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What is EZer

PART A GETTING STARTED - CHAPTER 1
What is EZer

EZer shows you the profit of each project. It keeps your bills and

documents in order and hands clean data on to your accountant.

I 1.1 EZer shows the profit of each project

EZer tracks profit and loss project by project. Every income and cost amount
lives under a project, so you see the profit of each job at once. You do not
recalculate it in a spreadsheet.

The figures come from the documents you make. When you issue a sales
document or upload an expense bill, EZer files the figures under that job’s

project for you.

How it works in three steps

» Record. Write a sales document, or send in a photo of an expense bill,
through LINE or on the web. EZer helps read the bill.

« See the profit. Every amount lands in its own project. You read profit and

loss on the dashboard and on the project page.

 Hand over. When the books are due, you press "Lock" (@n) on the
documents that are ready, and your accountant opens the same data in
EZer. The button only marks and locks the document. It sends no file to

anyone.



What is EZer

I 1.2 What you can do

On the income side

You can issue quotations, invoices, receipts and tax invoices, and credit or debit

notes. Each document continues from the one before it, so you do not retype

the figures.

{‘&TS:T""““ v« © ewfuwdiunu
mwsm @ > Tuudenil
2 >
895 uavuein »~ -
88
tuudvki ©
O Tusend
o diesie oonUAY 1 90 sniAn 0 Viswun 1

QO sl

[ Q Aumisiavilienans visdeanin
[E winina
& tonans 1l anf Tl
[P INV-2569-00001 U3In nuvinin 91
16W.0.69 sonuvulalfisaznsidud - sonuuuuaing
g Tuauesm

B Toudonii 37mAIR
B Twadeduitu
2 Tudwes

@ Tuan/itunil
&, 50 #ldzu

wonarsd

B Aldiwe

= \onanshAunY
% oonlu 50 w3
@ enasumiluiaio

n3itu & n1d

auviy lod
€2e-62cbc605-b659-

2 OCRATANT720 | [ Q Auwienans diade Tusiand... 8K

Y msthaiiu v Y fmundise v Y msds v =] Suitoon Y anfn v
vond13zAns 1) Asurimun 11 mygszu 1l
20,000.00 - drszuin
0.00

Figure 1-1 The invoice turns to paid on its own once you issue the receipt from it.



What is EZer

On the cost side

You record cost bills under expenses (A11%4918). Input VAT and withholding tax
go in the same form, and EZer works out what you actually pay.
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Figure 1-2 Input VAT and withholding tax go in the same form, and EZer works out what you actually

pay.

When the other side gives you no document, EZer helps you prepare a receipt
substitute (Tuunulula$a¥uiiu) or a payment voucher (luddrysuidv) as
evidence of the cost. Use it only when the payment really happened, and keep
the payment slip. A false document is a criminal offence.
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Where to read more
This chapter gives the overview only. The details are in these chapters.
Create your first provider(page 15)
Reading the dashboard figures(page 130)
Splitting a job with your team(page 134)
Expense rules(page 70)

Packages and billing(page 154)

I 1.3 Why every figure belongs to a project

All financial figures in EZer live under a project. That is how you know what each

job earned or lost, instead of seeing one total for the whole business.

I The provider and your contacts

The provider (§l5U3n13) is your business. Under settings (fa#i) it holds identity
only: business name, 13-digit tax ID, registered address, VAT status and logo. It

holds no financial figures.

The contacts (Q'ﬁﬂm'a) menu is one directory of clients and vendors that every
project can use. You do not retype a counterparty’s tax details for each new job.
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Figure 1-3 Enter a contact once and every project can use it.

I 1.4 Documents are how the data gets in

Documents in EZer turn your transactions into figures you can trace back.
Amounts from sales documents, expenses, petty cash and advances (lHuantag
WaziUNATEITIe) and assets (NIWEAW) feed the profit and loss (fls-v1AnL)
report of their own project.

The document register (ngilguLenans) gathers every kind of document in one
place. You search it, check statuses and review the history of each entry there.
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Figure 1-4 On upload EZer asks for the document kind first, so it files the figures in the right place.

I 1.5 EZer and your accountant

EZer is not accounting software and does not file taxes for you. It keeps single-
entry figures so you can judge each project. It is not double-entry bookkeeping
and not a statutory ledger. Its job is to organise your data and hand it on. Your
accountant still keeps the books and files the returns.

The owner and the accountant can work on the same records. Each sees and
edits what their role allows, and EZer keeps a history of every edit to a
document.
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[]Caution

A document you press "Lock" (5@n) on is locked. When you close a month,
EZer locks that month’s records at once. To edit one, a person with the
right permission must unlock it first. Every edit is recorded. Tell your

accountant each time you change data that was already locked.
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Learn EZer with your Al assistant

PART A GETTING STARTED - CHAPTER 2
Learn EZer with your Al assistant

Copy one short prompt into the Al assistant you already use, and let it

teach you EZer from this manual, one step at a time.

I 2.1 How it works

This manual has a version an Al assistant can read directly. You do not have to
copy the whole manual: give the assistant a link, and it reads it and teaches you.

1. Copy the prompt in the box below.

2. Paste it into the Al assistant you use, such as ChatGPT, Claude or Gemini.

The assistant must be able to open links from the web.

3. Tell the assistant in plain words what you want to do in EZer today, such as
issuing a quotation (lutauas1A1) or recording an expense, and follow it step

by step.

11
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I 2.2 The prompt to copy

Copy the whole box. You do not need to change anything.

12



Learn EZer with your Al assistant

You are my teaching assistant for EZer, a document and
expense management system for freelancers and small

businesses in Thailand.

Before every answer, read the full manual at this link:

https://hbg-ezerweb.app/en/manual/llms-full.txt

Rules:

- Teach only from the manual. Never guess a button name,
menu name or step that the manual does not describe.

- If the manual does not cover what | ask, say plainly that it
does not.

- Use button and menu names exactly as the manual writes
them.

- For tax and legal questions, say only what the manual says,
and suggest an accountant for a specific case.

- Teach one step at a time, and wait until | have finished it
before the next.

- If you have EZer tools connected (MCP), you may read my data

with them, but ask me before you create, edit or send anything.

Start by asking me what | want to do in EZer today.

13



Learn EZer with your Al assistant

I 2.3 Good to know

Unless you have connected MCP, the assistant reads only the manual. It
cannot see your screen or the data in your EZer. If you get stuck, type

what YOu see on your screen.

An Al assistant can misunderstand or get details wrong. Always check
against your real screen, especially for issuing documents and anything

about tax.

Avoid sending customer details, tax IDs or real documents to the assistant

unless you must. Teaching does not need them.

Want the assistant to work inside EZer too: connect your Al assistant to EZer
(page 184)

14



Create your first provider

PART A GETTING STARTED - CHAPTER 3
Create your first provider

A provider is the business identity printed on the header of every
document. This chapter takes you from an empty account to your first

one.

I 3.1 What a provider is

A provider is the identity of your business, your shop, or yourself that appears
on the header of every document, including a quotation (lutaueasian), an
invoice dULLR’lﬂ‘mﬁ), and a receipt (uiaSa5uidu). This level stores only business
identity details such as names, addresses, and tax numbers, with no financial
figures attached. You can set up more than one provider under a single account

if you run multiple businesses.

You create a provider before anything else because Ezer attaches every project
and document to the business that owns the work. Until at least one exists, the

app sends you back to the provider list each time.

I 3.2 Your account is activated first

During this preview period Ezer runs on limited access, so a newly registered
account cannot create a provider straight away. If you open the provider list and
see that your account is awaiting activation, it is queued. Press maﬁ]aausﬂﬂ%ﬂ
to check the current status.

Waiting does not stop you working. If a colleague shares their provider with you,
you can enter it and work on what you have been given access to, without

waiting for your own activation.

15



Create your first provider

I 3.3 What you fill in

Once your account is activated, open the provider list and press ﬂ%”mﬂﬁu’%ms
to start entering your business details.
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Figure 3-1 The provider list of an account with no providers yet — this is the button to press.

Three steps
1. Open the provider list and press a%'w@‘lﬁu%ms.

2. Fillin the %apﬂﬁu?ms exactly as registered with the Revenue Department.
This is the only mandatory field — the save button stays disabled until you
do.
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Create your first provider

3. Press a%'w{qflﬁ'u%ms at the foot of the form. That is enough to start

working.

If you do not have your paperwork to hand, enter the name, save, and
come back for the rest when you are about to print a real bill. You can

change all of it later under settings — it is the same form.

The remaining fields, whenever you are ready

Field Fill it in when

a

wvUsedmididenn®  Before you issue a real bill — it appears on the document.

U

ﬁagiaﬂmmﬁﬂu Before you issue a real bill; it prints on your receipts and
invoices.
Jszan If you are not an individual. Choosing another type adds a

& field; 00000 is a head office.

ﬁ]ﬂVIzLﬁﬂumﬁgaﬁh If your business is registered for VAT.
TEY

%ammé’aﬂqw . 17;68 Only if you issue documents in English. Leave blank and the

k1

AW1DINY Thai values are used.

17



Create your first provider
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Figure 3-2 The registered address opens in its own box: paste the address as one block and Ezer
splits it into fields for you to check.

The app shows naming guidance for whichever type you pick. For YAAagssun1
give your full name with the title as it appears on your ID card or your 2.\.20.
For U3® use the full name on your company affidavit, including the words
US¥ and 9110, For #91iudau and yaiis use the full registered form of the
name.
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Create your first project and your contacts

PART A GETTING STARTED - CHAPTER 4

Create your first project and your
contacts

‘ Set up the first project for your work, and add the contacts every project

can use, before you issue documents.

I 4.1 What a project is

Your provider is ready. Next you create a project. A project holds the
documents, costs and profit of one job in one place. Every document lives under
a project, so you cannot issue a quotation or record an expense until a project

exists.

A project needs only a name. Name it after the job or the client. You do not
enter a client, dates or a budget. You also do not set the project’s stage. EZer

works it out from the documents issued in the project.

see section 13.1 Project stages(page 129)
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Create your first project and your contacts

I 4.2 Create the first project

The main administrator (Q’@JLLaﬂﬁﬂ) and the manager can create projects. If your
role cannot, you do not see the create button, and the document form tells you

to ask an administrator to create a project first.

G If you have no project at all yet, open a new invoice. The form says every
document must live under a project, and the Uuiinuagaantenadls button
stays disabled.
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Create your first project and your contacts

Press @5191Ustanausn and type the @alustana, for example the client’s
or the job’s name.
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Create your first project and your contacts

e Press Uu#in in this window.

~ You should see The form picks the new project for you, and the Uu#in
uagaantonans button works.
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The usual way is the TUstane menu with TUstanalus. The way through the
document form above appears only while you have no project at all. The create

window is the same kind. To rename a project later, use wWasudoe.

[]Caution

Archive a project you no longer use with LAULINAAY. EZer hides it from
lists and pickers, and you can restore it. aUa195 is refused when the
project holds an issued or cancelled document, an expense, an asset, a

withholding-tax certificate or a loan account.
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Create your first project and your contacts

I 4.3 What a contact is

The éﬁﬂﬁ'a menu keeps customers and vendors in one place. You enter a
contact once and every project of the provider can use it. There is no customer-
or-vendor switch. The role comes from use: on a quotation the contact is a

customer, on an expense it is a vendor.

In a sales document form, the a%"]agﬂﬁ'ﬂmi button creates the same kind of
contact. It is not a separate list.

The manager, the document clerk, sales and purchasing/accounts can create
and edit contacts, and no package is needed.

I 4.4 Add a contact

G Open the {Anfa menu and press WARFAB 1.
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6 Choose the U‘S“’Lﬂ‘l/lwﬁﬂﬁa (domestic or foreign) and the Usstnn
uﬂ‘unﬂa fill the °lia the lﬁ‘llﬂiuﬂ'lﬁ’)ﬂlﬂﬂﬂ"lﬂ' and the @121, then press
‘Uu‘VIﬂ.

| - You should see The new contact appears in the list.
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Create your first project and your contacts

e Click the contact’s name to see the details. From there you can press
I,Lf’ﬂ?l, or press A514919n415, which takes you to pick a project first.
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Choose the type that matches the person

The form starts as ﬁﬁqanﬂwa (a Thai company). If the contact is a person,
change it yourself. The type decides the withholding-tax rate EZer offers when
you pay them, so choose the one that matches their legal identity. There are six
choices.

- yarasssua (Ine): a Thai individual.

- fifiyaAalne: a Thai company or other juristic person.
« ¥i2897U55: a government body.

- UAyYAAAR19YIA: a foreign company.

- YAAaFN9YIA: a foreign individual.

- ¥ail5 / au1AY: a foundation or an association.
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Create your first project and your contacts

EZer shows a gentle warning when the name or tax ID does not look like the
chosen type, for example a number that starts with 0 belongs to a company. It is
only a warning, and the choice stays yours. The withholding-tax rate rules are
not in this manual.

Tax ID, branch and DBD data

« A contact is one tax ID plus one branch. If the number and branch match an
existing contact, EZer refuses to save. A blank branch means the head office
(00000). Another branch is a separate contact. Contacts with no tax ID may

repeat. A Thai 13-digit number with a wrong check digit is refused.

« To use data from the Department of Business Development (DBD), fill the
La%ﬂszé’ﬂﬁaétﬁﬂmﬁ first, then click out of the field. For a valid company
number, EZer offers wuiagau%ﬁ'mﬁ— AdnRelY. It offers this only while
the name and address are still empty. Check the data in the window that
opens before you use it. The data is the head office’s, has no postcode, and

can be out of date.

« Choose foreign as the ﬂszm‘mé’ﬁﬂeia and you may leave the Thai tax ID

blank. For a foreign individual, a passport number field appears.

To add many contacts at once, use the 141 button on the contacts page. EZer
gives a template and previews each row before importing.
I 4.5 Change a contact later

Editing a contact does not change documents already issued. Such a document
still prints the old address. But if you open an issued document that is not yet

locked and save it, it takes the contact’s latest details. The form warns you first
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Create your first project and your contacts

that the contact has changed. A document that is locked, or in a closed month,

cannot be changed.

0 After you change a contact’s address, an already issued document still

shows the old address.
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Create your first project and your contacts

Q Open that document to edit it. The form warns that the contact has

changed.

o milomuay
Tsion vaT
i

g3 umvuin

O Tusiond

2, dinsie

@© vsgAnsldou
B winine

& fi
wonmv

& Twauonm
B Tuudoni

B Tuaeduiiu
& Tudswas

B Tvanitanil
&, 50w ilésu
tonaido

B sldiw

23 ionasiauny
% oenlu50m3
© enasumiluiate

nsitu&mid

a

avvw o
e2e-ebdea1b0-cba7-4.

© enduusudimnud £ 0CRIATANT20 | | Q Auwwenans dinse Tusiond...

K

v Fuitoonionans (w.n.)

( TNV-2569-00001

dodonars - SUiandnludd | Tne gy |

® doushote

) (1611172569

ki

[ w39 nurigun i

xv|B 2 ¢

wsAn (u) © doameFudrseiiu

( | | iéenvnysuiiu @) v

Usaon

B

) gl ©

i/
gnraAsuudn
semsdud/uing + wimenn
ey
oonuuulaliiuazadui =0
waniun
Twazidon (on Shifes Enter wioduuiaty)
Sy mmomhy
1 o 15,000
#uan me
0 (8 %| twnwiie v

28

o3
Tuudawii
i)

we2ses00001
-




Create your first project and your contacts

e After you save, the document carries the new address.
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Duplicates, retiring and deleting

« EZer has no merge button for contacts. If you have a duplicate, archive one
with 1uLgIAd.

