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1. Log in  
 

 
 

• Key in the email address and password of your account (these details will be emailed to 
user)  

 
 

2. Connect to a company  
 

 
 

• Once logged in, click onto Add a new company and choose the suitable accounting 
software that the company is currently using  

• After logging into the accounting software, grant access to SimpleAI such that our AI 
system can draw information and learn from the documents that were published before  

                                           
 
 
 
 
 
 
 
 



3. Uploading files/documents  
 

 
 

• 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   

• When all documents are selected, simply click on the Upload bar  
• Our system supports most types of documents (pdf, images, bank statements etc)  

 

 
 

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

• Click into the Companies webpage to find the email address attached to each company  
• Simple attached any relevant documents in the email and it will be uploaded onto our 

system  
 
 
  



4. Upload Bulk History 
 

 
 

• Once uploaded, click into the Bulk Upload History page to check the documents  
• On the right hand side, the different colours indicate different status of the documents 

(purple: processing, orange: processed, green: published into accounting system)  
• *Refresh when you are at this page* 
• To check the documents for each upload, click on the arrow and it will bring user to the 

documents that have been uploaded  
 
 

5. Auto Splitting Function  
 

 
 

• 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  

• 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)  
 

 
 

• 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)  

• If there are amendments to be made for any line items, click onto Modify Line Item 
Descriptions  

 

 
 

• In this page, user can edit the account code, tax rate, unit price and the quantity  
• In the 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  

• Remember to click the save button to ensure that the system records down all 
modifications made  



7. PDF Splitting & Merging  
 

 
 

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

 
 

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

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

 
 



8. Compressing Line Items  
 

                                                         
 

• In the case where line items are not needed to be shown in the accounting software, 
user can compress all line items into a single line  

• *Remember to save all modifications  
 

 
9. Publishing Documents onto Accounting Software  

 

 
 

• Once the information extracted by the AI have been checked through, if user would like 
to publish a certain document, user can select and publish the selected ones  
 



 
 

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

• 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  
 

 
 

• 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  
 



• For Xero, when published in our system, an extra step is needed by user to approve from 
the Xero account after clicking View in Xero  

• After this step is done, the journal ID will then be shown on our system  
 

 
 

 
11. User Invite  

 

 
 

• To invite user onto our system, simple click into the Users page and click onto Invite 
User button 

 

 
 

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



12. Switching Languages  
 

 
 

• User can click onto the translation logo to choose the language that they would like the 
webpage to be in  

 
 
13. Different Currencies  

 

 
 

• Our system is able to recognise from the invoice itself the different currencies and 
choose the accurate currency based on the invoice itself  

 
 
 
 
 
 
 
 
 
 
 
 



14. Attach Supporting Documents  
 

 
 

• To upload 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 
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