Welcome to the Neat Experience with HP

Getting Started With Neat

Features & Benefits A S—— 2

p Transform your home office into a more productive
and efficient work space

Track expenses and export to Excel®, TurboTax®,
or Quicken®

Organize and access scanned files from virtually
anywhere

\. B

Check Out The Getting Started With Neat Video

Your Neat for HP plan includes:

¢ Neat mobile app and web access

e InDocument Identification - 45 uses per month

e Ability to create expense reports

e Automatic backup of images to the Officejet 8040 hard drive

Start Scanning to Neat

Place your item, one at a time, on the glass scanning bed,
at the bottom-right corner

Select Neat as your destination on the touchscreen menu

Your document will be on its way to Neat, and backed up
to the printer’s 1TB hard drive

Download the Neat mobile app

A Download on the

¢ :Rpp Store

Getting Started With Neat


https://www.youtube.com/watch?v=SXsjPgyITmc
https://www.youtube.com/watch?v=SXsjPgyITmc
https://itunes.apple.com/us/app/neat/id509316782?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.neat.android&feature=search_result#?t=W251bGwsMSwyLDEsImNvbS5uZWF0LmFuZHJvaWQiXQ
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Getting Started With Neat

What Neat Does

UNLOCK YOUR INFORMATION

With the magic of Neat’s InDocument Identification technology (ID2), there’s no need to
enter data by hand. ID2 recognizes the type of item you scan and knows what’s important
for that item type. Neat then makes it easy to create reports, export data to other programs,
and get more out of your files.
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http://www.neat.com/pricing/compare-best-software/
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What You Can Do With Neat

UNLEASH YOUR DATA

Once an item’s in Neat, you can edit information, create expense reports, share files, export
data to other programs, and more. We let you automate and expedite your workflow, so you
can spend less time dealing with mundane tasks and more time doing what really matters.

fivson ) Gicken

P Turn receipts into expense reports in seconds

$ || '/l\_ > Easily export information to Excel, Quicken,
and TurboTax

Expense Reports Share

P Share files or folders with anyone

Learn How to Access & Organize
Your Information Anywhere

Sign in to cloud.neat.com Just download the Neat

to access your Neat account app, then sign in to your
anywhere, anytime. Neat account on your phone

ON THE WEB E ON MOBILE

v Download the Neat mobile app

‘Y

£ Download on the i 'FF-' ITON
@ App Store » Google play
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http://cloud.neat.com
https://itunes.apple.com/us/app/neat/id509316782?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.neat.android&feature=search_result#?t=W251bGwsMSwyLDEsImNvbS5uZWF0LmFuZHJvaWQiXQ
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USING NEAT ON THE WEB

If you can get to the internet, you can get to your Neat files. Sign in to your Neat account
from anywhere at cloud.neat.com.

a¥a¥s Sign In

N ; l ; i www.cloud.neat.com ACCESSING YOUR FILES IS EASY

When you go to cloud.neat.com, you’ll be
asked to sign in with your username and
password. Use your HP Connected account

Needs Review info to sign in to Neat.

SHOW A R bypers [909) vy
Recently Added

; Do you have an HP Connected account?
Recently Viewed CI ide- A Click i d i

ick the button below to sign in to Neat en HP's website.

inbicic a Processing....
My Cabinet (] =| Mo Roms Sign In with @ Connected

|_| =] Whele Foods

Web Interface

Needs Review

HOW A i (909 h s
THE EASY WAY TO BE ORGANIZED Recently Added _
Recently Viewed I:I Ll AN
b m Processing
Folders e OO0 ® via Roma
FOR CUSTOMIZED ORGANIZATION ] a TR
m Business | )
Neat uses a simple folder tree structure that lets you B Expenses & tencom
organize your files any way you want. Create folders & s L] 1] Pater Parkor
and subfolders, then move your files exactly where ] o Tony Stark
you want them. B8 insurance
& oices | | [ ] Socrat Plans
Double click on any item to edit or add info. P— [] ] W2 Dokt
- o | | H Home Depot
N Actions
ITER SEARCH KEYWORDS_ Q. | & maxandris v {Q} DO MORE WITH YOUR DATA
[ 3] M = 9 & @ The actions menu bar lets you create and delete
CREATE MOVE DOWNLOAD DELETE EMAL IMPORT SEND REPORT items, move or download files, share files and fold-
ers, and more. The options presented in this menu
DATEADDED S will vary depending on whether you are viewing a
file or folder.
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http://cloud.neat.com/sign_in_from_hp_connect
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Using Neat On The Web

