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Welcome to Neat for Mac Help 1

Need Help Taming Your Paper Monster?
You’'re in the right place!

Neat for Mac Help aims to
have you turning receipts,
business cards and
documents into organized
digital files as quickly and
effortlessly as possible.

This digital filing cabinet is
a place to track and
manage all your
information and transform
it into actionable, usable
information—without the
paper or the headache!

The Paper Monster!

In this section:
e Where to Start

Chapter 1 Welcome to Neat for Mac Help



Welcome to Neat for Mac Help 1

Where to Start

We know you don’t have all day to read our Help files (as scintillating as they might appear). So
let’'s get you on the right path ASAP. In the table below, follow the path that best corresponds to
your technical savvy and current Neat for Mac know-how.

Start here: Start here:

e Organizing Your ltems: e Getting Started with Neat for Mac
Librari Cabinet, Fold &
Slug?(;:Ser apine ocers e The Neat for Mac Interface
o After that: After that:
e NeatCloud e Getting Items Into Neat for Mac
e Organizing Your Items: Libraries,
Cabinet, Folders & Subfolders
e Working with Your Iltems
e Exporting, Reporting and Printing
Start here: Start here:

e Getting Started with Neat for e Getting Started with Neat for Mac

Mac
— e The Neat for Mac Interface
After that:
After that:
e Getting Items Into Neat for .
Mac e Getting Items Into Neat for Mac

e Organizing Your Iltems: Libraries,
Cabinet, Folders & Subfolders

e Organizing Your ltems:
Libraries, Cabinet, Folders &

Subfolders e Working with Your Items
e Working with Your Items e Exporting, Reporting and Printing

e Exporting. Reporting and
Printing

e NeatCloud

2 Chapter 1 Welcome to Neat for Mac Help



At The Neat Company, we believe you shouldn’t have to work hard to use your information.

That’'s why we’ve developed a flexible system of intelligent solutions that transform information—
taking it from paper to digital, cluttered to organized, single use to multi-tasking, static to
dynamic.

Simply put, we transform information—any kind of information—into something that works for you.
From business cards and receipts to tax documents and recipes and even your child’s art
collection, we free the information that’s trapped in your documents—so you can organize, store,
secure, and activate it.

Because when your information is transformed, you are too— from cluttered to confident, from
overwhelmed to accomplished.

In this section:
e Top 10 Common Tasks in Neat for Mac

e User Case Studies

Chapter 1 Welcome to Neat for Mac Help



Top 10 Common Tasks

The table below contains links to ten of the most common tasks performed in Neat.

H Task & Link Description/Benefit

1 |Creating a PDF file Scan a document directly to a PDF file that can be
shared via email

2 | Scanning receipts Scan a receipt and capture key information in the
Neat for Mac database

3 |Creating an Expense Report Create a report to track business expenses
4 |Exporting Data Export expense data to a variety of formats including

Quicken, CSV, spreadsheet, PDF and image formats.

5 | Scanning bank statements, bills, | Scan bank statements, bills credit card statements
credit card statements and other such documents and capture key
information in the Neat for Mac database

6 |Syncing to NeatCloud Synchronize to the NeatCloud and access your data
from anywhere.

7 | Organizing Personal Docs Scan the documents you use most so save clutter
(Recipes, Articles, Warranties)

8 |[Creating a Tax Reports Create a tax report to maximize your tax savings

9 | Print to Neat for Mac Use the Neat printer driver to print from other
applications (e.g. web browsers, email clients, word
processing) directly into Neat for Mac.

10 | Splitting a Receipt If a receipt contains multiple items that need to be
expensed to more than one client or project, you can
split a receipt across multiple folders.

User Case Studies

Wondering how to make the best use of Neat for Mac? Here are a few scenarios of how others
use Neat:

Scan and organize receipts, bills, invoices and checks

Scan business cards to create an organized contact list

e Sync contacts with Outlook

Create expense reports

Chapter 2 Getting Started with Neat for Mac



e Scan and store business contracts and other legal documents
e Create PDFs of documents to share (no more faxing!)

e Search for any detail in the cabinet

e Track family expenses

¢ Manage health documents and medical records

e Scan and organize recipes

e Scan and organize receipts for tax purposes

e Create tax reports

e Organize warranties and instructions for appliances

e Maintain records of purchases for insurance purposes

e Organize children’s school documents, report cards or assignments
e Search for any detail in the cabinet

e Use the mobile scanner during airport downtime to catch up on organizing
e Create expense reports

e Scan business cards to create an organized contact list

e Sync contacts with Address Book

e Scan and organize receipts, bills and checks

e Scan and store sales contracts

e Create and PDFs of documents to share (no more faxing!)

e Search for any detail in the cabinet

Chapter 2 Getting Started with Neat for Mac
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Getting Started with Neat for Mac 2

Try It: Your First Scan

These instructions assume that Neat for Mac is installed and the scanner is properly attached to
your computer.

Scanning and Reviewing Your First Item
SCANNING

1. In the Folder Navigation pane, click on a folder. (This is where your scanned item will be
saved. You also have the option of creating a new folder.)

2. Place the item to be scanned in the scanner as follows:

Mobile Scanner
e Face down (text facing away from you)
e Aligned at the far right front edge (under the PDF and Scan buttons)

TIP: The mobile scanner will lightly grab the item when it is placed in the proper
position.

"

Feed paper
on the right side
FACE DOWN

Chapter 2 Getting Started with Neat for Mac



Getting Started with Neat for Mac 2

Desktop Scanner
e Face up (text facing you)

e In the appropriate tray of the Desktop Scanner (documents in the back, receipts in the
middle, business cards in the front)

Place item in the
appropriate tray
u.m‘-.‘:‘*"*“'vw e FACE UP

. ¥
1o AR 2
ks T

Document Tray

Receipt Tray

Business Card
Tray

3. Do either of the following:
e Press the Scan button on the scanner
e Click the Scan button in Neat for Mac

The processing time for a scan will vary based on the number of items, document size,
and amount of content. Neat for Mac will optimize the scanned item for readability,
convert it into digital text, and parse it for key information. The accuracy of this process
depends on the quality of the item being scanned. For example, if the text on a receipt is
very light or the vendor name on a business card is in a highly stylized font, Neat for Mac
may not be able to read every detail clearly. Therefore, each scan should be reviewed for
accuracy.

Chapter 2 Getting Started with Neat for Mac
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REVIEWING

In step 1, you selected a folder to scan your first item into. That folder is still selected. Once the
scan is complete, the item will appear on the right side of the screen. What you will see depends
on which view you are in and whether or not you have the Browse and/or Table panes open. If
you are in Item view, the scanned item appears in the Image Viewing pane in the middle of the
screen. The Thumbnalil View pane displays a tiny image of the scanned item. If you have the Table
pane open, you will also see the scanned item in there as well, along with its name, description,
create and modify dates and any notes you have added.

4. Look at the Item Type dropdown menu (above the Thumbnail pane). Did Neat for Mac
correctly identify the type of item you scanned? If so, leave it as is. If not, reclassify the
item by choosing the correct type from the menu.

The Neat for Mac interface is color coordinated! The line beneath the toolbar indicates
what type of item is currently selected. Receipts display a blue line; documents
display an orange line and contacts display a red line.

5. Want a closer look at the scanned item? Double-click on the item in the Item Viewing pane
to view it in the Item Editor. The item will open in a separate window, with editing and
zooming capabilities.

6. Click on the Icon View button at the top of the window to review the item in that view.

Chapter 2 Getting Started with Neat for Mac



Getting Started with Neat for Mac 2

WHAT’S NEXT?

So far, so good, right!? Neat for Mac has a lot more to offer as far as helping you track and
manage information and transform it into actionable, usable information. Where you go from here
depends on how you plan on using Neat for Mac. Links to a few topics of interest follow:

e Scanner Settings

e Organizing Your Items: Libraries, Cabinets. Folders & Subfolders

e Working with ltems

e Exporting, Reporting & Printing

Chapter 2 Getting Started with Neat for Mac



Getting Started with Neat for Mac 2

The Neat for Mac interface puts everything you need to use the program effectively and
efficiently on a single screen, including the following:

* Navigate and view the contents of your Cabinet and Folders
e Scan documents directly into a Folder

e Use Smart Folders to view like items at a glance

e Change the way you view items

e Show/hide the Browse pane (not pictured)

e Show/hide the Table pane (pictured)

e Search for any item in your Cabinet

Show /Hide
Browse and

Scan Options View Options Table Panes Search

000 $ @ Neat Library L ¢ !
Scan Button étﬂ sawren normai e = ) (dp > o ENEl@ B B @ 7o tereosearch
Scan Scan Options Import  New Delete Editor Email Sync View Browse Table
Inbox £ inbox
¥ cabiner Vendor | Dark Horse Pub = |
i) Date  Fri Nov 30 2007
[ Home — el
5 : Amount | $5.00 .
Click triangle e
to collapse = Sales Tax 110 eesen
Trash ==
or expand Payment Type | cash -] 1 vom e
== Reset Fiekds Shown
¥ On My Mac = .
Category = Use faelds Shown for Al Receipts
1B Address Book Meals/Resayrant — SUBTOTAL 5 Thumbnail Create or Modify Fiecs,
Tax Category £
Smart Folders ﬁ ¥ Smant Folders ————————, @ TOTAL DUE Pane
@ Al Receipts Reimbursable )
@ All Documents Paid [ Item View
= Pane
Application | gcanSnap Manager =
Folder
X : Notes
Navigation !
Pane 2
v Mame Description Created Last Modified Notes 2
Dark Horse Pub FriNav 30 2007 $5.00 Gash Moals Mestaurart Frifeb242... TooMar1d...
6 Receipts, 7 pages RadioShack Fri Apt 16 2008 $55.54 Visa Goneral Rotal Frifab242... Tuo Mar 13...
iyt Gricion Hut Wod Jul 16 2008 $0.50 Vea Gonoral Retal FriFeb242... TooMar 19
’ Chicion Hut Thu Sop 26 2011 s74 FriFeb242... TooMar 1a...
|| ABC Store Mon Jul 30 2007 526,71 Mastorcard Genoral Fetal I Table Pane I FriFeb242... Tue Mar 13... /Usors/aungs
Au Bon Pain Tus Jul 08 2008 $11.30C FriFeb242... TuoMar 13...
dle
+ - & I

Neat for Mac Interface

TIP: The Neat for Mac interface is color coordinated! In the screenshot above the blue line
beneath the toolbar indicates that the currently selected item is a receipt. For
documents, that line color is orange. For contacts, that line color is red.

In this section:
e Neat for Mac Interface Buttons

10 Chapter 2 Getting Started with Neat for Mac



Neat for Mac Interface Buttons

On the main screen you will find one-click buttons to commands you will use most often as well as

a search tool to help you locate anything you’ve ever scanned into your cabinet.

-t
.J
Scan

Scan

Begins scan.

) (&

Import New

Import

Allows you to import a PDF, Image or vCard
into Neat as well as bring in legacy Neat files
and Quicken Account information

New

Allows you to create a new contact, receipt
or document without a related scan.

WP
.2 -

X 4
Delete Editor Email

Delete

Allows you to delete an item.

Editor

Allows you to edit an item.

Email

Allows you to send an item as an
attachment to an email.

Sync

Sync

Animates to show sync in progress.

Item View

Icon View

Report View

Item View

Displays the screen with the scanned image
visible in the top left of the screen, and the
receipt or document fields populated with
information at the top right of the screen.

Icon View

Displays thumbnail images for each item in
the folder you're viewing. In other words,
the thumbnails you see represent the items
in the folder you've selected from the
Cabinet. Additionally, the specific receipt or
document you've selected will be highlighted
with an orange border.

Report
View

Allows you to generate reports and to
access summary information. You can
combine items from multiple folders in any
given report.

Browse

Browse

Toggles a separate browsing grid for
intuitive searching. The Browse feature
aggregates and displays information about
your folder as a whole and for all fields,
including Amount, Date, and Vendor.

Chapter 3 The Neat for Mac Interface
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12

Toggles a grid (table) in the bottom pane
containing the other receipt or document
rows visible for that folder, while the specific

Tabl Table row you've selected will be highlighted. Any
o notes that you've created will display in the
table.
Q- Search Let’s you pe_rform ke_yword searches to
Search locate your items quickly.

Neat for Mac exists to help free the information that's trapped in your documents so you can
organize, store, secure and activate it. Neat's scanners and software solutions use patented OCR
and parsing technology to read and extract key information from your paper, so you can organize
it, export it, or securely store it in our easy-to-use database system.

In this section:
e Neat Scanners

Getting Data Into Neat for Mac

e Scanning Basics

Importing an Item

Printing to Neat for Mac

Creating a New ltem

Chapter 3 The Neat for Mac Interface




Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Neat Scanners

Mobile Scanner

\,

The Mobile Scanner is a lightweight portable scanner designed
for scanning on the go. You can take it on the road and connect
to your laptop with a USB cable, allowing you to scan items
from any location using the Neat for Mac software.

Desktop Scanner

The Desktop Scanner is a powerful, full-featured automatic
document feeder (ADF) scanner for scanning in multiple pages
automatically. This scanner offers faster scanning speeds,
double sided scanning, and an input tray that can be loaded
with multiple business cards, receipts and documents at the
same time.

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Getting Data into Neat for Mac

There are five ways to get data into Neat for Mac: scanning, importing, manual input, sending to,
or NeatCloud. Each method is described below:

SCANNING

Use the Mobile or Desktop Scanner to read and extract key information from a receipt, business
card or document. Benefit: reduce paper clutter and retain and organize important information.
See Scanning Basics for more information.

-

\

Scan

Scan
Button

IMPORTING

Use the Import button to bring in key information from any PDF file or image already stored on
your computer. Benefit: reduce electronic clutter and retain and organize important information.

=

£ &

Import MNew

Import & New
Buttons

MANUAL INPUT

Use the New (Receipt, Contact, Document) button (pictured above) to manually add a new
receipt, contact or document. Benefit: retain and organize important information for which you
have no paper or electronic record. Alternatively, click the New menu, choose Item of Type and
select the type of new item you wish to create (pictured below).

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Receipt
Open... 10 Document
Open Recent B BEagt Contact
P Smart Folder..
el Inbox ;ZIose :g:,r Cabinet...
ave ) :
v [ cabinet Cave As 0925 hicken Hut
Export... hu Sep 29 2011
Revert
= ; 7.43
|| Biz Cards Create Report
Email Report p-54
H Trash
Quick Look Selected Items... ash
¥ On My Mac 2
B fcess Book Email Selected Items... eneral Retall
ress Lol
Page Setup... {r3eP
¥ Smart Folders . Print... 3P
)

New > Fﬁe of“'-l'ypé Menu

SENDING TO

Use the Neat printer driver to print from other applications (e.g. web browsers, email clients,
word processing) directly into Neat for Mac. Benefit: organize important digital information in
Neat.

NEATCLOUD

Use NeatCloud to add receipts, contacts or documents.

Scanning Basics

What Can | Scan?

You can scan any item containing information you want to retain and organize: receipts, business
cards or almost any document you wish to store electronically.

RECEIPTS

Scan receipts to track expenses. Neat for Mac finds key information on the receipt and organizes
it into common categories for you. You have full control over the scanned information and
categories and all of the scanned information can be searched. Scanned receipts can easily be
transformed into useful reports.

BUSINESS CARDS

Scan business cards to create an instant contact list. Neat for Mac will find key information on a

business card and organize it into common contact list categories for you and all of the scanned
information can be searched.

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending 15
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

DOCUMENTS

Use the Neat mobile scanner or desktop scanner to scan any document and transform it into a
PDF.

Any kind of document can be scanned - get creative!

= Articles

= Bank Statements

= Bills

= Contracts

= Credit Card Statements
= Estimates

= Legal Documents

= Nutritional Labels

= Product Warranties
= Recipes

= Resumes

Also in this section:
How Do | Scan?

Scanner Settings

Understanding the Processing Queue

e Reviewing a Scan

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

How Do | Scan?

How Do I Scan?

Items can be scanned using the physical buttons on the scanner or the Scan command in Neat
for Mac.

USING THE SCANNER BUTTON

e Press the Scan button to scan an item into Neat for Mac. Neat for Mac will use its patented
OCR and parsing technology to read and extract key information from a scanned receipt or
business card and store it into common categories.

o By default, the PDF button on your scanner does the same thing as the Scan button.
However, this can be customized in the Preferences > Scanning dialog box. See Setting
Preferences = Scanning Preferences for more information.