- lAULYI1ASY hides the contact from lists and pickers, can be undone with f:]'

AY, and leaves issued documents untouched.

* @UA175 is refused if a sales document or an advance entry uses the

contact. Archive it instead.

I 4.6 What next

With a project and a contact, you can issue your first sales document.

Issue your first sales document(page 30)
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Issue your first sales document

PART B DAILY WORK - CHAPTER 5
Issue your first sales document

Write a quotation, turn it into an invoice, issue a receipt when you are

paid, and send it to your customer, one step at a time.

I 5.1 Before you start

Every sales document lives under a project, and your provider (your business)
must already exist. If it does not, follow the chapter on creating your first
provider first.

Create your first provider(page 15)

If you have no project yet, the document form has a as19lusianAusn button
(only for people who may create projects). You can pick or create the customer
in the same form.

The sales documents (t8n@15918) menu sits in the sidebar. It holds quotations
(lurgueas1a), invoices (luudanil) and receipts (luia$a5uiku). The tax invoice
(luAAunn) appears there only when your business is VAT-registered.

The manager, sales and the document clerk can issue sales documents.
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Issue your first sales document

I 5.2 Step 1: write a quotation

A quotation tells the customer what you will do and for how much. It is not yet a

debt. If you sell and bill straight away, you can skip to the invoice in step 2.

G Open sales documents > quotations (lutgues1an) and press Tutauasian
Tuasl. If the list is empty, press @$19lutauasiarluusn.
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Issue your first sales document

6 In the tanans sl form, pick the gnﬁ"l (and the project, if the form asks
for one). A customer is required before you can issue. If you have none
yet, open the Qnﬁ"l field and choose a%"]agﬂﬁ"ﬂmi at the top of its list.
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Issue your first sales document

e Check the customer’s name and address. If they are wrong, press LLf‘ﬂ‘ll&jI:
AR and fix them before you issue.
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Issue your first sales document

° Under $18n158UA/U3A15, press LUSI8A1S and fill 519015, 91494,
#1728 and 51AM@KUIY. EZer adds up the total.

- You should see For a business that is not VAT-registered, the total

equals the subtotal. There is no VAT.
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Issue your first sales document

° Press Uuiinuagaantandns.

- You should see The quotation gets a number such as QT-2569-00001,
and its detail page opens.
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Where the document number comes from

A number reads type, Buddhist-era year, then a five-digit count, for example
QT-2569-00001 and INV-2569-00001. EZer assigns it when you issue, so a draft
has no number yet. The count restarts each calendar year. It runs across the
whole business, not per project. If you cancel a document, its number is kept
and never reused.

To keep a document for later, open the arrow beside the button and choose
Uuiinatusa4. You can edit and delete a draft that never had a number. A draft
pulled back from issued keeps its number and cannot be deleted.
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Issue your first sales document

Due dates and how long a price holds

A quotation has 8us1@1 (), which works out 1% 1ag4. An invoice has 1asin
(), which works out AM%uUALISE, or you can pick the due date yourself. EZer
refuses a due date earlier than the issue date. Write other text in id@Le),
which prints on the document. duiinaeTu never prints.

If you are VAT-registered, the tax invoice and VAT have their own rules. See the

chapter on receipt rules.

Receipt rules(page 45)

Typing a price that includes VAT

A VAT-registered business can type prices nau VAT (before VAT) or 521 VAT
(VAT included) at the top of the item table. With 59s VAT, type the price the
customer really pays. The document total is exactly what you typed: type
7,000,000 and the total is 7,000,000.00. EZer takes the VAT out of that price by
the Revenue Department method: VAT = price x 7 + 107, rounded to the satang

once. What is left is the amount before VAT.

A baht discount on a line, and a fixed discount on the whole document when
every line is VAT-included, count VAT-included like the price. A discount of 10.70
baht off a price of 107.00 lowers the total by exactly 10.70. The document
prints the discount as an amount before VAT (10.00 baht), so the figures on the
page add up. Use the discount field only for a discount given at once. Do not use
it for a conditional or a later discount, because those do not lower the VAT base.

Because VAT is rounded once from the VAT-included price, about 6 prices in 100
show a VAT that differs by 1 satang from 7% of the amount before VAT.

Documents you already issued do not change.
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Issue your first sales document

+ Tip

The viiATeavaned1gnA1nau3u button in a quotation’s : menu is only
a reminder for you. It does not print on the document and it does not
unlock or block any other step.

I 5.3 Step 2: issue an invoice

An invoice bills the agreed work and carries a due date. Once the customer
accepts the quotation, create the invoice from it.

G Open the issued quotation and press @519lundeniianluil.

- You should see You get a draft invoice. The customer and the lines are

copied over, and an 8148491 line shows which quotation it came from.
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Issue your first sales document

6 Change lines or prices if you need to, set the credit days or the due date,
then press Uuiinuazaantanans.

- You should see The invoice gets a number such as INV-2569-00001 and
a §elaigse tag.
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What to know about converting
« Converting copies the customer and lines into an editable draft. A later edit

to the quotation does not change the invoice.

» The quotation is not cancelled and keeps its number, but once an issued
invoice refers to it, its amount fields cannot be edited. One quotation can

have several invoices, for example when you bill in instalments.

« If a draft invoice from this quotation already exists, EZer asks whether to

open it or make a new one.
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Issue your first sales document

« You can skip the quotation. Press Tuudsniiluai in the invoice list and fill
the form as in step 1, or press as19anlutauasia to pick a quotation

from a list.

[]Caution
VAT-registered businesses: if you tick aantuluAiunn@ on an invoice,
the output VAT falls due from the issue date even though you have not

been paid. EZer warns you first.
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Issue your first sales document

I 5.4 Step 3: issue a receipt when you are paid

A receipt proves you have been paid, and it is where EZer records the payment

against an invoice. An invoice has no "paid" button for you to tick.

0 Open the invoice and press as19luiaia.

- You should see You get a draft receipt that copies the invoice’s lines

and its full amount.
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6 Check the amount, then press Uufinuagaantenans.

Issue your first sales document

- You should see The receipt gets a number such as RC-2569-00001, and

the invoice turns ¥151a7 on its own.
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A receipt made from an invoice starts with the full amount. If the customer pays

only part, change the price of the lines on the draft receipt to the amount

received before you issue it. The invoice then shows %152U19d91 with a balance

left. EZer refuses a receipt larger than the outstanding balance.

EZer works out the paid status from receipts that are issued and not cancelled.

A draft receipt does not count. lUAMUAEITE shows once the due date has

passed and money is still owed. Due today is not yet overdue.

EZer does not check that the money reached your account. The receipt is your

own statement, so issue it only once you have been paid.
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Issue your first sales document

I 5.5 Send the document to your customer

Issuing a document does not deliver it. EZer gives you two ways to get it to the

customer.

+ Download the PDF. Press @ PDF on the document page, choose Thai,
English or bilingual, and send the file through whatever channel you already

use.

« Send an email from EZer. Press ehﬁmaiﬁgnﬁ"l. EZer attaches the PDF and
adds links that work for 30 days. The button works once the document is
issued and has a customer. Only the manager and sales can use it. If an

admin has not bound the business mailbox, the send window says so.

G Check the recipient and the wording EZer wrote for you, then press @4
awa.

- You should see An email that has left EZer cannot be recalled, so check
the address first.
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Issue your first sales document

The A15@418n@15 card on the document page records where the document
went. It does not confirm that the recipient received it.

[]Caution

The antana1sil button does not send the document to the customer. It
locks the document at once. See the next section.

I 5.6 Edit an issued document, and when it locks

An issued document stays editable under the same number. Press unlv. The
main button now reads U, which saves over the old version and does not
issue again. If you issued by mistake, use Aanautdiusne to return it to a draft
that keeps its number. This works until it is locked and while no issued
document refers to it, such as a receipt of the invoice or an invoice of the
quotation.

You can edit until the document locks. Two things lock it: pressing ?iamanmsﬁ'
on that document (the manager and the auditor only; other roles may see the
button but EZer refuses them; quotations have no such button), or closing the
month, which locks every record of that month at once.

One more partial lock: once an issued receipt refers to an invoice (even a part
payment), the fields about amounts cannot change, but the item names and
details still can.
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Issue your first sales document

[]Caution

A locked document cannot be edited. If an amount is wrong, issue a credit
or debit note instead. If you really must change the document, the
manager or the auditor can press dandan, and the document stays
editable until it is locked again. Every edit is recorded, and you should tell

your accountant.

If you no longer want a document and it is not yet locked, use gntanLanans. A
cancelled invoice cannot get a new receipt, and if a receipt is already issued,
deal with that receipt first. Its number is kept and never reused. If you must

issue it again, EZer gives a new number.
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Receipt rules

PART B DAILY WORK - CHAPTER 6
Receipt rules

A receipt that is also a tax invoice, how a full one differs from an

abbreviated one, and recording the gap in a payment.

I 6.1 A receipt that is a tax invoice

Tick "issue as a tax invoice" on a receipt. Which kind of tax invoice you get
depends on whether the receipt names a customer.

A customer is named: a full tax invoice under section 86/4, which needs the

buyer's 13-digit tax ID. It uses the RC number series.

» No customer is named: an abbreviated tax invoice under section 86/6,

which needs no buyer name or tax ID. It uses its own ATl number series.

« The buyer has no tax ID, or does not need a full one: choose "None (cash
sale)" and tick, for an abbreviated one. If the buyer needs a full one, choose

the customer first.

Once numbered, the number says which document it is. Ticking or
unticking, or naming or removing the customer, would swap the
document, and the number cannot follow. A full one may name a
different customer but cannot drop the customer. An abbreviated one
cannot name a customer. Correct it with a credit or debit note instead.
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Receipt rules

6.2 A buyer with an abbreviated tax invoice asks for a
full one

The steps depend on where the abbreviated tax invoice came from. The
document page says which steps apply.

» From an online cash sale: open its menu, choose "Issue a full tax invoice
instead" and pick the buyer. EZer cancels the abbreviated one and issues a

full one with the same amount and date.

« One you issued yourself: cancel it, duplicate it, pick the buyer, tick "issue as

a tax invoice" and issue it. The duplicate keeps the original date. Keep that
date.

» One sent to the accounting office: unlock it first, then follow the steps
above.

« A closed month: you cannot do this in the app. A person who keeps the
books must decide.

Cancelling an abbreviated tax invoice and issuing a full one is our reading
of Revenue Department practice. A tax expert has not confirmed it, and
this includes the date on the full one. The buyer may also keep the
abbreviated one.
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I 6.3 VAT 0% for a foreign client

Revenue Code section 80/1 zero-rates exported goods, and services done in
Thailand but used abroad.

When the contact is a foreign company or a foreigner and a line charges 7%
VAT, the editor asks you to check. EZer does not change the rate for you,
because not every foreign client qualifies.

 Goods that really leave Thailand: set that line to VAT 0%. Goods delivered

in Thailand keep 7% VAT, even for a foreign company.
« A service the client uses abroad: set that line to VAT 0%.

« A service used in Thailand, such as work for the client's Thai branch: keep

7% VAT, even for a foreign company.

A wrong 0% leaves output VAT short. A wrong 7% makes the client pay
VAT it does not owe. If you are not sure, ask your accountant.

I 6.4 Payment adjustments
Records the gap between the receipt and what reaches the bank, such as a
transfer fee or rounding. Pick a direction for each row.

« "Deduct™: money that left. It books as other expense.

« "Add": money that arrived. It books as other income.

Both reach the Project's profit. Neither changes the total, VAT or withholding

tax.

aT



Record an expense by LINE or by upload

PART B DAILY WORK - CHAPTER 7

Record an expense by LINE or by
upload

Send a photo of a bill by LINE or upload it on the web, let EZer help read
it, then check it and save it as a cost of the project.

I 7.1 Two ways in, and what to remember

You can send a bill into EZer two ways: send a photo or file by LINE, or upload it
on the web from the expenses (GRISERE)) page. Both do the same thing first.
They store the file and let EZer help read the bill.

[]Caution

A file you send in is not yet an expense. It becomes one when you check it
and press JuiinA 19918 on the form. The project’s profit changes then,
not when you send the file. The LINE message "Juiinlwauaa" means only
that the file is stored.

EZer helps read the bill and does not decide for you. It can read wrongly, so
always compare the form with the real bill. EZer does not pick the project from
what the bill says. The project comes from the LINE group you linked, from your

choice, or from your choice on the form.

Uploading and saving expenses needs a role that works on documents and a
package that is in use. A linked LINE group still stores files, but EZer does not
read them until the business is activated and has credits. For packages and
credits, see the chapter on packages and billing.

see section 17.10 Packages and billing(page 177)
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I 7.2 Link your LINE

There are two kinds. The first links your own LINE account, so you send bills in a
one-to-one chat with the EZer LINE OA. The second links a LINE group to a

project, so anyone in the group can send bills, even without an EZer account.

I Link your own account

On your account page, open the LINE tab and press Qﬂﬁ’sy% LINE. Add
the EZer LINE OA as a friend, then send the code you see as a message in

the one-to-one chat.

| - You should see The code works once and expires in 15 minutes.

« EZer < + ahuglivims
4 MW . o .
2e-3dbcada3-780c-4. UsyBuavdu
Joyadoudavovaulusuy
douasBiun  mwdu  LINE  weuilldsuoyanm  misidousio Gemini Enterprise  Ununudiidh
LINE

yAURyS LINE vovanu WiadvsunSalwalonansinuwaideany EZer LINE OA udoiRiAudUstonduavaau

1. vilu EZer LINE OA furitoululand

EIGREE " O oo onmiaiiniaf
O
¢ oaitoululmd
= viofunlof @ezer-dev-oa lulad

2. dsviaihifudomuluueaiauaiy EZer LINE OA TldnTaiiu uaswunory 16 w.u. 69 18:36

TM983XWF adrmitalind
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Wait a moment. The page shows that your LINE is linked.

< + ahagliuima

Ueytuovdu

Joyadoudovovarulussuy

douardiua  awdu  LINE  uovitldfueywin  nisitlousio GeminiEnterprise  Uns

LINE

Uy LINE vovne

i s wsiduwaidany EZer LINE OA udotRiAudnl:

iy LINE snsmum ui

@ yniyLINEDY | smidinnagniiyd LINE
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Record an expense by LINE or by upload

I Link a LINE group to a project

0 On the project page, open the LINE tab and press unsiousiala.

a ﬂg?g:;"““ < S R — ey neniduan £ OCRWIANT20 || Q Aumnenans insie Tusiond,

s @ > Twond > swiuusud$rumun

g8 unvuoin = o L

- vausuusuasunuw 2 wiwudo
© Wsiond o gini —

2 oo

© vsemion yasisiani sldenm fnlsmanan nasiituan 2 wonfidililiiudn:

B i B0.00 B0.00 B0.00 B0.00

& dain

wonmse wnars  ddldde Aueu LINE

g Tumonm

anngilaviidn ]

B Tudud + wundousiolant

B TuaSoiudu
2 Tvdwes

B Tuan/dunil
& 509 ilésu

tonmsdo

B dldw

2 enmsitauny
% oenlus0mi
@ wnmsumiuiato

ity &md

o avvwlod
©20-011cda8t-0a6a-4.
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a Invite the EZer LINE OA into the LINE group, then paste the code as a

Record an expense by LINE or by upload

message in the group.

