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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. 
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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. 

 

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

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

 
2. To add 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. 
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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*** 
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5. When you have finished making changes click save. 
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Adding Files: 
 

1. Choose company from the drop-down menu: 
 

 
2. Click on Add: 

 

 
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. 
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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: 
 

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. 
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3. Choose the category by clicking on the down arrow. You may choose 1 category or 

multiple categories. 
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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. 

 

 
 

5. Add memo to the bottom if needed. 
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6. Click SAVE to save any changes made. 
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Scanning Documents: 
1. Click on the Scan button: 

 

2. Choose from the list of scanners that will pop up: 
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3. Your Scanner Window will open with a list of options for your specified scanner. 
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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: 

 
-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: 
 

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. 

 

NOTE: ALL FILES WILL BE GIVEN A SEARCH KEY ACCORDING TO THE FILE NAME MINUS 
THE EXTENSION. 
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1. Choose which company ID you want to import the files to. 

 

2. Click folder to browse your computer for the folder you want to import. 
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3. Click on the folder you want to import. 

 

4. Add a memo if needed. 
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5. Choose the Category. Hold the shift key down and click for multiple categories. 

 

6. Click Add files to save. 
 

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: 
 

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

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

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

Search For: 
Enter in all or part of the search key you have previously set up when adding documents. 

 

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

 

 
 

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. 
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Document Section: 
 

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

Document Information: 
 

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: 
 

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: 
 

Allows you to View, Add or Delete a memo associated with a document. 
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View Document/Customer Inquiry 
 

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. 
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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. 

 

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