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Using DocStore:

Company: [P =] + @ i &‘MWQ 5§ n Version: 3/8/2016

Add  Import Folder | Deactivate | EMail ge Categories | Settings | About | Exit |

Search For: Searchn: Search Type

0150300 Select All © Exact m’ Currently Loaded | Total Found
) Contains

e et A De-SelectAll O SersWih (| S
(Edits Nt Allowed) tarts o

Document Name Date Added Added By Updated Last Search Keys | Versions |

Category

+(ooe]

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:

Main | Memos | Ledger | Tank Info | Budget | Contracts | Delivery Info | Delivery History | Timed Deliveries | Orders | Open Item | Open Item History | Meter

apmen GosGreck A T

Previous Account New Search Next Account

*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.
tDocStore
—F k@ § B % OO
Add  Import Folder | Deactivate | EMail ManagéCategories Settings | About | Exit
: Search In: Search Type
daily SelectAll | |Contracts [t _
Delivery Tickets @ Contains
i Included Deactivated Invoices ) _
{Edits Mot Allowed) De-Select All Leases () Starts With o

2. Click on the company you wish to change.

=
Y Manage Categories

=

=

Inactive categories can be searched, but
cannot have new search keys.

Company: | SPI

M—5 |
Ac I
Contracts i
Delivery Tickets =(l i
Invoices i
Leases i
LEASESX 0 |
Maijor Accidert 10/11/2011

[l Miscellaneous ]| l
Marth End Reports
Mew Cat o -




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

E—
T— W

=
M Cat i =
% Manage Categories - Cl

Inactive categories can be searched, but
cannot have new search keys.

Company: | SPI -

II Category Name Is Active *
Accounts

Contracts
Delivery Tickets

m

Invoices

4 vlgjor Accident 10/11/2011
N Miscellaneous

Marth End Reports

MNew Cat

OEOEDOEEE =&

Close Save

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

i —_— K
: =]
R Manage Categories - - L=
Inactive categories can be searched, but
cannot have new search keys.

Major Accident 10/11/2011
0l . Miscellaneous

Month End Repots ==

Mew Cat

Company: [SF‘I v]

II Category Name s Active  * I
Accounts i
Contracts i
Delivery Tickets =1
Invoices i
Leases i
LEASESX ]

o=

Close

***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.

— R

f E=nr=
M Categori
W Manage Categories [r—

Inactive categories can be searched, but
cannot have new search keys.

Company: | S| -

“ Cateqory Name ls Active = I
Major Accident 10/11/2011 i
Miscellaneous i
Month End Reports i
New Cat B ([§ i
Prospects i
Reports |

| softbal )

[l Statemerts l
\'ank .
£ -

6. When you have finished making changes click save.

[ E=r=
M Cat 1
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Inactive categories can be searched, but
cannot have new search Keys.

Company: | SPI -|
II Category Name ls Active = I
Major Accident 1041142011 i
Miscelaneous i
Marth End Reports i
Mew Cat [l N i
Prospects i
Reports -
softbal ]
[l Statements i
Tank £
7O -




Adding Files:

1. Choose company from the drop down menu:

T— P — T
Company: (SPI = ilF E ‘ - p
Add  Import Folder | Deactivate | EMail | Manage C3
Search For: Search In: Accounts
Select All Contracts
Included Deactivated Delivery Tickets
nciu eactiv k
) (it ot Alowed) De-SelectAll | |INVOIces
Leases

Major Accident 10/11/2011
Month End Reports

Prospects
softball
Statements
Tank
2. Click on add file:
® oo P— |
Company: | SPI -| % _j- -
Add  Import Folder | Deactivate | EMail | Manage C3
Search For: Search In: Accounts
Select All CC'ﬂ_trEICtS _
Included D od Delivery Tickets
nciu eactivat .
1 (s Mot Alowed) De-SelectAll | |INVOices
Leases

Major Accident 10/11/2011
Month End Reports
Prospects

softball

Statements

Tank




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

$ Add New Documents.

