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END-USER LICENSE AGREEMENT FOR EASYLIB SOFTWARE:

Important — This EASYLIB End-User License Agreement ("EULA") is a legal agreement between you (either
an individual or a single entity) and EASYLIB Software Pvt. Ltd. for the EASYLIB, EASYLIB identified above,
which includes computer software and may include associated media, printed materials, and "online" or
electronic documentation ("EASYLIB"). The EASYLIB also includes any updates and supplements to the
original EASYLIB provided to you by EASYLIB. Any software provided along with the EASYLIB that is
associated with a separate end-user license agreement is licensed to you under the terms of that license
agreement. By installing, copying, downloading, accessing, or otherwise using the EASYLIB, you agree to be
bound by the terms of this EULA. If you do not agree to the terms of this EULA, do not install or use the
EASYLIB; you may, however, return it to your place of purchase for a full refund.

EASYLIB LICENSE

The EASYLIB is protected by copyright laws and international copyright treaties, as well as other intellectual
property laws and treaties. The EASYLIB is licensed, not sold.

GRANT OF LICENSE. This EULA grants you the following rights:

Applications Software. You may install, use, access, display, run, or otherwise interact with ("RUN") one copy
of the EASYLIB, or any prior version for the same operating system, on a single computer, workstation, terminal
or other digital electronic device ("COMPUTER").

Storage/Network Use. In order to use on a network, you must acquire and dedicate a license for each
separate COMPUTER on which the EASYLIB is RUN from the storage device. A license for the EASYLIB may
not be shared or used concurrently on different COMPUTERS.

Reservation of Rights. All rights not expressly granted are reserved by EASYLIB.

DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

Not for Resale Software. Your use of the EASYLIB is limited to your use and you may not resell, or otherwise
transfer for value, the EASYLIB.

Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer,
decompile, or disassemble the EASYLIB.

Separation of Components. The EASYLIB is licensed as a single product. Its component parts may not be
separated for use on more than one COMPUTER.

Trademarks. This EULA does not grant you any rights in connection with any trademarks or service marks of
EASYLIB.

Rental. You may not rent, lease, or lend the EASYLIB.

Support Services. EASYLIB may provide you with support services related to the EASYLIB ("Support
Services"). Any supplemental software code provided to you as part of the Support Services shall be
considered part of the EASYLIB and subject to the terms and conditions of this EULA. With respect to technical
information you provide to EASYLIB as part of the Support Services, EASYLIB may use such information for its
business purposes, including for product support and development.

Termination. Without prejudice to any other rights, EASYLIB may terminate this EULA if you fail to comply with
the terms and conditions of this EULA. In such event, you must destroy all copies of the EASYLIB and all of its
component parts.

COPYRIGHT. All title and copyrights in and to the EASYLIB (including but not limited to any images,
photographs, animations, video, audio, music, text, and "applets" incorporated into the EASYLIB), the
accompanying printed materials, and any copies of the EASYLIB are owned by EASYLIB or its suppliers. All
title and intellectual property rights in and to the content that may be accessed through use of the EASYLIB is
the property of the respective content owner and may be protected by applicable copyright or other intellectual
property laws and treaties. This EULA grants you no rights to use such content. If this EASYLIB contains
documentation that is provided only in electronic form, you may print one copy of such electronic
documentation. You may not copy the printed materials accompanying the EASYLIB.

BACKUP COPY. After installation of one copy of the EASYLIB pursuant to this EULA, you may keep the
original media on which the EASYLIB was provided by EASYLIB solely for backup or archival purposes.

MISCELLANEOUS
This EULA is governed by the laws of the State of Karnataka.

LIMITED WARRANTY

LIMITED WARRANTY FOR EASYLIB. EASYLIB warrants that (a) the EASYLIB will perform substantially in
accordance with the accompanying written materials for a period of ninety (90) days from the date of receipt,
and (b) any Support Services provided by EASYLIB shall be substantially as described in applicable written
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materials provided to you by EASYLIB, and EASYLIB support engineers will make commercially reasonable
efforts to solve any problem issues.

CUSTOMER REMEDIES. EASYLIB’s and its suppliers’ entire liability and your exclusive remedy shall be, at
EASYLIB’s option, either (a) return of the price paid, if any, or (b) repair or replacement of the EASYLIB that
does not meet EASYLIB’s Limited Warranty and which is returned to EASYLIB with a copy of your receipt. This
Limited Warranty is void if failure of the EASYLIB has resulted from accident, abuse, or misapplication.

NO OTHER WARRANTIES. To the maximum extent permitted by applicable law, EASYLIB and its suppliers
disclaim all other warranties and conditions, either express or implied, including, but not limited to, implied
warranties of merchantability, fithess for a particular purpose, title, and non-infringement, with regard to the
EASYLIB, and the provision of or failure to provide support services. This limited warranty gives you specific
legal rights. You may have others, which vary from state/jurisdiction to state/jurisdiction.

LIMITATION OF LIABILITY. To the maximum extent permitted by applicable law, in no event shall EASYLIB or
its suppliers be liable for any special, incidental, indirect, or consequential damages whatsoever (including,
without limitation, damages for loss of business profits, business interruption, loss of business information, or
any other pecuniary loss) arising out of the use of or inability to use the EASYLIB or the provision of or failure to
provide Support Services, even if EASYLIB has been advised of the possibility of such damages. In any case,
EASYLIB’s entire liability under any provision of this EULA shall be limited to the greater of the amount actually
paid by you for the EASYLIB or Rs.10,000(Rupees Ten Thousand Only) whichever is lesser.

SUPPORT INFORMATION

Help is available from many different sources. Please take the time to read the following so we may direct you
to the most appropriate help source for you, depending on the type of user you are and how you are using this
product.

EASYLIB PRODUCT SUPPORT SERVICES

The services and prices listed here are available in India only. EASYLIB support services are subject to current
prices, terms, and conditions, which are subject to change without notice.

For up-to-date support information for other countries, see the following Web site:

http://www.easylibsoft.com

SELF HELP

EASYLIB Professional Online Support can help you get the most Up-to-date answers swiftly and easily. Here
you can use self-help tools, plus you can search on a wide variety of technical information.
Visit http://www.easylibsoft.com/helpdoc/

ASSISTED SUPPORT

No-Charge professional Support

You are eligible for 365 days support (beginning the date of installation) for this product via any of the
Professional Offerings. You can receive no-charge assisted Professional Support via the web or by telephone.
When submitting incidents, be prepared to provide your Product ID (“PID”) number.

For desktop operating systems, your PID is a 20-digit number that can be found using three easy steps:

a. Right-click on the “Help” on the Easylib
b. Select “Properties”.

c. The PID is found under “Registered to:” on the “ General” tab.
Paid Assisted Professional Support
Extended service requirements or service calls after 365 days of installation call for paid assisted professional
support. Appropriate fees are billed to you on each instance of the service performed.

Extended Service Warranty and Support

For your benefit and reduction of support fees, EASYLIB has extended service contract that is
purchasable/renewable on a yearly basis. The service contract shall make sure that your system runs without
fail under normal circumstances in the warranty period. Any issues occurring in this period related to the
EASYLIB Software are resolved with no service fee to the customer. [For more information on this, call
EASYLIB.
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GETTING THE SUPPORT

When you contact Product Support Services (PSS), you should be at your computer and have the following
information on hand:

a. The version of your EASYLIB product
b. The type of hardware, including network hardware if applicable
c. The operating system (e.g., Windows 95, Windows, and so on)

d. The exact wording of any informational and what you were doing when the problem occurred A
description of what happened and what you were doing when the problem occurred

e. A description of how you tried to solve the problem

Via the web
To submit an incident, go to http://www.easylibsoft.com/

By telephone

India: (080) 65591051, (080) 23191952
Paid assisted Professional Support fees are billed to you.

By local service representatives

For your benefit, a local service representative might be available near your place. Visit the website for local
contact details.

Installation Issues

Make sure the system date format is “dddd, MMMM dd, yyyy” in the control panel >> regional settings >>
Date format.
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Introduction:

How to start Easylib software?

Starting the Easylib software is very easy. Just double click on the Easylib icon present on the desktop or on
the start menu.
This prompts the front page of Easylib software to appear together with the eleven main modules namely:

1. Registration

2. Set up and Security

3. Acquisition

4. Catalogue and Accessioning
5. Members

6. Periodicals / Serial Control
7. Circulation

8. Digital Library

9. Reports

10. OPAC

11. In/ Out Management

89 Easylib Software

EASYLIB SOFTWARE PVT. LTD,,
CATALOGUE
AND ACCESSIONING
DIGITAL LIBRARY CIRCULATION
REPORTS OPAC
REGISTRATION

[ PERIODICALS ] [ MEMBERS

]

Sasylib Software Pvt. Ltd., #45, 7th Cross, PR Layout, Murugeshpalya, Bangalore. E-Mail: info@easylibsoft.com  Website

From among these modules choose the appropriate module on which you would like to work. To access each
of these ten modules a separate Easylib Login screen appears wherein the correct user id and password
needs to be entered. Once the correct information is entered, the respective main page of the individual module
appears, thus giving you the authority to use the various functions under that particular module.

While closing each module screen, an Easylib message box appears asking, “Are you sure? You are
quitting Easylib!”’ Select the Yes or No button according to your preference. This same message appears in
the Easylib Front Page message box, when you exit from the Easylib software.
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How to change the background of Easylib software front page?

Place the cursor anywhere in the front page of Easylib software and click on the right side of the
mouse, so that a small box appears with two options. Select Change Back Ground option, to open a screen
titted as Select a Picture. This screen, contains a list of picture files, where different back ground designs are
stored. Select any one from the list, by single click of the mouse, so that the selected nhame is displayed in the
File Name. Click on the Open button, to change the background of the front page, according to your choice.

How to change the font color of Easylib software front page?

Place the cursor anywhere in the front page of Easylib software and click on the right side of the
mouse, so that a small box appears with two options. Select Change Font Color option, to open a screen titled
as Color. This screen contains different colors under the Basic colors subpart. Select any color, by clicking on
the respective box, followed by clicking on the Add to Custom Color button. This will add the selected color
under the Custom colors subpart. Now click the Ok button to see the selected font color appearing on the

screen.

1. Registration:

This is an important module that deals with the information regarding your institution as well as
registration details. The details should be entered here the first time the library purchases Easylib

Software.

How to access the Registration module?

a) Click once on the Registration module, which appears on the front page of Easylib software, to open
the Easylib Login screen.

b) Enter the correct User ID and Password.

c) The main page appears, containing a list of all the menus and sub-menus of Registration module
which are displayed below: -

1.1. Institution Details Entry

1.1.1. Institution Details

1.2. Window

1.3. Help

1.1. Institution Details Entry:

1.1.1. Institution Details:

1)

2)

3)

4)

5)

6)

Using this screen, you are able to enter the details of the organization, which has
purchased this software. The information entered here will be displayed in each module of
this software. This screen is also essential to modify the registration details.

To activate this function, select the Institution Details menu and click on the Institution
Details submenu.

In the screen titled as Library/Institution Details, enter all the details like Name, Address
1, Address 2, City, State, Country, etc. The data that you have entered in this screen will be
displayed on the homepage of the Easylib Software.

You have the option to change any of the above fields, except the Name. After making the
changes click on the Modify button to confirm the change. The Name can be modified by
getting a valid register number from the Easylib.

Press the Change Institution Name button to open another screen, titled as Enter
Registration Information.

The Registration Number will be given by the Easylib, at the time of purchase, to the
authorized institution along with other information like, Registration Date and Register To
details.
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List of Common Buttons:

» ADD button allows you to add a record to the database.

» MODIFY button allows you to modify or change any record or fields according to your
preferences.

» CLEAR button allows you to clear the records from the currently viewing screen.

» CLOSE button allows you to end the current operation and return back to the previous or

main page.

List of Keyboard Shortcuts for the buttons:

1) Add 2 Alt+A
2) Modify 2 Alt+M
3) Clear 2> Alt+C
4) Close 2> Alt+S
5) Ok =2 Alt+0
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2. Setup and Security:

This module deals with assigning and maintaining the security for each module, present in the Easylib
software, by creating the default settings based on various criteria.

How to access the Setup and Security module?

a) Click once on the Setup and Security module, which appears on the front page of Easylib software, to
open the Easylib Login screen.

b) Enter the correct User ID and Password.

c) The main page appears, containing a list of all the menus and sub-menus of Setup and Security
module which are displayed below: -

2.1. Security
2.1.1. Users
2.1.2. Security Profile
2.1.3. Button Setup
2.1.4. Subsystem Setup
2.1.5. Menu Setup
2.1.6. Subsystemwise Security
2.1.7. Menuwise Security
2.1.8. Button Level Security
2.1.9. Menuwise Security Advanced

2.2. Setup
2.2.1. System Parameters
2.2.2. Subjects Tree
2.2.3. Initial Setup
2.2.4. Data Import
2.2.5. Member Data Import
2.2.6. Backup
2.2.7. Accn Number Samples
2.2.8. Restore
2.2.9. Compact- Repair Database
2.2.10. Screen Setup

2.3. Window
2.4. Help

2.1. Security:
2.1.1. Users:

1) To access Easylib software, creating users are very important. With the help of this screen,
users with different security levels can be created.

