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Documents can be added against most areas of the system. When uploading a document the User is
asked to specify a Type (and often Sub Type). Click “Document Types” to view/modify any Document
Types available in the system. This is the "Document Types" button: 
 

 

1. The first step is to select the area that the Document Types apply to:

 

2. This is the Document Types screen. It is possible to tick and un-tick the desired Document
Types that should be available depending on which types you want available throughout the
system. As with many other parts of the application, there is the ability to add items and edit
items within the list using the "Add" and "Edit" buttons.
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3. Click on “Add” to add a new Document Type or Sub Type:

 

4. If a Document Type is being added, the “Add Document Type” screen will appear. Provide
the “Name” and “Description” of the new Type as well its “Date Type” (whether this Document
Type should have a date range, an exact date or no dates associated to it), “Special Type”
(whether this is an Image, Link, or part of a group of Document Types - such as Invoice &
Worksheet) and the "Profiles" this Document Type is available to (clicking this field will display
the Profiles screen in which the User ticks the relevant Profiles and clicks "OK"). Click on
“OK” to commit the information.

 

5.  If a Sub Type is being added, the Name and Description can be set, but the remainder of
fields will be inherited from the Document Type.
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6. Items in the list can also be edited. The Edit screens work in the same way as the Add
screens and require all the necessary information for the different items.

7. Once all the changes have been made, click “Save” to apply them.

 Note: Access to these Document Types can be controlled by Profiles - so that specific Users
only have access to particular Document Types.

 

Online URL: https://ostarasystems.knowledgebase.co/article.php?id=20
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