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Introduction

This chapter provides an overview of the system and outlines its main components and
functionalities. It explains how responsibilities are distributed among different user roles,
highlights key safety and access considerations, and describes the various views available within

the user interface. Understanding these fundamentals will help users navigate and interact with

the system effectively.

© nfo v

e Document: inour system, when we talk about documents, we are talking about Invoices,
Credit notes, Delivery notes, Order forms, Order confirmations, in other words, we talk about

all financial documents that are generally interchanged in companies.

e Validation: entity in our system that represents one incoming out outgoing document that

as been registered in our system.

e Templates: Atemplate, in our system, is all the entities that are used as a reference to extract

data from further incoming/outgoing documents.

e "Envelope Data": Allfields that form the header and footer of the document (general

information of the document).

e "Line items": Document's positioned items, in other words, all data that will be used for

Peppol data extraction.

Purpose and Functionality

Welcome to the Extractional User Manual. In this guide, you'll find comprehensive information
about how to use our software system effectively. Before diving in, we'll provide a brief overview
of its purpose and explain how it can help your company streamline operations and save valuable

time.

Extracting and automating purchasing documents data
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The main goal of our system is to extract data from all incoming and outgoing purchasing and
billing documents within a company. Once extracted, the data will be processed, allowing one to
automate processes and also automatically export it into other systems, streamlining operations

and reducing manual workload.
PDF files extraction

Our software will extract data from all pdf formatted files. This allows our users to not need to
change all their billing habits and maintains the usage of one of the most used format for these

type of documents.

Direct email account connection

- This software will automatically insert all incoming billing documents in the system by
directly connecting to a e-mail address. This is done via a IMAP connection, witch is

available for most of email domains.

Usage of numerical data

One main advantage of using our system is the complete usage of numerical data. This will easy

your company easy of organisation and improve some daily tasks of your employees.
Ease of document control

One of the primary objectives we achieved with our software was to make it easy to organize all

incoming and outgoing documents without consuming unnecessary employee time.

As you may know, the volume of documents most companies receive and handle can be
overwhelming. Tracking the status of each document, along with the associated transactions,

can be challenging to manage effectively.

Our system makes document organization straightforward while also keeping track of their
status. It allows automatic assignment of documents to team members and uses flags or
markers to indicate their state. Additionally, it organizes all transactions associated with each

document.
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Improving file searching

e Since our system relies on a numerical file storage system and features quick file
searching algorithms and filtering algorithm, it will improve your company's

productivity by not needing to look for a specific document like the old days.
Reducing paper usage in your company

@ Automating document handling with our system significantly reduces paper usage.
@ Since there is no longer a need to print documents for organizational purposes, as is

common in many companies, this system allows your business to operate in an

almost paperless environment.

User Management

One of the key features of our system is the ability to define different user roles and automate
work distribution.

User Roles

Our system provides several predefined user roles and also allows you to create new ones. Each
role comes with specific permissions, which in turn determine the user's view and capabilities

within the system.\
Permissions

Permissions in the system mainly control the type of access each team member has to your

document database, as well as what they can create, modify, or delete in the system.
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Superuser

@ Read Templates

@ Create Templates

@ Read Validations
D Limited to user account

@ Create Validations

@ Modify/Save Validations

@ Verify Validations

@ Read Settings

@ Change Settings
@ can change license data
@ can change company data
@ can change analysis fields
@ can change output settings
@ can change email settings
@ can change system settings
@ can create/change user roles
@ Export validated documents

@ Read User Data

@ Create/Change Users

(V) Read SEPA Data

(V) create SEPA Data

@ Advise Payment

Picture showing all the different permissions available in our system

Each permission has been defined to endure that all important operations in the system can be

controlled. These are the following permissions available in the system:

e Read templates: The user is allowed to access all templates and view them.

e Create templates: The useris allowed to create new templates as well as

deleting/modifying existing ones
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e Read Validations: The user is allowed to read all validations (documents) that are

available in the system

e Limited to user account: This option can be chosen if you only want the user to be

able to see all the validations that are assigned to his name.

e Create validations: The user is allowed to create new validation instances in the system.
However, these permissions do not allow us to make these new validations as accepted in

the system, they will basically be always seen as unverified documents.

e Modify/Save Validations: The user has the rights to modify all the data extracted in a

document and to save it on the system.

e Verify Validations: The user has the rights to verify the documents and release them into

the system.

e Read Settings: The user is allowed to enter the settings page and see all the different

preferences chosen. He will not be able to change any data.

e Change Settings: The user has the permission to change some(all) settings. All the
different settings sub-pages that this user shall be able to use must be specifically defined in

the indented boxes.
e Read User Data: The useris allowed to read all the system user data.
e Create/Change Users: The user is allowed to create a new user or modify existing ones.

e Read SEPA Data: The user is allowed to read all SEPA related data (for example bank

credentials of documents payments)

e Create SEPA Data: The user is allowed to create SEPA related data, this allowing the

automation of payment of documents.

e Advise Payment: The user is also allowed to identify documents as \"Paid\" in the system.

Why We Use User Roles

The decision to implement user roles is straightforward: having predefined user types makes it
easy to define new categories of users with a specific set of rights.\ Additionally, if a particular
category of user needs different permissions, you only need to update the settings for that role

rather than changing permissions individually for each user.

Simplified people management

Our software enables you to monitor your team's workload, ensuring that tasks are distributed
evenly. This helps you identify and address workload imbalances early, ensuring that your team

works collaboratively and efficiently.
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Seamless Integration of Purchasing and Accounting Departments

Extractional creates a new and transparent connection between the purchasing and
accounting departments. With all the data automatically extracted into the system and
analyzed by all the different individuals in the purchasing department, the accounting

will have a clear understanding each transaction made in the company.

Exporting Data

Our system also allows the users to export all the different data within the system into different
formats allowing to export all the purchasing data into other systems.\ The system allows you to

export in the following formats:

e XML format: common format allowing you to export all data into different accounting

platforms such as Sage BOB50

e JSON format: commonly used format containing all information of the extracted data. Can

be used to interchange data between Extractional systems.

e CSV format: format allowing to view all the desired data in a system's spreadsheet (for

example Excel).

e Peppol format: international format used for interchanging electronic documents with

private entities as well as with the gouvernment.

e SEPA format: This specific XML format allows to automate SEPA payments allowing to

easy elaborate payments within a company.

Safety and Access Control

A major focus of our system is ensuring the security of your documents and controlling all
access within the platform.

Safety within the Database

To guarantee that your company's documents are always available and secure, we ensure that
they remain strictly confined within the server system you use. All system documents are stored
on your server installed in your company, ensuring that your data never leaves your network

unless explicitly done by you.

Access Control
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To strengthen access control, we have implemented several measures in the system.\ The first is
the use of role-based access control, which has already been explained in detail in a previous
section.\ The second is comprehensive login tracking. The system logs every login attempt along
with the IP address of the person attempting to access the platform. This allows you to
determine the origin of each access attempt. Additionally, the system records whether each login

attempt was successful or not.
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System Overview

In this chapter, you will be presented with a detailed manual explaining how each main page in

the system works as well as explaining all the main functionalities of the system.

Important information

Please be aware that some menu items that are shown in this part of the manual might not be

available to you; this will directly depend on the rights that you have in the system.

General Principles
General navigation principles for all tables

Example of a table:

To enhance usability for all tables, several navigation features are available:

o To switch between Incoming and Outgoing documents, use the tabs at the top of the table.

» To sort table elements by a specific column, click on the column header. An icon will indicate
the current sorting order (ascending or descending). Clicking repeatedly toggles between the

sorting options or removes the sorting.

o To search for a specific row, use the search bar in the top-right corner of the table. Searches

are conducted based on the information visible in the table.

» To adjust the number of rows displayed per page, click on the current items-per-page

indicator at the top of the table and select your preferred amount.
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« To navigate between pages, use the pagination controls at the bottom of the table.
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Dashboard

The dashboard is the first page that you will interact with when using the application. The main
goal of this application is to give you a general idea of what actions need to be done in the

system together with to-do list.

Last 7 Days

0 1 0 0

Received Verified Payment Advised Rejected

vadatons
=
sasts | TO-DO List

Openselected [ Link selected Last7Days @ Last30Days

Search:
Date e us Last Update Action

20251029 202511-03 Adiv

0 se Payment
Showing 1t0 1 of 1 entries | 1 ‘

Statistical cards

The statistical cards can be found on the top the Dashboard page. It provides the user a overall

system status over the last 7 days.

Last 7 Days

0 1 0 0

Received Verified Payment Advised Rejected

Todo list

The Todo list provides the user a list of all the documents received in the last 7 or 30 days in the

system and tells the user what action needs to be done for each document.
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To-Do List

Search:
Supplier Date Document Type Release Status Responsible Last Update Action
Extractional DRAFT 2026-03-26 Draft Received Read Only 2026-03-26 Verify Document
Atelier Bois 2026-03-26 Invoice Received Richard Reinert 2026-03-26 Verify Document
Green Leaf Rechnung 2026-03-26 Invoice Verified Tom Kieffer 2026-03-26 Adivse Payment
2026-03-25 Delivery Note Received Read Only Own 2026-03-25 Verify Document
Extractional invoice 2026-03-25 Invoice Received Richard Reinert 026-03-25 Verify Document

'Vanguard Build 2026-03-25 Invoice Received Tom Kieffer 2026-03-25 Verify Document
Construction Rechnung

Vanguard Build 2026-03-25 Invoice Manfred Muench 2026-03-25 Verify Document
Construction Rechnung

Vanguard Build 2026-03-25 Invoice Verified Tom Kieffer 2026-03-25 Adivse Payment
Construction Rechnung

Green Leaf Rechnung 2026-03-25 Tom Kieffer 2026-03-25 Pay

Extractional DRAFT 2026-03-25 026-03-25 Verify Document

Showing 1 to 10 of 12 entries ‘ Previous | 1 ‘
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Template
What is this main purpose

In this page, the user will define all the different templates for all the different types of documents

that the user wants to automate in the system for data collection.

