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1.Introduction

Welcome to the Jasmin universe! This user guide includes some basic context
information about Jasmin that will provide you with a simple, easy and enjoyable
user experience. And, of course, allow you to be efficient and effective in using the
product’s full potential.

2. Subscription

Subscribing to Jasmin is simple:

e (o to the Jasmin first login page to create your account;

e Create your user account — enter your name and email, a password, confirm
it, click Register and Jasmin will send you a customized email. Access your
email inbox and Confirm your registration.

e Activate your account: re-enter your email and password in the corresponding
fields and click Confirm;

e The next step is finishing your subscription: select the desired price plan,
choose the subscription period — 1 or 2 years — enter your billing details such
as the Name, Tax ID and the payment method.

You will receive a confirmation email with the payment details. Once the
subscription is completed, you will be redirected to Jasmin. You can access using
your credentials. The system will ask you to verify your details, based on the data
you entered in the billing step. If necessary, you can change this information.
Jasmin will then create your company automatically.

Register a user account
Access your email
Confirm

Finishing the subscription
Buy

Subscribe to the desired
plan

(Pricing plan, period,
billing and payment
details)

Activate your account
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https://www.jasminsoftware.com/jasmin-subscription

3. Starting page

When you access Jasmin for the first time, an online wizard will help you get familiar
with navigation and guide you through some initial tasks, such as creating the
company, customers and items.

Every time you access Jasmin after this first contact, you will be shown the starting
page, which is divided into the following areas:

e Personal Area;

e Search;
e Navigation menu;
e Drafts;

e Quick actions;
e Information display area;
e Action buttons.

3.1. Personal Area

This area is located in the upper right corner of the application and gives you access
to the following options:

e Logout;
e Profile;
e Users;

e Subscription;
e Support Request;
e Change Theme.

Administrator o

Logout

Profile

Users

Subscription

Support Request
4 Change Theme

Image 1
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In this area, in addition to logging out, you can modify several personal settings,
such as:

Editing your user profile;

Adding a profile photo;

Changing your password;

Inviting users;

Removing users;

Viewing subscription detalils;

Buying a subscription;

Creating a support request;

Selecting a new theme for the application (light or dark). The dark theme is
advised for nighttime use and to save battery.

CREATE ENTITY

Postal Code

Contacts

Phone

Building Number

Image 2

3.2. Search area

Jasmin includes a useful search feature. Just enter the full name or part of the name
of the action or area you want to search for and the system will return matching
results automatically.

Jasmin
Q

Image 3

Jasmin



3.3. Navigation menu

The main navigation menu to the left allows you to access features in only 3 levels.
This menu is designed for an easy management of your business and tasks are
organized into themes — Sales — Purchases — Expenses — Payables and
Receivables — Stocks — Taxes — Results — Setup.

Some menu options may not be visible due to your subscription type. For example,

access to the Online Store configuration submenu is only available to Premium
subscribers.

The menu uses different colors to allow you to quickly identify in which management
area you currently are.

dJasmin
Q

=2 M PURCHASES
5
+ EXPENSES
PAYABLES AND RECEIVABLES
STOCKS
TAXES

RESULTS

SETUP

Image 4

3.4. Drafts Area

Jasmin keeps all your ongoing work safely stored in the server until you finish or
complete your task. To provide further support for this, the menu includes a Drafts
Area below the main menu to the left, where you can access and resume any work
in progress you left unfinished. This way, you can always resume your work if you

need to stop in the middle of a task, logout, or if you lose connection, simply by
accessing the corresponding draft.
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Image 5

Drafts are grouped by date — Today, Yesterday, Last Week, Last Month, etc. —
and a total number of drafts is displayed for each group.

Only the logged user’s existing drafts are displayed in this area:

dJasmin

= < Older 5()
__________________ 1
Create Invoice 1
48 days ago ® 1
I
Create Invoice I
108 days ago ® 1
SOMAE SOC GESTORA PARTICIPACOE... 1
Create Invoice 1
115 days ago ® |
SOMAE SOC GESTORA PARTICIPACOE... |
Generate Payment Note ® I
180 days ago 1
I
Create Credit or Debit Note ® :
186 days ago |
I

Image 6

Please note: drafts are only saved for some of the main system records (for
example: invoices, orders, etc.).

Deleting Drafts

Grouped drafts can be deleted individually by clicking the remove icon, or in batch by
using the Remove All button, which will delete all drafts in that group. Please note
that you cannot delete a draft while it is open by the user.
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< Older | 5 ® | —— Elimination of all drafts of the group

—_— Create Order ®
= 105 days ago
6

Create Invoice I |
105 days ago 1=

I Create Order

Elimination of a drafts of the group

+En o

105 days ago

Create Receipt
107 days ago

Create Invoice
112 days ago

® ® ®

Image 7

3.5. Create quick actions

The Create quick actions feature is a shortcut for creating common tasks. Selecting
it will open a menu with options for creating invoices, customers, sales items, receipts
or expense reports directly by opening the corresponding creation screen.

To create a quick action click the Create quick actions button ( -|— ) and select
the entity you wish to create — Invoice, Customer, Sales Item, Receipt, Expense or
Delivery.

Jasmin
Q

— Sales
Create Invoice
Sales
Create Customer Party

-
=5
7

Sales
Create Sales Item

Generate Receipt

Expenses
Create Expense

Stocks
Create Delivery

I Payables and Receivables

Image 8

You will be redirected to the corresponding creation screen. From that screen, simply
enter the necessary data and save your information.

Jasmin



CREATE INVOICE = ® @ Adm'\nistratorm

“Document Type *Series "Number *Date Reference
FA Fatura » 2019 Serie fot the year 2019 2 01/14/2019 | &

“Customer *Payment Term "Discount Due Date *Payment Method
Type to search : 0.00% 01/14/2019 | &

Goods and Services

*ltem *Description Warehouse *Quantity *Unit *UnitPrice  “Discount VAT Type WHT
Withholding Goods and Services
Discount
Note to Recipient Net
o]

Image 9

3.6. Information display area

By default, the information display area shows an overview of your organization - the
Dashboard.

The Dashboard includes a widget that allows you to import records using a .CSV or
a SAF-T(PT) file. Selecting the import option will redirect you to the File Import area.
This widget is only shown for new subscriptions, but you can access the file import
list at any time from Setup | General | File Import.

Please note that when you import the SAF-T(PT) file, payables and receivables
account transactions, customers and items will be created in Jasmin.

N Do you have records from your previous system? Want to use them in Jasmin?

Import your files here

Image 10
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From the Dashboard you can also create a budget and quickly view the state of
several key performance indicators (KPI) of your company.

Key Performance Indicators

Unexpected expenses or less profitable months?
With a budget there is no need to panic

Create budget

Image 11

Your organization’s KPIs are built using your company’s budget, sales invoices,
expense records and profit and loss report information.

Key Performance Indicators

1.0K € 1.0K€ 377 days 1.0K €
This year's Sales Amount This month's Sales Amount Days Sales Outstanding This year's Net Profit
20K€ ¥-49% 20K€ ¥-49% - - 20K ¥-49%
vs Budget ¥ vs Budget ¥ vs Last year vs Budget v

Image 12

You can also view open sales and purchase items, a profit and loss chart and
payables and receivables open items.

Sales Documents :
Open

Pending quotations 2 238.27 €
Orders to ship 4 1.756.00 €
Orders to bill 10 3,588.00 €

Up to this week
Pending quotations 0 0.00 €
Orders to ship 0 0.00 €
Orders to hill 2 612.00 €

Image 13
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Purchases Documents

Open
Orders to receive 1 1,112.16 €
Received but not invoiced 0 0.00 €
Up to this week
Orders to receive 0 0.00 €
Received but not invoiced 0 0.00 €
Image 14

Profit and Loss (last 4 months)

3 3K € W Net Profit Expenses M Revenue
Net Profit K
Qk \/-\
0
3.3K€
-2k
Revenue Oct 2018 Nov 2018 Dec 2018 Jan 2019
9.76 €
Expenses
Image 15

The Dashboard sections also allow you to address the work that needs to be done in
each area. You can click the three dots button in each card to quickly launch actions
you may need to access for carrying out your work in each area. These options can
be used as “shortcuts” to the most common tasks of each area, such as creating an
order or an invoice in the Sales Documents section.

Sales bocuments 1yl
| 1
| Order '

Open | @ :
| 1

Pending quotations '@ Invoice !
Orders to ship Lgm============== O €=
Orders to bill 1 121.95€
Up to this week
Pending quotations 1 10.00 €
Orders to ship 0 0.00€
Orders to bill 0 0.00 €

Image 16
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These shortcuts will be different for each card in the Dashboard. For example, the
Purchase Documents card will open Purchase Documents options, allowing you
to quickly create an order or an invoice.

Purchases Documents .

|
Open i @ Order i
Orders to receive i @ Invoice i
Received but not invoiced B SEEEE e Fgge—
Up to this week
Orders to receive 0 0.00 €
Received but not invoiced 0 0.00 €

Image 17

Hovering with the cursor over the charts available in Cash Flow Forecasting will
display information to support you in interpreting the chart.

