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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.   

 

LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŀƭǊŜŀŘȅ ƛƴǎǘŀƭƭŜŘ file@home, or you are having difficulties installing 
file@homeΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ Ψfile@home Lƴǎǘŀƭƭŀǘƛƻƴ DǳƛŘŜΩ ŦƻǊ ŘŜǘŀƛƭǎ ƻƴ Ƙƻǿ to install 
the software.  If you are still having trouble installing the software, please refer to the 
Notices chapter on ways to contact Intelligent Filing for further assistance. 

 

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. 

About file@home  

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 

ŎǊŜŀǘŜ άƭƻŎŀƭέ ŜƭŜŎǘǊƻƴƛŎ ŎƻǇƛŜǎ ƻŦ ǘƘƻǎŜ ŘƻŎǳƳŜƴǘǎΣ ǿƘƛƭŜ ǘƘŜ ƻǊƛƎƛƴŀƭ ŘƻŎǳƳŜƴǘǎ can be put out 

of the way (such as a loft) ς freeing up space and ensuring easier, faster access to the records 

when you need them. 

Software Licensing  

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 must either purchase 

a license key from Intelligent Filing, or uninstall the program.   

 

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 ŀƴŘ ǘƘŀǘΩǎ ƛǘ.   

 

Starting file@home  

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

these instructions: 

 

1. Click Start 

2. Select the All Programs menu item from the Windows Start Menu 
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3. Select the myHomeFiling start menu folder 

4. Click file@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 file@home 

If you installed file@home v2 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 

ƴŜǿ ǇǊƻƎǊŀƳΦ  ¢Ƙƛǎ ƛǎƴΩǘ ŀ ŎƻƳǇƭƛŎŀǘŜŘ ǇǊƻŎŜǎǎΣ ōŜŎŀǳǎŜ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ do everything for you 

when you first start it ς ŀƭƭ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ Řƻ ƛǎ ŎƭƛŎƪ hY ƻƴ ǘƘŜ ǳǇƎǊŀŘŜ ǿƛȊŀǊŘ ǎŎǊŜŜƴΦ 

 

The upgrade wizard goes a little something like this: 

 

1. Start file@home 

2. When you see the wizard screen, click OK to begin the upgrade 

 

 
 

3. The upgrade will process the existing document you have in your v1 Vault 
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If you accidentally click Cancel, never fear, you can try again by both closing and re-opening 
the program or by clicking the Run Upgrade Wizard entry 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 ŎŀƴΩǘ ǳǎŜΚ  ²ŜΩǾŜ ŘƻƴŜ ǘƘƛǎ ǿƛǘƘ 

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

the Vault and the Viewer. 

 

 
 

The Main  Menu 

File Menu 

The File menu simply consists of two items; the first of these (Add a Document) is used to start 

the step by step wizard that will guide you through adding your documents to the file@home 

Vault όǿŜ Ǝƻ ǘƘǊƻǳƎƘ ǘƘƛǎ ǘƻƎŜǘƘŜǊ ƭŀǘŜǊΣ ǎƻ ŘƻƴΩǘ ǿƻǊǊȅ ǘƘŀǘ ǿŜΩǊŜ ǎƪƛǇǇƛƴƎ ǘƘǊƻǳƎƘ ǉǳƛŎƪƭȅύ.  The 

second thiƴƎ ȅƻǳΩƭƭ ǎŜŜ ƛƴ ǘƘƛǎ ƳŜƴǳ ƛǎ Exit ŀƴŘ ƛŦ ȅƻǳΩǾŜ ǳǎŜŘ ǿƛƴŘƻǿǎ ǇǊƻƎǊŀƳǎ ōŜŦƻǊŜΣ ǘƘŜƴ ǘƘƛǎ 

will come as no surprise; clicking Exit will close file@home quick as a flash! 
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Tools Menu 

All of the file@home Options are tucked neatly away in the Tools menu.  Here ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ ǘƻƻƭǎ 

you need to do all the not so interesting (but necessary) jobs like making backups and restoring 

your Vault.  

Help Menu 

Last but not least in our main menu list is the Help menu.  This helpful fellow is home to eight 

όǘƘŀǘΩǎ ǊƛƎƘǘ ŜƛƎht!) 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 ς ƛǘΩǎ ŀ ǾŜǊƛǘŀōƭŜ ŎƻǊƴǳŎƻǇƛŀ ƻŦ ǳǎŜŦǳƭƴŜǎǎ. 