USING THE NEAT FOR MAC SCAN COMMAND

e Click the Scan button in Neat for Mac to scan an item into the application. Neat for Mac will use
its patented OCR and parsing technology to read and extract key information from a scanned
receipt or business card and store it into common categories. Alternatively, choose Scan New
Item from the Scan menu or use the Command + K keyboard shortcut.

Click here to try your first scan!

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Scanner Settings

Neat for Mac scanner settings give you full control over every aspect of scanning. Using scanner
settings, you can do any of the following:

Choose to scan in color or black & white

Select a processing mode

Choose a scan destination

Choose to scan individual pages or combine several pages into a single document
Change the document type (after scanning)

Each of these options is described in the next few pages.

Also in this section:
e Choose to scan in color or black & white

Select a processing mode

Choose a scan destination

e Choose to scan individual pages or combine several pages into a single document

Change the document type (after scanning)

18 Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending
Choosing Color or Black & White

Color Mode

¥ Black and White (Text)
Black and White (Image)
Color

Scan Options - Color Mode
You can choose to scan an item in color or in black & white.

1. In the Folder Navigation pane, click on a folder. (This is where the new item will be stored.
You also have the option of creating a new folder.)

2. Click Scan Options.
3. Choose the option you want: Black & White (Text), Black & White (Image) or Color.
4. Feed the item into the scanner and then click Scan.
TIP: What's the difference between Black & White (Text) and Black & White (Image)?
= Black & White (Text) is true black and white

= Black & White (Image) is gray scale

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending 19



Setting the Processing Mode

Color Mode
¥ Black and White (Text)
Black and White (Image)
Color

Quick - Image Only
¥ MNormal - Analyze First Page Only
Full - Analyze All Pages
em Classifcation
+ Auto-detect
Receipt
Contact
Document
Destination
Inbox
Current Folder
+ Direct to PDF File
ADF Settings
+ Separate - Item for Each Page
Combined - lterm With All Pages
MNeat ADF Options
¥ S5ingle Sided
Double Sided

£ |

Scan Options - Processing Mode

The Scan Options menu (pictured above) offers three processing modes:

Mode Overview Example

Quick Scans just the image Use this mode when you need to scan an image quickly and
don't' need Optical Character Recognition (OCR). This mode
provides the fastest processing time since there is no OCR or
data extraction being done. However, this also means that
words in items scanned using this mode will not be
searchable.

Normal |Analyzes just the first Using this mode means that only the very first page of a
page of a multi-page multi-page document will incorporate OCR. The remaining
scan pages will be scanned as image only. This means that the

text on the first page of the document is searchable, but not
the text on the remaining pages.

Full Analyzes all pages of a |This mode performs OCR analysis for every page. Although
multi-page scan this takes longer, it means that text on all pages of the
document are searchable.

20 Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning,
Importing and Sending

Choosing the Scan Destination

Destination
Inbox
Current Folder
+ Direct to PDF File

Scan Options - Destination
The Scan Options menu (pictured above) offers three potential destinations for a scan:
Inbox Places the scan in the Inbox

Current Folder Places the scan in whatever folder is currently selected
Direct to PDF File Scans directly to a PDF file

TIP: For more information on scanning directly to a PDF file, see Scanning to a PDF.

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Scanning Separate Pages vs. Scanning Multi-Page

Color Mode
¥ Black and White (Text)
Black and White (Image)
Color
Processing Mode
Quick - image Only
¥ Mormal - Analyze First Page Only
Full - Analyze All Pages
ltem Classification
+ Auto-detect

Receipt

Contact
Document
Diestination
Inbox
Current Folder
+ Direct to PDF File
ADF Settings
¥ Separate - Item for Each Page
Combined - lterm With All Pages
Meat ADF Options
¥ S5ingle Sided
Double Sided

Scan Options -
ADF Settings & Options

By default, Neat for Mac scans each item as a separate receipt, business card or document.
However, you scan multiple pages into a single receipt or document.

These instructions are for the Neat Mobile Scanner. Click here for instructions on scanning a multi-
page document using the Neat Desktop Scanner.

1. Click Scan Options.
2. Choose Combined - Item With All Pages.

3. Feed the iteminto the scanner and then click Scan. Neat for Mac will prompt you for each
page until you click Complete.

Changing the Document Type After Scanning

The document type can be changed (i.e. reclassified) after scanning if the program did not classify
an item correctly.

1. View the item.

2. Choose the correct item type from the Item Type dropdown menu. (Located above
Thumbnail view.)

22 Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning,
Importing and Sending

Q= Type here to search

+ Receipt
Document

Besat Fields Shown
Uit Fields Shown for AR Receipts

Create or Modify Fields...

Item Type
Dropdown
Menu

Item Type Dropdown Menu

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending

Scanning to a PDF

You can scan an item directly to a PDF file.
1. Click Scan Options.
2. In the Scan Options menu, under the Destination heading, choose Direct to PDF File.

3. Position the item in the scanner and click Scan. The Save As dialog box opens (pictured
below).

4. Type a name for the file in the Save As field.
5. Choose a location for the file from the Where dropdown.

6. Click Save.

Save As: | Name PDF File Here | (9

Whui[e: ' [1] Documents = ]

{Cancel:}' ( Save 3

Save As Dialog Box (collapsed)

24 Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending



Getting Items Into Neat for Mac: Scanning,

Importing and Sending

Save As:

Name PDF Here

PIFSiEE

HEE% [ ! Macintosh HD

H"i -‘h o

¥ DEVICES

El ipisk
E! Snagit
> SHARED

¥ PLACES
Cropbox
4 Desktop

fﬁ fere

B SEARCH FOR

Macintoch
lacintos

;r,??'q Applications
@ Documents

i opt

|

(-

(4] Applications

HO @ Library
MeatWork...ease.dmg

(38 system
@l User Gui.. formation

@@ users

MNew Folder

( Cancel ) 6"5&?3—'3 7

Save As Dialog Box (expanded Save As)

Save As: ihla me PDF Here

LT v B Macintosh HD 4

| Macintosh HD
E iDisk
EX Spagit

(7] Dropbox
Desktop

™ krex

& Applications
' Documents

Recent Places

[ Virtual Machines

Eseves)

—_—

2(

CASHIER
OO0 - |0 D000 1id

I SN
ERTY MLAE - PHILADEL Prela ¥
TEL: #1580 -(31A

Save As Dialog Box
(Where dropdown list showing)
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Getting Items Into Neat for Mac: Scanning, 4
Importing and Sending
Understanding the Processing Queue

As you scan an item, a Scanning icon in the middle of the screen (pictured below) animates to let
you monitor the scan’s progress. Neat for Mac will optimize the scanned item for readability,
convert it into digital text, and parse it for key information. The processing time for a scan will
vary based on the number of items, document size, and amount of content.

aNno @ Neat Library =
h [_B&W Text | Normal | Inbox__+ ] @ ; ; |

'E Cabinet
Q Business

Q Home
Q Biz Cards

U Trash

¥ On My Mac
H Address Book

¥ Smart Folders
@ All Receipts
@ All Documents

Scanning
ESSSSSSSSSSS S

Created Date |Modified Date Notes =

-

3:;':‘?:‘5'&5’;“5: | Andrew Schaps ‘Senior Engineer Neatco (215) 382-3300 Wed Mar 14... | Wed Mar 14...

Sales Tax 50.. | Karin Rex Professienal Writer Course development training instruetions (215) 383-7640 Wed Mar 14... Wed Mar 14...

Cris Thomas Manager, Information The Neat Company (215) 717-8568 Wed Mar 14... Wed Mar 14...

& No Name Cash General Retail Wed Mar 14... Wed Mar 14...

. No Name Cash General Retail Tue Mar 13 ... Tue Mar 13 ...
Scanning Road Maps FriFeb242... Tue Mar 13 ... i
shannoni848.dvi Sat Jun 28 2008 FriFeb24 2... Tue Mar 13 ... v
i = | € 5 ) yairi g

Neat Window During Scanning

When you are scanning multiple items, the queue area at the bottom of the Navigation pane
(pictured above) lets you keep track of how many items have been processed. This area says
"Scanning" while actively scanning and "ldle™ when not actively scanning (pictured below).

6 Receipts, 7 pages:
Amount $115.28
Sales Tax 53.00

Idle

Queue area when
not scanning (idle)
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Reviewing a Scan

As an item is scanned, Neat for Mac will optimize it for readability, convert it into digital text, and
parse it for key information. The accuracy of this process depends on the quality of the item being
scanned. For example, if the text on a receipt is very light or the vendor name on a business card
is in a highly stylized font, Neat for Mac may not be able to read every detail clearly. Therefore,
each scan should be reviewed for accuracy.

1. Look at the Item Type dropdown menu (above the Thumbnail pane). Did Neat for Mac
correctly identify the type of item you scanned? If so, leave it as is. If not, reclassify the
item by choosing the correct type from the menu.

The Neat for Mac interface is color coordinated! The line beneath the toolbar indicates
what type of item is currently selected. Receipts display a blue line; documents
display an orange line and contacts display a red line.

2. Want a closer look at the scanned item? Double-click on the item in the Item Viewing pane
to view it in the Item Editor. The item will open in a separate window, with editing and
zooming capabilities.

3. Click on the Icon View button at the top of the window to review the item in that view.

Importing an Item

Scanning is not the only way to capture data in Neat for Mac - you can also import from a PDF or
image file.

Import
Import
Button

1. Click Import.

2. Browse to the folder containing the file you want to import.

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Q06 Open
[ 4 > 1 [EE = [III] |L@ Documents }-ﬁ--] Q
¥ DEVICES M About Stacks.pdf ¥ Preview: M
! Macintosh HD | Microsoft User Data | .
! iDisk | My Cab?net =
B snagit a || My Camunet. —
| My Own Cabinet ;
» SHARED | Neat Library
¥ PLACES | Neat Receipts m
Dropbox  nl _ s
B Desktop | RDC Connections [
o 4-] Snagit Mame About Stacks.pdf
g} IEX ] Virtual Machines P Kind Portable Document |
ﬁ Applications Format (PDF}
E Size 467 KB on disk _
= Created 6/17/09 6:23PM &
¥ SEARCH FOR Modified 8/4/11 2:49 PM v
(L) Today Il Last opened 8/4/11 2:49 PM I
(LI ¥esrerdaw b | . Il
( Cancel ) %ﬂp!ﬂ 3
A

Importing an Item into Neat for Mac

3. Select the files you wish to import. (Use the Ctrl key to select multiple items.)

4. Click Open. The Analyzing icon (pictured below) animates to let you monitor the importing

progress. The processing time for importing will vary based on the number of items,

document size, and amount of content. Neat for Mac will optimize the scanned item for

readability, convert it into digital text, and parse it for key information.
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fane ! Neat Library

a. [ B&WTexthurmal.Itnbox '] @ @ @ =4 Eﬂ IJ uE

v [= Cabinet Title | About Stacks 1‘1

| | Business Date  Wed Jun 17 2009

Home

[_J Author :i &I.

|| Biz Cards

|| New Folder Application | preview :i Drcurmunts Stach

ij' Trash == L

Notes

¥ On My Mac

h] Address Book

- ..

¥ Smart Folders

(@ All Receipts

(@ All Documents

Analyzing
fr———————————— ]

Senior Engineer Neatco (215) 382-3300

4 Receipts, b pages:
Amount 50.00

Andrew Schaps

Sales Tax SO._. Karin Rex Professional Writer Course dovolopment training ins
The Neat Company Manager, Information (215) 717-9588
No Name
,,,,,,,,,, | No Mame Cash General Retail
| | Andrew Schaps Senior Engineer Neatco (215) 382-3300
Karin Rex Professional Writer Course development training ins

+ [ =] % I =

Importing an Item into Neat for Mac (Analyzing Icon)

5. When the import is complete, double-click on an item to review it.

Printing to Neat for Mac

Use the Neat printer driver to print from other applications (e.g. web browsers, email clients,
word processing) directly into Neat for Mac. This feature lets you organize important digital
information in Neat.

1. Open the document you wish to send to Neat for Mac. (This could be a PDF, an image file,
Word document, etc.)

2. Choose Print. The Print dialog box opens.

3. Click the PDF button (bottom left of Print dialog box) and choose the appropriate item
type:

= Add Contact

= Add Document
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= Add Receipt

Printer: [ Mo Printer Selected Hui

Presets: [ Standard M

® (—FﬂFv—) [Preview) (L‘ancel) _' Print

Save as PDF...

Save as Pg

Add Contact to NeatWorks
Add Document to NeatWorks
Add Receipt to NeatWorks
Mail PDF

Save as rFoir
Save PDF to iPhoto
Save PDF to Web Receipts Folder

Edit Menu...

Print to Neat

4. The Analyzing icon (pictured below) animates to let you monitor the importing progress.
The processing time for importing will vary based on the number of items, document size,
and amount of content. Neat for Mac will optimize the scanned item for readability,
convert it into digital text, and parse it for key information.
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aeane

| Scan: Sﬁmﬁnﬁnm

& [ B & W Text | Normal | Inbox v

@nN

eat Library

E B Y

Efl{“:

(@ All Receipts

@ All Documents

4 Receipts, 6 pages:
Amount 30.00

Analyzing

v Cabinet Title  Microsoft Word - Documentl :i
|| Business Date  Wed Mar 14 2012
Home
[_:] Author ﬁ
| 1 Biz Cards
| New Folder icati
l Application | Microsoft Word -~
T Trash |
i} User  Karin Rex e
¥ On My Mac
|| Address Book Heoges
¥ Smart Folders

Microsoft Word - Document
Microsoft Weord - Documentd

The Neat Comparny

Analyzing
p——————————————— ]

[y otion
Wiea har 14 2012
Wed Mar 14 2012

Sales Tax SO Microsoft Word - Document? Wed Mar 14 2012
Microsoft Word - Document Wed Mar 14 2012
Idle About Stacks Wed Jun 17 2008
| ' Andrew Schaps Senior Engineer Neatco (215) 382-3300
Karin Rex Professional Writer Course dovelopment trainin

Manager, Infermation (215) 717-3568

Print to Neat (Analyzing Icon)

5. When the import is complete, double-click on an item to review it.

Creating a New Item

You can use the New (Receipt, Contact, Document) command to manually add a new receipt,

contact or document. This feature lets you retain and organize important information for which
you have no paper or electronic record.

1. Click New.
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g Receipt

New v = cabinet

2. Choose the type of item you are creating:
e Contact
e Receipt
e Document
The item is created.

3. Modify each of the fields as needed to provide details for the new item.

Ll

Q- Type here to search

Recelpt

v (= Cabinet Vendor | B

E Business Date
] H
; ome Amount
|| Biz Cards
_= Mew Folder Sales Tax !
Payment Type 4
m Trash | B
Category
¥ On My Mac | B
[E] Address Book Tax Category | = @
¥ Smart Folders Reimbursable [
All Receipts Paid [

All Decuments

Notes

:U{Name | Description k’ |Created Date Modified Date Notes £
o NoName e Wed Mar 14... Wed Mar 14... "

5:;;?2?;;;;‘”5: Microsoft Word - Documentt Wed Mar 14 2012 Wed Mar 14... Wed Mar 14. . m
Sales Tax 50... Microsoft Word - Document! Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...
Microsoft Word - Document Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...
Microsaft Word - Document Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...
Microsoft Word - Document1 Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...

dle .. About Stacks Wed Jun 17 2000 Wed Mar 14... Wed Mar 14... ¥y

[ =] | Andrew Schaps Senjor Engineer Neatce (215) 382-3300 Wed Mar 14... Wed Mar 14... a3

e |2 ey = = JalE

New Receipt Created

Working with the Neat Desktop Scanner

The Neat Desktop Scanner is an award-winning Automatic
Document Feeder (ADF) scanner. The patented paper input
tray lets you scan different kinds of paper - from small taxi
receipts to 2-sided legal documents - all in a single pass. Or
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insert up to 50 pages at once for lightning-fast batch
scanning. Key features include the following:

e ADF scanner offers very fast scanning and reliability
across papers of different widths, qualities and
textures.

e The patent-pending paper input tray design lets you
stack your receipts, cards and documents and scan
them all at once. It handles up to 10 receipts, 10
business cards and 10 letter-sized documents, or you
can remove the tray to scan up to 50 pages of a
standard document.

e The Neat ADF Scanner is FAST. It can scan up to 25 pages per minute and Neat for Mac
software processes images in the background so there’s no delay between scans.

e The scanner is duplex, allowing you to scan both the front and back of an item at the same
time.

