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Getting Started

Step 1: Start Your Free Trial

Visit bookkeeping-ocr.com and navigate to the Pricing page. Click Start Free Trial to begin your

30-day free trial — no credit card required.

• All features are included during the free trial period.

• Trial expires after 30 days; purchase a license to continue.

Step 2: Request Your Download Link

On the download page, enter your email address, select your operating system, then click Send Me the

Download Link.

• macOS 10.13 (High Sierra) or later

• Windows 10 (build 1909) or later

The screen will update to confirm that the email has been sent. The link is valid for 24 hours and can

only be used once.
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Step 3: Check Your Email

An email confirmation will appear on-screen once the link has been sent. Check your inbox for the

download link email from Bookkeeping OCR.
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Step 4: Download and Install

The download email will arrive within a few minutes and contains a download link. Click the link to start

the download.

For macOS:
• Open your Downloads folder.

• Double-click Bookkeeping_OCR_v1.0.0.dmg.

• Drag the Bookkeeping-OCR icon to your Applications folder.

• Eject the DMG when the copy is complete.

• Open Launchpad — the icon will appear alphabetically in your application list.

For Windows:
• Open your Downloads folder.

• Double-click Bookkeeping_OCR_v1.0.0.exe.

• If prompted by Windows security, click More Info → Run Anyway.

• Follow the on-screen prompts to complete installation.

• A new icon will appear on your desktop once installation is complete.
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Step 5: Welcome Screen

When you open the application for the first time you will be presented with a welcome screen that

briefly describes what you can do.

• Scroll to the bottom of the welcome screen to find a checkbox that suppresses the welcome screen

on future launches.

• You can always return to this information via the Help menu.
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Security Cover Screen

Click Bookkeeping-OCR in the upper left-hand corner of the application to activate the security cover

screen. The cover screen hides all financial data for privacy in shared environments.

• Click anywhere on the cover screen to return to where you were.

• Or click any menu item to navigate directly to that section.

Tip: Use the security cover screen whenever you need to step away from your computer and want to quickly hide
your financial data.
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Dashboard

The Dashboard provides an at-a-glance financial snapshot. Filter by year or month using the controls in

the upper right.

Charts & Visualizations
• Monthly Trend chart: Expense vs. Revenue line graph over time.

• Revenue Pie Chart: Breakdown by Category, Product, Client, Payment Method, or Project.

• Expense Pie Chart: Breakdown by Vendor, Payment Method, Category, or Project.
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Expense Management

The Expense module contains four tabs: OCR Processing, Receipt Review, Manual Expense,

Search/Edit, and Add Return.

OCR Processing — Uploading Receipts

Step 1: Click Upload
From the OCR Processing tab, click the Upload button. An 'Upload Receipts' dialog will appear

showing your current folder location.

Step 2: Change Folder
If needed, create a folder to hold your receipt images, then click Change Folder to point the application

to that folder.
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Step 3: Choose Your Receipts Folder
A folder picker dialog will open. Navigate to the folder that contains your receipt images and click

Choose.

Step 4: Click Upload Receipts
Once the correct folder is selected, click Upload Receipts. The application accepts .png, .jpg, .jpeg,

and .pdf receipt files.
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Upload Complete — Receipts Loaded
After upload, receipts are copied into the application's internal receipt folder and each file is renamed to

a standardized timestamp format (YYYYMMDDMMSS). An 'Upload Complete' dialog confirms the

number of receipts processed.

Handling Duplicate Receipts
If receipts are re-uploaded by mistake, the application detects duplicates, marks them accordingly, and

moves them to a Duplicates folder inside the user's receipt processing folder. To intentionally reprocess

a receipt, rename the original file before re-uploading.
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OCR Processing — Running OCR

Step 1: Click Run OCR
After uploading receipts, click the Run OCR button. A confirmation dialog will appear asking you to

confirm processing.

Step 2: Confirm and Process
Click Run OCR in the confirmation dialog to begin processing all new receipt images. The OCR engine

reads each receipt and extracts Vendor, Total Amount, and Date. Accuracy depends on the clarity and

format of the receipt.
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Processing Complete
A progress bar displays as receipts are processed. When complete, the status shows 'Complete' and

receipts move to the Receipt Review queue. The receipt image is always attached to the review screen

so you can verify and correct any OCR-extracted data.
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OCR Processing — Receipt Image Maintenance

Viewing Receipt Images
Click any row in the Receipt Image Maintenance list to preview the receipt image in the panel on the

right. The list shows all uploaded receipts with their processing status.

Status Columns Explained
• OCR Processed — Y: Receipt has been through Run OCR and is waiting in Receipt Review.

• OCR Processed — N: Image has been uploaded but not yet processed through Run OCR.

• OCR Processed — U: Receipt is corrupted or unreadable by the OCR engine.

