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INTRODUCTION TO AUTOFILE

For emails, attachments and client meetings.



Auto-filing Client Emails

As soon as FYl is deployed, it starts to monitor your Inbox and Sent items fyi  Dashboard w 8w @ Q
in Outlook, looking for emails that match a client email address in Xero vyrecent | nToy @  MyTks @  Mylobs @  DelegaedTas @) Myedhs @ Notiicatons @3 J—
Practice Manager.
g B edit ~ [0 copy B Delete G DocLink Send € Export || Bulk Update Engagement Letter Attached
. . . . . . . T N. Cli Ye Work T Modific
Any client emails received or sent are automatically imported and filed in S o “ o e T & creted by Roger oren 170472019
FYl u nde r the re|eva nt cIie nt. [x] Balance Sheet 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/201¢
ﬁ Profit and Loss 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/201¢ Filing
. . . . . . ﬁ Trial Balance 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/ E
To avoid cluttering your client file, replies to an email thread are . g Tasks
. . | - . ) h Bank Summary 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/ g
automatically filed in FYI based on the filing categories applied to the = gerenciteravacned [ Meohlronk 208 Comespondemce 1103 G
Orlglnal emall E Telstra Statement 30062018 Marshall, Frank 2018 11/04/ g Activity
= Accountant needed.. Wong, Mitchell 2018 Correspondence 11/04/ rgn
E Recent Documents
= | need an accountant... Grant, Danna 2019 Correspondence 11/04/ ©
= New company set up and | need an accountant... Webb, Lilian 11/04/co ..

Any emails that you do not what to be available to the

entire practice can be deleted from your In Tray. ) _ )
Your Dashboard In Tray lists emails and documents that have been captured and auto-filed by FYI.

This is where you can review and check the filing of emails before making them available to the
entire team.

Need Help?
Visit FYI Help > Email Management > Filing Email from FYI for an Introduction to AutoFile Introduction to AutoFile



https://fyidocs.zendesk.com/hc/en-us/articles/360023111511-Introduction-to-AutoFile-

Auto-filing Email Attachments

CReply EaReply All £ Forward FYI for Outlook a
Email attachments can be auto-filed as separate documents client frank. a1 B Mon 3:01 PM
within FYI. New company set up and | need an a... £ Email FYl Delete
The attachments are filed using the same auto-filing rules (2) You replied to this message on 4/2/2019 %15 AM. New company set up and |
that are applied to the email. We removed extra line breaks from this message. v
need an accountant..
Only genuine attachments are filed, and any attachments e Z‘:’;‘: v

such as a jpg for a logo or signature are ignored.

The option to turn on auto-filing attachments is available Hey,
from the Automation dashboard, from Email AutoFile.
I've seen your Linkedin Profile and want to reach out

-. Created by Roger Taylor on 01,/04/2019
You can also save attachments manually using the ‘Save to you. I looked into your website and | would like to

Attachments’ button that appears when you open the FYI get your “’;": °“" sale of a '::"““" Attached is a 0 Email has attachments
. summary of the sales process that we are
Drawer in Outlook. undertaling. @ Sianets e B -
Frank

Save attachments

The filing details for the email in the FYI Drawer will

include an icon indicating whether ‘Attachments

have been AutoFiled’. Email attachments are filed using the same auto-filing rules as the underlying email.

Need Help?

