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Introduction
What is ASSIST?

ASSIST is a bookkeeping software that is meant for people like you and me.

Currently, many SMEs receive their documents in either digitized format or in hard
copies. These include invoices that need to be paid on time or receipts that formed a
big portion of expenses.

For business owners who want to do bookkeeping with less financial and staff costs,

ASSIST is a document management Al system that allows replacing manual work with Al
during data entry from financial documents.

Never lose your document again!



What is in the User Guide?

This User Guide has been written for the end user. This guide covers the ASSIST User
Journey from end-to-end. We will explore all areas from the basics of logging into the
system to sending your documents to your accounting software.

This User Guide is split into various chapters. These chapters are ordered as you
progress through your journey with us.

Let us begin to get to know your personal digital assistant.
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Getting Started

To get started with ASSIST contact us at Accrets International for your account.

Prerequisite:

You will need to provide the following to us:

Company name
Company email for receiving documents
And at least one tenant admin:

o Name
o Email
o Telephone Number

Signing up for the first time

1. You will receive an email notifying you of your account creation.

Subject: Welcome to ASSIST

Hello,

Welcome to ASSIST! Your Personal Document Assistant is ready to serve you. Please click on
the link to activate your account and get access to the portal: Verify account

Your temporary credentials:
for.assist.demo%@dgmail.com
c896ee1e9f5203d04b05

If you have already accepted your invitation, please click on this link to sign in:
https://app.assist.biz

Unique email for receiving the documents: assistguide@mail.assist.biz

Kind regards,
The ASSIST Team

2. Click on “Verify account” and you will be brought to a sign in page.

3. Enter your temporary credentials



4. You will be prompted for a password change.

d

Never lose
your document
again!

Password Change

Change your account password below.

Password (O]
Confirm Password [O]

Change Password

Back to Sign In

Note that the password must meet the following criteria:
- At least 8 characters
- At least one UPPERCASE letter (A-Z)
- At least one lowercase letter (a-z)
- At least one number (0-9)
- Atleast one special character (! " #S% &' () *+,-./:;<=>?2@[\]1*_"{]|}™)

5. After you change your password, sign in again and you will be brought to your
company page.

Congratulations, you have completed the first step of knowing your personal digital
assistant.



Signing up as an existing user

If you are an existing user of other services under Accrets, you will receive a welcome
email slightly different from the previous section.

Subject: Welcome to ASSIST

Hello,

Welcome to ASSIST! Your Personal Document Assistant is ready to serve you. You were
invited to company AssistGuide Please click on the link to accept your invitation and get access
to the portal: Accept invitation

Your credentials:
For.assist.demo@gmail.com
As for password, you should use your global ACCRETS password

If you have already accepted your invitation, please click on this link to sign in:
https://app.assist.biz/signin

Unique email for receiving the documents: assistguide@mail.assist.biz

Kind regards,
The ASSIST Team

Notice that you should sign in with your global Accrets password.



Navigating ASSIST

Document List

Upon your first sign in, the document list is empty as it is not yet populated.

Documents

All Documents nvoice Receipt Other Documents « Select document type

Q, Search document by Name or Sender Email Sorted by NEWEST AP/AR w Status v
| Search for document | | Sort document l

You can change
password and
reconfigure export
settings here

How 10 use ASSIST 2 You can update your
company name here

Profile

Personal Info Change Password Export Setting

You can update your

“ telephone number here

This is your personal
virtual accountant




Settings

Settings

Ok for Beginners

Free

$0

@ Document classification

Automatic extraction of
document details

Export to CSV

Integration with Xero

Plans Billing Integrations

Monthly Yearly

Best for Starters & Small Teams

Standard

$8

© Document classification

Automatic extraction of
document details

(<]

© Export to CSV

Integration with Xero

50 pages per month

10

You can configure your
selected plans, billing
information and accounting
software integrations here

Delivers the Most Results

Premium

$16

Document classification

Automatic extraction of
document details

Export to CSV

00 0 ©

Integration with Xero

1000 pages per month




Managing your documents
Sending to your personal assistant

1. Go to your profile to retrieve your unique email for receiving documents

2. From your desktop or your mobile phone, send images or files to your personal
assistant.

3. Give it a moment and refresh your tenant admin portal.

File Limitation

Size limit: < 1500 KB
Format: jpg, jpeg, png, pdf

Note: You can send multiple files at once.