 

Our first shortcut is to the ǾŜǊȅ ŘƻŎǳƳŜƴǘ ȅƻǳΩǊŜ ŎǳǊǊŜƴǘƭȅ ǊŜŀŘƛƴƎΗ  Open Help File will attempt 

to open this document on your computer (this does require a PDF reader ς and we recommend 

Foxit Reader if ȅƻǳ ƘŀǾŜƴΩǘ ŀƭǊŜŀŘȅ Ǝƻǘ ƻƴŜύΦ  bŜȄǘ ǳǇ ǿŜ ƘŀǾŜ ǘƘǊŜŜ ƘƛƎƘƭȅ ǳǎŜŦǳƭ ǎƘƻǊǘŎǳǘǎ ǘƻ ŀƭƭ 

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  

 

{ƻƳŜǘƛƳŜǎΣ ƛǘΩǎ Ƨǳǎǘ ŜŀǎƛŜǊ ǘƻ ŀǎƪ ǎƻƳŜƻƴŜ Ƙƻǿ ȅƻǳ Řƻ something or how to overcome a 

problem, and although we try and keep our documentation and FAQ up to date, sometimes the 

answers tƻ ǎƻƳŜ ǇǊƻōƭŜƳǎ ǿƻƴΩǘ ŀƭǿŀȅǎ ōŜ ǘƘŜǊŜ όƧǳǎǘ ȅŜǘύΦ  bŜǾŜǊ ŦŜŀǊΣ ƻǳǊ ǎǳǇǇƻǊǘ Ǝǳȅǎ ŀǊŜ 

here and by clicking the Contact Support ƭƛƴƪΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ƴŜǿ ŜƳŀƛƭ ǿƛǘƘ ǘƘŜ ŀŘŘǊŜǎǎ ŘŜǘŀƛƭǎ 

already pre-ǇƻǇǳƭŀǘŜŘΦ  ¢ȅǇŜ ȅƻǳǊ ǉǳŜǊȅ ƻǊ ǉǳŜǎǘƛƻƴΣ Ƙƛǘ ǎŜƴŘ ŀƴŘ ǿŜΩƭƭ ƎŜǘ ōack to you ASAP. 

 

Our target response to emails is next business day; we do aim for a same day initial 
response but at busy periods this is not always possible. 

 

 

Our developers are hard at work making sure file@home ƛǎ ōǳƎ ŦǊŜŜ ŀƴŘ Ŝŀǎȅ ǘƻ ǳǎŜΣ ōǳǘ ǘƘŀǘΩs no 

good if you have to keep visiting our web site to see if there are any new versions of the program 

to download.  This is where Check for Updates comes in.  If you have an internet connection, 

clicking this link will start the Checking for Updates process. 

 

The penultimate item in the Help menu 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 licensŜΣ ǘƘŜ ƭƛŎŜƴǎŜ ǎŎǊŜŜƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ά9ǾŀƭǳŀǘƛƻƴέΣ ǿƘŜƴ ǘƘŜ ǇǊƻƎǊŀƳ Ƙŀǎ ōŜŜƴ 

registered, you will see a screen similar to the one shown below.  When you purchase a license 

for file@homeΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ update your license information to remove the evaluation 

restriction. 

 

http://www.foxitsoftware.com/pdf/reader/down_reader.htm
http://www.myhomefiling.com/
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And finally from the Help menu; the obligatory About item.  Clicking this item displays the About 

screen ǿƘƛŎƘ ƛǎ ǿƘŜǊŜ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ ǇǊƻƎǊŀƳ ǾŜǊǎƛƻƴ ƴǳƳōŜǊ όƛŦ ƻǳǊ ƘŀǇǇȅ ǎǳǇǇƻǊǘ ŎƘŀǇǇȅΩǎ 

request it from you). 

