Standard Jobs and Billing
and Workflow Jobs for
your practice

Set up Jobs to easily track and
monitor job progress for your
team, from within FYI.

@ Overview of Standard, Billing
and Workflow Jobs

@ When to use Standard Jobs or
Billing and Workflow Jobs in your
Practice

@ How to manage Workflow Jobs

What is a Standard Job?

Standard jobs are used to record time and to
manage work being completed for clients. For
example, an Individual Tax job is used to monitor
how the work is progressing and is also used to
record time for billing purposes.

For a larger client such as a companies or trusts, you
might deploy a job per work item. In this case the
client would have a job for Year End Work and for a
Quarterly Return, both jobs are used to record time
for the relevant activities and to also monitor
progress of work.
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Typically, this approach is taken where
invoicing occurs for each item of work,
rather than fixed fee i.e. an invoice is issued
for Year End and a separate invoice is
issued for Quarterly Return.

This icon denotes the Job Type as a
Standard Job in the Job Lists and in the
Job - Summary tab

Group  Stanley Group Client = Stanley Renovation Projects Job No job selected @
Summary Custom Fields Contacts Tax  Settings  Activity Jobs Tasks Documents Corporate Affairs Apps  Processes  Process History  Collabo
|:| - Open - 3 rows (refreshed 12:30 PM) E]
Client Name Job Number State Start date Due date Budget Actual

= [0 Stanley Rencvation Projects  June Baokkeeping 1000047 01 Jul 2023 12 Jul 2023 1,200.00 00:00

;c_'»‘ [0 stanley Renovation Projects  June BAS/IAS/GST  J000048 [ in progress I TBTELFES 21 Jul 2023 660.00 00:00
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= [ stanley Renovation Projects Tax & Financials 1000049 Planned 01 Jul 2023 01 Dec 2023 1,600.00 00-00
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What is a Billing Job?

The Billing Job is the ‘main’ job and is used to roll up
budget hours, budget amount and WIP from ‘sub-
jobs' to effeciently invoice clients under a fixed fee
arrangement which incorporates different projects.

o Billing Jobs appear in each linked Workflow Job

Workspace for you to quickly navigate to, allowing
for visibility of rolled up WIP.
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What is a Workflow Job?

These are ‘sub-jobs’ to Billing Jobs. Workflow Jobs are
recommended for practices when work is not being
invoiced separately, i.e. on a per job basis, and your
preference is to have the time rolled up to a ‘main’ job
(Billing Job) for fixed fee billing or WIP reporting
purposes. Using Workflow Jobs allows visibility into the
items of work that must be completed with their
respective WIP, whilst maintaining ease of invoicing
from a single Billing Job.

Workflow Jobs appear in the Billing Job Workspace

for you to manage and assign to your team.

For example, for an Annual Billing Job, you might
have ‘sub-jobs’ for Year End Financials,
BAS/IAS/GST, and Bookkeeping. These are your
Workflow Jobs.
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FYI provides flexibility to dictate when you use

Standard Jobs or Billing and Workflow Jobs for any
given project for your clients. This allows you to use
all Job Types seamlessly when creating Jobs in FYI.

The choice of Job Type is largely dictated on how
you will choose to invoice the job itself, whether it
is a stand alone item of work you will invoice for, or
if you wish to bill on a recurring basis for multiple
items of work.
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For management of work, use each Workflow
Job. Navigate to workspace for the Workflow Job
to review and update job details.

o For management of work in progress, invoicing

and job completion, use the Billing Job.

This job is complete when all workflow jobs are

completed, and final invoice is raised.
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When to use Standard or Billing Job?

Key Questions

The flowchart below represents some very high level

questions to assist in your practice's decision of when
to use each Job Type.

Is this a stand alone
item of work or
multiple items?

Multiple

Will you be invoicing
per item of work
or on a fixed
fee/recurring/retainer

; basis? i
‘\> l\—" 'l
¢ Fixed Fee !
e ~ P
" S -—--
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N Use a
3 Billing/Workflow Job

Identifying Job types in FYI

@ Billing Job Type e Workflow Job Type

e Standard Job Type

Summary  Custom Fields  Processes Summary  Custom Fields  Processes Summary Custom Fields Processes
Job Details & @ Job Details *¢* e Job Details & e
Name Annual Compliance Name Quarterly BAS - June MName Individual tax return
State In Progress State In Progress State Planned
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How to manage Standard Jobs with FYI

To track progress of jobs we recommend filtering on
Job Type of Standard and Workflow - this allows you to
ensure work that is required by clients is completed.

Billing and Standard Jobs can also be filtered using the
Job Type to manage invoicing requirements for your

clients.

When all work has been completed for a Standard Job
the final invoice should be raised and the job state
updated to Completed.

© standard Job Created

Create the Standard Job in FYl and populate
key job details and custom fields.