2) This screen can be accessed from the Security menu by clicking on the Users submenu.
This screen helps in knowing, which users are authorized to login to the Easylib modules.

3) A screen titled as Administrative Users of the Library Management System appears.
Here, User ID, Name, Profile and Security Profile of the respective records are displayed in
the grid.
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4) To add a new record, press the New button and enter the password in the input message
box that appears. Only the Administrator or the Librarian can do this function.

5) Insert all the relevant details in the corresponding fields and click on the Ok button. This will
add the new record, which can be seen in the displayed list.

6) Change the Password button allows you to reset the password for a particular user.
Before pressing the button select the profile that has to be changed from the grid.

128 Library Users ;Iglil

_ —
Administrative Users OF The Librery flansgement System
ﬂer D Marme Profile Security Profile \

Adrmin Hari Kumar Librarian Librarian

Ram Ram Chandra M Principal admin

kusuma kusurma Kumari Clerk Data Entry Staff
Savitha Savitha Prasad Lecturer Staff

urma Uma Prasad Manager Asgst. Librarian

Change of Password Hew | Delete | Close |

N >

2.1.2. Security Profile:

Figure 2.1.1

-0l x|
Security Profile

Security Profile |admin

F Add | Modify | Delete | Clear | Close If:‘l

Security Profile
adrmir

azsk,

Azzt, Librarian
Drata Entry Staff
Guest

Librarian

Staff

Students

Figure 2.1.2

1) To create a different level security, security profiles must be defined. With the help of this
screen you are able to define the respective security profiles.

2) To access this screen go to Security menu and select Security Profile submenu.

3) Here, you are able to view the Security Profile that has been already setup in the library
by the Administrator or the Librarian.

4) In order to add new records, enter the details in the Security Profile and click on Add. If
the Add button is disabled, then click on the Clear button to enable it.

5) To modify a security profile, select your record from the displayed list. This prompts the
selected information to appear in the security profile text box. Now, make the necessary
changes and click on Modify button to save the information.
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7)

Once the profile has been added or modified, it can be viewed in all the Security Profile
combo box present in any of the screens.
To delete a particular profile, select the security profile from the list and click on the Delete
button. -
+ Note that if any record exists, with the Security Profile that you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular profile from all the entered item records and then delete the

profile.

2.1.3. Button Setup:

II=TEY
Buttens Sefup
SubSystem Name |Circu|ation ;I

Screen Name

Button Name

Button Mame
lssue

Feep Fine Pending
Fay Fine

Fenewal

Feturn

Waive Fine

[ Add modity. | Detete. | ciear || cClose ||

1)
2)
3)
4)
5)

6)

Figure 2.1.3

Using this screen, you are able to add the button names for a particular screen, so that you
are able to set a button level security for the respective security profiles.

This screen can be enabled by, pointing to the Security menu and clicking on the Button
Setup submenu.

Select the Screen Name, to view the list of records if it has been entered already or if the
records are not present then the list cannot be viewed.

Now to add a record, enter data in the Button Name field and click on Add button.

You can also Modify and Delete the records, by selecting the records from the displayed
list. This will prompt the selected data to appear at the top of the screen. Next, click on the
respective buttons according to your preference.

Once you have set the parameter for a particular button, you can go to the Button Level
Security screen and restrict the use of this button from a particular profile, as you desire.

2.1.4. Subsystem Setup:

1)
2)

This screen allows you to add the subsystem names along with a unique ID so that you are
able to provide a subsystem level security for the respective security profiles.
Click on the Security menu and select the Subsystem Setup submenu to view the screen.
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=Tk
Subsystems Sefup
Subsystem IDIST Subsystem Name ISEtUFJ and Security Module
Subsystem 1D Subsysterm Mame
A Acguisitions
CR Circulation
CT Catalogue and Accessioning
O Cigital Library
Tl bl embers
o] CPAC
PR FPeriodicals
RG Registration Module
RP Reparts
1 ST Setup and Security Module
| ﬁ\ Add I Modify 1 Delete T Clear | Close ﬁ
1
Figure 2.1.4

3)

Here, you can set the parameters for the subsystems (modules) along with the subsystem

id. Next, go to the Subsystemwise Security screen and assign the profile wise access to
the particular subsystems, as you prefer.

4)
thus, maintain the
3)
record.
6)

security for each of the Easylib modules.

This is done, so that you can restrict the use of any subsystem by a particular profile and
Enter the subsystem id and subsystem name and click on the Add button to save the

Here also, you can Modify and Delete the records, by selecting the records from the

displayed list that prompts the selected data to appear at the top of the screen. Click on the
respective buttons, as per your preference.

2.1.5. Menu Setup:

n. Menus Setup

Seiup

1O x|

Subsystem

Menu Name

Description

Circulation

bth_BookStatus

Iltem Status

henu MName

lenu Description

btn_BookStatus

ltern Status

Etn_cir_List

Circulation List

BEtn_Duelist

MMember Due List

Btn_O%'R_lssue

Crvar Might Issue

Btn_Fer_ Cir

Periodical(Loose Issue) Circulation

mnu_charging

Charging

bAnu_Customised Search_C

Customised Reports - &Circulation

nu_Email_Due

Email Reminder to alli&Due)

kAnu_Ekdail_Fesersation

Ebkdail Reminder to alliResersation)

hnu_Periodical_Loose_ Circ

FPeriodical({Loose Circulation) List

[ Add

modity | Delete | clear | ciose

Figure 2.1.5

1) Using this screen, you are able to add the menu names for a particular subsystem, which
will provide a menu level security for the respective security profiles.

2) Select Security > Menu Setup submenu, to activate the screen. Here, you are able to set
the parameters for the corresponding menus, so that later on, you are able to assign profile
wise security to the respective menus from the Menuwise Security screen.
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3) Select the Subsystem, to view the already entered details in the grid. If you want to add
new menus then, enter the Menu Name and Description and click on the Ok button.

4) Select the records from the displayed list, so that the selected data appears at the top of
the screen in the respective boxes. Now, click on either the Modify or Delete buttons, as
you prefer, to perform the respective actions.

2.1.6. Subsystemwise Security:

x|
] [-]
Subsystemwise Security Sefup
Profile Il_ibrarian v|
Suhs‘ysteml.&cquisitions v| Authority |(3=E
[I Add I KModifyr I Delete I Clear I Menuwrise Securityl Close I]
Subsystem Autharity
Acquisitions Yeas
Circulation Tes
Catalogue and Accessioning Yeas
Drigital Library Yeas
Members Tes
oFPAC es
Periodicals es
Registration Maodule EeS
Reports es
Setup and Security Module Yeas
Figure 2.1.6

1) This screen allows you to assign the Subsystem security for the respective security profiles
by selecting the “Yes” or “No” option.

2) To access this screen go to Security menu and select Subsystemwise Security
submenu.

3) From this screen you can assign the authority to view any subsystem by a particular profile.
Here, you cannot enter any new Subsystem name.

4) Before assigning the authority, select the Profile and the Subsystem. Click on “Yes”
option, to allow the profile to view the subsystem and “No” option, to restrict the user from
viewing that particular subsystem.

5) Select Add button, to save the changes and add it to the list displayed in the grid.

6) You can also set the security for menu wise and button wise criteria from this page, by
clicking on Menuwise security and Buttonwise security buttons present in the next
screen.

7) Once the security has been setup, it will be set for all future references. Only the
administrator or the librarian has the authority to change the security setup.

2.1.7. Menuwise Security:

1) This screen is essential to set the Menuwise security for a particular subsystem according
to the security profile by selecting “Yes” or “No” options and entering the menu name.

2) This screen can be enabled by pointing to the Security menu and clicking on the
Menuwise Security submenu.
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m. Security Setup x|

Memuwise Security Setup

Profile Ilerarian v| Subsystem Icatalogue and Accessioning

kenu Mame Description

btn_acc books

Mlain Accession Register

|Auth0rity il
es

btn_acc MBEM Additional Details for Mon Book Materials Yes
btn_MA books Itern Details of Mon Budgeted Arrivals Wes
btn_M& List FO YWise List of ltems Awaiting Wes
btn_staging Staging: Aswaiting Cataloguing Wes
lterns_Deleted Winthdrawn and Lost lterms Wes
Mhu_Catalogue Card Catalogue Cards Generation Wes
Minu_Customised Reports_Cat | Customised Reports - Catalogue es
Mnu_Customised Search_Booll Customised Reports - Books es

hnu_Data_lmport
mnu_data_sheet
hnu_Generate_Barcodes
hnu_bkAult_Language_Entry

Import Data

Data Sheet Preparation
Generate Barcodes

kAulti Language tem Listing

mnu_multi_lang_accn_reg bAulti Language Accession Register Yes
mnu_setup_accn_format Accession Murmber Format Yes
mnu_setup_category Category Yes |
e
Menu Name Authority
IMnufGeneratefElarcndes vl Generate Barcodes Yes -
.
| Add | Modify | Delete |  Clear | Buttonwise Security | Close | |

Figure 2.1.7

With the help of this screen, you can restrict users of any profile from viewing a particular
menu. It can be either for a single menu or more than one menu.

Select the profile and subsystem for which the menu has to be disabled and add the option.
Now, whenever this selected profile tries to access the subsystem, the selected menu will
be disabled. It should be noted that you cannot enter any new menu name here. It has to

From this screen, you can set the security for buttons also, by clicking on the Buttonwise

Click the Modify and Delete buttons, to perform the corresponding actions.

3)
4)
be done in Menu Setup screen.
5)
security button.
6)
7)

Once the security has been setup, it will be set for all future references. Only the
administrator or the librarian has the authority to change the security setup.

Button Level Security:

1)

Using this screen, you are able to set the Button level security for a particular screen
according to the security profiles, by selecting the “Yes” or “No” options.

2) Select Security > Button Level Security submenu to activate the screen.
. Button Level Security [ ] 34
Buliten Level Securily
ﬂoﬁle Name |Asst Librarian =] subSystem Name |Circulation }
Screen Name ICircuIatiun j Button Name IWaive Fine ﬂ

=

authority  [rio =] | 7 Modity | Clear | close | |
Button Mame Authority

lzsue Mo

Keep Fine Pending Mo

FPay Fine Mo

Renewal Ma

Return Yes

Waive Fine Mo

5

Figure 2.1.8
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2.1.9.

3)
4)
5)
6)

7)

This screen is similar to the above screens, where you can restrict the particular user
profile from accessing the buttons that you have secured.

Select from the Profile Name, Screen name, Button Name, and Authority to assign the
security.

Here, it should be noted that, you cannot enter any button name for any screen. This has to
be done in the Button setup screen.

Once the security has been setup, it will be set for all future references. Only the
administrator or the librarian has the authority to change the security setup.

You cannot delete any entered data, but can only modify it by clicking on the corresponding
button.

Menuwise Security Advanced:

1)

2)

3)

4)

. Menuwise Security Setup Advanced o ] 4]

Using this screen, you are able to set the Menuwise security for a particular subsystem
according to the respective security profile. This screen is essential, as you are able to
authorize multiple menus at a time.

This screen is similar to the Menuwise Security submenu, and can be opened by selecting
Menuwise Security Advanced submenu from the Security menu.

In this screen, on selecting the profile and the subsystem fields, the entire menu of the
selected subsystem will be displayed. Here, instead of selecting and entering the records
as done earlier, you have the option to directly select the menus from the displayed list.
This can be done either by, clicking on the respective check boxes next to the menu name
or clicking on the Select All or Deselect All buttons respectively.

After the selection has been made, click the Save button and enter the password in the
input message box. This will update the records and will be set for all future references.

Memuwise Security Setup

Catalogue and Accessioning Y

Profile ILibrarian LI Subsystem

| Fenu Description -
Mflain Accession Register
Additional Details for Mon Book Materials
ltern Details of Non Budgeted Arrivals
FO wWise List of tems Awaiting Processing
List of Mon Budgeted Arrivals
Staging: Awaiting Cataloguing
Winthdrawn and Lost ltems
Catalogue Cards Generation
Custormised Reports - Catalogue
Customised Reports - Books
Import Data
Data Sheet Preparation
Generate Barcodes

BAialti | aenimen o | ietine X
| >

| Save IEutlonwiseSecuri‘ty Select All I Deselect All I Clear I Close ||

=
£
=
=
o
=
Et
ey

“IRNERNERERRERERE

Figure 2.1.10

2.2. Setup:

2.21.
1)

2)

System Parameters:

This is an important screen wherein you can set the system parameters, according to your
requirements, by selecting the respective fields.

