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Introduction

DocStore is a robust document storage solution that integrates with the Suburban Software
Systems Propane application. In it you will be able to import, scan, view, and email
documents. By assigning account numbers and key words you will be able to locate
documents easily through customer inquiry.
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Getting Started/ Requirements

= A SQL connection is required. This can be through a local SQL server or if you
are connected to the Suburban Cloud, it will automatically be set up.

= Your scanner must be TWAIN compatible. Canon and Epson have several
document scanners that work well with DocStore.

= Please feel free to contact Suburban with any questions and we will be happy to
fill in the blanks.

>



Suburban
Software
Systems

Access to DocStore- Customer Inquiry:

DocStore can be accessed a couple of ways depending on if you are connected to the
Suburban Cloud Connection. If you are connected to a local SQL Server, you will be able to
access and import documents through Customer Inquiry. If your connection to the SQL
Server is through the Suburban Cloud (see section concerning cloud connection) you will
be able to access DocStore through Customer Inquiry, but you will not be able to import
documents.

Suburban Software Systems Workstation Id: KM DARPG\ xxisdx | pdate Available (04/26/24) 3##es

Your Propane Company As of: 03/10/2016 3729/2016
C Info : Codes Balance
Account = oo | | Credit. . . . |1 - Good credit Current . _ 0.00

Status . . . . | ) Delivery . . |V-V-Call Over30. . . 0.00
Name . . . _ ;ANOTHER TEST Over60 . . . 0.00

Address . . | 123 SOMEWHERE STREET Over90 . . . 0.00
City. State. . | MICHELLE Finance Chgs |Y - Compute Over 120 . . 0.00
Phone . . . | Statement. . |N - Stmt if Past Total . . . . $0.00

Driver/Route/Sequence EmailAddress . .

Last Delivery Date Billing Cycle . . |3 || JFMAMJIJASOND
Forecast| 30%| Delivery Percent Monthly Credit Record 00*000000000
Forecast Runout Delivery Deling Letter Numb

~

Customer Since

Refundable Deposit
Percent Tank Filled to

Current Inventory Percent Last Payment Date
Current Inventory Gallons Last Payment Amount
Tank Water Capacity Budget Rate
Year-to-Date Deliveries Budget Balance
Year-to-Date Gallons Credit Limit

Last Year's Gallons Product: |10 - 10 PROPANE UN1075 | Price: | 229.4200/| GL]|

Open ltem or Balance Forward | Balance Forward

Main Memos Ledger TankInfo Budget Contracts Delivery Info Delivery Hist Timed Deliveries Orders Open Item Ol Hist

G s
e

Note: It does not matter which customer you click on if you are just wanting to enter into
DocStore. However, whatever customer you are on will automatically be entered into the
Search box.
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Using DocStore

The DocStore Window can be broken down into 3 section types.

1. Header: This section will allow you Manage, scan, import, and email documents
and folders.

2. Search: This section will allow you to Search documents by search keys and
categories

3. Documents: This section allows you to View or Edit different versions and Add or
Delete Memos.

Each Section has specific functions to manage and use the DocStore Program.

Search In: Search T’ype
® Exact Currently Loaded | Total Found '
O Contains | Ol / ]0

Search For.
0199999 | selectan |
P

Included
D (Ecis Not Alowed) De-Select All O Stars With Py

Date Added Added By

s
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Header

Managing Categories:

This button allows you to add, edit or delete Categories for a specific company id.