Visit FYI Help > Email Management > Filing Email from FYI for more information on Email Attachments and Saving Attachments Introduction to AutoFile



https://fyidocs.zendesk.com/hc/en-us/articles/360026188371-Email-Attachments
https://fyidocs.zendesk.com/hc/en-us/articles/360018422291-Saving-Email-Attachments

Auto-filing Calendar Entries

. . .  d
The Calendar Entry AutoFile process automatically imports and TN Dashboard = 8w @ Q O
files all client meetings from your Users' Outlook calendars. .
MyRecent InTray @ MyTasks @ MyJobs @  Delegated Tasks @) MyEdi 8 Meeting X
The\/ are created as Meetings in FYI. I copy B Delete  GD Doclink  p> MarkSent || BulkUpdate | Cancel ~Copy: lan Walker and FYI .
X X . X X Type Name Client Ti i .
Any Calendar entries including an email address of a Client are Detalls
. . . ahule
automatlca”y |mp0 rted and flled ] Copy: lan Walker and FY1 Walker, lan Gene Filing o
m XO Accounting-Letterhead - 20160525.docx No Client Gene
. . . . . Task: v
This process automation is run retrospectively, so that only B Demo-BAS Letter Marshall, Frank e
calendar entries for Meetings that have actually occurred in the i Test Marshall, Frank A Activity v
. ]
past are ImportEd. £ Re: FYl Webinar Swanson, Libby C §
= Recent Documents e
Notes from meeting between Grant and Rob - 4/3/2... McPherson, Grant 5
(%)
& test Wenceslao, Toni (D Logs ”
~ FW: subscription RYBALOV, ALEX Gene

Calendar Entry AutoFile allows your practice to

automatically store a record of all Client meetings
within the Client file.

Need Help?
Visit FYI Help > Email Management > Filing Email from FYI for an Introduction to AutoFile Introduction to AutoFile



https://fyidocs.zendesk.com/hc/en-us/articles/360023111511-Introduction-to-AutoFile-

O

AUTOFILE SETTINGS

Default settings and configurations



AutoFile Settings

Emails are intelligently auto-filed by FYI based on a combination of
the conversation thread, template defaults, client defaults and/or
user defaults.

Email AutoFile settings define how incoming emails from Outlook
and any attachments to these emails are managed and auto-filed.

Calendar Entry AutoFlle settings allow you to turn ON the auto-filing
of Client meetings.

These are set up by your FYlI Administrator via the Automation
Dashboard.

From FYI, click Settings in the top right-hand corner, select

Practice Settings and then Automation to access the
Automation Dashboard.

Need Help?

Automation

Processes Apps

Activity

Search processes

o

Email AutoFile

¢ @

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

Xero Practice Manager

s @
« @

Import clients, client groups and jobs from Xero
Practice Manager

Tax Assessments (Variance) AutoFile

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

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

——on
Coming >=—

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 AutofFile into FYI

Prev m Next

( Showing 0 - 10 of 10 entries )

25 per page «

o

-

w v @ 0 6

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

The Automation Dashboard is where you can configure practice-wide settings for Email AutoFile

and Calendar Entry AutoFile

Visit FYl Help > Automation > System Processes for more information on Email AutoFile Settings and Exclusions and Calendar Entry AutoFile

List View

o

o

e



https://fyidocs.zendesk.com/hc/en-us/articles/360024309691-Email-Autofile
https://fyidocs.zendesk.com/hc/en-us/articles/360024309931-Calendar-Entry-AutoFile

AutoFile Settings -

Settings Exclusion

Email auto-filing [ on |

Emails from all users Outlook inboxes are

When Email Auto-filing is turned ON, Client emails from all User’s

Outlook Inboxes are automatically filed in FYI. | automatically filed.
| Exclude non-client emails [ on |
Emails that have not been sent from a Client email address in XPM Exclude any email from auto-filing that have not

been sent from clients.

can be excluded from filing in FYI. As can internal emails that are

sent by users within your practice’s email domain. | Exclude internal emails =l

Exclude any email from auto-filing that have

been sent from your internal team. [ ) . ]
R . . . . Autofile Email
In Tray Review allows each user to review their auto-filed emails In tray review
before they are available to the entire practice. Many practices Allow each user to review auto-filed emails Setfngs  Excusion
f h . I I h I I | before they are shared with the entire practice.
prefer to turn this OFF at a practice-level so that Client emails are ‘ This review can be completed via the Outlook e
automatically imported into FYl and auto-filed in the team Inbox or the FY1 In Tray by simply selecting File
. or Delete on each email.
environment. I
Autofile email attachments Email/Domain
i ) l Autofile attachments from your emails based on .
AutoFlle Email Attachments allows attachments to be auto-filed as the filing of underlying email. e — emeve
separate documents in FYI, based on the filing rules of the xyzcom remove ||
underlying email. o o

Individual Users can over-ride the practice default for In Tray

Review by adjusting the defaults for their own login.

