SimpleAl Manual

1. Login

SimpleAl

Email

Password ®

Don't have account? Register Now

Forgot Password?

e Keyinthe email address and password of your account (these details will be emailed to
user)

2. Connectto a company

Please select the suitable accounting software to be integrated

Connect to QuickBooks

e Oncelogged in, click onto Add a new company and choose the suitable accounting
software that the company/is currently using

o After logging into the accounting software, grant acgess to SimpleAl such that our Al
system can draw informdtion and learn from the documents that were published before

INTUIT
@ quickbooks' @ mailichimp @ turbotax
xere
Sign in

Log in to Xero

Use your Intuit Account 1o sign in to QuickBooks.

to continue to Simple Al Accounting Module
Email or User ID Phone

Email address

Password [ ask@simpleai.sd ]

B
Forgot password?  Gan't log in? & signin




3. Uploading files/documents

SAAM b3 * K All companies v %, [ 2
S - ¢

Upload Files
¥ Auto spitting (D)

Dashboard > Document » Upload Files

B A

b3

@

Please select a Company to proceed with uploading of documents
®

& Drag & drop some files here, or click to select files

e Once connected to a company, user can upload files either by dragging and dropping
them or just click onto the space and select the relevant documents

o When alldocuments are selected, simply click on the Upload bar

e Our system supports most types of documents (pdf, images, bank statements etc)

.;}
(1

SARM >

Companies
Dashboard > Manage > Companies

q

Companies
NAME COUNTRY UPLOAD EMAIL DOCUMENTS UPLOADED LAST ACCESS

12/08/2024
z 4 02:47 pm

@

Binto's Motor AU bintos.motor@d.simpleai.sg

e Another way to upload files will be emailing the documents directly to the email address
provided for each company

e Clickinto the Companies webpage to find the email address attached to each company

e Simple attached any relevant documents in the email and it will be uploaded onto our
system



4. Upload Bulk History

saaM > K K @ :"J:L‘mks QB0 Demo and Testing (Simpl... v %, a

Bulk Upload History
Dashboard > Document > Bulk Upload History
o
+ Filter & Downioad (0)
6]
o [ ] UPLOAD DATE ENTITY NAME VENDOR NAME FILE NAME USERNAME STATUS
O ::{:ffn:“ QBO Demo and Testing (SimpleAl)  —— ot 024-08-07 at Admin SimpleAl o N
* /
08/08/2024 . )
N (m] 08/08/2024 QBO Demo and Testing (SimpleAl) image0 +1 more files . >
03:19 pm
D
07/08/2024 Screenshot 2024-08-07 at e o
09:27 pm 21.26.17 +4 more fles Admin SimpleAl 3 >

( QBO Deme and Testing (SimpleAl) | |

e Once uploaded, click into the Bulk Upload History page to check the documents

e Ontheright hand side, the different colours indicate different status of the documents
(purple: processing, orange: processed, green: published into accounting system)

e *Refresh when you are at this page*

e Tocheckthe documents for each upload, click on the arrow and it will bring user to the

documents that have been uploaded

5. Auto Splitting Function

xx All companies L )

Upload Files
i auto spiitting @)

Dashboard > Document > Upload Files

Please select a Company to proceed with uploading of documents
[

Drag & drop some files here, o click to select files

e The auto splitting function helps to split documents up separate invoices, this is
especially useful when user have a whole pdf document with multiple invoices

e However, if the pdf files are already organised by individual invoices, click the button to
switch off auto splitting to avoid our system from separating any documents



6. Classification (Account & Doc Type)

- nTurT ”
saaM > [ @ Py WM Q20 Demo and Testing (Simpl.. v “» @
ot S S EXZm I |
Al Re-process &, Download Publish All
Dashboard > Bulk Upload History > huber's 277.35 invaice = " it

@ Document(s) Type S volce 10617 @ a © Transaction Details \_

nTurT
QBO Demo and Testing (SimpleAl) @qmckhmks
14 4
$GD 277.35 - Document Type
& -
”\x |NVO‘CE Expense
@ S, — )
: Syne Supplier Narme Paid As
st : V N
a E L P i [———————Isupplier (SGD) Compa:
= SGD 384.00 ole1 (Bc0) pany
o]
Date
= - 14/06/2024
1506-2024 : @ Sreibooks
; SGD 498.40 : - ; e o
& 28/06/2024 Experse
B s g
11052024 ) 0 Involce/Ref. # i Suies
b ke e INY 1820009 -
Total Amount Currency 2
d 277.35 SGD
08-05-2024
SGD 348.89
Meodify Line Item Descriptions =
A Moy Lin tem Descrptions
Compress Line ltems
& Compress Line s

o After the documents have been uploaded, our system will read and classify the
document type (transaction details like supplier name, invoice date, invoice number,
currency of payment, the total amount & transaction summary etc)

e |fthere are amendments to be made for any line items, click onto Modify Line Item
Descriptions

