AutoSOA

Receipt Scanning (Al): your
onboarding guide

Built 2026-11-02 from the course's final takes.

How to use this guide: watch the lesson, then do the same with this page open.
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At the end you will have

Ben may scan receipts; every receipt waits for a person (Check
every receipt on); corrections learned after 2; Office supplies for
scanned receipts

receipt 0458 checked line by line, Rizal Paper Supply added from
it, posted as an expense

receipt 0471 scanned through Guide me and posted the same way

receipt 0486 comes back filled in from the two corrections, and is
posted



Lesson 01 - admin - 2 min - receipts—onboard-01.webm
How scanned receipts come in

At the end you will have: Ben may scan receipts; every receipt waits for a person (Check
every receipt on); corrections learned after 2; Office supplies for scanned receipts

Before you start: Bagwis has just added Receipt Scanning. You need the expense categories
from lesson eighteen of the Billing course.

o Open Administration, then Db s

# Home Roles.

Roles .

P selectpermissions () Refresh

........ e 1112026, 1:45:41 AM (Sun)
- User esutc s oot 1112026, 11:48:41 AM (5un)
o Biling clerk 111212026, 12:08:48 AM (o)

= Cllntportal 111212026, 109:39 AM (Mon)

Billing clerk is the role you gave Ben in lesson two of the
Billing course.

° On Billing clerk, click the row's
menu (- ), then click Edit.




° Click Permissions. e

= Oy Show Enabled Permissions

Edit role: Biling clerk
Role name Permissions

Type Scan in the search box. e

° Ben scans the receipts. You keep the
rules for them.

a Turn on Scan a receipt. =p——

Q sean = Only Show Enabled Permissions
= Biing

Receiptscanning

 @scan a recel
@ PN

[ -

a

changes on your own scroen

Scan a receipt is on. Receipt scanning, with its rules, stays
off for Ben.

° Click Save. —

= Only Show Enabled Permissions




Next, receipt scanning. Open
Billing , then Set up, then
Receipt scanning.

Bagwis checks every receipt before it
becomes an expense.

Turn on Check every receipt.

[ < . Biing » Set o » Receiptscanning. Q Search or jump to. . foudeme Wreesbsck O C 8
# Home [Receipt scanning \ ]
£ Training T "

(=]
This is Receipt scanning. AutoSOA reads a photo of a
receipt, and fills in the expense for you.
[ L. Bl » Set 5 > Receipt scanning Q sarch or jump to. % Zoudeme Wreedbsck O C 8
A Home Receipt scanning
sl (© oot scomingis oo o your e, )

Your rles.

et pa Check every receipt © Rounding alowan Wrate ©

Q... Biing > Set 1 > Receipt scanning Q Search or jump to. . foudeme Wreedbsck O C &
# Home Receipt scanning
D Taining

Supported

e PHP,USD,EUR,SGD,AUD,JPY.HKD,GBP.CAD AED

s, €

Accept automatically at or above shows ninety-five percent.
AutoSOA accepts a receipt it is that sure of, without a check.

95 Setun > Rociptscanving Q Sexrchorjimp to w foudeme Wredack O € 8

Receipt scanning

Accept automatically at or above is gone. AutoSOA accepts
nothing by itself now, so every receipt waits for you.



A scanned receipt goes into one category,
unless you choose another.

Choose Office supplies in
Default expense category .

° Click Save.

[ < T Bing > Set s » Rocoipt scanning Q search orjump to. 7 cudeme W Fesback & C 8

# Home Receipt scanning

© Receipt scanning i eacy for your account.
Your rules.
O Crock overy receipt ©

AT e

Detaut currency © supporte

P PHP,USD,EUR,SGD,AUD,JPY.HKD,GBP.CADAED

Post an expense when a receipt is approved stays off. You
post each receipt yourself.