‘ DocStore

Company: WEB - + % i‘ ? n Version: 6/20/2022

Add Import Folder = Deactivate = EMail Manage.'Cabegoﬂes Settings | About = Exit

1. Click on the Company ID you will be adding the Categories to.

‘ Mana[]\:%e Categories - O x

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

Is Active

Close Save

2. Toadd a category, scroll to the bottom of the list and type in the name of the new
Category. Make sure to click the check box to make it Active.
"Q Manage Categories ‘ ;‘Iﬁlm

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

Company:
II Category Mame s Active =

Major Accident 10112011

Mizcelarsous
Month End Reports
Mew Cat

Frospects

Reporiz
softbal

m

Statements

| \I’ar\k
EA:)

EEEEEEDER®

Close 5

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

—
% Manage Categories - ra— [‘:' (=] g

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

Company: | SFI -_:-

I Category Name s {kcti\re _::
| Accounts
| Contracts
f?DeIi\rer).r Tickets

| Invoices

m

1 | Miscellaneous
| Month End Reporta
| Mew Cat

OEDOED=E=EEEE

Clo.se =

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

% Manage Categories .
I Inactive calegories—c_an be sz:érched but

cannot have new search keys.

T —

Category Name |
Accounts

Contracts
Dalivery Tickets

Invoices

Leases

LEASESX

Major Accidert 10/11/2011
Miscellaneous

. Morth End Reports

. New Cat

I - Close ]

***Note: Once you deactivate a category, it can be searched, but you cannot add new
search keys***
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5. When you have finished making changes click save.

Manage Categories
q g

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

Company: [ 5P hd

| Category Name

| Major Accident 10/11/2011
Miscellaneous

Month End Repors

Mew Cat

Prospacts

Reports

softball

| Statements

Tank

HEEEEEOEEE

EA

(5]
[
=
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Adding Files:

1. Choose company from the drop-down menu:

Add Import Folder = Deactivate = EMail Manage‘Cﬂ:gorﬁes Settings | About | Exit

o e

‘ DocStore

Company: |WEE v i‘ E S \K\D n m Version: 6/20/2022

port Folder = Deactivate | EMail | Manage Categories | Settings | About | Exit
Sesesheia

3. Choose how you will be adding your file:
Import allows you to import documents that are already located on your
computer or drive.
Scan allows you to scan a document directly into DocStore via a scanner.

W Adé New Documents IERENES
Company: |SPI Import “]
File Name Ext Size [bytes) Directary |
Category Search Key
* -
Memo
\ i

Cancel | Save

=
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Importing Documents:

1. Choose the file you want to add from your document library on anywhere you have
files saved on your computer:

W 555 DacSiore Cpen File Dislog™

-
| i R D 3 o [
L | | » Libraries » Documents » LA™ Sl )

Drgenice ~ Mew folder - | &
¢ Faverites Documents library e
B Deskiop Incldez 2 location

& Downloack Date madified Tugsr
o Recent Places
Snagit Fi
Lib = Seminars e folde]
24 Libraries
| ¢ Decuments i My Mucic S
b b (=] My Dats Sources = folde
@ Music s
=2 micrasaft File Findalc
= Pictures . E
. emails = Fofde| =i
Videos
B v Doenleads Filsi folds
Caily e Folde
& Computer ity
: 0] PEGEVS PERSOMAL dicrooft
B 555 Windows 7 (¢
S 1881 TE JUNE1S dobe Az
apps [NIS0. =
= e z ] JUMELS ficromnfl -
(| Ly clientele (019210 o .
File: names - lh.llfllul’.') ']
Open | 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™

—— o —

{\-_JI\_J_ "-v-;l'-’ Libraries |iou.|mtnh " == | iy M Zearch Bocuments

Organize = Mo Fialder

Documents library

e 2 locatian

Snaglk Celalog
Snagit
Serrinars

@ My Mugic

(5 My Deka Sources
micmoseft

emails
b Dosnboads
Daify
B FEGGYS PERSOMAL
L JUNE1S

W] JUME1S

File nanme:

A0 AM

“JUME 15" "PEGEYS PERSOMAL" “IUR | ARl

[ Open |'.. Cancel |
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3. Choose the category by clicking on the down arrow. You may choose 1 category or
multiple categories.

.-.
W Add New Documents [=]E] & |

Company. lSPl vl [ Import l [ Scan l |

Filz Mame

docx 13,835 | CiUsersikelhyiDoeu. .
84,327 | Cilsersikelhilocu. .
13.537 |G UserselhiDocu. .

