Government Documents Labeling 

using AutoDocs

Introduction

AutoDocs is a database that works within Microsoft Office Access to check-in and create a shelflist for government documents.  For our purposes, AutoDocs is used to create spine labels for government documents, rather than being used as a true check-in system or to generate a shelflist.  Created by Vernon Leighton at Winona State University, the current version of AutoDocs is 1.4; new versions do become available on an irregular basis. The website for AutoDocs, which should be consulted occasionally for updates, is http://www.winona.edu/library/gov/autodocs.htm  Documentation for the database is also available at that site, and these instructions are based on the procedures found there.
The following instructions are written assuming that you are using Access 2007.  Please note that some instructions, especially at the beginning of your session, will be repeated every time you begin a session while others may only be completed the first time you use AutoDocs.  
Before you begin
There are a few changes that must be made to the database in order to generate labels in the proper format as well as folders that must be created in order to run the database properly. Please do not attempt to run your first session of AutoDocs until these changes have been made; see the document “AutoDocs initial set up” for instructions.

While using AutoDocs you will also be making use of the GPO Federal Bulletin Board (FBB) shipping list site at http://fedbbs.access.gpo.gov/fdlp01.htm  It is strongly recommended that you open this site before you begin your AutoDocs session and leave it open until you are finished creating the labels.
Open the folder C:\Data\access and leave it open for the course of the session.  If you have created a folder for shipping lists, open it as well.

Have the paper copies of the shipping lists you retained on check in available for consultation.

Step by Step Instructions
Start Access, then AutoDocs.  In the top third of the screen will be a bar saying “Security Warning: Certain content in the database has been disabled.”  Click on the button at the end of that sentence, marked Options.  A new box, called Microsoft Office Security Options, will pop up; at the bottom of the box click on the radio button with the option “Enable this content” then click the Okay button.  You must repeat this step every time you begin an AutoDocs session.
At the top of the left hand column (the Navigation Pane) there is a dropdown arrow next to the title All Tables.  Click on that arrow and check Object Type from the list that appears.  This will insert a header to separate the list of items in the Navigation Pane into categories by type of object.  These headers will continue to appear every time you open AutoDocs unless you uncheck the Object Type option.

Go to the FBB site, find the first shipping list of this session and download it.  (You may choose to download these lists one at a time or download all the necessary lists at once; it is up to you.)  After the download, find the list, rename it “ship” and move it into the “access” folder.  BE SURE that you do not change the extension on the file and that you do not have any other documents by that name in the “access” folder.  If you do have another file called “ship”, delete that file before renaming and moving the shipping list.
Scroll down in the Navigation Pane to the form called Switchboard and double click on it.  A box, titled AutoDocs 1.4 Main Menu, will appear.  Click on the button Check-in New Materials.   A new form, Check-in Procedure, will appear.
Click on Start Labels and, if you’ve not turned them off, click through the warnings until you reach the box saying “Labels started” and click okay.

Click on the Check-in Paper button; a box called Check-in Paper Docs will appear.  

Click on Import Ship List: Step 1, click through any warning messages if necessary and click on Okay when the “Done importing shipping lists” box appears.  A new table, called “ship” will appear in the Navigation Pane.  If you see that there are tables called “ship” and “ship 1”, you already had a shipping list stored.  If that happens, click on the “Abort Shipping List” button in the Check-in Paper Docs window, click Okay on the box that appears, and the “ship 1” table will disappear.   Delete the “ship” table in the Navigation Pane and repeat the Import Ship List step.

Click on Create Check-In List from Ship List: Step 2 button.  A box will appear warning that the “existing table “Intermediate Ship Table” will be deleted before you run the query.  Do you want to continue anyway?”; click Yes.  (This warning will appear even if all the other warning messages are turned off.)  Click on Okay in the Checkin list created box.

Click on Check-in Docs: Step 3.  A “Check-in” box will appear; double check that the List Number at the top of the box matches the shipping list you think you imported.  If not, quit the Check-in box, abort the shipping list and start over.
Look at the section of the Check-in box called “Produce Label” and double check that the Label Head reads DOCS and that the call number is correct for the title listed in the section above Produce Label.  If the document is a serial, deselect the radio button next to Produce Label and move on to the next record.  If the document is a monograph, position your cursor in the Call No box after the colon delimiting the stem of the call number, and put in a space after the colon.  

Click on the button Next Record and repeat the above step.  Repeat this process until the boxes in the Check-in box are blank, then click on the Quit Check-in button; this will close the Check-in box and take you back to the Check-in Paper Docs box.
Click the button Add to label file, then the Abort Check-in List and the Abort Shipping List buttons.  

Go to the “access” folder and go up a level to “Data” then back down into “access.”  If the “ship” file has not disappeared, delete it.  

Download the next shipping list if you’ve not already done so, rename it and move it into the “access” file.   
Go back to AutoDocs and repeat the steps from “Import Ship List: Step 1” through Abort Shipping List until you’ve created labels for all items.

After you have added the last batch of items to the label file, click on the Back To Previous Screen button and return to the Check-in Procedure box.

Click on the Print Labels button.  When the box asking you if the printer is on and the labels loaded appears, click Okay and a print preview screen will appear.  Note how many pages of labels you’ll need, tell everyone else you’re printing labels and ask they please not print for a few minutes then load the labels.  Tell AutoDocs to print the labels.
After the labels print, click on the Delete labels button, click on the Back to previous screen button, then the Close Switchboard button in the Switchboard box.

Double check that you’ve deleted the “ship” table then close AutoDocs.

Clean out the folder in which you’ve stored the downloaded copies of the shipping lists so that it’s empty for the next time you produce labels.

TBD:  apply labels ourselves or handover to Physical Processing staff.