Also in this section:
e Duplex Scanning

Chapter 4 Getting Items Into Neat for Mac: Scanning, Importing and Sending
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Duplex Scanning

Duplex Scanning

The Neat Desktop Scanner can scan BOTH sides of a two-sided document, receipt or business
card.

TIP: Need to scan both sides of a paper item but you don’t have the Neat Desktop
Scanner? To scan a double-sided item (e.g. a document or a business card) with the
Neat mobile scanner, first scan one side of the item, and then flip it over and scan the
other side. Neat for Mac creates each side as a separate item in the application;
however, you can combine the two sides by using the Multi-Page Scanning option. To
learn how to do that, see Scanning a Multi-Page Document in Neat for Mac.

Color Mode
¥ Black and White (Text)
Black and White (Image)
Color
Processing Mode
Quick - Image Only
+ MWormal - Analyze First Page Only
Full - Analyze All Pages
Item Classification
+ Auto-detect
Receipt
Contact
Document
Destination
Inbox
Current Folder
+ Direct to PDF File
ADF Settings
¥ Separate - [tem for Each Page
Combined - Itern With All Pages
Meat ADF Options
¥ S5ingle Sided
Double Sided

Scan Options -
ADF Settings & Options

By default, Neat for Mac scans each item as a separate receipt, business card or document.
However, you scan multiple pages into a single receipt or document.

These instructions are for the Neat Desktop Scanner. Click here for instructions on scanning a
multi-page document using the Neat Mobile Scanner.

1. Click Scan Options.
2. Choose Combined - Item With All Pages.
3. Click Scan Options again.

4. Choose Double Sided.
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5. Feed the iteminto the scanner and then click Scan.
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Neat for Mac stores all items in a secure digital database called the Neat Library, which is stored
in the Documents folder on your Mac. A Neat Library consists of a Cabinet, Folder and subfolders
which you view when you work with your documents. Within the cabinet you can create folders
and subfolders to organize related items.

< Two folders are created automatically for new users upon installation: Business and Home.
You can rename or delete these folders as needed as well as create subfolders within
them.

e Currently all your folders and subfolders will be organized under a cabinet called ‘My
Cabinet'.

= You may create additional new folders and subfolders as needed. In the future, Neat will
provide ways to create multiple cabinets in the same Neat library as well.

EXAMPLES OF FOLDER ORGANIZATION

Curious how others organize their cabinet folders? Check out our User Case Studies.

In this section:
e Library Basics

e Cabinet Basics
e Folder Basics

e Smart Folders
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Library Basics

The Neat Library is stored in your Documents folder on your hard drive. The Library consists of a
Cabinet and any Folders and Sub-folders that you will create under them. You can create multiple
libraries, and each library will consist of a Cabinet.

Libraries are a good way to keep a large number of documents organized separately. For
example, a couple may want their business documents in separate libraries. You can also reach
the same level of organization by creating multiple folders in the same cabinet based on your
organizational needs. For example, a separate folder for Business A and Business B.

In this section:
e Creating a New Librar

e Opening a Library

e Renaming a Library

Creating a New Library
1. Click the File menu.

2. Choose New = Library. The Save dialog box opens.

Edit Scan View Format Window Help

Item Of Type e

Open...

Folder...
Open Recent i

Sync
Close
Save 35
Save As.. {+#5S
Export...
Revert

Create Report
Email Report

Quick Look Selected Items. ..

Email Selected ltems

Page Setup... 1+ 3P
Print... #P
Ty— 1

File = New > Library

3. Type a name for the library in the Save As field.
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e

Save As:

Where: [ (] Documents

4

3

&

C E;"mcel ) _-

Save

Creating a New Library

4. Choose a location for the library using the Where dropdown.

5. Click Save. The library opens in a separate window.

Opening a Library

1. From the File menu, choose Open. The Open dialog box opens.

2. Navigate to and select the library you wish to open.

[«l I-] [EE §I—E§El-i ' [Z] Documents F'H Q b
¥ DEVICES | About Stacks.pdf ¥ Preview: ~
| Macintosh HD | Cabinet A,
E Disk | Microsoft User Data -~
B snagit b | My Cabinet
- My Cabiunet
* SHARED My Own Cabinet
¥ PLACES Meat Library
Dropbox | Meat Receipts
E Desktop nl ’ .
. RDC Connections P Name Cabinet A
£} krex ] Snagit i Kind MeatWorks Cabinet
_ﬁpﬁppiimﬁnns ] Virtual Machines i Size 131 KB on disk WL/
AL Created Today 4:03 PM .
Modified Today 4:05 PM .
b SEARCH FOR . Last opened Today 4:05 PM Y
(-) Today 41 I I
(LI ¥esrerdaw TS Bk
(_ Cancel :) E Open j
A

Open Library

3. Click Open. The library opens in its own window.

Renaming a Library

1. Double-click on the library icon. The library name is highlighted.

2. Type a new name for the library.
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3. Tap Return.

Cabinet Basics

Like a real-world file cabinet, the Neat Cabinet can contain folders to organize your documents,
receipts and contacts. The cabinet is stored within a Neat library which is stored in your
Documents folder Neat for Mac can remember one cabinet to open automatically on startup.

Note: Currently, a library can contain only one cabinet. In the future, Neat will introduce a feature
that will allow a library to contain multiple cabinets. You can create an unlimited number of folders

and subfolders in a cabinet.

e By default, your cabinet’s name is Cabinet. To rename a cabinet, see Renaming a Cabinet.

¢ In the Folder Navigation pane, click on the arrow next to the cabinet name to expand or
collapse that cabinet.

s,

. B & W Tat | N | | Ik
R | Morma 0%
Scan Scan Options

Ian}{ ﬁ' & Inbox

-
¥ 5 Cabinet

R T

|.j Home

Click triangle

| Biz Cards
to collapse
U Trash
or expand
¥ On My Mac
B address Book
Smart Folders gyl « sma foiders
& All Receipts

i Al Documents

Folder

Navigation
Pane

6 Receipts, 7 pages:
Amount §115.28
Sales Tax 53.00

| o= R 1]

Navigation Pane
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In this section:
¢ Renaming a Cabinet

Renaming a Cabinet

1. Double-click on the cabinet icon. The cabinet name is highlighted.
2. Type a new name for the cabinet.

3. Tap Return.

Folder Basics

Unlike your physical office, where you can “file” important papers on every surface, in Neat for
Mac all items must live in a folder. That said, you can be as organized - or as disorganized - as
you wish to be in Neat for Mac. If you want to place every item in a single folder, you can!
Alternatively, you can choose to completely master Neat for Mac file management by creating
folders and subfolders and consistently organizing items into those folders.

Viewing Folder Content

To view the contents of a folder, simple click on it. Use the View buttons to change the current
view if necessary.

Also in this section:
Folder Best Practices
Creating a New Folder or Subfolder

Viewing Folder Content
Renaming a Folder

Deleting a Folder
Moving a Folder
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Folder Best Practices

Folder organization is subjective. There is no single right way to do it. What may seem flawless
and self-explanatory to one person may leave another completely baffled. There are, however, a
few tips that can help almost everyone:

Keep folder names short and meaningful

Adopt a consistent naming convention

Store like with like (receipts in one folder, canceled checks in another, etc.)
File as you go whenever possible

Folders are displayed alphabetically - use that to your advantage

Don’t fear depth - it’s OK to have subfolders inside of subfolders

Stick to your system

Examples

GOAL: TRACKING PERSONAL RECEIPTS CHRONOLOGICALLY BY MONTH

1. In the Folder Navigation pane, select the cabinet in which you wish to create a new
folder.

2. Do either of the following:
= Click on the File menu and choose New Folder

= Click on the New Folder button at the bottom of the Navigation pane.

[} NealmEdit Scan View Format Window Help

©00 TN icnoiType  » | ©Neatlbray
bl Oren. i Focer. % .

lngS | Open Recent g Smart Folder 3
Sync > Library... L
Close EW |~ |
Save #5 :
Cave Ac {885
. SaVEe AS.. e | =]
|| From Emai Export... T
D From Mobi ~ Revert P = |
- : Create Report '
l—___J, My Cabinet Emall Repgrt ory | General Retail bl
":I Receipts | '
| |
» (] Documenty  Quick Look Selected Items... ~ fP€ [Cash z
sl Goriiias Email Selected Items... ory | Non-deductible v '-:_?_.-'
g Immigratia girll?:: Setup... ﬁ:g dor | siore |*]
Usability .

[ ess—
There are two ways to create a new folder

3. Type the current year as the folder name and click OK.
4. Select the Year folder you just created.
5. Again, do either of the following:

= Click on the File menu and choose New Folder
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= Click on the New Folder button at the bottom of the Navigation pane.
6. Type January as the folder name and click OK.
7. Repeat steps 4 and 5 for each month.
TIP: Want to create the same exact folder structure for the previous or next years? Before
placing items in your new folder structure, copy the year folder. When pasting the
folder, rename it to the appropriate year.

GOAL: TRACKING BUSINESS EXPENSES BY CLIENT

1. In the Folder Navigation pane, select the cabinet in which you wish to create a new
folder.

2. Do either of the following:

= Click on the File menu and choose New Folder

= Click on the New Folder button at the bottom of the Navigation pane.
3. Type Clients as the folder name and click OK.
4. Select the Clients folder you just created.
5. Again, do either of the following:

= Click on the File menu and choose New Folder

= Click on the New Folder button at the bottom of the Navigation pane.
6. Type a client name as the folder name and click OK.
7. Repeat steps 4 and 5 for each client.

TIP: Need to track client expenses by specific project or purchase order number? Create
subfolders with those attributes within each client folder.

USER CASE STUDIES

Curious how others organize their cabinet folders? Check out our User Case Studies.
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Creating a New Folder or Subfolder

1. In the Folder Navigation pane, select the cabinet or folder in which you wish to create a
new folder.

2. Do either of the following:
= Click on the File menu and choose New Folder

= Click on the New Folder button at the bottom of the Navigation pane.

mEdit Scan View Format Window Help

TR tem Of Type > |

-

-

Open...
Open Recent

Folder...

7T S
I ==1ut

Sync
Close
Save
Save As. {885
Export...
Revert

Create Report
Email Report

Quick Look Selected ltems...
Email Selected ltems...

Page Setup... {+3P

Print... P
| ——

3. Type a name for the folder.
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Viewing Folder Content

S

You have four options for viewing folder content: Item View, Icon View, Report View and Table
View. To change between the views, use the Views buttons near the top right corner of the

screen (pictured below).

Itemn View

Icon View
B | [ <€ Report View
Wiew

image for each scanned
item.

Wed Jul 16 2008
$9.50

Visa

lioS}
Fri Apr 18 2008
$55.34
=

View Description Screenshot (click to view larger)
Item View Displays the scanned
image alongside the
receipt or document e :
fields. = =
[Exvz =
Wl raca PaymentType isa =]
S rrojecs Category | General Retail 2]
~ e — T\
B Trash R:lmbuvs:b\: E
hT::; Book Application | scansnap Manager %)
Item View
lcon View Displays a thumbnail e — =

ChickenHut |
Thu Sep 29 2011
s7.43

s

casn

ABC Store. | = | AuBon Pain
g Mon Jul 30 2007 e ‘Tue Jul 08 2008
4 $26.71 $11.30
s17t — s074
Mastorcard Cash

¥ 0n My Mac

Icon View
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Report View [ Displays reports and lets
you view and generate
reports. You can combine
items from multiple folders

in a report.

@ Neat Library =)

IN0 G A0 o )0 rTE—
= = e

Import_New  Delete Editor Email Search.

Report Template: | Expense Report %) (Report Options... )

() Restrict to dates from 0 © 0 Only Include Selected ftems.

Table Displays a list of items in
a table (grid) format at
the bottom of the
screen. Table view can
be displayed in Item,

Icon or Report view.

Click the Table button
to add the table to your
current view.

Scan Options

Report View
@ Neat Library (=)
A0 o ENELD] B G e
Import. Delete Editor Email Syne View Browse Table Search

ate [Thusepzozoll |
A — O
Reimbursable [

paid [

i 162008
(Chicken Hut Thu Se9 29 2011 $7.43 Cash Goneral Rotal

FiFeb262... TuoMar13... Msed
FiiFoo202... TuoMar13.

A Bon Pain Tuo Jul 08 2008 $11.30 Cash MeaisRostaurant

Item View with Table

Renaming a Folder

1. Double-click on the folder you wish to rename. The folder name is highlighted.

2. Type a new name for the folder.

3. Tap Return.

Deleting a Folder

1. In the Folder Navigation pane, click on the folder you want to delete. (To select multiple

folders, use the Command/Apple key.)

2. Do either of the following:

= Click on the Edit menu and choose Delete Selected Folders

= Click on the Delete Folder button at the bottom of the Navigation pane.

» Drag the folder to the Trash icon and release it.
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ﬂ Inbox
[_j From Web Import
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[_j Frorm Email
[_j From Mobile

E My Cabinet
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> Ej Documents

| S [_j Contacts
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(] Usability

[ 2 lj Test Stuff
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® Neat Fi!em5{an View Format Window Help

Undo

Redo {t

Clut

Caopy

Paste

Paste and Match Style
Select All

Delete Selected Items

Open Item Editor...
Duplicate Selected Item
Combine Selected ltems

Rotate Left
Rotate Right
Crop

Reanalyze

Iltem Type
Create or Modify Fields...

Find
Spelling

Special Characters...

i
iz @9 E_J

o e Editor Email

#C
E A

B A
3% &

Delete Selected Folders

|
|

HET

There are two ways to delete a folder

3. Click Trash to confirm the deletion.

If you do not wish to be prompted for future deletions, click in the Do not ask me again

checkbox before clicking on Trash.

Move to Trash?

the Trash?

1

Are you sure you want to move the selected item to

|| Do not ask me again

C Trash ) ( Cancel :]

Tip: Your Folder has been sent to the Trash. To permanently delete the folder from Neat, see

Permanently Emptying all Trash Contents.
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See also:

e Retrieving a Deleted Folder

e Permanently Emptying all Trash Contents
Retrieving a Deleted Folder

You can retrieve a deleted folder as long as you have not yet emptied the trash.
1. In the Folder Navigation pane, click on the Trash icon.

2. Drag the folder you wish to retrieve out of the Trash and into another folder.
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Permanently Emptying all Trash Contents

1. In the Folder Navigation pane, click on the Trash icon.

2. From the Neat menu choose Empty Trash.

h Empty Trash?

_ Are you sure you wish to delete the 1 folder in the
AU, Trash, and the 7 items it contains? These will be
PERMAMENTLY deleted and this action cannot be
undone.
(|

Do not ask me again

{ Delete ) C Cancel )

3. Click Delete to permanently delete the contents in the Trash.
If you do not wish to be prompted for future deletions, click in the Do not ask me again
checkbox before clicking on Delete.

TIP: Once you have emptied the trash, you can no longer retrieve deleted items from the
trash.

Moving a Folder
Folders can be moved into other folders.
1. In the Folder Navigation pane, click on the folder you wish to move.

2. Drag the folder you wish to move into another folder and release.
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Smart Folders

Smart Folders appear at the bottom of the Folder Navigation pane, serving as shortcuts to saved
searches. To view the content of a Smart Folder, simply click on its icon. Two Smart Folders are
automatically added to a cabinet when it is created: All Receipts and All Documents. You can
create your own Smart Folders as well.

u Inbox

Ty

[ | Business

| | Home

E[ Trash

On My Mac
h_l Address Book

Smart Folders e

& All Receipts
# All Documents

Smart Folder Name Description
All Receipts Displays all receipts in the cabinet
All Documents Displays all documents in the cabinet

Creating a Smart Folder

With Neat for Mac, you can create a Smart Folder of receipts or documents based on specific
criteria such as vendor name, category or date. Smart Folders are saved searches similar to
Smart Playlists in iTunes. Smart Folders are created using either the Browse function or the

Search function, as outlined below.