This screen can be accessed from the Setup menu by clicking on the System Parameters
submenu.
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148 System Parameters iy ] 4|
System Paramebers
ﬁabase Type: Microsoft Access 2000 \
Database Path: EAEduUlilDERphDR_Library. mdb
Maximum Reserve Days 3 Maximum Search Results |1 on
Digital Signature Reguired [YIM] = Create Catlogue Automaticaly [vM] =
E-Mail Reminderto all on allotment of = E-Mail Due Reminder to all [Y/M] ~
Reservation [YIH]
Allow Keyboard Entry on Circulation [vik] W Library Alerts on Logon [¥7k] =
Reservation option in OPAC [YIk] 72 Frint Reciept on Issue =
Barcode Converte Enahble [YIh] 12 Print Recipt on Return =
Default Currency Motation IINR I
Logo Path |C'1Documents and Settingsiadministratoriby Documentsiby Pic ... |
Qckground Picture Path [cAEdulibiPici evel 1B jpa /ﬂ|
N
| On lssue Confirmation : = Print € Wiew i MNone |
Auto Due Reminder By E -k ail Auto Fequisition Status By E-kail
@ Daily 0 Monthly @ Daily 0 monthly
O wWeekly = Mane i WWeekly 0 Mone
-~
°] modify | Close | |

Figure 2.2.1

3) This is an important screen, wherein you can set the system parameters according to your
requirements, by selecting the respective fields.

4) A brief description about the fields is given below. You have to select the check boxes to set
the parameters: -

YV V¥V ¥V VY VY

vV VYV Vv YV V¥V V VY V

Maximum reserve days - This will reserve an item for the entered number of days.
Maximum search results - This is the maximum number of search records that will
be displayed in the screen at one time.

Background picture path - This will display the background picture path of the
Easylib main page and can be changed by browsing through the Three Dot button (...)
Digital signature required [y/n] > This will enable/ disable the Digital Signature in the
Circulation module according to the entered option.

Create catalogue automatically [y/n] > This will show the print preview of the
catalogue cards automatically, according to the entered option.

E-mail remainder to all on allotment of reservation [y/n] > This will enable or
disable the E-mail remainder to all button, in the reservation screen, according to your
preference.

E-mail due remainder to all [y/n] > This will also enable or disable the E-mail
remainder to all button, as you prefer, in the respective screens.

Allow keyboard entry on circulation [y/n] - This will enable or disable the keyboard
entry for the circulation module.

Library alerts on logon [y/n] - This will enable or disable the Library alerts screen
whenever you login to this software.

Reservation option in OPAC [y/n] > The Reservation button will be enabled or
disabled in the OPAC screen, as per your preference.

Print Receipt on issue > This will automatically print the receipt when you issue the
item.

Barcode Convert Enable [y/n] > This will enable or disable the automatic conversion
of the accession numbers into the barcode numbers.

Print Receipt on return - This will automatically print the receipt when you return the
item.

Default Currency Notation - This will allow you to change the Currency Notation
according to your preference by browsing through the Three Dots button (...).

5) After you have finished setting the parameters, click on the Ok button to save the record or on
the Modify button if you have made any changes.

2.2.2.

Subjects Tree:
This has been described below in the Initial Setup submenu. You may refer the document

below.
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2.2.3. Initial Setup:

These are the basic information screens, for data entry of library items. From these screens,
you are able to create and maintain a master record of basic information like Publisher Details,
Vendor Details, Financial Year, Academic Year, Department, Subject Details, etc.

. Initial SetUp Screens =11
Tnitiel SetUp Sereens
K" Academic Year " Financial Period Setup ¢ Periodical Type \
" Accession Number Format " Fregquency " Profiles
" Barcode Accession Number Format ¢ Holidays " Publishers
" Binders " HTML Setup  Section
" Category " Item Type  Source
" Course and Branch " Keyword Stopper " VMendor
" Currency Type " Member Parameters
" Departments " Member Type
" Defaults Setup + Non-Book Section
" Library Alerts
= Library Information 0Ok
" Dr.S.R.Ranganathan Close
\(" Subject Tree /
Figure 2.2.3

Version Number 4.3.1
1. Academic Year:

i This screen is required to set the current academic year. Once set, it will remain the same for
all future references, especially in the Member module. It is useful during the generation of
reports.

ii. Academic Year submenu can be accessed through two Easylib modules namely:

= Setup and Security

=  Members
To view the screen, select the Setup menu from the respective modules and click on the
Academic Year. Another common way, of accessing this screen, is by pressing the E3 button
from your keyboard, after you place the cursor in the Academic Year combo box, present in
any of the screens.

x|
Academic Years Maintehance

From|15—Mar—2002 LI To I15—Mar—2003 ;l

PRINT

[ ox [ moditv | Deicte | Ciear | Close || ||

Academic Year List
15-Mar-2002 To 15-kar-2003
15-Mar-2003 To 15-kar-2004
22-1ul-2003 To  22-Jul-Z2004
29-Dec-2005 To 29-Dec-2005

Current Academic Year
I22—.Ju|—2003 To 2Z22-Jdul-z2004

ok | Clear |

Figure 2.2.3 (1)
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Vi.

Vii.

viii.

All the above actions, prompts a screen titled Academic Year Maintenance to appear, where
Academic Year List is displayed. Along with this Current Academic Year is also shown.

You can set your preferred academic years, by selecting From and To dates and selecting the
Ok button. It should be noted that, the To date must be greater than From date. If the Ok
button is disabled, click on the Clear button to enable it.

In order to modify a particular Academic Year, select your record from the displayed list. This
prompts the selected information to appear in From and To date. Now make the necessary
changes and click on the Modify button, to save the information.

To delete an academic year, select the desired academic year from the list and click on the
Delete button.

An important point to remember is that, you cannot Delete or Modify any record present in the
Current Academic Year drop — down box. You have the option, to only Change the Current
Academic Year by selecting any date range from the drop-down list box. After you select the
preferred dates, select the Change button followed by the Ok button to confirm your action.
Here, you are able to view the print in Notepad as well as Excel Format.

Also on clicking the Clear button From and To dates revert back to the current date.

% Note that if any record exists, with the Academic Year date, which you want to
remove, then it will not allow you to delete this record. For this, first you have to
change or remove that particular academic year from all the entered item records
and then delete it.

% Note that modifying any record, will affect the existing records also.

List of Common Buttons:

CLEAR button allows you to clear the records from the currently viewing screen.

ADD button allows you to add a record to the database.

MODIFY button allows you to modify or change any record or fields according to your
preferences.

DELETE button allows you to delete a record from the database.

CLOSE button allows you to end the current operation and return back to the previous or
main page.

NEW button allows you to enter a new record.

SAVE button allows you to save all the records to the database.

REMOVE button will delete the record from the database.

CANCEL button will cancel the current action and take you back to the previous screen.

VVVY VYV VVYV

2. Accession Number Format:

With this screen you are able to set and maintain a standard accession number format (e.g.
alphanumeric). This will be helpful during accessioning of the items.
This screen can be accessed from two different Easylib modules namely:

= Catalogue and Accessioning

= Setup and Security
In both of the above modules, go to the Setup menu and select the Accession Number
Format submenu, to view the corresponding screen. Another way is by placing the cursor at
the Accession Number Format combo box present in any of the screens and pressing the F3
button from the keyboard.
In this screen, you are able to set and maintain a standard accession number format
(alphanumeric). In case you need to change it, you can modify it as per your needs and select
Modify button. This format will remain for all future data entry.
Accession Number Format screen will prompt you to enter the Prefix, Middle, Suffix and Post
Suffix of the accession number of selected section.

For example: if your Accession Number format is “UG00001” then

Prefix =2
Middle =0
Suffix =5
Post Suffix =0

Now click on the Modify button to change the format as given above.
The format of the accession number will become as XXNNNNN, where XX represents the first
two characters and NNNNN the next five numbers of the accession register. Example;
GNO00001.
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Vi.

Vii.

viii.

Based upon your preference, you may change the accession number format any time.
However, it is recommended that you use one format for all the accession numbers. This will
bring uniformity in the numbering. You may prefix the accession number with the source of the
book, middle it with two characters for the department it belongs to and suffix the next number
as sequence numbers.

Another important feature of this screen is the Auto Change Accession Number Format.
Each item type such as Book, Audio CD, Video CD, etc. may have different accession number
format belonging to different sections. As mentioned above, once the accession format has
been set it will remain the same for all future data entry. You can create different accession
number format for different sections by clicking on the Yes radio button. This will automatically
change the accession number format according to your requirement. If you select the No radio
button, then each time you will have to manually set the accession number format while
entering the different sections. Refer the first point to see the various ways by which you can
access this screen.

Here, you have the option to only Modify a particular format. There is no provision to Delete or
Cancel any format.

1898 Accession MNumber Formmak xl

Acecession MNumber F@nnﬂ'
A —

Prefix |3 Text
Middle o Text
“Suffix |5 Humeric
Post Suffix IEI Text

Auto Change Acchn Mo, Format  vYes & HNo

nccession No. Format:
HMHHNNMNNMN

I'u * The Suffi= is rmmandetors

N e

Figure 2.2.3 (2)

3. Barcode Accession Number format:

With this screen you are able to convert any type of barcode numbers into Easylib standard
format. Usually, it is in numeric format.
It is possible to access this screen through two different Easylib modules, namely:

= Setup and Security

= Catalogue and Accessioning (Only if it has been selected in the System

Parameters submenu present in the Setup and Security module.)

Here, you have to click on the Setup menu, present in the respective modules and select the
Barcode Accession Number format option.
This is a special screen that is used to set the barcode format according to the Easylib
Barcode Format.
With this screen, whatever barcode format you have set in your library previously, it will be
converted to the barcode format that has been set by the software without need to change the
existing barcode labels in your library. This is helpful during the scanning of the barcode labels
for entering data into the respective fields.
In this screen Prefix, Middle, Suffix and Post Suffix fields are present, which can be set
according to your preference. Once set, this format will be used for all future references and
can be changed only by the authorized person.
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=1
Ep = [l@ F
Barcode Accession Number Format
Sample
Acc Mo ID
Prefix E Text
Middle |o Text
“Suffix I Humeric i
Post Suffix [0 Text "
[ S I Delete I Clear I Close I ]
Acc Mo Prefix  |Middle |Suffic | Post Suffix
0 i} i 1 i
i.
|
Accession No. Format
Figure 2.2.3 (3)

4. Binders:

vi.

With this screen you are able to keep a track about the binder details. This will be useful during
binding and accessioning of items (Acquisition Module) and also during the report generation.
It is possible to access this screen through two different Easylib modules, namely:

= Setup and Security

= Acquisition
Here, you have to click on the Setup menu, present in the respective module and select the
Binders option. You can go also directly to this screen, by pressing the F3 button from your
keyboard, after placing the cursor in the Binders combo box, present in any of the screens.

x|
Binder Details

Binder No. |1 I | Inquire I |t | e | - | g |
Name Sudha Binders
Address1 o 45, 8th Cross, 5.R.Layout, Airport Road. =l
=
Address2 |1ctMain, 5th Cross, H.S.R. Layout, Hosur Road. =]
=
City |Elangalore
State Karnataka

Phone No. |2345654

Email sudhabinders@gmail.com
PRINT

Add | Modify | Delete | Clear | Ciose | [I

Figure 2.2.3 (4)

The screen titled Binder Details appears, once you perform the above actions. You can see
the previously entered records, by scrolling through the Navigation buttons provided at the top
corner of the screen.

To enter a new record, click on the Clear button to automatically generate the Binder
Number. After entering the details, click on the Add button to save this new record.

You can use the Three dot (...) button, to view the entire list of binders. Double click on any
record and the details related to that binder would be shown on the screen.

To Inquire about a particular binder, you must enter the corresponding Binder Number.
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vii. You can Modify or Delete any records, by selecting the records from the displayed list so that,
the selected data appears at the top of the screen and then clicking on the respective buttons
as you prefer.

viii.  There is an option to take the Print of the Binders List in Notepad and Excel Format.

5. Category:

i. In library, there are many books which belong to different categories like Issue section,
Reference, SC/ST Books, etc. These categories can be entered through this screen, which will
be useful during the accessioning of items and also during the generation of reports.

ii. This screen can be accessed through two different Easylib modules namely:

= Catalogue and Accessioning

= Setup and Security
In both of the above modules, go to the Setup menu and select the Category submenu, to
view the corresponding screen. Another common way, of accessing this screen, is by pressing
the E3 button from your keyboard, after you place the cursor in the Vendor combo box,
present in any of the screens.