- You should see The code works once and expires in 60 minutes. Never

post your personal link code in a group.

o tedlomuay
Tsion vaT

99 uevusin

© TWsiand

2 daeio

@© vsgdnsldou
B whnino

& fi
wonmne

& Twauonm
B Tuudwil

B Tuaesuiiu
&2 ludwes

B Tvansitail
&, 50w ilédu
tonaido

B sl

23 onmsiiauny
% oonlu 50 w3
© enmsumiluisie

nsidu &l

auvwlod
©2e-011cda8t-0a6a-4.

© enfuusiiunu aiiaTuy inasidue £ OCRWIANT20 | [ Q Aumienans diinsie Tusiond.

@ > Waend > awifuusudimnium

viusuusuasunauw

®godnlmi —
yosiiluand sionn flamanal naniiduan
80.00 80.00 80.00

onans  dilddw  duew LINE

1. vty EZer LINE OA uritoululast

EGREE " Rt vionaiudunods
e
2 viniveululand
= Wiohuwilo @ezer-dev-oa tuland

2.\8ry EZer LINE OA iindailatiunanns

3. wgsiailutomilungu ldldnTaier uazunony 16 we. 69 19:21

85UQRNV7 adramialn
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e The project page shows the group as linked.

- You should see One project links to one group, and one group links to

one project.

- Frokmisad < © enduumdimmun gy inoniduan = ocRwAN720 | [ Q Auwnenms gnsia Tusind sx

s @ > Tusend > snifuusudiuniu

29 uavusin - I3y L S
viusuusuasuauw 7 wiio

© Tsiond o g —

2 dnrio

© vsAmion yasnTUaand ildsenn filamannnsnl inoiduan 2

B wne B0.00 80.00 80.00

& fi

tonmsww onans  Ailddw  duew  LINE

& Tumonm
72 nifunda fadfuusudimmun uia

B Tuudwmii

B Tuafiutu v iduusdiunu P—
. ynlag auvie o o 16 wu. 69 18:21

2 Tdwes N

B T/l
&, 50w il

tonaido

B sl

[ERew——
% eenlus50wi

© onmsumiluiate
nsitu&md

- avve o
2e-011cd48-0a6a-4,

I 7.3 Send a bill by LINE

Send a photo or a PDF into the chat. EZer accepts JPEG, PNG, WebP and PDF
files up to 20 MB. If you send several photos at once, the bot asks once whether

to merge them into one document or keep them apart.

What the bot replies
- GuiinlWauaa with a link, iunduduanlgsngl@i. The link opens the

scanned document page, not the expense form.

« If you send the same file again, the bot says the file already exists and links

to the first copy.
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« If EZer cannot read the file yet, for example when credits run out, the bot
says why. The file is still stored, and you can fill in the expense yourself from
it.

Which project the file goes to

« In a linked group, the file goes to the project linked to that group. The

sender needs no EZer account.

« In a one-to-one chat, you must have linked your account, be allowed to
edit the business’s data, and be able to see that project’s expenses. If you
have several projects, the bot sends a card to choose from. It remembers
your choice until the chat has been silent for one hour, and files later

photos in that period to the same project without asking.

[]Caution

LINE only brings files in. EZer does not create, edit or confirm an expense
in the chat, and there is no command to type an expense in. You check
and save on the web. In a multi-person room the bot does not answer and
stores nothing. A LINE group that is not linked yet is told, once a day, that
the file was not stored. Link the group to a project first. A slip from a
customer paying you is not an expense, so do not send it as a bill.
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I 7.4 Upload on the web

Use this when the bill is already on your computer. Open the Aldsne page and
follow these steps. The pictures use a sample file whose reading is replayed.
Your own file may read differently.

On the expenses page, press dulnantanans. If the list is empty, press
duTuanlutasalviszuudnu.

) e
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G In the upload window, choose the project under aulnandnlusiang,
then the kind under lanansiiasazls: Tuladauidu, TusAuans, Tuuda
wf': or d9lsiusila. Pick the kind first, because the drop area stays inactive
until you do. Then drop the file or click to choose it.

- You should see This window takes one file at a time. For many files,

upload on the scanned documents page.

dulkaaonans

SulnamdTusiond

(e

sdonlusiond wiaudouitu "dslsida" udsiondaiiviald

2
ronmsiioorls

Toiosuiu v lusdond | Sdliuile
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e EZer takes you to the @$19A114918a1n18na5 form and starts reading

the document.

- You should see The form fills itself when the reading ends. You do not
refresh the page. If EZer cannot read the file, the form says why and you fill

it in yourself.
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° Compare every field with the real bill, especially the vendor, document
number, date, amounts, VAT and withholding tax. Choose the project and
the category yourself.

o medlomua . © enurmdfnm - ocrunan720 | (Q uwnenans dnsio Tusiond. sk
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a Press Uuinanlgang.

- You should see You get an expense tied to its source file, and the
project’s profit changes from now on.
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What EZer fills in and what it leaves

EZer fills in:
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« the lines (one per printed row), the vendor’s name and tax ID, the

document number, withholding tax per line, input VAT (if the business is

VAT-registered; if not, EZer folds the VAT into the cost), the date and the

currency.

« If a transfer slip is in the same file, it also fills in the paid date and the

payment channel.
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EZer leaves these to you:

- whether it is an asset, non-deductible costs (5183718A89%13), the
withholding condition, the input VAT type and evidence, and the project.
OCR does not read the category, but the form may suggest or fill one from

the vendor’s history. Always check it.

« EZer never overwrites what you typed. If the reading ends later, a ‘l%"fl‘aga

10 OCR button lets you apply it yourself.

If the bill’s lines do not add up to the printed total, EZer uses the total as one
line and tells you. To itemise, fill in the lines yourself. An invoice is normally not
yet a cost, so record the expense when you have the receipt or tax invoice.

Atss

1UU.UU 1HB

370 VAT ud1 107.00 THB — THifeuiunauu
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(*) wonueasems
vondrszand 104.00 THB
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[ﬁuﬁmﬁmﬁu

mi (LivAv)

vat do Sasiin o fidne

[7.00 THB ] (3%

s s 4 o
woAvin o Mid1e woulvmsinn8 ®

(3400 THB ] ((1) vin gy

> mdo & nmidu

Figure 7-1 Input VAT and withholding tax sit in the same form, and EZer works out the net payable.
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Expense rules(page 70)

I 7.5 Files from LINE waiting for your check

Files sent by LINE wait under the tanansfawnu menu, and the link the bot
sends brings you here. A file with no declared kind starts as dalsins29. EZer
guesses the kind, and you look at the image and confirm it yourself.

0 Open the renansiawnu menu and find the unchecked file.
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Q Open the file and look at the image on the left.
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See the kind EZer guessed. If it is wrong, choose the right kind, then press
gududszianienans.
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° Press the OCR button in the page header to open 578ag1dam OCR and
see what EZer read.

~ You should see Then press @319A11491891n18n#51 to open the same
form as in the upload steps above.
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When you press a%'qwh’h’fahamnmnmsﬁ, if the document was already saved,
EZer warns you to save again only if the file holds several bills. If it is already
attached to an expense, EZer warns that the amount would be counted twice.
When you save, if an expense with the same vendor, document number and
amount exists, EZer warns maﬁ'uﬁn‘z’f']. The warning only advises. Press Uuiin
folu if it really is a different bill.
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I 7.6 A bill is missing or incomplete

The expense detail page warns when no payment proof is attached. Attach the
slip with the wuWutan@1s button. If the source file is already a receipt, the

warning softens, because a receipt is its own proof of payment.

G On the expense list, open the annugtanans filter and choose tonas lai
AU.
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Record an expense by LINE or by upload

6 The list shows only the expenses that still have no receipt or tax invoice.

- You should see Lan&@15ATU means a receipt or a tax invoice is on file. A

transfer slip alone does not count.
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If the vendor gives no receipt, EZer helps you prepare a payment voucher
(udnArySuiRu) or a receipt substitute (Tuunuluiadaduiiu). Use it only when
the payment really happened. The 2,000 baht line that EZer warns at is EZer’s

own guideline and cites no statute, and it is a warning, not a tax ruling.
I 7.7 Sent the wrong file or want to change something

Delete a wrong file under the t@na1snawnu menu. A file that is locked, or
attached as an expense’s evidence, cannot be deleted until you detach it. It
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moves to the trash and you can restore it within 30 days. After that it is deleted
for good.

G Delete the file and confirm the move to the trash.

dvonarsludvye:

0 "exp lip.png"

30 3 wivondilvidorgnaunas
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Q See the deleted file in the trash.
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Record an expense by LINE or by upload

e Press é’ﬁu. The file returns to the list.

o peomen . R = ocrwmin720 | (Q dunienms fanso TUsiand... e

nw @ > wnasiaunu

oaaIshauau © :

88 uavuoin

Tusiond - e L o L Te Gl o
o SUkaaionansAlENe (0a luiass Tuiiume aaufisilouse) uastu 50 n3 RandAnandiis - aaurianAloulais: tuuurity
2 o waSounu
© vsgmildnu (Q sundaedoing  fAuenmsudn X wv || Yaewowry Y msadinan v
g winno Ay — ’ 3
Folwtd 11 Sulvanilo 1 Uszian anug Tty Tusiondt
& d

expense-slip.png

16m.6.6918:18 - Gilsinae | ocR duwan dilign amusudunum
688 N

wonmv
& Twmonm
B Tuudwil

B lusoiuiu
o ludwas

B Tvanitanil
&, s0v il

tonmsdo

B dildiw

2 wnmsitauny
% oonlus0vi
© wnasumiluiato

nsitu&md

auvw o

B c2e-ded2dBba-Sect-4.

[]Caution

Deleting an expense has no trash. EZer asks you to confirm and then
deletes it for good, though the source file stays. It also deletes any assets
created from its lines. You can edit an expense until you press Aantanans
‘f}’ or close the month. After that the expense is locked until someone with
permission unlocks it.
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PART B DAILY WORK - CHAPTER 8
Expense rules

Non-deductible expenses, assets, and the payee name on a receipt

substitute: what the system does, and what stays your call.

I 8.1 Non-deductible expenses

Tick non-deductible when the Revenue Department will not accept the cost as a
tax deduction, such as a fine or some kinds of entertainment expense.

¢ It still counts as a real business cost as usual. The flag only sets it apart for

your accountant when they work out tax.

= An expense category can set this as a default: picking the category then

ticks it for you, and you can always change it on each expense.

 Changing a category's default later never rewrites an expense already

recorded.

EZer does not judge which expenses qualify. It is your own call. Ask your

accountant when unsure.
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I 8.2 Assets

A thing that lasts beyond one accounting period is an asset. For tax, its cost is
deducted as depreciation, not as one expense (Revenue Code, section 65 ter
(5)).

EZer does not use the price as a test. A cheap thing that lasts for years, such as
a B300 mouse, also goes under an asset category. Ask your accountant when

unsure.

The system decides from each line's category, not from the price or the item
name. You cannot change this per line. If the category is wrong, change the
category of that line. The system refuses the change if the expense is locked, or
if the asset has depreciation in a closed month.

These 5 standard categories are assets from the start. Each useful life is a
policy default (inside the legal ceiling), and you cannot edit it.

Category Useful life
gunsaldiinau 60 months
\AseInnusAe/wediiens 120 months
\readns/nsaile 120 months
ABUNIADS/UNALAR 36 months
dUABLANDIAIT/NUTZUU 240 months

When you record an expense

» When a receipt mixes different things, tick "Itemize", split it into several

lines, and choose a category for each line.

» OCR reads the items on the document. It does not decide which item is an

asset.
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« The system may fill in the category you use most with that vendor. Check
the category before you save. For example, the shop that sold you a

computer may later send a repair bill.

« A line with no category, or with a category that is not an asset, books as one

whole expense.

A category you create can be an asset. Turn on "This is an asset category" and
set a useful life. If you choose a parent category, the subcategory follows the
parent on this, but you still set its useful life. The system does not check your
useful life against the legal ceiling. Ask your accountant when unsure.

After you save

« Every expense line filed under an asset category is recorded as an asset. The
accrual basis writes its cost off as depreciation over its useful life. The cash

basis counts it as an expense in full in the month it is paid.

« The cash basis is a management view, not a tax deduction. The tax

deduction still follows depreciation. Ask your accountant when unsure.
« Each line's write-off schedule is in the asset register.

» When an asset breaks, gets lost or is sold before the end of its life, press
"Stop depreciation" and choose the month it really stopped. The
depreciation not yet taken books as an expense in that month, on its own
line in the accrual profit and loss report: "Remaining value of retired

assets".

e If that month is closed, the amount books in the first open month. If you
undo the stop after the booking month closed, the first open month takes a

negative amount. The total expense of the asset still equals its cost.

« The system calculates no gain or loss on a sale. If you sold the asset, record
the sale money as income yourself. The two lines net to the gain or loss on

the sale. Ask your accountant about the tax deduction.
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» When a line is not an asset, such as a computer repair, file it under a

category that fits better, such as AnauLLYA.

I 8.3 Paid by channel

The expense list shows a summary of the cash actually paid through each
account or card, for whatever the current filters show. It helps you check
against a bank or card statement without filtering one channel at a time and

adding the totals yourself.

= One row for each account or card with money in the filtered set, even an

archived one, then a "Cash" row and an "Unspecified" row.

« Each row adds VAT back and takes withholding tax off, unless you absorb
that tax on the vendor’s behalf, so it can differ from the expense figure

other pages show.

« Click any row to filter the list down to just that channel.

I 8.4 The payee name on a receipt substitute

The payee name is for our own register only. It is not printed on a receipt
substitute, because our own disburser and approver certify that document
instead (Revenue Department manual, March 2016, section 2.1.3).

When the payee cannot be identified, leave the field empty. The document still

issues.
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Accept online payments through a payment gateway

PART B DAILY WORK - CHAPTER 9

Accept online payments through a
payment gateway

Connect your business’s own Stripe, Opn Payments (Omise) or K
Payment Gateway account to EZer, then send your customer a payment
link from an invoice. When the customer pays, EZer issues the receipt for

you. This chapter goes from preparing the key to fixing common

problems.

I 9.1 How it works

A payment gateway is a service that takes payments online, for example by card
or PromptPay. You use your own business’s gateway account, so the money your
customer pays goes straight into your account. EZer does not hold the money
for you.

The whole process has five steps

1. A manager connects the gateway account in Settings. You do this once.
2. 0On an issued invoice, you create a payment link and send it to the customer.

3. The customer opens the link and goes to the gateway’s payment page. The

customer does not need an EZer account.

4. The gateway tells EZer about the payment, and EZer then asks the gateway

for the real status.

5. EZer issues the receipt, and the invoice changes to 915zu&2 (paid).
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Accept online payments through a payment gateway

The customer types card details on the gateway’s page only. EZer never

sees or stores them.