Furthermore, the user also has the possibility to manage all current templates that have been

created.

Prerequisites

Before starting to create all the different templates, it is recommended to define all the data that
shall be collected in your system. To do so, you shall go into the application settings and define
all the data that shall be collected in your system. You can find more information in the the

following section.

In addition, it is also recommended to define the type of user who has the permission to create or

manage the application. More information in the "this” link.

Overview

Templates

@gmaﬂ‘gnat
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Functionalities overview
Adding a new template

In this part, you shall find a step-by-step guide on how to add a new template to your system.

TRIGGERING THE SYSTEM

To trigger the system, it is as simple as clicking on the "New

Template" button. You will then be redirected to the following page:

UPLOADING A TEMPLATE FILE

During this part, you will upload a template file for the system to have a base. You can do so by
clicking the "Browse file" button in the top left corner of the screen. After clicking on this
button, you will be redirected to the operating system's file selection tool to select the desired

template.

Once you have selected the file, you shall click on the "Upload" button. The system will then

upload the file and it will look something like this:

DEFINING ALL THE DIFFERENT FIELDS
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This part of this process is the most time consuming and is also the most important. During this

part, you will define all the different fields for future automation.

Before you start analysing the document, take into account that you can always partially or
completely remove all the pictures of a PDF. To do this, use the checkbox "Show Images" to
display all images in the file. You can adjust the visibility at any time using the scrollbar located

directly after the "Show Images" field.

Important

You can use images in the different fields as values, such as for identification. The system will
hash the image and save the hashed information. However, using pictures as identifiers has the
risk that the template will not be recognized even if the image has changed by as little as one pixel.

Therefore, we recommend using pictures as identification as the last option.

First of all, you shall define all the fields that will define the base properties of the template, such

as template name, currency and document type.

Choosing a unique identifier

After that, you shall enter the field that will identify any document to trigger this template to be
used. We recommend always using a text or value that will always be present in this company's
type of document as well as an identifier of what type of document it is (for example, using the tax
number of the company together with the indication that it is an invoice). To select the field(s) that
shall be used as identifiers, you shall first click into the "Supplier box" and then click on the
field(s) that you would like to use as an identifier in the document. Be aware that if you want to use
multiple identifiers, you shall use hold the "Ctr1l" button and select all of the fields. Additionally,
you can also use images as identifiers to documents, but it shall be used as the last option since

companies do sometimes change their looks in their documents.

There are two ways to define field automation: automated and manual insertion. All automated
fields are the ones that the system shall identify in each invoice while the manual ones are the
ones that are constants and will always be constant throughout all documents. We recommend

defining all constants as manual fields to improve the consistency and efficiency of the system.

To define all the different automated fields and respective identifiers, you shall use the same
technique as the one for the identification field but in this case, once for the data identification

and the other for the data value. As for the manual fields, you shall first click on the keyboard

© 2025 Extractional - v1.0 — Page 19 of 118



button and then insert the respective value into the system. You can manually type the value or

use the same technique as before.

© Tip
How to define good candidates for "identifier"/"value" pairs:

¢ The distance from the identifier to the value will not interfere the performance of the algorithm

¢ You need to make sure that the identifier should always be present in the document, even if

this requires using an identifier that is positioned within a larger distance from the actual value.

o Always select the whole value and not part of it (apart from the description in line items).

In the end, your system shall look something like this:

mowges e [ —— -

Importing and exporting templates

If you would like to import the current templates to another system or send them to the support,

you shall use this functionality.

EXPORTING TEMPLATES

To export templates, you only need to click on the "Export Templates" button and the
download of the zip file will start automatically. This zip file will contain all the information of all

templates that have been created in your system.

IMPORTING TEMPLATES

To import templates, you shall click on the "Import Template(s)" button and choose the zip file

containing all the templates previously exported.

Additional buttons and functionalities
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This part will consist of explaining all the additional buttons and how to use them.

EDIT BUTTON

The edit button is responsible for triggering the system to edit a specific template.

“

This button can be seen in each template and is visualized as the following icon:

Once you click on the following button for a specific template, you will enter the

page where you can modify all the different fields in that template.

DELETE BUTTON

The deletion button is responsible for deleting a specific template from your

system. This button can also be seen in each template and is visualized as the

following icon:

Important

Be aware that if a template is deleted, validations created with it will not lose their extracted data.
This is because the template is only used during the extraction process, after which all data is

stored independently.

PEPPOL ENABLED CHECKBOX

In this column of the table, you will be able to click understand if a certain template does extract

all Line items of the document or not.

All checked templates will extract the envelope data and all line items of this type of document

while one that is not Peppol enabled will only extract the envelope data of the respective file.
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Tools

What is the main Purpose of this Page

In this page will will find all the additional pages that our system offers. All of these tools have

been developed to help companies improve their workflow.

The additional tools that you can find in our system are the following:

o Document comparison tool

o SEPA XML transactions generation
e Merging pdf's tool

« Splitting pdf's tool

e Removing pdf's password tool

o Repairing pdf's tool

We will explain, in the following pages, what each toll does and how to use it. Please take in

consideration that some tools work completely in parallel to the rest of the system.

Document comparison Tool

This tool, as the name suggests, allows one to compare current documents that are currently in
the system. It will verify what are the difference between both documents depending on the

criteria(s) that you shall insert in the system.

How to use it

First of all, you will to trigger the system that you want to use that specific tool. To do so, you will
need to click on the Compare
Documents that can be found on the left side of the screen. Once you have triggered the system,

your system should look like this:

© 2025 Extractional - v1.0 — Page 23 of 118



Deshboard  Templates  Veldations  Tools Users  Settings My Account  Logout @

Executing a simple comparison
What is a simple comparison

A simple comparison in our system is when you simply choose one Argument for each document
for comparison. The system, in this case, will simply look for all the chosen argument in each
document in the left and try to find the same value in one of the items of the selected at the right

side.
How to do it

To do a simple comparison between two or more documents,you will only need to click choose
on file at each side window, choose the comparison criterion, and click on the Submit button to

let the system visualize the differences between both documents.

@ Note

Please note that you have the possibility to choose several documents at the left side of tool,

allowing to compare several documents into a single one.

Executing a multi-conditional comparison
What is a multi-conditional comparison in our system

A multi-conditional comparison in our system allows you to define a identifier argument to a

comparison and one or several arguments as Comparative ones.

In this case, the system will try to find an item within each document with the same identifier
argument and compare the other arguments defined. If the system fails to do to find two items

with the same identity argument,, it will not execute any comparison.

How to execute this type of comparison
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In order to trigger the system to create such a comparison, you will firstly need to define the

identity argument for each one of the sides as if you where to do a simple comparison.

You will then add all of your comparison arguments by clicking on the small green plus icon that

can be found at the top right corner of the left argument case.

Once done, you will need to define the argument that you want to compare in both sides. You can

add as many comparative arguments as you would like.

Once you have made your choice, you will simply need to click on the Submit button at the

system will execute the comparison.

@ Note

All items that do not have a respective item to compare will appear in red while all the other will
appear in green. In addition, all comparative elements that will not be equal within the same

identity elements will not appear in red.

Here you may also find a screenshot of how the system will look like when comparing elements

from two documents:

Price Uit Sum (gros) - Position  Article Number  Descriptio

Unit  Sum (gros)

79438 ® 85029 ®

321785 ® 4188807 B

1819155  957.45 01926 B 019262 B

Additional buttons

Additionally, you also have the possibility to directly change the state o of teh document that is
being compared. This can be done by clicking on the Release button on the bottom left corner of

the respective table.

SEPA XML

This tool will automatically generate all xml files containing all SEPA transactions needed to

liquidate all selected validations.

Prerequisites
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In order to use this tool, you account(s) will needs to already be configured in the system. This

can be done in the settings page. For more information, please follow the following link

In addition, you will only be able to generate XML files for validations that have been released, this
ensuring that you do not pay any documents that have not been verified be someone.

How it works

Initially, you will need to click on the SEPA XML text field at the left side of the screen. Once you

have selected the correct tool, your system shall look like this:

Doshboard  Templates  Valldations  Tools Users  Settings  MyAccount Logout @

SEPAXML

Invoices

Filter  posor

s (O SomeCompany 2025.08.04 0504

me Company 20250804 05:45

nnnnnnnnnn

Now that you are on the correct tool, you will need to choose all the validations that you would
like to create their respective XML files. To do so, you will need to select them by clicking on the
square box situated at the left of each validation. To help you visualize where you shall select the

different files, here is an example in which only the first file is selected:

Invoices

i June 4, 2025 - August 4, 2025
Filter  Reser & June ugust

Show 10 + entries Searcn
#, Supplier Date +  Invoice Number / File Name Paid Date of Payment

143 ¥4 Some Company 20250804 08:04 787345324 o

141 Some Company 20250804 06:45 785269524 °

Once you have selected all the desired files, you will need to choose the desired bank account
where you would like to execute the several payments, as well as choosing the respective

language that you would like to be present on the respective XML files.

To choose all of these parameters, you can click on each selection at the bottom of the page and

select your preference.

Lastly, once all of the preferences have been chosen, you shall now click on the Submit button,

and the corresponding XML file(s) will be downloaded.
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XML Verification

In this tool you will be able to verify if any XML files (SEPA or PEPPOL) are syntactically correct.

How to use this tool

To use this tool, you will to need to start by clicking on the \"XML Verification\" text field on the
left side of the screen. Once you have clicked on the respective button, you shall be presented

with the following page:

You will then choose the type of verification that you would like to perform (typically SEPA or

PEPPOL) and, if needed, choose all the respective additional parameters.