Company: [SPI

File Name Ext

Size (bytes) Directory

Category Search Key

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:

" o Dl — 2E
B "S55 DocStore Open File Dialog - = - | |
OQ:E BiE= |
Mol b Libraries » Documents b ~ | ¥4 || Search Documents Fel
AT M . . = e __
Organize New folder = Ol @
't Favorites — Documents library Anenge by:  Folder =
B Deskiop Includes: 2 locations
i % Downloads Name ) Date medified Type g
2| Recent Places
.. Snagit 5/16/201411:24 AM  File folde
Librari & \. Seminars 5/21/2014 402 PM  File folde| |
ibraries
ﬂ@ = R 2. My Music 3/200911:53 PM  File folde
oCUMENts
J’ i My Data Sources 5/16/2014 2:25PM  File folde
] Pict . microsoft 5/16/2014 2:27 PM File folde
Ictures
E Vid . emails 6/4/2014 11:08 AM File folde |z
ideos
N .. Downloads 5/16/2014 2:25PM  Filefolde
w n I, Daily 6/4/2014 11:07 AM  File folde
% Computer
o SSSpW' dows 7 (0 4] PEGGYS PERSOMAL 6/5/2014 5:05 PM Microsofi
= indows
= (1921681 @ JUNE15 6/5/2014 10:29 AM Adobe A
apps 168, L4
=2 rp e (00211 @] JUNE15 6/5/2014 10:49 AM  Microsofl -
1 = ffnﬁte 3 H NAdlEN (] | »
File name: - [Afiles 0 -
[ Open I l Cancel ]

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:
r$ "555 DocStore Open File Dialog™ - - E

) v Libraries » D ts »
OO.V @ ioraries ?UCLIWEH s

- 0O @

Organize * MNew folder

Documents library

i Arrange by:  Folder =
Includes: 2 locations

Name Date modified Type Size i
.. Snaglt Catalog 5/16/2014 2:25 PM File folder L
I/ Snagit 5/16/2014 11:24 AM  File folder
|/ Seminars 5/21/2014 4:02 PM File folder

2. My Music 7/13/2009 11:53 PM  File folder

My Data Sources 5/16/2014 2:25 PM File folder
|/ microsoft 5/16/2014 2:27 PM File folder L
| emails 6/4/2014 11:08 AM File folder i
., Downloads 5/16/2014 2:25 PM File folder
}. Daily 6/4/2014 11:07 AM  File folder i

] PEGGYS PERSONAL 6/5/2014 5:05 PM Microsoft Word D... 14 KB

@ JUNE15 6/5/2014 10:29 AM Adobe Acrobat D... 93 KB

‘@_] JUME1S 6/5/2014 10:49 AM  Microsoft Word D... 14 KB | E

File name: "JUNE 15" "PEGGYS PERSONAL" "JUN - [AH files (.7} ']
[ Open Iv} [ Cancel ]




3. Choose the category you want to add the file under. You may choose 1
category or multiple categories:

r% Add New Documents | = B P |
. Company: [SP| vl [ Import l [ Scan l :

File Mame Ext Size (bytes) Directory

PEGGYS PERSONA.. X 13,935 | C:\UserslkellyiDocu...
JUNE 15.pdf . 94,321 | C\Wsersikelly\Docu...
JUNE 15.docx X 13,537 | C:\UserslkellyiDocu...

Category Search Key

Accounts

Company: ’3P| vl l Import ] [ Scan

File Mame Ext Size (bytes) Directory

_ JUNE 15.pdf

Category - Search Key

1232
12312

Accounts

-
Invoices -

_‘
#  |Leases s
"
Memo / =

testing / /

Cancel




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

§ ri e e

Company: ISPI v] [ Import l ’ Scan

File Name Ext Size (bytes) Directory
p pdf 894,321 | Cillsers\kellyiDocu...

Category \Search Key

Accounts v | 1231231
Invoices ¥ 1231231
F @ |Leases v |1231231

Memo
testing

Cancel

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

5. Add memo (if needed):

® AddNewDoauments ol e
||

N

Company: ISPI v] [ Import I l Scan ] 1

| File Mame Ext Size (bytes) Directory I
4 p .pdf 94,321 | ClUsers\kelhDocu. ..