Exclusions allow your practice to identify emails sent from specific email addresses or domains
and block them from being filed automatically.

Need Help?

Visit FYl Help > Automation > System Processes for more information on Email AutoFile Settings and Exclusions



https://fyidocs.zendesk.com/hc/en-us/articles/360024309691-Email-Autofile

AutoFile Defaults for a Client

FYI's auto-filing defaults can be set for each Client in the practice via the Clients

Workspace.
Default auto-filing rules can be set here for the Cabinets and Categories such as Marshall, Frank
Work Type and Year. R
Summary Detail Jobs Tasks Documents Tax  Apps Processes Activity
This is also where you can set the Primary Client for a Client Group.
Settings
Where the Client is part of a group structure, often entities within the group will
have the same email address. By selecting one of the Clients in the group as the Cabinet Client Files
Primary Client, this Client will take precedent for the purpose of auto-filing
emails. Work Type Correspondence
L 2018

Only Primary Clients are considered by FYI during auto-filing of emails.

Send attachments Email

Primary Contact Q

Duplicates is a utility allowing admins to nominate the primary contact

for each client group across the practice, ensuring that emails are auto-
filed to the correct entity.

The Clients > Detail tab holds settings for auto-filing defaults and Primary Client.

Need Help?

Visit FYl Help > Document Management> Creating Documents in FYIl for more detailed information on Setting Filing Defaults for a Client



https://fyidocs.zendesk.com/hc/en-us/articles/360018257492-Setting-Filing-Defaults-for-a-Client

AutoFile Defaults for Cabinets and Categories £Vl for Outlook 3 x

< e

New company set up and | need

an accountant..

AutoFile defaults for the Cabinets and Categories used for each Client
can also be set up or changed from within Outlook using the Save as

0,
. . Created by R Tayl 22/03/2019
Client Default button in the FYl Drawer. - o cesmEen

Simply access the FYI Drawer in Outlook, and select or change auto-

filing defaults for Cabinet, Work Type and Year by clicking Save as
Client Default.

Save attachments

Filing ~
Client Marshall, Frank
Cabinet Client Files
Work Type Correspondence
Save as Client Default is a quick and easy way to confirm auto-
filing rules to be applied at a Client level. Year 2018
Chamer Roger Taylor

Save as Client Default

Need Help?

Visit FYl Help > Email Management > Filing Email from Outlook for information on Setting Filing Defaults for a Client from Outlook



https://fyidocs.zendesk.com/hc/en-us/articles/360024483412-Setting-Filing-Defaults-for-a-Client-from-Outlook

AutoFile Defaults for Individual Users

Personal filing defaults can be set up to reflect the preferences of individual
Users. These over-ride the practice settings defining how emails are auto-filed.

My settings

To configure your personal filing defaults from FYI, go to Settings in the top right- Profile =~ Documents  Security  Devices

hand corner and select My Settings from the drop down menu.
Liz Hurst's Details
When Email Notifications are turned ON, you will be notified when you have
been assigned a Task, when a Task you initiated has been completed, and when Email Notifications: [ On |
you are referenced in a Comment.
Autofile Email Attachments: 2
Selecting In Tray Review as your AutoFlle mode will over-ride the practice
default and add emails to your In Tray for review before they are shared with the Open Outlook using: Online
entire practice.
Open Office using: Desktop

AutoFile mode: In tray review

In Tray Review is mostly designed to give senior team members a higher
degree of control over email auto-filing to reflect the potential

sensitivity of the client emails they receive.