In this section:
e Creating a Smart Folder Using the Browse Function

e Creating a Smart Folder Using the Search Function

Creating a Smart Folder Using the Browse Function

1. Click the Browse button in the toolbar on the top right of the screen.

2. The Browsing pane opens near the top of the screen.
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0 Neat Library =

Q- Type here to search

0 ‘Amount | All items (5)
Inbox | Application |General Retail (4)
Meals/Restaurant (1)

v = Cabinet | Created
= |Created Date
| | New Folder 1 Date

Folder
__ltern Type
 Last Modified
‘Modified Date

: New Folder 2

[ Project A
[ Project B

Receipt -

Browse Pane

3. Clicking a field such as "Amount" or "Category" will display the number of items that fit
that category in the Detail pane on the right side of the Browse pane. Clicking on an item
in the Detail pane will display those items in the table at the bottom of the screen. (Note
that you may use Clear to clear the search if necessary.)

0 Neat Library =

Q~ Type here to search

|All items (5)

| Application -
Category 'Meall/Restaurant (1)
|Created
|Created Date
|Date
Folder
__ltern Type

 Last Modified
'Modified Date

Search: All Folders Trash

‘E Cabinet
v_n New Folder 1
: New Folder 2

[ Project A

Clear ) [ Save |

[ Project B
_nHome
[ Biz Cards Vendor | RadioShack =
1T Trash Date  Fri Apr 18 2008 |
¥ On My Mac RO §55.34 v
[E) Address Book Sales Tax
¥ Smart Folders Payment Type !Vi_s_&l B
@ All Receipts Category | General Retail
(@ All Documents : = 5
o wiName Description [Created [Last Modified NeS
' RadioShack Fri Apr 18 2008 555,34 Visa General Retail FriFob242... TueMar13...
4:;2??:5;;3"533 I Chicken Hut Wed Jul 16 2008 $9.50 Visa General Retai FriFeb242... TueMar13...
Sales Tax 52‘_25 Chicken Hut Thu Sep 28 2011 §7.43 Cash General Retail FriFeb24 2... Tue Mar13 ...
u ABC Store Mon Jul 30 2007 £26.71 Mastercard General Retail FriFeb242... Tue Mar13.. /U
L3
Idle
o= % [l = ) y<lvl
Browse Pane with an Item Selected in the Detail Pane
4. To create a Smart Folder based on this criteria, click the Save button.
Name: I_New Folder l

C Cancel j E OK —‘3

Naming a Smart Folder

5. Type a name for the Smart Folder and click OK.

TIP: For more information on browsing or searching for specific items, see Finding Items.
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Creating a Smart Folder Using the Search FunctionNew topic

1. Type a term such as Meals or Fuel in the Search bar at the top right.

Payment Type

50 “Cabinet™

Trash

I Neat Library

Vendor

Dark Horse Pub

Date

Fri Nov 30 2007

Amount

§5.00

DINING ; Aselisd

Sales Tax

175 (RDERED
1 JIN BEAN

| Cash

Caregory

'Ij' Trash

¥ On My Mac
-i Address Book

Tax Category |

| Meals/Restaurant

Reimbursable

Paid

DMK HORSE fioen for Lunch
Tonday - Friday 11
Saturday & Sundsy W

Froa WIFL for our custossrs
Endor our KEN MERU

¥ Smart Folders

Application

Vight us on the web at

ES(anSnap Manager

e, darkhorssat lants.com

L]
— o myspace. con 1| ghdarkho

(@ All Receipts
(@ All Documents
2 Receipts, 3 pages:

Amount §16.30
Sales Tax 50.74

Idie

vt—v‘-{Name
[ Dark Horse Pub Fri Nov 30 2007
Au Bon Pain Tue Jul 08 2008

Almban

Description
$5,00 Cash Meals/Restaurant
£11.30 Cash Meals/Restaurant

SUBRTOTAL 5.

TOTAL DUE 6.

i
TINE 10:14%

AT
5.0

L T T R P PPPRR

00

00

PLAY KEMD. . Ash your bartender

Created
FriFeb24 2.
FriFeb24 2...

Last Modified N>
Wod Mar 14...
Tue Mar 13 ...

14!

2.
search if necessary.)

Searching in Neat

3. To create a Smart Folder based on this criteria, click the Save button.

MName: INEW Folder

(Cancel) { Ok j

4. Type a name for the Smart Folder and click OK.

TIP:

Naming a Smart Folder

Within a Neat cabinet you can create folders and subfolders to organize related items.

Items matching that criteria are displayed. (Note that you may use Clear to clear the

For more information on browsing or searching for specific items, see Finding ltems.

Unlike your physical office, where you can “file” important papers on every surface, in Neat for
Mac all items must live in a folder. That said, you can be as organized - or as disorganized - as
you wish to be in Neat for Mac. If you want to place every item in a single folder, you can!
Alternatively, you can choose to completely master Neat for Mac file management by creating
folders and subfolders and consistently organizing items into those folders.
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Working with Your Items

In this section:

e Viewing Items

Editing Items

Moving or Copying Items Between Folders
Deleting & Retrieving ltems

Sorting Items in List View

Finding Items

Combining Multiple Items

Splitting a Receipt

Customizing Columns

Creating a New Item without Scanning

Working with Images
Working with Contacts
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Viewing Items

To change between the three views, use the Views buttons at the top of the screen (pictured
below). Note that the Navigation pane remains on the left side of the screen for all views. Each
of these views is described in the table below.

Icon View
Ttem View B | [ - Report View
Wikw
View Description Screenshot (click to view larger)
- - 8ano 1 Neat Library
Item View !Dlsplays the s_canned & e P S ENll] ~ QT
image alongside the e e e e swom wx - e e
receipt or document e —
fields. e .
Fayment Type (visa )
Category [ General Retail 2]
L — O]
Application  [scansnap Manager %)
Item View
- - - =
Icon View !Dlsplays a thumbnail pr S
image for each scanned ot IR, st
item. crrenl J pie— | s
- 7 ABC Store. Au Bon Pain
Mon Jul 30 2007 = Tue Jul 08 2008
$26.71 E $11.30
i

Icon View
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6

Report View [ Displays reports and lets
you view and generate
reports. You can combine
items from multiple folders

in a report.

eno
£ Crawrevomiimee ) &) (& (% X O
scan Scan Options Import New  Delete Editor Email

© Neat Library o
s RN o Lalla- Tyoe heretosearch 3
= v ki =

Report Template: | Expense Report

) (Report Options... )

) Restrctto dates from  07/30/2007

to 05/25/2011 [ Only Include Selected Items

a table (grid) format at
the bottom of the
screen. Table view can

Amount

e [Thusep 292011

o = = =
Report View
. . . . @ Neat Library =)
Table Displays a list of items in 03 RO 0 EENEE] B8 e

T

57.43

be displayed in Item,
- Payment Type [ Cash 2]
Icon or Report view. .
ategory | General Retal =
{5 Biz Cards Tax Category | - ®
B Teash Reimbursable (]
paid (]
B s ok | et . T
e |Saat e e s
s g 20 1.1 et i Tk
it s oz aress.. Taka . e

A Bon Pain Tuo Jul 08 2008 $11.30 Cash MeaisRostaurant FiiFoo202... TuoMar13.

Item View with Table

Editing Items

You can edit items in Item View or in the Item Editor. Each detail is presented in its own field.
Some fields offer a dropdown menu of items.

Editing Items in Item View
1. In the Folder Navigation pane, navigate to the folder containing the item you want to edit.

2. Click the Item View button.

3. Click the Table button to display the grid.
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ane

a[ B & W Text | Normal | Inbox. ']

! Neat Library

6

| 1 _ % (Qr Type here to search

ﬂ Inbox
v (= cabinet Vendor | Chicken Hut =]
v [ Client:
Dr s Date  Thu Sep 29 2011
[ aBC BIlL ]
ez A 3747 )
5 -— Sales Tax | 50.55 1
i Project A Payment Type  |cash =]
| Project B -
_ - Category | General Retail d
|l Home A
1001 <001 -00007 - | 80 0RFR0L1 17
&5 o1z cards Tax Category | 1) s
L8 LDRERTY ALACE - PHILAOELPWIR Pa
[ Trash Reimbursable | TEL: TR
Paid [ .
¥ On My Mac
B Address Book ¥ Name Description Created Last Modified No[e#
RadioShack Fri Apr 18 2008 £55.34 Visa General Retail FriFeb 24 2... Tue Mar 13...
¥ Smart Falders E Chicken Hut Wed Jul 16 2008 £8.50 Visa General Retail FriFeb242... TueMar13..
B Chicken Hut Thu Sep 29 2011 57.43 Cash General Retail FriFeb242... TueMar13 ..
& All Receipts || ABC Store Mon Jul 80 2007 $26.71 Mastercard General Retai FriFeb242.. TueMar13.. MUse
& All Documents Au Bon Pain Tue Jul 08 2008 511.30 Cash Meals/Restaurant FriFeb242... TueMar13 ..
5 Receipts, b pages
Amount $110.28
Sales Tax 53.00
Idle
+ | - % iy = =] “*

Item View (with the Table Showing)
4. In the table, click on the item you wish to edit.
5. Using the Item Type dropdown list, modify the item type if necessary.
6. Modify each field as desired. Keep in mind the following:
e Use the Tab key to move from field to field.
e Depending on the item being edited, some fields may present as dropdown boxes.
These fields can be edited by choosing another item from the list OR by adding a new

item to the list. To add a new item to the list, simply type the new label.

e Date fields can be modified by typing a new date (MM/DD/YYYY format) OR by clicking
on the calendar icon and choosing a date from the calendar.

7. Changes will be saved automatically.

Editing Items in the Item Editor
1. In the Folder Navigation pane, navigate to the folder containing the item you want to edit.

2. In either Item View or Icon View, select the item you want to edit.
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Contact
Vendor | Au Bon Pain ¥ Receipt
Document

Date  Tue Jul 0B 2008

Reset Fields Shown
Amount 511.30 Use Fields Shown for All Receipts
Create or Modify Fields ..

e48400793
BO0ET0L4D -003%
(BO0V2TS-8T77

02:35:04 M

Sales Tax 50.74 Sales Recsipt

Product Sale Onit Final
- Description oty Price Price
Payment Type  Cash ﬁ Mall Tube 1§69 §1.66
o 1120793 §4.90
I CHURCETON MD T [
Category | Meals/Restaurant ﬂ Zome-3 Priority afl
4 11h, 1.30 o=.
Tax Categary [ h‘.‘i ® Issus FYI: 54,90
Total: 58.59
Reimbursable [
Paid i
1 - HMEL 58,55
Paid | Accoust #: TEXIIITERINED014
?pmnl. i1 511602
rensaction #: anz2
21 902782564 3344707633
MNotes

Order stamps st USPS.com/shop cx call
1-800-5tampdd.  gp go USPS comicl i ghaahdi p

to priot shipping labels #/th pog .
For other information sall I-!El}-ﬂs-uﬁﬁ,

erlIm: 1000200932647
Clerk: 02

211 sales final on stemps and postage.
Refunds for guaranteed services only.
Thask you for yeur business

R A R A A A A

EELF U SERVE I0U BEITER
Go to: WUtp:Aspe.gal lup. conspos

TELL US ABDIT TCUR RECENT
POSTAL EXPERIENCE

T04R OPIRION COUNTS

Custemer Copy

| cofe— g > Page 2 of 2 A
Item Editor

3. At the top of the screen, click on the Editor button. (Alternatively, from the Edit menu,
choose Open Ite-m Editor.) The item opens in the separate Item Editor window.

4. Using the Item Type dropdown list, modify the item type if necessary.
5. Modify each field as desired. Keep in mind the following:
e Use the Tab key to move from field to field.
e Depending on the item being edited, some fields may present as dropdown boxes.
These fields can be edited by choosing another item from the list OR by adding a new

item to the list. To add a new item to the list, simply type the new label.

e Date fields can be modified by typing a new date (MM/DD/YYYY format) OR by clicking
on the calendar icon and choosing a date from the calendar.

6. Changes will be saved automatically.
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Duplicating an Item

Individual items in a folder can be duplicated (copied) as needed.

1. In the Folder Navigation pane, navigate to the folder containing the item you want to
duplicate.

2. In the Table View pane, select the item you want to duplicate

3. From the Edit menu, choose Duplicate Selected Item. The item is duplicated and the
duplicate is placed in the same folder as the original.

806 J Undo 87
2 ( Redo 362 1
Cut 38X
E". Inbox CD:'Y #C ]
Paste EV |
v[= Cabinet Paste and Match Style
v Clients Select All ‘A
[ ABC Delete Selected Items 38 |
T xvz Delete Selected Folders
_ isional W
v ] Business Open Item Editor... e
] Project A Duplicate Selected tem eldeveld
_ Vi 1 It
B Project B Combine Selected [tems 393-76
Rotate B
Rotate Right i
Crop r
ﬂ' Trash
Reanalyze
¥ On My M ]
SOy Item Type >
&) Address Book Create or Modify Fields...
¥ Smart Folders Find [
(@ All Receipts Spelling >
i All Documents | Special Characters... “X#®T
G e L I I
4. Click OK.
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Moving an Item to Another Folder

Items in a folder can be moved to another folder as needed.

1. In the Folder Navigation pane, navigate to the folder containing the item you want to

move.

2. In the Table View pane, select the item you want to move and drag it to the desired
folder in the Navigation Pane. When you release the mouse, the item will be moved to the

new location.

®00

E Inbox

v[= cabi
vﬁ Cli

ABC Store

Mon Jul 30 2007
$26.71

%3171
Mastercard

Au Bon Pain
Tue Jul 08 2008
£11.30

$0.74

Cash

5 [m:ceipt B

| | Project B

ﬁ Home

[ ] Biz Cards

m' Trash

RadioShack
Fri Apr 18 2008
$55.34

Visa

¥ On My Mac
n Address Book

i
|
|
|
|
|
|
|
|
|

In this image, a receipt from the Business Folder
is being moved to the ABC Folder.

Deleting an Item

When an item is deleted, it is placed in the Trash (visible in the Navigation Pane) where it will

remain until the Trash has been permanently emptied.

1. In the Folder Navigation pane, navigate to and open the folder containing the item you

want to delete.

2. At the top of the screen, click the Delete button. (Alternatively, under the Edit Menu,

choose Delete Item.)
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Au Bon Pailf

Mon Jul 30 2007 Tue Jul 08 2
$26.71 $11.30
T Jazd

Move to Trash?

Are you sure you want to move the selected item to
the Trash?

[ | Do not ask me again

Trash

3. When prompted, confirm the deletion by clicking Trash.

Tip: Your item has been sent to the Trash. To empty the Trash, see Permanently Emptying All
Trash Contents.

Also in this section:
e Retrieving an Item

e Permanently Emptying All Trash Contents
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Retrieving an Item

You can retrieve a deleted item as long as you have not yet emptied the trash.

@ Neat Library

E Inbox

|

VE Cabinet |
'ﬁ Clients :
(] asc |
Cixe I
vﬁ Business |
[ Project A :

|| Project B |

ﬁ Hame :
ﬁ Biz Cards :

|

|

|

|

|

|

|

5

)l Trash

¥ On My Mac
ﬂ Address Book

¥ Smart Folders

@ All Receipts
@ All Documents v

1 Receipt, 1 page:
Amount $26.71
Sales Tax 51.71

ABC Store
Mon Jul 30 2007
$26.71

51.71

Mastercard
$ |Receipt

1. In the Folder Navigation pane, click on the Trash icon.

2. Select the item you want to retrieve and drag it to the desired folder in the Navigation
pane. When you release the mouse, the item will be moved from the Trash to the new

location.

Permanently Emptying All Trash Contents

1. In the Folder Navigation pane, click on the Trash icon.

2. From the Neat menu, choose Empty Trash.
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A Empty Trash?

Are you sure you wish to delete the 1 folder in the
Trash, and the 7 items it contains? These will be
PERMAMEMNTLY deleted and this action cannot be
undeone.

[ | Do not ask me again

Delete ) ( Cancel :I

3. Click Delete to permanently delete the contents in the Trash.

Once you have emptied the trash, you can no longer retrieve deleted items from the
trash.

Sorting Items in Table View

In Table View, items can be sorted by clicking on a column heading. Keep in mind the following:

e Clicking on a heading for a column containing text sorts the rows alphabetically from A to Z.
Clicking a second time on that heading changes the sort from Z to A.

e Clicking on a heading for a column containing dates sorts the rows from oldest to newest
date. Clicking a second time on that heading changes the sort to newest date to oldest
date.

e Clicking on a heading for a column containing numbers sorts the rows from highest to
lowest. Clicking a second time on that heading changes the sort to lowest to highest.