Cash Flow Forecasting

Payables M Receivables

5k
4k
3k older
2k 0,00 - Payables
» Bl 4 428 44 - Receivables

0

older this week next 30 days future
Image 18

Apart from the initial Dashboard, there are also information panes on the right of the
screen that provide you with details on Entities and Items when creating Orders and
Invoices.

To view the side pane, click the < icon.
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The pane will display information on the item.

To close it, click >

(?) @)  Administrator o >

< ITEM DETAILS TEM DETAILS >

'_I'homas

Customer since 24 May 2017

30 of 52
Orders successfully closed

Last order on 19 December 2018

25830000014741.40 €

ders total value

13907.50 €

N purchases volume

12533.35 €

Current debt

12533.35 €

verdue debt

S

Image 19

3.7. Action buttons area

Action buttons are displayed at the bottom of pages in Jasmin. You can find the

following buttons:

Create

View

Save and New

Send

Save

{

=T
| v |
(o]
=
[ = ]

Jasmin

Attach a file.

Settings (configure lists or access printing settings).
Create a new record.

View details about a record.

Save information and create a new record.

Send the record or document via email.

Save a record or document.



Save and create a new record.

Save Save a record.
Save and Print Save and print a record.
Save and Send Save a document and send it via email.

Edit Edit a record or document.
Print Print a document.
Refresh Update visible information.

Process Process a sales or return order.

Copy to New Cr_eal_te a new document by copying information from an
existing document.
Printing Settings Configure which information will be printed.

Convert Into Copy information from one document to another.

Send Send a document.

Delete a record.

| e |
N
f

Print or export a page or list to CSV format.

3.7.1. Other buttons and commands

In Jasmin you will also find other common action buttons, commands and icons
which are not in the actions area, such as these:

Application help
See the user photo and access the personal area.

Search

||l > MO

Menu

’

[TITh
i

Drafts

A

_|.

Create new (quick actions)

Jasmin



Create budget

(*) Add Above

(%) Delete

(=) Copy to End

(>) Taxes

(») withholding fields
‘= List

(P Create

(" Record

(=)
>
&
=
o

Jasmin

Add new record

More options

Create a new order
Create a new invoice
Create a new receipt
Create a new payment
Create a budget

Apply selected filters

Picture (of an item)

Picture

Add a row above

Delete current row

Copy row to the bottom of the list

View tax calculations for the selected row

See fields associated with the record (row) which are not visible
from the table

Show possible options for the field
Create a new record.

Access to that record’s data

Archive records

Close

View the dashboard

Drill down

Duplicate

Edit



Correct through

Receipt

Ilzntwpﬁgﬁ)@@@@oo@@emm@@E<]

Jasmin

Email

Send email

Connection lost

Insert

Exit

Export

Import

Load data

Reload data

Help

Information

Save

Print

Reset custom settings

Zoom in

Zoom out

Warning

Calendar

Date

Create a credit or debit note to rectify a transaction

Generate a receipt for the transaction



Generate

Save and Print

Generate Return

Select

Download file

Reverse all imported entries

Communicat

Jasmin

(4]

Order

Automatically create a document based on available data
Save the record and create a PDF preview
Enter an item return

Choose the current item

Download the template file that you can fill in with your data for
importing entities into the system

Cancel an importation of data

Send your data to the Tax Authority for validation (PT market)



4. Types of screens

In general, Jasmin is comprised of 3 types of screens:

e Simple forms
e Documents

e Processing screens

Simple forms — These screens are used for viewing and editing the business’ data

and simple configurations. These can be accessed via lists.

Some examples:

e Document types

e Units of measurement

COMPANY PRIMA | PRINAVERA BSS

S pRIMA

*Abbreviation

PRIMA

*Base Currency
EUR

*Company Tax ID
503140600

Registration Office

Address

Street Name
R DR EGIDIO GUIMARAES

Postal Code City Name

4719-006 BRAGA

Contact

Email

Telephone

PRIMAVERA BSS

“Compan y Name

PRIMAVERA BSS

“Country

pT

Equity Capital

Registration Number

Building Number
N 74

(@) (@  administrador G

ELEGANCE

n

Image 20

Documents — These screens are used for viewing and editing documents. Please
note that documents are created directly by accessing the corresponding menu
options, using the company’s details. Some examples are orders and invoices.

Jasmin



CREATE ORDER

PRIMAVERA BSS.

C\ @ @ Administrator Q

“Document Type “Series *Number "Date Reference
ECL Encomenda || 2018  Seéric para o ano 20 1 01/15/2019 B
*Customer *Payment Term Delivery Term *Discount
0001 00 Pronto Pagamento EM-MAO Entregue em mio 0.00%
Goods and Services
*ltem *Description Warehouse *Quantity *Unit *Unit Price *Discount *Delivery Date *VAT Type
bDYBOARD Vision Blue Typetose 50 UN €120.00 0.00% | 01/15/2019 & IVATN
@ 10 « Iltems per page 1 items
Total €7,380.00
Commercial v
Einancial
e
Image 21

Processing — These screens are used to perform a specific process. This action
requires the document being processed.

Some examples are creating a document for the transportation of goods (Goods
Receipts or Delivery Orders) or processing an order to generate an invoice.

GENERATE INVOICE

[E2)] ® @ Administrator G

Customer Currency *Company
0006 Joana EUR Euro TESTESAT TestesAT
From To Invoice Type
8 12/01/2018 B | Typeto search
Order Delivery
Apply
Selected Order Line Delivery Line Item Description Original Quantity Open Quantity Quantity Currency Unit
O EILSYS.9 GRAT0401.1 | 0004 tario 1 1 EUR UN
O ELSYS.36 GR.AT0401.16 1 | 0005 EUR UN
O ELSYS.40 GR.AT0401.17 1 | 0020 EUR UN
O ELSYS.41 GR.2018T.1 1 | 0020 EUR UN
10 s ltems per page 4 items
Reset

Jasmin

Image 22
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In some cases, processing a document requires previously editing a document and
then copying it to convert it into the document you want to create.

Jasmin includes a Convert Into / Correct through feature which is useful for
creating a record from the next step of the flow of documents, based on the current
document.

Some examples:

e You can create a credit/debit note from an invoice to rectify a transaction. This
allows you to fill in all the information for creating the debit/credit note, since
these details are already in the invoice. In addition, these documents will be
linked and the target document (the note) will mention the original document (the
invoice).

e This also applies to the budget > order flow.

QUOTATION ORC.2018.6 X (@) € Administrator m

& ORC.2018.6

79
L—E[ PRIMAVERA BSS.

“Document Type “Series “Number "Date Reference

ORC Orgamento 2018 Série para o ano 2018 6 10/29/2018
“Customer *Payment Term “Discount *Document Status
0004 ss 00 Pronto Pagamento 10.00% Open v
Goods and Services
“Iitem “Description “Quantity “Unit *Unit Price *Discount “Delivery Date VAT Type Total
0002 My item xpto 2 | UN €1,240.40 0.00% | 10/29/2018 & INA-TN €2,746.25
0002 My item xpto 3| UN €640.64 0.00% | 10/29/2018 & IVATN €2127.57
0002 My item xpto 12 | UN €7835 0.00% | 10/29/2018 & INA-TN €1,040.80
0002 My item xpto 83 | UN €63.33 0.00% | 10/29/2018 & IVATN €5,818.82
Total €11,733.44
Commercial v
) ’ Order
Financial v
1
DnEE (- [NER
1 .
Image 23

5. Selecting the company when
creating records

If you have access to several companies associated with your organization, you can
select for which company operations are performed. Please note that, by default, the
system will use the selected company when creating company dependent records,

Jasmin



such as an invoices or order, but you can change this. If you still haven’t created any
records, this field will use the first company created.

CREATE ORDER
e !
i ]| ANGMOR w

1
1
____________ m]

“Document Type *Series “Number “Date
ECL Encomenda  : || 2019 Serie for the year 2019 4 01/18/2019 | =

“Customer *Payment Term Delivery Term

Type to search

Image 24

If you only have access to a single company, this field will not be displayed on the
create/edit page because all records will be associated with that company.

6. Accessing records

You can access a record that is mentioned in another view by using:

e Therecord’s hyperlink — This option is available when the document is in view
mode or when the field of the record you want to access is filled in and disabled.

* .
Series
===

|2D19: Serie for the year 2019

Image 25

e The ‘Record’ context option — When a field is filled in and not disabled, which
means that the data can still be changed. You can access the record through the
field’s options menu by clicking Record.

*Series
2019 Serie for the year 2019
— List
f—l— reate
C7," Record
___________________ -1
[~] Details
Image 26

Please note that the ‘Other Options’ icon will only be visible if the field allows
editing.

Jasmin



e The hyperlink in the record’s description — In the same situation (if the field is
filled in and not disabled), and if there is a field description, you can also access
the record by clicking the link in the description.