Use My Settings > Profile to set your individual preferences for auto-filing.

Need Help?

Visit FYl Help > Getting Started > Document Management > Creating Documents in FYl for more information on Setting AutoFile Defaults for your own Login



https://fyidocs.zendesk.com/hc/en-us/articles/360018257572-Setting-Defaults-and-AutoFile-Defaults-for-your-Own-Login

AutoFile Defaults for Individual Users (continued)

To save time filing emails and documents for a specific client,
the My Settings > Documents tab provides the ability to set My settings
filing defaults at a User level for Cabinets and Categories. e . _
Profile Documents Security Devices
If a Client does not have filing defaults set up already, your AutoFile defaults Approval signature

own pe rsonal defaults will be used. Default filing for document creation, in the absence of
client defaults

Cabinet Client Files Z"J‘ W

Work Type

Your digital signature used for document approval

Comrespondence

This is also where your digital signature can be v

2018

uploaded to use for document approvals.

[ Upload new signature

Use My Settings > Documents to set your individual preferences for auto-filing.

Need Help?

Visit FYl Help > Getting Started > Document Management > Creating Documents in FYl for more information on Setting AutoFile Defaults for your own Login



https://fyidocs.zendesk.com/hc/en-us/articles/360018257572-Setting-Defaults-and-AutoFile-Defaults-for-your-Own-Login

O

FILING EMAILS

Using the FYI Drawer
for email filing....and more!



Using the Drawer in FYI

- . . . rd .
When you select an Email in a list, the FYl Drawer will ) Practice » < [+v ® Q O
display on the right-hand side of the screen. Documents S Email
. . . . . [ open F|:| Copy W Delete GD Doc Link Send > MarkSent € Export 1IM Bulk Update Engagement Letter Attached
The Drawer contains details relating to the email, allowing
. . Type Name Client Year Work Type Workflow Owner
o
you to change filing details or set up tasks related to the & Create by Roger Taylor on 22/03/2019
email. o
[ ] Test Marshall, Frank 2019 Administration Not Started Roger Taylor Filing
ﬁ Checklist for change of email Marshall, Frank Permanent Administration Not Started Roger Taylor
. . Tasks
Th IS IS W he re yO u can: ~ Year end financials Marshall, Frank 2018 Correspondence ~ Completed Roger Taylor
& New company set up and | need an accountant..  Marshall, Frank 2018 Correspondence  Not Started Liz Hurst 3 Workflow
m
HH H H = New company set up and | need an accountant.. Marshall, Frank 2018 Correspondence Not Started Roger Taylor s 5
* Update Filing information = sl rid s s 9CTRNIOT | 3| Activity
. . Ethical Letter - Letterhead Marshall, Frank 2018 Administration Not Started Roger Taylor
* View the Email Thread R SR
3 : )
h Year end financials Marshall, Frank 2018 Correspondence  Not Started Roger Taylor 5
° = <
Ad d Co m ments fo r yo u r tea m !] Balance Sheet 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers Not Started Roger Taylor E
n z
° AI Iocate TaSks l] Trial Balance 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers Not Started Roger Taylor A
* Or see recent Activity relating to the email Bi  Profitand Loss 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers Not Started Roger Taylor @3
!i Bank Summary 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers Not Started Roger Taylor
ﬁ Engagement_Letter Marshall, Frank 2018 Administration Pending Client S... Roger Taylor
Comments can be used to add notes and a”ow (W] Engagement_Letter Marshall, Frank 2018 Administration Not Started Roger Taylor
. (7] Late lodgements Marshall, Frank 2018 Correspondence  Not Started Roger Taylor
team members to collaborate on an email.
> RE: New company set up and | need an account... Marshall, Frank 2018 Correspondence  Not Started Roger Taylor

You can use the Drawer in FYI to validate or change filing information, and to assign tasks directly from
an email.