Search Key
123123
Invoices 1231231
SO |Leases ~|1231231| i

Category

Accounts

Memo
testing

Cancel

N



6. Click save:

$ Add Mew Documents =k
]

| Company: ’SPI

vl [ Impart ” Scan

File Name Ext Size (bytes) Directory
[ p pdf 94,3217 | ClUzers\kelhiDocu...

Category Search Key I
Accounts - 1231231 =
Invoices * 1231231

3 Leases A 123123 i

Memo

testing




Scanning Documents:

1. Click on the Scan button.

r$ Add New Documents

Company: [AA{} v] [ Impoart

I File Name Ext Size (bytes) Directory

Category Search Key

Memo

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

CanoS5can 5600F 14.0 (32-
Integrated Camera TYWAIM 1.603 (32-32)

WIAWIA CanoScan B600F 1.0 (32-23)




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:

— - N
4] Suburban Software DocStore Scan Utility E s [ESNEER

Scan Document ] [ Send to DocStore ] [ View & Send to DocStore ]

Import Folders:

1. Click on Import Foldar

2. This will import all files in & specified directory

O Impar Foider

Tha search kay

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:

% DocStore

Company: | SPI - E

| Add  Import Folder

Search For Search In; Accd

| Select All Cont
Included D d Deli
ncluded Deactivate

5 s Not Alowed) De-SelectAll | |\

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

Y Import Folder =Rl 2

This will impaort all files in a specified directory. The search key
far each file will be its name, minus its extension. This search
key will be assigned to every category selected below.

Company: [SPI -

Memao (Al files):

Categores: | iccounts

Cortracts

Delivery Tickets

Imvoices

i Leases

Major Accident 10112011
Maorth End Reports 57

[ | »




ALL FILES WILL BE GIVEN A SEARCH KEY ACCORDING TO THE FILE
NAME MINUS THE EXTENSION!

Search Keys | Versions |

Category Search Key
3 Delete | Accounts « call log
* -

3. Click which company you want to import the files to.
(® mport Foider )

This will import all files in a specified directory. The search key
| far each file will be its name, minus its extension. This search |
key will be assigned to every category selected below.

Company: ‘E! - ’ *
558 '
ST

Memo (Al files):

Categories: | Accounts o~
Cortracts

Delivery Tickets H
Invoices

Leases

Major Accident 10/11/2011
Month End Reports 57




4. Click which folder you want to import:

% Import Folder = | = 2 _l

This will import all files in a specified directory. The search key
for each file will be its name, minus its extension. This search
key will be assigned to every category selected below.

Company: [SF‘I -

(o] 4—

Memao (Al files):

am—

Categories: | Accounts

Cortracts

Delivery Tickets

Invoices

i Leases

Major Accident 10112011
Marth End Reports i

| T S

5. Click on the folder:

-
Erowse For Folder M

iz Contacts -
i Desktop
» g Downloads
» | Favorites
& Links

I 4| | My Documents

m

| Daily
) Downloads
» L emails

My Data Sources

Dercnnal

[ Make Mew Folder ] [ Ok, ] [ Cancel ]




6. Add memo if needed:

i P
W Import Folder | — =R

This will import all files in a specified directory. The search key
for each file will be its name, minus its extension. This search
key will be assigned to every category selected below.

Company: [SF‘I v]

CUsersykelh Documents

Mema (4l files): testing|

Categories:

Cortracts
Delivery Tickets
Invoices

| Leases |
Major Accident 10112011

Marth End Reports i

[t | »

7. Choose category (Hold the shift key down and click for multiple categories):
r$ Import Folder y — @Elg‘

This will import all files in a specified directory. The search key
for each file will be its name, minus its extension. This search
key will be assigned to every category selected below.

Compary: [SF‘I v]

C:hUsersykeelh Documents

Memo (Al files): testing|

Categories:

Contracts
Delivery Tickets ‘

[ »

Invoices
| Leases |

Major Accident 101152011

Month End Reports 5




8. Click add files when finished:

(9 Import Folder T — e e |

This will import all files in a specified directory. The search key
for each file will be its name, minus its extension. This search
key will be assigned to every category selected below.

