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I. Checking in New Documents

1. 	Download the Shipping List

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]	Open your Web browser. Go to the FDLP website: http://www.fdlp.gov/ then roll over the menu “Collection Tools” and select “Shipping Lists”. For shipping lists created after January 5, 2015, select the format “csv” then the year of the shipping list and then the format of items (paper, fiche, etc.). Then click on the icon of a diskette to save the file to your computer. How you save the file depends on your browser. You should call the file “ship.csv”.

In the Save As window, make sure that you save it to the same directory as your institution has used in the past. (The correct directory depends on which one is stored in the “saved import” routine that your institution uses. For the two saved routines that come with Autodocs 1.6, the path is on the "c:" drive, and is the "Access" directory, or “C:\Access.”) There will probably already be a ship.csv, and it will ask you if you want to replace it. Click on yes. Minimize the browser rather than closing it. 


2. 	Open Autodocs and get to the “switchboard” form

	Start Microsoft Access. Open the database "Autodocs". Scroll down the Navigational Pane to find the forms. You should see a list of forms. Double click (or open) the form called "switchboard." (To make this form the first thing that appears when you start Autodocs each time, select the file button in the top left corner and click on “Options.” From the pop-up window navigate to the “Current Database” tab and select “Switchboard” from the drop-down list titled “Display Form.” After this selection is made, each time the program is started the Switchboard will automatically open.) If you are checking in new material, click on the button called "Check-in New Material." 

3. 	Start temporary files (tables) for labels and superseded items

	At the window called "Check-in New Material": If you know that you will be generating labels during this session, or generating a list of superceded items to pull from the shelves, then click on “1. Start Labels” or “2. Start Superceded List” or both. 

This will trash any label list or superceded list already begun, so if you have one of these lists started in a previous session that you want to continue to add to, do not click on its "Start ..." button. If you do not click on either Start button, you can go back and do so at any point. (Let's say that you do not think that you want a superceded list, but in the middle of the check-in process, you decide that you want one after all. You can close the check-in screen, go back to the "Check-in Procedures" main page, and click on "2.: Start Superceded List." Then you would reenter the format specific check-in page and click on "Check-in Documents: Step 3" again to reopen the check-in list. You will not lose your work.)  

4. 	Get to the Check-in process

	Click on one of the buttons in 3.: Check-in Paper, Microfiche or Electronic. Once you are at the "Check-in [format] Docs" screen (where [format] is paper, microfiche, or electronic), you are ready to begin checking in documents. 

5. 	Check-in each Shipping List:

	a. Update your institution's item selection profile

	The first step for any format is to update our selection profile from the shipping list.

Look over the list to see if there are any new item numbers that are being introduced on this list that you have received. 

If there are, click on the button "Search, Update, Add Item Nos." and enter the Item number of the base item no. that is being branched from. (ex. Item No. 0505-B is spawning a new class, 0505-B-01, so you would type in 0505-B.) The search automatically truncates, so it will return all numbers in the item number table that begin with what you type in. You will get a form as a result. Check the navigational buttons to see how many records matched your search. This form allows you to alter the current record. If you do alter it, click on "Save this record now" to save the update that you have made. (ex. If you deselect an item, you can change the "Y" to "N".) 

If you do select the base item no., and you want to add the new number, click on "Go to Add an Item Number." This button opens a new form called the Add an Item Number form. Type the new item number into the Add an Item Number form and click on the "Add this Item Number" button to add it to the database (with a default of Y for yes, meaning "we select it"). Then click on "Quit adding" to exit the Add an Item Number form. To exit from the Search, Update and Add Item Numbers form, click on the "Quit Updates" button. 

b. Bring the shipping list into Autodocs and prepare for check-in.

Next, you have to pull the shipping list that you saved from your Web browser into the program. On the top most Access menu, which has options like “File” and “Home”, click on the option called “External Data.” If you have a good working import routine, click on the leftmost option in the menu below called “Saved Imports.” A window will open that says “Manage Data Tasks.” Make sure that the import routine you want is highlighted, and then click “Run”. That should execute the import of the shipping list, as long as you put the new shipping list in the correct directory and gave it the correct name. If you already had a shipping list in Autodocs under the table name "ship", the import routine will ask you if you would like to overwrite the old table. Answer “Yes.” 