[ Sy > Set s » Recopt scanning Q sechorpmp o

# bome Receipt scanning

© Recelpt scanning i ready for your account.
Your rles.
O Creck every receipt ©

ATt

Detaut currency © supporte

Pre PHP,USD,EUR,SGD,AUD,JPY.HKD,GBP.CADAED

= Adminisuator
LzaNavarro
N GagisSonase «

Learn from corrections after shows 2. After two receipts from
one supplier are posted the same way, AutoSOA fills in the
next one for you. Keep it.

5 Setun » Receiptscanning Q searchormp to

# Home Receipt scanning

© Receipt scanning s eacy for your account.
Your rles.
O Creck every receipt ©

oHp PHP,USD,EUR,SGD,AUD,JPY.HKD,GBP.CADAED

= Administration

w «

O Biing > Set s > Recelpt scanning Q Search or jump o, 7 Gudeme ¥ Feedback 2 ¢ 8
 Home Receipt scanning

© Recept scanning s eacy for your account.
Your rules.
O Crock overy receipt ©

AT e




Check

~~~~~~~~~~ « =
Office supplies is the category for scanned receipts, and
every receipt waits for you.

Ben can scan receipts. Every receipt waits for a person, and goes under Office supplies. Next, Ben
scans his first receipt.

Check yourself

How do you let the billing clerk scan receipts?

How do you make every scanned receipt wait for a person?
Where do you choose the category for scanned receipts?

What does Learn from corrections after do?

Common mistakes

The screen says What to do

Receipt scanning says scanning is not switched Email admin@autosoa.com to switch it on. It is a server
on for your account yet. setting, not one of yours.



Lesson 02 - staff - 3 min - receipts—onboard-02.webm

Scan a receipt

At the end you will have: receipt 0458 checked line by line, Rizal Paper Supply added from it,
posted as an expense

Before you start: You need the settings from lesson one, and the Office supplies category
from lesson eighteen of the Billing course.

0 Open Billing, then Money out,
then Scan a receipt.

o BenCrz

This is Scan a receipt. Here, AutoSOA reads a photo of a
receipt for you.

0 Bagwis bought office supplies from Rizal
Paper Supply, and paid cash.

Click Scan receipt, then choose
the photo of the receipt.

AutoSOA reads the photo now. It takes a
little while.

s Dcoumms O -

It reads the supplier, the TIN, the date,
each item, the VAT and the total.

Then it checks that the figures add up.

Bagwis checks every receipt before it It shows Needs review, because Bagwis checks every receipt.
counts. A wrong figure would go on the

BIR's Summary List of Purchases.

Each line you check here becomes a line
of the expense.



Click Review.

Line items shows each line as it was
read: what was bought, how many, and
the price.

Bagwis calls the paper Bond
paper, A4. Type that in the
paper's line, in Item.

An approved receipt becomes an
expense only if you say so.

Turn on Also post this as an
expense.

Rizal Paper Supply is not one of your
suppliers yet. The receipt has its name
and TIN.

Click New supplier.

Recelpt 1 Nesds eview

Check each figure against the photo: the total, the VAT and the

supplier's TIN.

Recelpt 1 asds eview

Lines add up to shows their total. Check it against the receipt.

Recelpt 1 Nasds eview

one.

Confidenco 95%

The New supplier panel opens. The name and the TIN come

from the receipt.

Morchant © ™o

RIZAL PAPER SUPPLY CO. 204-551-678-000
Recelptno. © oste © Curency ©
osss 1013072026

Subtowsl © wr o

Unetems ©
Bond paper A4 ream
Balen back, box
Foldr g, pack
Lnes 383 4p 10324000
+ Addine
Show VAT breskdown and paymant
Also post his a5 an expense ©
Reason (anly needed o reect) ©

Close

Merchant © ™o
