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1. 591 Introduction

[ i B 1 R 4% Receipt App ) 2% = (Mastery Education) AER T E, 1B Z MR EBRML UL,
MARFHER LHKE RRESEEH OCRIEEEF,. B SEEEN . MBELEZTEREE, A
B —H2EE H Excel,

The Receipt App is Mastery Education's internal tool for keeping expense receipts tidy. Photograph or upload a receipt

and the system reads the vendor, date, amount and more automatically with OCR; you review, correct anything that
needs it, and export to Excel at month-end.

FEINEE What you can do
o L#EHMHA PDF, BEHHRKIBEAS, Upload photos or PDFs and auto-extract the details.

o RE, BESRKIBIMMRLIERIE, Review and correct each receipt’s fields and line items.

758, BE. €%, FRTFESKE, Search receipts by category, date, amount, or keyword.
EESAXH. HEGLLEBEFHETMER, See charts of monthly spend, category share, and top vendors.
BiEE N A IRIBEE H B Excel, Export every receipt to Excel at month-end.

2. ﬁ)\iﬁiﬂlﬁﬁ Logging In & Your Account

BBERFAMRFHEL USRIRUMNERRZREA, EAR, EEA LAGERMNER, 58280
Change password (B Z &) | & Log out (FH) I,

Open the system in your browser and sign in with the email and password provided by the school. Once signed in, your
email shows at the top-right, next to Change password and Log out.

¢ B5t Tip REEMALULA https:/receipt.mastery.edu.hk , BEMAZEAEREER, The address is
https.//receipt.mastery.edu.hk — bookmark it for easy access.

EFEWREN, RA LAMIChange password]; ISR E R, EHRRMEEERE, VIZBTEILHR
FO

To change your password, click Change password at the top-right. If you forget it, contact the administrator for help
rather than creating a new account.

3. TEMMEE Dashboard Overview

HEABRETIMISaved receipts |IFTEmM B ERMWGD, BN ECHEBEBRERIELBEIIRSF SR, TAH S
A=EEE: 2NN ERE. 2N LERE, LEBTANMIE®T. BERNKIEEE. G LAMMExport
Excel | AIFERFEEH ,

The Saved receipts screen you land on is the hub of the system. The blue banner shows the tool name and your account;
below it are three areas — category settings on the left, the upload zone on the right, and further down the summary
figures, charts and the receipt list. Export Excel sits at the top-right.

¢ BAE Tip AFMMEELES: OO fEHEm LMESL,; #iRE T HEE HEMIEBEF4ERIGRA, Screenshots

in th/s manual use numbered markers D@ to point out key controls; a key follows each figure.
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MASTERY T (e
ins coveanion Receipt App wunyan.lee@gmail.com ange password ogout

EXPENSE CAPTURE - 2026 FY w

Saved receipts

Upload one or more receipt images or PDFs and we 'll extract their details automatically.
Review, edit, and export at month-end.

DEFAULT + New Manage
CATEGORY categor’ : 5
fad Take photo or drop receipt files
e t JPG, PNG, HEIC or PDF -+ drop or pick multiple + OCR runs in seconds.
Miscellaneous v

o1 Browse files i@ Take photo

Entertainment Others

3.1 EEmELFE(BIZR) - Fig 3.1 Top of the dashboard (annotated)

B 1Z~ Key to the numbered markers

(D Export Excel FE Excel — A#ERHEUIE FEAK Excel,

Export to Excel — download all receipts at month-end.

@ Default category FEEE/$E — FHLEBKIEEBERLS$E,

Default category — newly uploaded receipts get this automatically.
3 New /Manage #i2mEMEHHE,

Add a new category, or manage existing ones.

@ Upload zone Lt#HiE — #HEKAEZE. Browse files 5k Take photo,

Upload zone — drag files, Browse files, or Take photo.

4. FEFHUZIE Uploading Receipts

HAZHLEERE, RALHEKIEEREEEREESZIE, %M Browse files |5BIZEEE. & Take photo |
SEBNRIAE, X8 JPG. PNG. HEIC % PDF, it A — BRI ZEAEE,

In the upload zone on the right, drag receipt files into the dashed box, or click Browse files to pick files, or Take photo to
snap one with your camera. JPG, PNG, HEIC and PDF are supported, and you can select several at once.