Need Help?

Visit FYI Help > Email Management for a more information on Filing Email from FYI Filing Emails



https://fyidocs.zendesk.com/hc/en-us/sections/360002549131-Filing-Email-from-FYI

Using the FYI Drawer in
Microsoft Outlook

From the FYI Drawer in Outlook you can check or update filing

Fle  Home Send/Receive Folder View P Help  Q Tel me what you waet to do @ Coming Soon
details and click Create to make the email available to everyone in DR A0 IR RFe B e | [ Owesttes | Hrewtoy | swrree || A) | 0 | @ | o
. New New | X Deete Archive Reply Reply Forward pa 2 ToMenogr *| | DRutes- Amr'"("""" M beowse Groups | B AddvessBook Resd Get | Customer PN
the practice. et hona- | R " | Dteminst [+ | Gonsite | raicyr P Fotout- 9 rmtmat~ | Kioug | A | Mg
New Delete Reipond Quack Steps i Move oy Groups Find Speech Addamy -~
+Favorites B T AT G s e ol FYI for Outlook 3 x
Inbox Wed 1211272018 330 MM
ThIS IS Where yOU can, Sent Rems Al Unsead OyOav HR ' Hank Reed <client.hank.reed@gmail £ Emat [#1 Detete |
Deleted hems 690 4 Today Re: Catch up regarding mobile apps : .
" © Hank Reed To Uzhunt Re: Catch up regarding mobile apps
; P ; ; ; ; OIS ke et s g T
* Review Filing defaults including the Client, Cabinet and s |
. . . O - (* Craunes by it Horst o 1271272008
Categories that have been selected for this email. Sert s e
Deleted terms 690
* Allocate Tasks directly from the email. = Soting o oy st re o i, esly ok Faeg .
. . . . anversion History advice on the best app to provide mobilty for my team, slowsng _
* See recent Activity relating to the email. - impon e e o . "’ e 2 :
mu 1look forward to hearing from you. Re: Catch up regarding mobile apps
. . . . . RSS Subscrptions. Regards Hank Lz Murst 12/12/2018
When sending a new email to a client, open a blank email and click St Fldn Sukep Rpmigensiieseps ®
the FYI Icon. The FYI Drawer will display giving you access to FYI o — AGSERAIE St
email templates and the ability to file the email before sending it. + rl6@idocs.com Wionk h :
Acthvity v
1 believe the best approach would be 1o meet in person to agree - .
Any replies to this email will automatically be saved to FYI. the e -
1 will follow up this emadl with an invitations.
= om e vian Lz Hurst (sign out)
Rems: 1 Al folders ace up to date.  Connected tox Microsoft Exchange  NIEJN 0 - ' - 100%
To keep the FYI Drawer in Outlook open, click the pin at
the top of the Drawer Every email that has been filed in FYIl includes the label “Filed in FYI”.

Need Help?

Visit FYI Help > Email Management for information on Filing Email from Outlook Filing Emails



https://fyidocs.zendesk.com/hc/en-us/sections/360002545492-Filing-Email-from-Outlook

O

CREATING EMAILS

Creating emails from FYI or Outlook
Using Templates



Creating an Email
from FYI or Outlook

New emails can be created directly from FYI or from
Outlook.

When creating an email in Outlook, you can open the
FYI Drawer to;

1. Add an Client email address from FYIl — type at
least 3 characters to display and select the Client
name.

2. Use an email Template — the template text,
including merge fields will be added to your email

when you click on Create

3. Pre-file the email before sending — pre-define auto-
filing settings for Cabinet, Work Type and Year. You
can also select a relevant XPM Job to file the email
to.

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

You can also create new emails directly from

FYI by clicking on + New and selecting Email
from the document list.

Need Help?

