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What's New

If you’re new to file@home, then the chapter on Getting Started is the best place for you to start
learning about the software, its features and how to make it work for you. If on the other hand,
you’ve already used or are using the software at present, then you can find a summary of the
program changes below, with quick links to the relevant sections in this guide.

Change Log
T
3.0r1 Bulk Scanning PDF File Support
InTray Search
Watch Folder file@home Monitor
Trash Status Bar

User Guide - Page 4 of 57



file@home

Getting Started

Before using file@home, please take the time to read through this guide and familiarise yourself
with the controls and features available to you. The guide itself is structured so that it can be
read from beginning to end or as a quick reference for specific actions/features.

No specialist knowledge is required to use file@home as all of the programs features and
functions are covered in detail from here on in; you will need at least a basic understanding of the
Microsoft Windows desktop operating system to be able to use the software to its fullest.

The file@home software is a document filing program, designed and developed by Intelligent
Filing. The purpose of the software is to provide a low cost, feature rich solution to the problems
associated with filing paper documents in the home.

This effective tool can be used to help reduce the unnecessary clutter caused by storing historical
paper records. Where documents have to be retained (legal, financial etc) it can be used to
create “local” electronic copies of those documents, while the original documents can be put out
of the way (such as a loft) — freeing up space and ensuring easier, faster access to the records
when you need them.

file@home is installed with a 15 day evaluation license. During this time, you may use the
program as much as you wish, without any restrictions. After this time, you’ll be unable to add
new documents to the Vault, but you will still be able to access all of the documents you have
already added. To continue using the software without restriction you will need to purchase a
licence from our web site.

Software licensing within file@home is as straight forward as the program itself, you purchase a
license for each computer that you wish to install the software on and that’s it.
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Starting file@home

If you have installed file@home to its default location, you can start the program by following

these instructions:

P wNhPR

Click Start

Select the All Programsmenu item from the Windows Start Menu
Select the myHomeFilingstart menu folder

Click fle@home

If you selected a different start menu folder when file@home was installed, select that folder in

step three above instead.

Previous Versions of fle@home

If you installed file@home v3 onto a computer where you originally had file@home v1, you will

need to run the upgrade wizard in order for you to see your existing documents from within the
new program. This isn’t a complicated process, because the program will do everything for you
when you first start it — all you'll need to do is click OK on the upgrade wizard screen.

The upgrade wizard goes a little something like this:

1. Start file@home
2. When you see the wizard screen, click OKto begin the upgrade

file@home Upgrade Wizard

The file@home upgrade wizard has detected that you have a version 1
database installed on your system.

file@home version 2 does not support this database format directly and
your information must be uparaded in order for it to be visible from your new
software.

if you wish to upgrade your existing data, please click OK otherwise click
Cancel to exit the wizard.

You may have noticed that the message box séils@homev 2 not v 3;

because the database upgrades from v1 to v3 are incremental, which means thg
needs to be upgraded to v2 first. Al
queries as it’'s easy t o swtloutthevteeddohus i
to ask you to dig through the log files
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3. The upgrade will process the existing document you have in your v1 Vault

Eé@home Upgrade Wizard

Upgrading Please Wait
Processing Batch 1of 6

| _, "I

] oK I[ Cancel |

If you accidentally clicikCancel, never fear, you can try again byth closing ande-

opening the program oby clicking theRun Upgrade Wizardntry in the Tools
menu. The latter menu entry only appears when you cancel an upgrade.
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Exploring the Program

file@home has been designed from the ground up with ease of use as the top priority, why?

Because what is the point of having a program that you can’t use? We’ve done this with

file@home by clearly grouping the programs around five key areas; the main menu, the toolbar,

the Vault, the Viewer and the Status Bar.

f file@home

=

=

HE R EE BB B ®
Cff OF O OF O CF OF CF CF OF OF CF

]

Eile

Tools  Help

©

ﬁﬁ\dd a Document | Search For

Your vault contains 0 documents

Financial Documentation
Insurance Documentation
Vehicle Documentation

Inland Revenue Documentation
Child Documentation

Personal Documentation
Medical Documertation
Holiday & Travel Documentation
Pet Documentation

House Documentation and Bills
Membership Infarmation

Miscellaneous

Search In: All Cabinets

The Fle menu consists of three items; the first of these (Add a Documenitis used to start the
step by step wizard that will guide you through adding your documents to the file@home Vault

(we go through this together later, so don’t worry that we’re skipping through quickly). The
second thing you'll see is the Add Documents in Bulkption, which can be used in a scan now,
file later sort of way (again, this is covered later on, so you only need to remember where it is for

now). Finally what you'll see in this menu is Exitand if you’ve used windows programs before,

then this will come as no surprise; clicking Exitwill close file@home quick as a flash!
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Two features introduced with file@home v3 are the InTray and Trash. On the View menu, you'll
find shortcuts to access both of these areas of the program.

All of the file@home Optionsare tucked neatly away in the Toolsmenu. Here you'll find the tools
you need to do all the not so interesting (but necessary) jobs like making backups and restoring
your Vault.

Last but not least in our main menu list is the Helpmenu. This helpful fellow is home to nine
(that’s right nine!) shortcuts and links that are all designed to put file@home support, news,
updates etc right at your fingertips; no more hunting through printed manuals, or googling for
forums —it’s a veritable cornucopia of usefulness.

Our first shortcut is to the very document you’re currently reading! Open Help Filavill attempt
to open this document on your computer (this does require a PDF reader — and we recommend
Foxit Reader if you haven’t already got one). If you're going to be using the Bulk Scanning
function of the program, then you’ll most definitely need to know about the next shortcut and
that’s Open Barcode Separator Page&€licking this shortcut will attempt to open the single
barcode separator page on your computer (installing that PDF reader was probably as wise
choice, as it will be needed here too).

Next up we have three highly useful shortcuts to all of the myHomeFiling.com related web pages.
Obviously myHomeFiling Web Site will open up an internet browser and immediately direct it to
yellow pages..!! erm, no, sorry, http://www.myhomefiling.com

Sometimes, it’s just easier to ask someone how you do something or how to overcome a
problem, and although we try and keep our documentation and FAQ up to date, sometimes the
answers to some problems won’t always be there (just yet). Never fear, our support guys are
here and by clicking the Contact Supportink, you’ll see a new email with the address details
already pre-populated. Type your query or question, hit send and we’ll get back to you ASAP.
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Our developers are hard at work making sure file@home is bug free and easy to use, but that’s no
good if you have to keep visiting our web site to see if there are any new versions of the program
to download. Thisis where Check for Updatesomes in. If you have an internet connection,
clicking this link will start the Checking for Updates process.

The penultimate item in the Helpmenu is License Information. By selecting this item from the
Help menu, you can see how the program thinks it is licensed. When file@home is running with
an evaluation license, the license screen will display “Evaluation”, when the program has been
registered, you will see a screen similar to the one shown below. When you purchase a license
for file@home, you’ll need to update your license information to remove the evaluation

restriction.

