
Share documents with recipients using Collaborate,
Email, or Secure Link. 
Use Collaborate for two-way client delivery and
interactions in a shared client portal. Use Secure Link
to send sensitive documents with SMs or email
verification. Use Email to send files as regular
attachments.

The Delivery function has three options: Mark Sent -
allows you to manually set a document as being
sent. Mark received - allows you to set a document
as being received. Clear - allows you to clear the
delivery status. 

The Export function allows you to download a
document from FYI to your desktop.
Edits made to exported documents will not save
back to FYI.

Convert a Word Document to PDF. 
This is useful when converting a letter to a PDF
before sending to your client for signing using FYI's
Signature function. The PDF is filed as a new
document, applying the same filing rules as the
original document.

Bulk Update allows you to update the filing details
and workflow fields for multiple documents at a
time.
This is handy if you wish to refile multiple documents
to a different client or cabinet.

Collate PDFs combines two or more selected PDFs
into a single new PDF in FYI. The original PDFs
remain unchanged, making it easy to bring related
documents together in one organised file.

Select one or more PDF documents and use the
Signature function to send the documents to a
client using your preferred Digital Signing provider.

Reply allows you to send a response to the person
who sent you the original email.

Reply All allows you to send your response to the
sender and everyone else included in the email.
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Edit PDFs directly in FYI, or open documents using
FYI Desktop or OneDrive. Microsoft Office
documents opened in OneDrive can be edited in the
desktop or browser app, or opened in Co-edit for
simultaneous editing by multiple internal users.

Open one or more documents as read only.
Select one or more documents and click Read to
review emails and documents without locking them
for editing purposes. 

Make a copy of an existing document that can be
renamed, updated and filed to the relevant client. 
The copied document displays as selected in the
documents list with the FYI drawer open. 
Copy does not apply to emails.

Delete moves unwanted documents to a deleted
view, ready for deletion. 
The deleted view is where you can restore a
document. Permanently deleting a document
requires FYI Admin permissions. 

Doc link creates a hyperlink to the selected
document within FYI.
The hyperlink is copied to your clipboard and can be
used in tasks or emails to internal users for quick
access to documents.

Run a manual Automation Process by selecting one
or more documents from the list.
Users must have the correct permissions and the
relevant Automations must have the From List
setting enabled. This function is also available in
Clients and Jobs lists.

Create a draft time entry for the emails and
documents that you have selected in the
documents list.
Time is a Pro and Elite Plan feature.

Pin important documents, making them easy to
access from the Pinned List Filter or Client, Job, and
Employee Summary tabs. 

Allows multiple documents to be stapled together.
This is handy if you want to access a set of
documents at the one time, to collate together to
send to your client, or for internal review.

Forward allows you to send a copy of the email to
someone who was not originally part of the
conversation.
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