=T
Boak Category Maintenance

= =

Category |Giﬂed Books

Qeletel Clear Erintl Close II

Category List

Ecok Bank
bound_type
Category

Deiosit card

lssue

lssue Section
MNHC library
Reference
Reference Section
T

L Y

ii. In the screen titled as Book Category Maintenance, you are able to view the Category List
that has been already setup in the library for classifying the books.

Figure 2.2.3 (5)

iv. In order to add new records, enter the details in the Category and click on Ok. If the Ok button
is disabled, then click on the Clear button to enable it.
V. In order to modify a category, select your record from the displayed list. This prompts the

selected information to appear in the category text box. Now, make the necessary changes
and click on Modify button to save the information.
vi. Print option allows you to print the displayed list on the screen, in the Notepad format.
Vii. To delete a particular category, select the category from the list and click on the Delete button.
% Note that if any record exists, with the Category name, which you want to
remove, then it will not allow you to delete this record. For this, first you have
to change or remove that particular category from all the entered item
records and then delete the category.
« Note that modifying any record, will affect the existing records also.

6. Course and Branch:

i. In general, there are different types of members like students, professors, etc. The students
belong to different courses and branches. By using this screen you are able to define different
types of course and branch for the corresponding members. This will be useful for generating
the reports.

ii. It is possible to access this screen through two different Easylib modules namely:

= Setup and Security
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Vi.

=  Members
Here, you have to click on the Setup menu, present in the respective module and select the
Course and Branch option. You can go also directly to this screen, by pressing the E3 button,
from your keyboard, after placing the cursor in the Course and Branch combo box, present in
any of the screens.
In the screen titled as Course Master, the Course List and the Branch details are displayed
for your convenience.
To add new records, enter the data in the Course and the Branch and select the Add button.
You can also Modify and Delete the records, by selecting the records from the displayed list,
so that the selected data appears at the top of the screen and then clicking on the respective
buttons as you prefer.
The functionality of all the other buttons are listed in the List Of Common Buttons.

% Note that if any record exists, with this Course and Branch, which you want to
remove, then it will not allow you to delete this record. For this, first you have to
change or remove that particular course and branch from all the entered item
records and then delete it.

% Note that modifying any record, will affect the existing records also.

1981 Course Masker il
Course aster
@SQIBE \
BrancthS
[ Add | Modify | Delete | Clear | Print | Close |]
Course List
Course |Branr:h
=1=1% =1=] %
BE BT
BE [ o=
BE EC
BE EE
BE 15
BE =
Il B Il B
[ler [iler

T -
-/ Figure 2.2.3 (6)

7. Currency Type:

This screen is essential to set the values for different currencies that are used globally
according to your currency notation. This will be useful while taking the reports.
The Currency Setup screen can be accessed through four Easylib modules namely:

= Catalogue and Accessioning

=  Setup and Security

= Periodicals

= Digital Library
Click on the Setup menu, present in the respective modules and select the Currency
submenu to view this screen. You can go also directly to this page, by pressing the F3 button
from your keyboard, after placing the cursor in the Currency combo box, present in any of the
screens.
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Vi.

Vii.

viii.

=T
Currency Setup
R e
/ Currency Value in INR \
|sustralian  Dallar |z7.2
Ok | Modify | Delete | Clear | Print | Close
Currency List
currency | wralue In INR i’
Australian Dollar PoT.2
Briti=h pound sterling a1=]
Canadian Dollar 7a
Danish Kroner 5.8
Deutssche Mark 222
Ciutch Guilder 19.7
Eurno 44
French Frank G 6
Hong Kang Dallar 5]
Qian Lira Fer 100 2.2 y

Figure 2.2.3 (7)

In this screen, lists of all the various Currency types are displayed along with their Value in ...
(As per the user requirement).

To change the above values as per your preference, simply select System Parameters
submenu from Setup and Security module > Setup menu. Here, make the required changes
in the Default Currency Notation and click on Modify button to save the changes.

Addition of a new record can be done, by entering the data into text box at the top of the
screen and then selecting the Ok button. If the Ok button is disabled, then click on the Clear
button to enable it.

Select any record from the Currency List to view the individual record, at the top of the
screen.

In order to modify, either the description for the Currency type or the Value in rupees, select
the particular Currency Type from the displayed list. This prompts the selected information to
appear at the top of the screen. Now make the necessary changes and click on Modify button,
to save the information.

Print option allows you to print the displayed list on the screen, in the Notepad format.

% Note that when you modify the current value of the currency, it will be used only for

the new additions. The rates of already accessioned items will remain the same.

% Note that if any record exists, with the Currency type, which you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular Currency type, from all the entered item records and then
delete the Currency type.

8. Department:

In the library, there may be various books belonging to different departments. These
departments can be defined through this screen, which will be useful during the accessioning
of the items, while adding the members and also while generating the report.
The Departments Maintenance screen can be accessed from six Easylib modules namely:
= Catalogue and Accessioning
Setup and Security
Acquisition
Members
Periodicals
= Digital Library
Click on the Setup menu present in the respective modules and select the Department
submenu to view this screen. You can go also directly to this page, by pressing the F3 button
from your keyboard, after placing the cursor in the Department combo box, present in any of
the screens.
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JRT=TEY
Departments Maintenance

[ Department Ilnformation Science I

[ Ok | Modify | Delete | Clear | Print | Close |

Departments List

Accountancy -
Accounts
Basic Science

BEM

Biotechnology

Chemistry

Civil

Civil Engineering

Computer Science

E &CE

E &EE

Economics |

Figure 2.2.3 (8)

iii. All these actions will prompt a screen titled Departments Maintenance to appear, wherein
you are able to view a complete list of all the departments that has been set in your library.

iv. In order to add new records, enter the details in the Department and click on Ok. If the Ok
button is disabled then click on the Clear button to enable it.
V. In order to modify a department, select your record from the displayed list. This prompts the

selected information to appear in the department text box. Now make the necessary changes
and click on Modify button to save the information.

Vi. Print option allows you to print the displayed list on the screen, in the Notepad format.
vii. To delete a particular department, select the department from the list and click on the Delete
button.

% Note that if any record exists, with the Department name, which you want to
remove, then it will not allow you to Delete this record. For this, first you have to
change or remove that particular department from all the entered item records and
then delete the department.

% Note that modifying any record, will affect the existing records also.

9. Defaults Setup:

i Sometimes there are chances that few libraries may have permanent vendor, binder, category,
etc. These fields can be set as default, so as to avoid entering the same data every time. Once
the default parameters have been set it will remain the same for all future references. This will
be helpful during the accessioning of the items.

ii. This screen can be accessed from Setup and Security module and selecting Setup menu
followed by clicking on Initial Setup Screens submenu.

iii. A screen titled as Default Value Setup appears wherein you are able to view a complete list of
all the created Setup and their corresponding Default Value that has been set in your library by
the authorized person.

iv. In order to add new records, you must first select the data from the Setup by single click of the
mouse. This prompts the selected information to appear at the top of the screen. Now, select
the data from the Default Value and click on Set as Default button to save the record and add it
to the displayed list.

V. Select the record from the displayed list by single click of the mouse and click on the Remove
Default button to remove the added record from the displayed list.

Vi. Print preview of this screen can be viewed in Notepad and Excel formats and the respective
printouts can be taken by clicking on the Print icon button present in the menu bar.
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x|
Defualt Value Set Up

Set Up Default WValue
[lCateng | Ilssue Section LI |
PRIMNT
[ Set As Default I Remowve Default I Clear I Close I] [ ]
Set Up Default Value
Academicvear 22-Jul-2003 To 2Z-Jul-2004
BHinder Spardha Binders
Categary Issue Section
CurrencyTahble R
Ciepartrment Faone
Financialrear O1-Mar-2005 To O3-Mar-2006
Fregquency 22 Times perAnnum
FHMonBookType Book
FProfiledaster Moneg
Fuhblisher
Source Managerment
Subject Faone
wendor

Double click and select the default wvalue

Figure 2.2.3 (9)

10.Financial Period Setup:

Vi.

Vii.

viii.

This screen is required to set the current financial period, which will remain the same for all
future references. This feature is useful especially in the Acquisition module, during budget
allocation, RFP, payments, etc.
This screen can be accessed through three different Easylib modules namely:

= Catalogue and Accessioning

= Setup and Security

= Acquisition
In all the above modules, go to the Setup menu and select the Financial Period submenu, to
view the corresponding screen. Another common way, of accessing this screen, is by pressing
the E3 button, from your keyboard, after you place the cursor in the Financial Period combo
box, present in any of the screens.
All the above actions prompts a screen titled Financial Period Maintenance to appear, where
Financial Periods List is displayed. Along with this, Current Financial Period is also shown.
You can add your preferred financial period, by selecting From and To dates and clicking the
Ok button. It should be noted that, the To date must be greater than From date. If the Ok
button is disabled, click on the Cancel button to enable it.
In order to modify a particular financial period, select your record from the displayed list. This
prompts the selected information to appear in From and To dates. Now, make the necessary
changes and click on Modify button to save the information.
To delete a financial period, select the financial period from the list and click on the Delete
button.
An important point to remember is that, you cannot Delete or Modify any record present in the
Current Financial Period drop — down box. You have the option to only Change the Current
Financial Period, by selecting any date range, from the drop-down list box. After you have
selected the preferred dates, select the Change button followed by the Ok button, to confirm
your action.
Print option allows you to print the displayed list on the screen in the Notepad format.
On clicking the Cancel button, From and To dates revert back to the present date.

« Note that if any record exists, with the Financial Period date, which you want to
remove, then it will not allow you to delete this record. For this, first you have to
change or remove that particular financial period from all the entered item records
and then delete the financial period.

+ Note that modifying any record, will affect the existing records also.
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x|
Financial Period Maintenance

[From |D1—.Jan—2003 ~| To |31—Dec—2003 ;']
PRINT

ok | Modify | Delete | Cancel | Close | =)

Financial Periods List

01-Apr-2006 To 31-kar-2007
01-Jan-2003 To 31-Dec-2003
01-Mar-2005 To O3-kar-2006
156-Jan-2004 To 15-Dec-2004

Current Financial Period
|D1—Apr—EDDEi To 31-Mar-2007

Ok Clear

Figure 2.2.3(10)

11.Frequency:

In the library there may be different types of serials, journals, magazines, etc. which belongs to
different frequencies. All these types of frequencies can be entered through this screen, which
will be useful during the periodical entry and also report generation.
This screen can be also be accessed through two Easylib modules, by clicking on the Setup
menu, present in the respective modules and selecting the Frequency submenu. The two
modules are listed below as:

= Periodicals

= Digital Library

= Setup and Security
Whenever you place the cursor at the Frequency combo box, present in any screen, you are
able to view the above same screen, by pressing on the E3 button from the keyboard.

x|
Frequency Setup

Fregquency Ho. of days
|48 Tirmes per Annum |T-'

PRINT

[ Ok | Modify | Delete | Clear | Close ” []

Fregquency List

Fregquency |N|:|. of days =]
Fearly 365
Birmonthly |={H]

50 Times per Annum | S
9 Times per Annurm |40
3 Times per Annurm | 121 [

25 Times per Annum | 14

16 Times per Annum | 23

11 Times per Annum | 33

B9 Times per Annum | 5 Ll

Figure 2.2.3 (11)

In the screen titled as Frequency Setup, you are able to view the Frequency List, along with

the Number of Days that has been allotted for each frequency.

To add new records, enter the data in the Frequency and the Number of Days and select the
Ok button. Before clicking on the Ok button, it should be noted that it is in the enabled mode. If
it is disabled, click on the Clear button to enable it.
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vi.

You can also Modify and Delete the records, by selecting the records from the displayed list,
so that the selected data appears at the top of the screen and then clicking on the respective
buttons as you prefer.

Here you are able to view the print in Notepad as well as Excel Format.

« Note that if any record exists, with this Frequency type, which you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular periodical type from all the entered item records and then
delete it.

Note that modifying any record, will affect the existing records also.

12.Holidays Setup:

iii.
iv.

V.

Using this screen you are able to set the holidays. This will be useful while calculating the fines
for the items.
Go to Setup menu and select Holidays submenu to open this screen.

=loix]

Holidays Setup

. Holidays Setup
f Holiday's List \
| Holiday Name | -

Date
27 -Mar-2005 Sunday

Sun Man Tue Wed Thu Fri Sat 19-Jun-2005  sunday
5125 25 27 28 29 A0 1 15-Aug-2005 Independence day
21-Aug-2005 sunday
22 3 4 =] [ 7 g
28-Aug-2005 sunday
>
2509 10 11 12 13 14 @@ | 04.Sep-2005 sunday
29118 17 18 19 200 21 22 07-Sep-2005 Ganesh Festival
G i B R . R . = . 11-Sep-2005 sunday
J1 130 31 1 2 3 4 5 18-Sep-2005 sunday
< >Today: 7/15/2006 25-Sep-2005 sunday

=l
o e BB s

Double click a day to mark it as a Holiday and Double click on a Holiday to delete it

fi the list!
Tom the li PRINT

| (@)= =

Figure 2.2.3 (12)

This screen is basically used for adding or deleting any holidays in the current year.