 

The Toolbar  

 

 
 

The file@home ǘƻƻƭōŀǊ ǎŜǊǾŜǎ ǘǿƻ ǇǳǊǇƻǎŜǎΤ ŦƛǊǎǘƭȅ ƛǘΩǎ ƘƻƳŜ ǘƻ ǘƘŜ ƭŀǊƎŜ ǎƘƻǊǘŎǳǘ ōǳǘǘƻƴ Add a 

Document, which does the same job as if you were to click the item in the File menu which shares 

the same name ς the reason iǘΩǎ ƘŜǊŜ ǘƻ ƛǎ ǘƘŀǘ ƛǘΩǎ ǉǳƛŎƪŜǊ ŦƻǊ ȅƻǳ ς 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 ς ǎƻ ƛŦ ȅƻǳΩǊŜ ƘŀǾƛƴƎ ǘǊƻǳōƭŜ ƭƻŎŀǘƛƴƎ ȅƻǳǊ ŘƻŎǳƳŜƴǘΣ ƧǳƳǇ ǘƻ 

that chapter now.  

 

The Vault  

The vault is the part of the program that stores your documents.   
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The vault lives at the heart of the file@home document filing concept ς 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 youΩƭl find the list of folders.   

 

Because the list of cabinets and folders is pre-defined, it means file@home is extremely easy to 

ǳǎŜΦ  ¸ƻǳ ƳŀƪŜ ǘƘŜ ŎƘƻƛŎŜ ƻŦ ǿƘŜǊŜ ǎƻƳŜǘƘƛƴƎ ǎƘƻǳƭŘ ōŜ ŦƛƭŜŘΣ ŀƴŘ ǘƘŀǘΩǎ ƛǘΦ  hƴŎŜ ǿŜ ƎŜǘ ǘƻ ǘƘŜ 

chapter on Filing Your DocumentsΣ ȅƻǳΩƭƭ ǎŜŜ ǿƘŀǘ ǿŜ ƳŜŀƴ ōȅ ŜŀǎŜ ƻŦ ǳǎŜΗ 

 

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.   

 

¢ƘŜ ±ŀǳƭǘ ƘƛŘŜǎ ŀ ƭƻǘ ƻŦ ǇƻǿŜǊŦǳƭ ŦŜŀǘǳǊŜǎ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ǳǎŜ ǳƴǘƛƭ ȅƻǳΩǾŜ filed 
some of your documents.  You can find out about these features by reading through the 
Hints and Tips chapter though. 

 

The Viewer  

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. TIF, JPG, GIF etc; Office i.e. Word, Excel, PowerPoint; Web 

i.e. Web Pages and finally Text. 

 

Image View 

Image view is a powerful image viewer supporting over 25 different image formats including 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.   

 

 
 

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. 
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By pressing and holding the downward facing arrows of the rotation buttons, it is possible to 

rotate all pages in the current batch. 

 

 
 

 
 

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.   

 

 
 

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 

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 one of 
the features automatically turns off a feature that was selected previous.  To return a 
document preview to its original size, select Fit 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 

ŘƻŎǳƳŜƴǘ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ άƳƛƴƛέ ǾŜǊǎƛon of the Microsoft program actually within file@home.   
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You can make changes to these documents as though you were editing them directly within the 

program that created them. 
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Filing Your Documents  

Its all well and good describing the features ƻŦ ǘƘŜ ǇǊƻƎǊŀƳ ƛƴ ƎǊŜŀǘ ŘŜǘŀƛƭΣ ōǳǘ ǿŜ ŀƭƭ ƪƴƻǿ ǿƘŀǘΩǎ 

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. 

 

LŦ ȅƻǳΩǾŜ ōŜŜƴ ǊŜŀŘƛƴƎ ŦǊƻƳ ǘƘŜ ǎǘŀǊǘ όƻǊ ƛŦ ȅƻǳ ƘŀǾŜƴΩǘ ōǳǘ ȅƻǳΩǾŜ ƘŀŘ ŀ ƭƻƻƪ ŀǊƻǳƴŘ ǘƘŜ ǇǊƻƎǊŀƳ 

ŀƭǊŜŀŘȅύ ȅƻǳΩƭƭ ƪƴƻǿ ŀōƻǳǘ !ŘŘ ŀ 5ƻŎǳƳŜƴǘ ς 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 ς because you can actually file another way ς but to 

ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜŀŘ ƘŜǊŜ ŦƛǊǎǘΣ ŎƭŜŀǊΚ /ǊȅǎǘŀƭΚ DǊŜŀǘΦΦΦ ǊŜŀŘ ƻƴΗύ 

 