• Expense Completed — Y: Receipt has been reviewed and saved as a database record.

• Expense Completed — N: Receipt is in Receipt Review awaiting completion.
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Deleting Receipt Records
Check the checkbox on any row to select it for deletion. The Delete Selected button will activate and

show the count of records to be deleted.

Important: If Expense Completed = N, only the image and OCR data are deleted. If Expense Completed = Y, the
complete database record and image are deleted.
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Receipt Review

Overview
Receipts are presented in order of processing. The receipt image is displayed on the left for reference.

Fields pre-populated by OCR can be corrected as needed.

• Use the Select Receipt dropdown to jump to any pending receipt.

• Tabbing moves through fields left-to-right, top-to-bottom, then back to Vendor.

• Use arrow keys for dropdown navigation; press Enter to select.

Windows date field: use arrow keys to move between day/month/year fields to avoid the calendar dropdown. On
Mac, clicking the date field opens a calendar picker.
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Required Fields and Line Item Splits
Fields marked with an asterisk (*) are mandatory. Images can be zoomed for better viewing.

• Every receipt requires at least one line item split.

• Click + Add Line to add additional lines for splitting a receipt across multiple categories, projects,

or amounts.

• The Sum indicator shows the remaining amount yet to be allocated.

• Mouse over any Notes field to see the full note stored.

• Uncheck a line item's checkbox to exclude it from processing.
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Delete Line Items and Allocate Remaining
To delete a line item: click on any row inside the line item splits form (not the checkbox). The row will

highlight and the Delete Selected button will turn red, showing a count of rows selected.

Click Allocate Remaining at any time to automatically fill the remaining balance into the current line

item Amount field.

• Clicking Allocate Remaining a second time saves the receipt if all required fields are populated.

• If Sales Tax is populated, allocation = Total Amount minus Sales Tax.

• With multiple empty Amount fields, the remaining balance is divided equally.

• With only one empty Amount field, the full remaining balance goes there.

Bookkeeping-OCR User Guide Page 22



Allocate Remaining via Keyboard
The Allocate Remaining functionality is also available directly from the Amount field: press Enter while

in the Amount field to trigger allocation. Press Enter a second time to save the record if all required

fields are complete.

Saving the Receipt
A yellow indicator box near the bottom of the screen lists any remaining required fields. The Save /

Process button turns green when all required fields are complete — you cannot save until all

requirements are met.
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Manual Expense Entry

The Manual Expense tab allows you to enter an expense without a receipt image. All fields,

dropdowns, line item splits, and Allocate Remaining functionality work identically to Receipt Review.

• Vendor, Total Amount, Payment Method, and Receipt Date are required.

• At least one Category, Project, and Amount line item split is required.

• Click Save Manual Expense when all required fields are complete.
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Search & Edit Expenses

Filtering Receipts
The Search/Edit tab displays all saved expense records and provides powerful filtering. Filter fields

include Vendor, Category, Project, Payment Method, Source, Date Range, Amount Range, and Notes

search.

• Tabbing moves through filter fields left-to-right, then down.

• Filters are dynamic — the list updates as each field is populated.

• Press Esc at any time to clear all active filters.
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Saved Filters and Reports
After creating a filter, click Save Filter to name and save it for future use. Saved filters appear in the

dropdown for quick reuse. Any filter can be exported to Excel or printed as a formatted PDF report

using the Generate Report options.

• Column headers sort records A→Z, Z→A, or low-to-high / high-to-low.

• Click any row to highlight it and activate the Delete button.

• The Delete button shows how many rows are selected for deletion.
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Editing an Expense Record
Click the Edit button on any line item to open the Edit Receipt screen. All fields work the same as

Receipt Review: dropdowns, calendars, line item splits, and Allocate Remaining.
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Add Return

The Add Return tab records expense returns or refunds. Fields work identically to Manual Expense

Entry — all amounts are entered as positive numbers but are stored in the database as negative

values.

• Vendor, Receipt Date, and Payment Method are required.

• Return Total must be a positive number greater than zero.

• At least one Category and Amount line item split is required.
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Revenue Management

The Revenue module contains three tabs: Add Revenue, Search/Edit, and Refund.

Add Revenue

The Add Revenue tab allows you to log income. Fields work similarly to Manual Expense Entry with

some key differences specific to revenue records.

• Assign a Client instead of a vendor (Client field searches your Client Directory).

• Select a Revenue Category instead of an expense category.

• Select a Product for each line item split; Project is optional.

• Payment Method, Total Revenue, and at least one line item with Revenue Category, Product, and

Amount are required.

• Line item splits and Allocate Remaining work the same as in Expense.
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Search & Edit Revenue

The Search/Edit tab for Revenue works similarly to the Expense Search/Edit tab. Filter by Client,

Revenue Category, Product, Payment Method, Project, Date Range, Amount Range, and Notes.