And finally from the Helpmenu; the obligatory Aboutitem. Clicking this item displays the About
screen which is where you’ll find the program version number (if our happy support chappy’s
request it from you).

ﬂﬁ'u:ld a Document | Search For: Search In: Al Cabinets * Search '\_\

The file@home toolbar serves two purposes; firstly it’s home to the large shortcut button Add a
Document which does the same job as if you were to click the item in the Filemenu which shares
the same name —the reason it’s here to is that it’'s quicker for you — plain and simple.

The second purpose however, is not a duplication of any other feature, because the toolbar is
how you locate your documents within the Vault. We cover all of this in great detail in the
chapter Locating Your Documents — so if you’re having trouble locating your document, jump to
that chapter now.
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The Vault

The vault is the part of the program that stores your documents.

ﬂ Your vault contains 0 documents
=gl Finanicial Documentation

E- Insurance Documertation

E- Vehicle Documentation

E- Inland Revenue Documertation
E- Child Documentation

E- Personal Documentation

E- Medical Documentation

E- Huoliday & Travel Documentation
E- Pet Documentation

E- House Documentation and Bills
E- Membership Information

= Miscellaneous

The vault lives at the heart of the file@home document filing concept — which is an electronic
version of a traditional filing system of cabinets and folders. Within the vault, you will find the list
of cabinets and within each cabinet you’ll find the list of folders.

Because the list of cabinets and folders is pre-defined, it means file@home is extremely easy to
use. You make the choice of where something should be filed, and that’s it. Once we get to the
chapter on Filing Your Documents, you’ll see what we mean by ease of use!

When a document is filed, the corresponding cabinet and folder will be highlighted and a number
will be shown in brackets indicating how many documents are located in the cabinet/folder.

The Vault hides a lot of powerfulet ur es t hat you won’ tfilebe

some of your documents You can find out about these features by reading through the
chapter though.
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The (document) viewer is used to display your documents back to you when you click on a
document within the vault. Although there is only a single viewer, what you see on the screen
will depend on the type of document you click on in the vault. There are four main types of
document view which are; Image i.e. PDF, TIF, JPG, GIF etc; Office i.e. Word, Excel, PowerPoint;
Web i.e. Web Pages and finally Text.

Image view is a powerful image viewer supporting over 25 different image formats including PDF,
GIF, JPG and TIF. When you select an image type document in the vault, you will have access to
page navigation and image manipulation features that will allow you zoom, rotate and magnify
what you see on the screen.

Page Navigation
From the document viewer toolbar, you are able to move through multi-page documents a page
at a time, view the page count for the document and the current page being viewed.

Pagel of 6 o e

Page and Document Rotation
You can also perform clockwise and counter-clockwise rotation of the current document on a
page by page or whole document basis.

Display Size

It is possible to alter how the page you are viewing is displayed on the screen by utilising the
Zoom Presets. By selecting the different items from this list, the displayed image will either grow
or shrink.

Zoom Presets [ ijj D:: T
Fit to Height
Fit to Width
200%

Mavcaavanmadiins

The three buttons which immediately follow the Zoom Presets are Zoom, Pan and Selection
respectively and they are also used to alter how the document is displayed. Zoom makes it
possible to zoom into and out of a document using the left and right mouse buttons. When
selected, Pan allows documents to be dragged around so that portions of the document not being
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displayed can be visible. Finally Selection allows the placement of a rectangular marker on the
screen. On releasing the mouse button, the preview window will zoom into the screen where the
marker was drawn.

Zoom, Pan and Selection are selectable and must be turned on and off. Turning on on

the features automatically turns off a feature that was select@devious. To return a
document preview to its original size, seleEit to Width from the Zoom Presets.

Office View

Office view allows file@home to display your Microsoft Word, Excel and PowerPoint documents
without having to open up the programs directly. When you view one of these types of
document you will see a “mini” version of the Microsoft program actually within file@home.

ws Description: 17/04/2009 23:43:03
= Date Added: 17 Apr 2009

-3 /l - Table Tools
_Jm Insert Page Layout References Mailings Review View l Design Layout l @

E-—i Al:alf H'nlux,v l;v =Ev"__"|£__-=§..§ y %

Paste |Q Quick Change | Editing
P

s A SN Styles = Styles -
Clipboard ™ Font Paragraph IF] Styles. F}

~ MrD French

Money 4 U Financial Advisors
Prospect House

72 London Road

Gloucester

Gloucestershire

GL8 0OP

15 April 2009

Our Ref: DP/M4U/APR|

Dear Mr French,

You can make changes to these documents as though you were editing them directly within the

program that created them.
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file@home has always had a status bar, but until version 3, this didn’t actually serve a purpose

(one of those “but programs always have a status bar” moments). What you’ll see now are two
icons (with labels) in the lower right corner of the status bar.

0 16 U

These icons represent the InTray and the Trash respectively. The number beside each icon shows
how many documents are currently in each location. You can click either of the icons and you’ll

be taken to the appropriate screen (in the same way as selecting the InTray or Trash option from
the View menu will).
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Filing Your Documents

Its all well and good describing the features of the program in great detail, but we all know what'’s
really needed is step by step instructions on how to use all this nice technology to make filing
your documents in the home a breeze.

If you’ve been reading from the start (or if you haven’t but you’ve had a look around the program
already) you’ll know about Add a Document — the button on the Toolbar or the link which resides

in the File menu.

Regardless of what you want to file, the process to file a new document with file@home is the
same (this is actually a little white lie — because you can actually file another way — but to
understand that you'll need to read here first, clear? Crystal? Great... read on!)

Before you read on, make sure you’ve got file@home started. It is? Brilliant. Click on the little ‘+'

signs in vault, next to this -~ icon (these are cabinets if you don’t already know). As you’ll see,

each cabinet expands to show a list of folders ( “ ' ) and when you start to file your documents,
you’ll be able to click the little ‘+’ signs that will appear next to the folders and you'll be able to
see the list of documents within each folder.

Now you’re probably wondering why we’ve built file@home this way? Why is it all pre-defined?
Well, we’ve drawn on our years of experience working with businesses and the biggest problem
they’ve all faced is getting started — once they’re up and running, there are no real problems but

deciding on what a document should be filed as cause’s untold hassle.

So it’s purely an ease of use factor — it helps you get the most from the software with the least
amount of effort making the chore of filing more of a pleasure than it normally is.