=) @) Untitled - Message (HTML) [ca) = o
File  Message Insert  Options  FormatText ~ Review Help  AdobePDF  Q Tell me what you want to do
ﬁj A Cut Calibri (Boc = 11~/ A° A" & - A 98 [L]J = |Z Qg" % e Follow Up - L!J E‘.. 7 I:N,
paste. LAICF BIU 2-A-.E= == 5= | Address Check | Attach Attach Signature | Attach File via Adobe | Assign I bighimportance | pio | Customer | View
~  <¥Format Painter = === Book Names | Filer ltem~ Document Cloud | Policy~ |, Low Importance Manager Templates
Clipboard i) Basic Text i) Names Include Adobe Document Cloud Tags ! Voice My Templates
Fromv | toni@fyidocs.com FYI for Outlook hsl
dial
Send = ‘ Create Email
st | p with a Temy
! Client Marshal, Frank
P - Change Addressee
T\/l Dashboard ﬂ + NEW @ Q 9 Template __v
- Name
MyRecent InTray @ MyTasks @  MyJobs [J  Delegated Tasks )  MyEdits @)  Notifications €3 & Email X FYiBulk Import Service A
FYI Desktop Update
B edit ~ [0 copy @ Delete  GD Doclink Send € Export  [IM Bulk Update Engagement Letter Attached
“ FYI Document Migration
Type Name Client Year Work Type Modifie Options
&"’ Created by Roger Taylor on 11/04/2019 FVI Getting Started Guide
!] Balance Sheet 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/201¢ FV1 Implementation -
\ ) - Il b
B Profit and Loss 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/201¢ Filing v ZI::;:: Ll
Y e
!] Trial Balance 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/ 2 Tasks . FYI Introduction
<
ﬁ Bank Summary 01/07/2017 - 30/06/2018 Marshall, Frank 2017 Workpapers 11/04/ g v1.045 o
Workfl v
] Engagement Letter Attached [  Marshall, Frank 2018 Correspondence  11/04/20] AR
[a)
E Telstra Statement 30062018 Marshall, Frank 2018 11/04/ g Activity v
. 2
(7} Accountant needed.. Wong, Mitchell 2018 Correspondence 11/04/ m
Z  Recent Documents v
(] I need an accountant... Grant, Danna 2019 Correspondence 11/04) @
(] New company set up and | need an accountant... Webb, Lilian 11/04/cc .

Visit FYl Help > Email Management for instructions on Creating an Email directly from Outlook and Creating Email directly from FYI



https://fyidocs.zendesk.com/hc/en-us/articles/360018790652-Creating-an-Email-directly-from-Outlook
https://fyidocs.zendesk.com/hc/en-us/articles/360018151952-Creating-an-Email-from-FYI

Creating Email Templates

Name Income Tax Return for Signing - 2018
State Published

Categories

Work Type Tax - Income

L 2018

Templates can be set up so that standard emails containing rich text

and merge fields can be created in seconds for any Client.

B JIT UVUo&H&$ === @ 8B < Filter merge fields

il
o
&

Client

Dear «ContactName» ressee | Business Number | Client Code

i

Income Tax Return Company Number | Contact Name | Email

We enclose your income tax returns for the year ended 2018 which we have prepared from the information ~ [EeeSgaws Last Name | Manager

rovided by you.
S o

Please read carefully and, if all is in order, sign the Electronic Lodgement Declaration form in Part A and Part JEEFIERLIEN Baomrile AN ecThiL

FYI comes shipped with a selection of out-of-the-box

i
B

templates. But more importantly, we’ve made it easy

i f :
for you to build your own. B of your tax return — ——
Our estimate of your income tax liability or refund is on page 3 of your income tax return.
We have enclosed the Authority to Deduct Fees for signature if you want your invoice fee to us to be

deducted from any refund received.
Xero Tax

If you have any queries, please do not hesitate to contact me.
o s
Regards

«AuthorNames
«AuthorPhone» Xero Ledger

Other
Attachment Links Author Mobile
Author Name | Author Phone

[

Need Help?