Modify line item descriptions x

Amounts are:
Manually select credit account

Excluded v

Description Account Code Tax Rate (%) @ Unit Price Quantity Total Amount
Account code v % ~ O]

PORK MINCED Food Cost / ~ TX 9% (9%) /v 1080 405 43.74 ﬂ
BEEF PASTRAMI, SLICED 2MM Food Cost 4 TX 9% (9%) 4 3250 072 23.40 n
HUBER'S CODICED HAM, FULL MUSCLE, SLICED 1.1MM, 2¢ Food Cost hd TX 9% (9%) v 21.00 264 55.44 n
ITALIAN PARMA HAM, SLICED 0.8MM, SSLICES/SHEET, 25C Food Cost 2 TX 9% (9%) & 53.50 123 65.80 n
ARA-BIKI SAUSAGE, 280 Food Cost v TX 9% (9%) b 15.90 427 67.89 ﬂ
2% DISCOUNT Food Cost 87 TX 9% (9%) 7 -5.14 1 -5.14 n

assign expensestos customer  (®)  Add a new line

Custom prompt
Enter a new prompt...

Close \«‘

e |nthis page, user can edit the account code, tax rate, unit price and the quantity

e Inthe case of changing account code/ tax rate classification for all items, user can
simple click onto the top bar and choose the relevant classification and the changes will
apply to all line items

e Rememberto click the save button to ensure that the system records down all
modifications made



7. PDF Splitting & Merging
o - O " @

v el [ oo o [
bl il S T m—
o
& Document(s)  Type I invoice 10617 @ @ O Transaction Details .
2
nTuT
QBO Dema and Testing (SimpleAl) quickbooks
SGD 277.35 Document Type.
& 3
= TAX INVOICE Expense
04-06-2024 = 5 o ‘Supplier Name B Paid As
& San 38400 E S R e G el  I— Company
o -
. Date
= 14/06/2024
15062024
A SGD 498.40 = - Due date
a - ~ 28/06/2024
a Processed -
11052024 o ° Invoice/Ref. #
SGD503.75 INY 1820009
Total Amount Currency
— 277.35 SGD i
08052024
SGD 348.89
Modify Line Item Descriptions >
Compress Line Items >
@

o Inthe case where the invoices are 2 pages but not already combined, select the 2 files
and click Resplit Selected

Resplit All

Page Range ()

1-2

@ Merge all ranges in one PDF file

Total no. of page(s)

e Choose the pages that the user wants to merge and click Split PDF to combine them as
one invoice

e After merging, a new invoice of multiple pages will be created and the original single
page invoices will be removed



8. Compressing Line ltems

I Transaction Details

Modify Line Item Descriptions

Compress Line ltems

Transaction Summary
DESCRIPTION ACCOUNT NAME
PORK MINCED Food Cost
BEEF PASTRAMI, SLICED 2MM Food Cost
HUBER'S CODICED HAM, FULL MUSCLE, Food Cost
SLICED 1.1MM, 250G/PKT
ITALIAN PARMA HAM, SLICED 0.8MM, Food Cost
‘SSLICES/SHEET, 250C/PET ood Cos
ARA-BIKI SAUSAGE, 280 Food Cost
2% DISCOUNT Food Cost
Subtotal
TAX (9%)
TOTAL AMOUNT

>

M

TOTAL

4374
23.40

65.80

67.89
514

251.14

22.61

277.35

ﬁ

0 Invoice/Ref. #
E’ INY 1820009
Total Amount
277.35

Modify Line Item Descriptions

Uncompress Line Items

Transaction Summary

DESCRIPTION

Various chilled meat products

Currency
SGO

ACCOUNT NAME

Food Cost

Subtotal
TAX (9%)

TOTAL AMOUNT

Transaction Details A

TOTAL

25964

25114

2261

277.35

e |Inthe case where line items are not needed to be shown in the accounting software,

user can compress all line items into a single line

e *Remember to save all modifications

9. Publishing Documents onto Accounting Software

SAAM >
Document Details
Dashboard > Bulk Uplead History
o
& Document(s) Type
2

SGD 277.35

04-06-2024
SGD 384.00

15-06-2024
SGD 498.40
Processed

11-05-2024
SGD 503.75

08052024
SGD 348.89

huber's 277.35 invoice

-

I invoice -10617 @

TAX INVOICE

& Download

:J:;:hmks QBO Demo and Testing (Simpl... v % 3

Transaction Details

QBO Demo a

Document Type
Expense

o Sme

Date
14/06/2024

Supplier Name

Due date
28/06/2024

Total Amount
277.35

Invoice/Ref. &

INY 1820009

Modify Line Item Descriptions

Compress Line ltems

- Supplier (SGD)