Warning: Despite sending your files to your personal digital assistant, it is always good to keep a
backup of your files. Your personal digital assistant skips files which are recognized as images,
hence it is always good to have the backup.

Understanding your Document List

Documents
All Documents Invoice Receipt Other Documents « SeIeCt document type
Q, Search document by Name or Sender Email Sorted by NEWEST AP/AR v

Sender Email e Received
Search for document Sort document
TTeSTpaT iris@accrets.com OTHER 23/ 04 / 2021 ]
File2.pdf iris@accrets.com NVOICE AP 23 /04 /2021 juj
File1.pdf iris@accrets.com RECEIPT AR 23 /04 /2021 o
Check for bulk delete Delete single
or bulk export document

11



Terms
AR/AP : Accounts Receivable/ Accounts Payable

List by type
To filter the documents based only on type, you can select the from the header. There
are currently four options: ‘All documents’, ‘Invoice’, ‘Receipt’, ‘Other Documents’.

Search for document
You can search for a document by typing a portion of the document name or the
sender email.

Sort documents
You can sort the documents list based on the date sent (newest/ oldest) and AR/AP.

Delete
There are two ways to delete documents:

1. Single file delete
2. Batch delete

Single file delete

On the right of the document name, click on the trash icon to delete. A confirmation
window will appear for you to confirm your intent. Confirming it will result in a
permanent delete of your document.

Batch files delete

To select the document, check the checkbox at the left.

A new button ‘BULK ACTIONS’ will appear.

Bulk actions are the actions you can perform for a selection of documents.

12



Documents

@ All Documents

Bulk actions button

Click to select all

company

Number of heeD
documents selected

Click to select all in
the page

documents in your |

Name

File3.pdf

File2.pdf

File1l.pdf

File3.pdf

nnsnnn.

File2.pdf

b

nent by Name or lk'ﬂm

10 documents are selected.

Sender Email

iris@accrets.com

iris@accrets.com

iris@accrets.com

iris@accrets.com

iris@accrets.com

Type AP/AR ®
AP
AP
INVOICE AP
INVOICE AP

INVOICE AP

Sorte tWEST AP/AR v BULK ACTIONS -

Date R

23 /04 /2021
23 /04 /2021
23 /04 /2021
23 /04 /2021

23 /04 /2021

o o o o o

In the free plan, you are not able to export your document to CSV.

Viewing your document

To view the document details, click on the document name and you will be navigated

into the document details page.

Documents categorized under ‘Other’ will not have automatic extraction of details.

Documents with ‘Receipt’ and ‘Invoice’ will have automatic extraction of details,

however this feature is not available in the free plan. You will be navigated into the

Document Detail page where you see the masked page.

13



Change Type

d ™ Filel.pdf “ *

1 | Date Received: 23/04/2021

nder Email: i

|4
s [}

IB 1/6—+<>D

Automatic extraction of document details is only available in active Standard
and Premium Plans. Please upgrade your plan.

File preview masked

b

To view document details, please upgrade your plan.

Changing type of document

If the document type is predicted inaccurately, you can change document type.

Click on ‘Change Type’ above the file preview.

X
Change document type

Document type change lead to updating
the parsing process.

O Invoice o AP
© Receipt O ar
O Other

Your changes will be reflected immediately when you navigate back to document list.

Note: You may also send us an email to notify us of an inaccurate prediction.

14



Selecting a plan

Upgraded plans can meet most of your organization’s needs.
Free plan is effective in categorizing document; however, it lacks in important
functions like exporting to CSV.

These are the plans available.

Free Standard Premium

Document
classification

Automatic
extraction of
document details

Export to CSV

XX X <
X4 ¢ &
€4 & 9«

Integration with
Xero

The plans have two billing cycle: monthly, yearly.

Upgrading your plan for the first time

Each plan comes with a given set of pages. Upgrading a plan adds on to the initial
number of pages and the change takes place immediately.

15



Plans Billing ntegrations

Select your
preferred billing

Ok for Beginners Best for Starters & Small Teams Delivers the Most Results

Free Standard Premium

$0 $90 $180

@ Document classification @ Document classification @ Document classification
Automatic extraction of @ Automatic extraction of ) Automatic extraction of
document details document details document details
Export to CSV © Export to CSV © Export to CSV
Integration with Xero Integration with Xero © integration with Xero

50 pages per month 1000 pages per month

mber of pages for passing pages for parsing

Select
your plan

After selecting your desired plan, you will be prompted to a checkout page.