* a
Series

2019 : Serie for the year 2019 |

Image 27

This feature is also available for record lists for which the system allows drill down
actions from other contexts.

Drag a column header and drop it here to group by that column.

Payment Status Date Invoice Entity Tax D Name Reference Total

pending 11512019 [FAZ0193 ] 100011 211870137 Thomas Customer €123.00

Overdue 1ozote TFAZ0122] TINDIF 1 John €123.00
Image 28

7. Actions on the record’s details grid

There are several helpful operations available when you create a record with a
details grid. When you access a record’s details grid, the following context options
are available, depending on your access method:

e Operations available on the details grid when creating an order

ORDERECL2079.1 2 (@ @  Administrator m

Q ECL.2019.1

i—ﬁl PRIMAVERA BSS.

"Document Type *Series “Number *Date Reference
ECL Order 2019 Serie for the year 2019 01/15/2019 | &
“Customer ﬂPayment Term Delivery Term *Discount
0001 Thomas [] | 00 Pronta Pagamente - || EM-MAO : 0.00%

Goods and Services

“Item *Description Warehouse *Quantity *Unit *Unit Price *Discount *Delivery Date VAT Type Total
0013 o oserv 10 UN €20.00 0.00% 01/15/2019 @& ISENTO €200 —_I

@ Add Above (Ciri+Alcsins
® Delete (Ceri+An+d

@ Copy to End (Crrisaicic
@) 15 - Ttemsper page ) Taxes

@ Additional fields

Total

Commercial v

Financial ~

Delivery v
Remarks

Image 29
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e Operations available on the details grid when viewing an order
ORDER ECL2019.1 @ Q@ Admimstramrm I
Q. ECL.2019.1
R
55| PRIMAVERA BSS.
“Document Type *Series “Number *Date Reference
ECL Order || 2019 Serie for theyear 2019 || 1 01/15/2019
“Customer 'PaymentTerm Delivery Term “Discount
0001 Thomas [ || 00 Pronto Pagamento | | EM-MAO 0.00%
Goods and Services
“Item *Description Warehouse *Quantity *Unit *Unit Price *Discount *Delivery Date VAT Type Total
0013 [~ serv 10 | UN €20.00 0.00% | 01/15/2019 & | ISENTO €200‘00—"|
0017 (7] Zapier with sales extension 1  UN €50.00 0.00% | 01/15/2019 & @Taxes -
0013 | serv 10 UN €20.00 0.00% | 01/15/2019 &
0013 & serv 10 | UN €20.00 000%  oinspote g | Q) Additonsl elds
0017 [ | Zapier with sales extension 1 UN €50.00 0.00% | 01/15/2019 & ISENTO €50.00
HERN \temsperpage—: :_TI__Z___V____ 1-5of 8 items
_____________ 3 e 2~
Total € 850.00
Commercial v
Financial v
Delivery v
Remarks
=
Image 30
e Operations available on the details grid when editing an order

ORDER ECL.2079.1

Q@ ECL2019.1

PRIMAVERA BSS.

‘; @ @ Administrator G I

"Document Type *Series “Number *Date Reference
ECL Order || 2019 Serie for the year 2018 1/15/2019 | &
*Customer "Payment Term Delivery Term *Discount
0001 Thomas [~] || 00 Pronto Pagamento EM-MAO 0.00%
Goods and Services
“Item *Description Warehouse *Quantity *Unit *Unit Price *Discount *Delivery Date VAT Type Total
0013 serv 10  UN €20.00 0.00% 017152012 & ISENTO
0017 Zapier with sales extension Type to se. 1 UN €50.00 0.00% 01/15/2019 & @ Add Abave (
0013 serv 10  UN €20.00 0.00% 01/15/2019 B
0013 10 UN €20.00 000%  o1sp0te @ | | @ Deere o
0017 Type to se. 7 UN €50.00 0.00% 01/15/2019 B @ Copy to End (C
@ 2. 5. 01 (3) Taxes
Additional fields
Total ®
Commercial v
Financial v
Delivery v
Remarks v
Image 31
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Operations have the following behavior:

Operation Behavior

Add Above Adds a new row above the selected row.

Delete Deletes the selected row.

Copy to End Copies the data from the selected row to a new
row at the end of the grid.

Taxes Displays a pop-up window with a breakdown of
all tax values applied to the selected row.

Additional fields Displays a pop-up window with further price
information on the selected row.

+’ Adds a new row at the end of the grid.

Items per page Allows you to specify the number of items to be
displayed on each page of the grid.

Page navigation This action is only available if there are more
items on the document than the value set in
“‘items per page”. You can go to the next page
by clicking the >, navigate to the last page by
clicking the >|, go straight to the desired page by
clicking the corresponding number or use the |<
icon to return to the first page.

The following operations can also be performed using the keyboard when you are
creating or editing a page:

Key Behavior

Navigation keys (arrow The cursor navigates the selected field in the
keys «— 1 | —) direction of the key pressed.

Enter or 4 The entered value is saved and the cursor
changes to the next field applicable field. If there
are no more applicable fields to enter, the cursor
moves to the next row. If there are no more
rows, a new one will be created and navigation
stops until the field is correctly filled in, if
required.

Esc Cancels editing and deletes the selected row if
no data has been entered. If the row is already
filled in, this key will not perform any action.

Jasmin



8. Extensions

All entities with which the company interacts - customers, suppliers or others - have
a common base. For example, a customer who buys items from an entity can also
be a supplier of items or raw materials to that entity. To specify a new type of
interaction for an entity, you can enable the corresponding extension.

To do this, click the L icon to add a new type of relation between the entities -
Financial Institution, Salesperson, Customer, Supplier or Bank Account.

CREATE ENTITY 62| @ @

General (4]

Financial Institution
kIf.r\t\ty Tax ID *Name

0094

Salesperson

Supplier

*Country *Currenry Search Term

|
1
1
1
Customer | ]
I
1
I
pT

Bank Account

priugal : EUR Euro : [ Person
Image 32

Items can also be associated with several extensions, allowing them to be used in
the context of purchases, sales, inventory, etc..

A record that contains extensions consists on a basic part with general information
and extensions with applicable context information.

Enabling extensions

If there are extensions associated with an entity, corresponding tabs will be available
at the top of the entity’s page. The tab with the basic entity information is named
General and information on the extensions can be found in the matching tabs.
Available and unused extensions can be accessed from the drop down options
displayed when you click the ‘+’.

Example — An item where extensions can be associated, but where none are
enabled:

Jasmin



CREATE ITEM

General Sales (+]

Materials

Image 33

To enable an extension simply click on the desired extension from the drop down
options, which will create a tab for that extension:

Example — An item where the Sales extension is enabled (a “sales item”):

CREATE ITEM

General Sales (+)

*Sales Unit *Income Account
UN un 71 Sales
*Tax Type Service Withholding
IVA-TN WA : | Typetosearch
Image 34

Extensions will no longer be available from the drop down options after being
enabled.

Disabling extensions

To disable an extension, edit the desired entity and click the ‘X’ on that extension
tab:

CREATE ITEM
General * Materials X Sales
“ltem Description
0032
*Base Unit *ltem Type
UN Unidade : || Item

Fvtandad Nacrrintinn

Image 35
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After this, that extension will be available in the drop down options again.

Please note that disabling extensions does not delete the extension’s data. You can
re-enabled it later and all your previous details will still be available.

9. Lists

List pages display all records for an entity in a grid view. There are some operations
you can perform on list pages to make it easier to find the information you are
looking for, such as:

e Searching for records — You can use the search area to lookup specific records
by specifying the search conditions (on the right) and typing a search word.

| Q. (Invoice, Entity, Name, Reference) | | Invoice, Entity, Name, Reference v

: Invoice, Entity, Name, Reference v
Filters ~ | Payment Status
]

|
1

I

1

!

1

|

Start Date End Date Compa TaxID |
1

1

1

|

|

B B ramg 0w

Contains

1
Payment Status I
Y I Starts with ~

Image 36

The list will only show records that meet the search criteria specified.

e Filtering records — You can also use filters to only view the information you
need. To do this, enter any applicable filter criteria in the Filters section (Start
Date, End Date and Company) and click Apply.

Filters ~

Start Date End Date Company
= B  PRIMAVERABSS. v

Image 37
The list will be filtered and only records matching the specified criteria will be
displayed.

e Grouping - This feature allows you to analyze the listed records by grouping
them into columns. To use it, drag the desired column headers into the grouping
area:
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Payment Status Date Tax ID Name Reference Total

1 Invoice: A2017.1

Settled 5/2412017 211870137 Thomas €12.30
~ Invoice: FA.2017.11

Overdue 10/19/2017 211870137 Thomas €123.00
v Invoice: FA.2017.14

QOverdue 12/15/2017 211870137 Thomas €123.00

~ Invoice: FA.2017.15

Overdue 12/15/2017 211870137 Thomas €123.00

Image 38

This feature allows you to view information according to your specific needs, by
expanding and collapsing groups of records as you find necessary (by clicking ‘v’
and ).

e Sorting — You can sort records using the columns or existing groupings. This
feature is only available for some entities.

e |tems per page - this option allows you to specify how many records you want to
view in each page:

*Warehouse Is Locked Stock Calculated Unit Cost Inventory Balance

A2 Imrmmmmmmmommoo g O €0 £
A3 H O €
a0 i O €0. £
ARMAL 20 E O €0 €
Mg | 50 | O €. £

e coe I 150t Hems
Image 39

e Navigating pages — you can easily navigate between list pages using the
options at the bottom of the list.