Visit FYl Help > Administration > Practice Templates for instructions on Creating Email Templates



https://fyidocs.zendesk.com/hc/en-us/articles/360018523591-Creating-Email-Templates

Creating Emails Using Templates

Create Email

Client
, Fr.
You can create an email from a Template directly from FYI, or from Outlook using Marshall, Frank
the FYI Drawer. Change Addressee
From FYI click + New and select Email from the list of document types. Template Income Tax Return for

In the Drawer, select the Client so that any defaults for auto-filing will be

displayed_ Cablnet Client Files
You can then select the Template you want to use and click Create. Work Type Tax - Income
Click Preview to open and edit the email.
Yeos 2018
* The Subject and Name of the email in FYl is set as the name of the Template. N
ame

* For any Merge Fields in the Template, the values are automatically populated
with relevant data.
* You can make any changes required and Send.

Income Tax Return for Signing -

To create an email from a Template in Outlook,

simply open the FYI Drawer.

Need Help?

Visit FYl Help > Email Management > Sending Email for instructions on Creating Emails from Templates



https://fyidocs.zendesk.com/hc/en-us/articles/360025546111-Creating-Emails-from-Templates

O

ADDING TASKS TO AN EMAIL

Use the FYI Drawer as your task engine



FYI makes delegating tasks simple and effective, directly from a filed
email in FYI or Outlook.

Simply open the FYI Drawer to define your requirements, including;

e Subject — this is the task name that will display in Lists in FYI
* Assignee —the name of the User assigned to the task

* Due Date — can be selected from the calendar

e Status — defaults to In Progress when the task is created

* Details — allows you to describe the task.

Remember that when a task is created off the back of

an email, you can easily display the original email to
provide context for the task.

Need Help?

Using the FYI Drawer as Your Task Engine

i\ﬁ Dashboard

= i = otifications Create Task X
CaReply EReply Al € Forward FYI for Outlook 3 o
Wed 12/12/2018 3:30 PM
HR Hank Reed <c!ient.hank.reed@gmail Create Task X Call client for follow up
. B Modifiedon * [ 2
e: Catch up regarding mobile apps Delegator E—
To Uiz Murst Please work with Frank on purchase of apps. B 16/04/201915:11 @ .
[Beainen e Mershall Frank
Delegator 16/04/2019 15:07
- ' s Assignee Troy Steele
— lence  16/04/2019 14:58 J
HiLiz I Dos ence  16/04/2019 1458 3  Duedate 17/04/2019
<
That sounds like a great idea. After our discussion, | have been o8 dats 27/03/2019 16/04/20191458 2 Status Not started
looking at my options in the Xero App Store. | really would like Status 16/04/2019 14:58

Not started

advice on the best app to provide mobility for my team, allowing 2
them to invoice in the field, lence 16/04/2019 14:58 Details
Boeument RE: SMSF accounting §
16/04/2019 1458 T
1 look forward to hearing from you. Z B v Nomal v 16v iZv = v
n 16/04/2019 14:52 l‘;
Regards Hank et 16/04/2019 14:52 |
3= =
On Wed, Dec 12, 2018 at 3:28 PM Liz Hurst <lizhurst@fyidocs.com> B v Nomal v T~ =~ X
-
See attached file. Contact Frank and provide assistance
Hi Hank

| believe the best approach would be to meet in person to agree
the next steps.

Using the task engine in your FYI Drawer means you can create and delegate
tasks that are automatically linked to the email you are working on.

Visit FYl Help > Email Management for instructions on Adding a Task to a Filed Email in FYl and Adding a Task to a Filed Email in Qutlook



https://fyidocs.zendesk.com/hc/en-us/articles/360018146992-Adding-a-Task-to-a-Filed-Email-in-FYI
https://fyidocs.zendesk.com/hc/en-us/articles/360018147892-Adding-a-Task-to-a-Filed-Email-in-Outlook
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