Step1-£82 1 FEIELF X choose how to add receipts
HERfEE. 2IBEREERAEE, =5 &0,

Drag-and-drop, browse for files, or take a photo — any of the three works.

Step2- k2 FFRFEENIH Let the OCR run
FEHERFEEEBFIA OCR BBEIKIEAS, EMATAHMKIEEZTE,

After uploading, the OCR reads each receipt within seconds and adds it to the list below.

¢ BhE Tip SEFEEERENFDefault category (FRER SR |, L HBHKIEMEBBHERZNE BAKREE.

Set the Default category on the left first, and newly uploaded receipts inherit it automatically.
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5. W55 %8 categories

SEEMEX HERLE, 2Kk FTEEMI Default category | TR E R EHIKIBMNTERDE, THANSEE
ZE AR L)L, #2+ New category #7853 #8, & Manage |FIRIEERE,

Categories group your spending. The Default category dropdown at the top of the left card sets what new receipts get;
the chips below switch it quickly. Click + New category to add one, or Manage to open the management dialog.

#EMManage categories 1#RE &, {RAILIEHF G L XML FE, EF R L ERGFESFMAERERRBIKIE;
MIERBIR R HEZAPBEFABHREEE, EFERAEMKENREBRERAREZE.

In the Manage categories dialog you can rename or delete categories. Renaming updates every receipt using the old
name; deleting simply removes it from the picker — receipts already labelled with it keep that label.

Manage categories

Rename or remove your categories. Renaming updates all existing receipts
that use the old name. Deleting leaves existing receipts with their label as-is
— they just don't appear in the picker anymore.

Miscellaneous DEFAULT

Entertainment Delete

Others Delete

™ Add a new category-+

5.1 EEHERE (B4ZR) Fig 5.1 The Manage categories dialog (annotated)

F#ZR Key to the numbered markers
(D DEFAULT AR 4E1ZEC — BRTMITER S .
The current default category.

@ Delete MBS — RIGRERR, EFENKEBETIZEE.

Remove a category from the picker; existing receipts keep their label.

3 Add a new category #iA£TE%IR Add FiBH 4,

Type a name and click Add to create a category.

@ Done SERkilFARARE.

Finish and close the dialog.

6. 2B E = UK{E Browsing & Searching Receipts

TAll receipts ;5B FI T A Wkig. A LAY COMFY (B £R) 15[ COMPACT (&) ImE@E R~ AR, £ A
—BiERE T BB rIRRRRT (. WiBRIR. fR5) . 248, BHAEE (From / To) R £48%EE (Min / Max)
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The All receipts list shows every receipt. Toggle COMFY or COMPACT at the top-right for a roomier or denser layout. The
filter row lets you narrow results by keyword (vendor, receipt #, notes), category, date range (From / To), and amount
range (Min / Max).

.

All recelpts 350 receipts COMPACT

e SEARCH CATEGORY FROM T0 MIN MAX

Vendor, receipt #, notes- All categories v dd/mm/yyyy dd/mm/yyyy 0 oo
250717_01 —m YATA + 25.80 HKD - Miscellaneous PRINTED AUTO &1 17/6/2026 F47:28:43

e YATA —H
DATE TOTAL RECEIPT # TIME PAYMENT
2025-07-17 25.80 HKD 278426 14:26 Octopus

Notes: [8: 3066-3009 HiR#%: 13787

250613_07 wellcome + 118.00 - Miscellaneous - split PRINTED AUTO &3 17/6/2026 T7:28:21

wellcome
DATE TOTAL RECEIPT 4
2025-06-13 118.00 HKD 0107250005060010009

6.1 YeigEEEERET B (E4E7R) Fig 6.1 The receipt list and filters (annotated)

B+ 4Z~ Key to the numbered markers
(1 COMFY / COMPACT Rt — BB EHT,

Switch between a roomy or dense layout.

@ Filters EiE — BT, 2. BHHE. SHEHEE.

Filter by keyword, category, date range, and amount range.

3 Receipt ID & summary KiERFEFEE(EF. €%, 258).

Receipt ID and summary (vendor, amount, category).

@ Badges #K#E#ZEC — PRINTED/AUTO /A (R T),
Status badges — PRINTED / AUTO / /\ (explained below).

