Loading files to BDMS Logic
1. Load PDF files to BDMS if this a Plain pdf with no other metadata needed the document will show in BTAX immediately ex. TAX Prep Guide Dummy files, MLI Boxes pdf. 
2. If Pdfs require other Metadata ex. International Forms, the files need to be loaded to obtain BBLS Ids and Task Ids.
3. The BBLs ids and Task ids are obtained by doing a SEARCH for the documents then exporting a spreadsheet.
4. The Spreadsheet is then cleaned and completed (Includes other Metadata needed).
5. This final Spreadsheet is then reloaded to BDMS for the document to show in BTAX.
Note: 
The first upload to BDMS creates the BBLS iDs & task ids. If the files contain all the necessary metadata it will show in BTAX immediately. If not he file will exist in BDMS but will not show in BTAX (until a complete Spreadsheet with metadata is loaded). The 2nd upload with the Final Spreadsheet with all the required metadata will publish the file in BTAX then it will show in BTAX. 