To create a new import routine, follow the instructions in the AutoFAQ 1.6, question IV.B. (for .csv files) or IV.C. (for .dbf files).  I have inserted those instructions as of January 21, 2015, at the end of this document, but the online instructions may be more current than this document. Creating a new import routine will allow you to change the name of the directory in which you download the file and change the file name. But follow the directions carefully. If you save a bad routine, it will continue to make errors into the future.

(There used to be a button called "Import Ship List: Step 1." With .csv files, that button will no longer work. Also, with Access 2013, that button will not work even for .dbf files. So for the purposes of this set of instructions, we will assume that you do not use that button, if you even have it.)

Shipping lists from the GPO are not flawless. There could be typos in the data in the shipping list, or it could be flawed in other ways. You may notice the error in Step 3, checking in the document. See section c below for instructions as to how to repair it. Sometimes the shipping list editor makes errors in the structure of the file (such as extra commas which throw off the columns. That is a much more serious error. If that occurs, you may have to load the shipping list manually. In any case, contact GPO about repairing the shipping list.  

Next, click on "Create Check-in List: Step 2." Select “yes” through the following group of pop-up prompts.  (If you are sick of these popups, follow instructions in AutoFAQ section 0.C.) This creates a table called the Intermediate Ship Table (or I sometimes refer to it as the IST), which processes the shipping list and creates a check-in list of those items that you should have received according to the item number selection profile. It may add incorrect information to the check-in record if Autodocs helper tables at your institution have not been maintained.

c. Checking the paper shipping list and physical items against the electronic check-in list. 

Errors other than Item or SuDoc Nos: Select Check-in Docs: Step 3. If there are errors in the check-in record, you can click in the box with the text in question and use the backspace and delete keys to delete errors and then add corrected text. 

Item No. or SuDoc Errors: If the item number or SuDoc number is in error, an item that you actually do not select might be on the list, or conversely, an item that you did get or should have gotten may not be part of the list. If the item number or the SuDoc number is in error, it is best to close the check-in form, abort the check-in list, edit the shipping list using the "Add to or Edit the Shipping List” button, edit the shipping list in this form, and then click on "Create Check-in List: Step 2" again. That way, any missing items, or missing details from Exceptions tables and other helper tables are correctly found. 

(Remember: to add a record to the shelflist, you must have something in the SuDoc field (CLASSNO), the title field (TITLE), the date field (LISTDATE), and the item number field (ITEMNO). If the GPO screwed up and sent a list that was missing data in one of these fields, you may have to edit the shipping list before you can click on "Create Check-in List: Step 2" the first time. If the GPO really screwed up and sent a list that it had mislabeled fields, you may have to go in and alter the “ship” table from the database window. Get someone who knows Access well to help with this problem.)

Labels: If you are checking in paper or electronic items and for some reason, you do not want labels to be produced, click on the "Produce Label?" select button so that it toggles off. The Superceded and cataloging/Reference/periodicals sections should have data in them if the item might be one to catalog, or one that has superceding instructions. 

Superceded Items: If the item indicates that it is one that gets superceded, click on the "Search Shelflist" button to search for the stem SuDoc number in the Main Shelflist. The results from the search then allow you to see what similar items are already in the shelflist, as well as showing the original SuDoc number at the top of the results. Then you can click on first the “Add to Superceded List” and then the "Delete this record from the shelflist" button to remove the superceded record from the shelflist. 

DANGER! There may be items in the electronic Superceded list that you have chosen not to discard. Naturally, the list should be reviewed and edited, but it may be inaccurate. The primary benefit of a Superceded List is to be able to give it to shelving staff to pull the superceded items. A secondary benefit of creating an Autodocs superceded list is that then if you change your mind upon seeing the items on the shelf, you will have a record of what items you removed from the shelflist, so that you could add them back to the shelflist if necessary. The superceded list includes the shipping list number of the item being superceded to facilitate restoring the item to the shelflist. 

Exceptions Table: If the Check-in form has the bullet called Exceptional Treatment? checked, then this item has matched with the Item number or the SuDoc number of a series that gets some sort of special treatment. See the instructions in the text box below the Exceptional Treatment? button for details. Here are some possibilities:

· It may be part of a series that gets cataloged in LC classification,
· It may be an item in the Marcive cataloging profile, 
· It may be an item that is sent to acquisitions to be checked in as a periodical,
· It may be given a label by you and sent to the Reference Department. 