I 9.2 Who can do what

Task Who cando it

Connect, edit, set as The Super Admin (N:@uawﬁﬂ) and managers (éﬁ'ﬂmi), signed
default or remove a in to the app. An API key cannot do this.

gateway

Create or cancel a Anyone who can edit sales documents, such as managers,
payment link document clerks (§5n13519n#13) and sales (fnev1e), and an

API key with write access.

See the status of Anyone who can see issued invoices, including viewers and

payment links auditors.

An API key cannot connect a gateway so that a leaked key cannot send your
business’s money to another account.

A person without access sees a message that only a Super Admin or a

Manager of this company can connect a gateway.

I 9.3 Prepare the Secret Key for each gateway

Before you connect, open the gateway’s dashboard and copy the Secret Key.
The connect dialog has a link to each gateway’s key page. The key must match
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Accept online payments through a payment gateway

the mode you choose: Test mode takes a test key, and Live mode takes a live

key.
Gateway Secret Key it accepts Signing secret
Stripe A restricted key only, starting ~ Starts with whsec_
with rk test_or rk live , with
the Checkout Sessions: Write
permission. An sk_key is
refused.
Opn A Secret Key, starting with A base64 string from

Payments skey test_for Test mode or the Webhooks page of

(Omise) skey_for Live mode. the Omise dashboard.

K Payment A Secret Key, starting with Not needed. The bank

Gateway skey test_for the sandbox or  checks the webhook
(KBank) skey_for live. with this connection’s
Secret Key.

key safe, and do not send it to anyone by chat or email.

before you go live.

76

Amount per
payment

10 to
999,999.99
baht

At least 20
baht

Up to
9,999,999.99
baht

Omise and K Payment Gateway have no restricted key. The Secret Key you

give EZer can do everything in the account, including refunds. Keep this

The Omise and K Payment Gateway connections have been tested against
a simulated gateway only, not against a real account. Try test mode first



Accept online payments through a payment gateway

I 9.4 Connect a gateway

G Go to famn (Settings) and open the iuszjwswaau1au (online payments)
tab. If nothing is connected yet, press \Housio gateway.
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Accept online payments through a payment gateway

Q Choose the gateway, give it a name you will recognise, choose the mode
and paste the Secret Key. If you paste a full-access Stripe key (sk ), it is
refused with a message to use an rk_key. What you typed stays in the
dialog, so you only change the key.

(ouda payment gas~r
duiinnmdousialidnie
Ahiing o

[ Stripe nduon stripe ushudon i_nyuo sk_sild

i oo
F wwud A AN APT keys 3 Sripe

Stripe $uuin

Tuun

[ Test

SecretKey

s Secret Key i Stripe:

Signing secret

[m Signing secret (whsec_.) il

T sripe Tt webhook endpoint éaw URL f dfudioust

checkout.session.* 1714 Signing secret voaiiufiil
Gy
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a For Stripe and Omise, also paste the Signing secret. Then press Uu#in
(Save).

(oudo payment gateway

i

[Slripe

doidon

[ Stripe $munin

Tuun

[ Test

SecretKey

‘@13 Secret Key fl Stripe.

signing secret

T stripe Wifin Webhook endpoint #ae URL § dwiudiaud

checkout.session.* u#1774 Signing secret voslufd
e @

79



Accept online payments through a payment gateway

° EZer tests the key with the gateway before it saves. If the test passes, the
connection shows W3au5ULRU (ready to collect). The first connection
becomes the default.
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(oudo payment gateway

Ahivins

[ Opn Payments (Omise)

dodon

(Omise oy

@413 Secret Key i Opn Payments (Omise)
A 0pn Payments (Omise) lifl Restricted key — Secret Key hingansailéyn

o s g M
odaludind iaonfe

Signing secret
Tuunavuoinues Omise TUilwih Webhooks u#ald URL ihiilu endpoint 91miu
@AnBN Signing secret 193 webhook (#DATM base64) wmaitil

Gt @

Figure 9-1 When you choose Omise, the dialog warns that this key has full access.
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(oudo payment gateway

Whivins

(K Payment Gateway

Foidun

( KBank wih¥u

Tvun

( Test

Secret Key

#413 Secret Key it K Payment Gateway,
A\ K Payment Gateway Ll Restricted key — Secret Key thvgsnianléinn
ogluiyd nufsmsuiu Wnivinubivaonis

s Webhook URL iffusunannouilialduins — checksum 14 secret Key

unian @

o sidousiail

Figure 9-2 When you choose K Payment Gateway, there is no signing-secret field.

After you save, EZer never shows the key again, not even its last few
characters. To change the key, press edit and paste the new one. If you
leave the field empty, the stored key stays.
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I 9.5 Register the webhook

A webhook is how the gateway tells EZer at once that a customer paid. Each
connection has its own webhook URL in the Webhook column. Press the copy
button beside the URL and set it up at the gateway.

Gateway  What to do

Stripe In the Stripe dashboard, add a Webhook endpoint with this URL for the
events checkout.session.completed,
checkout.session.async_ payment_succeeded,
checkout.session.async_payment failed and checkout.session.expired.

Then paste its Signing secret (whsec ) into the connection.

Opn On the Webhooks page of the Omise dashboard, enter this URL. Then
Payments  paste the base64 secret from the same page into the connection.

(Omise)

K Payment  Give this URL to the bank when you open the service. You cannot set it
Gateway yourself, and no Signing secret is needed.
(KBank)
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Figure 9-3 The connection list on the left, and the chosen connection’s details on the right. The
Webhook URL row shows a shortened URL and a copy button. The Signing secret row says whether

one is set.

The Signing secret is optional. Without it, Stripe and Omise payments still
work, but the receipt can take up to about 5 minutes. EZer then learns
about the payment from its next status check instead. The detail panel
recommends that you add one.
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I 9.6 Manage your connections

You can connect several gateway accounts at the same time, but payment links

always use the default one. The customer does not choose. Each row has these

buttons.

Button

¢ < Y
AUULN
LSuAU (make

default)

f5299NAS9

(check again)

wily (edit)

09 (remove)

What it does

New payment links use this connection. The button shows only on a

connection that is ready to collect and is not the default yet.

Tests the Secret Key with the gateway again. The button shows only on a
connection whose Secret Key could not be confirmed: the gateway
refused the key, or EZer could not reach the gateway. The gateway’s
reply shows in the red box at the top. Try this button before you make a

new key.

Changes the name, mode, Secret Key or Signing secret. You cannot
change the gateway. A new key is tested again, and the open payment

pages of this connection are closed.

Stops this key from collecting money, and closes every pending link of
this connection. Payments already collected keep their status. You are

asked to confirm first.

85



Accept online payments through a payment gateway

0 Press falduLd1L5ufU on the row you want. The 13115ufu (default) tag
moves to that row.
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Press the bin icon to remove. The prompt names the connection. Press
gugiu (confirm) if it is right.

noamstdoudad X

E Secret Key vaa Omise d1sos a¢ldifiuinilaflédsn somsifvly

widiganmslauiu

onin @
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e The removed row is no longer in the list.
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If you remove a connection that still has pending links, customers holding
those links can no longer pay. Create a new link on each invoice and send
it again. Changing the default does not move existing links: they keep

their own connection.

Test mode is for trying the system out, and no real money moves. When you are
ready, add a new connection in live mode with a live key, and make it the
default.
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I 9.7 Create a payment link from an invoice

The Asn¥1szdusaulail (online payment link) card shows on an issued invoice

only. A draft invoice cannot have a link yet.

G Open an issued invoice. The online payment link card is on the right.
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e Press @31989nU15813U (create payment link). EZer makes the link and
tries to copy it at once, ready to paste into a chat or email to your

customer. If the browser does not allow the copy, EZer warns that the link

was made but could not be copied. Press Anaanasn (copy Link) in the list

on the card. Do not create the link again.
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Figure 9-4 A pending link shows the amount, the time it was made, the link itself, and the copy and

cancel buttons.

What to know about the link
« An invoice with withholding tax (#n au #i918) cannot have a payment link. A
gateway page takes one amount only and cannot receive the withholding
certificate. If you add withholding tax after the link exists, the link is closed.

Collect such an invoice the usual way.

» The amount is what the invoice still owes when you create the link. You
cannot type an amount. If the customer already paid part of it another way,

the link collects only the rest.
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« An invoice has only one open payment page at a time, so the customer
cannot pay twice. If you create a link again while the old page is still open
for the same amount, EZer keeps the old page. If the amount changed, EZer
closes the old page first. If the customer already paid, or the payment is

waiting for the bank, EZer refuses a new link.

» The link works for up to 90 days while the invoice is owed. The gateway’s
own page expires sooner, for example after about a day at Stripe. The card
then shows that entry as nua®1g (expired), but a link you already sent still
opens a new page. To get a new link to copy, press #51989191521XU again.

« The link closes by itself when the invoice is cancelled, reopened to a draft,

edited, fully paid another way, or its connection stops working.

 Anyone with the link can open the payment page without signing in. Send

the link to that invoice’s customer only.
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I 9.8 Cancel a payment link

G On the pending link, press antanasn (cancel link) and then confirm. A
customer holding the old link can no longer pay with it.
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a The link’s status changes to anLantaa (cancelled). To collect the money
again, create a new link.
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I 9.9 The customer pays

G The customer opens the link and goes to the gateway’s payment page,
where they choose how to pay and pay. This picture is the simulated page

used for testing. The real page is Stripe’s, Omise’s or KBank’s.

Mock Stripe Checkout

uang1ss B20,000.00

ey
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After paying, the customer sees a thank-you page.
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I 9.10 After payment: the receipt is issued for you

When the gateway reports a payment, EZer asks the gateway for the real status
before it does anything. EZer also checks pending links every 5 minutes, so

money that arrived still gets a receipt if the gateway’s message was lost.
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Figure 9-5 The invoice is now ¥1581&2 (paid). The link shows paid with a Qi‘ULﬁ%ﬁ] (view receipt) link,

and the receipt is listed under related documents.

EZer issues the receipt by itself when it is safe to. The main checks are these

1. The invoice is still issued: not cancelled and not reopened to a draft.
2. The month the money arrived in is not closed.

3. The money received is no more than the invoice still owes.
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4. The receipt’s total comes out at exactly the money received.

If one of them fails, or issuing hits another problem, EZer makes a draft receipt
instead and writes the reason in the receipt’s internal note. The invoice does
not show as paid until the receipt is issued. Open that draft receipt, read the
reason, fix the cause and issue it yourself.

Payment link statuses

Status Meaning

S5y The link is open and the customer has not paid yet.

(pending)

158udn The customer paid. The receipt may still be on its way, or be a draft
(paid) waiting for you to issue it.

Auman The gateway could not make the payment page, or the payment failed.
(failed) The reason shows under the link.

nUNDIEY The gateway’s page ran out of time unpaid, or no longer fitted the
(expired) invoice and was closed. If the invoice is still owed, a link you sent still

opens a new page, or you can create a new link.

gALENLED Somebody cancelled this link.

(cancelled)

The gateway’s fee is not taken off the receipt. The receipt shows the full
amount the customer paid. Record the fee as an expense from the tax
invoice the gateway sends you.

EZer does not refund through the gateway yet. To refund a customer,
refund in the gateway’s dashboard and issue a credit note in EZer.
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I 9.11 For developers: create links through the API

An outside system, such as an online shop or a booking system, calls EZer once
with a write APl key at POST /api/projects/{project id}/payment-collections, and
gets back both an issued invoice and a payment link. Send your order id as the

Idempotency-Key to stop duplicates.

Then poll GET /api/payment-collections/{id} until it is paid and has a receipt.
Cancel with POST /api/payment-collections/{id}/cancel. With several
connections, you can pass gateway connection id. Without it, the default is
used.

The receipt EZer issues automatically is a plain receipt, not a tax invoice.
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I 9.12 Common problems

Problems when you connect a gateway
Problem Cause and fix

The connection is not saved You pasted a Stripe sk_key. Make a restricted key on

and the message asks for rk_ Stripe’s API keys page and paste that instead.

The message says the key does A test key works in test mode only, and a live key in live

not match the mode mode only. Change the mode or the key so they match.

The message says it is a public  You copied the wrong key. Use the Secret Key, not the

key (pk_or pkey ) Public Key.

Omise refuses the webhook Omise’s secret must be the base64 string from the
secret Webhooks page of its dashboard. Copy all of it again.
You cannot see the connect Your role does not have this access. Ask the Super
button Admin or a manager to connect it.

99



Accept online payments through a payment gateway

Problems when you collect a payment

Problem

A new link has the
status AuwiaD
(failed)

The link is not
created and no link

shows on the card

The customer paid
but there is no

receipt yet

The receipt is a
draft

There is no
payment link card

on the invoice

Cause and fix

Read the reason under the link. For Stripe, the usual cause is an rk_
key without the Checkout Sessions: Write permission. The
connection still passed, because the key test does not use that

permission. Add the permission at Stripe and create a new link.

Read the message. Usual causes: the invoice has withholding tax,
the amount is below or above what the gateway accepts (see the
key table), no verified connection exists, or the customer already

paid this invoice.

Without a Signing secret or a registered webhook, the receipt can
take up to about 5 minutes. Wait and refresh the page. If it still

does not come, check the webhook set-up at the gateway.

One of the four conditions failed, for example the month is closed.
Open the receipt, read the reason in its internal note, fix the cause

and issue it yourself.

The card shows on issued invoices only, so issue the invoice first. If
you see the card but no create button, your role cannot edit sales

documents.
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PART B DAILY WORK - CHAPTER 10
Customer deposits

A customer pays a deposit before the work starts: how to record it so

revenue counts once, in the right month.

I 10.1 The order of documents

A deposit always starts from a deposit invoice. A customer cannot pay a deposit
with no invoice. A deposit invoice is an invoice you mark as a deposit, and you
can set it while it is a draft.

The order is
1. Issue the deposit invoice.
2. Issue its receipt when the money arrives.

3. When the work is done, issue the real invoice at the full price, with a

deduct-deposit line that names the deposit invoice.

4. Issue a receipt for the rest.

Example: a job of 100,000 baht with a 30,000 deposit. A deposit invoice of
30,000 and its receipt of 30,000. Then the real invoice of 100,000 with a
deduct-deposit line of 30,000, so 70,000 is due. Then a receipt of 70,000.

Rules for a deduct-deposit line
« The deposit invoice must be in the same project, for the same customer,

with an issued receipt. With no receipt it is not a waiting deposit.

« A line deducts no more than what still waits. One real invoice can deduct
several deposits, one line per deposit invoice, and one deposit can be

deducted in parts over several invoices.
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« A real invoice that deducts a deposit cannot be a tax invoice. The tax

invoice for the rest sits on the receipt for the rest.

Two drafts may deduct the same deposit. The first one issued wins, and
the second cannot be issued if too little is left. The editor warns when

another draft deducts the same deposit.

I 10.2 When a deposit counts as revenue

A deposit invoice is not revenue. The accrual basis counts revenue at the real
invoice, at its full price, in the month it is issued. A deduct-deposit line lowers
the amount due and does not lower revenue. The cash basis always counts
revenue by receipt, so the deposit receipt counts in the month the money

arrives.

The same case: the 30,000 baht deposit arrives in September, and the
remaining 70,000 baht in October, when the real invoice is issued.

