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If an existing collection of library documents need to be transferred to a new instance, this can be done by

exporting from the currently library and importing into the new library. 

For instructions on adding new files to the library, see this article: Library Documents.

Export from Current Instance

1. Library Document Types

To retrieve the list of library document types from the current instance, navigate to System Menu > Library >

Library Document Types and save the data in a spreadsheet or word document (copy/paste). 

2. Library Files

To export library files from the current instance, navigate to System Menu > Library > Manage Library. Above the

library files grid, select the option to "Export to CSV" to download the metadata associated with the library files.

Once download, select the option to "Download ZIP," which will bulk download the actual files.

Import Into New Instance

1. Library Document Types

To add the list of library document types in the new instance, navigate to System Menu > Library > Library

Document Types. Using the data saved in the spreadsheet/word document previously created, manually add the

document types (see article: Library Documents)

2. Library Files

To import library files into the new instance, navigate to System Menu > Library > Manage Library and drag and

drop the previously downloaded ZIP file into the "Inbound Documents" drop box.

https://support.docboss.com/home/library-documents#upload-to-library
http://support.docboss.com/#Export-library-document-types
https://support.docboss.com/home/library-documents#adding-library-document-types
http://support.docboss.com/#Export-library-files



If the ZIP file is over 400MB, extract the files locally and upload them via the "Inbound Documents"

drop box individually.

Once the files have been processed, select them (using the "Select All" button) and choose the option to "Assign

Files via CSV." From the popup, upload the previously exported CSV file containing the library document metadata,

and select "Save" to process the changes.

http://support.docboss.com/#Export-library-files