Call Number on the Label is Too Long: If the SuDoc number is the number that will appear on the label, watch out. The SuDoc number can get too long for the label. On the Check-in form, to the right of the Produce Label? check box, there is a text box called, “Call No.:”. That is the second line on the label, and by default, it contains the SuDoc number. Notice that toward the end of the text box, there is a thick line descending from the box. That line marks the cut off point for the actual label. If the SuDoc number is longer that that line, the end of the SuDoc will not appear on the label. Some rare documents have part of the title inserted into the middle of the SuDoc number for a multi-part series. If that is the situation, please consider shortening the inserted title so that the SuDoc number fits on the label. Consult the librarian for creative SuDoc abbreviations. If the number simply cannot be made to fit, you could suppress the label by deselecting Produce Label?. Then you can create a hand written label. 

Done with Current Item: After you have verified each item, click on either the "Next Record" button or the bottom arrow to the right of the number of the record in the list. (It is the standard next record navigational button.)

Missing Items: There are two ways to deal with claimed items. 

1. The first is to delete the item from the check-in list. If you did not get an item that you should have, click the "Delete Record" button. If the item is then claimed, you can check-in the claimed and received item by checking-in its shipping list again and then deleting all of the other items from the check-in form. 

2. The second is to slap the word CLAIMED onto the front of the SuDoc number in the Check-in process. Then you have an online record of the items that have been claimed.  Then when the claim arrives, you just go into "Shelflist Operations for Staff", and then "General Search of the Shelflist", and search for all documents whose SuDoc numbers start "CLAIM". In that way, if you get a bunch of claims together, you don't have to go back and download each of their shipping lists over again. You just search, and erase the CLAIMED part of the SuDoc number. 

Finished with Checking in the Current List: After you have finished deleting what you haven't gotten and after you have noted any special instructions (Marcive, supercede, etc.), close the Check-in List form. If the check-in went smoothly, click on the button “Add to label file.” If you haven’t suppressed the record update warnings, select “yes” in the resulting pop-ups to add items from the check-in list to the temp label file. Then click on "Shelflist and reset for a new list: Step 4." This adds the items to the shelflist and deletes the check-in list and the shipping list, getting Autodocs ready for the next shipping list. 

If you are worried about what made it into the shelflist, you can click on "Verify the Shipping List in the Shelflist". Then type in the shipping list number. For example, the number 2014-0041-P should be typed in 20140041P with a capital P. This will pull up all items that were added from that shipping list. You can then see just what was put in the record and correct any errors.


7. 	Getting the next Shipping List  	

	The next step is to click on the window for your browser at the bottom of the screen, go back to the FDLP shipping list page, and click on the next list. Again, save as “ship.dbf.” Then toggle back to Access, and go back to instruction #4 above. Repeat until the format is exhausted. 

8.   Printing labels for the checked in documents

	Once you have finished checking items in, and there are labels to generate, make sure the printer is ready with labels, and click on button 4: “Print labels".  This pulls up a preview of the labels. Click on the printer icon to print them. Then click on the "Close" button to return to the Main check-in screen. This function does not automatically delete the labels file, so if the print job fails, you can click on "4.: Print labels" again to generate the labels repeatedly. Then you may click on 6.: Delete Labels to remove that temporary table of labels. If you see in the preview that the labels are defective, click on "Close" and then either delete the labels, or get someone who knows how to edit Access tables and reports to fix the problem.

9. 	Printing the list of items to pull from the shelves because they are superseded. 

	If there are superceded items to pull, you load the printer with regular paper, and then click on 5.: Print Superceded list.  This pulls up a preview of the superseded list. Click on the printer icon to print it. Then click on the "Close" button to return to the Main check-in screen. Once the print job has succeeded, you can click on 7.: Delete Superceded List. Remember, starting, printing and deleting the labels and superceded lists are independent of the order of check-in. So if you exit the program, when you reenter it, any temporary tables for printing will still be there. Hitting the Start Print Labels will delete any old lists.



II. What if everything did not go smoothly in the check-in?

If you want to scrap the check-in list, because the shipping list was messed up (typos are common to these lists), click on the "Trash Check-in List" button, confirm “Trash Check-in list” in the resulting prompt. Then click on the "Add to or Edit the Shipping List" button. 