JUNE 15.pdf
JUNE 15.docx

¥ Add New Documents
———————————

Company: [SPI -i [ Impart

File Name Size (byles] Dlireclory
94,321 C'\Uears\kelWDocu...

Categary
Accounts

Invoices

¥ |Leases

Meme
testing

Cancel
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4. Add search key information that will define future searches. If you want to add
something to a specific account, you will need to enter the account number using
the full 7-digit number.

| Add Mew Documents

Company: |SIPL

File Name Ext Size (bytes) Directory
84 3211 (C:Wserstkel ly\Docu...

Category \Search Key

\Accourts ~ 1231231
Invoicas - | 1231231
£ @ |Leases - 1231231

Memo
testing

; Cancel

5. Add memo to the bottom if needed.

Add New Documents

Company: |SP| v] [ Impart ][ Scan

File Namg Ext Size (bytes) Directory
pdf 84 321 | C\Users\kely\Docu. ..

Category Search Key
Accounts 1231211
Invoices 123121
£ 8 | Leases 1231231

Memo
testing

Comn ] N\

=
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6. Click SAVE to save any changes made.

' Add New Documents

Company: |SPI -] | Import

File Mame Ext Size (bytes) Chirectory
44 321 | ClUeerm\kalWlDocu. .

Category Search Key
Accounts 1231231
Invoices 1231231
» Leases il 1231231

Memo
testing

Cancel

=
=]
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Scanning Documents:

1. Click on the Scan button:

© Add New Documents

Company: |AAD ,.] ‘ Impaort

File Name Ext 1 Size (bytes) Directary

Category Search Key

Memo

2. Choose from the list of scanners that will pop up:

Sources:
CanoScan 5600F 14.0 (32-
Integrated Camera TWAIN 1.603 (32-32)

WIA-WIA CanoScan 5600F 1.0 (32-32)

=
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3. Your Scanner Window will open with a list of options for your specified scanner.

=» Scan using CANON DR-C240 USB

What do you want to scan?

Paper source

Document Feeder ~

Select an option below for the type of picture you
want to scan.

e | © Color picture
wad | () Grayscale picture

% (T Black and white picture or text
5:?: | () Custom Settings

You can also:

Adiust the quality of the scanned picture

Page size: Lﬁgal 85x 14inches (216 x 356

Cancel

=
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4. Once the document has been scanned you will see a preview window where you will
be able to do one of the following:

'8, Suburban Software DocStane SML - T

[ Sean Document ] l Serdto DocStons ‘ l

View & Send to DocStors ]

Import Foldors:

1 Cck On Limpod! Folde
| [
T

Aok bima

-Scan Document: to rescan document

-Send to DocStore: Allows you to save the document

-View & Send to DocStore: allows you to view and edit (if the capability is there) then
send to DocStore.

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

“ DocStore

Company: WEB & i‘ u g 4 ﬁ ﬁ Version: 6/20/2022

Add § Import Folder Deactivate = EMail Manage Categories | Settings | About = Exit

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

® Import Folder

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: [ﬁ' -
Folder...

Mema (All files):

Categories: | Accounts
Contracts
Delivery Tickets
Invoices
Leases
Major Accident 10/11/2011
Month End Reports

NOTE: ALL FILES WILL BE GIVEN A SEARCH KEY ACCORDING TO THE FILE NAME MINUS
THE EXTENSION.

Search Keys | Versions |

| Category Search Key
»  |Delete | Accounts  + |calllog

* @Delete. v

=
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1. Choose which company ID you want to import the files to.