RIZAL PAPER SUPPLY CO. 208-551:676-000
Roceitro. © oo © Cumency ©
ouss 107302026 o e
subtotn © w o Totwi® ©
N
ne tems ©

Bond paper, A4

Baipen, biack, box

Folgr long, pack-

(Y

+ Addine

Show VAT breskdown and payment

Also post this a5 an expense ©
Roason (anly noeded o rect) ©

S Y] - - |

SL5P ciassfcation ©

Uso the category defoult

Bond paper, A4
Balen, back, box

Folgr g, pack
Lines 33009 10324000

+ Adatne
Show VAT breskdown and payment

18 A0 post tis 3s an expense ©
Category* © Descrpton ©

Office supplies v

Suppler © SLsp cassfcaton ©

Use the category default

,,,,,,,, go0d

™o

RIZAL PAPER SUPPLY CO. 204-551-678-000

Cose  C Read aguin « Aoprove




0 Type Rizal Paper Supply in
Supplier name, as you call them.

° Click Save supplier.

o SLSP classification is how the BIR lists
this purchase. Paper and pens are goods.

Choose Goods other than capital
goods in SLSP classification.

Q Click Approve.

Recelpt 1 Nasds eview

Bond paper, A4
Balpen, biack, box
Folgr g, pack

osx  Lnesasaupto324000
+ Addine

Show VAT breskdonn and payment

18 Ao post tis 3s an expense ©
Catogory* © Descripton ©
Office supplies v
Suppter © SLsp cassificatin ©
Notatwibuted Use the category defoult

acapial gond.

™o

T P
[T

Recelpt 1 Nesds evew

+ Adatne
Show VAT breskdonn and payment

18 Ao post tis 3s an expense ©
Category* © Descrpton ©

Office supples

Supplier shows Rizal Paper Supply.

Recelpt 1 Nesds edew
Bond paper, A4
Balpen, biack, box
Foldar long, pack

Lnes 343 1p 13,2800

Confdenca 95%
+ Addine

Show VAT breskdown and payment

18 Ao post tis 3s an expense ©
Catogory* © Description ©

Office supplies

[ - g » Jo—
A Home Scan areceipt
2 Tong
@ oeg
oropecoptphotos hre
catpaa 56, NG o e O ashan, e th camers
bl & Choose files.
E—
Expenses
s PR————
[, v
Undarsana v & oy rceisvaog for e ©
sa
= Mreston
ot - oo owe Prnatona ot
(- mm‘(rnl e E————
T

The receipt shows Approved.

 Approved

Zfmes Dcoumms &

Qoo



Now open Money out, then
Expenses .

® T s «

Above the list, the photo now says Approved too.

LR,

This is Expenses: every expense Bagwis has entered.

"y

e Bencr

Here is the receipt in Expenses, with its VAT. Supplier
shows Rizal Paper Supply.

Ben scanned a receipt, corrected a line, added the supplier, and posted it as an expense. Next, Ben
scans a receipt with Guide me.

Check yourself

Where do you scan a receipt photo?

How does a scanned receipt become an expense?

The supplier on a receipt is not in your list. What do you do?



Common mistakes

The screen says What to do

No line items were read from this If the picture lists items, click Add line and type the ones that matter.
receipt. The lines are optional.

A receipt shows "Approved Click Review, then click Post as expense. To check every receipt
automatically", and it is not in yourself, turn on Check every receipt on Receipt scanning (lesson

Expenses. one).



Lesson 03 - staff - 2 min - receipts—onboard-03.webm

Scan a receipt with Guide me

| At the end you will have: receipt 0471 scanned through Guide me and posted the same way

Before you start: You need lesson two: how a receipt is checked and posted, and Rizal Paper

Supply as a supplier.

0 Click Guide me, at the top of the
page.

0 Ben has another receipt from Rizal Paper
Supply: printer ink and sticky notes.

Click Scan a receipt.

° Click Choose a file, then choose
the photo.

Qo Q search orjump o x RRedak O C

,,,,,,,,

o BenCrz

Guide me asks What would you like to do? Each card is one
task.

xxxxxx

‘/Take or choose a photo of the