Once you have defined all the different parameters, you shall now choose the file that you would
like to verify, this can be done by clicking on the Choose file button. You will be redirected to

your operating system's file-selection dialog to then select the corresponding file.

After making your choice, you can now verify your XML file by simply clicking on the Submit
button. The system will then verify the chosen file and will now directly tell you if there are any

errors in the file.

PDF Manipulation

Our system also provides different pdf manipulation tools. All of these tool will allow you to help

you manage all pdf files easily.

Merging pdf files

This tool allows you to merge several pdf file into one file.
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How to use this tool

To use this tool, you will need to firstly click on the Merge PDF

Files text field on the left side of the screen. You will then be presented with the following

screen:

Dashboard  Templates  Velidations  Tools  Users  Settings My Account  Logout @

Merge PDF Files

@

Now that you are in this menu, you will then need to choose all the files that you would like to
merge. This will be done by clicking on the Choose files button followed by using your

operating system's file-selection dialogue to select all the files.

A\ Important

We recommend having all files that you would like to merge in the same directory (folder) to

facilitate the selection of the files in the operating system'’s file-selection dialogue.

After having done the file section, you will then need to upload all the files into the system; this

can be done by clicking on the Upload button on the right side of the screen.

The system will then redirect you a new page where you will have the possibility to reorder all the

files that you are going to merge. In order to reorder them you will need to drag them around. This
reordering page shall look like this:

Dashboard  Templates Validations ~ Tools Users  Settings MyAccount Logout @

© 2025 Extractional - v1.0 — Page 28 of 118


file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Tools/PDF_Merging_overview.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Tools/PDF_Merging_overview.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Tools/PDF_ordering_page.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Tools/PDF_ordering_page.png

As soon as you are happy with the order, you can now chose to either download the resulting file

or to directly add it as a new validation in the system.

Splitting PDF's

This tool will allow you to do the vice-versa of the previous one, meaning that it will split a pdf file
into several pdf files. More specifically, this system will separate a X-paged pdf file into x files,
each one containing of the pages of the file.

Important

You can always use this tool together with the Merge PDF Files toll to execute a more

sophisticated operation.

How to use this tool

To use this tool, you will need to first click on the Split PDF File text field on the left side of the

screen. You will then be presented with the following screen:

Dashboard ~ Templates Validations ~Tools Users Settings MyAccount Logout @

Afterward, choose the file that you would like to split by clicking on the Choose files button

followed by using your operating system's file-selection dialog to select the file.

After having done the file section, you will then need to upload all the files to the system; this can
be done by clicking on the Upload button on the right side of the screen. The system will then
automatically download all the different files in your machine. Please be aware that all files will be
downloaded in a compressed format zip file.

Removing Password

This tool will allow one to remove a password of a certain PDF permanently; this, however, can

only be done if you have the current password at your disposal.
How to use this tool

To use this tool, you will need to first click on the Remove Password text field on the left side of

the screen. You will then be presented with the following screen:
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Deshboard  Templates  Validations  Tools Users  Settings My Account Logout @

Afterward, choose the file that you would like to split by clicking on the Choose files button

followed by using your operating system's file-selection dialog to select the file.

Once you have chosen the file that you would like to remove it's password, you will need to insert
the current PDF's password by inserting it in the text field under Current Password and click the

Upload button on the right side of the screen.

The system will then try to remove the pdf's password and if it succeeds, it will directly download
the pdf without any password; if not a pop-up message will be shown telling you what went
wrong.

Repair file

This tool will help you recover any corrupted pdf file that might have suffered any lightly

damages.

A\ Important

Please note that this tool will only recover files that have suffered slight damages; it will not be able

to recover from more severe damages.

How to use this tool

To use this tool, you will need to first click on the Repair PDF
File text field on the left side of the screen. You will then be presented with the following

screen:

Dashboard  Templates  Validations  Tools Users  Settings My Account Logout @

Afterward, choose the file that you would like to repair by clicking on the Choose file button

followed by using your operating system's file-selection dialog to select the file.
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After having done the file section, you will then need to upload the file to the system; this can be
done by clicking on the \"Upload\" button on the right side of the screen. The system will then
automatically try to repair the uploaded pdf, and, if it succeeds, it will directly download the
recovered file; if it does not succeed, a pop-up message will be shown telling you what went

wrong.
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Users

What is the main Purpose

Inside this page, you will be able to control and monitor all users that do have access to your
system and data. Additionally, it is also here where you can add and remove users to your

system.

Prerequisites

Before starting managing or adding any users to your system, we recommend that you define all
the different roles in your system, as well as defining all the rights that each type of user shall

have.

Overview

Deshboard  Templates  Validations  Tools Users  Settings My Account Logout @

Administrator Guide

In this section, you will find all the technical and critical information concerning the user

management of our system.
User name and email importance

Extractional gives a lot of importance to teh username and specially to the user's email. For our
system, the email needs to be unique for each one of the users, so always make sure that each
email is only used once during the lifetime of the software. The lifetime of the software also

includes deleted users.

How our system deals with deleted users
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In our system, we do not completly remove any user. The reason behind this is to keep the

records from all validations that each user has handled.

By always keeping the user's information, you will always be able to identify each validation's

assigned person.

Important

We do recommend to only set the user to inactive if you are still not certain if you will need to

reuse user in the future. All inactive users will not be able to enter the system.

User Characteristics

There are two main types of user characteristics. There are characteristics that will only serve to
identify the user, and there are characteristics that will also define if the user has permission to

use the system and what their permissions are in the system.

During the following paragraphs, we will only focus on the characteristics that affect how the user

will be able to use the system.
Status

Indicates the current state of a user's account or session within the system. Our system provides

the following options for state:

e Active The user account is fully enabled and has access to all features.

e Inactive The accountis currently disabled or deactivated. The user cannot access the

system until reactivation.
e Confirm Password The user must confirm or reset their password before gaining full access

e Payment Required The account is temporarily restricted until outstanding payments are

completed.

Depending on the status of someone, he will have the rights to use your system or not.
Additionally, the system will automatically change the status of the user depending on the
situation but if you have the rights, you can always change an ACTIVE user to be INACTIVE if you

would like to remove the access from that user to the system.

Role
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This characteristic will define what the user will be able to manipulate/visualize in the system.
Our system already comes with four predefined roles: Superuser, Admin, Creator, and Validator.
However, you can always create more roles in the system as well as define what each role's rights

are. More information on defining roles is available at the following link.

Main Functionalities Overview

In this section, you will receive an explanation of how to use each functionality of this page.

Important

Please be aware that only users with the respective rights can create or modify users.

Adding a new user into the system

In this part, you will learn to add a new user to the system. To do so, you first need to be located
on the Users' main page. If you are not in the main Users page, please click on Users text field on
the main Navigation bar on the top of the screen followed by clicking on the Users inside the

Users page.

Now that you are on the right page, you should click on the plus icon at the bottom of the page to
trigger the system to add a new user. To help locate the plus icon, the following picture will help

you visualize what this icon looks like:

Once you have clicked on the plus icon, you will be redirected to a form that will need to be filled

with all the information of the new user that you would like to add.

Once all the information has been added to the form, you only need to click on the Submit button
that is located at the bottom of the page, and an invitation link will be added into the new user's e-

mail.
Accepting the invitation

FEATURE STILL IN DEVELOPMENT

Editing some user's information
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In this segment, you will learn how to change some user's information.

To begin, you will need to locate the user from whom you would like to change the information.
Once you have found the respective user, you will need to click on the edit icon to be redirected to

the edit page of that user. The edit icon should look like this on your system:

“

Once you have entered the edit form of the desired user, you will be presented with all the current
user's information in different boxes, and you will now have the possibility to change the
information from each box. To change the information in each box, you need to click on each box
and either manually change the information in the box or choose one of the options shown
(depending on the box).

Once you are satisfied with your choice, click on the Submit button located at the bottom of the
page, and all the changes just made will be saved. In addition, if you do not want to save the

changes that you have made, you just need to click on the back button at the bottom of the page.

Deleting one of the users

In this short section of the manual you shall learn how to delete a user.

Important

Please be aware once you have deleted one user, you are basically setting their status as inactive.

You can always activate an inactive user in the system.

To remove one of the users from the system, it is as simple as clicking on the delete icon 1/ that

can be found at each user identity and confirm your choice.

@ Note

If you ever need to reactivate a deleted user from the system, you will need to enable the inactive

user(s) view from the table followed by entering in the edit window for the respective user.

Once you have entered the edit user window, it is as simple as setting the user status to active

again.
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Viewing Users Login history

Besides managing all users on your system, you can also see all the log-in history of your system.

This can be helpful in order to make sure that you only have that people that you desire entering

your system.

In order to visualize all the login history within your system, you will need to click on the Login
History tab that is located at the top of the User main page. To help you find the Login History

tab, take advantage of the following image.

Users

Users Login History

Once you entered the following page, you will be able to see the login history page that should

look something like this.

Dashboard  Templates  Validations  Tools Users ~ Settings My Account Logout @

Search

nnnnnn

nnnnnnnn

nnnnnnnnnnnnnn

zzzzzzzz

g
H

In this page you will be able to visualize all the login tries that have been made into your system

as well as some additionnal information of each login attempt (City, country, Status...).

© 2025 Extractional - v1.0 — Page 37 of 118


file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Users/File_history_tab.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Users/File_history_tab.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Users/Login_history_overview.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Users/Login_history_overview.png

@ extractional
DATA EXTRACTION | SIMPLIFIED

System Overview-Settings

English

© 2025 Extractional - v1.0




Version: v1.0

Settings

What is the main Purpose

In this part of this system, you will be able to define the major behaviour of your system. It is also
where you shall define all of your templates, roles, etc. It is highly recommended that you go
through the settings page and define everything that your system shall need before you put this

system into use in your company.