Finding Items

Neat for Mac offers two options for finding items in your cabinets: Search and Browse. The
Search feature will return information for specific searches across all folders in a cabinet. The
Browse feature enables you to filter that search by your desired criteria.

Each library is its own separate entity; that is, you cannot search across multiple
libraries to find information. You may, however, search across all folders within a
single library. You could go to the Business Library to search across all folders within
it, and the search would not return any information from the Personal Library.
Likewise, you could go to your Personal Library and search across all folders within it,
but the search would not return any information from the Business Library.

Neat is fully integrated with the Apple Spotlight search utility. Spotlight can be used
for general searches across all Neat libraries.

The Search feature is used to search for specific information across and within any folder(s). The
Search function can find all text on any item page, not just field values. You cannot search across
libraries; in other words, you may only search within one cabinet at a time. (Note that, while the
Search feature will return information for specific searches across all folders in a library, it is the
Browse feature that will enable you to filter that search by your desired criteria.
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enon Ll Neat Library

=
a | B&WText|Normal | Inbox  ~| B @ : @ g B 0 % Q- Type here to search )
Scan Scan Options import New  Delete Editor Email  Sync View Browse Table. _Search
Search Field (Empty)

anNe ! Neat Library =
a [ B & W Text | Normal | Inbox '] @ @ & @ [:ﬂ s % (Q.' Chi(kel’l‘ ‘\
| Scan Scan Options _ import New  Delete Editor Email  Sync View _Browse Table. Search

&k Inbox Fl Search: All Folders 7511 Trash X Clear | [ Save

- | TR

=y

Search Field (With Options Displayed)
1. Type one or more search terms in the Search field near the top right corner of the Neat
for Mac window.

2. On the Search Bar (pictured above), choose where you want to search: All Folders, the
current folder or Trash.

3. To filter your search, use the browse feature.

TIP: To save the results of your search for future reference, click the Save button. Your
saved search displays under the Smart Folders heading on the left side of the screen.

Using Browse

The Browse feature aggregates and displays information about your folder as a whole and for all
fields, including Amount, Date, and Vendor. For example, if you wanted to know how many
receipts you have in the folder "Receipts 2008" that total between $2.00 to $4.99, you could
browse the folder for that information. If you have 1 receipt in your folder with a total between
$2.00 to $4.99, you would then see "(1)" next to that category: Amount: $2.00 to $4.99 (1)

1. Click the Browse button in the toolbar at the top right of the screen.
= The Browsing pane will open as the topmost pane of your current view.
= To deactivate the Browsing pane, just click the Browse button again.

= If a Browse or Search (a browse is really a search behind the scenes) is currently
active, a search bar displays immediately below the browse window.

[ HaN&) 1 Neat Library =
BN [ eevrouinomaineo: J 6 (3 (R (X ) & EEELL] B B a1 here osean ‘
 Sean ‘Scan Options Import  New  Delete Editor Email  Sync View Browse Tahle Search
=) Amount [ Allitems (5)
&g Inbox Application General Retail (4)
- Meals/Restaurant (1}
E Cabiner Created [
_— Created Date
|| New Folder 1 Date
(] New Folder 2 Folder
= Itern Type L
'™ Business  Last Modified P A
L Modified Date v
| Project A s
=i w
|

Browse Pane

2. Clicking a field such as "Amount" or "Category" will display the number of items that fit
that category in the Detail pane on the right side of the Browse pane.
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1 Neat Library

B & W Text | Normal | Inbox

)

Amount

ﬂ Inbox | Application
Category
'E Cabinet Created

= Created Date
|| New Folder 1 |

Date
= Folder
o Qﬁlm FonerE . Item Type -
Business  Last Modified a
- Modified Date
Q Project A e p———r
= Search: All Folders Trash
Q Project B
D Home
[ Biz Cards Vendor | RadioShack
'Ij‘ Trash Date Fri Apr 18 2008
¥ On My Mac Amount  §55.34
[} Address Book Sales Tax
¥ Smart Folders SRR | Visa ﬁ

All items (51
General Retail (4)
' Mealll/Restaurant (1)

@ All Receipts Category EGenemI Retail ﬁ ¥4
@ All Documents =3
S SR L - I~ A g e
:_—_'t{Namk_a Description |Created Last Modified Nt%
' RadioShack Fri Apr 18 2008 $56.34 Visa General Retai FriFeb242... TueMar13..
i il 1] Chicken Hut Wed Jul 16 2008 £8.50 Visa General Aetail FriFeb242... TueMar13..
Sales Tax 52‘_25 Chicken Hut Thu Sep 28 2011 §7.43 Cash General Retail FriFeb24 2... Tue Mar13 ...
U ABC Store Mon Jul 30 2007 '$26.71 Mastercard General Retail FriFeb242... TueMar13.. /U
%
Idle
T e = ) J<1vl 4
Browse Pane with an Item Selected in the Detail Pane
3. Clicking on an item in the Detail pane will display those items in the table at the bottom of

the screen. (Note that you may use Clear to clear the search if necessary.)

TIP:

To save the results of your search for future reference, click the Save button. Your

saved search displays under the Smart Folders heading on the left side of the screen.

Combining Multiple Items

You can combine multiple items into a single item.

1. In the Folder Navigation pane, navigate to the folder containing the items you want to
combine.

2. Select all of the items you wish to combine. (Hold down the Ctrl key to select multiple
images.)

3.

displaying thumbnails of all of the selected items.
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Drag the items into the order you wish to combine them.

The leftmost item will be used as the primary item, and pages from all other items will be appended in order from left to right. Notes for all items will be
combined and currency fields such as Amount or Sales Tax may be totalled by checking the checkbox below.

Combined item: 3 pages

endor Chicken Hut
Date Thu Sep 29 2011
Aot 57.43 T
7= 80.55 - = el 2
ent... Cash s 7
oy General Retail

Mo .
s No CAgH 20,00

ScanSnap Manager #...

[ Use combined total for currency fields

(" Cancel ) (Combine\)

Combine Multiple Items

Drag the thumbnails into the order you wish to combine them. The leftmost item will be
used as the primary item. Pages from all other items will be appended in order from left to

right.

= If you are combining receipts, click in the Use combined total for currency fields
to add all of the receipt totals. (Otherwise, the total for the primary receipt is
used.)

= Notes for all items will be combined.

Click Combine.

Splitting a Receipt

A receipt may contain multiple items that need to be expensed to more than one client or project.

3.

4.

In the Folder Navigation pane, navigate to the folder containing the receipt you want to
split.

Select the receipt you want to split.
Duplicate the receipt.

Adjust the totals in each of the receipts.

Customizing Default Fields

After an item has been scanned, you’ll see its image on the right side of the screen and fields
populated with the item's information on the left side of your screen. All of the fields on the left
are able to be customized by using the plus/ minus signs. You can:

e Add fields

e Delete fields

e Drag and drop fields to rearrange them
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e Set default fields for each item type

Hover your mouse over the field name to bring up the plus/ minus signs next to any field (pictured
below).

eno (! Neat Library =)
N [ B&wWText | Normal | Inbox_ 7] 5 b \ A i :
ﬂ Inbox
v[= Cabinet Vendor | RadioShack B i
YQ_CIiem:s Gata ! |
[ ] ABC
= Amount  $55.34 »
[ xvz
¥™ Business. Sales Tax
_Q Project A Ment Type i\r'isa B
= Project B 4 :
- - |General Retail B
& Home {Laeneral Retail
[ | Biz Cards v ®
T Trash Reimbursable Account
Paid Client
¥ On My Mac Due Date
[) Address Book Application | = | Received
ScanSnap MaTBOW, o ntact Fields [ 3 Sent
¥ Smart Folders | Document Fields > GST/HST
) Receipt Fields > Personal
! \3; 3 Clear value? System-defined Fields > Project
1l l: A . Removing this field requires clearing the value set for _‘{ User-defined Fields | 3 PST/QST ﬁ%
E X  this field. q Tax Category Description |
— ) ] Reset Fields Shown Transaction 1D
[ Do not ask me again Use Fields Shown for All Receipts .
_ New Field Fri Fén24.-‘:...WedApr04...
( Clear value and remove ) ( Cancel 3
Idie |
t |- = =) yalvl

Also in this section:
e Adding a Field

e Deleting a Field

e Rearranging Fields

e Setting Default Fields

Adding a Field

1. Point to the field below where you wish to add the new field and click on the Plus Sign
icon.

2. Choose an existing field from any of the submenus (Contact Fields, Document Fields,

Receipt Fields, System-defined Fields or User-designed Fields) or choose New Field to
create a new user-defined field.
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Field Label |

Field labels are displayed in column headers and beside the
fields in the Item View and printed reports. They can be any

text, and are editable after creation in the Modify Fields panal.

Field names are used as internal, unchanging identifiers. They

Field Name |
must be unigue and contain only letters and numbers. Spaces
and punctuation characters are not permitted.
Type ETE wt ﬂ Field name and type may not be changed after creation.

( Cancel ) _ Create Field
s

3. Ifyou are creating a new user-defined field, provide a Field Label, a Field Name and a

Field Type and then click Create Field.

=

8006

v (= cabinet
v_m Clients
{1 aBC

_m Project A
_m Project B
_m Home

_m Biz Cards

ﬂ Trash

¥ On My Mac

! Neat Library

Vendor  RadioShack
Date
Amount  §55.34
Sales Tax
ntType  visa

| General Retail

[

Reimbursable

Paid

) Address Book

Application

1

¥ Smart Folders

Clear value?
W

¥ Contact Fields

Document Fields
Receipt Fields
System-defined Fields

Account
Client
Due Date
Received
Sent
GST/HST
Personal
Project

A " Removing this field reguires clearing the value set for .._,.‘.4 User-defined Fields PST/QST Not ]
q this field. T d Tax Category Description

= i | ResetFields Shown Transaction ID

_! Do not ask me again - Use Fields Shown for All Receipts T

New Field... .
( Clear value and remove ) ( Cancel )

idle
+ - @ = 3 YT

Deleting a Field

1. Point to the field you wish to move and click on the Minus Sign icon. If the field contains a
value, you will be prompted as to whether or not you wish to remove that value. If the
field does not contain a value, it will be removed immediately.

Chapter 6 Working with Your Items



Working with Your Items 6

Clear value?

. Removing this field requires clearing the value set for

A this field.

|| Do not ask me again

( Clear value and remove ) ( Cancel )

2. Click Clear value and remove to remove the value and the field.

Rearranging Fields

1. Point to and click on the field you wish to move.

2. Drag the field to its new location. A black horizontal line (pictured below) indicates where
the item will be moved to.

3. Release the mouse.

Vendor  RadioShack ﬁ T

555.34

Sales Tax

Payment Type

isa ﬂ

General Retail j

ary

@€y Tax Category

]
G

Reimbursable ||
Paid ||
Application  scanSnap Manager ﬂ "
Motes ¥
ry
L

Drag a field up or down to move it
(the line shows you where it will be moved to)

Chapter 6 Working with Your Items 67



Working with Your Items 6

Setting Default Fields

You can set the view as the default view for all future items (Contacts, Documents or Receipts) in
that item type.

v Contact Fields
Document Fields

System-defined Fields

User-defined Fields

YhEA

yYvw

Use Fields Shown for All Receipts
iald

1. View an item.

2. Add, delete and arrange fields as desired.

3. Click on the Plus Sign icon next to any of the fields.
4. Choose Use Fields Shown for all [Item Type].

5. Choose one of the following:

= Use for this library only: to apply the field changes to all items of that type in the
current library only. (Note that previously customized items of the that type in that
cabinet will not be modified.)

= Use for this library and others: to apply the field changes to all items of that type
in the current cabinet as well as any other libraries that have not been previously
customized.

Use the fields shown as the default for this library only?

| Setting these fields as the default for Receipt items will make all Receipts use these fields, except those
Fi that you have already customized by explicitly showing or hiding fields. It will also make the "Reset
Fields Shown” command use this set of fields. You can choose to set these fields as the default for this
library only, or for this library and all other libraries that don't have a library-only default (which will
inciude all libraries you create in the future).

(" Use for this library only 3 (" Use for this library and others 3 ( Cancel )

Creating a New Item Without Scanning or Importing

You can use the New (Receipt, Contact, Document) command to manually add a new receipt,
contact or document. This feature lets you retain and organize important information for which
you have no paper or electronic record.

1. Click New.
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| Contact [
g . Receipt

v[=! Cabinet

2. Choose the type of item you are creating:
e Contact
e Receipt
e Document
The item is created.

3. Modify each of the fields as needed to provide details for the new item.

eno @ Neat Library

Q- Type here to search

+[= cabinet

E Business Date
E Home
Amount
E Biz Cards
Sales Tax
n New Folder L
Payment Type
m’ Trash | B
Category | B
¥ On My Mac ' -
[E] Address Book Tax Category | = @
¥ Smart Folders Reimbursable [
All Receipts Paid [
All Documents
Notes
- v[Name | Description [ |Created Date | Modified Date Notes &
= NoName = Wed Mar 14... Wed Mar 14...
5:;':}'2&5;;‘3“' Microsoft Word - Document1 Wed Mar 14 2012 Wed Mar 14... | Wed Mar 14... m
Sales Tax 50... Microsoft Word - Document1 Wed Mar 14 2012 Wed Mar 14... Wed Mar 14. .
Microsoft Word - Document1 Wed Mar 14 2012 Wed Mar 14... Wed Mar 14. .
Microsoft Word - Documentt Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...
Microsoft Word - Documentt Wed Mar 14 2012 Wed Mar 14... Wed Mar 14...
dle . About Stacks Wed Jun 17 2008 Wed Mar 14... Wed Mar 14. . ¥y
| | Andrew Schaps Senior Engineer Neatca (215) 382-3300 Wed Mar 14... Wed Mar 14... iy
+i_|# ey "’jqip—'é

New Receipt Created

Working with Images

There are many ways to work with a scanned image in Neat for Mac:
e Zooming an image
e Rotating an image
Cropping an image
e Deleting an image
Printing an image
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Viewing an Image in the Item Editor

1. In the Folder Navigation pane, navigate to the folder containing the item you want to

edit.

2. In either Item View or Icon View, select the item you want to edit.

3. Click the Editor button at the top of the screen. (Alternatively, choose Open Item Editor
from the Edit menu.

Vendor lAu Bon Pain

Date  Tue Jul 08 2008

Amount $11.30

Contact
Receipt
Document

WERAL RIDGE MPO
ERAL RIDCE, Chic
444409793
SO0BT0440 -003E
{B00)2TS-8777

Reset Fields Shown
Use Fields Shown for All Receipts
Create or Modify Fields...

01:35:04 PH

Sales Tax |50.74 Sales Aecaipt
Deseripts e ri
o Lo o i
Payment Type |
Y e ICBS“ ﬂ Mail Tube 1 .89 §1.69
e M ANT23 §4.90
I CHURCETON MD g
Category |Meal5;Restaurant j Tone-3 Priority #ail
: 11b, 1.30 0%.
Tax Categop’r [ M ® Issue PVl: 54.90
Tokal: 58.59
Reimbursable [
Paid bw:
: HMET
Paid [ Rccouzt § IIXEEXEINIIT014
roval 511602
rensaction #: a0z
23 902782564 3344707633
Notes

Order stamps ak USPS.comfsbop or call
1-800-Stampdd. gp go USPS. con/gl | ckaahd p

to primt shipping labels = th pes g
For sther informaties call I-B%D-EH-USPS,
crlio: 1000200832647

Clerk: 02

211 sales final om stamps and postage.
Refunds for guaranteed services only.
Thaok you for your business

EELP U5 SERVE YOU BETTER
Go tar http://ge.gal | up. con/pos

TELL US ABJUT YOUR RECENT
FOSTAL EXPERIENCE

TOUR OPINION COUNTS

Cuskomer Copy

| co— g b | Page | 2 | of2

&

Also in this section:

Zooming an Image
Rotating an Image
Cropping an Image
Deleting an Image

Printing an Image
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Zooming an Image
1. View the image you want to work with in the Item Editor.

2. Use the zoom controls at the bottom of the window to zoom in ( +) or zoomout (-) on
the image. Alternatively, use the Zoom In or Zoom Out commands on the View menu.