Figure September October
Accrual revenue 0 100,000
Cash-basis revenue 30,000 70,000
Dashboard cash +30,000 +70,000

Do not record the deposit as a cash-sale receipt and then invoice the full
price: accrual revenue would count twice, as 130,000 baht. Do not issue
the full invoice without the deduction either: the amount due reads too
high, and cash-basis revenue adds up to 130,000 baht.
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I 10.3 VAT on the deposit

When money arrives before the goods are delivered or the service is done, the
VAT liability arises when the money is received. When you choose a tax invoice,
the deposit receipt carries the tax invoice for the deposit, and the final tax

invoice charges VAT on the rest only.

You choose where the tax invoice goes, with the tax-invoice option, as on any
invoice. If the deposit invoice is already an invoice/tax invoice, its receipt

cannot also be one. Ask your accountant when unsure.

I 10.4 A forfeited deposit

The customer cancels and you keep the deposit. There is no special button.
Issue the real invoice for the deposit amount, with a deduct-deposit line for

what still waits. The amount due is 0 and the deposit becomes revenue.

Example: an invoice of 30,000 baht with a deduction of 30,000 baht. Accrual
revenue is 30,000 baht and nothing is due. An invoice whose amount due is 0

reads as settled with no receipt.

I 10.5 Refunding a deposit

To refund a deposit, cancel the deposit invoice. You cannot cancel it while a real

invoice still deducts it. Cancel that real invoice first. Cancelling the invoice does
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not cancel its deposit receipt for you. Cancel the deposit receipt too, or the cash
basis still counts that money as revenue.

« You cannot cancel once the month is closed and the record is locked.
Someone who may unlock must unlock the record first.

* The deposit receipt may carry a tax invoice that the customer already holds,
so cancelling it has the same legal caution as cancelling a cash-sale receipt.

Ask your accountant when unsure.

« A deducted deposit cannot move to another project. If you filed it in the
wrong project, cancel in order: the real invoice first, then the deposit

invoice.

I 10.6 The waiting deposit

A deposit that is received and not yet deducted is a waiting deposit. A deposit
invoice with no receipt does not count. Only an issued invoice uses up a deposit.
A draft reserves nothing.

Where it shows

« The project report, as a separate line. On the accrual basis it is neither

revenue nor profit.

« The customer's page: how much deposit this customer has waiting.
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PART B DAILY WORK - CHAPTER 11

Loans and owner capital

Record a loan, and money the owner puts in or takes out, so the profit
stays right: interest is an expense and principal is not.

I 11.1 The two kinds of account

A loan, and money an owner puts in or takes out, is neither an expense nor
revenue. EZer keeps it on a page of its own, Loans and capital. The page holds
accounts, and each account has a balance and a list of money in and out.

There are two kinds
« Loan account: one account per loan. Money in is the loan received, money
out is principal repaid, and you pick the lender from your contacts.
» Owner account: money in is money the owner puts in, money out is money
the owner takes out for personal use. Each owner has one account per

project.

An account belongs to one project, as an expense does, so pick a project before
you open the page. An account cannot move to another project. If you filed it in

the wrong one, record it again in the right one.
[]Caution

An account cannot move to another project. Pick the right project before

you create it.
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Figure 11-1 The loans page of a project with no account yet

106



Loans and owner capital

aswueyd
Uszaniyd
3

Ut
HunsunA1s SME ]

g

(ﬁmmsn]a‘l\nu 10 (umvu) X v ] Cc 7z ¢

I @

Figure 11-2 Creating a loan account and picking the lender
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Figure 11-3 Creating an owner account and picking the owner

I 11.2 Interest is an expense, principal is not

Interest is a cost of the business. Record it as an ordinary expense, under an
ordinary expense category. Principal is not a cost. Record it as money out on the
loan account.

So one bank debit that holds both is two records. EZer does not split the debit
for you. You enter both records by hand.

Example: in one month a project receives 30,000 baht from a customer and
pays 10,000 baht of expenses. The bank debits 6,000 baht for the loan: 5,000 of
principal and 1,000 of interest.
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Record Recorded as Profit Cash
Interest, 1,000 Expense -1,000 -1,000
Principal, 5,000 Money out on the loan account No effect -5,000

The month's profit is 30,000 — 10,000 — 1,000 = 19,000 baht. The month's cash
is 30,000 - 10,000 - 1,000 - 5,000 = +14,000 baht. If you also booked the

principal as an expense, the profit would read 5,000 baht too low.

A loan received, and money an owner puts in or takes out, also leave the profit
alone, on both bases. They reach only the month's cash, and they carry no VAT

and no withholding tax.
/\ Warning
Do not book principal as an expense. If you do, the profit reads too low by

the amount of the principal.

When one loan funds several projects, record one interest expense in each

project and type each amount yourself. EZer does not divide the interest.
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I 11.3 The balance, and settled accounts
The balance is all the money in less all the money out. The system works it out

each time you open the account. There is no field to type it in. Delete a
movement and the balance is worked out again.
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Figure 11-4 The loan balance after a repayment

An account that has movements and a balance of 0 counts as settled, and the
list hides it by default. An account with no movement yet is not hidden. Use the

Account status filter and pick Settled to see hidden accounts with their full
history.
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Figure 11-5 A fully repaid account leaves the list
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Figure 11-6 The filter shows the settled account again

When a new movement makes the balance not 0, the account shows again with
no filter.
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Figure 11-7 The account shows again after a new movement
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Figure 11-8 An owner account after the owner takes money out

I 11.4 The month lock, and how to unlock

A movement follows the same month-close rule as an expense. Each movement

has a locked mark. When a month closes, the system sets the mark on every
movement in it.

A movement is locked when
» the month of its date is closed, and

« it is marked as locked.
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A locked movement cannot be deleted, and you cannot add evidence to it. A
person who may unlock it unlocks that movement first, and then it can be
deleted or given evidence. A movement has no edit button: if you entered it
wrong, delete it and record it again. A movement dated into a closed month
arrives unlocked, so you can still add one you forgot, and delete it until you lock
it.

+ Tip
A movement has no edit button. If you entered it wrong, delete it and

record it again.

The locked mark on a movement sends nothing outside EZer. The
interest, being an expense, follows the normal expense path.

The loans and capital figure on the dashboard is explained in the dashboard
chapter.

see section 14.5 The two cash figures on the dashboard(page 133)
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Troubleshooting
Symptom Cause Fix
You cannot delete  The movement is locked: its Ask a person who may unlock
a movement month is closed and the it to unlock that movement,
movement itself is marked as then delete it again.
locked.
You cannot add The movement is locked. Unlock the movement, then
evidence to a add the evidence.
movement
Aloan accountis  The account is settled: it has Use the Account status filter

missing from the movements and a balance of 0, so and pick Settled.
list the list hides it.

You entered a A movement has no edit button.  Delete the movement and

movement wrong record it again.
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Close the month and lock your documents

PART C RESULTS AND HAND-OVER - CHAPTER 12

Close the month and lock your
documents

‘ Invite your accountant, check the document register, lock documents,

close the month, and fix things when you must.

I 12.1 What locking means in EZer

Locking in EZer sends no file to anyone. Your accountant opens the same data
in EZer. What you do is tell EZer which documents or which month are ready,

and EZer locks them so the figures do not change under your accountant.

EZer is not accounting software and does not file taxes for you. The Aontanans
il and Unsrnuazdantanans buttons only mark a record as locked. They send

nothing to the Revenue Department and no message to your accountant.

This chapter calls the press on a single document &9n (the full button is Aan
1@n@15id), and the one press for a whole month Unasan (the button Unsiauaz
dentanans).

I 12.2 Invite your accountant as an auditor

Invite your accountant with the role N:'aauﬁ'mu% (auditor). This role sees only
issued documents, never drafts. It needs no package. It can press fontanansil

and Uaﬂ?ian, but it cannot edit documents or close a month.

How to invite and pick a role is in the chapter on splitting a job with your team.
The read-only viewer role can also look at the data, but it sees drafts and

cannot lock or unlock.
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Splitting a job with your team(page 134)

12.3 Check the document register before closing

The document register (nz1dauLanans) puts sales documents and expenses in
one table. Look at it before you close the month for anything left over or odd.

G Open the nz1iguUL@na@1s page and look at the nilauLtenanss9u tab.
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Close the month and lock your documents

a Look for the anA19aInLRBUNATUANAY badge. It marks a document dated
in an already closed month that has not been locked.
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I 12.4 Lock one document at a time

To lock some documents before the month ends, open the document and press
ﬁamanmiii EZer asks you to confirm and locks that document at once. The
main administrator, the manager and the auditor can press it. A quotation and a
delivery note have no such button, though the month close still locks them.

[]Caution

A locked document stays locked in every month, not only in a closed one.
The button sends nothing to the customer. To send a document to a
customer, send the PDF or an email from the document page (see the

chapter on issuing your first sales document).
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Close the month and lock your documents

Issue your first sales document(page 30)

I 12.5 Close the month

Closing the month locks the whole month's documents in one go. EZer locks

every record of that month, in every project, at once. The main administrator (B:J:

QLLawﬁﬂ) and the manager can close. If the month holds records in a project you

may not see, EZer refuses. Someone who can see every project must close it.

0 On the ngLiguLanans page, pick the month to close and press Unsan
uagaonlanans.

— You should see To close several months together, use the Unsaanane
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Close the month and lock your documents

Read the confirmation. It counts the documents, other records and
attached files that will be locked. If it is right, press Unarnuazdon
[ORGEER

TavoawgAdnsu 2569? X

10013 1Ty uarnen1idu 1378013 (39 2 110m3 dulviduny 0
i) segniufinifenud — ddeusarliignifusaily

&)
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Close the month and lock your documents

e The register shows a banner saying the month is closed, by whom and
when.

- You should see After the close, the button becomes f9n N 5190157189
laidon. It locks only the records not yet locked and leaves the locked ones

o peomen [ © enfurmEnr - 3 ocrinsan720 | ((Q Auwnwonans diasie Tusiond... S

i @ > nadouenas

98 unvuein - - 2 &
nwyunans © worineu 2569 v | €3 Danamanuidiou

Tusiond N
o 2 s1mstudovand

o e

do an v Tanauda x
I nandaln  vaivauis .
@ vseAmildou wnmiludoudgnduiinirfonui
B winn N R N 2
gMAN2569  Auwu2569  AwnAu2569  mnqAu2569  Gquwu2569  wqumeu2569  unwu2569  fwew 2569
& dain

QUG 2569 unmAN2569  SunAu2568  waaSnwu2568  qmAu2568  fusieu2568  Awnnu 2568
fonme MR 2568 fiquu2568  wqumAu2568  wwwu2568  duAu2568  quAniuS 2568  unwiAu 2568
& luauorm
Sunan 2567

B Tuudwil
B luwioiudu a  wamgadnou 2569 Tauda Ty muvre Tof o 16 w.u. 69 18:23 & fonasuuia aoflon  Vandon fontui
© Tubwos °o 0
B Tvandanil
. nadouonmsnu  Useinisuanien
&, s0v il
tonasdo B Asoon Excel
LR wimenms i ] @ fouvAT VAT eomrw  deadén  aome
o3 wnmsiauny L N N
Tondoni]  INV-2569-00001  16w.69  uESM nurgit 1 20,00000 000  20,000.00 ~  oonuia
% eenlus0ni
ey EXP-2560-00001  16mu.69 — 80000 0.00 800.00 — ddlisw

© wnmsumiluiato

ity &mid

The close covers every kind of sales document, expenses, withholding-tax
certificates issued and received, payment vouchers, receipt substitutes,
uploaded files and other records. Depreciation is not counted among the locked

records, but a closed month freezes its figures.

[ Caution

There is no "reopen the month" button. A closed month stays closed. If
you must change something, unlock the document one by one. See the

unlock section below.
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I 12.6 A locked document

G Open a locked invoice. The unlw button is gone, and a message says the
document is locked, with an Uaa@an button for people who may use it.
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A locked document

« cannot be edited at all. EZer refuses the edit on the server, not merely by
hiding the button.

- If an amount is wrong, issue a credit note or a debit note instead of editing

the original.

« People who may not unlock see no Uan@an button and must ask the
manager or the auditor. The app’s message calls them the administrator or

the inspector (HALATEUUNSORNTIVABU).
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/A Warning

A credit note issued after the customer has withheld tax does not correct
the customer’s withholding-tax certificate. Ask your accountant first.

I 12.7 Unlock and lock again

If you really must change a locked document, the main administrator, the
manager or the auditor can press Uandan on it. It stays editable until it is
locked again. Every unlock is recorded with who and when.

When you finish, there are three ways to lock it again: press fontanansil on the
document, press aeannaulaglsiud in the unlock history, or press a9n ... 579015
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17;5@131'59n on the register to lock everything left (this whole-month button is
only for people who may close a month).

0 On the Uszifinnsuandan tab, click the document’s row. A table
compares the figures at the close with the figures after the edit, so you
and your accountant see what changed.
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G A document changed or added after the close shows the AnA19aINLABY
VI‘iJmLm badge in lists, and its page says the same.

AndloArway

o oilom . © enfumdnmot =3 ocRwnsin720 | [ Q Auwuonans dinsio Tusiond. s
L] @ > yduusudinu > Tundawil > INV-2569-00001
98 uavuain 3K /I = - .
TOudoKd /Tnvoce ® aPoF(lve) v (B adwluaio) :
O Wsiond oonufa  INV-2569-00001 - uiin nuvigien o Siliidrs O s w
2 daerie A mndrsnidouiivauh
@© vsgAnsldou [
- wonTm 20,000.00
B winino
. Lz Suitoon 16 mv. 69
& f apalomuau Tuudamii
wiisesdidm 110370012340 P
wonmsne -
, Fvfrs:iBusoulad
R T— ot INV-2565-00001 )
ummungm.‘ i 16 madniou 2569 4 anfnad ek payment gateway it
® tuudond \omhhingideme 0105858765201 5
o =1 =3 |
| giliifinsairedeireiudmiulud i
& ludwos P— dibifinvaisdeiieiudmduluondd
B Tvan/dtanil 2w 2300 5000
e mshuGUTignd
&, 50w ilésu o 2000000 »
p— 00 debifinsuiudmiuvluudoifi
wonasdo
B sldiw

dufinnetu (Wuaovuuionans)

2 oy

% eenlus0wi

© enasumiluiate
Swagnin
it & i

o avve o
2e-347dc632-ch

A document dated back into a closed month saves normally but is not locked
until you lock it. The form shows a notice before you save. A tax invoice dated
back moves the month in which output VAT falls due, so ask your accountant
first.

I 12.8 Files your accountant can use

EZer exports Excel files with the @3@an Excel button: the document register,
the output VAT register, the input VAT register and the a1.1.30 summary, plus
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the profit and loss report and the list for each document kind. EZer produces no

file for filing taxes.

G Open the @5U 21.1.30 tab to see the month’s output VAT netted against

input VAT.

- You should see These figures are a starting point for the bookkeeper,

not a tax return. Check them against the original documents before filing.
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Figure 12-1 The register’s Excel file, ready to pass to your accountant.
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Project stages

PART C RESULTS AND HAND-OVER - CHAPTER 13
Project stages

The five project stages, what each means, and which documents move a

project along.