= Accrets International Pte Ltd Enter payment details
Try Premium Subscription and 1 more Email - assistguide@mail assist biz
30 days free Card information
Then $16.00 per month 1234 1234 1234 1234 vss [0 S 0
MM / YY (aVe °
Premium Subscription 30 days free
‘ i Name on card
Premium Documents 30 days free
Country or region
Singapore N
Save information to pay faster next time ®
stripe A

At the first subscription, you are entitled to 30 days free trial.

Enter your card details and click on ‘Start trial’.
Give it some time for your subscription to be processed.

16



Upgrade from an existing plan

Upgrades take place instantly. When you upgrade from an existing plan, the number of
pages will be added on.

Example:
Standard Monthly offers me 3 pages per month.
Premium Monthly offers me 5 pages per month.

Amy selects a standard monthly plan on 1 Jan 2021.

She is offered 3 pages per month with standard plan features.

She decided to upgrade her plan on 15 Jan 2021 to premium monthly plan.
Her remaining pages are brought forward. She has 2 remaining pages from her

P wNPRE

standard plan. Hence, she will have a total of 7 pages from 15 Jan 2021 to 14 Feb
2021.

Billing page

After your subscription is processed, you will be navigated to a new tab in your
settings.

Settings Next charge date Change card details

Plans Billing Integrations ‘ ‘
Current Subscriptior Charge Date: 24 May, 2021

[} Change Payment Method
Premium Yearly $120 TriAL Status 5 pages per month

4 pages left Progress bar to see
remaining number of
pages

Billing history Cancel subscription
Date Plan Name Price Status Receipt
23 Apr, 2021 Premium Yearly $0 SUCCEEDED Details

17



Warning:
Please ensure that you have sufficient funds in your account before the charge date, else you will
be downgraded to free plan until you are charged.

Downgrading your plan

The new downgraded plan will take place after the billing cycle of your upgraded plan.
Criteria for downgrade of plan:
- Yearly billing to Monthly billing

- Premium subscription to Standard subscription
- Standard subscription to Free subscription

At the Plans page, you will be able to see when your new plan will start from.

Plans Billing ntegrations
m vearly
Ok for Beginners Best for Starters & Small Teams Delivers the Most Results
Free Standard Premium
@ Document classification @ Document classification @ Document classification
Automatic extraction of ) Automatic extraction of © Automatic extraction of
document details document details document details
Export to CSV @ Export to CSV @ Export to CSV
Integration with Xero Integration with Xero @ Integration with Xero
No restrictions on the number 3 pages per month 5 pages per month
of uploaded documents Number of pages for parsing Number of pages for parsing

)

New plan start date

In the billings page, you will see a status that indicates that your plan is pending
changes. The new plan will take places after your billing cycle ends.

18



d Setting:

Indicates that you
have changed your

Subscription change
date

Plans Billi

plan

cription

‘ Subscription Ct

1ange Date: 2

(7 Change Payment Method

Premium Yearly $120 TriaAL @ CHANGED 5 pages per month
parsed page 4 pages left

Billing history Cancel subscription
Date Plan Name Price Status Receipt
23 Apr, 2021 Premium Yearly $0 SUCCEEDED Details

Cancel your subscription

There are two ways to cancel your subscription.

1. On plans page, you can select on

Billing ntegrations

d

Plans

s

Ok for Beginners

Free

$0

© Document classification

Automatic extraction of
document details

Export to CSV

‘Downgrade to free plan’.

Monthly Yearly

Best for Starters & Small Teams Delivers the Most Results

Standard

$5

$10

JRRENT PLAN

Inte;

Cancel subscription

© Document classification @ Document classification

o Automatic extraction of ° Automatic extraction of
document details document details

@ Export to CSV @ Export to CSV
Integration with Xero @ Integration with Xero

No restrictions on the numbl
of uploaded documents

3 pages per month

5 pages per month

or parsing

19



2. On billing page, you can click on ‘cancel subscription’.

Settings

Plans Billing Integrations

Current Subscription Next Charge Date: 22 2021
’ 7 Change Payment Method
5 pages per month

Premium Monthly $10 active

4 parsed pages

_ Cancel subscription

Billing history Cancel subscription
Date Plan Name Price Status Receipt
22 Apr, 2021 Premium Monthly $10 SUCCEEDED Details &
22 Apr, 2021 Standard Monthly $5 SUCCEEDED Details &

20



Export to CSV

From the standard plan onwards, you can export your document details to CSV.