The system settings are separated into several subpages. To decrease the complexity of the
explanation of the several subpages, we have divided each subpage into it's own section in our

user manual.

Overview

Dashboard ~ Templates Validations Tools Users Settings MyAccount Logout @

Settings
License

System Settings

Document Settings 4 Session Timeout

5
T rerraa—
:

Export »

i 4 Hours v
User Roles
IMAP Monitoring . . ) .
This does ot affect current sessions, only new sessions will be configured using this value

Outgoing Emails

Languages

PEPPOL

Google Keys

Export Settings

Import Settings

License

In this first subpage you can find all the information about the current license that your system is

currently using. Additionally you can also change some of the parameters such as if you would
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like to activate the auto renewal system or not.

Buying or changing your license

If you would like to buy or change the license of your system, you must enter this page in order to
doit.

Once you have entered this page, you will need to click on the Buy/Change License button that is

positioned at the bottom right corner of the page. A representation of the button can be seen
below this sentence.

Buy/Change License

Once you have clicked on this button, you will be redirected to another page where you will be

able to choose the plan that you like to buy or renew.

Company Data

In this subpage, you will define all of your company's data. It is in this subpage where you shall

add and modify all of your company's bank account(s) information.

Overview

Dashboard ~Templates Validations Tools Users Settings MyAccount Logout @

E H Settings

o onse

=)
&

Company Data

Document Settings » Company Name

Export »
- Krebs PBV GmbH & Co KG
ring Address
utgoi i

Languages

PEPPOL.
Google Keys
System Settings

House Number / Building

Export Seftings 34

Import Settings iz
54516

City
Wittlich

Country

Germany v

Contact Name

Hane Krahe
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Making some changes to the company(s) information

If you would like to add or change any data related to your company's information, you shall
change it by simply clicking in the respective fields that you would like to change the information.
You will then have the possibility to change the data by typing the new values or simply selecting

one of the options possible, this will depend on the field that you would like to change.

Once you have made all of your changes, you will simply need to submit you changes by clicking

on the submit button on the bottom of the page.

Changes in the Bank information subpage

If you would to modify one of your company account(s) or add/remove one, you shall do it in the

Bank information tile that is shown at the bottom of the page.

Bank Name

VOLKSBANK HUNSRUECK-NAHE EG

Bank Address

Account Holder

Krebs PBV GmbH & Co KG

Account Allas

1BAN

DE10560614720007245244

BiC
GENODED1KHK

Modifying an existing account

To modify an existing account, you will simply need to do the same manipulation as before (to

change the company's information) in the desired field(s) time.

Once all changes have been made, you will only need to click on the Submit button in order to

save your changes.\
Adding a new account

In order to add a new account into the system, you will need to click on the plus icon that is
shown on the bottom of the account's page. Once you have clicked on the plus icon, a new
account representation tile will pop-out, and you will have the possibility to add all the information

of this new account that you would like to add.
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Once you have entered all the information for the new account, you will only need to click on the

Submit button to save your changes.
Deleting an existing account

If you would like to remove an existing account, you can do so by clicking on the trash bin icon of
the respective account, and the account will be removed. The trash bin icon can be found on the

top right corner of the respective account representative tile.

Document Settings

Analysis Fields

In this subpage of Settings, you can define all the data that shall be extracted from each type of

document that is being read.

Overview

Dashboard  Templates  Validations  Tools  Users  Settings  MyAccount  Logout @

Invoice Flelds

‘Select the fields which should be extracted from a document
\\\\\\\\\\ & Furter, or JSON. PEPROL umbe fomats bertoa sutable

@Exhactpﬁl

Gurrencles. ety 7 o O 8| 0

PEPPOL tary

Google keys crory

Systom Settings crary

SRSRCICYS

crary
Ctory
Crory

Import Sattings

crary
crary

ctory
oy
oy
ctory

BIBIRIH

ctory
ctory
oy
oy
oy
ctory
ctory

EE NN

How to navigate and define all fields

Firstly, to navigate through the system, use the different tabs that can be found at the top of the
page. These different tabs allow one to navigate between each type of document will be defined

for extraction.

Visualizing all elements that are being extracted
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To visualize all the elements that are currently being extracted from the system, you can do so by
analysing all the elements that do have the select box selected. To help you visualize what a
selected element is, you can find a visualization of an element that is being extracted in the

system.

XN @ Supplier &

Understanding the field's definition

To understand how a certain field extraction unit has been defined, you will need to understand

what each category that defines a field abstraction is.

Each field has the following elements:
General field name

The general field name will define the name that you will see in the system's graphical user

interface. This name is defined in each language of the program.

Output name
The output name is the technical name that will be used further on to create XML relations and to
implement on further templates or automations. This name must be unique and must be single-
worded.

Field format
The field format defines the format of this entity with regular expressions. It is in this case where
you will be able to define the length of each field as well as define the type of intput the field shall
always receive (words,numbers, etc.).

Default

The default case is where you are able to define a default value for your entity in case if the

system does not find any value.

Type
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In the type case you can define how this input shall be identified in our system. For example, if

you would like that our system identifies these entities as data, here you shall define it.
Decimals

In case you are dealing with numbers, you will also be able to define how many decimal numbers
are allowed in the system. This can be easily defined in the decimals box. Additionally, if our
system receives as an input a number with more decimals than what you have defined, the

system will automatically round the number to the number of decimals allowed.
Selective options

For the selective option, you will be able to define if this field shall be included in filters, meaning
that if selected, you can use it when filtering. You will also be able to define if you allow type-in,in
other words, allowing to use that manual selections can also be applied for that field. Moreover,

you will also be able to define if that field is required or not, meaning that once a field is required,

it cannot be left blank.

Now that you understand the definition of a certain field, you can now define all the fields that
your system shall extract, and if none of the fields corresponds to what you would like to extract
in the documents, you can always create more fields by clicking on the plus icon at the bottom of
the table.

Difference between the two tables

There are two tables where you can define your fields. It is important to define your fields in the

correct table. We will now explain what each table means.

0 First table

In the first table, you define all the fields that the system will extract from each document.
Generally, here you shall define all the different fields that are more general for the whole

document, such as the client name or the total sum to pay.
e second table

In the second table, you shall define all the different fields that are specific for generating Peppol

compliant data. In other words, you shall only define all the fields that you want in your table of
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items of products in the document.

Document Tables

In this subpage of the settings you will be able to define what you would like to have visible in the

document table the is situated in the Validations page.

In this page you will be able to define how each one(s) document page would look like.

Overview

Deshboard  Tomplates  Velldations  Tools  Users  Sottings My Account  Logout @

Document Table Columns

Uear

Manfeg Muenen (aomin@baiamedia.com)
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Disabled v | centeres
Disavied v e
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Disabled v | centeres
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Disabled v R
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Disabled v R

How to interact in this page

As you can see, this page is composed of a table full with all information that will be extracted in
the system. In each one of the fields, you will be able to choose how it shall be visible in the

documents page. We will now explain what each column actually does.

Q Note

Some of the fields are already predefined and you will not be able to make any changes in it.

Column Mode
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In this column you will be able to define what all the the visibility for each field. You have three

options:

» Disabled: this field will not appear at all in the table and will not be chosen as an search

criteria when searching for a file.

» Hidden: this field will not appear at all in the table, but it will be considered when searching

for a file in the search bar.

o Enabled: this field will appear in the table of documents and will also be considered when

searching for a file in the search bar.

Column alignment

In the following column, you can specify how each file should be aligned in the table.

@ Note

You only need to define this column if you have defined the Column

mode as Enabled.

You can choose between the following options:

o Left alignment
o Centered alignment

» Right alignment

Selective columns

o Note

There are two selective columns for each one of the fields. These shall only be put into

consideration once the Column mode is set to Enabled.

The Searchable selective column allows you to define whether the field is considered when

searching for a document in the search bar.

The Sortable selective column allows you to define whether the field can be used to sort the

document's list or not.
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Document Flags

In the following page, you will be able to define and modify all of your document flags.

Overview

fomplates  Valdations  Tools  Users  Seftings  MyAccount  Logout @

Understanding the page layout

This page represents all the document's flags in a table. In this table, each flag is represented in a
row. Modifying, creating new flags, or deleting existing flags can be done by clicking on several
buttons or icons. Each functionality shall now be explained in the following sections.

Modifying the current flag(s) list

In this part, you will learn to modify your current company(s) flag list.

@ Note

If you would like to change or add flag automation together with exportation, you shall define it in

the export page.

Adding a new flag

In order to add new flag into the system, you will need to firstly click on the plus icon that can be
found on the bottom of the page. Once clicked, you shall be represented with the following

window.
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You will now need to insert the name of the new flag in all the corresponding languages as well

as defining a corresponding icon with the respective color.

Once you have defined all the different fields, click on the 0k button at the bottom of this
window. If the manipulation has been successful, you shall be able to see the new flag in the
flag(s) list.

Editing an existing flag

If you would like to modify an(some) element(s) of an existing flag, you will need to click on the

flags name that you would like to modify in the respective list.

Once clicked, you will be represented with the same window as for creating a new flag but this
time with all the selected flag's information. You can now modify all the desired information in the

respective fields.

Once all the modifications have been made, you will need to click on the 0k button at the bottom

of the page and all the changes will be saved in the system.
Deleting an existing flag

In order to delete an existing flag, you will need to click on the delete icon of the respective

Document. This icon can be found at the end of each document flag.

© 2025 Extractional - v1.0 — Page 48 of 118


file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Settings/Adding_new_flag.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Settings/Adding_new_flag.png

Once clicked on the desired flag, the flag will be successfully removed from the system.

Export

Default export Values

In this page, you can define the default values in the system's export menu.

