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Automated Document Repository System (ADRS) 

 

The ADRS enables the automatic storage of printed documents each time they are printed.  A copy of 

printed document type and format to be saved in a designated location.  The system will store the 

document each time the document type is printed based on the setup.    

 

ADRS Setup: 

Setup ADRS document and file types to save under  

Administration ➔ System Setup ➔ Company/Div/Dept Setup ➔ Select Company ➔ Options ➔ ADRS 

 

 
 

Automated Documents Repository System (ADRS) setup will open the Doc Type, File Type, and format 

selection window. 
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For each document group (Sales, Operations, Purchasing, and W/H Transfer) check mark the flag that 

corresponds to each document that needs to be saved. 

-  Doc. Type = Identifies the document type. 

-  Image/File Type = Identify a code from the Image/File Type list table 

 

Note:  

New Image/File Types can be setup under ➔ Administration ➔  Stock Tables List By Code ➔ Image/File 

Type 
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Format:  

Set the document file format needed.   

Note: 

If format is set By Account, then system will save the document in the same format set under Account 

(Customer / Vendor) Defaults Tab ➔ Emails Format 

 
 

 

Save Copies:  

Single Copy radio button – Select to save only a single copy of each document that is printed. 

When the document is reprinted, the previous version of the document is deleted and replaced. 

with the new copy of the document. 

 

Multiple Copies radio button – Select to save a new copy of the document each time the document is 

printed. When the document is reprinted, a new version of the document will be saved. 
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ADRS File Directory Setup 

 

The file storage directory for ADRS is set under Administration ➔ System Setup ➔ System General 

Defaults ➔ Modules ➔Save Printed Forms (ADRS). 

This setup identifies the directory in which copies of printed document files will be saved. 

 

 
 

Note: 

If you like to save printed document forms in different directories based upon document type, you can use 

the Other Directories button. 
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ADRS Functionality: 

 

When using ADRS, each time a document is printed (Print, Fax or Email) a copy is saved in the ADRS 

setup directory, document as an attachment at the document level and an attachment is linked to the 

document as an attachment at the document level. 

 
 

Attachment will be viable from the document ➔ Option ➔ Attachments ➔ Document Attachments 
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Copy saved in the ADRS setup directory. 
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