Lightspeed Email Management

With FYI

Stay on top of client
relationships with every
client email automatically
captured

FYI's Email AutoFile engine is
purpose-built for accountants, to
automatically file client emails
applying consistent filing rules
practice wide and making them
immediately accessible to the
team so nothing gets lost.
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FYI's Email Management allows you to stay on top
of client relationships with all emails captured and
visible in the client workspace.

/. Create Email

Client marshall, Frank
Removing the manual filing of emails and ) Resipie
individual inbox challenges, FYIl automatically files
client emails and attachments according to your
practice’s filing rules. Saving the team time every Templs
time a client email is sent or received. Mame Engagement Letter

Motice of Assessment

New emails can also be created in seconds using Cabiret Quarterly Report Reminder
templates and merge fields to incorporate data for Year End Financials
personalisation without lifting a finger. Allowing Jab Year End Queries

you to standardise communication for a great

client experience. m
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Unlock your inbox with
Email AutoFile

Client emails that file themselves
Auto-file client emails and attachments to the client file based on
your exact configurations, ensuring consistent filing and nothing

is missed.

Every client email captured for quick visibility
Store all client emails centrally for visibility and quick accessibility,
not locked out of sight in individual inboxes.

Create standard emails in seconds
Auto-create emails using standardised templates, incorporate
merge fields to instantly personalise without lifting a finger.

Draft and review emails with built in digital workflows
Leverage FYI's collaboration tools and version control to draft
emails on behalf of team members and send for digital review
quickly and easily, eliminating unnecessary back and forth.

Next level efficiency inside Outlook

Access the FYI app within Outlook to file emails, delegate tasks
and more. Eliminating the need to forward emails and allowing
the team to collaborate efficiently and effectively.

Job Details

. o 200 g T FYI's email management
delivers an automated
and centralised storage

Sremen  Ermee B solution of all client

emails, whilst enabling
the team to create emails
in seconds as well as
efficiently collaborate on
emails to stay on top of
the client relationship.
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How to transition to FYI for
Email Management

Consider the following to help prepare for

your transition to FYI to manage your emails.

Configure Email AutoFile

Review your Email AutoFile app settings and
user defaults. Set up any filing defaults and
exclusions as required.

Devices Tasks (Users User Groups Views
arch users b
Email ™ Active AutoFile Mode
allen.fisher@thegrowth.partners Yes Practice Default
amanda.bailey@thegrowth.parin...  Yes Practice Default

annajordan@thegrowth.partners Yes Practice Default

Setup Email Templates & Signatures

Create email templates for all scenarios using
merge fields to auto-populate key client data,
ensuring consistency across your practice as
well as saving the team time writing emails.

Email Editor X
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From: Mandy Jones <m

To: Stanley Constructio

Tahoma =14« B i A A | G 43 v
Dear Mike:

Flease find attached the engagement letter for our services.

{{ attachmentiinks 1}

For More Information

For more information please see our TRIMS oF SENICE: wiww.growthpanners. comyterms

Regards,

{{ Authoriame } }

arQualifications )

Growth Partners

Email AutoFile

Settings Exclusion

Client Emails

AutoFile Else In Tray

Defaults

Emails & attachments [ on |

Emails only (In Tray for attachments) OFF

In Tray Review

Include Client’s Contacts

Exclude Email Stationery Images m

Exclude Internal Emails

Exclude External Emails
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Policies & Procedures

= Search templates
Name

Reminder compliance paperwork
Engagement Letter Attached

Growth Partners - Email Signature
Happy Birthday from the Growth P...
Collaborate Invitation

Financial Advisory - Email Signature
Year End Queries: FYl Sample Temp...
Tax Letter Attached: FYI Sample Te...
FYI: Tax Letter Attached

Motice of Assessment

FYI: Quarterly Report Reminder

FYI: Year End Queries
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Using FYI for Email Management

Keep on top of client communication with
auto-filing of all client emails accessible in
a single view and jump seamlessly from
group to client for quick access to relevant
correspondence across the client group.

More benefits of managing emails with FYI
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Consistent client experience

Safeguard the client experience through standardisation of emails,
ensuring the team are creating emails from practice approved templates
saves time, provides peace of mind, and a great client experience.

Single source of truth

Client emails and attachments are auto-captured to minimise risk of
missing important client correspondence and increase efficiency via
visibility for the team.

Collaboration
Use Tasks and Comments to efficiently collaborate on emails with the
team, eliminating internal noise from your inbox and maintaining visibility

on what needs to be done.

Draft on behalf of another team member using digital workflows
Seamlessly draft emails for review and approval on behalf of other team
members using built in worklow technology.

Automations
Utilise the power of automations to auto-create email communications,
workpapers and internal tasks.

Email AutoFile is fantastic in that
it actually keeps trail of the
emails. When | come in the
morning, they're already filed.

SCOTT MURRAY,
PARTNER
TESTER PORTER

Get lightspeed with your email creation and stay on top of client relationships with every client

email automatically captured in FYI.

For more information on Emails visit the FYI Help Centre at
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https://support.fyi.app/hc/en-us/categories/360001073131
https://support.fyi.app/hc/en-us/categories/360001073131