Hints and Tips
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You can file existing (electronic) documents or you can use your scanner to convert your paper
documents into electronic files. Whichever option you decide upon, there’s a friendly wizard to
guide you through, so without further ado — lets file:

1. From the Toolbar, click Add a Documentor you could select Add a Documenfrom the
Filemenu)

f file@home

File  Teocols Help

|ﬁ Add a Document | Search For

oy e wanlt rantaine 3

2. You will now see the Add Document Wizard at step 1, which is where you tell the wizard
where your document is. If you will be using your document scanner i.e. capturing real
paper documents, you need to select the first option and then specify which scanner
you will be using. If you'll be filing existing, electronic documents, select the second
option. Once you’re done, click Next

Add Document Wizard

Where is your document?
Tell the wizard how to find your document

@ The document | am going to add to the Vault is a paper copy and | will need to use my
scanner to create an electronic copy

|willusemy  Kodak Scanner: i30/140 » toscan with

| will need to browse "My Documents” ta find the the document | wish to add to the
Wault as it is already an eletronic copy
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3. Now you'll be at the second step of the wizard. It’'s here you get to decide which
cabinet and folder the document belongs in. Select your cabinet (left column) and
folder (right column) and click Nextto continue

Add Document Wizard

Where will your document go?
Tell the wizard where you want your document to be filed

Cabinets in the Vault

Financial Documentation
Insurance Documentation
ehicle Documentation

Inland Revenue Documentation
Child Documertation

Personal Documentation
Medical Documentation

Huoliday & Travel Documentation
Pet Documentation

House Documentation and Bills
Membership Information
Miscellaneous

Folders in Financial Documentation

Bank & Building Society Documentation
Bond Cerificates

Share Cerificates

Premium Bonds Cerificates

ISA

PEF

Tessa

Credit Card Documentation

Loan Documentation

Store Card Documentation

Loyalty Card Documentation

Pension Documentation

Miscellaneous Financial Documentation

Previous ] [ Mexd

User Guide - Page 17 of 57




file@home

4. Asyou reach the third step of the wizard you will find that you can enter a description
for your document and if you wish you can set a reminder for the document you're
filing. When you’re set, click Nextto continue

Add Document Wizard

Add value to your vault
Tell the wizard a bit more about your document

I'd like to label the document with a short description instead of allowing the software
to assign just today’s date

My description is Kwile Fit Schedule

This document is important and | need reminding that | should do something with it

| need reminding on 25 Aprl 2010 El+

This is to remind me that [I'uhr car insurance is due "’]

Previous ] [ Mead

5. What happens next depends on the option you selected in the first step of the wizard

If you selected

a. The document | angoing to add to the vault is a paper copy and | will need to
use my scanner to create an electronic copy

You will now see the document scanner control screen. This will vary
depending on the document scanner you have and you will need to consult with
your document scanner documentation if you are unfamiliar with what you see
on the screen. Use the document scanner control screen to capture your paper
documents.

When the scanner has copied all of the pages available, you will be asked if you
need to scan any more pages to complete the document. If you click Yesthen
you’ll be able to add more pages to your scanner until the document is
complete. If you click No, you will move onto the next stage of the wizard.
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This process ofaplpeoamgi n@agrecu md i
have a single page (flat bed) scanner to work with and you have a mult
page document that you need to scan.

If you selected

b. I wi I | need to browse ‘ My Documents’ to
the vault as itis already an electronic copy
You’ll see a screen where you can browse your computer, and select the
document that you wish to add to your vault.

The types of electronic files that can be added to thie@homevault
depend on the programs you already havnstalled on your computer. Af
standard you will be able to add imag®DFJPG, GIF, TIF etc), text (TXT

LOG etc) and web (HTML, XML etdf) you have Microsoft Office installed
you will also be able to add Word, Excel and PowerPoint documents to
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Please select your document ﬁ
¥ - —

@3‘4 | « Local Disk (C5) » temp - [ 42 || search __ Ll

‘ Organize =

Favorite Links Mame Date modified Type

Unspecified (1)
W file@home - Installatio... 06,/04/2000 16:27 Micr

Documents

Recently Changed
Desktop

Recent Places
Computer
Pictures

Music

Searches

Public

e EREE AR ®

Folders Sl m | ¥

File name: file@home - Installation Guide docx - [I'H'Iicmsaﬁ Word Documents (* v]

[ Open | [ Cancel |

When you have selected your document, click Opento move to the final stage
of the wizard

6. The final stage of the wizard is fully automated. Once you’ve told the program what
options you want and where your document is, you can sit back and watch the magic
(actually, you can sit back and watch the scrolling green bar - but you get the picture).
When the final step is complete, the wizard will close and the vault will reload all of the
documents.
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posvomeniens

MNearly Done

Flease wait while the wizard works it's magic on your document

Creating searchable text information

‘_ 'J

[ Previous H Finished

Creating the searchable text information is hofile@homecan find your
documents when you attempt to locate them. How fast this completdspends

on a number of influences, including the speed of your computer processor, th,
available random access memory (RAM), the number of pages and the page
density i.e. how many words on a page.

Filing Again (But This Time with Gusto)

Filing a document at a time is all well and good for the steady trickle of documents that arrives in
the home (the daily post, letters from school, recipes from the internet etc) but what about the
documents that have accumulated over time? Can you really face scanning a decade’s worth of
bank statements, one page at a time, and one document at a time? No? We didn’t think so.

So, not ones to sit around and leave a problem unsolved, we’ve created two new features in
file@home; Bulk Scanning and InTray. When used together, they’ll make the process of filing a

large number of documents a million times better (no question about it).

Bulk Scanning

First up we have Bulk Scanning. This beauty of a feature will do the hard part of this two stage
process, the scanning en masse.
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We mentioned a new option on the¢ - - menu earlier Open Barcode &parator Pagejhat
is pretty vital for bulk scanning. Basically, the program needs to know where one
document ends and another starts. That
need to print a few copies off and put them before the first ga of every document.

Unless you have a really expensive scanner with an automatic document feeder that ¢
hold 100's of pages, you’ |l 0 -nthey camtieee lwk  t
reused once they’ ve been all madessenge?? Yes,ICestas

clear, brilliant. Off we go then

1. From the Filemenu, click Add Documents in Bulk

File | View Tools Help

Add a Document

-
Add Documents in Bulk

Exit Ctrl+Q

2. You'll now see the Bulk Scanningvindow. At the top of the screen is a toolbar on
which you’ll see a drop down list which contains the name of the scanners the program
has detected. Next to that is the Scanbutton, followed by the Cancebutton concluding
with the Savebutton. The main part of the window will display your pages as
thumbnails when they have been scanned

Select Scanner TW-Brother DCP-130C USE ~ n | | a
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3. Select your scanner from the drop down list

Select Scanner | TW-Brother DCP-130C USE

TW-Brother DCP-130C USB
5o PC-Camera
WIA-Brother DCP-130C LISE

4. Load your prepared documents (don’t forget the Barcode Separator) into your scanner
and click the Scanbutton (the green arrow) to begin scanning. The pages of your
documents will appear in the lower part of the screen. Repeat this as many times as
you need to scan your documents

5. If you want to start over, there’s a button for that. Just click the Cancebutton (the red
cross). You'll be asked to confirm your choice, click Yesand all will be gone

If you continue, all of the pages you have scanned will be removed. Are
you sure you want to do this?