receipt.

uuuuuuuuu

ae pencus

It asks: Take or choose a photo of the receipt.

2 Training

Take or choose a photo of the




° Click Continue.

XLeave step2

Read rizal-receipt-0471.png?

It takes a few seconds. Nothing is recorded unti you have checked it

B Permeoamins. €

o Click Read it.

It reads the supplier, the TIN, the date,
each item, the VAT and the total.

Then it checks that the figures add up. -

Bagwis checks every receipt before it
counts. A wrong figure would go on the
BIR's Summary List of Purchases.

XLeave sep2

Read rizal-receipt-0471.png?

Each line you check here becomes a line
of the expense.

B B brommngs. €

The button says Reading the receipt...

[ [ . Q search or jump to. o Rredsck O C 8
# Home
£ Tainng

XLeave

AAAAA Here is what was read. Checkit,
= mimsion then post it.

Check each figure against the photo before you post i,

RIZAL PAPER SUPPLY CO. Nesdarovon
31 October 2026
Total 1560.00

D broasspgs.

Here is what was read. Guide me shows the supplier and the
total.

o Click Check and post it. po———

REZAL SAPER SUPPLY CO. Merehant ©

RIZAL PAPER SUPPLY CO. 204-551-678-000
Recebtro. © oute © Curency ©
047 1073112026 o me
subtoal © w o
a4

Line tems ©

CResdagain [ x Rejct |

The receipt's own review opens, as in lesson two. Check it
against the photo.



‘ (o oo s oo o i P S oS e
prory ™o
B RIZAL PAPER SUPPLY CO. 204-551-678-000
one 0 cureny ©

Recaptro. ©
107312026 3

wr o Towrs ©

‘Show VAT breskdow and payment

Also post his a5 an expense ©
Reason (only necded o reect) ©

Cose C Read again

This line counts the fields Ben corrected on the first receipt
from Rizal Paper Supply. The count shows how well AutoSOA

reads this supplier.

a Turn on Also post this as an ——

expense . rainsiy o
B RIZAL PAPER SUPPLY CO. 204-551-678-000
iz o oo o
% 0471 10/31/2026 PHP.

subtows © wr o Tours ©
16714

Line tems ©
Printerink, biack bt
Sty notes,pad

Lnes 334 up 10158000

+ Addine

Show VAT breskdown and payment

Q50 post his a5 an expense ©
e © Descrpton ©

° AutoSOA matched the TIN on this receipt
to Rizal Paper Supply. It suggests that

supplier here.

Click Use this. ——

Office supples v
SLsp cassfcaton ©

Use the category default

Suppter ©
RitPaper Supply 206551578000 Use
s

Reson (only necded o reect) ©

Supplier shows Rizal Paper Supply.

Choose Goods other than capital

Printerink, biack bt

goods in SLSP classification, as =

Lnes 333 4p 19186000
Contdence 9% 4 pagune

last time.

SL5P cassfcaton ©

upply - 204-551-676-000
ummary st o, New

Reason (nly needed o reect) ©

SN Y] - - |




0 Click Approve.

Reason (nly needed o reect) ©

v

The receipt is posted as an

P
RIZAL PAPER SUPPLY CO, 1560.00.

2 Choose fles

Here is the receipt, Approved.

Guide me took Ben from the photo to the review. He posted it the same way as the first one. Next:
what if AutoSOA reads a receipt wrong?



Check yourself

Where is Guide me?
Where do you check a receipt that Guide me has read?
Common mistakes

The screen says What to do

The receipt is still being read. Open Scan a receipt in a minute, and click Review on it.



Lesson 04 - staff - 2 min - receipts—onboard-04.webm

What if AutoSOA reads a receipt wrong?

At the end you will have: receipt 0486 comes back filled in from the two corrections, and is
posted

Before you start: You need lessons two and three: two receipts from Rizal Paper Supply,
posted the same way.

0 Open Billing, then Money out,
then Scan a receipt.

Here are the receipts Ben has scanned.

0 Rizal Paper Supply sent a third receipt:
more paper, and staple wire.

Click Scan receipt, then choose
the photo of the receipt.

AutoSOA reads the photo now. It takes a

little while.

Emes Dcoums S -

It reads the supplier, the TIN, the date,
each item, the VAT and the total.

Then it checks that the figures add up.

Bagwis checks every receipt before it
counts. A wrong figure would go on the
BIR's Summary List of Purchases.

It shows Needs review, because Bagwis checks every receipt.

Each line you check here becomes a line
of the expense.



° Click Review. —

Merchant © ™o

RIZAL PAPER SUPPLY CO. 204-551676-000
owe © cursney ©
o0z o e
wo Towis ©
u2s

+ Adatne

‘Show VAT breskdow and payment

Also post his s an expense ©
Resson (only needed o reect) ©

Close

This line now counts both earlier receipts from Rizal Paper
Supply, oldest first. Ben corrected fewer fields on the second
one.

‘ e Fieds corrected on e

ekt com sl toceipts rom Rizal Papar Suppy,oldest et 3, 2.
Merchant © ™o

RIZAL PAPER SUPPLY CO. 204-551-678-000
Recaptno. © owe © Curency ©

oass 10112026 P
subtows © wr o

125
Ui tems ©

Stapie wie, box

Lnes 330 up 19133000

+ Addine
‘Show VAT breakdown and payment

Also post his s an expense ©
Reason (only needed o reect) ©

Close

Line 1 already reads Bond paper, A4. AutoSOA used the name
Ben gave this item on the first receipt.

a Turn on Also post this as an
expense. =

RIZAL PAPER SUPPLY CO. 204:551-678-000

Rocaiptro. © owe © Curency ©
048 1012026 P
subtowsl © o Towrs ©
125
Line tems ©
Bond paper; A4
Stape wie, box
Lnes 334 up 12133000

+ Addine

Show VAT breskcown and payment

Receipt 3. Nesdsevew
™o

RIZAL PAPER SUPPLY CO. 204-551-678-000
Recetro. & owe @ cureney ©
osse 02026 3
swtonl © o T+ ©
125 130

[mh-nwmwaw-mmnx

Close

A note says Supplier and SLSP classification are filled in
from two earlier corrections.



Sts aasstcaton ©

Category shows Office supplies, your default for scanned
receipts. There was nothing to learn there.

° Check them anyway. Change any of them
if this receipt is different.

They are right. Click Approve.

18 Aiso post tis as n expense ©

ofthemif s recop s iferent.
Cotogory* © Descrption ©
Office supplies v
Suppter © SusP cassfcaton ©
o ue (Goors other than capial goods
e

1-678-000 v
o, New
supplier

Reason (nly needed o reect) ©

o Open Money out, then
Expenses .

s ~ o catogory . Soppiier Inoice 080 Amcurt VAT Unes  Rocuring

Seana recoipt Nov2, 2026 o) Utstios Offica e, Novemoee  Lungod Foe temet LF1-2610-0815 268800 28800 2 -
Exponses.
Expensa categories Nov1, 2028 (5w Office suppies Rasipapersupsty 0486 13000 10250 2

poopl

i 061312026 (53 Ofc sopsos Rasipapersupply 0471 150000 16704 2 -
st

sap 06130,2028 F) O svopies Rasipapersupsty 0458 22000 W 3 =

1 0 v porpage 1+ 4014 expance

0 Type Rizal in the search box. [T T T w (osam rem & ¢ @

Nov2, 2028 en)  Wnstos

269800 28800 2

Nov1, 2026 () Offce suppies ouse 13000 10250 2
0ct31,2026 (530 Ofic svppios Resipapersupply 0471 156000 16704 2
06130,2028 F)  Ofice suppies Resipapersuppty 0488 s24000 4714 3




Check

ac Bencn

All three receipts from Rizal Paper Supply are here, posted
the same way.

The rule to remember: The rule: correct what was read wrong before you post. After two
receipts posted the same way, AutoSOA fills in the next one for you.

Ben corrected the first receipts. On the third, AutoSOA used his choices and his name for the paper.
That is the end of the Receipt Scanning course. Bagwis checks every receipt, and AutoSOA gets
better with each correction.

Check yourself