(B Thumbnail & fields & [E £l 455 H 2R AR AL,

Thumbnail and the extracted fields.

ElEWKIE R LHIZEE Reading the badges on a card
o PRINTED — R#FiHIETEZITENUIE FHE R FE), PRINTED — recognised as a printed receipt (as opposed to

handwritten).
o AUTO — BEXHBFPIIEBA, BRIEANFIEHR, AUTO — the fields were filled by auto-OCR and not yet
hand-edited.

o A MEF — BHEZ/VERCPEEE DEBIE, BEEEE. A witha number — how many fields have low
confidence and are worth checking.

7. ¥ EE@‘%IE”&?% Reviewing & Correcting a Receipt

U i & I8 R LR {E T - Receipt App — Teacher Manual | 6



REE LRI, AAEREHMER BRKEB A RFANEERWER EL. B B, 5
8. B WERAR ., RA R, B, fBit, LIERGRIASMIA (Line items) #0185t (Totals) . #R[E Fr L#ITOpen)
AMKEERE.

Click any receipt to slide out a detail panel showing the image and every extracted field: vendor, date, time, category,
currency, receipt #, payment, tags, notes, plus the line items and totals. Click Open on the image to view the original
larger.

RECEIPT 250717 01

YATA —H

e EXTRACTED DETAILS

VENDOR DATE
—H YATA 2025-07-17

nnnnnnnn
14:26 Miscellaneous

CURRENCY RECEIPT #

HKD 278426

NNNNN
&8 3066-3009 W sR{: 13787

0 LINE ITEMS & LOW CONFIDENCE

UCCENAMIBEI0G(144%) 2 29.80 HKD

HEER N/A -4.00 HKD

Total 25.80 «
1 Delete Open original A Edit fields

7.1 WiEsHAER - 4518 (B4ZR) - Fig 7.1 Receipt detail panel — view (annotated)

B $4Z;~ Key to the numbered markers

@ Open HMAEFEKERE.

Enlarge the original receipt image.

@ Extracted details ¥tEGI — 7. BEL. BRRE. 238, B4 WigmEE. A X%E,

Extracted fields — vendor, date, time, category, currency, receipt #, payment, etc.

@ Line items - LOW CONFIDENCE FIEFE; [EEDIRRRHEAIREE, FHiLi,
Line items; LOW CONFIDENCE means the reading is uncertain — please check.

@ Total #2Et<%8(%K VAT),
The total amount (and VAT).

® Edit fields #AEHIER (354 Delete, Open original),

Enter edit mode (Delete and Open original are alongside).
HFELERAMZERIA LOW CONFIDENCE(E{EID) |, KRRZMEMPWBRRETKEE, FRANBEERY, 25
T ARTEdit fields 1 EABHIER

Where a section is marked /A LOW CONFIDENCE, the system is unsure of its reading — check those carefully. Click Edit
fields at the bottom-right to make changes.
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| step1-$81 1EBUBIL Edit the fields
BEMAIMERTHMAR TEZERERF. B, £%8%, RERRITER, &M+ add item1#FI8—1T7, 1%
X MIBR—1T,
Every field becomes editable — fix the vendor, date, amount and so on. Edit line items row by row, click + add item to
add one, or X to remove one.

I Step2-$Ek 2 {#FSEUH save or cancel
Stk % ¥kMSave changes %, ikl Cancel ITRZE &N, EMIFRE RIS, ATRE T AR Deletel,

Click Save changes to keep your edits, or Cancel to discard them. To remove the whole receipt, use Delete at the
bottom-left.

—H YATA 17/07/2025

::::::::

uuuuuuuuuuuuuuuu

HKD 278426

TAGS (COMMA-SEPARATED )

Octopus

NOTES

J&58: 3066-3009 UxiRH: 13787

@ v imems o owconrinence

UCCHIZAMIME90G (155%) 2 29.8

HEER - -4
+ add item
o TOTALS
25.8

7.2 WeiEsHRmER - 15 (BAZR)- Fig 7.2 Receipt detail panel — edit (annotated)

B $4Z’~ Key to the numbered markers
(D Editable fields TSR — BEIEFEES. B, €%5E%.

Editable fields — correct the vendor, date, amount, etc.

@ Line items ZF{TEHRHIE,

Edit line items row by row.