Cabinets, Folders and Filing  

.ŜŦƻǊŜ ȅƻǳ ǊŜŀŘ ƻƴΣ ƳŀƪŜ ǎǳǊŜ ȅƻǳΩǾŜ Ǝƻǘ file@home started.  It is?  Brilliant.  CƭƛŎƪ ƻƴ ǘƘŜ ƭƛǘǘƭŜ ΨҌΩ 

signs in vault, next to this  ƛŎƻƴ όǘƘŜǎŜ ŀǊŜ ŎŀōƛƴŜǘǎ ƛŦ ȅƻǳ ŘƻƴΩǘ ŀƭǊŜŀŘȅ ƪƴƻǿύΦ  !ǎ ȅƻǳΩƭƭ ǎŜŜΣ 

each cabinet expands to show a list of folders (  ) and when you start to file your documents, 

ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŎƭƛŎƪ ǘƘŜ ƭƛǘǘƭŜ ΨҌΩ ǎƛƎƴǎ ǘƘŀǘ ǿƛƭƭ ŀǇǇŜŀǊ ƴŜȄǘ ǘƻ ǘƘŜ ŦƻƭŘŜǊǎ ŀƴŘ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ 

see the list of documents within each folder. 

 

bƻǿ ȅƻǳΩǊŜ ǇǊƻōŀōƭȅ ǿƻƴŘŜǊƛƴƎ ǿƘȅ ǿŜΩǾŜ ōǳƛƭǘ file@home this way?  Why is it all pre-defined?  

²ŜƭƭΣ ǿŜΩǾŜ ŘǊŀǿƴ ƻƴ ƻǳǊ ȅŜŀǊǎ ƻŦ ŜȄǇŜǊƛŜƴŎŜ ǿƻǊƪƛƴƎ ǿƛǘƘ ōǳǎƛƴŜǎǎŜǎ ŀƴŘ ǘƘŜ ōƛƎƎŜǎǘ ǇǊƻōƭŜƳ 

ǘƘŜȅΩǾŜ ŀƭƭ ŦŀŎŜŘ ƛǎ ƎŜǘǘƛƴƎ ǎǘŀǊǘŜŘ ς ƻƴŎŜ ǘƘŜȅΩǊŜ ǳǇ ŀƴŘ ǊǳƴƴƛƴƎΣ ǘƘŜǊŜ ŀǊŜ ƴƻ ǊŜŀƭ ǇǊƻōƭŜƳǎ ōǳǘ 

deŎƛŘƛƴƎ ƻƴ ǿƘŀǘ ŀ ŘƻŎǳƳŜƴǘ ǎƘƻǳƭŘ ōŜ ŦƛƭŜŘ ŀǎ ŎŀǳǎŜΩǎ ǳƴǘƻƭŘ ƘŀǎǎƭŜΦ 

 

{ƻ ƛǘΩǎ ǇǳǊŜƭȅ ŀƴ ŜŀǎŜ ƻŦ ǳǎŜ ŦŀŎǘƻǊ ς 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. 

 

The full list of cabinets and folders can be viewed in the appendix. 

 

Easy as 1, 2, 3, 4 (and a little bit)  

You can file existing (electronic) documents or you can use your scanner to convert your paper 

documents into electronic files.  Whichever option you dŜŎƛŘŜ ǳǇƻƴΣ ǘƘŜǊŜΩǎ ŀ ŦǊƛŜƴŘƭȅ ǿƛȊŀǊŘ ǘƻ 

guide you through, so without further ado ς lets file: 
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1. From the Toolbar, click Add a Document (or you could select Add a Document from the 

File menu) 

 

 
 

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 ȅƻǳΩƭƭ ōŜ ŦƛƭƛƴƎ ŜȄƛǎǘƛƴƎΣ ŜƭŜŎǘronic documents, select the second 

ƻǇǘƛƻƴΦ  hƴŎŜ ȅƻǳΩǊŜ ŘƻƴŜΣ ŎƭƛŎƪ Next 

 

 
 

LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ŘƻŎǳƳŜƴǘ ǎŎŀƴƴŜǊ ŀǘǘŀŎƘŜŘ ǘƻ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ 
able to select the first option as it will be disabled. 