I 13.1 The stages

You never set the stage by hand. The system reads it from the issued sales
documents in the project and the amount the client still owes.

Stage When

New No sales document has been issued yet.

Quoted A quotation is issued, awaiting the client.

Billed An invoice or tax invoice is issued, with no receipt yet.
Awaiting payment There is a receipt, but the client still owes money.
Done There is a receipt, and nothing is owed.

A project that is still owed money never reads Done, even when another

invoice on it is negative.
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Reading the dashboard figures

PART C RESULTS AND HAND-OVER - CHAPTER 14
Reading the dashboard figures

What each dashboard figure counts, what it leaves out, and which list

figure it matches.

I 14.1 Outstanding

Everything customers still owe, across every issued invoice of the selected

projects.

Each invoice counts as

« the invoice's total
« plus the issued debit notes against it
« less the issued credit notes

« less what its issued receipts collected

What does not count

« A draft or cancelled note. The invoice's own total is never rewritten.

» An invoice that collected more than it billed counts as zero, so one

customer's overpayment never reduces another customer's debt.

« A cancelled invoice, and its receipts.

It is the same figure as the Amount due column of the invoice list, over the

same projects, summed over issued invoices that are unpaid or partly paid.

The overdue figure is part of this amount, not a figure to add to it.
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I 14.2 Overdue

The part of the outstanding amount that is late: every issued invoice whose due
date has passed, as of today in Thai time.

Which invoices are late

« An invoice due today is not overdue yet.
« An invoice that states no credit term has no due date, so it is never overdue.

« A late invoice that has been partly paid counts its whole remaining balance,
because the age counts from the due date and never restarts at the last

payment.

It is the same figure as the Amount due column of the invoice list over the same
projects, filtered to Overdue.

The dashboard counts active projects only, while the invoice list still lists
a deactivated project's invoices. So the two can differ when a project has
been closed.

I 14.3 Expenses in the selected period

The "less expenses" figure under the net profit counts lines of the selected

projects. How it counts depends on the basis chosen beside the period.

« Cash basis: lines paid within the selected period. An unpaid expense does

not count.

« Accrual basis: lines by the date they were incurred within the selected

period, paid or not.
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A line recorded as an asset counts differently on each basis. The cash
basis counts it in full in the period it is paid, and has no depreciation. The
accrual basis leaves it out of this figure, because its cost is written off as

depreciation over its useful life and taken off net profit.

The "View by payment channel" link under the revenue and expense line opens
the expense list for the same period, with a summary of how much each
account or card paid. That figure counts differently from the dashboard's
expense figure, because it adds VAT back and takes withholding tax off. See
"Paid by channel" in the expense-list chapter.

I 14.4 Net profit for the selected period

Net profit = this period's revenue minus this period's expenses, plus other
income/adjustments (if any) of the selected projects.

What counts as other income/adjustments
* A line booked under the m“Lﬁéuq category — for example, a refund from a
supplier. Use the "Record other income" button on the expense list.

« A receipt's payment adjustments, both what is deducted (a transfer fee) and

what is added (a rounding gain).

« Cash basis: an expense-booked line counts at its paid date, the same as the

expense figure. A receipt's adjustment counts at the receipt's issue date.

« Accrual basis: an expense-booked line counts by the date it was incurred. A
receipt's adjustment counts at the receipt's issue date too. Depreciation,
and the remaining value of a retired asset, are taken off as well. The

dashboard does not show depreciation as a figure of its own.

132



Reading the dashboard figures

The bar under the net profit shows what the profit is made of. With a profit, it
splits the revenue into what was taken off (the expenses, and on the accrual
basis depreciation too) and what is left as profit. With a loss, it splits the costs
into what revenue covered and what it did not.

The dashboard shows this line under the profit figure only when it is not
zero. It is already counted inside the net profit above, not a separate

figure.

I 14.5 Two cash figures: profit, and loans and capital

On the cash basis, when the net of loans and owner capital in the selected
period is not 0 (and you may see finance figures), one more line under the net
profit shows the two figures below. The accrual basis does not show it, because
it has no cash to split.

« Loans and capital: the sum of the money in less the money out of the loan
and owner accounts in the selected period. This figure reaches no profit

figure.

» Profit plus loans and capital: the cash-basis net profit plus the figure above.

Profit plus loans and capital is not the whole change in cash. Cash-basis
profit counts amounts before VAT and receipts before withholding tax, so
it does not match the money that really moved.

Loans and owner capital(page 105)
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PART D TEAM AND PACKAGES - CHAPTER 15
Splitting a job with your team

You take a job from a client and pay part of it to teammates who help
you deliver it. This chapter says how to record the income and the

payouts so the profit figure stays correct.

I 15.1 The situation this chapter covers

You take a job directly from a client, then pay part of the fee to teammates — a
designer or a developer — who help you deliver it. This is a common shape of

work for a Thai freelancer.

The simplest-looking approach is to record only your own share of the income,
because the rest "is not yours" — or to shrink the invoice down to your share
alone. This is wrong, and it makes the project profit figure, the core number Ezer

reports, unreliable with no warning anywhere.

When you record only your own share, the income figure stops matching the 50
17 the client issues in your name for the full amount, and the real payments to
your team disappear from the system — leaving no evidence for an actual-

expense tax deduction later. This is a quiet problem: you find out only when the

documents and the figures disagree, often the following year.

The correct way uses what Ezer already has — no new document, no new
mechanism. Record the full contract amount as sales income, and record each
payment to a teammate as a separate expense. Project profit then comes out

correct on its own: full income minus expenses, teammate payouts included.
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15.2 One 50 n3 in your name, for the full amount —
record the full income

This does not need you to declare your intent — it follows from the document
the client actually gives you, which Ezer already keeps. When the client issues
one 50 717 in your name alone, for the full contract amount, the whole amount
is your income as a matter of law.

In that case, issue the project invoice and receipt for the full contract amount —

not for the amount left after you set aside your team's share.
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Figure 15-1 A new invoice with its project already attached — fill in the full contract amount here,

not your share of it.
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Then record each payment you make to a teammate as an expense of the same

project, one line per person.
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Figure 15-2 A payment to a teammate, recorded as an ordinary expense with the payment evidence

attached.
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15.3 A teammate who is an individual — you withhold
tax on the payment

When the person you pay is a natural person, the payment falls under section

50 of the Revenue Code, which makes the payer responsible for withholding tax
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before paying. As the one engaging the teammate, this duty is yours — not
optional.

Ezer can issue the 50 13 for a teammate straight from the same expense you

used to record the payment — there is no separate place for this.
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Figure 15-3 The withholding-tax certificate, issued from the expense that recorded the payment to a

teammate.
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The certificate you issue to a teammate is a different document from the
50 917 the client issues to you. Each records a different thing: the client's
certificate shows how much tax was withheld from your income, and the
one you issue shows how much you withheld from the payment to your
teammate.

15.4 When the client issues a separate 50 n3 per
person

Some clients issue a separate 50 117 directly to each person on the team,
instead of one certificate in your name for the full amount. In that case, each
person's income is the amount stated on their own 50 3.

You record only the portion issued in your own name as project income. The
portion issued in a teammate's name is neither your income nor your expense
from the start, because that money never passed through your hands as an
accounting matter.

I 15.5 Summary

Pick how to record based on the 50 %17 you actually received

1. One 50 17 in your name, for the full amount — record the full amount as
sales income, and record each payment to a teammate as a separate

expense.

2. A teammate who is an individual — withhold tax under section 50 and issue

them a 50 %17 from the same expense.

3. A separate 50 917 for each person — record only the portion in your own

name as income; a teammate's portion is not yours to record.
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PART D TEAM AND PACKAGES - CHAPTER 16

Roles and permissions

Invite your team to EZer, pick the right role for each person, set a role
per project, and hand over the main administrator role.

I 16.1 How roles work

Each member of a provider has one role. The role says what the person can see

and change. The role you set first is the base role, and it applies to every project
of that provider. To give one person different rights on some projects, set a role
per project on top of it.

A provider has exactly one main administrator (N:QLLaMéjﬂ). The person who

creates the provider starts as that administrator.

I 16.2 The eight roles

The roles run from most rights to fewest. The names below match the screen.

. é’ﬁ'ﬁmi (manager): full rights. Manages sales and purchase documents and
finance, deletes documents, invites and manages members, creates

projects, closes periods, and locks and unlocks documents.

+ §911319n@15 (document clerk): full control of sales and purchase

documents, but no finance or profit data.

- fl18918 (sales): views and edits sales documents. No purchase documents,

no finance data.

. ﬂﬁﬂ%’ﬂ%ﬂ/ﬁ'ﬁg% (purchasing/accounts): views and edits purchase

documents and can reach finance data. No sales documents.
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uaei‘ntﬁ&n (viewer): sees every area, changes nothing.

e eXe

@auleyd (auditor): sees issued sales and purchase documents only, no

b

drafts, and can view finance data. An auditor can also lock documents and

e

unlock them. It suits an accountant or an outside reviewer.

. gnﬁ"l (customer): sees issued sales documents only, such as invoices.
Nothing else of the business.

- 13ifi&n3 (no access): sees nothing of this provider yet. You can still open

some projects to the person later.

+ Tip
Manager, document clerk, sales and purchasing/accounts need a live

package to work on documents. Viewer, auditor and customer need none.

There are no seats and no limit on the number of members.

Packages and billing(page 154)
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I 16.3 Invite a member

The main administrator and managers can invite members. Open A4A1 and go
to the members tab.

G Press \Usyasdin.
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Q Fill the 8wa and choose the unuam. The choice starts at 1aifi&n5, so pick
a role yourself. The screen sums up the level of sales, purchase and
finance access that role gives.
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Press #519ALTBsy.

- You should see EZer emails the invitation and also shows a link you can
copy and send yourself. The invitation is valid for 14 days.

BeyaunBatki

adrindyudn — ddedilidondy

http:/flocalhost/invitations/IgNACU6ZT-c' |  ® dnnondad
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° The invitee opens the link, presses %’Uﬁ"ltﬁiy, and sees a message that
they have joined.
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6 The invitee appears in the member list.
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Invitations nobody has accepted sit under ALBeufisonausu. Press Anaanasd
to send the link yourself, or gnL@n. If the email failed, the row shows d@sdiualsi
#152anda aia%'nﬂ%’;a button. A cancelled link stops working. To invite several
people with one role, press WgyhansAu and paste the emails separated by new
lines, spaces or commas. EZer skips people who are already members, have a

pending invitation, or appear twice.
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I 16.4 Change a role and set a role per project

In the member’s row, open the role field to see each role with its

description.
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Q Pick the new role. EZer saves at once. There is no save button.
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Press mmsawssw‘[ﬂsmnﬁ Each project starts at (MUENSNUS 51U),
which means it follows the base role
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° Choose the role for the project you want. EZer saves each row as you go.
Press L@39AU when you are done.
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What a role per project can change

« A role per project changes only access to the sales and purchase documents
of that project. It can raise or lower rights, for example a manager set to i
$i@5 on a confidential project.

- Finance, locking, unlocking, closing periods and administration always

follow the base role. Someone who is a manager on one project only is not
an administrator.

* §3N15L8NE19 cannot be set as a role per project.

« An auditor who has to lock documents or unlock them needs Q’ﬁauﬁ'&uﬁ as
the base role. Set only per project, the person reads that project’s issued

documents but cannot lock or unlock.
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I 16.5 Remove a member

Press the bin button ¥1@an in the member’s row and confirm. EZer records who

removed whom. The main administrator cannot be removed. Hand the role over

first.

I 16.6 Hand over the main administrator role

The main administrator cannot leave the role and cannot lower their own rights.

To step back, hand the role to another member. Only the main administrator

can do this, and only the main administrator can deactivate the provider.

G In the row of the member who takes over, press lougnsgauanan.
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Q Read the confirmation and press &ugiu.
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e The new person’s row shows the é@tta%é’n tag.

- You should see The new person is a manager, and the previous
administrator stays a manager. The new person must already be an active

member, and their old per-project roles are cleared.
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16.7 What people without the right see

Everyone signed in can read the member list. A person who cannot manage

members sees plain text, with no invite or remove buttons, no role field, and no

152




Roles and permissions

list of pending invitations. On other pages some buttons may still show. If your
role cannot do the action, EZer refuses and tells you why.

[]Caution
A person who cannot manage members sees a note that only the main
administrator manages members. The note is out of date. Managers can

manage members too.

I 16.8 What next

Your team is in. See which roles need a package, and how to buy one.

Packages and billing(page 154)
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PART D TEAM AND PACKAGES - CHAPTER 17
Packages and billing

What a package is, who needs one, how to buy for yourself and for your
team, how the days count, activation, promotion codes, credits and the

tax invoice.

I 17.1 What needs a package, and what is free

A package is the right of one person to work on documents in EZer. The provider

that paid for it owns it, and assigns it to one person.

You may work on documents at a provider when two things are true:
» You hold at least one live package, at any provider.

« That provider is activated.

Your role still decides what you may do.

Which work needs a package

Work that needs a package

« To create, edit, issue and delete documents, such as quotations, invoices,

receipts, expenses and withholding tax certificates (50 v1).

« To deliver a document to its recipient by e-mail or LINE.

What you can do with no package
» Read documents, as far as your role lets you.

« Edit the records that documents use, such as projects and contacts.
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» Lock a document and unlock it, if your role allows it. Neither changes what

the document says, so you may do both even at a provider that is not
activated.

« Use a promotion code for yourself, in any role.

« Use a sandbox. A sandbox is activated from the start, and anybody with
access may work on its documents with no package. To try EZer, try it in the

sandbox, not in a real provider made for testing.

[]1Caution

The app's "Lock" button marks the document locked. It does not deliver
it, so it needs no package.

Managing the provider
The owner and every manager may do this work with no package, whether the
provider is activated or not.

« Edit the provider's name, tax ID and address. The tax invoice needs them, so

the people who pay must always be able to correct them.
« Invite a member, remove a member and change a member's role.
» Pay, and turn each package's card renewal on or off.

« Revoke an invitation, an API key, a trusted workload identity or a connected

app, and transfer the Super Admin.
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Which roles need a package

The roles that can work on documents need a package. The other roles are free.

This counts a role on the provider and a role on a project alike.

Needs a package
 Manager (the Super Admin included)
» Document clerk
- Sales

« Purchasing / accounts

Needs no package

* Viewer
« Auditor (accountant)
» Customer

« A person who sends files into a LINE group bound to a project. They need

not be a member either.

One package, many providers
One package works at every activated provider where you are a member.

An accountant who records documents for several clients works at all of them
with one package. One who only checks documents can use the free auditor
role.

If the owner wants a member to read only, even though that member holds a
package elsewhere, give them the viewer role. That role works on no documents
and spends no credits.
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I 17.2 Prices and lengths

A package comes in three lengths. Prices include VAT.

1 month 3 months

Launch price B299 Launch price B897
Normal price B499 Normal price B1,497
Credits up front 30 Credits up front 180
12 months

Launch price B2,990
Normal price B4,990
Credits up front 720

The launch price

» The launch price holds for the first 1,200 paid packages.
« Every purchase, renewal and card charge counts.

» Packages from a promotion code, free packages from EZer and switch-over

packages do not count, because no money arrives.

