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Overview 
Owner, Property, Unit, Tenant, Vendor and Management Group profiles have a Documentation tab 
that lets you attach files to the profile. When attached, the file is copied into the Documents folder in 
the database folder (typically RPROMAS\Data\Documents).  
 
The Documents folder is not part of the automatic backup. You must back that folder up 
independently of the automatic backup. 
  
This function is handy for easy access to the lease, digital and scanned pictures, work processing 
documents, pdf documents, and the management contract. 
  
Although any file can be attached, the only ones that can be opened are those that your Windows 
operating system or other application programs will open. 
  
Each item attached has a Document Name which is the file name assigned by the operating system. 
A comments field provides for an explanation of the document contents. 
 
The document name has a limit of 40 characters, including the file extension.  If the file name is 
longer than 40 characters, it may appear to save but will not be able to be opened. 
 

 
 

To select a document, click on the <Load> button to find the file.  
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The Windows Browse screen will display and you can go to the folder containing the file. Only one file 
can be selected at a time. Double clicking on the file you want will fill in the document name field and 
copy the file to the Documents folder. 
 

 
 

 
  
To view the file, click the Open button. Additional files can be attached by clicking in the open area 
below the last line item. 
  
To delete an attached file, click in the document field and do a <Ctrl><Delete>. Click <OK> to the 
message. The physical file is not deleted from the documents folder, just from the Documents page of 
the profile. 
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