9 Imp:.':{-.':nlder

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: |SPI v |

5SS |

T5E
Memo (Al files):

Categories: | Accounts
Contracts
Delivery Tickets
Invoices
Leases
Maijor Accident 10/11/2011
Month End Reports

© Iport Folder

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: |SPI - —

[ Foder.. | g

Memo (Al files):

Categories: | Accounts
Contracts
Delivery Tickets
Invoices
Leases
Major Accident 10/11/2011
Month End Reporis

Cancel

=
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3. Click on the folder you want to import.

iz Contacts

i Desktop

& Downloads

L Favorites

# Links

:- -/ My Docurnents

) Daily
i Downloads

.. emails

El My Data Sources

Darconal

[ Make New Folder 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: [SFI -

C:\Lﬁem\kahf“\Dau:nais

Memo (All files): 'testing]

Categories:
Contracts

Delivery Tickets

Invoices

Leaszes

Major Accidert 10/11/2011

Month End Reports

 Cancel |

)
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5. Choose the Category. Hold the shift key down and click for multiple categories.

- e
e

® Import Folder 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
K key will be assigned to every category selected below.

Company: fSFI v]

C:\Users'kelly\Documents

Memo (All files): testing|

Categories: |y A
Contracts

Delivery Tickets

Invoices

Leases

Major Accident 10/11/2011

Month End Reports

il »

Cancel

6. Click Add files to save.

‘ Import Folder

I
' 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: | SPI -

C:\Users\kelly'\Documerts

Memo (Al files): testing|

Delivery Tickets
Invoices
Leases

Major Accident 10/11/2011

7. Click on the Search Key box to add your search information. Note: If you are using a
specific account number it must include all 7 digits.
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Emailing Documents:

“ DocStore

I L R | g9y | Version: 6/20/2022
C = k- [
ompany: WEB v + oy b Ei - ’ m

Add Import Folder Deactivate]| EMail Manage Ca‘tegurlei Settings]] About | Exit

This will allow you to email a document saved in DocStore.

1. To set up the email option click on Settings:
2. Enterinthe email information used in company/ebill settings.

ﬁ Settings bt

Company: WEB v | [~ Is Default

Storage Emal o=

Encrpyt Imported Files: [ ]

Max File Size In Mb: |20

Max Encryption Size In Mb: |50

Close Save

% Settings bt
=

Company: WEB ~ [ Is Defaut
Storage Email
User Name:
Password: |
Password Verify: '
Port: [5 | Enable SSL: []
Smip Client: '
TmeOuw: [0 ]

Close Save
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3. Click on Email: On the pop window add to/from information including cc/bcc and
subject. Any highlighted document will be automatically added to the email as an
attachment. Add a body and send when ready.

‘ DocStore

Company: 555 v‘+ fﬁ ."‘ & S K‘omwm

Add  Import Folder | Deactivate ‘ EMail Managetategoﬂs Settings = About | Exit

Search For Search In: Search T
onln Select All Currently Loaded |/ Total Found
@ Included Deactivated 17 | 17

(Edits Not Allowed) De-SelectAll

Search Keys  Versions

= . Bee:

Edt WelsSA260NLNBBC3AB [
Edt Wels SAIEONLNGEFED4SE] SRSt '
Edt 679 | Wels-SABFONLNBBDS5564) tachements: (3 t
Edt 680 |Wels SAOEONLNEEZ75F5)  Add [
Edt 682 Wels-SABEONLNTEBC2D4Hl Delete ’
Edt 683 | Wels SABEONLN922AAC '

MAC COMPUTER a
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Searching Documents:

Search For: Search In: (AP ACH Search Type e
e SelectAll | |ARACH ) Comet ®8'" | CurentlyLoaded | Total Found
U | Account Name ©O Contains [ 17
— Inclu v, N ’
O (Exts Not Alowed) De-SelectAll || o0t Number O Starts With
| roposal

This area allows you to set the search criteria for the documents you are looking for.

Search For:

Enterin all or part of the search key you have previously set up when adding documents.

- Search In: [ Search Type
Search For; AJP ACH e Search
onln Select All A/RACH < Currently Loaded /| Total Found
AccountName © Contains -
[ Included Deactivated Selectall | |Account Number ) | 17
— (Edits Not Allowed) De-Select | ACH Proposal () Starts With

Note: Click the box to include deactivated documents.

