Checking in a Gov Doc on Workflows

Click on  [image: image1.png]Receive Transit



 in the Common Tasks menu
Scan barcode of the item and the barcode will appear in the box next to where it says “Item ID:” [image: image2.png]Enter item to receive.

Item 1D: 3686535373997




A box will pop up telling you where the document belongs, etc.:

[image: image3.png][ tem Received - 3s865350007629

1) stste of Louisiana, Department of Natural Reseurces, Office of Coastal Resto.../ Lovisiana, Coastal Management Division
NR.1,8:CUP/996 Copy:1..... ID;36865358007629

Routing information

Raute to: DOCSLACO





so click on the “OK” button then click on the [image: image4.png]


 button.
Put item on the cart to be shelved (Louisiana Documents go in white plastic box that says “Louisiana  

Documents to be shelved by Ollie).
OR:

Click on [image: image5.png]T8 Pending Transits



 in the left side “Common Tasks” menu and just click on each title in the list    and click on the [image: image6.png]


 button.

Put item on the cart to be shelved.

Override code = KING