By default, all Sundays are marked as Holidays. In addition to this you can add any number of
holidays and also specify the reason for it.

This is useful in calculation of fines, as the fines are not counted for holidays.

13.HTML Setup:

This screen is basically used for making changes in the HTML Report format.
It is one of the most common screens, which can be accessed through six Easylib modules
namely:

= Catalogue and Accessioning

= Circulation

= Acquisition

=  Members

= Periodicals

= Digital Library
In all the above modules, go to the Setup menu and select the HTML Setup submenu, to view
the corresponding screen.
With this screen, you can set the format for HTML printing, by entering your preferences like
Align Table, Font Color, Background Color, Table Border Color, Font Style and Font Size.
After you have made your preferred changes, select the Set Default button to save your
changes.
For aslgl future references, this format will be executed unless you change the HTML settings.
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« Note that, the Print Preview for the HTML feature can be accessed only from the
Microsoft Internet Explorer 6 and above.

= HTHML RBEPORT FORMAT -

ALIGN TABLE |L=ft R
FONT COLOR |Blue =1 .- | []
BACKGROUND - - |
T I"-.-'-.-"hlte _I .- u.
TABLE BORDER [Red
COLOR
FONT STYLE | Times Mews Fom |
FOMT SIZE E R
Set Default I Cancel I

Figure 2.2.3 (13)

14. Iltem Types:

In the library, there may be different types of items like, Book, CD, Project Reports, etc. These
item types can be entered through this screen, which is useful during the accessioning of the
items and report generation.
The Item Types screen can be accessed through three Easylib modules namely:

= Catalogue and Accessioning

= Setup and Security

= Acquisition
In order to view the screen in all the above modules, go to the Setup menu and select the
Item Types submenu. You can go also directly to this page, by pressing the E3 button, from
your keyboard, after placing the cursor in the Item Type combo box, present in any of the
screens.

SS=IEY
Irem Type Maintenance

ﬁ" Type IMapS \

Description |AII kinds Of maps belonging to different departments
0k | Modify | Delete | Clear | Brint | Close |
Item Type List
Non Book Type |Description i’
Audio Cassette Audio Cassettes
Audio CD Audio Compact diskette
Book Book
Boak CD CDs coming with different kind of technical books
Bound Volume Periodical Bound Volune
Calenders Calenders
Code Books Code Books
Exam Tables Exam Tables
Floppy Floppy Diskette
I3] Codes I5] Codes
Journals Feszearch matmals and journals Ly
Figure 2.2.3 (14)

This screen will contain a list of Non Book Material Types, along with their respective
descriptions, which are being used in the library.

In order to add a new record, make sure the Ok button is enabled. Enter the details and click
Ok to save the data. If Ok button is disabled, select Clear to enable it.
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vi.

You can also Modify and Delete the records, by selecting the records from the displayed list,
so that the selected data appears at the top of the screen and then clicking on the respective
buttons, as you prefer.

Print option allows you to print the displayed list on the screen in the Notepad format.

15. Keyword Stopper:

The main feature of this screen is that it will prevent auto generation of keywords like and, :, &,
or, etc.
Here also, the screen can be accessed through two different Easylib modules namely:

= Catalogue and Accessioning

=  Setup and Security
Click on the Setup menu, present in the respective modules and select the Keyword Stopper
submenu, to view this screen. The respective screen can also be viewed when you click on the
Stoppers button, present in any of the screen.

=T
Keyword Stopper
[Keywurd |Df I
[ Ok | Modify | Delete | Clear | Print | Close |]
Keyword stopper list
:& =
[
)
1
2
3
A
an
and
as
AT
book
by
far d|

Figure 2.2.3 (15)

After entering the Title of the book in the Accession Register screen, when you click on the

Keywords, it will automatically generate keywords, based on the Title of the book. Sometimes

a, and, of, etc. also forms a part of the keyword which is unnecessary. To deal with this

problem, we have created a separate screen titled Keyword Stopper.

Once you open this screen, enter the strings that you don’t want to generate as a keyword and

then press Ok button. This will add the string to the list of non-keywords. If the Ok button is

disabled, then click on the Clear button to enable it.

In order to modify a keyword, select your record from the displayed list. This prompts the

selected information to appear in the keyword text box. Now, make the necessary changes

and click on Modify button to save the information.

Print option allows you to print the displayed list on the screen, in the Notepad format.

To delete a particular keyword select the keyword from the list and click on the Delete button.
% Note that modifying any record, will affect the existing records also.

16.Member Parameters:

This screen is essential for setting the member parameters like, category of books allowed,
maximum number of items renewed, maximum number of items issued, maximum number of
reserve days, etc. Here, you are also able to set the surcharges for a particular category along
with the corresponding profile.

This function can be accessed from the Setup menu, by clicking on the Member Parameters
submenu.

The setup screen appears prompting for member profile to be selected. Here, you can choose
any profile from among the entire list of users in the library like, Professor, Reader, Lecturer,
and so on.
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Vi.

Vii.

viii.

Xi.

Xii.

After the member profile has been selected, you can set the parameters for that profile
according to your preference. If the parameter has already been set then it will be displayed on
the screen as soon as you select the profile.

In this screen, two main parameters namely, Book Parameters and Non — Book Parameters
can be set for a particular profile.

Parameters will be like category of books allowed, maximum number of items permitted,
max no. of issue days, maximum no. of reserve days, Fine/day in INR and maximum
number of renewals. These are same for both Book Parameters and Non — Book Parameters.
To add a new parameter, just type the information and press Ok. If Ok button is disabled, then
press Clear button to enable it. Once you enter information and press Ok, the information gets
inserted and circulation parameters come into immediate effect.

With this feature, you can restrict a certain section of the books to a certain profile as you
prefer.

Another advantage of this screen is that, you can set the default Maximum Number of
Allotments/ Reservations for book as well as non-book for a particular profile.

Surcharge button allows you to calculate the surcharges for the respective members. You can
also add or delete the surcharges.

Once you set the parameters, this will be applicable to all the functions. In case, any change
has to be made, then you have to come back to the member parameters screen and modify the
changes.

The print preview for the Notepad and Excel format can be viewed by clicking on the respective
buttons.

1381

.\ I em he I Pil]'il m t‘tt‘l"s Max Mo. of Allotment/Reservations

Item Ite:
Allotment  Reservation
| Profile SN ] | CEee ] 7 [5
[MonBook] |4 [4
Book Parameters Modily | Clsar I
Max no. Max no. of Max no.of Fineiday Max no. of Surcharge
Book category of items issue days reserve days inINR 1 T Swrchargs
j I I I I I From To in INR
Book category |ND. of ilen| Mo. of Issl.| Mo. of Fles| Fine in IN| Max rel I I I
Jssus ] 15 g 1 From days|To days_|Surchargs IN
|zsue Section 2 2 2 2 7 10
11 20 3
1 20 3
21 30 3
KN |
Non-Book Parameters
Max no. Maxno.of Maxno.of Fineiday Max no. of
Non book type of items issue days reserve days inINR renewals
I I I I I — I Add Surcharge | Delete Surcharge |
Mon book type [Ho. of iten|Mo. of 1ssi[Mo. of Res|Fine in IN[Max re
Book CD 2 7 2 05
PeriodicallLoose |ssuss] 2 EI 0 | Ok | Modify | Delete |
Magzine CO 2 7 2 1}
PR-MHCE 2 2 2 2 PRINT

Figure 2.2.3 (16)

17.Member Type:

Vi.

Vii.

There are different types of members who are accessing the library. Using this screen you are
able to define the member type, which is useful while adding the members and also while
generating the records.
To enable this function click on the Setup menu and select the Member Type submenu.
All the data that has been entered previously can be viewed in the Member Type List.
You can add your desired member, by entering the data in the Member Type and selecting the
Ok button. Before clicking on the Ok button, it should be noted that it is in the enabled mode. If
it is disabled, click on the Clear button to enable it.
Once you add a new record in the member type, then this record will be automatically displayed
at the top of the Library Members screen.
You can also Modify and Delete the records, by selecting the records from the displayed list so
that the selected data appears at the top of the screen and then clicking on the respective
buttons as you prefer.
Here, you are able to view the print in Notepad as well as Excel Format.

% Note that if any record exists, with the Member Type, which you want to remove,

then it will not allow you to delete this record. For this, first you have to change or
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remove that particular member type from all the entered item records and then
delete it.

®

% Note that modifying any record, will affect the existing records also.

x|
#ember Type

Member Type |Staff

PRINT
Ok | Modify | Delete | Clear | Close ||| |&]

Member Type List

|F'art Time Staff

Student

Figure 2.2.3 (17)

18.Non Book Section:

i In the library, items may be of different types like Books and Non-Books. Non-Book Item may
be an Audio CD or Book CD or Videocassette etc. Using this screen, item name and code for
different Non-Book Item types can be created which helps in accessioning the non—-book items
and also for generating reports.

ii. The Non-Book Section screen can be accessed, only through the Catalogue and
Accessioning module, by clicking on the Setup menu and selecting the Non-Book Section
submenu. Another common way, of accessing this screen, is by pressing the F3 button from
your keyboard, after you place the cursor in the Non-Book Section combo box, present in any
of the screens.

S [

Section Non=-Boolk

MNB Item Code |302

NB Item Name IBDDk D

[ ~dd | Modify | Delete | Set Defaunt | Clear | Close | I

Sl Ho. [HB Item Code |[HB Iterm Hame [

509 PR-MBA

509 PR-HHC Default
107 Magzine CD

302 :Book CD

104 | Bound vVolume

109 PR-HNHCE

409 PR-MCA

(W M-

Figure 2.2.3 (18)

iii.  The screen will now prompt you to enter the NB Item Code and NB Item Name.
iv. In NB Item Code you have to enter the prefix of the NB Item Name e.g., if NB Item Name is
Compact Disk then NB Item Code is CD.
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vi.

Vii.

viii.

Enter the NB Item Name that you want to see in the Non Book Accession register and note
that the same should appear in “ltem Type” also. Now, click Add button to save the record.
To set Default Item Type in Non Book Accession Register, select any one from the NB Item
Name list and click on the Default button. It will set the default section in Non Book Accession
Register.

To modify the NB Item Code and NB Item Name, select the appropriate record from the list
and change the existing data. After making the changes click on the Modify button, which then
will ask you for the password, enter the Administrator Password and click Ok to modify the
data.

To delete any Non Book Section, select the appropriate record from the list and then click the
Delete button. Enter the Administrator Password and click Ok, to delete the respective non-
book section from the list.

19. Periodical Type:

Vi.

Vii.

A periodical may belong to different type like national, international, etc. Using this screen you
are able to define the various periodical types, which will be listed in a combo box. This will be
useful while accessioning the periodicals.
The Periodical Type screen can be accessed through two Easylib modules namely:

= Setup and Security

= Periodicals
To access this page, click on the Setup menu present in the respective modules and select
the Periodical Type submenu. Another common way, of accessing this screen, is by pressing
the F3 button from your keyboard, after you place the cursor in the Periodical Type combo
box, present in any of the screens.
All these actions prompts a screen titled as Periodical type Maintenance to appear.
Here you are able to see all the records, which have been already entered in the Periodical
Type List.
Enter any Periodical Type in the text box provided at the top of the screen and click on the Ok
button if you wan to add a new record. If this button is disabled, then click on the Clear button
to enable it.
Select your desired record first from the displayed list if you want to Modify or Delete it, so that
the selected data is displayed at the top of the screen.
The Print option allows you to print the displayed list on the screen, in the Notepad format.

% Note that if any record exists, with the Periodical Type, which you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular periodical type from all the entered item records and then
delete it.

% Note that modifying any record, will affect the existing records also.

. Periodical Type Maintenance —1O] =]

Periodical Type Maintenance

éiudical Type ||nternational

0k I Modifyl Delete Clear Print Close

Periodical Type List
International

Mational

Regional

\ A1 Figure 2.2.3 (19)
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20.Profiles:

vi.

Vii.

Library members may belong to different profiles like student, staff, asst librarian, etc. Using
this screen, you can enter the required profile, which will be useful in setting the member
parameters, while adding members, while authorizing the security level and also during report
generation.
The Profiles screen can be accessed from two Easylib modules, by clicking on the Setup
menu, present in their respective modules and selecting the Profiles submenu. The two
modules have been listed below as:

= Setup and Security

=  Members
Also, whenever you place the cursor at the Profiles combo box, present in any of the screens,
you are able to view the same screen by pressing on the F3 button from the keyboard.