Overview

Default Values.

OOOOOOOOO

Defining the new default values

If you would like to change the default values for exportation, you will need to simply select the

desired values in this page and click on the Submit button at the bottom of the page.

Export CSV Templates

This page is responsible for defining all the different CSV templates available in the system.

Overview
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Navigating through the page
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This page follows a similar layout to the validations page. Each template is represented in the
table as a row. You will be able to define how many templates you would like to have per page in

the respective selective field. You can change between pages on the navigation buttons.

You can also look for a specific template by typing it's name or document type in the search bar.

Adding a new template

In this part, you shall find a guide on how to add a new CSV template from scratch.
Start

The first thing to do will be to click on the \"Add...\" button at the bottom of this page to trigger the

system that you would like to add a new template.

Once clicked, you shall be presented with the following additional information on the page.

Set flags after export automatically

O B Exported O meai¢

Number Format

Number Format Date F

Q12345678 @Baote1231

& r2ms678 Osti22016
Q12345678 O31.0ec2016

O 12345678 O 31. December 20216

O1ain2016
Opec3t, 2016
O becembar 31,2016

CSV Columns

Add.

You will now need to define all the general characteristics of the new template. Once you have
defined all the different general characteristics of the new template (Name, Document type, Set

flags after export, Number format), you will need to add all the columns for exportation.
Defining all columns

All the different columns of a certain CSV template are available in the CSV Columns tile at the
bottom of the page. In order to add a new column into the system, you will need to click on

Add. .. button and you should be presented a new column entity.

! Field Shown in output as u

accounting_cost v accounting_cost
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You will not be able to define the field value that shall be inserted in that column as well as to

define the columns name.

In addition, you will be able to change the order of the columns by grabbing (left clicking on the

field) the field that you would like to move and placing it where you would like.
Submitting the new template

Once all the information has been added to this new template, you need to click on the Submit

button at the bottom of the page to save this new template in the system.

Editing an existing template

In order to change an existing template, you will need to start by clicking on the edit button of the

respective template.

The system will then display all relevant details for that specific template using the same layout

as when creating a new template.

You will now be able to change all the different characteristics of that template as well as
changing all the different columns of that template. The columns manipulation will work in the

same way as when creating a new template.

Additional features

(# Editing templates

In order to remove on of the templates, you will need to click on the delete icon thatis
visible at the right side of each template. After clicking on the remove icon, the template will

be successfully removed.

2 Defining default templates

You can also define all default templates for each type of document (Invoice, Credit Note,
etc.). To do so, you will need to select, in the is default column the template that you
would like to have as default. The previously default template for that type of document will
be automatically unselected.
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Export JSON

In this page, you will be able to define all automations with flags for all JSON exportations.

Overview

Setting flags after exportation

You can automate the system to automatically set a(some) flags to a certain document once it
as been exported as a JSON file. This can be done by simply selecting the flags that you like to be

added once a document as been exported as a JSON file.

Export - XML Templates

On this page, you can define all the XML templates available in the system. Navigation works in
the same way as on the Export -- CSV Templates page, with the main difference being the
Template Data section, which appears when editing an existing template or creating a new one.

Template Data

In this section of the page you will be able to define the main template format and items that shall
be used for exportation afterwards. The template shall be written in XML and if you would like to

refer to one of the system's fields, you shall use the following notation \@some_field@

There are three main templates that shall be defined:
"Main" XML template
defining all information that shall be released regarding the main content of the document.

XML template for line items
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defining all the information that shall be released regarding each item of the document. This part

will only be activated if you are exporting an Peppol compliant document.
XML template for payments

defining all the information that shall be released for XML payments (typically SEPA transaction
XML files).

Export PEPPOL/ZUGFeRD

On these pages, you can define all flag-based automations for PEPPOL/ZUGFeRD exports. The
layout and navigation are identical to the Export -- JSON page. For a more detailed explanation of

how these pages work, refer to the corresponding section of this manual.

User Roles

In this page, you will be able to define all the different User roles that you would like to have in

your system, as well as defining the permissions for each one of the users.

Overview

{

QERR QA&

RRRRR

Navigation through the page

On this page, you will find a set of tiles, each representing a user role. Inside each tile, you can see
all available permissions in the system, along with the corresponding selection boxes. The

selected options indicate the permissions currently assigned to that specific user role.

General manipulations
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-+ Add a new user role

To add a new user role in the system, click the "New..." button located at the bottom of
the page. A window will appear, prompting you to enter the name of the new user role in
each language supported by the system. Once completed, click the "Submit" button to

confirm.

(#' Changing permissions of a user role

To define or modify the permissions of an existing user role, simply select or deselect the
relevant permission(s). After making your changes, click the "Submit" button at the

bottom of the page to save them.

B Renaming user role

To rename an existing user role, click the edit button in the top-right corner of the
corresponding role's tile. A new window will open, allowing you to update the role's name in
each language. When finished, click the "Submit" button at the bottom of this window to

save the changes.

IMAP Monitoring

In this page, you will be able to define the IMAP connection with your email(s) so that all the

documents that will be received in your email will be directly inserted into the system.

Overview
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IMAP Mailboxes

How to set a new e-mail in the system

A\ Important

This part will highly depend on your email domain. If your domain allows IMAP connection with no
additional authentication, please follow the following the first part of this section. If, however, your

system needs additional OAuth authentication, please follow the second part of this section.

1. Adding an email with simple IMAP connection

For a simple IMAP connection you shall simply enter all of your e-mail's coordinates, such as mail
server and. You also need to enter all your email and password.\ Once entered all of your
credentials, you will need to define weather you would like all e-mails to be automatically deleted
or not. This shall be handled with care since deleted email messages cannot be be recovered.\
You can now check if your system succeeds connection by clicking on the \"Check Connection\"

button, and a new window will pop-out showing you the respective result.
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Check IMAP Connections

invoices-beta@extractional.com Connection successful

Example when connection is successful

@ Info v

If you are having issues trying to connect to the system, first verify if your email provider allows
simple IMAP monitoring. A typically issue is also the Port number and Security protocols that are

not correctly defined.

Once your email has been successfully added, you will need to click on the Submit button at the

bottom of the page and your changes will be saved.

2. Adding an e-mail with OAuth connections

o Note

Currently, our system only allows OAuth connection with Outlook emails, any other domains that

need this type of connection will will not work in our system unfortunately.

The first step will be to trigger the system to create such a connection. To do so, you will need to

enter the mail server and deselect the box, meaning, for example, right-clicking outside the box.

The system will automatically detect if your domain needs OAUth connection and if so, you will
need to insert the additional information that is needed for this type of connection.

For Outlook accounts you will need to add the following additional information that is listed

bellow.

B8 Microsoft Tenant Id
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For more informations, please use the following = link

Bm Microsoft Application Id

For more informations, please use the following

= link

’ Client Secret key

For more information on how to get this Id, please use the following = link

You will then need to fill all the rest of the fields as for a simple IMAP connection e-mail and verify
your connection as previously explained.
Adding an additional email

If you would like to add an additional account to the system, it is as simple as clicking on the plus
icon that can be found at the bottom of the page. Then a new tile for the email entity will be

visible on the page.

You can now add all your additional email credentials in the same way that you have inserted for

the first account.

Deleting an existing account

@ Note

You can only remove additional e-mails; the main e-mail (first in the list) cannot be removed.

In order to remove an existing e-mail, you shall click on the remove icon of the respective email

that you would like to remove.

Once your email has been successfully added, you will need to click on the Submit button at the

bottom of the page and your changes will be saved.
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Outgoing Emails

In this page, you can define the email connection for all outgoing e-mails in the system.

Overview

Dashboard  Templates  Validations ~Tools Users Settings My Account  Logout @
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Setting up the email connection

Our system, in order to send emails with a given email, uses a SMTP(S) transport protocol

connection.
Prerequisites

In order to realize this connection, you first need to make sure that your email host domain allows

you to elaborate such a connection.

If you are currently trying to connect to an professional outlook account, please use the following

paragraph that explains exactly how to establish a connection to a an outlook account.
Filling all your email's credentials

Now that you already know that your e-mail allows this type of connection, you will only need to
create fill all the different fields in SMTP Server section of the page and your system should have

a successful connection with your email.

Please do not forget to save your changes by clicking on the Submit button on the bottom of the

page.

Outlook connection
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Our system also provides the ability to connect your system to an outlook account. In order to
trigger the system that you would like to connect to an outlook account, you will need to enter the
Outlook's SMTP Server smtp.office365.com inthe Host text field and unselect the respective
field.

Once unselected, the system will represent some additional information that needs to be added

in order to realise this more complex connection with Outlook's SMTP server.

The additional information that needs to be added is the following:

B8 Microsoft Tenant Id

For more informations, please use the following = link

Bm Microsoft Application Id

For more informations, please use the following

= link

’ Client Secret key

For more information on how to get this Id, please use the following = link

Once all the information has been added, you will need to save all the changes by clicking on the
Submit button at the bottom of the page.
Setting template for all returned invoices

Here, you will be able to define the main composition of the email that will be sent once a

document is not accepted.
Filling all fields

The first part here will consist of filling all main fields as if where to send a normal e-mail, such as

email sender, CC's, etc.

Creating the default body and subject
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Once all the different fields have been completed, you will need to complete a default subject that

shall as well as a default body.

H Tip

If you would like to have a some identifying data, such as the invoice number or the name of the
current user, you can always use the following replacing nomenclatures and this will automatically

be done for you.

0 = Invoice Number
e 1 =Name of current user

e 2 =Email address of current user

e 3 =Text\" or phone \", followed by phone number of current user (will only be inserted if

available)

Languages

In here you will be able to define all the languages that you want to be enabled in your system.