*Warehouse Is Locked Stock Calculated Unit Cost Inventory Balance
A2 : )

A3

Ad

ARMAZEMX

A10

Oooogao

€0.00

@ 5 . temsperpage 112 » W 1-50f6 items

____________

Image 40
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e Viewing the selected record - to view any record from list pages, simply select
it and click the View action button on the bottom right.

x| ® @ Administrator Q

INVOICES
Q {Invoice, Entity, Name, Reference) Invoice, Entity, Name, Reference v
Filters ~
Start Date End Date Company
= B | ANGMOR ~
Payment Status
Apply
Drag a column header and drop it here to group by that column.
Payment Status Date Invoice Entity Tax D Name Reference Total
Overdue 10/3/2018 FA.2018.6 0005 266730191 €2,583.00
Overdue 10/3/2018 FA.2018.5 0001 211870137 €62.00
Overdue 9/28/2018 FA.2018.4 INDIF €14.76
Overdue 9/28/2018 FA.2018.3 INDIF €14.76
Overdue 9/28/2018 FA.2018.2 INDIF €14.76
Overdue 9/28/2018 FA.2018.1 INDIF €147.60
[~
Image 41

e Printing/Exporting — if you wish, you can export lists to .CSV file format or print
them. You can run these operations for the entire list or for the records currently
displayed. To do this click the ‘..." action button on the bottom left and select the

desired option.

Drag a column header and drop it here to group by that column.

PostingD... = CreatedBy

1/15/2019

12/31/2018

12/13/2017

7/20/2018

7/20/2018

7/6/2018

7/6/2018

7/4/12018

7/4/2018

Docume... | NaturalKey PartyKey AccountingPartyTaxld | BuyerCustomerPart... = Note PayableAmountAm...
1/15/2019  ECL.2012.1 0001 211870137 €850.00
12/31/2018 ECL.2018.10 0027 €123.00
12/13/2017  ECL2017.7 0004 €246.00
7/20/2018  ECL.2018.9 0003 €123.00
7/20/2018  ECL.201838 0003 €123.00
7/6/2018 ECL.2018.7 0006 200343145 €1,060.00

- 2/6/2018_ __ECL.20186_ 0001 211870137 €369.00

H Export page to csv i

1 1

! Export list to csv ! 0006 290348145 €10.60

1 |

| Printlist i

H . ! 0006 280348145 €53.00

| Print page !

1 T

1 1

1 1

1 1

Jasmin
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Export page to csv

Export list to csv

Print list
Print page
! &
| —
Image 43

e Configuring lists — Jasmin allows you to configure how the list is displayed.

Drag a column header and drop it here to group by that column.

Docume...  NaturalKey PartyKey AccountingPartyTaxld = BuyerCustomerPart.. = Note PayableAmountAm... | PostingD... = CreatedBy

1/15/2019  ECL.2019.1 0001 211870137 Thomas €850.00 1/15/2019  thomas@example.com
12/31/2018 ECL.2018.10 0027 Susan €123.00 12/31/2018 susan@example.com
12/13/2017 ECL2017.7 0004 Mary €246.00 12/13/2017 mary@example.com
7/20/2018  ECL.2018.9 0003 John €123.00 7/20/2018  john@example.com
7/20/2018  ECL.2018.8 0003 John €123.00 7/20/2018  john@example.com
7/6/2018 ECL.2018.7 0006 290348145 Anna €1,060.00 7/6/2018 anna@example.com
7/6/2018 ECL.2018.6 0001 211870137 Thomas €369.00 7/6/2018 thomas@example.com
7/412018 ECL.2018.5 0006 290348145 Anna €10.60 7/4/2018 anna@example.com
7/412018 ECL.2018.4 0006 290348145 Anna €53.00 7/4/2018 anna@example.com
7/412018 ECL.2018.3 0006 290348145 Anna €61.50 7/4/2018 anna@example.com

Image 44

Configure this list

Image 45

You can specify which columns to display by adding or removing, sorting and
grouping columns according to your needs.
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QUQTATIONS

Date

1152019

141512019

1/15/2019

1/15/2019

1152019

1/15/2019

11572019

1152019

1415/2019

1/15/2019

1/15/2019

115mMma
M4

You can also rename the columns you choose to display.

Quotation

Lorem ipsum dolor sit amet,
consectetur adipiscing elit

Lorem ipsum dolor sit amet,
consectetur adipiscing elit

Lorem [psum dolor sit amet,
consectetur adipiscing elit

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.

Lorem ipsum dolor sit amet,
consectetur adipiscing &t

Lorem ipsum dolor sit amet,
consectetur adipiscing et

Lorem ipsum dolor sit amet,
consectstur adipiscing elit

Lorem Ipsum dolor sit amet,
consectetur adipiscing elit

Lorem ipsum dolor sit amet,
consectetur adipiscing elit

Lorem ipsum dolor sit amet,
consectetur adipiscing elit

Lorem ipsum dolor sit amet,

1 » W

Drag a column header and drop it here to group by that column.

Entity

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

~  items per page

Tax 1D Name.
. Lorem ipsum dalor sit
Lorem ipsum
amet
Lorem ipsum dalor sit
Lorem ipsurm
amet
. Lorem Ipsum dalor sit
Lorem ipsum
amet
Lorem ipsum dolor sit
Lorem ipsum
amet
Lorem ipsum dalor sit
Lorem Ipsum
amet
. Lorem ipsum dalor sit
Lorem ipsum
amet
Lorem ipsum dalor sit
Lorem ipsum
amet
. Lorem ipsum dalor sit
Lorem ipsum
amet
Lorem ipsum dalor sit
Lorem ipsurm
amet
. Lorem ipsum dolor sit
Lorem ipsum
amet
Lorem ipsum dolor sit
Lorem Ipsum

amet

Lorem ipsum dalor sit

Reference

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem Ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem lpsum dolor sit
amet

Lorem ipsum dolor sit
amet

Lorem ipsum dolor sit

Image 46

COLUMNS

@ Alternative Address

[ Auto Created

@ Bill to

[ Billing Name

@ Company

© Currency

@ Customer

[] Customer Tax ID
Date

© Delivery Term
(] Discount

[ Discount

Image 47

Document Status Total

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

Lorem ipsum

1-20 of 20 items.

A
I I
I-——I

37.80

11340

151.20

22680

302.40
34020
378.00

ars8n

(6]

COLUMNS

© Alternative Address

[ Auto Created

@ Billto

[ Billing Name

© Company

® Currency

© Customer
[ Customer Tax ID

© Date

@ Delivery Term

[ Discount

[ Discount

[ Discount

[ Discount (Company)

[ Discount (Organization)

[ Discount In Value

[ Discount In Value (Company)
[ Discount In Value (Organization)
@ Document Lines

&4 Document Status

© Document Taxes

© Document Type

[ Email To

[ Exchange Rate

- CLExchanoe PateNAle. - m e e cemm e e

Saving this configuration will make changes to this list permanent for following
sessions, which means that any time you access this list, it will display your

configurations.

You can always reset factory settings at any moment.