! Yes i Mo
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6. When you’ve finished scanning and you’re ready to save the documents into
file@home, click the Savebutton (that’ll be the green circle with the tick). A progress
bar will displayed on the screen to indicate how much of the work is being done

7. You'll see a message box at the end saying that the documents were saved correctly
and the Bulk Scanning window will be returned to it’s normal state. You could scan
more documents if you wish, or you could close the screen down. The choice as they
say is yours

If you think back to how single documents are filed, you’ll remember that all of the available

choices are set before the scanning or importing takes place (where to file the document,
whether to set a reminder etc). When we use the Bulk Scannindeature, these choices aren’t set.
The documents are ready, but they don’t know which part of the Vault they should go to.

To cope with this indeterminate (oooh, check us with the big words) status, we created InTray.
This is basically someplace that these documents can go, until you decide to file them away to
their proper homes in the Vault. But enough talk, lets show you how to open InTray and file a
document or two.

1. Toopen the InTray screen, from the View menu, click InTray(or you could click the
InTrayicon on the Status Bar)

T e —T)

-
20/07/2011 12:29:38 . -
& _ &3 Description: 21/07/201112:29:38 Document Description
L V7201122542 }, Date Added: 21Jul 2011 21/07/2011 12:25:38
(0 Pagelofl L £ 7 | ZoomPresets _ || #Addadocument reminder
N on 21 ddy 2011

Water & Used Water Emergencies - 0800 783 4444
Fit sariphors

iy, call 08000 104 1145
_ Froblsm wh paying your bl That

QOur service standards. Fiaks chdws i o1 0804 804 3172

Waal guasanivst. o we ol in meet cunicmer Do ok gy Ehis problem. Plan inl b0 1.

e

Mowing homa - DAST 300 500

s e EmAH B Cumomery o .
e s e e e Py Select Cabinet
- :__-_:_—.:; . ST
TR T Commumer e b Wl Cod Financial Documentation -
bl e L L o e Insurance Documentation r
s i T I L L
| Sy — Vehicle Documentation ﬂ
[~ )
B T e Inland Revenue Documentation
T e = Child Documentation
it s
e Personal Documentation
e o e Medical Documentation i
s iy e o L S ——— —_—
e e e R L e
e Vit ol o e e ot Folders in Financial Decumentation
e i
;e
-y Bank & Building Society Documentation -
| . :
; D — Bond Certificates N
' Share Cerfficates ﬂ
8
§ Premium Bonds Certfficates
i larges pind Bl or cotns of our e bil sarvicn, A N Other Investments
Yot A o
2 e CRAST 50050 Stock Brokers Paperwork <

:
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This screen is split into three areas (columns) on the far left we have the list of

documents that need to be filed, in the centre is the Viewer and on the far right we
have the options.

2. Select a document to be filed from the list in the far left column, this will load the

document into the Viewer and it will populate the Descriptionfield in the far right
column

3. You may either leave the Descriptionas it is or you can change it to something more
relevant (such as Water Bill July 2011 for instance)

4. If you need to be reminded that the document needs to be actioned at some point in

the future, click Add a document reminderset the date the reminder is due and pick
what you need to be reminded about

Add & document reminder
On 21 Juy 2011 O

That [I'u'l1_.r car insurance ig due "]

5. Almost done, but first you’ll need to pick the Cabinetand Folderthat the document
should be filed under

Select Cabinet

~
Insurance Documentation 3

Vehicle Documentation ‘E|
Inland Revenue Documentation 4
Child Documentation

Personal Documentation

Medical Documentation 57

Folders in Financial Documentation

Bank & Building Society Documentation "
Bond Certfficates i

Share Cerificates |E |
Premium Bonds Certfficates —
[SA

A N Other Investments

Stock: Brokers Paperwark 57

6. And finally, click the big old button Fileand hey presto, your document is now in the
Vault

So there we have it, filing using InTray in just six short steps. Just repeat the steps 2 through 5
until all of yur documents have been filed. If you’ve been paying attention (and if not, why
not...?) you'll see that the choices available are the same as those in the Add Document wizard,
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but instead of being on separate screens, it’s all conveniently layed out on the one screen so that
the documents can be filed quickly.

Our code monkeys have tried really hard to make this new screen easy, yet quick, to ug

handy tip is that you can use the Tab key to navigate the various areas of the screen, s
you can keep yar hands on the keyboardt ry it and you’' |l | be
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Locating Your Documents

You'll be glad to know that locating your documents in the file@home vault is even easier than
actually adding them! You can do things the old fashioned way and flick through every document
in every cabinet but a) we wouldn’t be that mean and b) it doesn’t really make the product very
useful.

So what have we done? Well, we've equipped the program with a powerful search engine, that’s
all wrapped up in a nice, easy to use toolbar (aren’t we the nice ones?!) and for those of you who
require a little more control, we have a more advanced search option just a few clicks away.

Show All

Obviously, if you haven’t added any documents to the vault, then no amount of technology will
find anything. So if you find yourself in this section, and you haven’t added any documents to
your vault, then jump back to the chapter on Filing Your Documents before coming back here.

The quick search is accessed through the toolbar of file@home and without changing anything it
works in a similar manner to an internet search engine; you enter a word or phrase, hit enter and
the program returns the corresponding documents. Sounds easy? Well it is, but just to make
doubly sure, we'll go through it step by step:

1. Start file@home (if it’s not already running) and enter a search word or phrase into the
Search Fotext field and press the Enterkey

Search For |5cheu:|u|e| | SearchIm: A

| Enter text to search the file@home Vault |

And there we have it! You’ve just searched your file@home vault. Ok, we could have stretched
that out to another step my saying click the Searchbutton — but there really is no need.

Although the quick search is fast, at times it will locate so much information for you, that you may
feel a little overwhelmed. To minimise the information overload (and preserve your sanity), you
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can restrict your results to a specific cabinet. This adds just a single step to the previous example,
so if you're sitting tight and raring to go, we’ll go through it now together:

1. Start file@home (if it’s not already running) and enter a search word or phrase into the
Search Fotext field

Search For: |5chedu|e| | SearchIn: A

[ Enter text to search the file@home Vault ]

2. Use the Search Indrop down list box to select a specific cabinet to search in

Search In: |‘u‘ehic|e Documentation "| Sea

All Cabinets

Financial Docurmentation
Insurance Documentation
Inland Revenue Documentation
Child Documentation

Personal Documentation
Medical Documentation
Holiday & Travel Documentatior
Pet Documentation

House Documentation and Bills
Mermbership Information
Miscellaneous

3. Click the Searchbutton to get file@home to search your documents

And there we have it, lightening fast search, with a touch of finesse to help you get the
information you need easily. Now if you want total control over your searching, well, that’s a
different story, so you’ll need the advanced search which is covered in detail next.

Advanced search should really be considered as granular search (but seeing as this doesn’t sound
so cool, we’re running with the “advanced” theme). Why? Because advanced search allows you
to apply more control to the program and restrict what it can search on. For example, when
you’ve been using file@home for a number of months you can tell the program that only
documents which were scanned after a certain date appear in the results.
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So how do you get to use all this granutar advanced goodness then? Well, it’s like so:

1. Start file@home (if it’s not already running) and press and hold the Searchbutton to

2.

3.

