Cache and ensure B [Displey icon in potiication area]
this process is completed automatically in CACH Seetye
the future. | Daysto keep files in the Office Document Cache: | 14

Delete files from the Office Document Cache when they are closed
Delete files in the cache that have been saved for faster viewing. This

will not delete items pending upload to the server, nor items with Delete cached files
upload errors.

Open the Microsoft Office Upload

Center windows application to
check your settings

W‘ Visit FYl Help > Administration > Practice Set-Up
for an instructions on Preparing Your OneDrive for FYI



https://support.fyidocs.com/hc/en-us/articles/360035276131-Preparing-your-OneDrive-for-FYI

PREPARING YOUR

ONEDRIVE

WATCH VIDEO

W Visit FYl Help > Administration > Practice Set-Up
for an instructions on Preparing Your OneDrive for FYI



https://support.fyidocs.com/hc/en-us/articles/360035276131-Preparing-your-OneDrive-for-FYI
https://vimeo.com/376998970

Practice Set-Up
Preparing your Browser to Allow Pop-ups

* |n orderto select documents in FYI

and edit them in your browser, you My Tasks
need to set your browser to allow < CBRe & hitps://app.fyidocs.com/workspace o %
pop-ups from the FYl app. i Ape @ FlHome i %

Pop-ups blocked:

'M » https//fyidocs-my.sh...ault&mobileredirect=true

| Always allow pop-ups and redirects from https://

app.fyidocs.com =

In Tray n My Recent N O continue blocking o
— Manage ﬂ .
B Delete I Bulk Update I
- Ty 'I-Fr

W Visit FYl Help > Administration > Practice Set-up
for an introduction to Preparing your Browser for FYI



https://support.fyidocs.com/hc/en-us/articles/360035276191-Preparing-your-browser-for-FYI

Preparing your Browser to

Allow Pop-ups

WATCH VIDEO

W Visit FYl Help > Administration > Practice Set-up
for an introduction to Preparing your Browser for FYI



https://support.fyidocs.com/hc/en-us/articles/360035276191-Preparing-your-browser-for-FYI
https://vimeo.com/376997756

HELP WHEN YOU
NEED IT



Help Centre

Comprehensive knowledge base /A bt Rt
Self-guided learning library

Detailed help articles

Downloadable PDF guides

Getting Started Email Management

Everylhing you néad 1o know about Ensure that ry amail in o oul of your
onboarding prachice is hitling the client file

Video tutorials

Document Managemaent & CRM

Take your practice paperess with all the

controls required with the additional beneffi of
improved client sanace le

Shared Functions
Task Management

Shared funciions in FY, including Search and

Leam how 1o use FY Tasks inciudiny
Ratrieval, Jabs, Import via your OneDrive, 9

delegation, notifications and tracking

Comments
Automation FAQ=
Configure and activate your automated Check here for answers (o Frequently Asked
processes that will transform your practica Cluestions

Administration

Configuration of FYT including cabinets
categones, team and security

Release Notes

FY i rsguiarty deploying updales 1o enhance
the product. Datails of each release, big or
small, can ba found in the

W‘ Visit www.support.fyidocs.com
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Help Centre
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The Getting Started Guides are a great place to

start: Getting Started Guides

Welcome to FYI
*  Welcome to FYI
* Key Concepts for New Users
* Mastering the Essentials
* Getting Started with Email Management
* Getting Started with Tasks Mastering the Essentials
* Getting Started with Document Management Geing Siorteq wah Emall Menagement

How to Login

Key Concepts for New Users

Tutorial for Beginners

Getting Started with Tasks

Getting Started with Document Management

Getting Started with Automations

W Visit FYIl Help > Getting Started
to download the Getting Started Guides



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

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 FYI system (loving it so far) and we

have a few guestions 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 FYIl. For more information on FYI's AutoFlle
feature, click here.


mailto:support@fyidocs.com

CALL TO ACTION

Perform the beginner’s tutorial

. Creating and filing your first document

Familiarise yourself with the FYl workspaces

. Record your next client interaction!

Check out the FYI Help Centre THE WORLD’S MOST AUTOMATED

DOCUMENT MANAGEMENTPLATFORM
« See if you can find the Getting Started videos!




WEB APP

HELP CENTRE

EMAIL SUPPORT

THE WORLD’S MOST AUTOMATED
DOCUMENT MANAGEMENTPLATFORM



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