Add ltems To Neat

NEAT IS ABOUT MORE THAN JUST SCANNING

FWDx Your Flight ltinerary Receipt
Send
I l_.,.._l-

To!  maxandris@neatcloud.com

PDF OR IMAGE FILES X Subject:  FWD: Your Flight Itinerary Receipt

mare POF or image files from your compurer fa upload for processing inte Neat

Choose Files
OR A
, ..;,;-::.:;-.:;rl?ln@ DROP FILES HERE Al‘tiﬁan A]r] EHUS [I..m“
t i 10056 muliple fifes
4 A WELL CRAFTED EXPERIENCE m
FLIGHT ITINERARY RECEIPT 439219

INPORTANT IMFORMATION
© Th s i - Vot iy P, Ve ol 1 W e i e, ) e

o trrvmirg e ey of T, meo Bty Checks s duly e purtenes.
B Plana St e e s by CorStern o CAFAGE Bol o rkrreanen Erisead A Soemars

Import Files Email IN

QUICKLY ADD ITEMS FROM YOUR COMPUTER FORWARD IMPORTANT EMAILS

Neat uses a simple folder tree structure that lets Neat uses a simple folder tree structure that lets
you organize your files any way you want. Create you organize your files any way you want. Create
folders and subfolders, then move your files exact- folders and subfolders, then move your files exactly
ly where you want them. where you want them.

NEAT ACCEPTS
the following file types: -E‘ m hﬁi m m
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Using Neat On The Web

SHARED FOLDER OPTIONS FOR “BUSINESS™

Sharing a folder allows other users fo view and comment on the contents of that folder. TEAMWORK MADE EASY

Enter Emall Addresses to Share Folder: Use comma to separate invitees.

Emailing an Iltem

You can email individual items through Neat. Select
Add a Personalized Message: Optional the item you want to share, then choose “Email
Selected Item” from the menu bar.

4 members Sharing a Folder
Member Email You can use Neat to share entire folders with other
people at any time - even if they don’t have Neat.
John.SmithaGmail.com X They’ll get read-only access to your files, and will
be able to comment on items.
PParker@DallyPlanet.com ><
TStark@Stark com X Simply select the folder you’d like to share, and

choose “Share Folder” from the actions menu.

Commenting

When you share a folder, each user can add com-
ments to the items in that folder. Comments can be
added when viewing an item.

This is & tao involce

SHOW ADDITIONAL FIELDS...

YOU: Thanks for taking cane of this Involce!
Todey st G-iiam

KAREN JACOBS: Mo problem at all. I

Expense Reports

SELECT DESTINATION FOLDER
Choose a folder to creaie an expense report in that folder
QUICKLY REPORTING EXPENSES
. My Cabinet Mame
B Susiness | To create an expense report in Neat, begin by plac-
ing all items you’d like included in the report into a
B Exenses Description single folder. Then use the Report button to create
@ Clents your report.
B insurance
Your Expense Report will be created ar
B8 Invoices dappedr in the sefected folder ance com . .
This may take o few minutes. Your report will be saved in the same folder you
[ used to create it. You’ll also have the option to
& Fojecs Create Report instantly download your report to your computer.
- Tax Documents
e ]
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Using Neat On The Web

05 | ENTER SEARCHKEYWORDS.  Q %, Prilip Lesie

Keyword Search

FINDING ITEMS IS EASY WITH NEAT NAME oescaTioN DATE CREATED

33014 ot 145 P

When you perform a search in Neat, you’ll see a

Save Search button. When you save a search, it will Wl Apl 05 2014 st 36 AM

appear beneath your folder tree, in the left-hand

column of your screen. This makes your future e Sy P

workflows more efficient. _— . et
= £ Gore Ll i

Account Settings

~heat
* SETTING UP YOUR ACCOUNT
ad The first time you sign in to Neat, it’'s a good idea
NeatCloud™ Subscription Plan . . .
® R T A to get familiar with your account settings. Access
PN Home & Office for Neat Connect your account info by clicking your name in the upper
2 Upgrade right-hand corner of the screen.
1]
. -
"l NeatCloud® Email by 4
F__ Usa it to add digital documents - such as ¢ l-'cc-,;l.:. dl'-'il-‘rclr-llo Neat* 5-”—5'#‘«:—'«1‘:‘ amats b UserNameSneatch
1C1] :‘:I‘::':rmll.:-i:Iq:.’qwnlrl::z-ﬂl i your Neat inbox. PDF, JPG, BMP. PRG and TIFF formats will alio bé procedied Personal Info
‘:E.{ Nesw! Choose o default hem type from the drop down it below for iIncressed accuracy. For sxample. choce Receipt| VleW Or ed't yOUF baSIC IﬂfOrmatlon Please nOte

that your email address is used for your account
username and cannot be changed.