1581 Profiles Maintenance =]

Profiles Maintenance

Profile |Librarian

PRINT
Ok | Modify | Delete | Clear | Close | =

Profiles List

Account Asst. -
Accountant

Associate Professor

Asst. Librarian

Asst. Professor

Attender

Auditar

Deposit card student

Dept. Library

Director

Electrical Supervisor =]

Figure 2.2.3 (20)

In this screen you can maintain the records of all the users that are currently using the
software, by assigning each person with a Profile.
All the data that has been entered previously can be viewed in the Profiles List.
You can add your desired profile, by entering the data in the Profile and selecting the Ok
button. Before clicking on the Ok button, it should be noted that it is in the enabled mode. If it
is disabled, click on the Clear button to enable it.
You can also Modify and Delete the records, by selecting the records from the displayed list
so that the selected data appears at the top of the screen and then clicking on the respective
buttons as you prefer.
Here, you are able to view the print in Notepad as well as Excel Format.
% Note that if any record exists, with the Profile type, which you want to remove, then
it will not allow you to delete this record. For this, first you have to change or remove
that particular profile from all the entered item records and then delete it.

o

« Note that modifying any record, will affect the existing records also.

21.Publisher Details:

Using this screen you are able to enter the publisher details that will be listed in a combo box.
This will be useful during the accessioning of books and also while taking the report.
The Publisher Details screen can be accessed through five Easylib modules, namely:

= Catalogue and Accessioning

= Setup and Security

= Acquisition

= Periodicals

= Digital Library
In all the above modules, go to the Setup menu and select the Publishers submenu to view
the corresponding screen. Another common way, of accessing this screen, is by pressing the
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Vi.

Vii.
viii.

22.Section:

vi.

Vii.

E3 button from your keyboard, after you place the cursor in the Publisher combo box, present
in any of the screens.

1=y
=] -]
Publisher Details
Publisher Mo. 754 I Inquire I Goto Website I
HName Frontline Series
Address 3ard cross, Sth Main, Kempfort. =1
=l
City Banagalore
State arnataka
Phone No. 28904543
FAX 91-080-25456597
E-Mail frontlineseries@omail.com
URL ey Trontlineseries. cam
= | = | = | =] |
New | Add | Modify | Delete | Clear | Close | Print |
Figure 2.2.3 (21)

You can see the previously entered records, by scrolling through the Navigation buttons.

To enter a new record, click on the New button to automatically generate a Publisher Number.
After entering all the records, click on the Add button to save this new record.

You can use the Three dot (...) button, to view the entire list of publishers. Select any one to
see the details related to that publisher.

Click on Modify button, only after you have made the necessary changes in a particular
record.

Enter either the exact Publisher Number or Name to Inquire about a particular record.
Here, there is an option to directly Goto Website if you have entered the URL, for that
particular publisher. For this action to happen, Internet facility should be present.

Delete, Clear, Close and Print buttons have the same functionality as described earlier.

% Note that if any record exists, with the Publishers name, which you want to remove,
then it will not allow you to delete the record. You have to first remove the
association of the publishers from all the items and only then, can you delete the
publishers.

o

« Note that modifying any record, will affect the existing records also.

Library contains books that belong to different sections like UG, PG, etc. Using this screen,
you are able to create these sections, which will be useful to accession different section books
and also while generating reports.

This screen can be accessed only from the Catalogue and Accessioning module, by clicking
on the Setup menu and selecting the Section submenu. You can go also directly to this page,
by pressing the E3 button from your keyboard, after placing the cursor in the Section combo
box, present in any of the screens.

This screen will prompt you to enter the Section and Section Name.

In the Section, enter the prefix of the Section say for e.qg., if Section Name is UGC then you
may enter the Section as U.

Enter Section Name, which you want to see in the Accession register Section, then click Add
button to save the record.

To set the Default Section, select any one Section from the list and click on the Default
button. It will set the selected section as the Default Section in Accession Register.

To modify the Section and Section Name, select the appropriate Section from the list and
change the existing data. After changing the data, click the Modify button. Now it will ask for
password, enter Administrator Password and click Ok to modify the data.
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viii. To delete the Section, select appropriate section from the list and then click the Delete button.
Here also, it will ask for password, enter the Administrator Password and click Ok to delete
the section.

=i
Section

Section |4l]1

Section Name INHCE1

[ #dd | Modify | Delete | Set Default| Clear | Close

51 Ho. | Section | Section Allias Name |

2 401 :NHCEA1
3 301 HNHCEZ?
4 601 HNHC

Figure 2.2.3 (22)

23.Source:

i The budget that is assigned to purchase new items into the library may belong to different
sources, like Management, Donation and Gift etc. This screen is therefore required to enter
these sources, which will help in allocating the budget and also while generating the report.

ii. This screen can be accessed from three Easylib modules, by clicking on the Setup menu,
present in the respective modules and selecting the Source submenu. The three modules are
listed below as:

= Setup and Security

= Acquisition

= Periodicals
Also, whenever you place the cursor at the Source combo box present in any of the screens,
you are able to view the screen by pressing the F3 button, from the keyboard.

iii. On performing the above actions, a screen titled Source Maintenance appears where all the
details entered in the Source List are displayed.

iv. In order to add a new record, make sure the Ok button is enabled. Enter the details and click
Ok to save the data. If Ok button is disabled, select Clear to enable it.

V. You can also Modify and Delete the records, by selecting the records from the displayed list,
so that the selected data appears at the top of the screen and then clicking on the respective
buttons as you prefer.

Vi. Print option allows you to print the displayed list on the screen in the Notepad format.

« Note that if any record exists, with the Source name, which you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular source name from all the entered item records and then
delete the source.

% Note that modifying any record, will affect the existing records also.
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1ol
Souree Maintenonce

[SDUTCB|CDmputerST0day |
Ok | Modify | Delete | Clear | Print | Close |

fgurce List
DATA QUEST

Developer Q)

Developer 12 Techmedia

DIGIT

Digit special

Direct Purchase

Electronics for you

Gift

India Today

Internet Commerce Carporation

bl

1Q Media (Tech) Pub

Qﬁ Techmedia ;I_/

Figure 2.2.3 (23)

24. Vendor Details:
i. Using this screen you are able to enter the vendor details, which will be listed in a combo box.
This will be useful in accessioning of items and also generation of reports.
ii. This screen can be also be accessed through five different Easylib modules namely:
= Catalogue and Accessioning
= Setup and Security
= Acquisition
= Periodicals
= Digital Library
In order to view the screen in all the above modules, go to the Setup menu and select the
Vendors submenu. Another common way, of accessing this screen, is by pressing the F3
button from your keyboard, after you place the cursor in the Vendor combo box, present in
any of the screens.

158 ¥endor Details =i e

Vendor Details

Yendor Nu.|94 _I Inguire I

Hame

ISwpna Book Stall

Address1  [corporation Circle, Majestic =]

Address2  [m.G Road, Trinity Circle. =1
=

City Bangalore

State KARMNATARA

Phone No. 2353096

E-Mail swapnabooks@amail.com

o | e | e | -] |

Mew I Add I Modify I Delete I Clear I Print | Clgsel

Figure 2.2.3 (24)

iii. You can see the previously entered records, by scrolling through the Navigation buttons.

iv. Here, you must enter the Vendor Number to Inquire about a particular record.

v.  To Add a new record, Vendor Number, Name, Address 1, City and State are the mandatory
fields, which have to be entered.

vi. Click on the New button, to automatically generate Vendor number.
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Vii.

viii.

You can use the Three dot (...) button, to view the entire list of vendors. Select any one, to
see the details related to that vendor.

Print option allows you to print the displayed list on the screen, in the Notepad format.

All the other common buttons are present here also.

+ Note that if any record exists, with the Vendors name, which you want to remove,
then it will not allow you to delete the record. You have to first remove the
association of the Vendors from all the items and only then, can you delete the
Vendors.

% Note that modifying any record, will affect the existing records also.

25, Library Alerts:

This screen lists the important information regarding books, members, etc present in the library,
while logging into the setup and security module.
It will display the summary of the current statistics present in the library like;
The number of: -

e Library items overdue as of today.
Reservations waiting to be allotted.
Items held for pick up.
Total overdue of fines as of today.
Memberships expiring within next one month.
National serial subscription expiring within the next 30 days.
International serial subscription expiring within the next 90 days.
Items awaiting processing in new arrivals.
Items awaiting processing in staging area.
Periodicals expected to be received today.
Periodicals delayed by more than 7 days.
Amount pending against invoices for payment.

189 Attention Librarians ! Here are the alerts il —1a] x|

Alerts of the Day !l

Search

1478 library items overdue as of today !

Issue

0 reservations are waiting to be allotted 1!
Return
1 items are held for pick up 1!

INR 0 is the total overdue fine as of today as of today !! .

311 memberships are expiring within next one month 1l Receive Serials
40 National serial subscriptions are expiring within next 30 days Request an Item
8 International serial subscriptions are expiring within next 90 days 1!

= . - - Membership
2 ltems are awaiting processing in new arrivals 111
0 ltems are awaiting processig in staging area |11 R aar
2 Periodicals are expected to be received today ! Create Digital Index

1338 Periodicals are delayed by more than 7 days 1l

Information Booth
INR 0 amount is pending against invoices for payments 11

Dr.S.R.Ranganathan

Print Close

You can view the print preview of this screen in the Notepad format by clicking on the Print
button. In addition various buttons like Search, Issue, Return, Due, Receive Serials, Request
an item, Membership, Library Map, etc, are present which will prompt the respective screens
to appear when you click on any of the above buttons.

Figure 2.2.3 (25)

26. Library Information:

This screen will give a brief statistics about the library like the number of library members,
books in library, non book items in library, digital library articles, national and international
serials subscribed, readers per day, issue/return per day, purchases for the last year, as well as
budgeted purchases for the current year. Print preview of this screen can be viewed in
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Notepad and Excel formats and the respective printouts can be taken by clicking on the Print
icon button present in the menu bar.

=loi x|
Library Infortiation

Number of library members = 2215

Number of books in library = 17248

Number of non book items in library = 2366
Nurmber of digital library aricles = 3

Number of national serials subscribed = 54

Number of international serials subscribed =12
Average number of readers per day =-30.97
Average number of issuefreturns per day = 1.81
Library purchases for the last year = INR 707584 42

Library budgeted purchases for the current year = INR 0.00
PRINT

Figure 2.2.3 (26)
27. Dr. S.R. Ranganathan:

This screen will give you a brief description about Dr. S.R. Ranganathan who is considered as
“The Father of Library Science in India” and also about his five laws.

1891 Dr.5.R.Ranganathan

br, S, R, Ponganathan

Five Laws of Library Science

1. Books are for use.

2. Every book its reader.

3. Every reader his book.

4. Save the time of the reader.

5. Alibrary is a growing organism.

e | -
%, SHIYALI RAMAMRITA RANGANATHAN

Shiyali Ramarmtita Ranganathan was horm on August 9, 1892 at Shiyali,
Madras, India and died on September 27, 1972, He was considered to be
the father of library science in India and his wark has had a profound
influence worldwide. Ranganathan is considered by some as the
greatest librarian of the twentieth century and to have contributed ta the
many connections between lisraries throughout the world

Ranganathan began his career as a mathematician and became a
librarian in 1924, atthe University of Madras. Ranganathan attended the
University College of Londaon from 1924 to 1825 in order to prepare for his
wiork at the University of Madras. During his time in London, Ranganathan
wigited and studied public libraries, as well as college libraries, across
Great Britain. The observations and studies Ranganathan made during
his stay in Great Britain helped him to focus on subjects such as

cataloging, ¢ lassification and reference services. He appreciated the
Close potential libraries had for helping societies to grow and flourish and this =

Figure 2.2.3 (27)

28. Subjects Tree:

i Using this screen you can make your subjects as a tree view and this will be helpful at the time
of item’s classification. Adding classification number to subject will make your classification as
semi automatic. This function is useful during the accessioning of the items and also report
generation.

ii. The Subjects Tree screen can be accessed through five Easylib modules namely:

= Catalogue and Accessioning
= Setup and Security

= Acquisition

=  Periodicals

= Digital Library
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Vi.

Vii.

viii.

Xi.

In all the above modules, go to the Setup menu and select the Financial Period submenu, to
view the corresponding screen. Another way to reach this screen is, by placing the cursor
either at the Subject (1) or Subject (2) combo box, present in any of the screens and pressing
the E3 button, from the keyboard.

In the screen titled as Classification of Subjects, you are able to view a list of all the subjects
that has been already setup in the library, for classifying books and non-books.

If you want to add a new subject then, first decide where you want to insert it, that is, under
which Parent Subject. Place the cursor at the desired position and select it. Now right click on
the mouse, to get the Add, Modify and Delete options. Click on the Add option.

This action will prompt a new folder to appear, wherein you can enter the desired subject
name. Click on the mouse, to get an input box asking you to, “Please enter the class
number”. Insert your preferred value. Thus, your new record has been added successfully.
To view the class numbers along with the subject, you must enter the class number while
entering the subject name itself.