This opens a form called "Editing and Adding items to shipping lists."  To move through the shipping list, you can either click on the bottom arrow to the right of the item number or click on the button called "Next Record." If you find a record that needs to be corrected (an obvious typo, etc.) change the record so that it is correct, then click "Save this record now."

To get a blank record to add a completely new record, click the "Add item" button. Then fill out the fields, including the shipping list number and the date. To add a record to the shelflist, you must have something in the SuDoc field, the title field, the date field, and the item number field. If you want to add an item to the Shelflist, this is one way to do so. See AutoFAQ IV. D.

If you imported the wrong shipping list and want to start over, click both the "Trash the Check-in List" and the "Trash the Shipping List" buttons, confirm both choices, then go back to your web browser and save the right list. Remember that your import routine in Autodocs will be looking for the shipping list in a fixed directory path (c:\access by default). If you do not save the electronic shipping list from the GPO to that directory, then you will keep importing the same old shipping list that you had the last time you checked in a list. After you have saved it from your Web browser, start over with steps I.5.b. above.

If you are worried about what made it into the shelflist, you can click on "Verify the Shipping List in the shelflist". Then type in the shipping list number. For example, the number 2000-0041-P should be typed in 200000041P with a capital P. This will pull up all items that were added from that shipping list. You can then see just what was put in the record.

III. Items without shipping lists 

a. Direct mail

1. For items that are directly mailed without shipping lists (which are much rarer than they were in 1999), you must add the serial information to the Paper without Ship table (called WOUTSHIP). Note that you have to enter the frequency in two different forms in two different places. If you do not add it correctly, the menu of items without shipping lists will not be sorted properly (with dailies first, then annuals and irregulars last).

2. Then on the “Check-in Paper Docs” page, click on “Direct Mail Shipping List: Step 1”. (Note: At Winona State, the only items received without shipping lists are in paper. You can check other formats in on this process, but in the check-in (step 3), you have to change the default format, which will be paper.)

3. Once you have opened the menu of items that are received without shipping lists, find the series that your item belongs to, double click on the left margin of the record. Then a dialog box will open and ask you for the part of the SuDoc after the colon. That is the volume and number, or the year and number, or what have you. Then follow the lower steps as you would with the normal check-in of the items with shipping lists.

b. Maps and other manually added shipping lists (new)

Note: Maps do have shipping lists, but they are not available in dBase format. The shipping lists also do not list the SuDoc numbers, so you will have to look them up in the list of classes. 
1. From the form titled “Check-in procedure”, select the proper format for the items for which you wish to manually type the shipping list (maps, paper, fiche or electronic). 
2. Click on the “Blank Shipping list: Step 1” button, which might be on the right hand side. 
3. Fill in the item number, the SuDoc number (you may have to look this up in the List of Classes for maps), the title, and the shipping list number. Try to keep items from the same shipping list on the same blank shipping list for manual entry, though that is not necessary. Repeat for each item on the shipping list. 
4. Once done, save the last record, then quit the form. Then click on “Add Date: Step 1b”. This will ask you for a date. Use the form “YYYYMMDD” for the date. 
5. Click on “Create Check-in List” to run the shipping list against the supplementary tables (EXCEPTIONS, etc.). 
6. Click on “Check in Documents: Step 3”, inspect the check-in list, and check-in the documents. 
7. Click on “Add to Labels” to add the labels from this list, and then “Shelflist and reset for a new list” to add the records to the shelflist. 



IV. How the Exceptions table works and how to use it

The Exceptions table allows the depository to set up instructions on the handling of incoming documents. When Autodocs transforms a shipping list into a check-in list, it injects information specific to a SuDoc stem within an item number into the check-in record. When you first download Autodocs, Exceptions is designed for the situation at Winona State University. You can alter its design to suit your needs more, though that requires effort. For items that get exceptional treatment and get their location changed (a series shelved in another area of the library), the processor will want to create both an Exception table record and a LABELCHANGES table record for the item. 

Let's say that a serial is sent to the periodicals department in the library. To create an Exceptions table record, start at the "switchboard" form and click on "Other Operations". Then click on "Update, Add, Delete from the Exceptions Table." A window will pop up asking you to input an item number. The results form then shows all of the records in the EXCEPTIONS table whose item numbers start with that item number. Leaving that search blank will retrieve all EXCEPTIONS records. Entering "06" will retrieve all records whose item number are in the 0600's. Browse the records to make sure that there isn't a record for that item number already. If there is no record, click on "Add a New Record." 

