DOCUMENT SCANNING & FILING TEMPLATES

File naming convention

Part Format

Date YYYY-MM-DD

Category Short word

Who / what Name or supplier

Detail Optional

Full name date_category_who_detail.pdf

Use lowercase and hyphens; avoid spaces and special characters.

Notes

Kerioshop.com - Personal and small-business use; please do not resell or share the files.

Example
2026-03-14
receipt
grand-hotel

room-and-meals

2026-03-14_receipt_grand-hotel_room
-and-meals.pdf