Search In:

Allows you to choose the category the document may be located in. You can do this by
highlighting individual categories, selecting all categories or deselecting all categories.

- Search In: I Search Type
Search For. AJP ACH O Exact Search
onln Select All A/R ACH | - Currently Loaded | Total Found
Account Name © Contains
() Included Deactivated Account Number N E /17
' (Edits Not Allowed) De-Select All () Starts With

Search Type:

Allows you to search by Exact wording, Contains the search Key entered or Starts With the
search key entered.

- Search In: [ Search Type
Search For A/P ACH O Exact Po—
onin Select All A/R ACH IR Currently Loaded | Total Found
Account Name © Contains -
() Ipoladed Desclivatad Select All | | Account Number i
— (Edits Not Allowed) De-Select |ACH Proposal () Starts With

After you have entered your search criteria click Search and you will see how many
documents were found and they will be listed in the document section.

24
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Document Section:

Index Document Name Size Added By Updated Last
» [ View [ Edi ] 677 | Wels-A26FONLNFB2ASAF1468C00.. | 569,988 |0 MJOFVVAD\... |02/15/2309:06
| View | Edt | 681 WelsSA260NLNBEC3IABAADBCF pdf | 582,881 |06/20/2303:35PM | MJOFVVADL.. |01/19/2311:59
| View | Edt | 678 | Wels-SA3EONLNGEF6D496444600... | 567.299 | 06/20/23 03:28PM | MJOFVVADN... |02/15/2308:55
View | Edt | 679 | Wels-SASFONLNBBDS556AFRCFDN... | 522.052 |06/20/23 03:30PM | MJOFWVAD\.. |02/15/2309:09
View | Edt | 680 Wels-SA9EONLNEE275FSCE3EG00... | 514.431|06/20/2303:32PM | MJOFVVAD\... |02/15/23 09:09 ¢
View | Edt | 682 | Wels-SABBONLN7EBC2DAAFFS400... | 588,894 |06/20/23 03:36 PM | MJOFVVAD\.. |02/15/23 09:05 £
View | Edt | 683 | Wels-SABBONLN922AACGIASFB0.. | 585.012 | 06/20/2303:37PM | MJOFVVAD\. |02/15/23 0857 f
‘ Date Entered Memo MAC COMPUTER a
» [ Delete ]6r20/2023329pPM MAC COMPUTER
. ‘ Delete |
-

This section allows you to View or Edit different versions and Add or Delete Memos.

Document Information:

Index Document Name Sze  DateAdded  AddedBy Updated Las

b 77 | Wells- A26FONLNFB2ASAF 1468C00. - GPM | MJOFVVADL... |0 7

View | Edt | 681 WelsSAZ6ONLNBBCIABAADECF pcf | 562,881 06/20/23 0335PM | MIOFVVAD\... |01/19/23 1159

| View | Edt | 678 |Wels-SAJEONLNGEF6D496444600... | 567,299 06/20/230328PM | MIOFVVAD\.. |02/15/2308:55 ¢

View | Edt | 679 Wels SABFONLNBBDSSSGAFACFO0... | 522,052 | 06/20/23 0330PM | MIOFVVAD\... |02/15/23 09:09

| View | Edt | 680 Wels-SASEONLNEE275F5CEIES00.. | 514431 06/20/2303:32PM | MIOFVVAD\ . |02/15/23 09:09

View | Edt | 682 Wels-SABSONLN7ESC2DAAFF5400.. | 588,894 06/20/2303:36 PM | MIOFVVAO\ . |02/15/23 09:05 4

| View | Edt | 683 Wels-SABSONLNI22AACG3ASFBO0... | 585,012 |06/20/2303:37PM | MJOFVVAD\.. |02/15/23 08:57 £
View:

Click on View to see the document as you have saved it into DocStore. This is computer
specific. If you do not have a way to open a specific file type, a window will open that will
ask you to choose how you want to view the document.