Currency
SGD

I - - - |

nTuir
quickbooks

Paid As
Company

e Once the information extracted by the Al have been checked through, if user would like

to publish a certain document, user can select and publish the selected ones



SAAM > K @:-:‘éfbooks QBO Demo and Testing (Simpl.. v EA ‘

Document Details m
2 sycal Reprocess. &, Download Publish All
Dashboard > Bulk Upload History > huber's 277,35 invaice e " ks
o
B © S £ Transaction Details
& Document(s) Type
2
nTur
QBO Demo and Testing (SimpleAl) @qmckhnoks
Document Type
[~} -
TAX INVOICE Expenes
@
‘ Syne Suppler Name Paid As
04-06-2024 v = 3 o v v
_ p . e ippliers [ Supplier (SGD) Compai
= SGD 384.00 sl
ol
Date
14/06/2024
15062024
"y SGD 498.40 : e ; Due date
& - 28/06/2024
a Processed - : :
11052024 o Involce/Ref. #
Seb s ® INY 1820009
¥ ; ety R Total Amount Currency
ssed s L gy e T 277.35 SGD
08-05-2024 -
SGD 348.89
Modify Line Item Descriptions >
Compress Line Items >
@

o Otherwise, after checking through all the invoices, user can click Publish All to publish
every document in this upload onto the selected accounting software

e Once published, the details on our system will not be allowed to edit, any modifications
will have to take place in the linked accounting software

10. Journal ID & Link To Published Documents

inTuir
SAAM > KK @ WM Q50 Demo and Testing (Smp.. v EX a
Document Details
o Pt
Dashboard > Bulk Upload History > Screenshot 2024-08-07 at 21.26.17 AT = 2 e

a*
Screenshot 2024-08-07 at 21.26.17-10622 a a Transaction Details Journal ID: 221 | ViewinQuickBooks v
Document(s) Type ! 2
2
inTu
QBO Demo and Testing (SimpleAl) @qmckbooks
04-06-2024
SGD 384.00 -] Document Type Transaction Details ViewinXero  ~
3
o TAX INVOICE Expense
& [ Posted | = o . " 2 . :
SO SNO! X SOLUTIONS PTE LTD
ik syne Supplier Name
08-06-2024 o - fa)
2 et )
. . " Am Document Type
o : " Expense
i . - Date
[ Posted | . - y 04/06/2024 = SN
pplier Name
Rpsadiex ox e ————
¢ S60.209.70, : o s i it " ) Due date
& 18/06/2024
a ["posted | — . .
14-05-2024 : ’ I 0 Invoice/Ref. # Date
e i (0 24/06/2024
SGD 254.45 r r - INV 1817816 06/20:
v s " i p . Total Amount ::Er?:‘zuzn
[ poste . o o ; 384.00 o
15-06-2024 s g
SGD498.40  * wen s o Invoice/Ret, #
Modify Line Item Descriptions Total Amont Cunency
170.04 6D
Compress Line ltems
& -
Modify Line ltem Descriptions

e After publishing onto the accounting software, simple click onto View in QuickBooks/
View in Xero and it will bring user to the published document in the respective
accounting system



e For Xero, when published in our system, an extra step is nheeded by user to approve from
the Xero account after clicking View in Xero
e After this step is done, the journal ID will then be shown on our system

siness  Accounting  Contacts

» Bills

Bill 8937910

Draft | Go to Simple Al Accounti.. Print POF | Bill Options ~

From Date Due Date Reference Permit Number Total

 — T R AVE YRR PRt a1 w2108

WYR Malaysian Finggit = Amounts are Tax Exclusive
1560 = 347528 MYR (163
2024) Exchange Raies
UnitPrice Account Tax Rate Tax Amount&l  Amount MYR
COKE 100 7.33 422 Panty Expense NoTax (0%) 000 733
MAYO BLAZE SHRMP 100 2836 422 - Panty Expense NoTax (0%) 000 %36
BAKED SNAPPER 100 3000 422 Paniry Expense NoTax (0%) 000 3008
BAKED POLLO 100 3267 422 Panty Expense NoTax 0%) 000 3267
BROOKLYN SUNSET 100 11.64 422 - Pantry Expense NoTax (0%) 000 164
Senice Charge 100 1101 422 Paniry Expense NoTax (0%) 000 s
Faund 100 001 422 Paniry Expense NoTax 0%) 000 0,01
Addanewline = | Assignexpenses 1o a customer A i
Tax 000
includes Adustments to Tax 000
TOTAL 121.09"