Go to the document list and select the documents that you want to export to CSV. A
bulk actions button will appear. Click on the dropdown and select export to CSV.

Documents
[B All Documents Invoice Receipt Other Documents
Q, Search document by Name or Sender Emai Sorted by NEWEST AP/AR v Status v BULKACTIONS -
3 documents are selected Export
Name Sender Email Type Status @ AP/AR ® Date Rece *
/] File1.jpg employeeA@mail.com RECEIPT AP 23/
Click to export
File2.jpg employeeB@mail.com NVOICE o AP 23/
File3.jpg employeeC@mail.com RECEIPT o AP 22 /04 /2021 O
File4.jpg employeeD@mail.com RECEIPT (V] AP 22 /04 /2021 O
A

Invoice AP/AR and Receipts AP/AR will be downloaded in separate CSV files.

You can also customize your export settings in the export tab of your settings page.
The settings are customized for each tenant Admin. (User)

Once you set up the settings, these settings will be applied to all the invoices and
receipts. You do not have to edit the settings every time when you export to csv.

21



Profile

Personal Info

Export Settings

Exported fields

Invoice details

Sender

File Name

Date Received

Invoice Date

Carrier

Currency

Description

Product Code

Unit

Unit Price.

Quantity

Amount

Click on Profile (Bottom left corner)

Export Settings

Exported fields

Receipt details

General

Line Items

Choose settings for
Receipt or Invoice

T

[ §

Click on Edit to change
the Export Setting

Order and fields to be
exported to CSV file

Sender

File Name

Date Received

Currency

O o o o o

(]

Product Description
O Product Code

O Amount

22

Purchase Time =



Profile

personal Info Export Settings

Exported fields

Receipt details

Fields that are at the
right side will not be
exported

File Name

Purchase Time

[0 Receipt Date

Product Code

23

Save the changes to
apply the setting




Profile

Personal Info

Exported fields
Invoice details

General

Invoice Details

Common Info

#INVO2081
Receiver Info

Allen Smith

Supplier Info

Export Settings

1/11/2018

R

87 Private st, Seattle, WA

Stanford Plumbing & Heating

Order Info

T
Please pay within 20 days by
Paypal

2590

28448

ppler Address
123 Madison drive, Seattle, WA,
78290

990-120-4560

01272008
3048

Tax (Applisd to &

- (0%)

>

«

Invoice 1D

File Name

Invoice Date

0O 0 0O O

Total Tax Amount

Cancel

Invoice

General fields refer to the highlighted fields in
document details page

Stanford Plumbing & Heating
123 Madison v, Seatte, WA, 78290

e Shambingstan’ol.com

9501204500

T you foryour B

Stanford Plumbing & Heating
123 Macizon dive, Seate, WA, 78290

woen ubingatantac com

990-1204500

Tarc yos o your ssness

24
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General

Line Items

0O 0O 0O O

Invoice ID

Total Tax Amount

File Name

Invoice Date

Unit Price

» 0O Amount

Quantity

01/12/2018
304.8

Tax (Applied to
- (0%)

Line items field refers to
Table Info fields

Installed new kitchen sink
(hours)

Toto sink

Worcester greenstar magnetic
system filter

Nest smart thermostat

Worcester Greenster 301

Unit Pric

50

500

190

1500

150

500

190

250

1500

25

990-1204560

s To
Alen Smith

&7 Private st Seattle, WA
allen@gmallcom
9903021898

OESCRIPTION
nststed new kitchen sink (howrs)

Tow sk

Worcester oreens:ar magnene sysiem fiter
Nest amart hermosta

Worcestes Greensiar 300

Tank you for your business!

Terms & nstructions.