Overview

Dashboard  Templates  Validations  Tool

How to add or remove languages

Here, in order to add or to remove languages from your system, you will deselect or select all the
respective languages. This can be done by simply clicking on the selective text boxes that are

visible next to each language. All the languages that are selected will be available for usage.

Once you have defined your choice, you will only need to click on the Submit that is available at

the bottom of the page in order to save your preferences.

© 2025 Extractional - v1.0 — Page 60 of 118


file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Settings/Languages_overview.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Settings/Languages_overview.png

© Info

Please note that these preferences will be applied to all users, not just to your account.

Currencies

In this page you will be able to define all the conversion rates through in your system, this

allowing the system to correctly converting the different currencies in the system.

Overview

Dashboard  Templates  Validations  Tools  Users  Settings My
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Navigation through this page

This page is composed of a window where you can establish a connection with the
currencyfreaks.com API. YOu will also be able to define if you would like the to have the table

updating automatically as well as manually update it.

How to use this page

In this section you will be able to learn how to use this page.

Adding an API key
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Adding an API key from currencyfreaks.com will allow you to enable the concurrency interchange

rate to automatically update with the press of a button or even by scheduling the update.
Where to find the API key

In order to create a new API key you will need to create an account at the currencyfreaks website
and and choose the plan that you would like to use (typically th free plan shall be more than

enough for your needs).
Once the account is prepared, you will be able to generate API keys.
How to add it in our system

Now that you have one key, you only need to add it to the respective text field and click on the

submit button.

Updating the exchange rate table

In order to automatically update the rate table you will need to have an API key defined.
Scheduling the table updates

In order to schedule all updates, you will need to start be sellecting the respective box that is
positioned above the Submit button. You will be then presented with the following additional

information:

Enable automatic update of exchange rates
Schedule update at: Every first day of the month v

Updates are scheduled at midnight

You will then be able to define the frequency of the updates. All the updates are always realized at

midnight.

Once you have saved your preferences, you will need to click on the Submit button.

Using the exchange rate table

The navigation through the table is similar to all other tables in the system.
Defining the default currency in your system

In order to define the default currency in your system yo shall do it in the Default column.
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The current default currency is defined with the green color. To define another one, you will need

to click on the respective red dot.
Adding a new currency

In order to add a new currency in your system, you shall click on the Add... button at the bottom

of the table and fill all the requested fields in that would be asked.

PEPPOL

In this subpage of the Settings page, you shall find all the PEPPOL specific settings.

@ Info

You will only need to use this page if you are would like to take advantage of all Peppol-compliant

documents features.

Overview

Dashboerd Templates  Valdations Tools Users Settings  MyAccount  Logout @

PEPPOL

Displayed Invoice Types

Displayed payment methods

ing Units

Peppol Invoice Recipients

As you can see, there are four main menus that you can choose on this page. In the following
sections, you shall find the respective guides on how to take advantage of each section.
How to use all the different menus

Displayed Invoices Types menu

The first menu that we will show will be the menu about where you will define all the types of

Invoices that your company may use according to the Peppol standards.

To open this meny, click on the text field \"Displayed Invoice Types\", and your page should look

something like this.
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Dashboard  Templates  Validations  Tools Users  Settings My Account Logout @

PEPPOL

Displayed Invoice Types

@ ::~xt|acti‘9nal

As you can see, there are many options that you can select in this section.

By default, all the options are pre-selected, this allowing user to not need to refine the system for
usage. However, we highly recommend that you take a little time and define all the different

options that will meet the needs of your company.

In addition, all the invoice types that will be left as selected will be the ones that will be visible

afterward in the system.

If you would like to save the preferences that you have chosen, click on the submit button at the

bottom of the page, and all of your preferences will be saved in the system.
Displayed Payment methods

For this second menu, you will find a similar user interaction with the first menu but instead of

defining all invoice types, you will define all of the payment methods that fit your company needs.

For this menu, you shall select all of your preferences and preferably save them as explained in

the previous section.
Measuring units

In this third menu, you will find a different menu compared to the previous ones. In this menu, you

will define all the different units that shall be identified in your system documents.

Since Peppol has a large library of all the different measuring units possible, we have changed the

navigation method to the one that you will find below.
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PEPPOL

Displayed Invoice Types

Displayed payment methods

Measuring Units

Show 10 ¢ entries Search: | pie|
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Showing 110 7 of 7 entries (fitered from 2,162 total entries) First | Previous n Next  Last

Peppol Invoice Recipients

There are two main things that you are able to each measuring unit.

The first thing you shall be able to do in this menu is to define if you would like to have that Unit
available for extraction in your system or not. To do so, you will only need to (un)select the select-

box of the measuring unit that is in question.

The second thing that can do is to add or remove Unit alias to a specific one. Before we start
explaining how to add or remove alias of one unit, we will start by explaining you what we mean

by unit alias.

One unit alias to a measuring unit in our system means that, this alias shall be directly identified
as the measuring unit. To help you visualizing all the what a unit alias means, let us take the
example of the unit "Piece". Generally, in most of documents, you shall find "UA" to identify this
measuring unit but you may also find "Piec." or "Stiick". In order for the system to recognize all of
these different nomenclatures to the measuring unit Piece, you will need to add them as alias to

that specific measuring unit.

Now that you now know what these Alias are, in order to add or remove alias for each measuring
unit, you shall click on the edit button of the corresponding unit that you would like to edit. You

will then need to add all of the alias that you would like to add the the text box.

Important

Please separate each alias with a comma only.

Here is an example of what this edit page should look like with already some alias inserted into it.
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Edit measuring unit X

Piece XPP
Unit Aliases (comma-separated list allowed)

XPP,UA

Once you have clicked inserted (removed) all the corresponding alias that you would like to have

to your measuring unit, you will only need to click to the submit button on that specific page and

all the aliases will be updated.

Peppol Invoice Recipients

In this part, you shall define all legal entities that shall be used for creating all of your Peppol XML
invoices.

LI; Editing your custumers

You can always edit your current customers by clicking on the edit button and changing all
the desired data.

:fontawesome-circle-plus:{ .Ilg .middle } Adding new customers

Add more customers by clicking on the plus icon and define the new one. Our system also

offers a database full of customers that could potentially already have yours.

Google Keys
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This page allows you to automatically gather location information at each login entry attempt. To

get the Google API keys, follow the Goggle tutorial explaining how to set it up.

System Settings

In this page, you will be able to define all general settings of your system.

Overview

Dashboard  Templates  Validations  Tools Users ~ Seftings ~ MyAccount Logout @

System Settings

Defining a new time-out session

In this menu, you can define the duration for which a connected user shall be connected to the

system without having to reconnect into the system.

To do so, you will need to click on the current timeout duration defined in the system and choose

the new desired timeout duration.

After doing so, you will need to save your new preference by clinking on the Submit button that

can be seen at the bottom of the page.

@ Note

Please pay attention that changing the timeout duration will not affect current sessions, only new

sessions will be configured using the new timeout session duration.
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Introduction

This Chapter will consist on explaining all Peppol features that our system offers as well helping
you setting all these features in your system. We will also help you guide on how to use these

features afterwards.

What is Peppol about what would be the interest to integrate in
your system

Maybe you were familiar with Peppol, Peppol is a standardized way to send invoices from one
company to another. As most companies regularly use this system, our company thought about

using these standards to add some helpful features to our system.

What is special about Peppol compliant documents is that all Peppol compliant invoices are
forced to use a certain pattern and this pattern will allow us to extract even more information

from your documents, thus automating some of the processes of your company.

One of the features that will be available to all Peppol compliant documents is that the system
will not only look at a certain document and extract the general information about it (Name, Date,
Sum(brut), etc.) but will also itemize all items that can be found in the document and save all the

informations in each item specified in your document to use it for further features in the system.

Features enabled with Peppol compliant Documents

Having Peppol-compliant documents in the system allows for a handful number of features.

These features will include:

Easy verification

Verification of all the calculated values in the document are correct. This includes VAT and

temporary deduction if invoice is paid within a certain amount of days, for example.
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rj Easy comparison of documents

Comparison of documents in the system. The system will enable comparative of to specific
documents in the system,this can be helpful if you would like to quickly identify why the

total price of a certain quote differs from the corresponding invoice.

3 SEPA transaction automation

Enabling SEPA transaction automation. The system will also allow you to automatically

create SEPA XML files in your system for all the desired documents.

. Generating Peppol compliant files

Extraction of all Peppol (or ZUGFeRD for Germany) invoices in their respoective format.
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Prerequisites

In this section of this chapter, you will find all the different tasks that need to be accomplished in

order to set our system to be Peppol-compliant.
Defining all the different fields to be extracted in each item

One of the first tasks that shall be done is to define all the fields that you would like to extract

within each item of your document.

To do so, you will need to go to the setting page followed by the Analysis Field page. Once you
have found the correct page, you shall once find the correct table to define all the different fields.
If you would like more precise information on this topic, you can go to the section about setting

up all fields in the previous chapter.

Although our system allows you to personalize all the fields, we recommend that you always have

some of the fields. The following fields that should always be used are:

Position

Article Number

Quantity

¢ Measuring unit

These fields, while being common to be present in all documents, will also allow easy the usage
in the following tools such as for the document comparison as well as for Peppol exporting

documents.
Adding all of your bank details into your account

Since one of the main features of our system is about generating SEPA transaction XML files, one
of the prerequisites that is needed to have the system working would be to add all of your

account(s) that you would like to realize your payments in the system.