4.

make the drop down menu appear

- | Search *|| Show All
Q-

Advanced Search I

[ Access the advanced search features of file@home l

From the drop down menu select Advanced Searchnd release the mouse. This will
bring up the Advanced Searckcreen

[ Advanced Search

Awailable Options

Search For

In Cabinet All Cabinets -

In Folder | v|

[] With Date | -|

27 Apil

2009 ~|

Enter a search word or phrase into the Search Fotext field

Search For schedule

From the In Cabinetdrop down list, specify the cabinet you wish to search in

In Cabinet Insurance Documentation

If you choose not to specify an individual cabinet, you will be unable to select 4
individual folder as shown in step.5This is entirely up to you of course; there is

no need to specify either ofthes o pt i ons,
you're in information

they’'re pu;
overl oad.
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5. From the In Folderdrop down list, specify the folder you wish to search in

Im Folder

Wehicle

6. Finally on the advanced search screen we have the option to specify a date. This refers
to the date a document was added to the file@home vault. If you tick the With Date
check box, you will see that the drop down list and the date selector become active.

From the drop down list, if you select

After
You will be searching your vault for documents that were added after the date
you select in the date selector

Before
You will be searching your vault for documents that were added before the date
you select in the date selector

Equal To
You will be searching your vault for documents that were added exactly on the
date you select in the date selector

Between

When you select between, another date selector appears and becomes active.
You will be searching your vault for documents that were added after the date
you select in the first date selector and before the date you specify in the
second date selector

7. When you’re done, click OKand your vault will be searched. Easy peasy!
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file@home Monitor

The file@home monitor is a small program which runs when you log into your computer. This
program used to serve just two purposes, but it's been given a little pep talk and now it’s ready
for the big time. It can still monitor (were we on fire with our naming convention or what?) your
reminders - if you don’t know what reminders are, then you’ve missed few chapters, see here for
info. It’s still able to handle the “Send To” Windows function, where you send one of your
documents to file@home without having to start the entire program (even though file@home is
quick when you want to add a document, it is trumped on pure speed by the monitor!).

So what’s new | hear you cry, well, they say a picture is worth a thousand words — so have a
gander at this

Launch file@home

........ Show My Reminders
Show the InTray
Show the Trash

Process the Watch Folder

= Cloze file@home Monitor Service

So, starting at the top, you can now launch the main file@home program directly from the
monitor; we’ve mentioned that you can monitor your reminders, but as you can see that at your
fingertips (or should that be mouse tip?) you can open InTray and Trash; and, you can get the
file@home monitor to process the Watch Folder — just on the off chance a document was added
whilst the monitor wasn’t running.

The file@home monitor lives in the taskbar near to the clock. When you see this icon you
know the monitor is running

To close the file@home monitor down, right click the icon in the task bar and select Close

file@home Monitor Service You'll need to confirm that you want to do this, click Yesand the
monitor will gone faster than a dog chasing a rabbit.
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Reminders

Viewing your reminders is almost is as easy as it is to add your documents in the first place. To
view them you follow these 2 easy steps:

1. Right click the monitor icon in the task bar and select the Show My Remindergnenu
item

Show My Reminders

Close file@home Maonitar Service

You’ | | noti ce t he Cosftlahagdne Moaitonservicd e m
does exactly as the name implies, it closes the service down. You will be

prompted to confirm your decision to stop you from accidentally closing the
monitor.

If you do confirm that you wish to close the monitor, you will no longer receive
notifications or be able to access the reminder list from the task bar. The moni
will restart when the computer is restarted and you can also manually restart t
monitor by clicking the shortcut in thé&tart Menu folder where file@home was

2. There we have it, your list of reminders!

Your Reminders
Detailz Due Date
i My carinsurance is due 25 Apr 2010
i | need to amange a meeting 01 May 2005

ClicKlosd hdutton to close the remind
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Just being able to view the reminders is only partially useful though, because you probably need
information from the document that you added the reminder to. To help, you can right click on
entries in the reminder list to access the context menu (shown below).

Your Reminders

Details Due Date

!'I My car insurance is due 25 Aor 2010
ﬁ | needt View Document 2009

Reschedule Reminder

Delete Reminder

Each option does exactly as described; clicking View Documentwill display your document on the
screen in a mini version of The Viewer. Reschedule Remindewill allow the date and the details

of the reminder to be changed and Delete Remindewill remove the reminder from file@home
completely.

Another useful feature that the monitor has is a popup that can be quickly accessed to see how
many reminders have either passed or are due today. This will automatically show once a day
(when the computer starts or when the computer clock rolls past midnight), but you can also
display the popup by left clicking the icon on the task bar, like so:

@ Your Reminders *

You have 0 reminder(s) which are overdue,
You have 0 reminder(s) which are due today,

The concept of “Send To” has been around in the Microsoft Windows operating system for many
years. It provides a fast, easy way to open (send) a file to a particular program, without first

having to open the required program, then go through a painfully slow File > Open > Browse
routine.

When you install file@home you will see that you can now “Send To” file@home just by right
clicking on a document (see below).
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I__,P‘atch mr—— 1LANA N0 2.90 Té&DDcument
Open
Print
Edit
1-Zip 3
Scan with AVG
' Edit with Notepad++
Open With 3
Restore previous versions

Send To k| 1, Compressed (zipped) Folder
Cut Bl Desktop (create shortcut)
T LI‘ Documents

=s Drag-to-Disc Drive (D)

Create Shortcut

13
E
=

Fax Recipient
Delete

f file@home
Rename _J  Mail Recipient
Properties -a Skype
1 o DVDRW Drive (D:)

When you use this feature, you'll jump right in at the second step of the Add Document Wizard

without having to start the main program at all, which is really useful if you come across a
document which you forgot to file!

Watch Folder is a folder that the file@home monitor watches (how great are we with the
informative naming conventions!); specifically when a document is created (added) to that folder
the document will be scanned, and if it’s a document that file@home supports the monitor will
whisk it off to InTray.

Ok, so that’s the crux of it; but your brain can be heard here, pondering the usefulness of this
thing we call the Watch Folder. So, before we get into the nitty gritty of setting this up, we'll
cover two of the main reasons why the Watch Folder can/will be used.

First up, we have those of you reading this that don’t possess a document scanner that ships with
a TWAIN driver — yes dear Fujitsu ScanSnap reader, we’re talking to you! Document scanners like
these have to be used with the scanning software that ships in the box, which means that they
can’t be used directly by third party programs like file@home. What they do have though, is the
ability to scan directly to a folder...... If that folder is the file@home Watch Folder, then hey presto
— paper to program with minimum of fuss.
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Now if you’re one of those people who like to use a certain version or a specific program, that’s
long been obsolete — chances are you’re stuck with a program that uses a document format that
can’t be used directly with file@home — we’re talking about programs such as Microsoft Money
2000 and the like. The chances are, you have records (and or documents) that you’d like to be
able to search from file@home. So how do you get the documents in there? Well, with the aid of
a PDF Printer Driver and Watch Folder you can do just that!