Jasmin



QUQOTATIONS COLUMNS
| & -: Drag a calumn header and drop it here to group by that calumn, © Alternative Address
1 Auto Created
=== | Date Quotation Entity Tax 1D Name. Reference Document Status Total =
@ Billto
E) Lorem ipsum dolor sit amet, . . Lorem ipsum dolor sit  Larem ipsum dolor sit .
IS0 ar adipicing st Lorem ipsum Lorem ipsum et . Lorem ipsum 0.00 [ Billing Name
. © Company
11501 LOrem lpsum dolor sit amet Larem jpsum Lorem ipsum Lorem ppsumdalor st Lorem psum dolorst o e
consectetur adipiscing elit amet amet © Currency
@ Customer 1
Wisrong Lorem ipsum dolor it amet, Larem ipsum Lorem fpsam Lorem lpsumdolor st Lorem fpsum dolor st e e |
consectetur adipiscing elit amet amet [ Customer Tax ID
) I =
152018 Lorem ipsum dolor sit amet, Lorem ipsum Lorem ipsum Lorem ipsum dolor sit  Lorem ipsum dolor sit Lorem ipsum 113.40 Date
consectetur adipiscing elit amet amet ® Delivery Tarm
very
1si201g orem ipsum dolor st amet, Lorerm fpsurn Lorerm o Lorem ipsumdolor st Lorem psum dalor st 15120 [ Discount
consectetur adipiscing elit amet amet
[ Discount
Lorem ipsum dolor sit amet, . . Lorem ipsumdolor it Lorem ipsum dolor sit .
1152019 L L L 188.00 g
consectstur adipiscing lit, arem fpsum arem fpsum amet amet orem lpsum [ Discount
Lorem ipsum delor sit amet, Lorem ipsum dolor sit Lorem ipsum dolor sit [ Ciscount {Company}
11512019 Lorem ipsum Lorem ipsum Lorem ipsum 226.30 .
consectetur adipiscing elit amet amet [ Discount (Organization)
[ Discount In Value
L1s/an1g  LOTEM psum dolor sit amet, Larem ipsum Lorem jpsum Lorem psumdolor st Lorem psum dolorst .
consectetur adipiscing elit amet amet [ Discount In Value (Company)
11152019 oM Ipsum dolor sit amet, Lorem ipsum Lorem ipsum Lorem ipsumdolor sit  Lorem ipsum dolorsit | Ipeum 302.40 [ Discount In Value (Organization)
consectetur adipiscing elit amet amet © Documnent Lines
I
115r2019  LOrem Ipsum dolor sit ame, Lorem ipsum Lorem ipsum Lorem [psum dolor sit  Lorem ipsum dolor st oy iy 34020 & Document Status
consectetur adipiscing elit amet amet
© Document Taxes
Lorem ipsum dolor sit amet, Lorem ipsum dolor st Lorem ipsum dolor sit
141542019 Lorem ipsum Lorem ipsum Lorem ipsum 378.00
consectetur adipiscing elit s P amet amet P ® Document Type
. . 1 Email To
115mnq LOTem ipsum dolor sit amet, I arem in<im | ram insim Lorem ipsumdalor st Lorem lpsumdalorst |,y ars8n
W 4 1 » MW 20 ~ lemsperpage 1-200f20items D] Exchange Rate
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M Fyrhanoa Rata Nata

Please note that this configuration will only be available for customizable lists and
visible for the user who changed them.

e Creating records — you can create entity records from an entity’s record list

page. Clicking the Create button at the bottom of the page will display a page to
create a record for the entity list.

10. Entering records

Jasmin allows you to enter simple records and key fields. It also allows you to add
images by uploading pictures you take using capturing devices such as a webcam or

your smartphone camera. Data can be entered using text editors, directly into tables
and using sequential records.

Simple fields — these fields can be used for entering text, numbers, percent values,
dates, email addresses, telephone numbers, hyperlinks, quantities and money
amounts.

Jasmin



01/15/2019 £

< January 2019 >
Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5
6 7 3 9 10 11 12
13 14 15, 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2

Image 49

Keyword search — these fields allow you to enter a full or partial name and get
automatic search results, which means the system will suggest or complete your
word with an autocomplete feature. You can access the list of possible values (by
clicking the menu), drill down into the base record or create a record directly. After
entering the value, the field will displays a code and description.

*Customer *Payment Term

T
i

Type to search 1
.

0001

Thomas

211870137

0003
John

0004
Susan

0005

Mary
266730191

faTatal

Image 50

Grid — to enter records into a grid, select the row and enter the required fields. You
can also use the ‘+’ button on the bottom left of the grid.
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*
Item

*Description

Warehouse

"Quantity *Unit *Unit P

rice

*y
Discount

*VAT Type

WHT

0002 bodyboard A10 1 UN €100.00 0.00% IVA-TN Typeto se

0004 surfboard Typeto se 1 UN €100.00 0.00% = IVA-TN Type to se J

0006 surf lessons Typeto se 1 UN €100.00 0.00% IVATN I_@_ Add Above (Calmens :
|

0008 bodyboard lessons A2 1 | UN €50.00 0.00% | ISENTO 1 |
| ) Delete :
|
: (5 CopytoEnd :
: @ Taxes :
: @ Withholding Taxes :
[} |
1 @ Additional fields -:
Do o o o

@ 10 =~ Items per page 4 items

Image 51

Some actions are available for all tables, such as Add Above, Delete or Copy to
End. You can also choose the number of lines displayed in the grid or access
additional information fields in a pop-up window using the corresponding option.

Type to se

@ Add Above

@ Delete

@ Copy to End

@ Taxes

@ Withholding Taxes

(>) Additional fields

Image 52

|

11. Creating records when creating or
editing another record

In Jasmin, you can create new records while creating or editing a different record
with inline editing. This means that you can, for example, create the customer you
want to use in the sales order you are currently creating without losing you current

data.

To do this, simply access the options you want to create (in this case, the customer)

and click Create:

Jasmin



CREATE INVOICE < (@) @  Administrator Q

PRIMAVERA BSS. w

“Document Type *Series “Number *Date Reference
FA Invoice 2019 Serie for the year 2019 44 01/15/2019 | &
“Customer *Payment Term “Discount Due Date *Payment Method
=
Type to search Y 0.00% 01/15/2019 | &
Goods and ser) ‘= L5t
. Create * . o o - *,
ltem V- Warehouse Quantity Unit Unit Price Discount VAT Type WHT

Image 53 - Create a customer from the order creation page

When you click this option, you will be redirected to the page where you can create
this record:

CREATE ENTITY = @) | @  administrator Q

General Customer [+]

“Entity Tax ID *Name
0029

“Country *Currency Search Term
PT Porwgal || EUR Euro  : O Person

Address

Street Name Building Number

Postal Code City

Contacts

Phone Email Culture

Mobile Website

Additional Addresses
Additional Contacts v
Picture v

Remarks v

1
v =

Image 54 - Customer creation page

When you create a record with this method, the Save button on the record creation
screen is replaced by a Save and Return option, as can be seen in the following
image. This field will be enabled after entering the required fields for creating a
record and you can use it to return to the original record. The customer field will have
been filled in with the newly created record:

Jasmin



CREATE INVOICE

PRIMAVERA BSS. w

“Document Type *Series “Number “Date Reference

FA Fawra  : || 2018 Série para 0an0 2018 * 44 01/15/2019 &

(Customer ______________________ _:Paymanl Term *Discount Due Date *Payment Method
! 0001 Thomas  : |1 00 Pronto Pagamenta 0.00% 01/15/2019 & NUM

Image 55 - Order creation page after creating a customer with inline editing

12. Printing documents

Print

You can use the option to print documents.

= @ @ Administrator m <

Document printing will open a new window with a preview of the form. Selecting the

print button will create a digital copy of the document and display it using the

browser’'s PDF reader. You can print this document again to access your printer to

make a physical copy of the generated PDF.

Please note that some browsers may not allow pop-up windows, preventing the PDF
document preview from being displayed. In this case you will need to configure your

browser to allow pop-up windows.

4 4 10 R I R ==

OXYBLACK

503140600 Thomas

Tan 1o
Abdees 2615-322 Qdade
Email

Telophone

i
Fatura FA 2019/4
Feference Carrency Exchange Rate Date

EUR 1000000 15/01/2019
Tt Terms of Fapment Discount e Bt

ms70157 Pronto Pagamentn o 15/1/2009

em Description Gty tin.  Order Deivery Unit Price Discount VAT Total
004 Furfooard 3N 10000 0% 3 00

0006 badyboard aum 10000 0% 2% 5200

0003 surf lessens 1M 2000 0% o 2000

Image 56
Editing printing templates

e Preset templates

The system comes with some preset Template Groups. Each of these groups
is associated with 0 or more entities and use default templates that can be

viewed from the list of templates.

Jasmin



These models cannot be deleted, but you can customize templates to suit
your organization.

Entity groups templates

There are default configurations for all template groups, which cannot be
changed or removed.

You can add to this list new templates that you create. A default template
must be assigned to each group so that they are used for printing documents
of the corresponding entity.

Customized templates

To customize a template you need to access an entity’s existing default
template. To do this, go to the list of templates, select the desired template
and click View on the bottom right.

In the new page, click Edit and make the required changes to the preset
template.

The template editing window consists of 4 tabs and a display area where you
can preview the changes you make to the template.

Appearance - Here you can setup the template margins, specify an image to
be used as the logo in documents, its size and position.

Document template

Appearance Header Details Footer
Margins
Margin Left Margin Top
0 174 400 0 127 400

Use company logo

Logo

IHeight «—\Width
80 144 600 80 1H 600
Margin Left

0 2000

Image 57

Jasmin



For Company-dependent entities, you can setup templates to use the logo
defined in the company file in printing. To do it, simply check the Use
company logo checkbox.

The image upload area disappears automatically when you check this box. If
this option is enabled but the company file does not have a logo, the print will

not include a logo.

Header - In this tab you can change the margins, size, color and font used in

the document header.

Document template

Appearance Header

Company Information

Margin Left
0

Company Name

Font Family

Font Size

8

Customer Data

Margin Left
0 113

Jasmin

Details Footer
Margin Top
2000 ] 237 600
Font Color
v #675aee B
Font Style

v B 1 U

Margin Top
2000 0O 237 600
Image 58



Details - Here you can change the settings for the body of the document. You
can change the top margin, size, color and font, as well as the text alignment.

