
BEST PRACTICE GUIDE

Review & Reassign Tasks and/or Jobs

For team members taking extended leave,
consider reassigning Tasks and Jobs if
appropriate.

Tip: Filter by Task Assignee or User Roles to Bulk
Update to a new team member. 

1Housekeeping Tips for your Platform

Ensure all Draft Filed documents are Filed

Update Filing Defaults & Review Permissions

Add new option for the Year Category if required,
details here.

Review Practice Filing defaults, update if required
repeat for Client and User Filing defaults, more here. 

Review User Group assignments and permissions,
update if required, more here. 

Review your Draft Filed document view. Ensure the team
file documents from their InTray before office closure.

For team members taking extended leave, ensure they
share their InTray with another team member, more here. 

Tip: Set auto-reminders for your team with this
Automation.

Set your platform up for success in the new year.
For more resources, visit the FYI Help Centre at support.fyi.app

Review Active Scheduled Automations

Review your Automations, especially any scheduled
that may need to be deactivated for the interim. 

This is also a good opportunity to archive any
processes no longer in use.

Tip: Filter by Status and Trigger to refine the list of
automations.
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https://support.fyi.app/hc/en-us/articles/4403909123725-End-of-Financial-Year-Housekeeping#h_01FN6B7R5HK8208TTX5BYHR2A4
https://support.fyi.app/hc/en-us/articles/4403909123725-End-of-Financial-Year-Housekeeping#h_01FN6B8ECK1E4G9BEJ1YA57NZE
https://support.fyi.app/hc/en-us/articles/360018522831-Managing-Users#h_01FK3JH5W9MJ55KMYA60XANN74
https://support.fyi.app/hc/en-us/articles/360044971691-Sharing-your-In-Tray
https://support.fyi.app/hc/en-us/articles/12020577327513-Draft-Filed-Reminder
https://support.fyi.app/hc/en-us