20 days by PayPul
ins:ated sroducts have § year warranty

INVOICE

IovolceNe:  HINVD2081

IvokceDute: 1111718
CeDme: 12018
arvie T pRicE ToTAL
3 ) 15000
1 000 000
1 19000 19000
' 0 2m0m
' 150000 15000
SwToTAL 2900
oscoum 00
SUTOTAL LS8 D8COUNT 284000
Taxmare 1200
voraLTax ;0430

Balance Due $2,844.80



Integrating with your accounting
software

Xero

Connecting to Xero

To connect to your Xero account, go to your integrations page and click on Connect.

d

Settings

@ Plans Billing Integrations

Xero

Xero

Note: This feature is only available in premium plan.

Please ensure that your organization is not connected to two uncertified app.

Sending to Xero

Back in your document list, you see one new column.

26



Documents Status of the
document with Xero
B All Documents Invoice Receipt Other Documents
Q, Search document by Name or Sender Email Sorted by NEWERS == R v Status v
» Can be sent
# Cannot be sent
Name Sender Email Type Status @ AP/AR®  Date Received
File1.jpg employeeA@mail.com RECEIPT AP 23/04/2021 g
File2.jpg employeeB@mail.com NVOICE (1 AP 23704 /2021 mj
File3.jpg employeeC@mail.com RECEIPT o AP 22704 /2021 a8
File4.jpg employeeD@mail.com RECEIPT o AP 22/04/2021 |}
A

This column indicates the status of the document with Xero. Hover your mouse above
the “?” icon for more details.

Status of Xero documents
- Sent
This document is already sent to Xero previously and cannot be sent again.
- Can be sent
The fields of this document are validated and are ready to be sent to Xero.
- Cannot be sent

The fields of this document are checked and are not ready to be sent to Xero. Please edit
the fields.

You can also see the status of the document when you click into document details.

27



d & Filez'jpg . - Change Type Edit Details ° Xero

Sender Email: employeeB@mail.com | Date Received: 23/04/2021

[B Invoice Details

© Cannot be sent

1

Common Info

SGD

Cannot be sent to

Xero. Please edit

the fields before
sending

146760 2710312016 File preview masked

Receiver Info

X

You may edit details to enable the document to be sent.

d < FIIEZj P9 £ Cancel
Sender Email: employeeB@ Date Received: 23/04/2021
[E Invoice Details

Commen Info

You will be
Carrier prompted to fill up
the details for

146760 integration with 6 File preview masked
Xero.
Receiver Info ‘
R Name Receiver Address
@ Remit to Name Remit to Address
A Ship to Name Ship to Address

You will be prompted which details to fill for integration with Xero.

After you save your changes, click on ‘Can be sent’ to send to Xero.

28




s H 2 RECEIPT AP
a &~ File1 jpg Change Type Edit Details @ xeo v » Can be sent

3il: employeeA@mail.com | Date Received: 23/04/2021

[E Receipt Details

Click to send to Xero

Common Info

27/03/2016 SGD

1050 File preview masked

Supplier Info

STORE 1

SAMPLE ADDRESS

Table Info

X

Note: Once you send to Xero, you cannot undo the action. You cannot edit the document or send it
a second time too.

Disconnect from Xero

To disconnect from Xero, go to your integration tab in the settings page and click on

‘Disconnect’.
d
Settings
@ Plans Billing Integrations
o
Xero
Xero
Organization Name
YourCompany
Disconnect
o
A
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Frequently Asked Questions

1. Can | create my company without a tenant admin?
No. All companies must have at least one contactable tenant admin.
2. What happens if | do not receive a welcome email at sign up?
Please check your junk/ spam folder.
You can contact the support team and we will send to you a welcome email
again.

3. What happens if | am already an existing user?

Please sign in with your global Accrets password. If you do not remember your
password, please click on ‘forget password’ to reset.

4. My files are not sending.

Please ensure that your files fit the size and format requirements. Do note that
files recognized as images are automatically skipped.

5. How do | export my documents?
Select the documents that you want to export with the checkbox on the left. A
‘Bulk Actions’ button will appear. You should see ‘Export to CSV’ dropdown

when you click on ‘Bulk Actions’.
Note that this feature is only available on standard plan and above.
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6. How can | change my email in the checkout page?
You are not able to change your email at checkout page. Do not worry about the
email. The email at checkout page is only an identifier for us.
Your subscription details will be sent to the email that you are signed in with.

7. My payment failed, what should | do?

Please update to a working credit card with sufficient funds. We will try to
charge for up to three days.

8. Why am lin trial period?

All users are automatically enrolled to a trial period at first sign up. You are
entitled to a free one-month trial period.
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