Edit:

This is also computer specific. You will need to have a wait to view and edit the document
that you choose. For instance, if it is an image file you will need to have photo viewer and
photo editor to amend it.
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Index:

The number Suburban associates with the file.

Document Name:

Name assigned by Suburban when scanned or the name of the file imported from the
computer.

File Size

How big the file, document or image is.

Added By:

The computer name or person who added the file.

Date:
The date the file was added or modified last.

Search Key Versions:

T ——=
Search Keys  Versions
' Category Search Key

3 Delete | Webroot ~ | 0184457
Delete |Webroot ~ | A26FONLNFB...

This shows you what category, search key and version a specific document is. You can
delete a version or a specific key or modify the search key.

Memos:

Date Entered Memo MAC COMPUTER -
Delete |6/20/2023329PM  MAC COMPUTER
| Delete |

Allows you to View, Add or Delete a memo associated with a document.

N
(0]



Suburban
Software
Systems

View Document/Customer Inquiry

Refine Search
Select Category: l "I
Index Document Name Size Date Added A(:jdyed Uplf’;?d
a 0516 010059.pd 0 b 01:0 0 a 0 6 0
270 scan_05162022010156.pdf 298,... | 05/16/22 01:02... Workstat... |05/16/22 01:02.
271 scan_05162022010303.pdf 345,.... |05/16/22 01:03... | Workstat... |05/16/22 01:03.
272 'scan_05162022010447. pdf 7,19... | 05/16/22 01:05... Workstat... 05/16/22 01:05.
Vie 266 scan_05162022124242.pdf 622,... |05/16/22 12:43... Workstat... |05/16/22 12:42.,
View Edit 267 scan 05162022124941.pdf 1,01... | 05/16/22 12:51... | Workstat... |05/16/22 12:50.
View | Edit scan_05162022125143.pdf ... | 05/16/22 12:52... .. |05116/22 12:51.
<

Click on View Docs Button located Customer Inquiry to see all of the documents, folders
and images you have associated with the customer. This screen functions like the
document section of DocStore where you can view and edit a document as needed.

Note: To see the documents, you will need to have entered the entire 7digit account
number when saving the document. To see a recent document, you will need to refresh the
account.

Refine Search:

You can refine your search for a specific document by clicking on the down arrow by select
Category. This will narrow down the documents to the specific categories associated with
the account number.

Refine Search
Select Category: “ |"|
DW P
Notes
IndfeeS Prop I, Name b Size Date Added A(:;;e'i UT’::"
View || Edit 69  scan_05162022010059.pd 05/16/22 0 orkstat... | 05/16/22 01:0
View | Edit | 270 | scan_05162022010156.pdf 298,... | 05/16/22 01:02... 105/16/22 01:02.
View  Edit \ 271 | scan_05162022010303.pdf | 345,...|05/16/22 01:03... |Workstat... 3_05.'16122 01:03.
View Edit 272 scan_05162022010447.pdf 7,19... | 05/16/22 01:05... |05/116/22 01:05.
View M Edit \ 266 scan_05162022124242.pdf 622,... |05/16/22 12:43... |Workstat... 05/16/22 12:42.
View Edli] 267 scan_05162022124941.pdf 1,01... |05116/22 12:51... |Workstat... |05/16/22 12:50.
"V'!g!r”rqu‘!J 268 scan_05162022125143.pdf 579,... |05/16/22 12:52... |Workstat... 05/16/22 12:51.
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Cloud Connection:

Connecting to DocStore when you are on a Remote Desktop Connection requires
additional setup. Although you can view documents through Suburban, because you are
accessing Suburban remotely you will only be able to add and edit through a local
connection. To do that we add an Icon to your local computer desktop.

DocStore

All other settings in the Desktop App vs the Suburban are the same.

N
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