In short, with a PDF Printer Driver installed, you can print your document to, well, a PDF (we’re
not the only ones with the informative naming conventions). Typically, during the “printing”
process you are asked where to save the document to — if you select Watch Folder, as soon as the
document finishes printing — guess what? Yep, that’s right; it’ll be whisked off to InTray.

1. Start file@home if it’s not already running — you should be well versed in this now, but if
you’ve forgotten how to do it (shame on you) the shortcut should be on your desktop
(or in the All Programs menu) or you could even use the shortcut on the monitor menu

2. From the Toolsmenu, click Options

_ fiegrome S
File  Wiew | Tools | Help

Gl ~ddaDo| || Options

[Acce:: the file@home options ]
! a Your vault contains 3 documents

3. Select the Watch Foldertab from the Optionsscreen

| Backup Vault | Restore Vault | Vault Location | Reminders | Watch Folders |
[

4. To enable Watch Folder, you need to tick the Enable the Watch Folder Monitor

Watch Folder
Enable the Watch Folder Monitor

5. Click the Selectbutton

Select
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6. The standard Microsoft Windows folder browser dialog box will appear. Use this to
select the folder that you want to ‘Watch’ and click OK

Select the folder that you wish file @home to 'watch'

B Desktop
4 Libraries
[ Docurments

b @ Music
I =] Pictures
- B Videos
[ ﬂ Homegroup

| Make New Folder |

7. The folder you selected in step 6 will now be displayed in the text field, and that’s it (in
fact, as soon as you click OKin step 6 the whole Watch Folderprocess becomes active!)

Watch Folder
Enable the Watch Folder Monitor

Select Folder C:'temp | Select I

Just so you know we know (oooh err) th
accesghe configuration of the Watch Folder as it means you need to start the main
progr am. We' re working on adding a sh
off date for the current release-sorry.

Adding Files to the Watch Folder

Adding files to the Watch Folder — we’ve covered two ways at the start of this section. But what
are the other ways of using the Watch Folder; well, basically, any cut, copy, paste, move, save and
create new action that takes place in the folder you’ve selected will kick the process off!

The Watch Fol der dile@mmembnwook wiksentt hea
document into the Watch Folder and thele@homemo ni t or wasn' t r u
even when you start thdile@homemonitor the document will not be picked up. The key;
hereisthatthewWat ch Fol der i s being checked

fle@homemoni t or detects an ‘existing’ docu
t hough, t her e’tsprogesailze WatehlFolderp €an gon remember where
Yep, that ' s fie@uwma ., i * ' dhatave discussed earlier in this
chapter.
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Hints and Tips

The vault keeps a lot of its secrets hidden away until you start to add documents to it, then
they’re all exposed for the world to see — and these secrets will help you use file@home even
more effectively!

0K, so strictly speaking renaming the cabinets and folders can happen at any time, but until you
start to build up your documents in the vault, you may spend more time restoring the original
names than filing if you’re not careful. Anyway, we know that the predefined list of cabinets and
folders is pretty good and it’s one of the reasons that people recommend the software, but we
also know that not everyone thinks the same — especially when it comes to classifying documents.
So, to ensure no one feels left out, it’s now possible to change the names of the cabinets and
folders. Hurray we hear you shout, but how do you do this? Well, you follow these three handy
little steps like so:

1. Right click the cabinet that you wish to rename, from the menu, select the option to
Edit Description

e
Edit Description

I
Restore Original Description

4

2. Type a new description for the cabinet

= =% Bank Irfo

3. Press Enterand the change will be made throughout file@home

=e—gl Bark: Info

(] L Plmede 3 Fhoildie o e miete e Pl il mdi e
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Restoring the Original names

If you decide that you don’t like the new description you’ve given to a cabinet or folder, you can
quickly revert to the predefined name by following these steps:

1. Right click the cabinet that you want to revert to the predefined description, from the
menu select the option to Restore Original Description

= 8

Edit Description

Restore Original Description

2. Andthere you have it, the cabinet name will revert to the original file@home
description

=M=l Financial Documentation
1=l

[l Ll Daml- 8 Ouildima Comicdr M

I f you're thinking of restoring a

the previous steps; just select the appropriate folder in step 1.

Move a Document to another Folder

If you find yourself in the position where a document you’ve added should really belong in a
different folder, you can quickly move it by dragging it to the desired location, like so:

1. Left click and drag the document you want to move (you will see an outline of the
document follow the cursor)

- Credit Card Docs

=l ”J Bond Cerfficates

Egg Statement 2011-07

2. When you’ve dragged the document over the folder you wish to move your document
to, release the mouse button and hey presto, you’re document will be moved!

= “J Credit Card Docs

Egg Statement 2011-07

User Guide - Page 38 of 57



file@home

The default ‘description’ for a document when it is added to file@home is the date that the
document reached the vault. Although this can be changed when you add a document, a lot of
people stick with this because it’s fast and it’s easy to see a chronological history of the
documents when you expand a folder. But what happens if you change your mind at a later
date? Well, you can edit the description by following these next steps:

1. From the vault, right click the document you wish to edit the description of and click
Edit Description

= ” Credit Card Docs

[l Eo Statement 201107
" Eond Edit Description

. Share Add & Reminder

_ Frnail a= &ttachment

2. This will allow you to type a description for the document. When you are finished press
the Enterkey

= ” Credit Card Docs

n Egg Statemert 2011-07

3. Your document will now be listed in the vault with its new description

= H. Credit Card Docs

W Eqg Statement 2011-05
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We’ve discussed reminders several times in throughout this guide, but we’ve only seen them
created when you use the Add Document Wizard or the InTray. If you forget to add a reminder at
either of these points though, all is not lost. You can add a reminder to a document simply:

1. From the vault, right click the document you wish to add a reminder to and click Add a
Reminder

WA BUIL gl LI
ih
—

- W Egg Statement 2011-0

Bond Cer

i . c| Add A Reminder
are e

Edit Description

I
Frnail ac Attarhrent

2. Select the date the reminder is due and what the reminder is for, then click OKto return
to the vault. The reminder will be set and you can to amend or delete it

Enter Reminder Details

| need reminding on 29 Aprl 2009 E-

This is to remind me that My car insurance is due T]

ok || cancel |
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From time to time, we all put things where we shouldn’t and filing documents is certainly no
exception. If you come across a document that has no real place in file@home then you can ship
it off to the Trash quick as a flash. To send a document to the Trash:

1. From the vault, right click the document you wish to send to the Trash and click Delete
from Vault

I|| Miscelaneous Financial Documerntation

= PN

Edit Description

% |nsuranc

¥ Add & Reminder

* Vehicle _

: Email as Attachment

_- Inland R Send to Print

® Child Da Copy to Clipboard

® Perzona Delete from Vault

L F PR TN y —— i

2. If you're certain you want to delete the document from the vault, click Yesotherwise
click No

I a
Confirmation Required ﬁ

:] Are you sure you wish to delete this document?