A blank form appears. Fill in each field. If you want all SuDoc numbers within that item number (say for Marcive cataloging), leave the "Stem of the SuDoc for the series" field blank. If you put in a SuDoc stem, then in order to match the item in the shipping list, the shipping list item must begin with the same class number. If you have two records with the same item number, one of which has a blank class stem, and the other of which matches the class stem in the shipping list, Autodocs will get confused and sometimes inserts the data for one sometimes for the other. Try to avoid having a blank SuDoc and a SuDoc stem. See the EXCEPTIONS record for Item number 0854-A in the demo for a possible solution to the problem.

If the items in this series will be retained permanently, click on the option button "Should the items in this series be excluded from “considered for weeding”?" There are categories for "Is it cataloged?", "Is it sent to Periodicals?" and "Is it stamped Reference?" If you want to add your own categories, consult question II.B. How to alter the Autodocs tables? in the AutoFAQ. There is a note field to explain about the exceptional handling. With Autodocs 1.3, this field will be inserted into the Notes field in the Main Shelflist. For specific series that get cataloged in LC, I like the Notes field to say: "Catalog LC, [brief title], Label suppressed." 

When all of the fields are filled in, click on "Save this Record now," and then "Quit Updates." If the series also gets a different location and call number, you need to also create a record for the item in the LABELCHANGES table. The LABELCHANGES record will automatically change the fields that will appear on the label during the check-in process. Even if the label is suppressed, the LABELCHANGES record will update the location and call number in the Main Shelflist, so if the series gets sent to a different location, it is important to add a LABELCHANGES record. You can have LABELCHANGES records for individual SuDoc stems while you have a blank SuDoc stem for the same item number in EXCEPTIONS. They are handled separately, and Autodocs will not get confused. 

Note: Autodocs is a bit primitive from the standpoint of serials. It treats every item as a separate entry in the Shelflist. This is done so that you don’t have to do much rekeying during check-in. However, if you move an entire series to a different location, each item in the series should have its location and call number changed. If you are good at constructing Access queries, you can automate that change, otherwise, use the General Search of the Shelflist within "Shelflist Operations for Staff" and update each item record. 

V.  How to use the search functions to print customized reports

Autodocs has two different functions for searching the Main Shelflist. On the Main Menu (switchboard), the button labeled "Public Searching of the Shelflist" allows someone to search the shelflist without being allowed to alter record. The functions under "Shelflist Operations for Staff" allow additions, editing and deletions of records. Within either of these you can search the shelflist using a template. That allows you to search the entire database by an "AND"ing of five different fields. One of the results buttons is "Preview a print out of the search results." If you select it, a print out of the search displays. To customize the title of that report, scroll down in the navigation bar to the list of “Reports.”  Select the “Shelflist General Report” or whichever document you wish to edit.  Right click on the report in the Navigation Pane and then select “Design view.” Click on the title of the report that appears. Click on it again, and you will be allowed to edit it. Then hit Enter. To preview the design of the report, on the lower menu, below the “File” menu item, there is a button that says “View.” Click that for preview. If it looks good, the View button has turned into a Print button and you can print the report. When you want to go back to the design view, go to the far right of that menu and click on “Close Print Preview.” Finally, click on the close button (the X in the corner of the report window, below the close button for all of Access), and in the box that asks "Do you want to save changes," to the report, Click "No." By doing not saving the changes, you get a report with a customized title, while the generic title remains in place for the next search. 

[bookmark: _GoBack]VI.  How to create a saved-import routine for shipping lists

Steps for creating a saved import routine for a .csv file

1.   Download the shipping list in .csv format following the steps. You will want to choose carefully in which directory on your computer you save the file (and always save the file in that directory in the future) and you will want to name it "ship.csv".

2.   Open Autodocs. In the uppermost tool bar, select "External Data." In the tool bar below, the leftmost item is: "Saved imports." If your steps are already saved, you can execute them together at this point and you are done. If not, you want the small icon five to the right of the leftmost, which says, "Text file." (It may be difficult to see, because it is crowded above the icon for "XML file.") Click on that icon. It will open a wizard to walk you through the importation.

3.   In the window entitled: "Get External Data – Text File," the upper part asks you for a "File Name." Click on the "Browse" button beside the "File Name" text box, and find the file you saved in step 1. (This is why you need to remember the directory in which you saved the file.) Then in the lower part of the window, called the "Specify how and where …" section, click on the first option, which says, "Import the source data into a new table in the current database." Click on "OK" at the first window of the import wizard.