To do so, you shall need to add all of your accounts in the Settings page. For more specific

information, please go to the Company Data section in the previous chapter of this manual, where
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you can find a detailed guide on how to add an account in your system.
Setting up al needed export formats

Since there are some specific export formats that are specific for Peppol-compliant documents,
you will need to define them before you start exporting all the desired documents. Here is a list of
all the export formats that you might need to define, as well as an explanation about the features

that it will enable.

o XML format: This format must be pre-defined if you want to generate SEPA XML files. Please

use the following link for a more detailed guide on how to define all XML export formats.

o Peppol format: This format will allow you to export all documents and transactions in a
PEPPOL format. Please use the following link for a more detailed explanation on how to
define all the PEPPOL export formats.

o ZUGFeRD format: This format will allow you to export all documents and transactions in a
ZUGFeRD format (Germany-specific format). Please use the following link for a more detailed

explanation on how to define all the PEPPOL export formats.

Customizing all PEPPOL specific parameters for your company

One of the main difficulties when working with Peppol-compliant data is generally to find the
correct option within all of the options that the system provides. This is especially the case when

we start talking about measuring units as well as payment methods.

So, to help our users have a more convenient experience in our system, we do allow hiding some

of the options that Peppol has at your own disposal.

In addition, if you would like to have a more in-depth guide on how to define all the different
options that you would like to have in your system, please follow following link that will take you a

more precise guide on how to use the following page.
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Documentation with Peppol

In this section you will find a guide on how to have documentation being Peppol compliant and
you will also find a guide on how all validation shall be visible once a your documentation is

Peppol compliant.

Creating Peppol-compliant Templates

Before you start having Peppol-compliant validations, you will need to create templates that are
also Peppol-compliant. This will allow our system to automatically extract all the information

from each element of each document.

You will start by creating a new template as usual; a more in-depth guide can be found on the

previous chapter about creating a new template.

Once you have created this new template and added all the fields as usual, you shall trigger the
system to be Peppol compliant. To do this, you shall click on the respective check-box that is

situated at the bottom of the fields window, and all the Peppol-specific fields should also pop-up.

Dashboard  Templates  Validations ~ Tools Users Settings MyAccount Logout @

Invoice Template S0 maes em—

SOYCHETS INVOICE

S2WexfordSircle
NewBrightonlL60007
s

MMMMM

@ extractional
e e

@ SOVYC-IETS

MMMMM

Once you have triggered the system, you will now need to define all the Peppol specific fields. The

mechanism to define each field will be the same as before, but in this part you will be defining all
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fields of each element for itemization. There are some important points that should be

considered once linking all fields:

» All example values to which reference shall be referred shall refer to the first element of the

document.

» For the description specifically, you only need to click on the first element of the description.

Once you have linked all the different fields, you shall only click on the Submit button located at

the bottom of the page.

Now, all documents that use this template will automatically be Peppol compliant.

Peppol-compliant Validations

Once you start receive Peppol-compliant validations, you will start to see the main advantage of

using Peppol compliant data in our system.
Itemization of elements within each validation

The first main difference that you will be able to see is the itemization that will be available to be
seen as a table in each validation. This can be seen in the validation edit page, at the bottom of

the data page.

Search:
Position Article Number Description Quantity Price Unit Total Amount
1 665887 Ergonomic wireless, UA keyboard 100 | 59.99 665.89
2 | 556994 Encrypted USB drives, UA (64GB) 10.0 | 2256 250.42
4 | 45 Web development, UA services (frontend, + bac 1.0 | 899.00 997.89
3| 65 Data migration 1.0 | 2,999.00 3328.89

4 items found

Total amount: 5243.09

Prepayments/Payments done table

The second additional element that is available when using Peppol enabled validations is

allowing to store all (pre)payments made for a specific validation.
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Prepayments/Payments Made
MNote. amounts that should be deducted must be negative numbers, unpaid amounts that should be added shall be positive numbers

Search:

Description Amount Add to

MNet Amount v ‘

Add...

In order to add a new payment, it is as simple to add a new line into the table and save the values

at the bottom of the validation's page.

Important

Please be aware that all the different payment values need to be inserted in relation to the
document, which means that if a document has already been partially paid, the number inserted

will be negative.

Payment Terms indication table

The third additional element is the Payment terms field. In this table you shall enter any specific

payment terms that the respective customer has requested.

Payment Terms
4
2025-08-25 Received Andre (andremartins.el003@gmail.com)
2025-08-25 Verified Andre (andremartins.el003@gmail.com)

Exportation of all items

In addition, you can also export all the different items into a file. You will have the ability to choose

the export format as well as the template.
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@ Info

Please, make sure that you have a template that satisfies your satisfaction before exporting a

validation.

To realise this operation, you will need to go to the edit page of the validation that you would like
to export and navigate to the end of the data page.

Once there, you will be able to see all the selective fields where you can select the format of
export as well as the template that you would like to use. Once you have selected your
preference, you will only need to click on the Export button at the bottom of the page, and the

file will automatically download to your system.

Output Type
Csv A As File A
First template g
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Additional tools and features

When using Peppol-compliant transactions, you will be able to use some additional tools that are

available in the tools page. These tools will again help you improve your workflow during the day.

The additional tools that are available once you have introduced Peppol-compliant documents to

your system are:

+ Document comparison

o SEPA XML file creation
Document comparison

This tool will allow you to compare to documents, item-by-item, and will visualize you the

differences between both items.

For more information, please go to the following section where you can find a more in-depth

guide on how to use this tool.
File exportation

Once you have various validations released in your system that are Peppol-compliant, you will be

able to generate various exportations related to these validations.

For more information on how to export documents, please see the following section.
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Configuring the System for Multi-
Organization Support

In this part of the manual, we will explain how to configure your system to have

several sub-organisations within the same system.

This functionality will allow your system to have suborganizations working on the
same system/server. This will allow your multi-organizational company to all work

within the same license and server, improving both costs and energy using our

system.

Important

It is important to understand that all sub-organizations work independently from

each other and that no information or user are shared across any of the platforms.
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Setting up the System

In this part, you will learn how to set up the system as well as how to define each user(s) for each

one of the tenants as we call it.

Adding All Sub-organizations in the System

The first step of this process is to add all of your sub-organizations into the system. To do so, you

will need to go to the main Users page and navigate to the Tenants tile.

Dashboard ~ Templates Validations Tools Users Settings MyAccount Logout @

Tenants

Tenants

Now that you are on the right location, you will need to add all of your Tenants. To do so, you will

need to trigger the system by clicking on the plus icon on the bottom of the tenants window.
You will then need to add all the respective suborganization coordinates and save them by
clicking on the Submit button.

Editing an existing Tenant

You always have the possibility to change any of the Tenants in your system by clicking on the

Update button that is situated next to the Tenant that is currently selected.

Adding all Users for each Organization

Once all tenants have been defined, you will now be able to define all of the users for each one of

the organizations.
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Some precautions before you start adding users

e Each user shall have a unique e-mail address across all tenants.

Defining all Permissions for all Users as well as other Preferences

This part is still under development
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Validation

What is the main purpose

In this page, you can see all the different documents that have entered that system and that need
validation from an individual before being accepted into the system. All documents that have

been validated are also seen and reviewed on this page.

All documents can automatically enter the system via a connection with a dedicated e-mail

address, or you can also manually add a document to the system by entering it.

Additionally, all the documents are divided at a first level between incoming documents, outgoing

documents and drafts.

How does the Extractional algorithm work

The Extractional algorithm will search for a suitable template and then start to extract the values
according to this template. If some fields are not recognized, they will stay empty, and you will

have the possibility to fill them manually (unless it has been defined as non-type-in field).

In addition, if the system does not find any corresponding templates, it will not extract any data

and let all fields empty.

Moreover, if the system finds two different templates for the same document, it will simply

choose the first one.

Prerequisites

There are a few prerequisites that we recommend before starting to create and validate the

system.

We recommend to create the respective templates as soon as you have the possibility, since

otherwise the user will not profit from the advantages of Extractional.
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A\ Important

In addition, we also highly recommend defining all roles before starting to validate documents

within the system. This will allow you to control who are the people who shall have the control to

validate documents in your system/company.

Overview

Validated Documents

@amamnna\
sl
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Drafts

In this section, you will find a more-in-depth explanation on how drafts documents are handled in

Extractional.

Different states
State Meaning Responsible for the action
Reveived Document just entered the system and Email automation or user
no verification have been done to it inserting a new document
Verified Document has been verified by the Typically the project manager
respective responsible
Document has been released, meaning Respective responsible
that the final bill can be now done
Rejected Invoice has been refused internally or all the above

by the customer
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Incoming validations

In this section, you will find a more-in-depth explanation on how incoming documents are handled

in Extractional.

Different states
State Meaning Responsible for the action
Reveived Document just entered teh system and Email automation or user
no verification have been done to it inserting a new document
Document has been verified by the Typically the project manager
respective responsible
Document has been sent for payment Project manager or
department responsible
Paid Document has been been payed Accounting department
Rejected Invoice has been refused internally all the above

Specific functionalities about incoming documents
Sending an invoice back to the provider

Extractional provides a feature allowing users to easily send an invoice back to the respective

provider when the invoice is not accepted by the company.
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Warning

This feature only works when the Smtp configuration has been correctly set. You can find more

information in the following section

How to send an email back to the supplier

In order to trigger this action for a specific validation, you will select it in the context for the

respective validation:

ased By Responsible

Link User

Show Email

Download PDF

Delete Document

After triggering the action, a pop-up page will be visible in your system where a template email
message will be generated. You will be able to change whatever you would need to and, once you

are ready to send the message, you simply need to click on the Send button.

Once the document has been sent to the supplier back, the invoice state will be set back to

rejected.
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Typical workflow

On the following page, you may find typical workflows that have been used by our customers with
incoming documents. These should help you organizational wise on how to take the most
advantage of the system, but should not be referred as rules within the system.