If you want to shift any subject from one Parent Subject to the other then, first select the
subject to be moved, then click on the Three Dot (...) button. Select the parent subject under
which you want to shift and give the Select option. Next, press the Save button to add this
new subject successfully.

When you select any subject from the displayed list, all the accession details of the books,
which have been accessioned under this subject are seen in the middle of the screen.

View All Subjects and List View buttons are provided, so that you can see the entire
Subjects Tree in two formats namely, Format 1 and Format 2. Here the major difference is
that, you can only see the reports through View All Subjects, while you can take the Print as
well as view the list, in List View option.

To make it easier while searching, you are also provided with Search by Class Number
feature.

To delete a particular subject, click on the Delete button, after selecting the subject from the
list.

®,

« Note that if any record exists, with the Subject name, which you want to remove,
then it will not allow you to delete this record. For this, first you have to change or
remove that particular subject from all the entered item records and then delete the
subject.

189l Classification OF Subjects o ] 53}
< o 3
Book Type Classifieation OF Subjects
-~ Generalities{000)
[#--- Systems,Operation Research{003 Subject Parent Subject Class o
[H--- Data processing, Computer science(004 - =
[ Computer programming, programs, data ISyStEmS‘DpEraIIDn 5 IEDDR Type IDDB
[+~ Special computer methods{005) Save I Delete I Clear ‘ Close |
e NOREBOO7)
il z)
& Nz:zguag Title Mo, [Title |subTitle [CallMNo. [Class Mo. [ISBN Mo. |Publi:
[ Bibliography(©10) 60101247 | Principles 003BUD 003 AITE
grapny BO0101273 Principals « 003 BUD 0o3 AITE
[=--- Library and infarmation sciences(020) 0101276 Cperation r 003 TAH 003 21T
Lib lationshi 21
-----Ald:ir:\Srfr:tilt?:snflﬁﬂse@phy?sma\ ola 10110428 Operation ¢ 003TAH 003 AITE
Personnel administration{023) 10110451 | Introductior O03HILL 003 AITE
Mone@D24)
- Library operations{025)
- Libraries for specific subjects(02E
General libraries(027)
Reading, use of other information
e Mane 129
-~ General encyclopedic works(030)
In English(032)
. hJ I 13
I other Germanic languages(033 Subject Tree View T —I
In French, Provengal, Catalan(03: Search By Class No No. of Copies
In Italian, Romanian, Rhaeto-Rorr From: To: Ok = Format1
5 |Ugg vl |§mvl Ol
~In Spanish and Portuguese{]3E) £ Format2
I Slavic languages(037) View All Subjects |
| In Scandinavian \ammulemes{UEE]_lLI
4 3
List View
Figure 2.2.3 (28)

29.Toolbar:

This submenu will display the icons of some of the selected submenus on the menu bar so
that you are able to go directly to the respective screens.
The Toolbar screen can be accessed through four Easylib modules namely:

= Catalogue and Accessioning
= Circulation
= Acquisition
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= Periodicals
To access this submenu, go to the Setup menu and select the Toolbar option.
This option allows you, to enable or disable the Toolbar menu.
The important screens present in the respective modules have been listed here, so that you
can go directly to the corresponding screens without losing your time in searching for them.

30.Screen Setup:

2.24.

2.2.5.

This screen allows you to customize the menus that you want in a particular module by
selecting the check boxes provided for the corresponding menu names.
Screen Setup is one of the most common screens, that can be accessed through most of the
Easylib modules namely:

= Setup and Security

= Acquisition

= Catalogue and Accessioning

=  Members

= Circulation

= Periodicals

= Digital Library

=  |n/Out Management
In order to view the screen in all the above modules, go to the Setup menu and select the
Screen Setup submenu.
A list of the entire submenus that is present in the respective modules will be displayed on the
screen. The important feature of this screen is that here you are able to setup the respective
screens according to the user Profile. It should be noted that you cannot enter any new profile
from this screen. To add a new profile you must go to the Security Profile submenu present in
the Security menu of Setup and Security module.
The screen names can be selected/deselected by clicking on the respective check boxes.
Click on the Save button, to save the changes. Only the concerned person has the authority to
customize the screens according to the Profile, since this action requires you to enter the
Super — User Password. This feature has been provided for securing this function and to
avoid unnecessary modifications. Once the correct password is entered a confirmation
message box appears as “Records saved successfully”.
The created setup screens will be accessible only when you exit from the respective module
and login again with the created profile.

Data Import:

1) This is one of the additional features of the Easylib where you can import the item details
from the Excel format into the Easylib format.

2) This screen can be accessed by clicking on the Data Import submenu present in the
Setup menu.

3) Before the Data Import and Data Preview screen opens, a small message box appears as
“Do you want to load the mapped fields previously” This will reload the items, which
you had mapped the last time. Select the desired option to open the respective screen.

4) Select a file for the Data Import, by clicking on the Three Dot (...) button in the File Name.

5) Click the Read from File button to display the contents of the file in the grid.

6) Here, you can map the files and the database fields. This can be done by first selecting the
data from Map the File Fields followed by selecting the data from the Map the Database
Fields. Click the Ok button, to view the added record in Mapped Fields grid.

7) Select the Remove button to delete the record from the Mapped Fields grid.

Member Data Import:

1) This is one of the additional features of the Easylib where you can import the member
details from the Excel format into the Easylib format.

2) This screen can be accessed by clicking on the Member Data Import submenu present in
the Setup menu.

3) Before the Data Import and Data Preview Member screen opens, a small message box
appears as “Do you want to load the mapped fields previously” This will reload the
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2.2.6.

2.2.7.

1)
2)

3)

4)

2.2.8.

2.2.9.

2.2.10.

items, which you had mapped the last time. Select the desired option to open the
respective screen.

4) Select a file for the Data Import, by clicking on the Three Dot (...) button in the File Name
field.

5) Click the Read from File button to display the contents of the file in the grid.

6) Here, you can map the files and the database fields. This can be done by first selecting the
data from Map the File Fields followed by selecting the data from the Map the Database
Fields. Click the Ok button, to view the added record in Mapped Fields grid.

7) Select the Remove button to delete the record from the Mapped Fields grid.

Backup: (MS Access)

This screen is essential for taking the backup (or copy) of the application database.
This will be useful in future to restore the data that has been destroyed under circumstances
like system crashing, data corruption, etc.

Select the Setup menu and click on the Backup submenu to activate this function.
This feature allows you to create a backup for the database by copying it to another location.
Enter the Database Path and Backup Path by clicking on the Browse button. First, open the
database path and select the file to be copied. Now, you can paste the contents of the selected
file, by creating a new folder and pressing on the Ok button to accept the changes.

Accn Number Samples:

To access this screen, select the Accn Number Samples submenu from the Setup menu.
This is a special screen that is used to convert any type of Barcode accession number to
Easylib standard Accession Number format. Usually, it is in numeric format.

With this screen, whatever accession format you have set in your library previously, it will be
converted to the accession format that has been set by the software without need to change
the existing barcode labels in your library.

In this screen Prefix, Middle, Suffix and Post Suffix fields are present, which can be set
according to your preference. Once set, this format will be used for all future references and
can be changed only by the authorized person.

Restore:

Using this screen, you can restore or recover your application database from the place
where you had stored it, if it has been destroyed under circumstances like system crashing,
data corruption, etc.

Click on Setup menu and select the Restore submenu to activate this function. This
feature allows you to restore the backup for the database that has already been created. Enter
the Database Path and Backup Path by clicking on the Browse button. First, open the
database path and select the backup file. Now, you can paste the contents of the selected file,
by creating a new folder and pressing on the Ok button to accept the changes.

Compact- Repair Database (Required for only MS Access database users):

This will repair the minor problems and remove the unnecessary space created by the
application during the transactions in the database.

Screen Setup:

This screen can be accessed by clicking on the Screen Setup submenu present in the Setup
menu. This feature has already been described in the Initial Setup Submenu. You may refer
the above document for your reference.
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3. Acquisition:

Acquisition deals with the procedure of procuring the items into the library along with budgeting. It
consists of three parts namely Requisition, Budgeting and Accessioning.

A Note for new users:
To learn the Easylib Software fast, you can skip this module, continue with other modules and then
come back to this module and study.

How to access the Acquisition module?

a) Click once on the Acquisition module, which appears on the front page of Easylib software, to open
the Easylib Login screen.

b) Enter the correct User ID and Password.

c) The main page appears, containing a list of all the menus and sub-menus of Acquisition module which
are displayed below: -

3.1. Requisition
3.1.1. Item(s) Requisition
3.1.2. Item(s) Requested List
3.1.3. Request for Proposal

3.2. Acquisition
3.2.1. Budget Source
3.2.2. Budget Allocation
3.2.3. Quotation Entry and Comparison
3.2.4. PO Header
3.2.5. Received/Receivable Item List
3.2.6. Delivery [Receive]
3.2.7. PO Invoice
3.2.8. Payments

3.3. Accession
3.3.1. Return Damage/Excess Item(s) to Vendor
3.3.2. Transfer all Received Iltems’ Details for Staging
3.3.3. PO Wise list of Iltem(s) Awaiting Processing
3.3.4. DC Wise list of Item(s) Awaiting Processing (Not Ordered)
3.3.5. Staging: Awaiting Cataloguing

3.4. Binding
3.4.1. Binding Order
3.4.2. Binding Order List
3.4.3. Binding Return
3.4.4. Binding Return List

P age 51 of 51



Easylib Library Automation Software — User manual.

3.5. Reports

3.5.1.
3.5.2.
3.5.3.
3.5.4.
3.5.5.
3.5.6.
3.5.7.
3.5.8.
3.5.9.

Customized Search on Requisition
Customized Search on RFP
Customized Search on PO

Customized Search on Invoice
Customized Search on Payments
Customized Search on Delivery Challan
Customized Search on Quotation
Search Item(s) Returned To Vendor(s)
Others Reports

3.6. Account

3.6.1. Define Schedules and Account Heads

3.6.2. Receive Amount

3.6.3. Pay Amount
3.7. Setup

3.7.1. Binders

3.7.2. Departments

3.7.3. Subjects Tree

3.7.4. Publishers

3.7.5. Item Type

3.7.6. Source

3.7.7. Vendors

3.7.8. Financial Period

3.7.9. Html Setup

3.7.10. Screen Setup
3.7.11. Tool Bar

3.8. Window

3.9. Help

3.1. Requisition:

3.1.1.

Item(s) Requisition:
1) Using this screen, any member of the library can place a request for new items or for

existing items, by specifying the details regarding the desired item. This will be useful while

placing a RFP (Request For Proposal) and also during the generation of reports.
2) Select the Requisition menu and click on the Item(s) Requisition submenu, to activate
the screen titled as Requisition of Item(s).

3) Enter the Requisition Number and click on the Inquire button, to view the details regarding

that particular record, if it exists.

4) Here, request for more copies of an existing item can be placed, by searching about the
item with the help of Search button. A search screen appears where you can get the
results based on the entered search criteria.

5) Double click on the record, for which you want to place the request. This action will
simultaneously copy the details into the respective fields in the Requisition of Item(s)
screen. Now enter the remaining details to add the request.
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6)
7)
8)

9)

The Status of the Placed Requisitions can be found by scrolling through the navigation
buttons.

To enter a new request, select the New button. This will clear the screen and place the
cursor in the Requisition No. field.

Generally, new request can be placed for an old item as well as for an item not present in
the library. After entering the relevant details, click on the Add button to save the record.
You can also import any data from the prepared excel sheet, that contains the list of
requested items, by clicking on the Import Data button.

10) Only Members are allowed to access this submenu.

CrrrETTrTTeE— {5 i
R ISt i [
Reguisitionfeiflitemiis

*Regquisition Mo . Status

(Item Mo} 1] | Inquire I Search I Requisition Placed
Member Id [oozoTao || = | = | =S | —am]
Ho.of Copies Hem Type I Book LI coo I
*Title Howe ta learn Humanity |~ |
*authors anarwal =
“Redq. Date 06- Jul -2006 = | 1anguage:
Call Ho Class Ho:
ISBN Mo of Pages:
Edition LI Wolume: LI
Department Acadery Office =] I
Publisher 123rd Crossstreetywwest © LT MNagar . =1 - I
Subject General el NPT
HKeyword(s) Horwe, Humanity, learm o =1

=1
| Hew | Add | Modify | Delete | Clear | Close | | | Import Data | |
* : Mandatory Fields
Figure 3.1.1

3.1.2. Item(s) Requested List:

3.1.3.

1)
2)

3)

4)

5)

6)

This screen allows you to view the list of the request that has been placed by the library
members. This can be done in two ways namely, Department wise and Member wise.
This screen can be accessed by, selecting the Requisition menu and clicking on Item(s)
Requested List submenu.