• Filters are dynamic and update the list as you type.

• Saved filters can be created, reused, and deleted.

• Any filter can be exported to Excel or printed as a formatted report.

• Click any row to highlight it and activate the Delete button.
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Editing a Revenue Record
Click the Edit button on any revenue line item to open the Edit Revenue screen. All fields are editable.

Click Save Changes when done.

Deleting Revenue Records
To delete a revenue record, click on the row to highlight it, then click the Delete Selected button. A

'Confirm Deletion' warning will appear before the record is permanently removed.
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Revenue Refund

The Refund tab records revenue refunds or returns. All amounts are entered as positive numbers but

stored as negative values. Fields work identically to Add Revenue.

• Client, Payment Method, and Total Refund are required.

• Revenue Category, Product, and Amount are required per line item.
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Reports

The Report Center provides printable formatted reports and CSV data exports. Filter by Year and

Month using the controls at the top.

Printable Reports

Select any report from the left panel to preview it. Click Print / Save PDF to save or print the formatted

report.

• P&L; Summary — Revenue vs. Expenses by month.

• Expenses by Category — Category totals and percentages.

• Expenses by Project — Project cost breakdown.

• Expenses by Vendor — Vendor spend and receipt count.

• Expenses by Payment Method — Spend breakdown by how paid.

• Revenue by Category — Revenue totals per category.

• Revenue by Product — Which products drive revenue.

• Revenue by Client — Per-client revenue totals.

• Tax Paid (Expenses) — Tax paid by vendor and category.

• Tax Collected (Revenue) — Tax collected by client.
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CSV Data Exports

CSV exports provide raw data for use in Excel or other applications. When you click a CSV export, a

'Save File As' dialog appears. Choose a location, change the filename if desired, and save.

• Receipt Detail — All receipts with line item detail, one row per line.

• Revenue Entries — All revenue with client and product detail.

• P&L; by Month — Month, revenue, expenses, net.

• Tax Summary — Tax paid and collected combined.

• Complete Database Export — All tables, one sheet each (.xlsx).
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Client Directory

The Client Directory stores client and customer information used in revenue records. Filter the list by

Active Only, Inactive Only, or All Statuses.

Adding a Client

Click into the header form to add a new client. First Name and Last Name are the only required fields.

Optional fields include: Email, Phone, Company, Company Email, Company Phone, City, State, Postal

Code, Address, Default Payment Terms, Tax Exempt status, and Notes.

• Click Save Client to add the client to the directory.
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Editing a Client

Click the Edit button next to any client in the list. The client's information populates the header fields

where any detail can be updated. Click Save Client to save changes.

Deactivating and Reactivating a Client

Click the Deactivate button next to any active client. A confirmation message appears in the upper

right-hand corner. The button changes to Reactivate for that client.

• Deactivated clients remain in the database but are hidden from active lists.

• Click Reactivate to restore a client to active status.
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Admin Actions — Category Maintenance

Admin Actions is accessed from the Admin Actions menu item. It contains tabs for maintaining all

dropdown field data used throughout the application.

Category Tabs Overview

Individual tabs provide maintenance for each dropdown category type:

• Expense Categories

• Payment Methods

• Products

• Projects

• Revenue Categories

• Vendors (covered in the next section)

Adding a New Item
Type the new item name into the field to the left of the Add button, then click Add.
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Editing an Existing Item
Click the Edit button next to any item. The line becomes highlighted and editable. Make your changes

and click Save.

Deleting an Item
Click the Delete button next to any item. A 'Confirm Deletion' pop-out will appear, asking you to confirm

before permanently removing the item.
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Admin Actions — Vendors & Patterns

Vendor Field — Add and Filter

The Vendors tab is where you add, search, and manage vendors for OCR matching. As you type in the

Vendor field, the list below filters to matching vendors.

• If no list appears below, the vendor is new and will be added to the list upon saving.

• Tabbing away from the Vendor field triggers a warning if the vendor is new — it will be added to the

list upon saving.
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What Is a Vendor Pattern?

The OCR process often has difficulty identifying vendor names because it relies on the first line of a

receipt, which can be inconsistent. Vendor Patterns solve this by matching a persistent text string found

on a vendor's receipts.

Example: On a Home Depot receipt, 'Home Depot' may appear as a logo image that the OCR engine

cannot read, but it consistently picks up the text 'how doers'. By adding 'Home Depot' as the vendor and

'how doers' as the pattern, the application will correctly identify the vendor as Home Depot. Note: the

OCR process also uses the vendor name itself as a match — so both the vendor name and any

associated patterns are used together during matching.
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Pattern Field — Add Patterns

As you type in the Pattern field, the list below will filter. If the list is blank, the pattern is new.