Document template

Appearance Header Details Footer

Document Title

Margin Top Text Alignment
0 723 1000 = = = =
Font Family Font Color
v #675aee [ |
Border Color Border Height
#675aee B 3 v
Font Size Font Style

hd B 1 U

Image 59

Footer - In this section you can enter texts that you want to be displayed in
the two lines of the document’s footer and specify how they will be aligned.

Document template

Appearance Header Details Footer

Text Alignment
Text Alignment

Footer First Row
Text

Footer Second Row
Text

Image 60
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2. Preview area
Here you can verify how your changes will be implemented in the document.

@

Company Name Customer Mame

Larem ipsum dolor
Tax .ID 1 23‘?55739 quia dalor sit amet
Equity Capital comssctetur, adipisci velic..
Registration Office

Registration Number
Addresz  Alphabet Srreer
Email

Telephone

Original
Document FA.2022.124

Referance Currency Exchange Rate Date
Tax Id Payment Terms Discount Due Date
ltem Description Quy Price
ADGDT Lorem ipsum dalor 1 0.00
ADDDZ Lorem ipsum dolor 2 0.00
ADDD3 Lorem ipsum dalor 3 .00
ADGD4 Lorem ipsum dolor 4 0.00
ADDDS Lorem ipsum dolor 5 0.00
ADDDE Larem ipsum dolor -1 0.00
ADDDT Lorem ipsum dolor 7 0.00
ADDDE Lorem ipsum dalor 2 0.00
ADDD3 Lorem ipsum dolor 9 0.00
Image 61

For more information, go to Setting up printing templates.

First print

When you print a document for the first time, a new browser tab will open the Report
Viewer, which will display the document using the printing template configured.

You can then save the document in .PDF file format for future reference or print a
physical copy.

Document reprinting

If you require, you can print documents again to create Duplicate Copies of the first
document you created.

Jasmin



13. Sending documents and templates
electronically

Jasmin encourages you to send digital documents via email instead of printing
physical copies.

The simplest way to achieve this is clicking Save and Send and Jasmin will open a
new window with the email that will be sent. If there is an email address in the
entity’s file, it will be suggested automatically.

You can customize the content of outgoing emails by using email templates.

Send Message

Share

ups://my.Jasminsoftware.com/200272/200272-0015/external/ UOPMRVMUT 1 JERVITKDKZNOISMKNCLUVFMEEXNEQkRCTCNTMLUQ4REU0QzEyMEUsoskuUercy... | [ IR

To

Subject
Message
A- T- B I & U = E = = % @ D C

Jasmin
Reset Send
Image 62

You can perform the following actions on email templates:
e Use a Default template

There is a default email template that can be used when to send an email
through the application.

This template cannot be removed.

However, you can create other templates for your organization if you wish.

e Creating templates
To create a new template, go to the list of templates and click Create.

The system will open a new window for creating the email template. Here you
can specify the name and a description for the template, to which the language
and culture it will apply, the type of format, subject, and the text contained in the
body of the email.
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CREATE EMAIL TEMPLATE

*Template Description

“Culture “Type

HTML

Type to search

*subject

*Notification Body

A T~ B I &

1=

L
E
E

= =E =E % @ D C
Image 63
e Configuring the usage of email templates

After creating the email template, you need to define where it will be used.

To do this, follow these 2 steps:

1. Define a notification to be associated with the email, use a descriptive name
that helps you identify your template, such as “InvoiceEmail”. You can
associate the new template with an existing notification or create a new one.

CREATE NOTIFICATION

“Notification Description

Templates ~

*Email Template Is Default

@ 5 a Items per page 0items
Contacts v
Contact Groups v
Users v
User Groups v

Image 64
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Here you can define the contacts or groups of contacts to whom this email
template will be sent, and for which users or groups of users it is available.

2. Associate the notification with the type of document for which you want it
to be used. In our scenario, the email template will be used for sending
invoices, therefore you need to specify which type of invoice will use this
notification.

To do this, edit the desired type of document and associate it with the
notification you want under the Email expander:

CREATE INVOICE TYPE 5 3@ @  Administrator Q
PRIMAVERA BSS. w
“Type Description “Tax Document Type
Type to search

[ Cash Invoice

Notification Contact Type

E Type to search ¢ | Typetosearch

Default values ~

Financial Account Cash Flow Item
Credit Memo Type Debit Memo Type Memo Reason
Type to search : || Typetosearch ¢ || Type tosearch
Series ~
*Series Default *Copies Taxes Inclusive | Classif. of Econ. Activ. External Manual *Communication Type
&) 5 « Items per page 0 items

Reset

Image 65

Now, whenever you create a new FA type invoice and select to send it via
email, the email sending window will use the specified template:

Send Message

Share
https://my.jasminsoftware.com/200272/200272-0015/external/UOFMRVMuT1]ERVITKDk2NOISMkNCLUVFMEEtNEQXRC1CNTM1LUQAREUOQzEyMEUSOSkuUERG/. E
To
Subject
Message

A- TI- B I & U

n
i
lil
lil
&
Y]
(]
Q

Jasmin

Reset Send

Image 66
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For more information, you can read the General FAQs on the Jasmin Help Center.

14. Help

Jasmin provides you with several types of help information:

e Application help

e Tooltips
e Chat

e Support requests

e Help Center

Application help can be accessed from every screen of the application.

To access explanations on common screen interactions, click the Help button and
select the Quick Guide option from the starting page.

Help Center
| QuikGuide
Cshortars
Image 67

The system will display several “coach marks” in the form of help steps that you can
follow to understand how to interact with the application. Click the > to move to the
next step or click the X to close the coach marks.

Jasmin

STEP 1 !
| Access the menu options. :
1

a
'

+ PAYABLES AND RECEIVABLES

STOCKS

Jasmin

STANDARD ORGANIZATION OVERVIEW

Key Performance Indicators

1.0K € 1.0K € 377 days
This year's Sales Amount This month’s Sales Amount Days Sales Outstanding
2.0K€ ¥-49% 2.0K€ ¥-49% - -
vs Budget v Vs Budget ¥ vs Last year

Image 68

1.0K

This year's N

20KE ¥
vs Budget v


https://www.jasminsoftware.pt/helpcenter/faqs/#Geral

When you enter a screen for the first time, the system will also show you some
coach marks for that screen.

Some action buttons include Tooltips to make it easier to understand how they work
when you hover over the button. There are also Hints on some options that explain
some of the more complicated concepts or rules for working with the software.

Image 69

[] Locked @

Select this option if no further transaction
will be made with this customer.

Image 70

The Chat is a communication tool that allows you to clear your doubts in real time.
To open a conversation window and question someone on the Jasmin support team

regarding the software, click the button on the upper right corner E

You can also create support request tickets for the support team without leaving
Jasmin. To do this, access your Personal Area and select Support Request.

Administrator 0

Logout
Profile
Users

Subscription

4 Change Theme

Image 71
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If you still have some questions or simply want to learn more about Jasmin, you can
access the Jasmin Help Center.

To do this, click the Help button E and select Help Center.

= K@
Help Center
Quick Guide
Shortcuts
Image 72

Jasmin Help Center is divided into the following sections:

How to use — where you can access this Getting Started guide, a Glossary
of terms used in the software, along with help articles organized into areas, for
example Purchases, Sales, Payables and Receivables, Stocks and Legal
and Tax Questions. Each area also includes a tutorial animation to illustrate
a common use scenario of the software;

Videos — where you can see a gallery of simple tutorial videos that explain
how to perform common business operations such as creating an invoice, an
item or importing your data from a spreadsheet;

FAQs — where you can read answers to some common questions about using
Jasmin, divided into areas;

Downloads — where you can get the latest ebooks and guides published by
the Jasmin team;

Blog — where you can read up on some interesting topics related to business
management, written by the Jasmin team;

Login — where you can enter your login credentials and enter or return to
Jasmin.

You can also use the search to find specific contents or use the chat feature.

15. Initial Settings

To simplify your tasks and reduce the time you spend initially setting up your system,
Jasmin includes many sample lists and settings, such as units of measurement,
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dimensions, countries, currencies, tax regimes, tax exemption reasons, withholding
taxes and types, payment and shipping methods, document types (invoice, simple
invoice, invoice receipt, transportation documents), etc... Many settings are
generated automatically when you create your company in Jasmin, but there are
others you need to define explicitly.