« After 1,200, every purchase and every renewal pays the normal price, card

charges included.
[]Caution

The launch price does not stay with you for good. After 1,200 packages,
your next renewal pays the normal price too.
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Days and billing cycles

» There is no charge by the day.
« There is no grace period after expiry.

« Each package has its own expiry date and its own billing cycle.

I 17.3 Buying a package for yourself

» Every payment is made on one provider's payment page.
¢ Only the owner and the managers may pay.

» The package bought stays at that provider.

The steps

1. Open the payment page of a provider where you are the owner or a
manager. If you have no provider yet, create one first.

2. At your name, press buy and choose 1, 3 or 12 months.

3. If the provider has no tax ID yet, the payment page asks for it first, because

the tax invoice needs it. A freelancer uses their national ID number.

4. Pay by card or by PromptPay.

After you pay

» The package's credits go into the paying provider's credit wallet.
* The tax invoice is issued to the paying provider.

« If the provider is not activated yet, this payment activates it.
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See an example (1 example)

A buys 1 month for themselves - 1 Jan 2027

A may work on documents 31 Jan 2027
through

Provider A Design, newly created, with its tax ID entered
Price B299
A Design Activated
Credits into the A Design wallet 30
Tax invoice issued to A Design

If you are an employee and want to pay yourself

1. Create a provider of your own with your national ID number.
2. Buy the package there.
« Your provider is activated, gets the credits, and the tax invoice is issued to
you.

« You then work at the provider that invited you, and nobody pays more, if
that provider is activated.

17.4 Buying packages for your team

« The payment page lists every member of the provider.
« Each one shows their package at this provider.

» A member with none here, whose role needs a package, has a buy button.
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The role first, then the package

1. Give the member a role that needs a package.

2. Buy them the package.

» A member whose roles need no package, on the provider and on every

project, has no buy button.
« The button appears once you give them a role that needs one.

« The purchase page always says that reading documents needs no package:

a package is for working on them.

/\ Warning

Buying for somebody else gives you no package. If you pay only for an
employee, your provider is activated, but if you hold no live package
anywhere, you still cannot work on documents yourself. In that case the
payment page warns you before it charges, and offers to add your own

package to the same payment.

See an example (1 example)

A buys B 3 months - 16 Jan 2027

B may work on documents 15 Apr 2027
through
Ainvites B into A Design as Document clerk
Price B897
B works at A Design and every activated provider where B
is a member
Credits into the A Design wallet 180
B's activations One, because B is not A Design's owner
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A person who holds a package elsewhere

A person who already holds a package elsewhere needs no second one. The

invite screen says so too.

For example, C bought a 12-month package at C's own provider, and A invites C
into A Design as sales. C works on A Design's documents at once, and A pays
nothing.

[]Caution

The payment page does not say whether a member holds a package at
another provider, because that belongs to the other provider. So C still
has a buy button at A Design. If A presses it, C holds two packages, each

expiring on its own date. Ask the person before you buy.

A person holds at most one package at each provider, and may hold several at

several providers.

I 17.5 How the days count

» When does my package end? Count forward the months you bought, then
step back one day. That day is the last day you can edit. This works for a
purchase on the 1st to the 28th. For the 29th, 30th, 31st and month ends,

see cases 2 and 3.

« The last day counts. While the package is live, the screen shows wilvlang
31 4.A." (editable until 31 Jan). After it expires, the screen shows "viunag
1319 1 A.W." (expired on 1 Feb).
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Which day you buy decides how long it lasts

1. Buy on the 1st to the 28th. You can edit until the day before the same date
in the later month.

2. Buy on the 29th, 30th or 31st. The later month may not have that date. If
it has, step back one day as in case 1: a 3-month package bought on 30 Jan
2027 lasts through 29 Apr. If it does not, the package lasts to the last day of
that month. For example, February 2027 has 28 days, so it has no 29th,
30th or 31st.

3. Buy on the last day of a month. The package always ends on a month end.
You lose no days because a month is short. In a leap year February has 29
days, and 29 Feb also counts as a month end. The year 2028 (2571 in the

Thai calendar) is a leap year.

[]Caution

If more than one case fits, use case 3 first. If the purchase day is the last
day of its month, use case 3. Example: 28 Feb 2027 is both the 28th and a

month end. Use case 3.
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See all examples (8 examples - the Thai year 2570 is 2027)

Case 1 - Buy 1 month - 1 Jan 2027
Editable until 31 Jan 2027

Expires on 1 Feb 2027

Case 1 - Buy 12 months - 20 Jan

2027
Editable until 19 Jan 2028

Expires on 20 Jan 2028

Case 3 - Buy 1 month - 31 Jan 2027
(a month end; Feb has 28 days)

28 Feb 2027
1 Mar 2027

Editable until

Expires on

Case 3 - Buy 3 months - 31 Jan 2027

(a month end)
Editable until 30 Apr 2027

Expires on 1 May 2027
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Case 1 - Buy 3 months - 16 Jan 2027
15 Apr 2027
16 Apr 2027

Editable until

Expires on

Case 2 - Buy 1 month - 30 Jan 2027

(Feb has 28 days)
Editable until 28 Feb 2027

Expires on 1 Mar 2027

Case 3 - Buy 1 month - 30 Apr 2027

(a month end)
Editable until 31 May 2027

Expires on 1 Jun 2027

Case 3 - Buy 1 month - 28 Feb 2027

(a month end)
Editable until 31 Mar 2027

Expires on 1 Apr 2027
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Renewing before it expires

The first start date stays. The new months go on the end. You lose none of the
days left.

See examples of renewing 1 month at a time (2 examples)

Start 30 Jan 2027 Start 31 Jan 2027 (a month end)
First purchase, 28 Feb First purchase, 28 Feb
until until

Renewal 1, 29 Mar Renewal 1, 31 Mar
until until

Renewal 2, 29 Apr Renewal 2, 30 Apr
until until

Renewal 3, 29 May Renewal 3, 31 May
until until

Renewing late

The count starts again on the payment date. The time it was expired does not

come back.

Example: renewing after expiry

Editable until 9 May 2027
The old package was editable 31 Jan 2027
until

You renew 1 month on 10 Apr 2027

Not given back 1 Feb - 9 Apr 2027
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Paying on the expiry day

« This counts as paying after it expired. Most of the time the result is the

same as renewing before it expires.
« The payment date is the date in Thailand's time zone.

» The one exception is a card charge on the expiry date.

see section 17.9 A card charge on the expiry date(page 174)

See examples of paying on the last day and on the expiry day (2 examples)

Start 31 Jan 2027 - renew 1 month Start 31 Jan 2027 - renew 1 month
on 28 Feb 2027 on 1 Mar 2027
Editable until 31 Mar 2027 Editable until 31 Mar 2027

More about renewing

How many months can | renew?

Each renewal may choose 1, 3 or 12 months.

Which length does the payment page select?
It selects the package's last length first.

What counts as the "last length"?
It counts paid terms only. A code or a free package from EZer does not change
it. Example: 12 months paid, then a 1-month code, and the card still renews 12

months.

How many months does a package with no paid term get?

The payment page selects 1 month first.
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Do | get credits when | renew?
Yes. Each renewal brings the credits of its length into the paying provider's

wallet.

Whose packages can | renew on a provider's page?

Only the packages at that provider.

What does the button "Giamegﬁ'muﬂ" (renew all) do?
It renews every package at this provider in one payment. It never buys a new
package. A member with no package here is not charged. An unassigned

package is left out.

What if one package is paid twice at the same time?
Both payments count. Each adds its months. If you did not mean to pay twice,

contact the EZer team about a refund.

/\ Warning

There is no grace period. The expiry date is the first day you may not work
on documents. After expiry you can still read documents, the credits stay
in the wallet, and if you hold another live package you work on as usual.

The countdown. From 7 days before the last day, the holder sees a countdown.

I 17.6 Activating a provider

You may create any number of providers. A new provider is not activated.

« At a provider that is not activated, nobody may work on documents. This

includes a person with a package elsewhere.

» Documents are read-only, except locking and unlocking.
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 The owner and the managers may still manage the provider: edit its details,

invite members and pay.

Rule 1: when a provider is activated

A provider is activated when:

« A package is paid for on its own page, whoever it is for.

» Somebody uses a promotion code there. A member of any role may use a

code, so a viewer can also activate a provider that way.

Rule 2: activations
When you get your first package at a provider you do not own, you get one
activation.

« You use it to activate one provider of your own.

» The package may come from a payment, a code, a free package from EZer

or the switch-over.
 The owner here is the Super Admin on the day of the payment.

« A later transfer of the Super Admin does not change an activation already

given.

« You get one activation from each provider, however many times you get a

package there.
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See an example (1 example)

A buys B a package at A Design twice

Activations B gets from A Design One
The first package One activation
The package expires, and A buys B No second activation
another
B gets a package from a different A new activation from that one
provider

About activations
« An activation never expires.

« A renewal, a payment after the package expired and a code bring no second

activation, because you already got one from that provider.

« A provider activated this way gets no credits. A package's credits always go

to the paying provider.

» A manager who buys a package for themselves at a provider they do not

own gets an activation too, if they have none from that provider yet.

[]Caution

A move and the assignment of an unassigned package bring no activation.
If your first package at a provider came that way, you get the activation
the next time you get a package there from a payment, a renewal, a code
or a free package.
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How the activation is used

Mostly you press nothing: the activation is used by itself when the answer is
clear. It depends on how many providers you own that are not activated when
the activation arrives.

» None. The activation waits. The next provider you create is activated at

once.
 One. That one is activated at once.
» Two or more. You pick which one to activate. This is the only case with a

button.

If you close the picker
* The activation keeps waiting.
« A new provider you create takes it at once.

- If a payment activates one of two waiting providers, the one left takes it at

once.

» A sandbox does not count, and never uses an activation.

/\ Warning

The activation is used without asking, on your one provider that is not
activated or on the next one you create, and an activated provider stays
activated for good. To try EZer, use the sandbox, not a real provider made
for testing.
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After activation

An activated provider
« It stays activated.
« If every package expires, the provider is not shut. But nobody works on

documents until somebody holds a live package again.

A person who owns several businesses

« Activate each one once.

« After that, you may let some packages lapse. The package left still works at
all of them.

« A provider with no payment gets no new credits. To get credits there, buy

them at that provider.

I 17.7 Promotion codes and free packages

A promotion code gives one package to the person who uses it, of the code's
length, with the same credits as a paid package: 30, 180 or 720.

* You use the code on one provider's page.
» The package stays at that provider.

* The credits go into its wallet.

Who may use a code

« Any role may use one, with no package and no tax ID, because a code issues

no tax invoice.

« If the provider is not activated, using the code activates it.
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- If you use a code at a provider you do not own and it gives you a package
there, you get one activation, as if somebody had bought you a package.

You get it only if you have none from that provider yet.

If you already have a package there
» The package is live. The code extends it, and that is your one use of the
code.

« The package has expired. The code is a renewal after expiry: it starts a new
count from that day. It brings an activation only if you have none from that

provider yet.

The limits of a code

« One person may use each code once, whatever provider they use it at.
« A code has a limit on its uses and a window of dates.
« Credits from a code are recorded apart from credits bought.

« A code does not count toward the 1,200 launch-price packages.

See an example (1 example)

F uses a 3-month code - 5 Mar 2027

F may work on documents 4 Jun 2027
through

Provider F Studio, newly created, activated by the code
Credits from the code into the 180
wallet

Later, the same code at a second Refused, because F has used it already
provider
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Free packages from EZer
The EZer team may also give a free package. The screen shows "WRNLNANEIN
EZer" (a free package from EZer).

« It works like a bought one: 1, 3 or 12 months, with 30, 180 or 720 credits.

« It activates the provider it is at.

« It has no payment and no tax invoice.

« If you already hold a live package there, it extends that package.

« If you do not own that provider and have no activation from it yet, a free

package brings one, as a bought one does.

« If your package there has expired, a free package granted to you starts a
new count from the day it is granted. It brings an activation only if you have

none from that provider yet.

I 17.8 Moving a package, and when a member leaves

A package belongs to the provider that paid for it. That provider's owner or a
manager may move it from B to C. Any live package may move, whatever it

came from: a payment, a code, a free package or the switch-over.

The rules of a move
 C must be a member of that provider and must not hold a live package
there.

« All the time left moves with it, and so do the start date, the card renewal

switch and the last length.

« B loses the package everywhere, not only at that provider.
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« An activation B already got stays with B. A move brings C none. If C has
none from that provider yet, the next payment, renewal, code or free

package for C there brings one.

/\ Warning

If it was B's only live package, B works on documents nowhere, B's own

provider included, because the package belongs to that provider, not to B.

/A Warning

A package from your own code may move too. If you use a code at
somebody else's provider, the package belongs to that provider. Its owner
may move it to somebody else, and you cannot use that code again. If you
want to keep the package, use the code at your own provider.

When a member leaves
When B is removed from the provider, B's package there becomes a
"WRNLNDIL" (unassigned package), held by nobody.

« Its time keeps running, and nothing is refunded.

« Its card renewal switch turns off. "ﬁiamqﬁmuﬂ" leaves it out, but it may be

renewed on its own.
« Its notices go only to the owner and the managers.

¢ An unassigned package counts as nobody holding a package, for LINE as

well.
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Assigning an unassigned package

 The owner or a manager may assign it to a member under the same rule as
a move: the package is live, and the member holds no live package there.
The assign button shows only when the rule allows it.

- If B is invited back, B does not get the package back by itself, but it may be
assigned to B again.

« After it is assigned again, the card renewal switch stays off. The owner or a

manager may turn it on. A move between two current members keeps the

switch as it was.

[]Caution
An expired unassigned package cannot be assigned. Renew it or buy a new

package first.

17.9 Paying by card or PromptPay

» You pay by credit or debit card, or by PromptPay, on the provider's payment
page.

» One payment you make by hand may pay for several packages at once, as
"siamqﬁ’wm" does.

« A saved card belongs to the provider, and renews only the packages at that

provider.

174



Packages and billing

The card renewal switch

» Each package has its own card renewal switch, and it starts off. The owner

or a manager may turn it on. A 1-month package may renew by card too.

« Turning off one package's switch keeps the saved card. It does not change

the switches of the other packages.

« The switch cannot be turned on for an expired package: buy a package

instead.

When the card is charged

» The card is charged for each package on its own, on that package's date, for
that package's last length. For a package with no paid term, the card

charges 1 month.

» The card is charged 7 days before the expiry date. A problem then reaches
you while the package is still live. It is a renewal before expiry, so the new

months follow the old ones, and the early charge costs you no days.

[]Caution

A switch turned on less than 7 days before the expiry date charges the
card at once.

The notice before a charge

A 12-month package is told 7 days before the charge, which is 14 days

before it expires.
» A 3-month package is told 7 days before every charge too.

A 1-month package is told 3 days before the charge, only when the amount

changes, for example when the price changes.
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If a charge fails

It is tried again, counted from the expiry date:

1. 7 days before the expiry date. The first charge.
2. 3 days before the expiry date. A retry, if the first charge failed.

3. The expiry date. The last retry. From midnight until it succeeds, the holder

may not work on documents. If it succeeds, the package keeps its start date.

Each failure is reported to you.