• Make sure a Vendor is entered in the Vendor field before saving a pattern.

• Upon saving, the pattern is matched to that vendor and both will be used in OCR matching.

Manage Vendor Field
The Manage Vendor field on the right side of the tab is used to edit a vendor name or delete a vendor

from the list. Deleting a vendor also deletes all patterns associated with that vendor.
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Patterns List — View, Edit, and Delete

The list at the bottom shows all vendors and their associated patterns. Use the Vendor field and/or

Pattern field to filter the list.

• Click Edit next to a pattern to highlight it and make it editable. Click Save when done.

• Click Delete next to a pattern to remove only that specific pattern from that vendor.

Pattern Deletion Confirmation
When deleting a pattern, a secondary warning is displayed confirming you are about to delete that

specific pattern before it is removed.

Bookkeeping-OCR User Guide Page 47



Bookkeeping-OCR User Guide Page 48



Admin Actions — Backup & Restore

The Backup & Restore tab allows you to protect your financial data with manual backups and restore

from previous backups when needed.

Backup

Step 1: Set Backup Location
Click the Change Location button to set the folder where your backups will be saved. The current

default location is displayed on screen.
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Step 2: Select Backup Destination Folder
A folder picker dialog opens. Navigate to your desired backup destination and click Choose.

Step 3: Click Backup Now
Click the Backup Now button to open the Create Backup dialog. The default backup location is

pre-filled with your chosen destination.
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Step 4: Create Backup — Choose Files
The Create Backup dialog lists all available data components to include. The License File is always

backed up and cannot be deselected. You can re-choose the destination folder here if needed.

• Database (bookkeeping.db)

• Receipt Images (receipts_raw/)

• Work Images (work_images/)

• Staging Excel (receipts_output.xlsx)

• Vendor Configuration (vendors.csv)

• License File (activation.lic) — always included

Click Create Backup to start the backup process.
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Backup Complete
A progress bar tracks the backup through completion. When finished, a 'Backup Created Successfully!'

message is displayed.

Safety Backups

Safety Backups are created automatically before every restore operation. This is a precautionary

measure to protect your data in case the desired backup fails or was corrupted.

• Click View Safety Backups from the Backup & Restore tab to manage safety backups.

• Click Open Folder to navigate to the safety backup storage location.
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Deleting Safety Backups
Check the boxes next to safety backups you want to delete. The Delete Selected button will turn red

and show the count of selected backups.

Safety Backup Deletion Confirmation
A 'Confirm Deletion' pop-out will appear before any safety backups are permanently deleted, helping to

reduce the risk of accidental deletion.
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Restore from Backup

Step 1: Click Restore from Backup
From the Backup & Restore tab, click the Restore from Backup button.

Step 2: Select Backup File
A 'Select Backup File to Restore' file picker opens at your configured backup location. Choose the

backup ZIP file you want to restore.

Bookkeeping-OCR User Guide Page 57



Bookkeeping-OCR User Guide Page 58



Step 3: Choose Files to Restore
A 'Restore from Backup' dialog lists the available files and folders in the selected backup. Check or

uncheck items to restore. Work Images and License File are required application files — they are

selected by default and cannot be deselected.

Warning: Restore will overwrite selected data. A safety backup is created automatically before the restore begins.
Close all other application windows before continuing.

• Click Restore Selected Files to start the restore process.
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Restore Complete
A progress bar tracks the restore through completion. When finished, a 'Restore Completed

Successfully!' confirmation is displayed.
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Activation

After your 30-day free trial, purchase a full license to continue using Bookkeeping-OCR. The license is

a one-time purchase — no subscriptions, no renewals.

Step 1: Purchase on the Website

Go to bookkeeping-ocr.com and navigate to the Pricing page. Click Buy Now to start your purchase

at the introductory offer price.
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Step 2: Complete Payment

Payment is processed securely through Stripe. Multiple payment options are available:

• Credit or debit card (Visa, Mastercard, Amex, and more)

• Affirm

• Cash App Pay

• Klarna

• Bank transfer

• Pay with Link (for faster checkout)

• Amazon Pay
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Step 3: Receive Your License Key

After purchase, an email will be sent to you with your license key. Store the license key in a safe place

— this email is your only document containing it.

Step 4: Activate in the Application

Open the application, go to Admin Actions, and click the Activation tab. Enter your license key in the

Activation field and click Activate.

• Your app will unlock instantly — no file download required.
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Check for Updates

After activation, use the Check for Updates button on the Activation tab to compare your current

version with the latest available version on the website.

This is the only internet connection the application makes — all your financial data stays private on your

own computer.

• If an update is available, you will be directed to download it.

• If you are on the latest version, a confirmation message is displayed.
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