0
O
Vi

ooo
cooo

To create your company in Jasmin, follow these steps:

e Goto Setup | General | Companies;

e Select Create;

e Enter the required fields in the Create Company form, marked with a red *.
When you paid for your Jasmin subscription, you were prompted for some
details such as the Tax ID and the company name. These details are
suggested by Jasmin when you create your company. By using your Tax ID,
the system will also search the public VIES database (VAT Information
Exchange System) and import all information associated with that tax
number, such as the company’s headquarters and other company contact
details. This means that you will only need to confirm the details automatically
entered by the system and fill in any missing fields.

e Please note that fields such as the Base currency and Country are
particularly important because they influence the company and the system’s
operations.

e |tis advisable to upload your company Logo, which will be used in printed
documents.

e The email address you enter in the email field will receive copies of any
message sent through the system (“no-reply@primaverabss.com”) to
customers, suppliers, business partners, etc.

e To save your data, select Save.

e When your data is saved, the system will automatically create the necessary
configurations for issuing Sales and Purchases documents. The following
Sales documents are generated and associated with their operations:
guotations, orders, goods issue documents, invoices, credit/debit note. The
following Purchases documents are also generated: orders, material receipt
notifications, invoices, credit/debit notes and payment notes.

e Jasmin will also:

o Create a default Warehouse;
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o Create a basic Financial Account with some default configurations
such as allowing negative balance and not allowing using foreign
currencies;

o Configure taxes applicable to the company, assuming that
transportation and financial documents will be submitted to the
governing Tax Authority manually.

Once you confirm that your company details are correct, you need to create Entities
(customers, suppliers, salespeople or banking institutions) and the Items that make
up your Stock in order to use them for Purchases and Sales operations. You can
create Items and Entities in whichever order you want because these processes are
independent.

154

=

To create an item follow these steps:

e Goto Setup | Stocks | ltems;

e Select Create;

e Enter the required fields;

e Specify if the item will be used in Purchases, Sales, Stocks or in
ECommerce processes by adding the corresponding extension tab with the +
button at the top of the item page;

e Each extension includes different fields: Sales features the price list,
Purchases focuses on the last purchase document, Stocks allows you to see
item quantities in each warehouse or assign items to new warehouses and
ECommerce displays data to be shown in your digital store.

e To save your data, select Save.
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To create a customer, supplier, salesperson or financial institution entity,
follow these steps:

Go to Setup | CRM | Parties List;

Select Create;

Enter the required fields;

Add the applicable extensions to categorize the entity as a Customer,
Supplier, Salesperson or Financial Institution and create the necessary
relations in the software;

Fields are different for the different extensions: Customer features
information like Payment Method and Terms, Delivery Terms, Discounts, VAT
Regime or Price List; and while Supplier also has some of these fields, it also
allows you to specify supplier prices for items. The Salesperson extension
allows you to specify a percent commission for this seller (%). In the
Financial Institution tab you can enter the Main SWIFT and the Bank Code.
To save your data, select Save.

Please note: information from entity files will be used in documents, namely the
Name, Currency, Address, Tax ID and Email Address fields. Similarly to what
happens when you create your company, when you enter the Tax ID, the system
will search the VIES database and import data automatically.

If your entity is a Customer or Supplier, details will be automatically used in
documents.

16. Configuring printing template

Jasmin features a simple configuration of printing templates under Setup > System
> Templates.
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Q (Description) Description ~

Description Report Type

Document template Entity
Decument template Entity
List template List

Slip template Entity

Slip template with shipping details Entity

4 4 1 > L] 20 ¥ items per page 1-50f 5items (@

Image 733

To configure a document’s printing template select the desired template and click
View. You will be directed to the template editing page that consists on 4 tabs -
Appearance, Header, Details and Footer.

EDIT TEMPLATE

Document template

Appearance Header Details Footer

Image 744

The options available change according to the type of document, for example, if you
edit a List Template, the configurations screen will only include the Appearance
and Details tabs.

EDIT TEMPLATE

List template

Appearance Details

Image 755

In the first tab you can configure the document margins by dragging the pointer and
preview your changes on the right. You can also upload and configure the width and
height of a new image to be used in the report.
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EDIT TEMPLATE @ € adminiswator o

List template

Appearance Details

Margins

Margin Left Margin Top
Document FA.2022.124

0 220 400 o 80 400

o o teem Description ay  price

40001 Leram prum 2300 1 000

Logo A0o02 Leram prum 2or 2 000
Amo02 Loram ipsum caiar H 050

Imagem
AT04 Loram ipsum dolar 4 050
AD00s Lorem ipsum dolor s 00
ADo06 Lorem ipsum dolor 5 00
ADo07 Lorem ipsum dolor 7 00
Ano0 Lorem ipsum coior s 000
Ano0s Lorem ipsum coior s 000

Upload a new image
IHeight —width
100 600 80 400 500
Margin Left
4 2000
Reset

Image 766

The Details tab allows you to specify the document title, text alignment, font, style
and colors and preview your changes on the right.

Click Save to save your changes.

EDIT TEMPLATE @) € administrator G

List template

Appearance Details
Document Title
Margin Top Text Alignment
Document FA.2022.124
] 150 1000 = = = =
ieem Deseription ay  eries
0001 Lorem igsum dolor 1 000
Font Family Font Color A0002 Loremigsum dolar 2 [
A0003 Lorempsum dolor 3 00
|| #000000 u oz Lremipaum g PR
20005 Lorem ipsum dolor 5 000
Border Color Border Height 20006 Loram ipsum dolar 3 000
£000000 ] 3 -~ 20007 Loram ipsum dolar 7 000
a0008 Loram ipsum dolar : 000
20008 Loram ipzum golor B [
Font Size Font Style

¥ B I U

1-0005/ Reset

Image 777
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17. Management and decision-making
support tools

Jasmin includes tools to help you with management and decision-making, namely:

e Budgets
e Expense Reporting
e Profit and Loss Statements

17.1. Creating a budget

An important part of running a business is working with cost and income estimates
and being able to track their evolution on a daily basis.

From the dashboard on the homepage you can create a budget which will help you
manage the day-to-day operations of your company. Start by selecting Create
budget.

Key Performance Indicators

Unexpected expenses or less profitable months?
With a budget there is no need to panic

Create budget

Image 788

You will be redirected to the profit and loss page.
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PROFIT AND LOSS =@ ©) administator G

Filter ~

Date Range Start Date End Date

This year to date v 01/01/2019 8 o212019 =
Company Display Columns by Compare with

PRIMAVERA BSS. N || Total Only v None ~
[ Show all account types [ show only editable

MYCOMPANY - Profit and Loss | lsnuary 12019 -anuary 21, 2019

TOTAL
v RENDIMENTOS
Vendas 113242 €
Prestacdes de Servigos
Total 113242 €
‘GROSS REVENUE 1,13242¢€

» GASTOS COM MERCADORIAS

Gastos com Mercadorias

Total

Image 79

On this screen, select the time period covered by the budget. You can define a
budget for the ongoing or next year. By selecting Current Year or Next Year,
Jasmin will change the start and end dates of the budget. If you choose any other
date range, you will be able to filter your budget by time period.

PROFIT AND LOSS

Filter ~

:Date Range :: Start Date :: End Date

1 - |1 —
1) Custom N :I 01/01/2019 = :I 01/21/2019 =
I

1

 ihsyear ittt ittt -
This year to date Display Columns by Compare with

This month Total Only ~  MNone ~
This month-to-date
This Quarter

This Quarter-to-date
Last year

Last Year to date
Last month

Last month-to-date
Last Quarter

Last Quarter-to-date
Next year

Custom

Image 79

Please note that the Display Columns by field allows you to choose how to view
your budget - either by totals or distributed by months.

Company Display Columns by Compare with
ANGMOR v  Total Only ~ | None ~
[ Show all account types Months
Image 80
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The Compare with field allows you to compare a real value with a comparison value
- a Budget or a Homologous Period.

Compare with

MNaone v

Image 81

Budget
Homologous Period

Image 823

You can also choose to display all or only editable items on your budget by
checking the desired option and selecting Apply.

Show all account types O] Show only editable

Apply

Image 834
Then enter your budget data directly in the Profit and Loss Form.

Enter the Sales and Service Provision profit levels you expect to achieve.

AM - Profit and Loss | Jsnuary 1, 2019 - December 31,2019

TOTAL
CURRENT BUDGET %
« INCOME

Sales N 9,000.00 € -
Services Provided N 0.00€ -
Total -- 9,000.00 € -

¥ OTHER INCOME
Other Income - 0.00€ -
Total - - -
GROSS REVENUE -- 9,000.00 € -

Image 845

If you expect to achieve other types of profit, for example, from sales of vehicles or
by renting your property, enter them in the Other Income.
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TOTAL

CURRENT BUDGET %
¥ INCOME
Sales - 5,000.00 € =
Services Provided - 0.00€ -
Total .= 9,000.00 € -
* OTHER INCOME
Other Income - 0.00 -
Total - - -
Image 856
Specify how much you expect to spend on goods.
+* MARKET EXPENSES
Merchandise Expenses - 0.00 -
Total - - -
Image 867

You can also enter how much you expect to spend in general expenses. Please note
that when you enter expenses, these will move to the General Expenses area, if
correctly categorized. You may not be able to anticipate your utilities expenses or
spending on vehicles, but, for example, if you do not have your own property, you
can calculate your yearly rent and enter this value in the budget.
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+ GENERAL EXPENSES

Advertising and Marketing N 0.00€ N
Fees and Commissions - 0.00€ -
Tools and Utensils N 0.00€ N
Office Supplies N 0.00€ N
Water, Electricity and Gas - 0.00 € -
Travel and Stays N 0.00€ N
Incomes and Rents N 0.00€ N
Communication - 0.00 € -
Representation Costs = 0.00 € =
Vehicle Expenses - 0.00 € -
Other Expenses - 0.00 € -
Total - - -

Image 87

The same applies to Staff Expenses, where you can enter the amount you expect to
spend on salaries in that year.

w STAFF EXPENSES

Remuneration - 0.00 € -
Charges = 0.00 € -
Total - - -

Image 888

Other Expenses may include, for example Depreciation or Taxes.
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w OTHER EXPENSES

Depreciation - 0.00 €
Taxes - 0.00 €
Other Expenses N 0.00 €
Total
GROSS LOSS 8.13€
NET PROFIT -8.13 € 9,000.00 €
Image 89

Then select Save to save your information.