 

3. bƻǿ ȅƻǳΩƭƭ ōŜ ŀǘ ǘƘŜ ǎŜŎƻƴŘ ǎǘŜǇ ƻŦ ǘƘŜ ǿƛȊŀǊŘΦ  LǘΩǎ ƘŜǊŜ ȅƻǳ ƎŜǘ ǘƻ ŘŜŎƛŘŜ ǿƘƛŎƘ 

cabinet and folder the document belongs in.  Select your cabinet (left column) and 

folder (right column) and click Next to continue 

 

 



 

 

15 file@home 

User Guide - Page 15 of 43 

 

 
 

4. As you 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 ŀ ǊŜƳƛƴŘŜǊ ŦƻǊ ǘƘŜ ŘƻŎǳƳŜƴǘ ȅƻǳΩǊŜ 

ŦƛƭƛƴƎΦ  ²ƘŜƴ ȅƻǳΩǊŜ ǎŜǘΣ ŎƭƛŎƪ Next to continue 
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5. What happens next depends on the option you selected in the first step of the wizard 

 

 If you selected 

 

a. The document I am going to add to the vault is a paper copy and I 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 Yes then 

ȅƻǳΩƭƭ 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. 

 

 
 

This process of looping ŀǊƻǳƴŘ ǘƻ ΨŀǇǇŜƴŘΩ ǇŀƎŜǎ ŀǊƛǎŜǎ ǿƘŜƴ ȅƻǳ ƻƴƭȅ 
have a single page (flat bed) scanner to work with and you have a multi-
page document that you need to scan. 

 

 

If you selected  

 

b. L ǿƛƭƭ ƴŜŜŘ ǘƻ ōǊƻǿǎŜ Ψaȅ 5ƻŎǳƳŜƴǘǎΩ ǘƻ ŦƛƴŘ ǘƘŜ ŘƻŎǳƳŜƴǘ L ǿƛǎƘ ǘƻ ŀŘŘ ǘƻ 

the vault as it is already an electronic copy 

¸ƻǳΩƭƭ ǎŜŜ ŀ ǎŎǊŜŜƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ōǊƻǿǎŜ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ 

document that you wish to add to your vault. 

 

The types of electronic files that can be added to the file@home vault 
depend on the programs you already have installed on your computer.  As 
standard you will be able to add image (JPG, GIF, TIF etc), text (TXT, LOG 
etc) and web (HTML, XML etc).  If you have Microsoft Office installed, you 
will also be able to add Word, Excel and PowerPoint documents to. 



 

 

17 file@home 

User Guide - Page 17 of 43 

 

 

 
 

When you have selected your document, click Open to move to the final stage 

of the wizard 

 

6. ¢ƘŜ Ŧƛƴŀƭ ǎǘŀƎŜ ƻŦ ǘƘŜ ǿƛȊŀǊŘ ƛǎ Ŧǳƭƭȅ ŀǳǘƻƳŀǘŜŘΦ  hƴŎŜ ȅƻǳΩǾŜ ǘƻƭŘ ǘƘŜ ǇǊƻƎǊŀƳ ǿƘŀǘ 

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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Creating the searchable text information is how file@home can find your 
documents when you attempt to locate them.  How fast this completes depends 
on a number of influences, including the speed of your computer processor, the 
available random access memory (RAM), the number of pages and the page 
density i.e. how many words on a page.   
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Locating Your Documents  

¸ƻǳΩƭƭ ōŜ ƎƭŀŘ ǘƻ ƪƴƻǿ ǘƘŀǘ ƭƻŎŀǘƛƴƎ ȅƻǳǊ ŘƻŎǳƳŜƴǘǎ ƛƴ ǘƘŜ file@home vault is even easier than 

actually adding them!  You can do things the old fashioned way and flick through every document 

ƛƴ ŜǾŜǊȅ ŎŀōƛƴŜǘ ōǳǘ ŀύ ǿŜ ǿƻǳƭŘƴΩǘ ōŜ ǘƘŀǘ ƳŜŀƴ ŀƴŘ ōύ ƛǘ ŘƻŜǎƴΩǘ ǊŜŀƭƭȅ ƳŀƪŜ the product very 

useful.   

 

So what have we done?  Well, wŜΩǾŜ ŜǉǳƛǇǇŜŘ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛǘƘ ŀ ǇƻǿŜǊŦǳƭ ǎŜŀǊŎƘ ŜƴƎƛƴŜΣ ǘƘŀǘΩǎ 

all wrapped up in a nice, easy to use toolbar όŀǊŜƴΩǘ ǿŜ ǘƘŜ ƴƛŎŜ ƻƴŜǎΚΗύ and for those of you who 

require a little more control, we have a more advanced search option just a few clicks away. 

