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Using DocStore: 
 

 
 
Purpose:    DocStore is a robust document storage solution that integrates with the Suburban  

         Software Systems Propane application.      

 

Access to DocStore: 

1. To access DocStore, click on Customer Inquiry located in the bottom right corner 

of the window in Suburban. It doesn’t matter what customer you pull up. 

2. The DocStore button is located at the bottom of the window: 

 

**NOTE: IF the button is not enabled, please contact Suburban Software 

Systems for assistance.** 

   



Managing Categories: 

1.  To make changes to the categories click on the Manage Categories icon at the top 

of the page.

 

 

2. Click on the company you wish to change. 

            

  



3. To change the name of a category double click and highlight the field and type in 

a new name. 

            

4. To activate or deactivate a category click on the button to the right.

 
***Note: Once you deactivate a category, it can be searched but you cannot 

add new search keys*** 



5. To add a new category scroll to the bottom of the list and type in the category 

name. 

                

6. When you have finished making changes click save.

 

  



Adding Files: 

1. Choose company from the drop down menu: 

 
 

2. Click on add file: 

 
 

 

 

 

 

 

 

 

 



3. Choose which way you want to add your file:import or scan:  

 
 

Import: Allows you to import documents located on your computer 

Scan: Allows you to scan documents directly into DocStore. 

 

  



Importing Documents: 

 
1. Choose the file you want to add: 

 
 

2. You may choose multiple files by holding the Control button down on your 

keyboard while you click on the files you want to add: 

 
 

 

 



3. Choose the category you want to add the file under.  You may choose 1 

category or multiple categories:

 

 
 

 

 

 

 

 



4. Add search key information that will define what to search for:

 
If you are adding an account number make sure to use the full 7 digit 

number!!! 

 

5. Add memo (if needed): 

 
 

 



6. Click save: 

 

  



Scanning Documents: 

1. Click on the Scan button. 

 

 

2. A little window will appear with a list of available scanners. 

 

 

 

 

 



3. Your Scanner window open. Follow the directions that are for your specified 

scanner. 
4. A window will appear with a preview of the document: 

 

You can choose from the following options: 

Scan Document: Allows you to scan the document again 

Send to DocStore: Allows you to save the image in DocStore ** 

View & Send to DocStore: Allows you view and edit the document in your 

document viewer such as Adobe Acrobat Reader ** 

**Note: See Importing Documents for directions on how to save the document** 

 

 



Import Folders: 

1. Click on Import Folder: 

 
 

2. This will import all files in a specified directory. 

 
 

 

 

 

 

 

 

 



ALL FILES WILL BE GIVEN A SEARCH KEY ACCORDING TO THE FILE 

NAME MINUS THE EXTENSION! 

 
 

 

 

3. Click which company you want to import the files to. 

 
 

 

 

 

 

 

 

 



4. Click which folder you want to import: 

 
 

 

5. Click on the folder: 

 



6. Add memo if needed: 

 
 

7. Choose category (Hold the shift key down and click for multiple categories): 

 
 

 

 

 



8. Click add files when finished: 

 

 

9. To add a search key click on the Search Key box and type in what you want 

the search information to be.  Note: If using an account number make sure 

the number is 7characters long.  

 

 

 
 

 

 

 

 



Searching for a File: 

1. Type in what you are searching for in the Search box.

 

 

2. Click the Included deactivated box, if you want to search deactivated files. Note: 

you will not be able to edit this file.

 

 

3. Click Select All if you want to search through all of the categories.   

 



4. If you do not want to search through all categories, you may choose 1 or more 

categories to search through.

  
 

5. Click on the Search Type: Exact – for exact wording of search criteria, Contains 

– for files containing the wording of search criteria, Starts With – for files starting 

with the wording of search criteria

 
 

6. Click search

 



7. A list of files for come up related to your search.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Using the File: 

1. *To view the file click on View.  You should not make changes/ modify anything 

with this option.  It will not be updated or saved.

 
 

2. *To edit the file click Edit.  This option allows you to make changes and update 

the file.

 
 The default program that was used to make the file will be the one that is 

used when you open the file….Such as Word, Excel etc… 

 

3. To delete the Memo click delete in the memo box

 



4. A message box will pop up to make sure that this is what you want to do.  If you 

are sure you want to delete the memo click ok.

 

 

5. To delete a Search Key click delete in the Search Key box   

 
 

6. A message box will pop up to make sure that this is what you want to do.  If you 

are sure you want to delete the Search Key, click ok

 

 



 

7. To deactivate a file click on the Deactivate icon located at the top of the page.

 

***This is a safety precaution. It will not remove it from DoscStore.  You will only 

be allowed to view this file once it is deactivated.  However, you will no longer be 

able to edit it through DocStore** 

8. A message box will pop up to make sure that this is what you want to do.  If you 

are sure you want to deactivate the file click ok.        

 

 

9. To Email a file click on the Email icon located at the top of the page.

 



 

 

10. An email box will pop up.  Fill in the email address and subject line. You may also 

add a message in the body of the email. 

 
11. You can Add or Delete a file from the email as well.

 
 

 

 



12. Click Send when you are ready for your message to be sent.

 

 

 