Cancel Save

Image 90

Please note that after saving the budget:

e The Gross Expenses and Net Profits will be updated in the budget;

e You can edit the budget at any time by selecting the Edit option;

e The Create Budget option will no longer be available from the Dashboard,
and it will be replaced with Key Performance Indicators (KPI). These will

allow you to compare your company’s real evolution against the budgeted
figures.

17.2. Reporting expenses

For there to be a correct profit and loss report, which is critical for running a
business, all expenses need to be recorded when they happen.

To report an expense, follow these steps:

e Go to Expenses | Expenses;
e Select Create;
e You will be shown the Create Expense form;
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CREATE EXPENSE = G) € administrator Q

ANGMOR ¥
Document
o
“Number Reference
1

“Supplier *Date
Type to search : 01/21/2019 B
"Account

Type to search
*Description
*Value VAT Type
€0.00
g @ 1 items
Paid

“Payment Method *Payment Term
Type to search ¢ Typetosearch

“Cash Flow Item “Financial Account
04 Pagamentos  : | Type to search

ot

@ o [svmirn ]
Image 91

e Please note that you can report expenses from a specific supplier and into an
associated account — item and or cash flow item.

*Supplier *Date
Type to search 01/21/2019 &
*Account
Type to search
Image 923

e Enter the Supplier field by accessing the suppliers list and selecting one.

“Supplier *Date
Type to search 01/21/2019 B
= List
"Accou

Create
Typ @
*Descr [j Record

[~/) Details

*Value VAT Type
€0.00

@ 1 items

Image 93
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e Once you select your supplier, click Select.

Supplier

Q (Entity, Name, Tax ID, Search Term)

Entity Name Tax ID Search Term
0002 Susan
0003 John
“ ¢ 1 v M 10 v itemsperpage 1-20f2ftems  C
| —
— -]
L —— ]
Image 94

e Data associated with this supplier, such as the payment method and terms,
will be entered in the form automatically.

*Number Reference
TS_u_pEIi_eF ___________________ ﬁl Date
: 0003 John : 01/21/2019 &
_________________________ a
*Account
Type to search

*Description

*Value *VAT Type
£€0.00
@ 1 items
Paid

Payment Method | fPayment Term_

NUM Numerario E 01 30 dias apds emissdo doc...
*Cash Flow Item *Financial Account

04 Pagamentos E Type to search
*Currency

EUR Euro
“Exchange Rate Exchange Rate Date

1.000000 01/21/2019 &
Image 95

e When you create an expense, please fill in the Accounts field that lists items
with which you want to associate the expense. Filling in this field correctly is

Jasmin



important because it will impact the Profit and Loss Report. To do it, select
the List option.

*Account
Type to search
“Description = List
(—E) Create
*Value *VAT Ty .
€0.00 (4" Record
: Details
@ s
Image 96

e Select the expense item from the pop-up window displayed - in this case,
Goods Expenses — and confirm it with the Select option.

Q (Account, Description)

Account Description
61111 merchandise expenses
62221 advertising and marketing
62241 schedules and commissions
62311 tools and utensils
62321 Office Supplies
62411 Electricity Expenses
4 4 1 2 3 » M 10 <~ itemsperpage 1-100f24items
T I
v
Image 97

e Corresponding fields will be updated automatically. Enter the desired value in
the Value field. If you want to enter another expense, click the Add button (+).
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“Account

61111

“Description

Merchandise Expenses

*Value *VAT Type
£0.00 IVA-TN

@ 1 items

Image 99

e Fill the Cash Flow Item and Financial Account fields to finish the expense
report. Select the applicable cash flow item from the List.

*Cash Flow Item *Financial Account

Type to search ¢ || Typeto search

“Currency '= List
EUR T~~~ T T Euro

@ Create
*Exchang Exchange Rate Date

7 Record
(4 Record 01/21/2019 &

~| Details

Image 98

e In this example, select cash flow item 04.

Cash Flow Item

Q (Cash Flow Item, Description)

Cash Flow Item Description

00
o1
02
03
04 payments

05

4 4 1 » 10 v itemsperpage 1-80f8items

Image 99

¢ Information will be updated. Now, you can create the financial account record
by selecting Create.
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*Cash Flow Item *Financial Account

04 ¢ | Typeto search
*Currency = List
EUOR LT TTTTTTTT e
@ Create
*Exchange Rate Exchang“/_: """""""" 4
ecord
1.000000 (" Recor
[~] Details
Image 1002

e Enter the required fields on the Create Account form marked with an asterisk

(*).

CREATE FINANCIAL ACCOUNT @ @ administrator m
“Account Description “Company
Type to search
*Financial Account Type Valid From Valid To
Petty Cash v 01/01/2019 B 12/31/2099 &
Petty Cash
Responsible

[ Allow Foreign Currency

Image 1013

e After filling the fields in, select Save and Return.

CREATE FINANCIAL ACCOUNT = (@) € administrator Q

“Account Description
Account1

*“Company
Expense Account AM ANGMOR ¢

“Financial Account Type Valid From

Petty Cash %

Valid To
01/01/2019 | & 12/31/2099 &

Petty Cash

Responsible

O Allow Foreign Currency

1
Cancel H save and Return [
1 |

Image 102
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e Information concerning the financial account will be updated.

*Financial Account
ACCOUNT Expense Account

Image 103

e Please note that the Net and Tax totals are displayed at the bottom of the
form. To finish your expense report, select Save.

) Save and New

[ -

Image 104

e You can still edit, send and print your expense document after saving it.

Image 105

Please note that the 113.82 euros expense with Goods expenses reported will be
carried over to the Profit and Loss Report.

17.3. Profit and loss report

Knowing how your business is running and where the money is being spent is
essential to make decisions regarding how to increase revenue and control costs.

With this in mind, Jasmin provides a complete analysis of your profit and loss report
and allows you to budget for items in the P&L.

To access your P&L report, select Results | Profit and Loss.
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PROFIT AND LOSS

Filter ~
Date Range Start Date End Date
This year ~ | 01/01/2018 & 1231209 =
Company Display Columns by Compare with
ANGMOR | Toral Only ~ Budge: ~
Show all account types [ Show only editable
AM - Profit and Loss | Jsnusry 1,2078 - Decemser 31,2079
TOTAL
CURRENT BUDGET %
~ INCOME
Sales - 9,000.00 €
Services Provided
Total - 9,000.00 €
~ OTHER INCOME
Other Income
Total - -
GROSS REVENUE - 9,000.00 €
~ EXPENSES WITH GOODS
Expenses with goads 213€
Total 813€ -
Image 1068

The P&L Report chart allows you to:

e See a complete overview of the accumulated or monthly totals in a specific

time period.

Filter ~

Date Range
This year

Company
ANGMOR

Show all account types

Filter ~

Date Range
This year

Start Date
N 01/01/2019

Display Columns by
v Total Only

[ Show only editable

Image 1079

Start Date
v 01/01/2019

This year to date
This month

This month-to-date
This Quarter

This Quarter-to-date
Last year

Last Year to date
Last month

Last month-to-date
Last Quarter

Last Quarter-to-date
Next year

Customn

Jasmin
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End Date

12/31/2019 =
Compare with

Budget v

End Date
E  12/31/2019



e Directly issue items not changed by documents such as Expenses with
Staff;

* PERSONNEL EXPENSES
Remuneration
Charges

Total

Image 1091

e Some fields are automatically filled in using information from Sales (billing),
Purchases and the Expense Reports (associated with the items);

e Some fields can be edited - Expenses with Salaries, Other Expenses,
Compensation, Depreciation, Taxes, Interest and Charges.

AM - Profit and Loss | Jamusry 1, 2019 - Decemioer 31,2073

TOTAL
CURRENT BUDGET %
* INCOME
Sales - 9,000.00 €
Services Provided
Total - 9,000.00 € -
* OTHER INCOME
QOther Income
Total - - -
GROSS REVENUE - 9,000.00 € -
+ EXPENSES WITH GOODS
Expenses with goods 8.13€
Total 8.13€ - -

~ OVERHEADS
Advertizing and Marketing
Honarary and Commissions
Toals and Urensils

Office Supplies

Image 1102
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