
How to Import Electronic Documents into AppXtender 
 

 
Q:  How do I store/convert electronic documents into AX? 
A:  Electronic files of any type can be imported into AX as long as they are in a readable format.  Prior to importing documents into AX, you will need to 
know which application you would like to use and the index values that will be stored with it. The following steps will guide you through the import: 
 
For AX Documents Manager Clients: 

1. Open AX Document Manager Client  
2. Right click on the application where you want to import the documents 
3. Select Set as Active Application.  
4. From the AX menu, select Document> New> Import file 
5. Navigate to the documents/files to be imported and select the files to be transferred.  If you would like multiple files combined into one 

document, select all files at one time by clicking on the first file.  Then hold down the ctrl button while clicking on the other files.  All files to be 
imported should be highlighted. 

6. Click on Open 
7. Fill in the required index values (bold text) and any other values that are available. 
8. Click the Save button at the bottom of the index values window. 

 
For AX Web Access .NET users: 

1. Open AX Web Access .NET and go to the Application List screen. 
2. Right click on the application where you want to import the documents and select New Document. 

3. From the upper toolbar, select the Page Menu icon  (the open book at the rightmost position on the top toolbar).  Select NewPage> 
Import File > Append 

 
 

4. Navigate to the documents/files to be imported and select the files to be transferred.  If you would like multiple files combined into one 
document, select all files at one time by clicking on the first file.  Then hold down the ctrl button while clicking on the other files.  All files to be 
imported should be highlighted. 

5. Click on the New icon (Paper with orange star) 

 
 



This will display the index fields related to the application you are importing your document to.. 

 
Fill in the appropriate index values.  All bold index fields are mandatory and MUST be filled in before the document can be saved. 

6. Click the Save button at the bottom of the index values window. 



7. Log out of AX when completed. 