Yes Mo

3. The document will be shipped off to the Trash, the vault will refresh and the counter
will show one less document. The Trash counter will increase by 1

The Trash area has been introduced to act as a safety net when you delete a document (just like
the Windows Recycle Bin) so that you have a chance to recover your document if you accidentally
delete it. To restore a document from the Trash:
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1. Click the Viewmenu, and select Trash(or you could click the icon in the Status Bar, or
use the file@home monitor menu — the choice is yours)

2. This will display the Trashscreen as shown

<0 220772010 12:25:25
Description: June Statement
Date Added: 01 Mar 2011

. 1st National Bank - June 2010 Statement
B 29/07/201018:31:30

| Card Statement S0 (0 Pagelofl L) (| ® D Zoom Presets

| Card Statement

I ¥ June Statement

© 07/07/2011 16:07:20

3. Select the document you wish to restore from the list of deleted documents on the left

hand side of the screen

4. Click Restoreand the document will be transferred back to the Vault

Permanently Deleting Documents from the Trash

If you’re completely sure that the documents in the Trash are to be deleted permanently, then
you’ll need to empty the Trash. To do this:

1. Click the Viewmenu, and select Trash(or you could click the icon in the Status Bar, or
use the file@home monitor menu — the choice is yours)
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2. This will display the Trashscreen as shown

" 1st National Bank - June 2010 Statement
29/07/2010 18:31:30

Card Statement S0 (0 Pagelofl L) (0 | ® D Zoom Presets
Card Statement

¥ June Statement

© 07/07/2011 16:07:20

<0 220772010 12:25:25
Description: June Statement
Date Added: 01 Mar 2011

iy b

e

]

3. At this point, you can either select each document individually, and click Deleteor, you
can click Delete Allto remove everything in one go

4. You will see a confirmation box, and, if you’re still sure that you wish to delete the
documents, click Yesotherwise, click No

If you continue this document will be removed forever, the only way to
restore it will be from a backup.

Are you sure you want to continue?
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Program Maintenance

Filing your documents away in file@home is a great way to organising your filing, but if you forget
to take regular backups, then if the worst happens to your computer, you could find yourself with
a considerable problem. file@home includes its own backup function for this very reason and if
you get into the habit of regular backups then you’ll never need to worry.

To start the backup function from file@home:

1. Click the Optionsmenu item from the Toolsmenu

L file@home
File | Tools | Help

ﬁﬁ | Options "

[;iu:cess the file@home options l
1N T

2. Ensure that the backup tab is selected. On this tab you will see three “groups”.

Backup Vault |F‘.estore Vault | Vault Location | Reminders |

3. The first “group” on the screen, is that of Backup DescriptionYou can think of this as a
label for the backup contents. If you leave Automatic Descriptiorchecked, the batch
will be labelled with just the current date and time, which may be all that you need, but
if you un-tick this option, you can specify a more meaningful description such as ‘April
09 inc All Bank Statements’, ‘Backup before adding payslips from last 10 years’ etc. The
choice is entirely up to you.

Backup Description

Automatic Description

1. The second of our “groups” is BackupDestination and just like the name implies, this is
where the backup should be saved to. There are two options available to you at this
point and the option you select affects what happens next

If you select

a. (D or DVDWriter
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If you select

From the drop down list of detected CD or DVD writers, select the

device that you will be putting your blank media into to finish creating

your archive

Backup Destination
i@ CDor DVD Writer

0

b. My Documents, USB Key, Pen Drive, External Hard Drive

Click the Sekct button

@ My Documents, USE Key, Pen Drive, Edtemal Hard Drive

Select

Select the location (and optionally a folder) where you want to save

your backup to and click OK

r

Browse For Folder

S5C)

your file@home Vault to

Please select the location where you would like to badkup

) index_files
J Inwu

) Letters to Burslemn

My FilelT Backups
. My Received Files
» 0 MWy Web CEQ Projects

» 0 My file@home Backups

1| ' 1]

k

[ Make Mew Folder ] [ K

] [ Cancel R

The path you selected will now be shown on the screen

@ My Documents, USE Key, Pen Drive, Extemal Hand Drive

C:\Users \dpoyserDocuments' My file@home Backups

Select
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4. When you’ve decided on where you’ll be backing up your vault to, you can then click
the Backupbutton. The progress will be reported in the third “group” on the backup
tab

Progress

Mot Started

5. This can take a while to complete if you have lots (1000’s) of documents and if you're
creating the backup on a CD or DVD, but once the job is done, you’ll see a message to
say everything completed successfully

i 1
Your Backup is Complete ﬁ

:] The backup of the file@home Vault is now complete

Being able to restore what you have backed up is as important as backing up in the first place, as
well as it being a key element to getting you up and running again quickly should the worst
happen to your computer.

To start a restore of your file@home vault:

1. Click the Optionsmenu item from the Toolsmenu

Ll file@home
File | Tools | Help

mﬁ (| Options "

[ Access the file@horme options l
AN Tt arm l mmmbmim e © A e

2. Ensure that the Restore Vaultab is selected

Backup Vault | Restore Vault |'l.|'au|t Location | Reminders |
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3. First you need to decide which backup you would like to restore from, to do this first
click the Selectbutton

Select Backup File

| Select |

If your backup is on a CD or DVD now would be a good time to pop it into the

appropriate disc drive on your computer

4. From the file selection screen, browse to the location of your file@home backup and
select the backup file you wish to restore from

e ==
i =
%v = My file@home Backups » - I Search
&y Organize ~ e Vie a A r
Favorite Links Mame Date modified Type e
E Documents 17 Apr2009233732
. L 17Apr2009234303
% Recently Changed e g
0 18Apr2009001010
Bl Desktop | 22Apr2009140640
':i_:l; Recent Places .L' zdhprmugﬂgggdg
18 Computer .|| backup disc 1.fbu
ﬂ Pictures
E’ Music
E Searches
4. Public
Folders A

File name: backup disc 1fbu

5. When you click openin the previous step, the details will be loaded from the file for you
to review before proceeding with the restore

Backup File Summary

Description file@home Backup: 25 Apr 2005 12:46:54
Created On 25 Apr 2005

Disc: Mumber 1

Mumberin Set 1
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If your backup is on a CD or D\glzasemake sure that yo haveall of the discs
that make up the backup otherwise you will break your vault by not having all d

the correct information. You can verify how many discs you should have by thi
val ue NuebetinSéto on t he summary screen

6. Before you begin the restore, you should decide what the program will do if it
encounters an existing file. The default option is to Overwrite Existing FilesYou
should leave this option ticked unless you wish to only restore a file or files that have
been deleted by accident, then you should untick it.

Restore Options
Owvenwrite Existing Files

7. When you’re good to go, click the Restorebutton. When the restore completes, you'll
see the following message

(erconpes

@ The restore of your file@home vault has been completed successfully

QK

If your backup is on CD or DVD and there are sevefahem, you will be
prompted to insert each dis when required.

Moving Your Vault

If you find yourself running low on disc space or you would like to have your documents on an
external drive (or for the lucky few a central server), you’ll need to use the file@home migration
utility.