 

Regardless of which type of search you use/prefer, if you need to start over and set the 

vault back to its initial state, you click the  button which is located to the right of 
the Search button. 

 

hōǾƛƻǳǎƭȅΣ ƛŦ ȅƻǳ ƘŀǾŜƴΩǘ ŀŘŘŜŘ ŀƴȅ ŘƻŎǳƳŜƴǘǎ ǘƻ ǘƘŜ ǾŀǳƭǘΣ ǘƘŜƴ ƴƻ ŀƳƻǳƴǘ ƻŦ ǘŜŎƘƴƻƭƻƎȅ ǿƛll 

ŦƛƴŘ ŀƴȅǘƘƛƴƎΦ  {ƻ ƛŦ ȅƻǳ ŦƛƴŘ ȅƻǳǊǎŜƭŦ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ŀƴŘ ȅƻǳ ƘŀǾŜƴΩǘ ŀŘŘŜŘ ŀƴȅ ŘƻŎǳƳŜƴǘǎ ǘƻ 

your vault, then jump back to the chapter on Filing Your Documents before coming back here. 

Quick Search 

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, ǿŜΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ƛǘ ǎǘŜǇ ōȅ ǎǘŜǇΥ 

 

1. Start file@home όƛŦ ƛǘΩǎ ƴƻǘ ŀƭǊŜŀŘȅ ǊǳƴƴƛƴƎύ ŀƴŘ ŜƴǘŜǊ ŀ ǎŜŀǊŎƘ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ into the 

Search For text field and press the Enter key 

 

 
 

!ƴŘ ǘƘŜǊŜ ǿŜ ƘŀǾŜ ƛǘΗ  ¸ƻǳΩǾŜ Ƨǳǎǘ ǎŜŀǊŎƘŜŘ ȅƻǳǊ file@home vault.  Ok, we could have stretched 

that out to another step my saying click the Search button ς but there really is no need. 

 

Refining (Only Slightly) 

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 



 

 

20 file@home 

User Guide - Page 20 of 43 

 

can restrict your results to a specific cabinet.  This adds just a single step to the previous example, 

ǎƻ ƛŦ ȅƻǳΩǊŜ ǎƛǘǘƛƴƎ ǘƛƎƘǘ ŀƴŘ ǊŀǊƛƴƎ ǘƻ ƎƻΣ ǿŜΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ƛǘ ƴƻǿ ǘƻƎŜǘƘŜǊΥ 

 

1. Start file@home όƛŦ ƛǘΩǎ ƴƻǘ ŀƭǊŜŀŘȅ ǊǳƴƴƛƴƎύ ŀƴŘ ŜƴǘŜǊ ŀ ǎŜŀǊŎƘ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ƛƴǘƻ ǘƘŜ 

Search For text field  

 

 
 

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

 

 
 

3. Click the Search button 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 

ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ƴŜŜŘ ŜŀǎƛƭȅΦ  bƻǿ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻǘŀƭ ŎƻƴǘǊƻƭ ƻǾŜǊ ȅƻǳǊ ǎŜŀǊŎƘƛƴƎΣ ǿŜƭƭΣ ǘƘŀǘΩǎ ŀ 

ŘƛŦŦŜǊŜƴǘ ǎǘƻǊȅΣ ǎƻ ȅƻǳΩƭƭ need the advanced search which is covered in detail next. 

 

Advanced Search 

!ŘǾŀƴŎŜŘ ǎŜŀǊŎƘ ǎƘƻǳƭŘ ǊŜŀƭƭȅ ōŜ ŎƻƴǎƛŘŜǊŜŘ ŀǎ ƎǊŀƴǳƭŀǊ ǎŜŀǊŎƘ όōǳǘ ǎŜŜƛƴƎ ŀǎ ǘƘƛǎ ŘƻŜǎƴΩǘ ǎƻǳƴŘ 

ǎƻ ŎƻƻƭΣ ǿŜΩǊŜ ǊǳƴƴƛƴƎ ǿƛǘƘ ǘƘŜ άŀŘǾŀƴŎŜŘέ ǘƘŜƳŜύΦ  Why?  Because advanced search allows you 

to apply more control to the program and restrict what it can search on.  For example, when 

ȅƻǳΩǾŜ ōŜŜƴ ǳǎƛƴƎ 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. 

 

 

 

 

 

 
















































