MLRA Region 10:

Procedure to Obtain Official Series Descriptions

November 4, 2003
1. Go to http://ortho.ftw.nrcs.usda.gov/osd/osd.html
2. View OSDs by List of Series Names (with FTP option)

3. Type in the series names that you want to edit.

4. After you are finished typing in the series names click on "process".
5. The series names will be highlighted .  Click on "FTP".

6. Click on "Zip file" and "Dos and MS Windows".

7. At the bottom of the screen click "download".
8. To download the file to your system hold down the shift key and click on  "osd.zip". A box will appear. Click on “Save target as ….”.
9. Save the osd.zip file in OsD_Check directory.
10. Log out by clicking on  "File" and "close".

11. Go to windows explorer and go to the directory that has the osd.zip file

12. Double click on zip.osds file and this will open the winzip box and the osds as text files will appear in the box.

13. With windows explorer open also click and drag the file in the directory where you edit Official series descriptions.

14. Now go to MSWord and go to the directory where the files are located.

15. Open the .txt file and save as a .doc file.

16. Open the .doc file and go to "Tools" - "Track Changes"- "highlight changes".  Then check the "Track changes while editing" box.

17. If this is the first time you are tracking changes then in the Highlight Change box click on "Options".

18. In the track changes box do the following:                                                                                                                                 

        Insert text

            Mark-none

            Color  

        Delete text

            Mark-strikethrough

            Color    

       Changed lines

            Mark-left border

             Color-black

Then click "OK"

19. Make edits (using the Guidelines at http://www.mo10.nrcs.usda.gov/references/osdguides/editingosds.doc)
20. , the additions should show up in red and deletions should show up in red with a strike through.  

21. Send the edited OSDs to the St. Paul MLRA office as an attachment to an email message.  The edits will be reviewed and the OSD will be placed in the OSD check program and submitted to Ames, IA to be placed on the internet.