4.   The next window asks about whether the data is delimited or fixed width. Select "Delimited," and click on "Next. " The next window asks what the delimiter is, and you should check "Comma." You should also check, "First Row contains field names". In the "Text Qualifier" drop down, select the double quotation mark ("). Then click on "Next."

5.   The next window allows you to select the data type for each field of the new table. Scroll to the right to the last field, called "LISTDATE." (If the last field is not LISTDATE, but something like "Field6," then you either did something wrong or have a defective shipping list. The most likely problem is that you did not set the Text Qualifier correctly in step 4.) Highlight the column for "LISTDATE" and change its data type to "Short Text." Click on "Next." The next window asks about a primary key. Select the check box for "No primary key." Click on "Next." The next window asks which table you want to import it as. Keep the name as "ship" and click on "Finish."

6.   The next window asks if you want to save the import steps. If you are confident you did them all correctly, check the checkbox to "Save import steps". Name it whatever you like and can remember.

7.   Now open the Form "Switchboard" as you would have done before.

8.   IF YOUR VERSION OF AUTODOCS HAS A BUTTON CALLED: "Import Ship List: Step 1" SKIP IT and go straight to the button for Step 2.

9.   For future shipping lists, just open Access, click on "External Data", then click on "Saved imports", highlight the saved import that will pull in your new saved shipping list, and click on the "Run" button. That should pull in the shipping list and save it as the "ship" table. 

Steps for creating a saved import routine for a .dbf file

1.  Download the shipping list in dBase III format as you would have in times past. You do have to name it “ship.dbf”. (Before January 20, 2015, I thought you did not have to name it ship.dbf, but you do. If you do not, then Excel will name the worksheet the name of the .dbf file, a name such as 150107p, and when you go to use the saved import routine, it will fail.)

2.  Open MS Excel, not MS Access, and then click on "File" and then "Open". Go to the directory where you downloaded the shipping list (possibly C:\access).

3.  In the dropdown beside the file name, change the file type to "dBase Files". The shipping file should appear in the window. Click on it and click on "Open."

4.  Once the table is open in Excel, inspect it briefly to see if the column names are correct. Sometimes GPO sends out malformed shipping lists, and this is a chance to repair it before it goes to Autodocs click on "File" and then "Save As" and then make the file name "ship" and "Save as type" set to "Excel Workbook." Close the spreadsheet in Excel.

5.  Open Autodocs. In the uppermost tool bar, select "External Data." In the tool bar below, the leftmost item is: "Saved imports." If your steps are already saved, you can execute them together at this point and you are done. If not, you want the icon two to the right of the leftmost, which says, "Excel." Click on that icon. It will open a wizard to walk you through the importation.

6.  Click on the first option on the first screen of the wizard, which says, "Import the source data into a new table." Click on the "Browse" button beside the "File Name" text box, and find the file you saved in step 4. Click on "OK" at the first window of the import wizard.

7.  The next window asks about worksheets. There should only be one option, so click on "Next". The next window has a check box that says, "First Row contains column headings". Check that check box, and click on "Next." The next window allows you to select the data type for each field of the new table. Scroll to the right to the last field, called "Listdate." Highlight it, and then change its data type to "Short Text." Click on "Next." The next window asks about a primary key. Select the check box for "No primary key." Click on "Next." The next window asks which table you want to import it as. Keep the name as "ship" and click on "Finish."

8.  The next window asks if you want to save the import steps. If you are confident you did them all correctly, check the checkbox to "Save import steps". Name it what you like. "Import-ship" is the default name it offered me. In the download version of Autodocs 1.6, the saved import routine that comes with the application and that follows the steps in this list for Excel files is called "Import-ship_Excel." That routine pulls the file from the c:\access directory.

9.  Now open the Form "Switchboard" to continue the check-in process.

10. IF YOUR VERSION OF AUTODOCS HAS A BUTTON CALLED: "Import Ship List: Step 1" SKIP IT and go straight to the button for Step 2.

11. For future shipping lists, follow steps 1-4 above, but after step 4, you open Access, click on "External Data", then click on "Saved imports", highlight the saved import, and click on the "Run" button. That should execute steps 6, 7, and 8 automatically. 
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