For more refer to Creating Jobs from Job Templates.

@ standard Job Completed

The Standard Job progresses through the Job States
independently and is invoiced when required.

To manage WIP, Buget Hours and Budget Amount
use the Financial Details section of the Standard Job.

For more refer to Managing Work in Progress.

Once all work is complete, the Final Invoice is raised.
The Job State is then set to "Completed" and the job
is no longer visible on the Jobs Board or in Open
Jobs lists.

fyi soes
Planned Pending Infe In Progress Review
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Jobs
R Client Werk Search jobs =
Client Hame tob Number
s O Mills Grills & 886 Annusl Accounting - 2024 001125
2 O Melkeith Annual Accounting - 2024 001032
2 O sobby biown Umited Annual Accounting - 2034 001127
O 8oty Brewn Limited Advisery Wark - 2004 w0112E
O MrPlow Limited Annual Accounting - 2024 001152
= O Amyevans Annusl Compliance 2024 H008817
3 O careorown Annusl Compliance 2024 1000822
O Andres Mastin Annia# Compliance 2024 K11a97
Create Job
Client Duncan, Caecl Elizabeth
caroladuncani0] 1@ outicak.oom
Jab Type Standard
Temglate

Annul Compliance - Individuats

Incinvichual L feturn
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Ko cabinet selected
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Summary  Custom Fields

Processes  Comments  Prod

Job Details & e
Name Incividual tax return
State | |n Progress - ]
a
Number Planned
Type Mot Started
L RS
Pending Client Info
Category AL Review
First Review
Cabinet
Second réview
Sart Dl Final Review i
Due Date 07/06/2024 »
Manager Patrick Smith
Partner Liz Hurst X v
Financial Details
Wip 0.00
Budget Amount 180,00
Actual Amaunt 140000
Wirite On/Off -80.00
Budget Hours 1
Actual Hours 0035
Tirme Rate
Description Individual tax return preparation

inchuding filing.
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https://support.fyi.app/hc/en-us/articles/29365801756441-Managing-Work-In-Progress-WIP#managing-work-in-progress-wip-0
https://support.fyi.app/hc/en-us/articles/22308458214425-Creating-Jobs-from-Job-Templates-Elite#creating-jobs-from-job-templates-elite--0

How to manage Billing & Workflow Jobs with FYI

To track progress of jobs we recommmend filtering on

Job Type of Workflow and Standard - this allows you to

ensure work that is required by clients is completed.

Billing & Standard Jobs can also be filtered using the
Job Type to manage invoicing requirements for your
clients.

When all Workflow jobs for a Billing job have been
completed the final invoice should be raised and the
Billing job completed. Similarly for a Standard job.

© Billing Job Created

Create the Billing Job in FYI and populate key job
details and custom fields.

For more refer to Creating Jobs from Job Templates.

© Workflow Jobs Created

Create the Workflow Job in FYI, link the Workflow
Job to the Billing Job and populate key job details
and custom fields.

Note: If there are Workflow Job Templates linked to a
Billing Job Template the Workflow Jobs will
automatically be created and linked to the Billing
Job.

For more refer to Creating Jobs from Job Templates.

© Workflow Jobs Completed

Each Workflow Job progresses through the Job
States independently and is invoiced when required
from the Billing Job.

Once all Workflow Jobs are completed, the final
invoice is raised.

@ Billing Job Completed

To manage WIP, Buget Hours and Budget Amount
use the Billing Job. The Financial Details displays the
total budget hours and budget amount and WIP from
each linked Workflow Job, rolled up to the Billing Job.
You can also view these details on each Workflow Job.

For more refer to Managing Work in Progress.
Once the Final Invoice has been completed the Job

State is set to "Completed" and the job is no longer
visible on the Jobs Board or in Open Jobs lists.
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Bescription

Get the most out of Jobs and easily track and monitor your workflow without leaving FYI.

For more information on Jobs in FY]I, visit the Help Centre at support.fyi.app
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https://support.fyi.app/hc/en-us/articles/29365801756441-Managing-Work-In-Progress-WIP#managing-work-in-progress-wip-0
https://support.fyi.app/hc/en-us/articles/29365801756441-Managing-Work-In-Progress-WIP#managing-work-in-progress-wip-0
https://support.fyi.app/hc/en-us/articles/29365801756441-Managing-Work-In-Progress-WIP#managing-work-in-progress-wip-0
https://support.fyi.app/hc/en-us/articles/22308458214425-Creating-Jobs-from-Job-Templates-Elite#creating-jobs-from-job-templates-elite--0
https://support.fyi.app/hc/en-us/articles/22308458214425-Creating-Jobs-from-Job-Templates-Elite#creating-jobs-from-job-templates-elite--0
https://support.fyi.app/hc/en-us/categories/360001657792
https://support.fyi.app/hc/en-us/categories/360001657792