Receipt

Vendor  Chicken Hut H

Date  Thu Sep 29 2011

Amount §7.43

Sales Tax §0.55

Payment Type | Cash H

0

Category IG_er_pgr_gE Retail E s
SPECIAL A CHICKEN [ERIYAKI

Tax Category B ' @ BOTTLE DRINK

Reimbursable || ?;':I?m
Paid [
SURTOTAL
Application | scanSnap Mana_g_sa E&QH
CASHIER
Notes ¥001-001-000092- 1980 09/29/2011 12:49-R

SARKELY JAPAN
198 LIBERTY PLACE - PHILADELPHIA PA
TEL: 215-832-0318

Rotating an Image

1. View the image you want to work with in the Item Editor.

2. Under the Edit menu, choose Rotate Left or Rotate Right.
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Cut N
Copy #C
Paste BV
Paste and Match Style

Select All HA

Rotate Left
Rotate Right

P o e i e
rEdndlyZe

Item Type >
Create or Modify Fields

Find [
Spelling 5

Special Characters... 3T
Rotate

Cropping an Image
1. Double-click on the image you want to crop to open it in the Item Editor.
2. Click the Crop icon (center-top of the window).
3. Use the crop controls to modify the image.
Deleting an Image
1. Double-click on the image you want to delete to open it in the Item Editor.

2. Click the Delete Page icon (top-right corner of the window). (Note that this delete icon will
only be available if you are looking at an item with a single image.

Printing an Image
1. View the image you want to print in the Item Editor.

2. Under the File menu, choose Print.
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3. In the Print dialog box, choose a printer and a Preset as needed.

Printer: ' Brother MFC-8800DW &

Presets: ' Standard l

@ I"' PDF » -/I !:Freview :: {Cancel :: ( Print )

Print

4. Click Preview to preview what the item will look like when printed. Use the scrollbar or

the Previous and Next buttons to move from page to page in the preview window. Use

the Zoom controls to zoomin (+) or out (-).

N O Preview of “unnamed document”.pdf (1 page) =3
LI i1 = & FYR @ LE a ;
~ Previous  Next Zoom Move Text Select Annotate Sidebar ‘Search
SPECIAL A CHICKEM IERIYAKI 5.08
BOTTLE DRINK 1.719
SUBTOTAL 6,88 :
18% | 0.5 :
e TOTAL 7.43 |
CASH 20.00 :
ClHANGE 12.57
CASHIER
3001 -00| -000047- 1980 0U/29/2011 12:49-R
SARKL JAPAN
158 LIBERTY PLACE - PHILADELPHIA PA
TEL: 215-832-0318 .
ry
v
Cancel Print )
Preview

5. Click Print to print the item.

TIP:
PDF.

Working with the Address Book

To print to a PDF file, click the PDF button in the Print dialog box, and choose Save as

Neat for Mac offers you complete control over your contacts, including the ability to scan business
cards and sync contacts with the Apple Address Book and/or your iPhone. For information on

scanning a business card, see Scanning Basics.
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@ Neat Library
R
B & W Text | Normal
ﬂ Inbox
v E Cabinet
v[] Clients First
[ Asc Middle
XYZ T
_ (| Last  Rex
Ta Business
i b Titl i i
progecta JobTHia  LIrofessional Write | A T e T R T
= a r | ados  job s
[l Project B ompany | Geeky Girl, LLC = n " mantbaoks e
[] Home Work Phone  (215) 393-7640
'™ Biz Cards |
Work Emall  rex@karlnrex.com
I Trash Street Address |
¥ On My Mac
|i) Addrass Book Cly | N
¥ Smart Folders L State | B
(@ All Receipts ) Zip Code | H
& All Documents * [ Name [Description Created __[Last Modified &
1 Contact, 1 page |~ = Karin Aex Prefessional Writer Geeky Girl, LLC (215) 398-7840 Tue Mar 13... Thu Apr
Idle
| = | = [y = ;) Tl 4

In this section:
¢ Emailing a Contact

Searching for a Contact

Syncing Contacts

e Creating a New Contact Manually

Emailing a Contact

1. In the Folder Navigation pane, navigate to the folder containing the contact you want to
email.

2. Click Table.
3. Select the contact you want to email.

4. Click the Email button. A new, blank email opens.

=)

Email

5. Address and type the email using the usual methods.
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Searching for a Contact

The Search field (top right corner) lets you quickly find a specific contact.

ann ! Neat Library
E. Inbox
v = cabinet
T_E] Clients First
1] anc Middle
XYZ
- u Last  Rex
v| | Business
= ob Title i
Bl Project A ] Professional Writer
[ project 8 Company | Geeky Girl, LLC -] wimar puiGan | hanABaGHRE
— -
Il Home Work Phone | (215) 393-7640 KARIN REX
= r PROFESSIONAL WRITER
iz Cards ‘GEENY GIAL,LLC
Work Email  rex@karlnrex.com
0 rask Street Address | et K
wwwr. geakygldonline.com neak!
¥ On My Mac
l] Address Book City d
¥ Smart Folders State ﬁ
& All Receipts LY ¥
pt Y Zip Code ﬂ :
M Alooo dents b [ Name 'Description - Created Last Modified 2|
= 1 s |
1 Contact, 1 page: |~ = Karin Rex Professional Writer Geeky Girl, LLC (215) 353-7640 Tue Mar 13 ... ThuApr05 ...
Idle
= e 5] RISV

1. Type what you are looking for in the Search field.
2. In the Search bar, do one of the following:

= To search for that contact within all of the folders in the current cabinet, click All
Folders.

= To search only in the currently selected folder, click the name of the folder.
= To search the trash, click Trash.

3. If multiple contacts are found, use the scrollbar at the bottom of the module to scroll
through the search results and select the contact.

Syncing Contacts

The Apple Address Book displays alongside your folders in the Navigation pane on the left side of
the screen. Simply drag and drop to copy!

Creating a New Contact Manually

You can use the New (Receipt, Contact, Document) command to manually add a new receipt,
contact or document. This feature lets you retain and organize important information for which
you have no paper or electronic record.

1. Click New.
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Contact
Receipt

. Document |
VE Cabinet f R

=

2. Choose Contact. The item is created.

3. Modify each of the fields as needed to provide details for the new item.

Q- Type here to search

& Inbox 1 Contact

v [ Cabinet Fhat
Vi Qs Middle
g o Last |
Xz
"ﬁ Business Job Title
[ project A Company
ﬁ besth Work Phone

ﬁ Home

Wark Email

Street Address

¥ On My Mac
Address Book

¥ Smart Folders

[ All Receipts

[l All Documents

4 Contacts, 5 pages:

Description |Created Last Modified | Notes 2|
| o Name | Thu Mar 16 ... | Thu Mar 15 ...
idle [ Andrew Schaps Senior Engineer Nealco (215) 362-3300 Tue Mar 13 ... Tue Mar13...
[~ = | Karin Aex Professional Writer Course development training (215) 383-7640 Tue Mar 13 ... Tue Mar 13 ...

+‘—|# IHM )‘:’//,

New Contact Created

Neat for Mac gives you total control over - and complete flexibility with - your data. You can export
data to numerous formats, synchronize your contacts, create meaningful reports from your data
and print anything in your database.

In this section:
e Exportin

e Reporting
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e Printing
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Exporting
The Export menu lets you export to the following formats:

PDF

Image

CSV (Comma Separated Values)
Spreadsheet

Quicken

Tax Data

Also in this section:

e Exporting to an Image Format
e Exporting to PDF Format

e Exporting to Comma Separated Values (CSV)
e Exporting to Excel

e Exporting to Quicken
e Exporting Tax Data

Exporting to PDF Format

1. Navigate to and select the folder and/or items you want to export.

2. From the File menu, choose Export.
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8N r Export

' I Csv) L5 [01F]
PCF  Image €SV Spreadsheet Quicken Tax Data
Export...

@ All items in currently selected folders
() Selected items only

|| Only include items between dates:
07/08/2008 and 10/01/2008
PDF Options
Image Quality: | Highest | 3]

Typical file size for single item export :

Highest - 1.5 MB
High - 1.2 MB
Medium - 500 kB
Low - 100 kB

[ 1 Combine all items into single PDF

5 items totalling $10.94 will be exported.

Cancel ) (Expnrt... :l

Export to PDF
3. In the Export dialog box, click the PDF button.
4. Do one of the following:

= To export only the items you currently have selected, click in the Selected items
only radio button.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.

5. To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

6. In the PDF Options area, from the Quality dropdown menu, choose the desired image
quality setting.

7. In the PDF Options area, if you want all items combined into a single PDF, click in the
Combine all items into single PDF checkbox.

8. Click Export.

9. Choose a folder location for the exported file and click Open. The file is exported to that
folder.

Chapter 7 Exporting, Reporting & Printing



Exporting to an Image Format

You can export receipts to a JPEG, PNG or TIFF image file format.
1. Navigate to and select the folder and/or items you want to export.

2. From the File menu, choose Export.

amr Export

Lo = E LiLs [DEF]
PDF | Image ©CSV Spreadsheet Quicken Tax Data
Export...

@ All items in currently selected folders

() Selected items only

[ Only include items between dates:
07/08/2008 and 10/01/2008

Image Options

Export: | first page only &= ] File Type: | JPEC | &

Quality: | Medium (150 pixels/inch) | % ]

5 items totalling $10.94 will be exported.

Cancel : (F_xpﬂrt)

Export to an Image Format
3. In the Export dialog box, click the Image button.

4. Do one of the following:

= To export only the items you currently have selected, click in the Selected items
only radio button.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.

5. To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

6. In the Image Options area, from the Export dropdown menu, choose whether you want
just the first page or all pages exported.

7. In the Image Options area, from the File Type dropdown menu, choose the desired
image file type (JPEG, PNG or TIFF).
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8. In the Image Options area, choose the desired image quality setting from the Image

Quality dropdown list.

9. Click Export.

10. Choose a folder location for the exported file and click Open. The file is exported to that

folder.

Exporting to Comma Separated Values (CSV)

Exporting to CSV is a good way to get your data into an easy to use format that can be imported
into most other spreadsheet and database applications. Images will not be included in the
export. To control which fields are exported and in what order, add fields and sort or reorder the

columns shown in Table view.

1. Navigate to and select the folder and/or items you want to export.

2. From the File menu, choose Export.

B, mr Export

C5W

PDF G,

POF  Image

™ @
Spreadsheet Quicken Tax Data

Export...

*) All items in currently selected folders
() Selected items only

[ Only include items between dates:
Q7 fOB/2008 and 10/0 _Eclf:l'j
C5V Options

Create a comma seperated value (CSV) text document
that can be imported into most other spreadsheet and
database-driven applications. This will not include
images. Add fields and sort or reorder the columns
shown in the table to control which fields are exported,
and in what order.

Text Encoding: | UTF-8 Encoding Iy

5 items totalling $10.94 will be exported.

{ Cancel ) CF_xpnrt...}

Export to Comma Separated Values (CSV)
3. In the Export dialog box, click the CSV button.

4. Do one of the following:

= To export only the items you currently have selected, click in the Selected items

only radio button.
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8.

9.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.

To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

In the CSV Options area, from the Text Encoding dropdown menu, choose the desired
encoding process (UTF-8 Encoding, ASCII Encoding or Western (Mac OS Roman Encoding).

Click Export.
Type a name for the exported file in the Save As field.

Choose a folder location for the exported file from the Where dropdown menu.

10. Click Save.

Exporting to a Spreadsheet

1.

2.

Navigate to and select the folder and/or items you want to export.

From the File menu, choose Export.
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3.

4.

5.

6.

8N r Export

= N HLS P

e

PDF Image C5V  Spreadsheet

(o1
Quicken Tax Data

Export...
@ All items in currently selected folders
() Selected items only
[ Only include items between dates:
07/08/2008 and 10/01/2008

Spreadsheet Options

() Warkbook with table only, no images
(%) Workbook with table and first page images

(_:)Wnrkbcnk with table and all page images

Image Size: 75% 3

5 items totalling 510.94 will be exported.

Cancel | f: Export... :‘I

Export to Spreadsheet
In the Export dialog box, click the Spreadsheet button.
Do one of the following:

= To export only the items you currently have selected, click in the Selected items
only radio button.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.

To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

In the Spreadsheet Options area, choose one of the following options:
=  Workbook with table only, no images

= Workbook with table and first page images
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= Workbook with table and all page images
7. If you are exporting images, choose a size from the Image Size dropdown.
8. Click Export.
9. Type a name for the exported file in the Save As field.
10. Choose a folder location for the exported file from the Where dropdown menu.
11. Click Save.
Exporting to Quicken
1. Navigate to and select the folder and/or items you want to export.

2. From the File menu, choose Export.

&M Export
@B = orr} TXF
POF Image €5V Spreadsheet Quicken Tax Data

Export...

{# All items in currently selected folders
; Selected items only

[ Only include items between dates:
07/08/2008  and 10/01/2008

QIF Options

Quicken Account: | & ] @

(Manage Quicken Accounts. :.

[ 1 Split sales tax
@Skip Items that were already exported to Quicken

5 items totalling $10.94 will be exported.

!i Cancel :: {Export...j}

Export to Quicken
3. In the Export dialog box, click the Quicken button.

4. Do one of the following:

= To export only the items you currently have selected, click in the Selected items
only radio button.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.
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5. To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

6. In the QIF Options area, select a Quicken account name from the Quick Account
dropdown list. If you do not have any accounts listed in the dropdown yet, click Manage
Quicken Accounts and create a new account by doing the following:

= Click the plus sign button ( +). A new account is added.

= Double click on the name of the new account to select it and type a better name
for the account

= In the Type column, choose what type of account it is (Bank, Cash or CCard).
= Click Save Changes.

You can import an existing Quicken Account by clicking on the Import button,
navigating to and selecting the QIF file and clicking Open.

7. By default, sales tax is not split. Click in the Split sales tax checkbox if you want sales tax
split.

8. By default, if items were already exported to Quicken, they will be skipped. If you don't
want these items skipped, uncheck the Skip items that were already exported to
Quicken checkbox.

9. Click Export.

10. Type a name for the exported file in the Save As field.

11. Choose a folder location for the exported file from the Where dropdown menu.

12. Click Save.

Also in this section:
e Importing an Exported QIF into Quicken
Importing an Exported QIF into Quicken
1. Launch Quicken.
2. From the File menu, choose Import > QIF.
3. Navigate to and select the exported file.
4. Choose the Quicken account that you want the exported file imported into. When the

import is complete, the transaction will be in the Transactions to be Approved section of
the Quicken Register.

Exporting Tax Data

1. Navigate to and select the folder and/or items you want to export.

2. From the File menu, choose Export.
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&M Export

@] = @@ O @ | @b
PDF Image €5V Spreadsheet Quicken 'Tax Data

Export...
@ All items in currently selected folders
() Selected items only
[ Only include items between dates:
07/08/2008 and 10/01/2008
TXF Options

Create a Tax Exchange Format (TXF) document that can be
imported into TurboTax or other tax applications. MeatWorks will
only export receipt items with supported values for Tax Category
for the appropriate tax year as determined by the Date. Vendor
and Amount information will be included.

Only include items from:

Year: | All ':]

Quarter:  All =

5 items totalling $10.94 will be exported.

Cancel :‘ (Expcert)

Export Tax Data
3. In the Export dialog box, click the Spreadsheet button.
4. Do one of the following:

= To export only the items you currently have selected, click in the Selected items
only radio button.

= To export all of the items in the current folder, click in the All items in currently
selected folder radio button.

5. To restrict the export to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

6. In the TXF Options area, choose the Year and Quarter parameters for the data you wish
to export.

7. If you are exporting images, choose a size from the Image Size dropdown.
8. Click Export.

9. Type a name for the exported file in the Save As field.
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10. Choose a folder location for the exported file from the Where dropdown menu.