11. User Invite

saam > K K %

Users
Dashboard > Manage > Users

Link Users to Xero

o

+ Filter

&
U NAME LAST NAME EMAIL AACCESS RIGHTS LAST ACCESS ACCOUNT STATUS
sers
. Bincent Toh binto@gmail.com Admin ;;’;:‘:ﬂ““ ((stive )

® 108/202

Bincent Toh binto@gmail com Admin 12/08/2024 (actwe)
o 0234pm \Active)
I
&
kel

e Toinvite user onto our system, simple click into the Users page and click onto Invite
User button

Invite User(s) to Collaborate in your SAAM Workspace

EMAIL USER ROLE (© COMPANIES FIRSTNAME LASTNAME COUNTRY PHONE NUMBER

e /V
COMPANIES -

User

Companies

Client I i votor

e Keyinthe new user’s email, role as well as the company that this user is in charge of
e Click the + button to add multiple users and Confirm button to save all changes



12. Switching Languages

saaM > al %K

© CXTNEN - 2
A Ng

Bulk Upload History English - en

Dashboard > Document > Bulk Upload History Bahasa - my

&
+ Filter Japanese - jp ﬂ
o [ ] UPLDAD DATE ENTITY NAME 'VENDOR NAME FILE NAME USERNAME STATUS
- 7, 4
27/06/202 Binto's Motor +1 more files 1811490 +1 more files Admin Simpleal .2 >
03:41 pm
)
0O 14/06/2024 Binto's Motor :}2 more files VM-C-20240613131 (blank Admin SimpleAl 3 -
& 0331 pm case) +2 more files
i N
D Jereeana Binto's Motor :}m more fles 1AR202404-15819 41 mare files Binent Toh (o) (o >
o) - =L

e User can click onto the translation logo to choose the language that they would like the

webpage to be in

13. Different Currencies

inTurT
@ quickbooks

‘QBO Demo and Testing (Simpl... %, =

saaMm > ch xK
Document Details
Dashboard > Bulk Upload History > Korean
o
8 Document Type Seenoize @ @ O
}
08-08-2016 i
& KRW 4,500.00
& A ==
o &~ =
® & & M ZA_BUARLUAS 168
A @IArEiEs: 107-66-08320 CHHX:OiA &
F o4 BN BT REE RLALZAHN
& g g
= | 2016LI0BRI0BR! 13:28 No:0CEB 01- &2
e O gy S G
[T 2
ICEOHRIC It s 2,000 1 2,000
ICEHRFE X 2,500 1 2,500
[ ———— A
TEFOH = @4 4,500
i AL B o 4,091
® FEIPHI(VAT) S0 408

QBO Demo and Testing (SimpleAl)

Document Type
(Others (will process as expense)

o S

Supplier Name

Date
08/08/2016

Due date
12/08/2024

Total Amount
4,500.00

Invoice/Ref. #
0068

Modify Line ltem Descriptions

Comoress Line ltems

MERA_BURUAE 158 _KRW

Transaction Details v

G
@ quickbooks

Paid As
Company

Currency
KRW

P\

e Oursystem s able to recognise from the invoice itself the different currencies and
choose the accurate currency based on the invoice itself



14. Attach Supporting Documents

Document Details

Dashboard > Bulk Upload History > huber's 277.35 invoice

o
& Document(s) Type

G symeAl Re-process

@Z‘""'l'é{{bmks QB0 Demo and Testing (Simpl.. %

Transaction Det:

;ompany Name @Il’“’\ll'
QB0 Demo and Testing (SimpleAl) quickbooks
oocumeN
SGD 277.35 Document Type
TAX INVOICE Expenes
Processed
o Sync Supplier Name Paid As
Sageant
ippliers l Iiu lier (SGD} Comp:
SGD 384.00 . vl (258) ik
°© Date
Processed | 14/06/2024 ®
AUTOMATED 15-06-2024
. SGD 498.40 Supporting Documents Due date
& 28/06/2024 &
a pmmseﬂ
11-05-2024 Invoice/Ref. #
SGD 503.75 INY 1820009
(
sy Total Amount Currency
rocesse 277.35 SGD -
08-05-2024
SGD 348.89
Modify Line Item Descriptions >
[
1 o i z
Orag & drop some files here, or click to select ies Compress Line ltems 5
@

e Toupload any supporting documents, click onto the folder icon in blue and select the
relevant documents to be uploaded onto the respective accounting software together
with the invoices

Data Flow b/w SimpleAl and Integrating Partners

SimpleAl

— TR
—
—
—
-
—
o

(Downloadable in €SV format) User Reviews & Uploads the CSV file in Xero