Company: [SF‘I v]

Folder... | C:lUsers*kelhDocuments
Mema (4l files): testing|

Categories:

e, -

Cortracts
Delivery Tickets H
Invoices

Leases

Major Accident 10112011
Marth End Reports

-

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.

Search Keys | Versions

Category Search Key
» Delete | Accounts w |call log
* -




Searching for a File:

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

| -
Coray + & FE S | X
Ly ]
Add  Import Folder | Deactivate | EMail | Manage Categories | Settings | About | Exit
Search For/ Searchin:  [a-counts .| SearchType
daily SelectAll | | Contracts E i _
Delivery Tickets () Contains
A Included Deactivated Invoices B .
(Edits Mot Allowed) De-Select All () Starts With Cancel
Leases Lance

2. Click the Included deactivated box, if you want to search deactivated files. Note:
you will not be able to edit this file.

' e I — e I
9 DocStore l-u ' . l . - q
oo o | I ¢ 08
L A
Add Import Folder | Deactivate | EMail | Manage Categories | Settings | About | Exit
Search For Searchln: 4 . oints | SearchType
daily SelectAll | |Contracts O = _
. o Delivery Tickets () Contains
nclu eactivat ;
¥ (Edhs Not Alowed) De-SelectAl || V2°°° © Starts With R
£ases - Cance

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

® DocStore _ . I
sl =R ¢ 0B
¥ A
Add  Import Fol Major Accident 10/11/2011 e Categories | Settings | About | Exit
Search In Month End Reports Srr T
Search For: : Prospects -
@ Exact Search
dail SelectAll | [RELELE )
IZ ot Denctivaod - softball ) Contains
[F] Petded Leaciv Statements - :
(Edits Not Allowed) De-SelectAll Tank ) Starts With Cancel




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

categories to search through.

© DocStore E l I |
Cory = —
yo = 0
Add Import Folder | Deactivate | EMail | Manage Categories | Settings | About | Exit
Search For: m Accounts Search Type
daily Salect Al Cr::»r!hacts _ - .
included D od Delivery Tickets ) Contains
nchu eactivat ;
7 (s Not Alowed) De-SelectAll :11;:;:;25 _| © Staris With Can

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

9" %8 v 7
—E— I @ B ®

® DocStore

Search For;

daily

b Included Deactivated
(Edits Mot Alowed)

EMail

0

Manage Categories | Settings | About | Exit

Add  Import Folder | Deactivate
Searchln:  [A ounts
Contracts

Delivery Tickets
Invoices
Leases

| Search Type
B @ Exact
() Contains

() Stars With

6. Click search

0

About

Exit

F
$Doc5tore rH ' ' . . :I
Y TSI
Add Import Folder | Deactivate | EMail | Manage Categories | Settings
Search For. Searchln:  [ac ounts A ’_S\e;;chwpe
—| @ Exact
daily SelectAll | | Contracts =
included D o - Delivery Tickets i) Contains
el gactivat i
mH{Ed'rts Not Alowed) De-SelectAll | "0 O Starts With




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

Document Name

Size

Date Added

Added By

Updated Last

3 call log xd=x 11,375 714 01:10 FM
351 | propane truck snag 40,984 | 08/2714 01:53 PM | MJAMVL ... | 05430714 02:47 PM
395 | SIGNINOUT - Copy (2)xs 324,096 |08/27/1401:53FM | MJAMVLT k... | 06/30/14 03:32 PM
357 | 555 Bxtensions s 11,665 |08/27714 01:53 PM | MUAMVL ... | 03/07/14 11:30 AM
334 | Using DocStore docx 08/2714 0153 PM | MJAMVL k... | D6/10/14 08:17 AM




Using the File:

1.

2.

3.

*To view the file click on View. You should not make changes/ modify anything
with this option. It will not be updated or saved.