If the card charge goes wrong
Symptom Cause Fix

You get a payment The card needs you, for Pay through that link. If you pay
link, and the retries example for 3DS or because through it on the expiry date, it
stop it is blocked. still counts as a card renewal, and

the package keeps its start date.

The saved card is The card was declined for Save a new card. Every switch
gone, and the owner  good, for example because  stays on, so nobody turns them
and the managers are it is blocked, so the system  on again one by one. If a new card
told, with a buttonto  removed it. is saved in time, it is charged. If
save a new card not, each package's charge date

sends a payment link instead.

A package expired It was still unpaid at the end Buy a package, because the
although its card of the expiry date, so it switch cannot be turned on for an
renewal was on expired as usual. Only that  expired package.

package lapses: the other
packages at the same

provider are not affected.
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Who is told, and your packages page

 The owner and the managers of the paying provider get every notice.

« The holder gets a short notice that their package at that provider will expire
or was not renewed, and whom to ask. The holder never sees the card
details.

« Every person has a page of their own packages: the provider each is at, its
last day, whether the card renews it, and any unused activation. It shows no
card and no amount.

I 17.10 Credits and OCR

Credits pay for reading documents with OCR: 1 credit for 1 page. Each provider
has one credit wallet, shared by everybody who works on documents there.

I Credits from a package
« A package brings its credits as soon as it is paid, 30, 180 or 720, into the
paying provider's wallet.
» Credits never expire, and they add up.
¢ Package credits are spent before bought credits.

« Credits are spent by work on documents, which already needs a live

package.

Buying more credits

« You may buy more credits at B1 a credit, in any amount.
« Credit packs with bonus credits may come later.
 The owner and the managers buy them, because buying is paying.

« A provider where no member holds a live package may still buy credits.
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I 17.11 LINE

Binding a LINE group is managing the provider, so you may do it even before the
provider is activated. A LINE group always accepts a file and stores it.

I When a file is read with OCR

EZer reads the file with OCR at once when three things are true

« The provider is activated.

« At least one member holds a live package. An unassigned package does not

count.

» The wallet still has credits.

If a file is not read

If not, the bot says why in the group, and says the file will not be read.
Symptom Cause Fix

The bot says the file The provider is not Activate the provider, for example by

will not be read, activated. paying for a package or using a

because the provider is promotion code there. Then a

not activated member with a live package orders
the file read with OCR.

The bot says the file The credits ran out. The owner or a manager buys more

will not be read, credits. Then a member with a live

because the credits ran package orders the file read with OCR.

out

The bot says the file No member holds a Make sure at least one member holds

will not be read, live package. An a live package. Then that member

because no member unassigned package orders the file read with OCR.

holds a live package does not count.
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[]Caution

A stored file is not read later by itself. It waits among the incoming
documents until a member with a live package orders it read with OCR,

which spends the credits then. There is no storage limit for now.

Who may send files
« A group bound to a project. A person who sends files into it needs no role
and no package, because the group does not check who sends.

* A 1:1 LINE chat with EZer. Sending a document this way is work on
documents: the sender needs the right to capture documents into the

provider and a live package, and the provider must be activated.

17.12 The tax invoice and the receipt

« The tax invoice is always issued to the paying provider, because a tax

invoice needs a tax ID and only a provider has one.
¢ It is e-mailed to the person who paid.

« It can be downloaded from the provider's payment page, which only the

owner and the managers see.

The note of who paid

The receipt and the tax invoice print a note of who paid and how:
» The payer's name and e-mail.

 The method: the card brand and last 4 digits, or PromptPay. If the payment
gateway gives no brand or digits, the note reads "UnstAsAn/tatin" (credit/
debit card).
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 The payment gateway's reference.
« A card renewal names the person who turned its switch on.

« For a transfer that the EZer team records, the note reads "louidu"

(transfer), with the reference, name and e-mail the team recorded.

The note lets an employee who paid for the employer claim the money back.
The tax invoice still names the paying provider.

When there is no tax invoice

These three have no tax invoice, because no money is paid:

« A promotion code.
« A free package from EZer.

« A switch-over package.

I 17.13 Refunds

/\ Warning

The EZer policy is no refunds.

Now and then the EZer team may refund as goodwill. If you think your case
deserves one, for example a payment made twice by mistake, contact the team.
When a refund is made

« It is always for whole packages, never a part of one. The team names which

packages of the payment it covers.
« The package loses the months refunded, and its start date stays.

« The refunded package's credits are taken from the wallet, at most what is

left. The wallet never goes below zero.

180



Packages and billing

« An activated provider stays activated, and no activation is taken back, used
or not.
See an example (1 example)

A renews B's package for 1 month - 10 Apr 2027, and the team later refunds
this payment

After the refund, B's last day is 15 Apr 2027 again
After the renewal, last day 15 May 2027
The A Design wallet got 30 credits
If the wallet holds 30 credits or 30 are taken
more

If the wallet holds 12 credits 12 are taken, and it is left at 0

I 17.14 Closing a provider

« A provider is archived instead of being deleted.

* Only the Super Admin may archive a provider.

« EZer keeps its data for as long as the law requires, and deletes it only after
that.

When a provider is archived

» The packages at it stay live until they expire, and none renews. Their holders

still work at other providers.
¢ An unassigned package there runs out.

» The credit wallet stays with the provider, and comes back if the provider is

restored.
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I 17.15 The switch to packages

EZer announced the switch-over day. On that day EZer moved from the old
system to packages.

- If you already used EZer on that day, you did not need to do anything.

- Everybody got the same 3-month package at no charge, starting on the

switch-over day, and could work on documents for 3 months from that day.

Who got what
« A provider owner got a 3-month package at each provider they own, and
that provider was activated.

* An invited member whose role could work on documents, on the provider
or on any project, got a 3-month package at the provider that invited them,

and one activation from that provider.
« A member in a free role got nothing, because their role was free already.

« A sandbox got nothing, because it needs no package.

The details
« One package for each provider. A person who owned two providers and was
invited to a third got three packages.

» Each package brought 180 credits into the wallet of the provider it is at.
The credits already there stayed.

« If you had already bought a package at that provider before the switch-over
day, you got no second package. Your package got 3 more months and 180

credits.

» These packages had no tax invoice and did not count toward the 1,200

launch-price packages.
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« Free months left from the old launch offer were not carried over. Everybody

got the same 3 months.

« After the 3 months, you renew as usual.
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PART E CONNECT - CHAPTER 18
Connect your Al assistant to EZer

Connect an Al assistant to your EZer over MCP so it can read your data

and help with the work, with you deciding what it may do.

I 18.1 How to connect

MCP is a standard that lets an Al assistant connect straight to an app. Once
connected to your EZer, the assistant can answer questions like "how much did
this project spend this month?" or record an expense from a receipt (Tuta3asu
131) for you, and you decide what it may do.

We have tested this connection with Claude and ChatGPT. Other
assistants may work, but we have not tried them. If you run into trouble,
try Claude or ChatGPT.

The address to connect to (MCP)
https://ezer-backend.hbg-th.com/mcp

1. In your assistant's settings, add a custom connector (an MCP server) and

paste the address above. Menu names differ from one assistant to another.
2. The assistant takes you to sign in to EZer. Use your normal EZer account.

3. EZer shows a permission page. Choose which providers the assistant may
reach. The summary on the page says what the assistant will be able to do.
To change the permissions, press the edit button. Choose only what you

need, then press the allow button.
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4. Go back to the assistant and type what you want help with, in plain words.

EZer's permission page shows these (the permissions heading appears after you

press edit)
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Figure 18-1 EZer's permission page: choose the providers, then press the allow button. This picture

is an example: your assistant's name appears in its place.
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Permissions come in three groups: revenue, expenses and finance data. Revenue
and expenses have the levels view, edit, delete and audit. Finance data has view,
edit and delete. The view-level permissions are

¥

NS85V ASI8918  ATANANISIEU
U U U u

The permission page can reduce what the assistant asks for, but it cannot
add more. If the assistant asks for edit permissions, press edit and remove

the ones you do not need.

Start with view-level permissions only. If you grant edit, the assistant can
create and change your real documents. Ask it to confirm before it
creates, edits or locks anything, because a locked document cannot be
edited.

The assistant never gets more rights than you have. If you are removed
from a provider, your assistant loses access to it as well.

You can withdraw access at any time. Every user can do it at this page and
section: press the revoke button on the assistant's row

L I U ﬂ Vs a
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Figure 18-2 The assistants you have allowed are listed in your account, with a revoke button. This

picture is an example: your assistant's name appears in its place.

A provider's administrators can also see and revoke every member's assistants,
in this page, tab and section of that provider
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Figure 18-3 The administrator's view lists every app connected to this provider. This picture is an

example.
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I 18.2 Connect Gemini Enterprise

Gemini Enterprise asks for a client ID and a client secret when an MCP server is
added, and only the admin of the Google workspace can add one. So you create

a connection in EZer and give the values to that admin.

Create the connection in this page and section

v A (Y P " N A 14 =] 1
UYVDIAU N13LYdUAD Gemini Enterprise A379N13LYBUND

1. Give the connection a name, such as the name of the workspace, and create

it. Everyone who signs in through it sees this name.

2. EZer shows every value the Gemini Enterprise form asks for. Copy the client

secret now, because EZer does not show it again.

3. Give these values to the workspace admin. The admin adds a custom MCP
server in Gemini Enterprise, pastes each value into its field and turns on
Enable PKCE Support.

4. Each person in the workspace signs in to EZer with their own account and
chooses which providers and permissions to grant, as with any other

assistant.

The values the admin pastes into Gemini Enterprise
MCP server URL Authorization URL Authorization URL parameters

Token URL Client ID Client secret Scopes

If the secret leaks, issue a new secret: the old one stops working at once.
If you delete the connection, everyone who signed in through it loses

access at once.
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We have not yet tested this with a real Gemini Enterprise workspace. The

field names come from Google’s documentation.
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PART E CONNECT - CHAPTER 19
API keys and webhooks

‘ Create an API key so other software can call EZer, and set up a webhook

so EZer tells your software when something new happens.

I 19.1 Which one you need

- API key: lets your software call EZer to read or write data.

» Webhook: lets EZer tell your software that something new happened. Your

software then pulls the data through the API.
« An Al assistant: you need no key for that. See the chapter on connecting
your Al.

Connect your Al(page 184)

Both live in #9A1, on the Ag API tab.

I 19.2 Create an API key

Every member can create a key of their own. One key works for one provider, so
three providers need three keys. A key never has more rights than its owner. If

the owner leaves the provider, the key stops working.
1. Open él"wh, the Ad API tab, and press @514 AP key.
2. Fill the é"ia, for example the name of the software that will use this key.

o
3. Choose the SEAUANS: 81U-1T8U or 81UBLINLAYA. If the software only

reads data, choose read-only.
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4. Choose the mqmi‘h’f\ﬂu: never, or 1, 7, 30, 90 or 365 days. You choose it

only now. You cannot change it later.
5. Press @574.

6. EZer shows the key once. Press Anaan and store it safely before you press

rasauan — U,

/\ Warning
EZer keeps only the start of the key and a hash, so it cannot show the full

key again. If you lose it, create a new one and cancel the old one. Do not
send a key by chat or email, and do not put it in code other people can
see.

See and cancel keys

The table shows the name, access level, start of the key, owner, last use, expiry
and status. A member sees only their own keys. The main administrator and
managers see and cancel every key of the provider. If a key leaks, press anatan
key on its row and confirm. A cancelled key cannot be restored, and the row

shows gnenLaN. An expired key also shows gagnLdn and has no cancel button.

EZer has no rotate button. To replace a key, create a new one, switch your
software to it, then cancel the old one.

[]Caution

Only a signed-in person can create or cancel keys. A key cannot create or
cancel keys, and it cannot manage members, invitations or payment

gateway connections.
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I 19.3 Call the API with a key

Send the key in the Authorization header. This example asks what the key can
do in one provider. Use your own key, which starts with ezk , in place of the

sample text.

GET /api/providers/{provider id}/my-access

Authorization: Bearer ezk xxxxxxxx

* A request that writes or changes data (POST, PUT, PATCH, DELETE) needs an
Idempotency-Key header: a unique string up to 200 characters. If you retry

after a network drop, reuse the same value. Without it, EZer answers 400.
« A read-only key cannot write. Every write answers 403.

« Errors carry a “code’. Let your software act on the code. The Thai and

English messages are for people.
* The APl does not promise a frozen shape. New fields can appear at any

time, so your software must not break on a field it does not know.

The full reference is on the @M%SuUlnWRAILA card in the same tab, with the links
1@n&15 API and 9an1%un OpenAPI. Take the server address from that

document.
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I 19.4 Set up a webhook

A webhook from EZer is only a nudge. EZer says something new happened, and
sends no data or counts with it. Your software must pull the real data through

the API with a key. So a repeated or out-of-order nudge does no harm.

The main administrator and managers manage webhooks. The section is hidden
from anyone without the right, and you can set it up only while signed in. An API
key cannot do it.

1. In the Ad API tab, go to the Ua1ane Webhook section and press 1iu
Uanana.

2. Fill the URL where your software takes requests. It must be https and a
public internet address. An internal address or your own machine
(localhost) is refused. To test, use a service that opens a temporary public

https entry.

3. Tick the events you want under @sn1sudatfiautiia. A new endpoint starts
with the filing event only.

4. Press \W4.

The events EZer can nudge about

. s’lﬁlm‘sgﬂsaﬂuﬁ’a: records of a provider for one month were locked. One
nudge per event, not per record. It does not mean anything reached the

Revenue Department.

- AsnvrszRuesulaliudsuaniusg: an online payment link became paid,

expired, failed or cancelled. No nudge when it only opens as pending.

Accept online payments(page 74)
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What your software receives

EZer sends a POST with JSON holding type, event id, provider id, month (the
first day of the month), occurred at, and subject id for the payment-link event

only. Use event id to avoid processing twice, then pull the data through the API.

There is no shared secret and no signature to check. EZer proves who it is with a
Google ID token in the Authorization header as a Bearer token, whose aud is the
URL of your endpoint. The token says who called. It does not prove the body is
unaltered, but the body holds no data anyway. Always pull data from the API.

[]Caution

Do not mix this up with the inbound webhook of a payment gateway. That

one has its own secret and belongs to the chapter on online payments.

When delivery fails

A failure is any answer other than 2xx (a 3xx redirect counts, EZer does not
follow it), a connection error, or no answer within 10 seconds. EZer tries six
times in all, with gaps of 10 minutes, 30 minutes, 2 hours, 6 hours and 14 hours,
about 23 hours in total, then stops. The endpoint’s row shows the d4lsig5a
tag and EZer emails the person who added the endpoint (the main
administrator, if that person is gone). EZer never turns an endpoint off by itself.
When a later delivery succeeds, the tag clears.

Press the Us23%n1544 icon on the row (its name shows on hover) to see each
attempt, with its status, event, time, attempt number and error. EZer keeps
them for 90 days. The status gial3i'l@da means EZer had no identity to sign the
request, so nothing was sent. A row that is not waiting has a ziaﬁnﬂ%"ﬂ button,
which uses the same event id. unily on the endpoint row changes the URL or
the events, and au stops the nudges.
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I 19.5 What next

To let an Al assistant work with EZer without writing code, see the chapter on
connecting your Al.

Connect your Al(page 184)
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