To start a restore of your file@home vault:

1. Click the Optionsmenu item from the Toolsmenu

File | Toocls | Help

-.ﬁ {J Options ||

Access the file@home options

AR
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2. Ensure that the Vault Locationtab is selected

| Backup Yault | Festore 'I.n'ault| Vault Location | Reminders

3. The current location of the vault will be shown on the screen

Current Vault Location
C:ProgramDiata file @home WALLT

4. Click the Selectbutton after reading through the information panel

Select New Vault Location

To move your Yault to another location you must first select the new location by
clicking the Select button below. When the explorer box appears, choose your
new location. Once you have chosen the new location, click Migrate to
complete the process.

Select

5. Use the folder browser screen to select the location you would like the vault to be
moved to. Once you have selected your location, click OK

Browse For Folder ﬁ

Please select the location where you would like to move
your file@home Vault to

» 0 VMware -
b | WindowsSearch
I | WlInstaller
| termp
J twain
» ) Users
- | VMRoot
b , Windows
> g DVD RW Drive (D)
LY DM DOIRA Diries (F

m

Make Mew Folder ] [ K ] [ Cancel i
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6. Finally, click the Migrate button to begin the process.

Progress

Mot Started

7. This will take a little time if you have 1000’s of documents, but once complete you will
see the following message. Click OKto continue using file@home with the vault in its
new location

g 3
Success Iﬁ

:] Your file@horne Yault has been moved successfully

oK

As we described in the chapter “Exploring the Program”, it is possible to update the file@home
software from within the program itself, saving you the time and effort involved in remembering

to visit our web site for updates.
To update the program, follow the steps below:
1. From the Helpmenu, click Check for Updates

f file@home

File Tools | Help |
ﬁhdd a Dog e Open Help File F1 SearchIn:  All Cabinets

myHomeFiling Web Site

Lf._j rmyHomeFiling Discussion Forum

L- myHemeFiling Blog
Insui Contact Support

Wehi Check for Updates

. ©

1]
| »

=

&3]

Inlan|

=

(2]
B G R (]

Liranrs Infarmmatinem

Check and optionally download the latest version of the file@home software l
an . T

Child

#
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2. [If thereis an update available, you will see the following message box, click Yesto
download the update

i h
Update Awvailable ﬁ

'e' Version 2.0.3.30000 of file@home is available, would you like to

¥' download it?

Yes | [ No

NB: Clicking No will halt the update process; you will need to start from step 1 again to attempt to update the program

3. Select the folder where you would like the update to be downloaded to and click OK

Browse For Folder @

Please select a location to save the Update

>

B Desktop

b ﬂ' Dave Poyser
> Public

1M Computer

> E¥ Network
Control Panel
5 Recycle Bin

m

. CDVImages for documentation
. e-VU Express Help files

[ rntate

[ Make New Folder ] £ OK 4 [ Cancel

4. file@home will now be downloaded to the folder you selected in the previous step

Downloading Updates

5. When the download is complete, you will be asked if you wish to run the update now.
Click Yesto install the update. file@home will then close, and the installation program
will begin. This is the same process as described in the ‘file@home 3.5 Installation
Guide’
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=

The update has been downloaded successfully, would you like to close
file@horme and perform the update now?

If you click No at this point, the update will not proceed btite@homewill be aware that
an update has been downloaded. The next time you stleg@home you will be asked if
you wish to perform the update. If you click No again, the download will be deleted ancj
you will need to perform theCheck for Updateprocess again.

Updating License Information

If you decide that you like file@home enough to purchase a license, you’ll receive a license key by
email after the purchase process is complete. Once you get this, you’ll need to add it to update
your system. To do this, follow the steps below:

1. When you receive your email from Intelligent Filingwith the license key attached, save
the file to your computer. Remember the location as you will need to find the file in
step 3

2. From the Help Menu, click License Information

Evaluation: 13 Days Remaining

q o Open Help File F1 :I SearchIn: All Cabinets d

myHomeFiling Web Site

@ myHaomeFiling Discussion Forum

B myHeomeFiling Blog

Contact Support

i Check for Updates

] License Information W

About
s iAl 1 Iaed et aton

Open the file@home license manager to view, amend or add licenses l
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3. From the License Manager screen, click Browse

"

file@home License Manager

Status

Evaluation License

Install Mew License

Select License | Browse

4. Browse your computer to find the file@home.info file that you saved in step 1, select it
and click Open

Select the e-\U Express License To Install %

%vl 11 % Local Disk (C:) » temp - ﬂ~||555‘n:h
N H

‘ Organize = . v B Mew Folder

Marme Date modified

Unspecified (1)

Favorite Links

Typs

E| Documents .
(| file@home.info 10,/04,/2009 09:52

INF(]

(% Recently Changed
Bl Desktop

7l Recent Places
M Computer

E Pictures

B’ Music

E Searches

i Public

Folders My | m |

File name: ~ file@home irfo » | Keys (info)

) (o]
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5. When you are back in the License Managescreen, click Install

I b
file@home License Manager

Status

Evaluation License

Install Mew License

Select License  Ctemp*file @home info Browse

Close

6. You will receive a confirmation message if the installation of your license is successful.
Click OKto close the message

Success lﬁ

) Installation complete

7. The license information for your system will now be shown on the screen

I b
file@home License Manager

Status

Licensed Copy

Licensed To: Intelligent Filing

Email Address: support @intelligentfiling.com
Product Name: file @home

Product Version: 2

Install Mew License

Select License Browse

Close
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8. You will need to restart file@home in order for the changes to be recognised. Click Yes
if you wish to do this immediately, otherwise click Noand the changes will be loaded
the next time you start file@home

" 1
License Updated ﬁ

I You must restart file@home for the license changes to take effect

OK
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General Program Information

From version 3.0 (r1) of file@home onwards, the default software library used to scan and display
documents has changed. For the most part, the changes are buried deep (deep, deep) within the
depths of file@home code (where only the code monkeys dare venture), but what it means to
you is full blown support for the PDF file format (about time we hear you cry!). In short, this
means that:

1. The default file format of scanned documents is now PDF instead of TIFF

2. PDF documents that are imported (say your bank statements or utility bills) can now
have their content searched (where previously only the description was searched)

3. If you perform a search and one of the documents in the Vault is a searchable PDF

document (by that we mean one with searchable — hidden - text), then when the
document is selected within the the term that is being searched will now be
highlighted on the page
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Notices

Contents of this document are copyright ©2009 Intelligent Filing Limited

Reproduction in part or full for use other than the normal operation of the software without the
prior consent of Intelligent Filing Limited is expressly prohibited.

Intelligent Filing Limited can be contacted in the following ways:

1. By Post
Intelligent Filing Limited
Pembroke Centre
Cheney Manor Estate
Swindon
Wiltshire
SN2 2PQ

2. By Email:
support@intelligentfiling.com

3. By Telephone:
+44 (0) 1793 486 668

4. By Fax:
+44 (0) 1793 610 091
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