@ +additem #FE—ITRIE(BITANR X MR

Add a line-item row (each row has X to remove).

@ Totals VAT Ed Total %8,

VAT and Total amounts.

® Save changes {#7F{&t (5% Cancel, Delete),

Save your edits (Cancel and Delete are alongside).
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¢ BhE Tip IREUMSIESHECEA T R (FEM®EE R  corrections logged)), R EHHEE BEYHEREKESE
#HE, Your corrections are logged (the dashboard shows "corrections logged") and the system learns from them, so similar receipts
read more accurately over time.

8. #EtHIE 3R stats & Charts

FERPEMMERET R BIEET All-time spend (BB H, HHHEFEE) . EAXH. Total
receipts (WiEHESL, R ERREMIIESIERE) . LR Spend by category (&7 $814Lk) .

The four figure cards in the middle of the dashboard show: All-time spend (with each currency listed), the current
month's spend, Total receipts (and how many corrections have been logged), and Spend by category.

TAHBEIREHESpend by month i 7 8 A XX H) 1% Top vendors (B3 & F #E4T) 1. B ABITCHARTS
ON / OFF | AR I FERFRE RS fE i E 2=

Below are the Spend by month (last 7) and Top vendors (all-time) charts. Use the CHARTS ON / OFF switch on the right to
show or hide them.

ALL-TIME SPEND 2026-07 TOTAL RECEIPTS SPEND BY CATEGORY
33’737 37 HKD 0000 HKD 350 * Miscellaneous 33,737.37
+2,563.94 GB A 6.0 No receipts yet this month 4 corrections logged - auto-OCR with

learning loop

CHARTS ON @

SPEND BY MONTH (LAST 7) TOP VENDORS (ALL-TIME)

Mannings + B% 5,636.00 kD

Mannings « B 3,588.00 kD

335 .
- mannings 2,818.00 Hro
YATA 1,692.10 1Ko
Jar F May Ju u
Pet Cares Professional Veterinary Services 1,680.00 1Ko

8.1 #EtBFERER (BAZR)- Fig 8.1 Summary figures and charts (annotated)

B 42~ Key to the numbered markers

@ All-time spend EHRMEZH, HINHEEE,

Total spend to date, with each currency listed.

@ This month EHXH.

This month's spend.

@ Total receipts UiE#2%, KB EHMIEERE,

Total number of receipts, and how many corrections are logged.

@ Spend by category &5 HEXHIGL,
Spend broken down by category.

B CHARTSON/OFF BrREEBETAFEX.

Show or hide the charts below.

9. [EH Excel Exporting to Excel
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FEARBRMAE, RIEEA LAMIMExport Excel], RIFE S IEUKIEE HEH AL Excel FEEIRTE, &
BEHATERELBESREIA HEERRMKE, ERETERE,

When you need to close the month or submit expenses, click Export Excel at the top-right and the system produces an
Excel file to download. Before exporting, review and fix any receipts flagged with A\ so the figures are accurate.

10. Bt B3 R RTRE Tips & FAQ

RIS FIERS For smoother expense work
o LERILEIFTERSFE AAZRRDEE, Picka default category before uploading to save re-tagging each one.

o BEBERIA AZEKRILOW CONFIDENCEI#IUKIE, Check receipts flagged with /\ and LOW CONFIDENCE
first.

o P SIEEH AP SIS RIE AT R ES B E RIS Type a vendor or receipt number in the search box to find a

specific receipt fast.

o BRAEEXFEENER Excel, RIFHLEREETRE, Export to Excel right after each month-end to keep records tidy.

# RE% Common questions

M B4R K ? & :JPG. PNG. HEIC & PDF, Al—XR L& %1,
Q: Which file formats are supported? A: JPG, PNG, HEIC and PDF — several at once.

- SR R S A EEY 7 & FTHRZIRIRTEdit fields IEEE NG 7F, RIEEEEIRMEL.

Q: The extracted amount is wrong — what do | do? A: Open the receipt, click Edit fields, correct it and save; the system
learns from your correction.

MRS EEMREKEBE > E A MBELIBRTEFTBHRERE, MBENRBRFERE.

Q: Does deleting a category delete receipts? A: No. It only removes the category from the picker; receipts keep their
existing label.

© Mastery Education - Internal Tools - Receipt App
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