When does AutoSOA fill in a receipt for you?

How do you know a field was filled in from your corrections?

Common mistakes

The screen says What to do

Filled in from ... earlier corrections, but Change the field before you click Approve. The note says so:
this receipt is different. change any of them if this receipt is different.



Cheat sheet

When

Every day

A new supplier on a
receipt

A receipt is read
wrong

To check every
receipt yourself

Task

Scan a receipt, check it, post
it

Add it from the receipt

Correct it before you post;
AutoSOA learns

Turn on Check every
receipt

Where

Money out » Scan a receipt > Review, or
Guide me > Scan a receipt
The review > New supplier

The review

Set up » Receipt scanning

Lesson

02, 03

02

04

01



Glossary

Term

Receipt scanning

Scan a receipt

Accept
automatically at or
above

Check every
receipt

Learn from
corrections after

Needs review

Line items, Lines
add up to

New supplier
SLSP classification

Also post this as
an expense

Reading the
receipt...

Filled in from 2
earlier corrections

Fields corrected on
earlier receipts

What it means for your business

AutoSOA reads a photo of a receipt and fills in the
expense.

Ben's permission to scan, and the page where he does
it.

How sure AutoSOA must be to accept a receipt without
a person. Hidden while Check every receipt is on.

When on, every scanned receipt waits for a person to
check it; AutoSOA accepts none by itself.

How many receipts from one supplier, posted with the
same supplier, category and SLSP classification, before
the next one is filled in with them. O turns it off.

A scanned receipt waiting for a person to check it
against the photo.

What the receipt lists, line by line, as it was read;
correct, add or remove a line. Their total.

Adds the receipt's supplier, with the name, TIN and
address read from it.

How the BIR lists the purchase: goods, services or
capital goods.

Makes the approved receipt an expense.

Guide me is reading the photo.

The note that says which fields came from your earlier
choices for this supplier.

How many fields you changed on each earlier receipt
from the supplier, oldest first.

Where you see it

Billing » Set up » Receipt
scanning (01); Billing » Money
out> Scan a receipt (02)

Roles » Permissions (01); Billing
» Money out (02, 04)

Receipt scanning (01)

Receipt scanning (01)

Receipt scanning (01)

Scan a receipt» Review (02,
04)

The receipt's review (02)

The receipt's review, under
Supplier (02)

The receipt's review (02, 03)
The receipt's review (02, 03,
04)

Guide me » Scan a receipt (03)

The receipt's review (04)

The receipt's review (04)



Go-live checklist

Step

Turn on Receipt Scanning for the client's account (Host » Tenants »
Modules), then restart the API

Check the server's receipt reading service and file storage are set (host
settings)

Run the production grants the release notes list for Receipt Scanning

Return the questionnaire
Let the clerk scan receipts, and set the rules (lesson 01)

Scan and post the first receipts with the implementer watching (lessons 02—
03)

Sign-off: the first receipts are expenses, with their suppliers

Who

AutoSOA (implementer)

AutoSOA (implementer)

AutoSOA (the user runs
these)

Client (owner)
Client (owner)

Client (clerk)

Client and AutoSOA

Done

o Oooo O O



Getting help

« Email admin@autosoa.com with your business name, the screen you were on and what it
said.
» Guide me, at the top of every page, walks you through scanning a receipt.