Invoice lifecycle for Supplier Documents
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Main functionalities

Version: v2.0

Main Functionalities Overview
Creating a new validation

In this part, we will explain how a validation can be created. Additionally, we highly recommend
having a dedicated e-mail directly connected to the system, since this will save your company a

considerate amount of time.
Reading from an e-mail inbox

Automation via email is set on the settings page; if you want more information about this feature,

please click the following link.
Manual insertion

In this part, you shall find a step-by-step guide on how to manually insert a new validation in the

system.

The first step will be to trigger the system to know that you want to add a new validation. This
can be easily done by clicking on the new validation button. This button can be seen on the

bottom left corner of the Validation page.

Once you have clicked the new validation button, you should be presented with a new page that
should look like this:
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The second step will then be to select the file(s) that you want to upload to the system. This can
be easily done by clicking the Browse\. .. button and using your operating system'’s file-selection

dialog to choose the file.

After having chosen the desired file(s) to upload, you can upload the file into the system by
clicking the \"upload\" button. Once you have clicked this button, the system will look something

like this:

sssss

Important

The third and final step will be to verify all the entries in the Data Collection section of the page.

Here we have a few recommendations that you should take into account:

¢ Add any notes that might be helpful for the others in the future.

* Please complete and verify all the respective fields; usually most of the validations that will be
created will automatically have all the values correctly extracted but we always recommend

checking all the fields to possibly filling or correcting some of the values.

Once you have achieved to do all the different steps, save the validation.

@ Note

To save the validation, you will need to click on the "Save values" button, which can be seen in the

bottom left corner of the Data collection window.

Additionally, to go back to the main validation page, you only need to click on the back button

found in the bottom left corner of the page.

© 2025 Extractional - v1.0 — Page 103 of 118


file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Validation/File_uploaded.png
file:///D:/git-repos/Extrational-docs-Manfred/extractional_docs/PdfGenerator/site/img/Screenshots/Validation/File_uploaded.png

Changing the state of teh document
How to release a document step-by-step

In the following paragraphs, you will find a step-by-step guide on how to properly release a

document.

The first step in this process will be to open a new validation that is still not released, if you still
need to create this new validation, please go back to the Creating a new validation
chapter that shows how to create a new validation. In addition, to open an existing validation,

you will need to click on the validation number on the desired validation.

The second and most important step in this process is to verify all the entries in the Data
Collection window. If you wish to change any values in the Data Collection part, you will need to
click on the desired field first and change the value by right-clicking the correct value on the file or

you can also manually type the correct value.

Important

You will only be able to correct the values if the field is set to allow manual changes. For more

information, please consult the Settings page

Once you have finished verifying all the data from the data collection window, you can now decide

to witch state the document shall be set to.

This can be done by clicking on the Release button followed by choosing the desired state.

Supplier Country (-l attar Cadal

L Save & Release DucumerIL

Reject Release
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Outgoing validations

In this section, you will find a more-in-depth explanation on how outgoing documents are handled

in Extractional.

Different states
State Meaning Responsible for the action
Reveived Document just entered teh system and Email automation or user
no verification have been done to it inserting a new document
Document has been verified by the Typically the project manager

respective responsible

Document has been sent to the client Secretary
Paid Invoice has been payed by the client Accounting department
Rejected Invoice has been refused internally or by all the above

the customer

Specific functionalities about incoming documents
Sending an invoice to the customer

Extractional provides a feature allowing users to easily send an invoice to the respective

customer for payment.
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/\ Warning

This feature only works when the Smtp configuration has been correctly set. You can find more

information in the following section

How to send an email to the customer

In order to trigger this action for a specific validation, you will select it in the context for the
respective validation. Alternatively, you also have the option to trigger this action by clicking on

the Send to customer button in the validation preview page.

@ Note

Only verified validations can be sent to customers!!

Typical workflow

On the following page, you may find typical workflows that have been used by our customers with
outgoing documents. These should help you organizational wise on how to take the most

advantage of the system, but should not be referred as rules within the system.

Invoice lifecycle for Client Documents
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Secondary Functionalities and useful Tips

In this section, we will show all the secondary functionalities; these however are as important as

the main ones since these ones will considerably improve your workflow during the day.

Filtering function

Filtering can be helpful when trying to search for a specific document in your system or want to

only treat a subgroup of all validations in your system.

To trigger this filter menu, you need to click on the \"Filter\" text that is visible on the main

Validation page. After having clicked on the Filter button, your system shall look like this:

Now that you have opened the filter menu or can choose what to filter all the criteria as you would
like as well as how the should be combined. You have two options on how to combine the filters,

you can either choose the "and" or the "or" option in the combine filters with box.

Moreover, if you wish to remove all the filters, you can click on the Reset text field that is situated

right next to the Filter text field and all the filters will reset to their default settings.

Changing timetable

One of the secondary systems on this page is also to define the time period of all the documents
you wish to visualize. The tme period defines what documents are shown in the validation table.
Additionally, the date referred in this context is the date regarding the entry of the document in

the system.
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Important

Extractional puts into consideration uses one of two distinctive dates to filter documents:

¢ Invoice date : Invoice date extracted from the device

o Reception date : Day when the invoice entered the system

These can be switched right next to the timetable selection tool:

Show Invoice Date @ Show Reception Date

This time period can be defined by simply clicking the date icon on the top right corner of the

system, and you will be shown the following window to change the dates:

i June 1, 2025 - August 1, 2025

Today £ June 2025 July 2025 >
Yesterday Me Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Last 7 Days 1 2 3 4 5 5
o Last30Days 2 3 4 5 6 7 B8 7 8 9 10 MW 12 13

This Month

9 0 11 12 13 14 15 14 15 16 17 18 19 20
Last Month

6 17 18 19 20 21 22 21 22 23 2 25 26 27
Custom Range

23 24 2% 26 27T 28 29 28 29 30 31 t

30

2025-06-01 - 2025-08-01 | Clear | JENTHY

From here, you will be able to choose a new time period. You have two possibilities on how to
change the time period, the first one is by choosing one of the options that is available on the left
side of the window (example: Last 7 Days ). The other possibility is to define a custom time
period, this can be done by choosing the starting day on the time period and left-click with your
mouse and then choosing the starting day end day of your time period and left-click with your

mouse again.

Once you are satisfied with your time period, you can click on the Apply button in the bottom

right corner of this window.
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Important

Please be aware that the loading time can take some time, especially if there are a lot of files that

need to be loaded into the system.

Usage of search bar
If you would like to quickly find a specific file, you can always take usage of the search bar.
How to use the search bar

To use the search bar, you will need to write some information of the file that you are looking for

in the text box that is next to the Search text field.

Once you have entered some text in the text bar, teh system will perfom a search for all files
contained in the current table. The system will look for elements where it can find the entirity of

the information given.

Important

The only fields that are available for searching are those that have been set to “activated” or
"hidden".

Once you have entered some text in the text bar, the system will look for any file that will

containing some meta-information equal to the one you have just entered.

Please pay attention that the system will only look within all meta-information. In other words, all
the information that can be seen from each in the main validation page.

Exporting Documents

In this part, we will discuss how to export documents in a chosen format.

There are two main ways to export documents, you have the possibility to export a single

document or you can also export the entirety of the current table that is represented.
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Important

Be aware that all documents that you would like to export must be released, and if you choose to
export in CSV or XML format, the format must also be defined in the settings. More information

about exporting formats in the following link (STILL TO DO).

Exporting a single file
To export a single document, you will start by viewing the file that you would like to export.

The exporting section can then be found at the bottom of the data collection window. The section

shall look like this:

Output Typo
Ccsv ~ As File ~
Default ~

In this section of the page, you will be able to define the export format that you would like to

perform and click on the submit button.

Improvement of Workflow

In this part, we will talk about to main points featured in our system that will allow you to improve
your workflows.

Usage of Flags

Our system uses flags allowing us to define the state of a certain validation. All flags have an
associated icon and will be visible in each validation under the supplier box in the document

itself. Here is an example of a validation already with two flags associated with it.
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Show 1p 4 entries

# Supplier

2 Some other company

E s

How to take advantage of flags

Flags allow every user to quickly understand the state of an existing validation. They can also

help you understand if a certain task has already been done in a validation.
Typical flags in the system are:

e Exported
e Paid

e etc.

Quickly execute operations for one document

Our system also provides you with the possibility to easily execute operation to a single
document. This can be done by clicking on the option icon in the respective validation (visualized
with a three points at the right corner of the validation row) and select the desired action that you

would like to do.

Search:

Released By Responsible

®

_Read Only Own i
Link User
Show Email
Return to Sender

Download PDF

Delete Document
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Quickly execute operations for several documents

In addition, our system also has a method implemented allowing to execute general operations to
several documents at the same time. This, again will allow you to improve the efficiency of your

workflow.

To use this feature, you will select all the documents that you would like to review followed by
selecting the operation that you would like to do on button's panel situated at the top of the

validation's table:

’ ) Linkselected ) (" Delete selected |

LS Ay

Open selected \| |{ Export selected

@ Note

If you chose to open several documents at the same time, you will be transferred to the view page
as if it was for only one document, but this time, you will have all the selected files represented on

the top as if they were tabs in a browser.

Extract Data from Document

Preview
Document Zoom @ 0.2% Data Col

-
' Document €

In addition, each tab's color also represents the document's state with the same colors as in the

validations table.

Now you can quickly review all the desired files without needing to always go back to the main

page.
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FAQ

Having issues with the system ?

Not being able to export a template
Please verify that your system does have a in internal identifier for the template. It is required in
order to export a validation.
Validation impossible to visualize
If your validation does not show the visualization icon, it is more likely a problem with the
respective template, please verify the respective template and reload the table afterwards.
Constantly having error prompts in your browser

If you are constantly having error prompts in your browser it is likely that all the operations that you
have overload the server with processes. To solve this issue the best thing to do is to reload the

page and and the system will start fresh with new processes.

Not being able to see all elements of a table

Try to change the zoom of your browser to a lower percentage.
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