11. Click Save.

Reporting

Neat for Mac's Report View lets you view and create reports. You can combine items from multiple

folders in any given report.

anNe
-

E. Inbox

B & W Text | Normal | Inbox

“’E Cahinet
V_D Clients
[-] Asc
&l xvz

E Busil

[ Project A
[=| Project B
|;_:| Home

_EJ Biz Cards
]j Trash

¥ On My Mac
il Address Book

¥ Smart Falders

& All Receipts
(&) All Documents
5 Receipts, 6 pages:

Amount $110.28
Sales Tax 53.00

Idle

Report Template: | Expense Report

P'C‘*i ( Report Options... :I

(] Restrict to dates from 07/30/2007 to f§ 09/29/2011 [ Only Include Selected items

[ Daie
1| Thu Saaza 2011 | etickontied | Conwat Rotat wa
2 | Wed Jui 15208 | Ctickon bt Gonoral Ratal =am
3| Tue duw0a 2008 | AuBnPan [T — ELE]
4 | Frider 132008 |Pmiu§1n:k Gonoral Retal -

ABC Sere iEmadleai EEl

5 | Man Jd 30 2007

Grand Total

Standard Reports
v Expense Report

Phone List
Tax Report

02

W

Also in this section:
e Report View

e Creating an Expense Report

e Printing a Report
Report View

Report View

Report View displays reports and lets you view and generate reports.

e You can combine items from multiple folders in a report.

e You can restrict a report to specific dates by clicking in the Restrict dates from checkbox

and indicating the dates in the fields provided.

ACCESSING REPORT VIEW

You can access Report View in one of two ways:

e Choose Report View from the View menu.

e Click on the Report View button (pictured below) at the top of the screen.
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Icon View

Item View H | W Report View
Wiew

I Neat Library

D Inbox

v = cabinet
'_: Clients
[-] aBc
[xvz

w ™ Business

Report Template: [ Expense Report Hli ( Report Options... )

(] Restrict to dates from 07/30/2007 to f§ 09/29/2011 [] Only Include Selected items
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@ All Documents
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v Expense Report
Phone List
Tax Report
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Report View
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[ Report Options | Cover Page 1

(*) Summary table and items Group summary table by field:
O Summary table only | None &= ]

;:} ltems only

City
- Company
|| Use Full Size Images Company
At least 2 @ images per page (1-8) Country
; Created
Large item images will be shrunk to fit at least this many First
per printed page, reducing the number of printed pages
Last
™ Show field values with items Laf'.t Modified
) ; Main Phone
Display data such as vendor and date next to the item.
State
e R . Street Address
Print | all pages Iy ] of items Tax Category Description
Work Email
[ | Show Page Numbers Work Phone
Zip Code

{: Cancel j ( Apply )

Report Options (with Group dropdown menu)

Creating an Expense Report

An expense report typically contains expenses that an individual has incurred as a result of the

business operation. For example, if a business owner travels to another location for a meeting,

the cost of travel, the meals, and all other expenses incurred would be included on the expense
report. These expenses are considered business expenses and may be tax deductible.

1.

2.

Click the Report button.
From the Report Template dropdown menu, choose Expense Report.

To restrict the report to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

Report Template: ' Expense Report = ] i Report Options... :‘

EI Restrict to dates from  10/10/2011 to | 10/10/2012 [} Only Include Selected Items

To include only items that are currently selected, click in the Only include Selected Items
checkbox.

Click Report Options and choose the desired settings for your report.
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= You can also choose whether you want only a summary table of field values, only
items, or both. If you choose to include a table, the columns of the expense report
table will be the same as the columns displayed in the table in the main Cabinet
window. To the right of these settings, you can choose to group a summary table
by a specific field if desired.

= You can set the number of images per page and whether to include the field
values associated with each item.

= You can choose to display page numbers by clicking in the Show Page Numbers

checkbox.
E Report Options = Cover Page 1
(*) Summary table and items Group summary table by field:
() Summary table only ' MNone = ]

{7 ltems only

City
-3y Company
|| Use Full Size Images Company
At least 2 @ images per page (1-8) Country
: Created
Large item images will be shrunk to fit at least this many First
per printed page, reducing the number of printed pages Vit
5
M Show field values with items Laslt Modified
] ; Main Phone
Display data such as vendor and date next to the item.
State
o - . Street Address
Print | all pages ! "i of items Tax Category Description
Work Email
|| Show Page Numbers Work Phone
Zip Code

(" Cancel } ( Apply )

Report Options (with Group dropdown menu)

6. To include a cover page, click on the Cover Page tab and provide the information in the
fields provided. Note that you can use special coding in these fields, which will
automatically provide relevant information:

Coding Result

%date Today's date

%name Your name (take from the OSX Address Book)
%folder The name(s) of the folder(s) included in the report
%itemcount The total number of items in the report
%itemrange The date range used in the report

%templatename The Report Template used for the report

7. Click Apply.
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Creating a Phone List Report

A phone list report consists of first and last names as well as phone numbers.
1. Click the Report button.
2. From the Report Template dropdown menu, choose Phone List.

3. To restrict the report to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.

Report Template: | Expense Report % ] : Report Options... :

E Restrict to dates from  10/10/2011 to | 1071042012 [] Only Include Selected ltems

4. To include only items that are currently selected, click in the Only include Selected Items
checkbox.

5. Click Report Options and choose the desired settings for your report.

= You can also choose whether you want only a summary table of field values, only
items, or both. If you choose to include a table, the columns of the expense report
table will be the same as the columns displayed in the table in the main Cabinet
window. To the right of these settings, you can choose to group a summary table
by a specific field if desired.

= You can set the number of images per page and whether to include the field
values associated with each item.

= You can choose to display page numbers by clicking in the Show Page Numbers
checkbox.
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E Report Options = Cover Page ]

(= Summary table and items Group summary table by field:
() Summary table only | None = }

Yy
(I Items only

City
233 Company
|| Use Full Size Images Company
At least | 2 [?' images per page (1-8) Country
= Created
Large item images will be shrunk to fit at least this many .
: ’ : First
per printed page, reducing the number of printed pages
Last
W Show field values with items Laf‘.t Modified
! ; Main Phone
Display data such as vendor and date next to the item.
State
e - . Street Address
Print | all pages %] of items Tax Category Description
Work Email
|| Show Page Numbers Work Phone
Zip Code

{ Cancel ) ( Apply )

Report Options (with Group dropdown menu)

6. To include a cover page, click on the Cover Page tab and provide the information in the
fields provided. Note that you can use special coding in these fields, which will
automatically provide relevant information:

Coding Result

%date Today's date

%name Your name (take from the OSX Address Book)
%folder The name(s) of the folder(s) included in the report
%itemcount The total number of items in the report
%itemrange The date range used in the report

%templatename The Report Template used for the report

7. Click Apply.

Creating a Tax Report

If you use Neat for Mac for tax purposes, it is a good practice to assign tax categories to receipts
and other tax-related documents that you scan. This can save you some time and work during
tax season.

The default value for the tax category field is “No form::Non-deductible.” Neat for Mac provides a
list of over 100 pre-defined tax categories commonly used in the US and Canada. You can select a
different tax category in either the Item view or the List view from the dropdown list. You can
select which tax categories are visible in your views. Please note that you cannot add, edit, or
delete tax categories because tax categories need to match IRS/CRA tax categories.

You can use tax categories to create tax reports to help you analyze and organize your financial

information for tax purposes. For example, you can create a tax report for all charitable donations
or you can create a tax report for all deductible medical expenses.
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1. Click the Report button.
2. From the Report Template dropdown menu, choose Tax Report.
3. To restrict the report to specific dates, click in the Restrict dates from checkbox and
indicate the dates in the fields provided.
Report Template: ' Expense Report B ] 'i Report Options... :‘
E] Restrict to dates from | 10/10/2011 to | 10/10/2012 [] Only Include Selected ltems
4. To include only items that are currently selected, click in the Only include Selected Items
checkbox.
5. Click Report Options and choose the desired settings for your report.

You can also choose whether you want only a summary table of field values, only
items, or both. If you choose to include a table,

the columns of the expense report

table will be the same as the columns displayed in the table in the main Cabinet
window. To the right of these settings, you can choose to group a summary table

by a specific field if desired.

values associated with each item.

checkbox.

You can set the number of images per page and whether to include the field

You can choose to display page numbers by clicking in the Show Page Numbers

E Report Options | Cover Page 1

® Summary table and items

Group summary table by field:

() Summary table only ' Mone

.:]

{7 Items only

[ | Use Full Size Images

At least 2 _@ images per page (1-8)

Large item images will be shrunk to fit at least this many

per printed page, reducing the number of printed pages

W Show field values with items

Display data such as vendor and date next to the item.

Print | all pages '3 of items

[ Show Page Numbers

(" Cancel j (

City

Company
Company
Country
Created

First

Last

Last Modified
Main Phone
State

Street Address
Tax Category Description
Work Email
Work Phone
Zip Code

)

Apply

Report Options (with Group dropdown menu)
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6. To include a cover page, click on the Cover Page tab and provide the information in the
fields provided. Note that you can use special coding in these fields, which will
automatically provide relevant information:

Coding Result

%date Today's date

%name Your name (take from the OSX Address Book)
%folder The name(s) of the folder(s) included in the report
%itemcount The total number of items in the report
%itemrange The date range used in the report

%templatename The Report Template used for the report
7. Click Apply.
Printing a Report
1. Click Report View.
2. Click Table.

3. In the table, click on the report you wish to print.

4. From the File menu, choose Print. Click Preview if you wish to see the document
onscreen before printing. Use the scrollbar or the Previous and Next buttons to move
from page to page in the preview window. Use the Zoom controls to zoomin ( +) or out

L]

Preview of "unna...

( Cancel ) ( Print )

Preview Report

5. Click Print.
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TIP: To print to a PDF file, click the PDF button in the Print dialog box, and choose Save as
PDF.

Printing

Any item in your database can be printed.
1. View the image you want to print in the Item Editor.
2. Under the File menu, choose Print.

3. In the Printdialog box, choose a printer and a Preset as needed.

Printer: | Brother MFC-8800DW W (=
Presets: | Standard H
@ ( PDFw ) .“:Freview} {Cancel :: ( Print )
Print

4. Click Preview to preview what the item will look like when printed. Use the scrollbar or
the Previous and Next buttons to move from page to page in the preview window. Use
the Zoom controls to zoomin (+) or out ( -).

aNnm Preview of “unnamed document”.pdf (1 page) =
. =T ) Bl CElQ
 Previous  Next Zoom Move Text  Select  Annotate Sidebar ‘Search
SPECIAL A CHICKEM |ERIYAKI 5.00
BOTTLE DRINK .19
SUBTOTAL 6.88 |
18% | 0.% |
HIDIA 7.4 !
CASH 20.00 |
CIHANGE 12.57
CASHIER
§001-001-000092-1980 09/29/2011 17:49-R
SARKU JAPAN
198 LIBERTY PLACE - PHILADELPHIA Pa
TEL: Z15-832-0318 "
r'y
v
Cancel ) | Print ) 4
Preview

5. Click Print to print the item.

TIP: To print to a PDF file, click the PDF button in the Print dialog box, and choose Save as
PDF.
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Information is more abundant and easier to access than ever before. This is a great thing —
except that it’s also never been more difficult to stay organized. The overload of information and
the scattered places it resides creates “digital clutter.” Most digital clutter occurs because your
information comes in so many forms — emails, electronic documents, bookmarked web pages, e-
receipts — and lives in so many places: your computer, your smartphone, your shiny new tablet.
Trying to track down your important files is frustrating and wastes time. NeatCloud provides a
solution for digital clutter.

NeatCloud securely backs up your Digital Filing System, and allows you to add to it — or access it
— from anywhere. NeatCloud has been designed from the ground up to work in conjunction with
the NeatDesk and NeatReceipts digital filing systems.

When your documents are in NeatCloud, they’re not only synchronized between your various
devices, they're securely backed up on our servers. That means it’'s safer to store something in
the cloud than on just your computer, and a broken computer or a lost phone no longer means
lost files.

Using NeatCloud you can:

¢ Instantly sync all of your Neat files across multiple devices

Automatically back up and protect all of your Neat files

View your Neat files from any Internet browser, from any computer

E-mail documents directly into your Neat account

Share individual files or folders with anyone you choose—the person you share with will be able
to view and comment on the documents you share

Have accounts with multiple users — two or more people can use the same account

Syncing (AKA synchronizing) is the automatic transmitting and updating of data between two or
more devices so they will all have the same exact files. That means when you scan an item at the
office, it’s uploaded to the cloud and instantly available on your home computer, your laptop, your
smartphone or tablet.
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In this section:
e Accessing NeatCloud

e Syncing Your Neat Data

e Backing Up Your Neat Data

Accessing NeatCloud

Signing Up for NeatCloud

Note: To use NeatCloud, you need to have an Active NeatCloud plan. Please go to
www .neat.com to learn more about NeatCloud and sign-up for a Free Trial. You can also
click on the 'Start Your Free Trial " button in the notification pop-up in Neat.

NeatCloud IS HERE - START YOUR FREE TRIAL TODAY
NeatCloud lets you backup, sync, share, and access your important information anytime,
anywhere. Start today with a FREE TRIAL and see for yourself.

Features Include:

» Automatic, secure backup of your files
Sync files across computers and devices
Scan and access via iPhone or iPad

New web interface for online access

L AT AR N

NeatCloud
Share, files, folders, or your whole account

D D I E And much more...

| Do not show this message again Already have a pfan? Click here

1. Click Start Your FREE TRIAL Today. This will take you to the Neat store where you can
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view all of the NeatCloud plans and sign-up for a free trial. Once you have a NeatCloud
plan, you will turn activate Sync on the screen below.

CONGRATULATIONS!
Your NeatCloud account is ready to use.

Start syncing your files now. Your information will automatically be backed up and kept
up to date. Access your files anywhere, anytime, from the web or your smartphone.

R

b

g = - SELECT “ON" TO START SYNCING
; Flease alfow time for imitial sync. Sync wilt run in
the background, and requires an internet connection.

Don't have a plan? Click here

2. To turn on Sync, click the On button. That’s it! Once you're logged in and have sync turned
on, your files will automatically sync every time you launch your Neat software, then every
few minutes thereafter. You can also use the Sync button should you want to sync your
files manually.

3. Access NeatCloud from any web browser by logging in at https://cloud.neat.com

8n6e Neat =
| - | » H + | hrps:f /cloud.near.com ffolders GKQ' Google )

@ Karin Rex v Help

Import Report
s
L4 Inbox (0 .
— e &= My Cabinet
A4 = My Cabinet
[l Business DATE CREATED
|l Home ‘Yesterday at 5:55 PM
sc. Yesterday at 5:55 PM
[ =
2
I T
m frash - Yesterday at 5:55 PM 3
w
Add Folder

» SAVED SEARCHES

NEAT TIPS
CHECK OUT THE NEW NEAT 5!

Go to site Next Tip

HOW LONG DOES THE INITIAL SYNC TAKE?

Syncing to NeatCloud is fast - but the amount of time it will take to sync for the very first time will
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be based on the amount of data you are syncing. Subsequent syncs will be faster.

While your account is syncing, the percentage completed will display just under the Sync button.

Syncing Your Neat Data

The backbone of NeatCloud is the ability to sync your Digital Filing System with virtually every
piece of technology you own. That means when you scan an item at the office, it’s uploaded to
the cloud and instantly available on your home computer, your laptop, and virtually every other
piece of technology you own. All of this happens automatically, ensuring your files are always up
to date.

1. Start Neat for Mac on your desktop computer.

2. Click the Sync button. (Note that, if this is the very first time you are doing this, you will
be prompted to turn the Sync feature on.)

000 @ Neat Library

SIGN IN TC INITIATE SYNC

Please sign in to your Neat aceount. Your files will begin syncing
automatically

Username [t

Password Fargat Passward?

[ Remember this password in my keychain

‘ Cancel % |

3. Click On.

£ SYNC IS OFF

Your Meat files are not currently being synced

NI;Eiin:I:CI:‘E;IIT*\ Elyfr‘;ll-: E

Cancel x |

4. Click Save and Close. You will be prompted to sign in to your Neat account.
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AN Neat Online Account Login

SIGN IN TO YOUR NEAT ACCOUNT

Username (Email Address)

Password P

l.n.-l.

E] Remember this password in my keychain
Cancel x

5. Provide your username (email address) and password in the appropriate fields and click
Sign in. (Uncheck the Remember this password in my keychain checkbox if you would
prefer to be prompted for your password each time you log in.) The Sync button will
display the percentage completed while syncing (pictured below).

Yala i; New Cabinet
) o R ETES s T e | e
Scan Options Import  New Defete Editor Email Sync 8% Browse Table Search
Sync Button

Showing Percentage of Sync Completed

6. That's it! Once you're logged in and have sync turned on, your files will automatically sync
every time you launch your Neat software, then every few minutes thereafter. You can
also use the Sync button should you want to sync your files manually.