$

Neat Subscription Plan
This section displays your current Neat subscription
type. Learn about Premium plan options.

D

Neat Email

Forward emails and attachments directly into your
Neat account by sending them to the @neatcloud
address given here.
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Using Neat On Mobile

USING NEAT ON MOBILE P

Be Neat everywhere, with the Neat app. With the Neat app, your important files

are always close at hand and available wherever you go. DOWNLOAD THE APP

Download the mobile app and sign in to your HP Connected account.

Get the Neat mobile app

Download on the

¢ :Rpp Store

Receipts

Meat instantly captures
information like Vendor, Date,

Amount, and Payment Type.

Business

Sort/Filter

January Expenses

Don Piano's Rist..
$111.41 Cash
Ganarnl Futa

_ Office Direct
9 51187 Viea
Goneral Fatal

Home Office
S 84150 AmancanEanresn

New Folder

Contacts Documents

Meat transforms business Meat runs Intelligent Text
cards into digital contacts, Recognition on every word of
instantly recognizing all of the every document, so you can
contact information. keyword search anything.

Expense Reports

QUICKLY REPORTING EXPENSES

When you scan an item with your phone, it will be uploaded to
Neat for intelligent processing with InDocument Identification
(ID2). While this happens, you’ll see a placeholder item appear in
the destination folder you selected during scanning. You’ll get a
pop-up notification on your device when your item is ready.

ID2 recognizes the type of item you scan and knows what’s im-
portant for that item type. It’s what makes the Smart Organization
System so smart.
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https://itunes.apple.com/us/app/neat/id509316782?ls=1&mt=8
https://itunes.apple.com/us/app/neat/id509316782?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.neat.android&feature=search_result#?t=W251bGwsMSwyLDEsImNvbS5uZWF0LmFuZHJvaWQiXQ
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Using Neat On Mobile

Files

VIEWING YOUR INBOX

Your Inbox is divided into the following folders: From Email, From
Mobile, From NeatScan, and From Web Import. [tems you send
to Neat will be put into the appropriate folder automatically so

they’re easy to find. i
Scans you take with your mobile device will appear in the “From & Inbox :
Mobile” folder of your Inbox when they’re done processing. [ Cabinet .
i Business tip »
i Insurance »
i Personal stuff »
B Hama and aitn >

Scan

YOU GET THE PICTURE

Business

The Neat app lets your use the camera on your mobile device to
scan items into Neat. Just select “Scan”, choose the item type, and
takes a picture of the item you’d like to scan.

Select the destination folder, add any notes you want to include ...

January Expenses and Neat will do the rest!

g As an HP customer, you can use Neat’s ID2 technology on 45 indi-

vidual pages each month. You can scan and store as many pages as
g Crice Diect B you want in Neat, and each month you’ll be able to run ID2 on 45

S e more items, including anything you’ve previously sent to Neat.

Download the Neat mobile app
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https://itunes.apple.com/us/app/neat/id509316782?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.neat.android&feature=search_result#?t=W251bGwsMSwyLDEsImNvbS5uZWF0LmFuZHJvaWQiXQ
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Using Neat On Mobile

Additional Features

OF NEAT’S MOBILE APP

EASY NAVIGATION

Swipe in the Menu from any screen to .Q Search Cabinet —
quickly access top folders and actions ' ' B —
=
Scan
i {_i} Home
— 227 Account Settings
- \
.. I=-E
@ Inbox
=] Cabinet -
( 2 Rosemary
" FIND ANYTHING
Search your entire Neat database by
keyword and quickly find exactly the file
) you’re looking for. Every work of every
™ Rosemary Chicken item is searchable!
Recipe
— Braised Pork Belly w
Recipe

Using Neat On Mobile
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Using Neat On Mobile

Additional Features

OF NEAT’S MOBILE APP

REPORT EXPENSES Home Office Sep 17, 2008
Quickly creat expense reports from your $ ;‘éjf(;"&‘:’t‘;j‘"s"""m
receipts, and share them via email.

City Taxi Apr 26, 2012
9.83 cash
Transportation

A Steve Lyons
$ p Vice President, Communications

The Bander Group

B] L 7 N

COLLABORATE
Easily share files and folders with
anyone, and even commebt back and
forth on items within shared folders.

. Taxes

7 items

Insurance Documents

[ 12 items g ' | T |

A © 2 W

CANCEL EDIT RECEIPT DONE

EDIT ON THE GO Meals / Entertainment >
Whether you scanned it at home or on R
your phone, any item in Neat can be i
edited throught the mobile app.  Wednesday, February 5, 2013
TOTAL AMOUNT
$78.09) [>)

SALES TAX

|.‘b-1fs falal
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