Size Date Added
491,341 08/27/14 0929 AM
08/27/14 09:09 AM

Document Name
37 | 04-01-14 Daily Work jpg
219 | 04-01-14 Daity Work jpg

Index Added By
MJAMVLT ...

MJAMVL ...

Updated Last
04/02/14 09:43 AM

04/02/14 09:48 AM

262 | 04-01-14 Daily Work_0001jpg 401,243 |08/2714 0323 AM | MJAMVLT... | 04/02/14 09:48 AM
126 | 04-01-14 Daiy Work_0001jpg 401,243 |08/2714 0309 AM | MJAMVLT... | 04/02/14 03:48 AM
176 |04-01-14 Daiy Work_0002jpg 409,376 |08/2714 0309 AM | MJAMVLT:... | 04/02/14 03:48 AM

(04-01-14 Daily Work_0002jpg 08/27114 0929 AM | MJAMVL k.. | 04/02/14 05:48 AM

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

Index Document Name Size Date Added Added By

E 17 04-01-14 Daily Work jpg 491,841 08/271409:29AM  MJAMVLTN:... | 04/02/14 09:48 AM
215 | 04-01-14 Daity Work jpg 451,841 08/27/14 03:09 AM | MJAMVLT ... |04/02/14 03:48 AM

262 | 04-01-14 Daity Work_0001 jpg 401,243 | 08/27/1403:29 AM | MJAMVLT ... |04/02/14 03:48 AM

126 | 04-01-14 Daity Waork_0001 jpg 401,249 | 08/27/14 03:09 AM | MJAMVLT ... |04/02/14 03:48 AM

176 | 04-01-14 Daity Wark_0002jpg 409376 | 08/27/14 03:09 AM | MJAMVLT ... |04/02/14 03:48 AM

(04-01-14 Daily Work_0002jpg 08/27/14 0923 AM | MJAMVLT ... | 04/02/14 D5:48 AM

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...

To delete the Memo click delete in the memo box

| Date Entered Memo |
b Delete | 8/27/2014909AM | emai |




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.

j This action will permanently delete the memo.

Click Ok to confirm this action.

\ = —

5. To delete a Search Key click delete in the Search Key box
Search Keys ‘Jersiorm|

Category Search Key
Delete | Delivery Ti... | 04-01-14 Daily ...
#* e A

-

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

i‘ The following action will permanently delete this search key,

—_

Click Ok to confirm action.

\P oK ‘ Cancel |




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

% DacStore

@) o g B = X0B8

Add  Import Folder Deactivate | EMai Manage Categories | Settings | About | Exit

™

Search For. Search In: Search Type

Accounts “l -
daily SelectAll | | Contracts -

Delivery Ticksts @ Contains
F Included Deactivated

(Edits Not Alowed) De-Select Al 'C:;’:;S _| © Starts With

[

***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.

Suburban Software Systems m li'

The following files and all related versions will be marked as
S &% deactivated:

04-01-14 Daily Work,jpg

Click Ok to confirm,

y \* ok || cancel

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

® DocStore

e e R LT X @5

Add  Import Folder Deactivate | EMai Manage Categories | Settings | About | Exit

: Search In: Search Type
Search For. Accounts Al & B
daily SelectAll | |Contracts = - ,
Delivery Tickets @ Contains
F Included Deactivated Invoices ) .
(Edits Mot Allowed) De-Select All Leases _| © Starts With




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.

rE} EMail

_ P

=—m

From:

To:

Ce:

Bee:

Subject:
Attachements:

Body:

sssupport @suburbansoftware com

kely@hotmail.com

daily work

Testing...123

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

rﬁ EMail

| pEly

From:

To:

i

Bee:

Subject:
Attachements:

sssupport @suburbansoftware.com

kely@hotmail com

daily wark

part04-01-14 Daiby Wark ipg

=

Body: Testing... 123

Send



12.Click Send when you are ready for your message to be sent.
(& email g - oEl

From: sssupport@suburbansoftware .com

To:  kely@hotmail.com

II Beo: II

Subject:  daiby wark

Mpatwhlib DocStore\Export04-01-14 Dailty Worls jpg I

Cancel Send