HOW DO 1 STOP SYNCING TO ONE OF MY OFFICE COMPUTERS?

e To temporarily stop syncing one of your computers with NeatCloud, simply go to Tools > Sync >
Sync Settings to turn it Off. Any changes made to your Neat data on any of devices will now
stop syncing with this computer.

e To permanently stop syncing one of your computers with NeatCloud, go to www.neat.com, sign

in, and click on your account name in the top-right corner of the screen. Select Product Keys &
Authorizations and then de-authorize the computer you want to stop syncing.

Backing Up Your Neat Data

When your documents are in NeatCloud, they’re not only synchronized between your various
devices, they're securely backed up on our servers. That means it’s safer to store something in
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the cloud than on just your computer, and a broken computer or a lost phone no longer means
lost files. It also means that a new computer or gadget can quickly access all of your Neat files —
just sign in to NeatCloud and your files will be there waiting!

When your documents are in NeatCloud, they’re not only synchronized between your various
devices, they're securely backed up on our servers. That means it’s safer to store something in
the cloud than on just your computer, and a broken computer or a lost phone no longer means
lost files. Despite its online nature, NeatCloud is private and secure. Neat doesn’t gather data or
peek at your files — your personal information remains visible only to you.

For step-by-step instructions on syncing for the first time, see Syncing Your Data.

Like file syncing, backup is an automatic feature of NeatCloud that requires no extra effort from
you. However, should you wish to manually back up your files, all you need to do is press the
Sync button. Your files are backed up whenever NeatCloud is synced.

NeatCloud only backs up files within Neat; it does not support backing up your
computer’s entire contents.

The Neat for Mac Preferences dialog box lets you customize the program in a number of ways to
better suit your needs.

e The General tab enables you to select Export Image Quality, Date Format and the default
Cabinet that opens whenever you start the system. You can also choose whether the
application should check for updates, send crash reports, and integrate with Spotlight.

e The Scanning tab lets you select your active scanner and image settings. You can optimize
the images for smaller size or better quality by using the slider bar.

e The Shortcuts tab lets you customize your keyboard shortcuts.

e The Advanced tab lets you reset warnings and remove all cached images used for item
previews and reports.

In this section:
e General Preferences

e Scanning Preferences

e Shortcut Preferences

e Advanced Preferences

General Preferences

The General tab enables you to select Export Image Quality, Date Format and the default
Cabinet that opens whenever you start the system. You can also choose whether the application
should check for updates, send crash reports, and integrate with Spotlight.
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800 Preferences

Scanning = Shortcuts = Advanced |

Export Image Quality:
| Highest =

Choosing a lower image guality can dramatically reduce the
size of PDF files created by dragging or exporting an item.

Date Format:

Example:

%a %b %d %Y 1™ monNov2s 1963
You must restart or re-open your Library

for date format change to take effect.

¥ Check for updates M Send crash reports

(M Enable Spotlight
(¥ Load Address Book contacts from Mac OS X Address Book

@Shcw item count beside folders

Default Library:

.'__;Igh'lacinmsh HD p [i]users B fiicberger B+ [GlDocuments ENea‘t Library

|  Reset | | Change... |

The Default Library opens automatically when the application starts. To select a different Library to
open by default, select it above. This does not move your current Default Library.

Preferences Dialog Box - General Tab

Changing the Export Image Quality

Note that choosing a lower image quality can reduce the size of PDF files created by dragging or
exporting an item.

1. From the Neat menu, choose Preferences.
2. Click the General tab.
3. Click on the Export Image Quality dropdown list and select the desired image quality.

4. Close the Preferences dialog box.

Changing the Date Format

Note that you must exit and then restart the application for changes to the date format to tale
place.

1. From the Neat menu, choose Preferences.
2. Click the General tab.

3. Choose the desired date format from the Date Format dropdown list. An example of how
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4.

the date will appear will display to the right of the field.

Close the Preferences dialog box.

The default library opens automatically when you launch the application. You can choose any of
your libraries to be the default library. Doing so will not move your current default library.

1.

2.

From the Neat menu, choose Preferences.

Click the General tab.

Under the Default Library heading, click Change.

Navigate to and select the library you wish to make your default library.
Click Open.

Close the Preferences dialog box.

Scanning Preferences

The Scanning tab lets you select your active scanner and image settings. You can optimize the
images for smaller size or better quality by using the slider bar.
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@ Preferences

I General I'Sﬂi_gl'lﬂg . Shortcuts ~ Advanced |

H
([ Refresh List )

Active Scanner

L L
L/

Choose Scanner: ' MNeat ADF Scanner |

Meat Scanner Settings

ol Aol

SCAN button action: | Scan item using current color I

PDF button action: ' Scan item using current color I

( Calibrate... ) I:: Clean... j . Diagnostics...
Imaging
Image Optimization: %

Emaller Files Batter Quality

Preferences Dialog Box - Scanning Tab

Choosing the Active Scanner
If you have multiple scanners, there is where you will choose which one you are currently using.
1. From the Neat menu, choose Preferences.

2. Click the Scanning tab.

3. Click on the Choose Scanner dropdown list and select the desired scanner.

4. Close the Preferences dialog box.

Changing how Scanner Buttons Behave

Your scanner has two buttons: Scan and PDF. You can customize how those buttons act when
pressed. For example, you could have one button scan in color and the other scan in black and

white text.

1. From the Neat menu, choose Preferences.
2. Click the Scanning tab.

3. Do one or both of the following:
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= Click on the Scan button action dropdown and choose the desired action

= Click on the PDF button action dropdown and choose the desired action

Preferences

i o

| General |~ Scanning | Shortcuts = Advanced |

Active Scanner

[ Refresh List |

Choose Scanner: | Meat ADF Scanner Iw‘:‘i

_Neat Scanner Settings

SCAN button action:

PDF button action:

[ Calibrate... )

Imaging

Image Optimization:

L— ]
)

S

[ Scan item using current color

¥ Scan item using current color

Scan item in Color

Scan item in Black and White (Image)
Scan item in Black and White {Text)
Scan to PDF using current color

Scan to PDF in Color

Scan to PDF in Black and White {Image)
Scan to PDF in Black and White (Text)
Scan Additional Page

Scan Single-Sided using current color
Scan Double-Sided using current color
Scan Single-5ided in Black and White
Scan Single-Sided in Color

Scan Double-Sided in Black and White
Scan Double-Sided in Color

Preferences Dialog Box - Scanning Tab

4. Close the Preferences dialog box.
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Shortcut Preferences

The Shortcuts tab lets you customize your keyboard shortcuts.

[« BN Preferences

' General Scanning ' Shortcuts = Advanced |

Keyboard shortcuts for most menu items can be customized in the
Keyboard Preference panel of the System Preferences application.

Click the button below to open the panel, then click Application
Shortcuts to see and edit NeatWorks shortcut keys. 8

.i Open Keyboard Preferences j

To restore the original shortcut key mappings, click the button
below, then quit and restart NeatWorks.

{ Restore Default Shortcuts :

Preferences Dialog Box - Shortcut Tab

Advanced Preferences

The Advanced tab lets you reset warnings and remove all cached images used for item previews
and reports.
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[« BN Preferences

Ceneral = Scanning = Shortcuts Advanced |

k

. Reenables all warnings that you have disabled by
Reset All Warnings ) checking "Don't Ask Again" when the warning was
presented.

Remowves all cached images used for item previews

-
L Empty Cache and reports. They will be regenerated as needed.

Preferences Dialog Box - Advanced Tab

A clean, calibrated scanner is a happy scanner!

Keeping your scanner clean is an important part of scanner maintenance. Dust and other
obstructions on the scanner lens can cause streaks on scanned images and potentially impact
the accuracy of the scanned images. The cleaning process will remove flecks of dust or small
pieces of paper that have been caught in the scanner, which will in turn improve the quality of
your scans.

The calibration process helps the scanner “see” correctly and therefore provide crisp accurate
scans by differentiating between black, white, shades of gray and other colors. Calibrating your
scanner is simple and quick. Neat for Mac may prompt you to calibrate the scanner during
installation; however you may occasionally need to recalibrate if scans appear faint or off-
balance.

Instructions for cleaning and calibrating your scanner are below.

In this section:
e Cleaning the Neat Mobile Scanner

e Calibrating the Neat Mobile Scanner

e Cleaning the Neat Desktop Scanner
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Scanner Maintenance

e Calibrating the Neat Desktop Scanner
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Maintaining the Neat Mobile Scanner

A clean, calibrated scanner is a happy scanner!

Keeping your scanner clean is an important part of scanner maintenance. Dust and other
obstructions on the scanner lens can cause streaks on scanned images and potentially impact
the accuracy of the scanned images. The cleaning process will remove flecks of dust or small
pieces of paper that have been caught in the scanner, which will in turn improve the quality of
your scans.

The calibration process helps the scanner “see” correctly and therefore provide crisp accurate
scans by differentiating between black, white, shades of gray and other colors. Calibrating your
scanner is simple and quick. Neat for Mac may prompt you to calibrate the scanner during
installation; however you may occasionally need to recalibrate if scans appear faint or off-
balance.

Instructions for cleaning and calibrating your Neat Mobile scanner are below.

In this section:
e Cleaning the Neat Mobile Scanner

e Calibrating the Neat Mobile Scanner

Cleaning the Neat Mobile Scanner

Two types of cleaning paper are included in the Welcome Kit: one dry and one wet.

Dry The dry cleaning paper is a small, white, ‘cottony' piece of paper that
resembles a dryer sheet. Always try this dry cleaning paper first.

Wet The wet (alcohol-based) cleaning paper is especially useful for scanners that
are producing very streaky images as it will help remove particularly stubborn
dust and paper particles. Only use the wet cleaning paper if you've already
tried cleaning with the dry cleaning paper and have not had optimal results.

USING THE DRY CLEANING PAPER
1. Feed the dry cleaning paper into the scanner, just as you would a receipt.
2. In Neat for Mac, click the Scan menu.

3. Choose Clean Scanner.
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Clean Scanner

Insert the cleaning sheet included with your scanner
and press Clean to continue.

Cancel ) ( Clean _)

4. Click Clean to confirm.
NOTE: During the cleaning process, you will see a message that says “Please wait -

cleaning in progress” and the cleaning paper will move back and forth through
the scanner for approximately 25 seconds before being pulled through all the

way.
4. When cleaning is complete, you will be prompted to click OK to continue.

Important: Store the dry cleaning paper in the Welcome Kit for safe-keeping.

USING THE WET CLEANING PAPER

Only use the wet cleaning paper if you've already tried cleaning with the dry cleaning paper and
have not had optimal results.

1. In Neat for Mac, click the Scan menu.

2. Choose Clean Scanner.

Clean Scanner

Insert the cleaning sheet included with your scanner
and press Clean to continue.

Cancel ) ( Clean )

3. Click Clean to confirm.
NOTE: During the cleaning process, you will see a message that says “Please wait -

cleaning in progress” and the cleaning paper will move back and forth through
the scanner for approximately 25 seconds before being pulled through all the

way.
4. When cleaning is complete, you will be prompted to click OK to continue.

Important: Discard the wet cleaning paper.
To Purchase Additional Wet Cleaning Paper

Go to the Neat Website and order a Scanner Maintenance Kit, which includes 6 sheets of alcohol
cleaning paper and 3 sheets of calibration paper!
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Calibrating the Neat Mobile Scanner

1. Remove the calibration paper from its special pocket in the Welcome Kit.
NOTE: Be certain to use the calibration paper, and not the cleaning paper. The
cleaning paper resembles a dryer sheet, while the calibration paper is a thin,
white piece of paper. If you can't find your calibration sheet, you can print a
new one by clicking Print Calibration Sheet in the Calibrate Neat Mobile
Scanner dialog box (pictured after step 2). As an alternative, if you can't print
from your computer, click Restore Default Calibration Values.

2. Load the calibration sheet into the scanner as shown in the Calibrate Neat Mobile
Scanner dialog box.

3. In Neat for Mac, click the Scan menu.
4. Choose Calibrate Scanner.
5. Click Calibrate. An alert box will let you know when calibration is complete.

Important: Store the calibration paper in its special pocket in the Welcome Kit for safe-
keeping.

If you still notice that scans appear faint or don't look quite right, you may repeat the
calibration process.
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Maintaining the Neat Desktop Scanner

A clean, calibrated scanner is a happy scanner!

Keeping your scanner clean is an important part of scanner maintenance. Dust and other
obstructions on the scanner lens can cause streaks on scanned images and potentially impact
the accuracy of the scanned images. The cleaning process will remove flecks of dust or small
pieces of paper that have been caught in the scanner, which will in turn improve the quality of
your scans.

The calibration process helps the scanner “see” correctly and therefore provide crisp accurate
scans by differentiating between black, white, shades of gray and other colors. Calibrating your
scanner is simple and quick. Neat for Mac may prompt you to calibrate the scanner during
installation; however you may occasionally need to recalibrate if scans appear faint or off-
balance.

Instructions for cleaning and calibrating your Neat Desktop scanner are below.

In this section:
e Cleaning the Neat Desktop Scanner

e Calibrating the Neat Desktop Scanner

Cleaning the Neat Desktop Scanner

Click here to watch a video on this topic.

1. Turn off the scanner and disconnect the power cord.

2. Dampen the provided cleaning cloth with isopropyl alcohol (95%).

e Do NOT use water.
e Do NOT use abrasive cleaners.

e Do NOT spray isopropyl alcohol or any other solvent into the scanner or anywhere on
the scanner.

3. Open the scanner by pushing the lever down on the front right side (as shown in Figure 1
below).
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Figure 1

4. Clean the feed roller & paper pad. as follows:

e Gently push the paper pad mechanism to the left and lift it gently until you feel
resistance. (Figure 2b) and then squeeze both sides of the paper pad mechanism and
gently pull it out. (Figure 2c)

Figure 2

e Clean the paper pad mechanism. Be careful not to bend the metal tab.

e Wipe the feed roller from side to side and then rotate it. Repeat until its entire surface

Chapter 10Scanner Maintenance 113



114

is cleaned. (Figure 2d)

e Replace the paper pad mechanism. Be sure you hear the paper pad mechanism ‘click’
back into place.

Clean the lower glass imager by gently wiping over the length of the glass image. (See
Figure 2 above)

e Be extremely careful not to catch the plastic tab with your cloth.

e Do NOT spray isopropyl alcohol or any other solvent into the scanner or anywhere on
the scanner.

Clean the upper glass imager by gently wiping over the length of the glass image. (See
Figure 2 above).

e Be extremely careful not to catch the plastic tab with your cloth.

e Do NOT spray isopropyl alcohol or any other solvent into the scanner or anywhere on
the scanner.

e Use extreme caution when cleaning around the paper sensor (the small plastic arm
just above the upper glass imager).

Wait for cleaned areas to dry completely BEFORE closing the scanner cover.

Close the scanner cover by pushing it back down until it snaps back into place.
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Calibrating the Neat Desktop Scanner

Calibrating the Neat Desktop Scanner
1. Remove the calibration paper from its special pocket in the Welcome Kit.
NOTE: Be certain to use the calibration paper, and not the cleaning paper. The

cleaning paper resembles a dryer sheet, while the calibration paper is a thin,
white piece of paper. If you can't find your calibration sheet, you can print a
new one by clicking Print Calibration Sheet in the Calibrate Neat Mobile
Scanner dialog box (pictured after step 2). As an alternative, if you can't print
from your computer, click Restore Default Calibration Values.

2. Load the calibration sheet into the scanner as shown in the Calibrate Neat ADF Scanner
dialog box.

3. In Neat for Mac, click the Scan menu.

4. Choose Calibrate Scanner.

Meat Scanner Calibration

NEAT ADF SCANNER

Please insert the special calibration sheet included
with the scanner and click the Calibrate button below
to start the calibration.

Alternatively, you may use any plain white sheet of
paper; however, we recommend you use the special
calibration sheet to achieve optimal image results.

Calibration will take several seconds and the scanner
will stop and start feeding throughout the process.

If the paper does not feed through during the
calibration process, please insert the sheet more
firmly and try again.

-_ .- " s W = = .

{i Cancel :: (Caiibrate)

Calibrating Your Scanner
5. Click Calibrate. An alert box will let you know when calibration is complete.

Important: Store the calibration paper in its special pocket in the Welcome Kit for safe-
keeping.
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TIP: If you still notice that scans appear faint or don't look quite right, you may repeat the
calibration process.
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