From this screen, you are able to view the request lists, which have been entered in the
above screen. This can be done, by selecting data from either the Department or the
Member ID.

Next, click the List button, to display the request list in the grid as Req. No., Title, Author,
Keyword and Status. The status of the entered request will be displayed as Requisition
Placed. This list can be sorted as per your requirement by selecting from the Sorting
Option.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Also, the list of items requested can be searched, by entering any of the various criteria
namely, Title, Author and Keyword and selecting the Search button.

Request for Proposal:

1)

2)

Once a particular member has placed the request, the librarian or any other authorized
person will add all the requested items through this screen and place it as a Request for
Proposal. This can be sent to the vendors for receiving the quotations.

Select the Requisition menu and click on the Request for Proposal submenu, to open
the screen titled as RFP Detail.
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. RFP Detail - 10| x|

RERIDELAI
[RFP No | | [nquire | | RFP Lines | \

Department IAcadem\;Ofﬂce j_l

Placed on IDQ—Jan-QDm 'l Expected Receive Date IDQ—Jan—EDm vl

R.F.P. Status RFP Placed

Remarks Mew Book Reguest

\I(-Ii--}-HW

Figure 3.1.3

3)

4)

5)

6)

7)

8)

9)

Once the request has been placed by a particular member, the librarian or any authorized
person will add all the requested items through this screen and place it as request for
proposal. This can be sent to the vendors for receiving the quotations.

Once the RFP No. has been created, the requests under this RFP number is placed

through RFP lines by clicking on the REP lines button.

Request for proposal (RFP) can be placed in two ways, i.e., either for department-wise or

non-department wise as described below:

» REP for an Individual Department is created by assigning the RFP No. for a
department and adding all the requests made by this particular department member,
under this RFP No. using RFP Lines. Here you can add all the requests made by the
Department.

» REP for non-department wise (General) is created by assigning the RFP No. and
mentioning General Department in the Department combo box. Here, the requests
made by all the departments can be placed under this RFP No. using RFP Lines,
where you can list the requested items by either selecting the Department from which
requests are to be added or the Member ID of any department’'s member who has
placed the request/s.

Items under a particular RFP can be added using REP _Lines button in the screen, where

requests from different departments and members can be listed and added to this RFP No.

by any of the above mentioned method.

Select the items displayed in the grid titled Requested Item/Details of a particular

department and click on the Add Selected button to move it to the List of Elements in

RFP grid.

Add All button allows you to add the entire list to the List of Elements in RFP grid without

having to select it separately.

Delete Selected and Delete All buttons will allow you to delete the records from the grid

separately or entirely.

10) Sort By option is provided for Requested Item/Details of a particular department grid.

11

) Select All and Deselect All radio buttons will select and deselect the records in the grid
respectively.

12) Modification of the entered quantity can be done by entering the Req. no. and the Quantity

and clicking on the Modify button.

13) Click on the RFP_Report button to generate the reports in the Notepad or Excel formats

and sent it to the corresponding Vendor. The Edit Template button allows you to add or
remove additional fields from the RFP report format according to your preference.
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3.2. Acquisition:

3.2.1. Budget Source:

1) This screen allows you to enter the budget details for a particular financial period from
various sources like Donation, Management, etc. This will be useful during allocation of the
budget to the respective departments for the selected financial period.

2) First, set the Financial Period by going to the Setup menu and opening the Financial
Period submenu. Here, select the From -To Date ranges that you would like to add. Click
on the Ok button to save the record and display it in the Financial Periods List. To set the
current financial period, select the desired date range from the Current Financial Period
and click on Change button, followed by the Ok button to confirm the action. Close this
screen.

3) Now, click on Acquisition menu and select Budget Source submenu to open the function.

4) Here, select the dates from Financial Period that have been entered by the above
method. By default, the Current Financial Period and the Financial Period will display
the date ranges that have been set in the Financial Period submenu.

5) If you want to add a new record, click on the New button to automatically generate the
Serial Number. Select the Date, Source, Amount, etc. and click on the Add button to
display the record in the List of the Fund Collected table along with the Total cost
displayed at the end.

6) Once the budget source is added, it can be allocated to various departments as required
with the help of Budget Allocation button in the screen. The features of this screen are
explained in the next submenu.

7) Modify and Delete button will allow you to perform the respective actions.

8) The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

88 Budget Source

Eldge s alice

Filianc eaiDeriod Current Financial Period (1-]an-2006 ‘To 07-Jul-2006

I 01-Jan-2006 To 07-Jul-2006 j Budget Allocation |
SINo. __ Date Source Amount(inINR)  Remarks
| 2[og-Jui-2006 x| manipal College of Dental Scier ~| ... | 3000.00 =

PRINT

b _tew | add | Modify | Delete E| = @ |E Clear I Close g
List of the Fund collected

SI.No.|Date [Source [ Amaunt(in INR)|Remmarks

2 09-Jul-2005 Manipal College of Dental Science 5.000.00
Tatal 8,000.00

Figure 3.2.1

3.2.2. Budget Allocation:

1) Once the source has been defined for the current financial year, it will be allocated to
various departments according to the request placed by the respective department.

2) Budget Allocation for different departments can be made using this screen, which can be
accessed by selecting the Acquisition menu and clicking on the Budget Allocation
submenu.

3) A screen titled, as Budget Allocation Status appears, where you can select the entered
Financial Period for which the budget source has been added.

4) If no budget has been allocated then no items can be procured or received.

5) Budget Source, Budget Allocated and Budget Remaining details are displayed at the
top right corner of the screen. In the grid, the Total Allocation, Total Spent and Net
Balance are also listed for your reference.
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6)

7)

8)

9)

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Click on the Update/View Details button to open another screen titled as Budget
Allocation Details. This screen, allows you to see the amount that has been allocated to a
particular department, along with the allocated date.

Here, you can also add the record, by selecting the Department, for which you want to
allocate the budget and entering the Date of allocation, Amount, etc.. The current financial
year is displayed in the Financial Period. Click on the Add button to add the record in the
Allocation List.

The Allocated Amount, Spent Amount and Net Balance details are also described at the
top right corner of the screen.

10) The print preview of the above list can be obtained in Notepad and Excel formats and the

print can be taken by clicking the Print Icon button in the menu bar.

11) You can also update the Allocation List records by using the Modify button.
12) Once added, all these records will be displayed in the Budget Allocation Status screen

for all future references.

1598 Budget Allocation Status s i ] A
Budget¥allgcaticngstatils
— — Budget Source :INR 12,500.00
Financial Period :| IEEIR R RESFERIE Budget Allocated : INR 4,560.00
Budget Rernaining : INR 7,940.00
Department Total Allocation (IMR) |T0tal Spent (INF) |Net Balance (INF)
Allied Health 4 000.00 .00 4 000.00
Biochernistry (MhIRAC) aE0.00 .00 aE0.00
Total 4 55000 0.00 4 A50.00
PRINT :
% | . | e | Update/View Details
i e e
Figure 3.2.2

3.2.3. Quotation Entry and Comparison:

1)

2)

3)

4)

5)

6)

7)

Various quotations received for the RFP’s sent to the different vendors, are added with all
the relevant information, using this screen and also the comparison between the vendor
price list can be obtained.

To activate this function, select the Acquisition menu and clicking on the Quotation Entry
and Comparison submenu.

In the Quotation Entry screen, select the RFP No. from the RFP No. Here, only the
numbers that have been created in the RFP Detail screen are present. On selecting the
particular RFP No., the list of the items placed under this number is displayed in the Item
Price List for a Vendor grid.

Select the Vendor, Quotation Date and also create a Quotation No. for this vendor. For the
same RFP No. different quotations can be received from different vendors. These details
can be tracked with the help of Quotation No.

Now, select the Item from the grid by double clicking on the mouse so that the details are
displayed in the respective list boxes above the grid. Enter the price details and click on the
Save button to add the record to the displayed list.

Item that is being requested for the second time can be searched and can be added
directly, without entering the price manually for the corresponding Vendor.

Once the Item price obtained from various Vendors has been added, a comparison price-
list between the Vendors in Notepad and Excel format can be obtained by clicking the
Quotation Comparison Report button.
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. Quotation Entry

o
Esieifiomn iy
REP.No |1 ] ..| Inquire || RERDetalls
Department: Academy Office
Vendor |A.L.Puhllcauum5 Hyderabad j | REPDate :09-Jan-2001
Quotation No.[#L01/08-07 Quotation Date|24- Jan-2008 vl RFP Status : RFP Placed
Req No: Title C
|1 4 |Hea|th Sciences | ':I
5 Discount Net Price
Curmm:yIRS j |1 | tem Price ‘EEU ‘ N |3 | T |543 2 |
¥ = | Save | Quotation Comparison Report I Clear I Close |
Item Price list for a Yendor
Req. No [Title Author Currency |[ltem Price |Discount |Het Price (Comi=~
1) How to learn Humanity agarwal Rs SB7 2 555.66
11| Health Awareness Jack Rs 560 2 54a8.8
12| Brain Developrment James Hs 570 5 541.5
13| Mind Wonders Jim Rs B50 5 517.5
14[Health Sciences Kane Rs 560 3 543.2 =
TS ;l_l
Item(s) for which Price is already Entered
Department | All ~| Mem No Member IDI List |
Req. No |Ti(|e |Au(hur |Curren|:y |Item Pril:e|[)isl:ount |Net Price |Cum
il ol

* Double click on the grid to add the ltem
I7 Selected  Select All ¢ DeSelect All Add Selected |

3.2.4. PO Header:

Figure 3.2.3

1) Once the quotations has been received or obtained and the comparison has been made
the next procedure is to place the purchase order to the vendor that has quoted the least

for the specified items.

2) This screen can be accessed by, selecting PO Header submenu from the Acquisition

menu.
. Purchase Order =10l x|
PO Informati T Address | Porehase Srder [ | = | = | =]
PO Mo * 2 ]| ..|Inquire | FinancialYear 01-Jan-2006 To 07-Ju-2006 =
PO Type * Mormal | PO Date * 09- Jul -2006
Quotation No ALO1/0B-07 d Quotation Date 09- Jul-2008 |
KB o 3 =] repDate 17- Jul -2006 7]
Vendor * & H Wwiheeler & Co Ltd Bangalore =] e Expected Delivery Start Date  [ng_ | -2005 -
PO Status = Expected Delvery End Date 09-Jul -2006 =
Ship BY | Ho. of Lihes
PO Multi AIC Type *  ro = No. of Pieces
*
2;(: He:c:M S [.cademy Office =] | e Eries =%
ayinel ode -
Ehoote =l N Discount Type [% = | 2
Internal Instructions Tax Amount |2 -I 5
Ll Shipping Fee

Wendor Instructions =] Hancling tee

Custom Fee

= Net Amount 503.4
Invoice Amount
Paid Amount

New | Add | Modify | Clear | POLines | PrintPO | DeliverylReceive] | Close |

Figure 3.2.4

3) Purchase Orders (PO) can be created for different RFP’s and for different Vendors. Click
on New button and enter the mandatory fields like PO No., PO. Type, Vendor, Financial

Period, etc, and click on the Add button.

4) Item(s) under the particular PO can be added using PO Lines button, where item requests
from various Departments and Members can be added under this Purchase Order. Also,
Item(s) under different RFP’s can also be added under the same PO, if required.

5) Amount for each ordered item can be entered individually while adding an item or total
amount of all the item(s) under the PO can be added without entering individual ltem Price.

6) Inthe PO Lines screen, the Details of the Requested Item(s) will be displayed which can
be listed according to the Department, Member Id and RFP No. Next, select any record and

click the Add Selected button.
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3.2.5.

7) Once all the items under this PO are added, you can add the item(s) received by clicking
on the Delivery (Receive) button.
8) The reports can be obtained by clicking on the Print PO button and sent to corresponding
Vendor in two formats namely,
» Format 1: A Report with Item Details & Quantity Ordered for each Item under this PO is
obtained. No price details are printed here.
» Format 2: A Report with all the above details along with Price details (Currency, Cost &
Net Cost) is obtained.
9) Select the Address button present at the top of the screen to enter the Vendor, Billing and
Shipping information.
10) The details of the previous records can be obtained by scrolling through the navigation
buttons.

Received/Receivable Item List:

1) To keep a track of the item that has been received and is yet to be received (receivables),
a report can be obtained with the help of different listing criteria present in this screen.

2) Select the Received/Receivable Item List submenu from the Acquisition pull down
menu.

3) This screen is basically used for adding item(s) delivered by the vendor, by first searching
for the item(s) ordered.

4) Here, you may select a maximum of any two-search criteria from the following fields
namely, PO No., Department, DC No., Item Type, Received Date, Po Date and No. of
Items Ordered.

5) After selecting the options from the above search criteria, a list of received and receivable
item(s) will be displayed separately under the Receivables List grid and Received List
grid.

6) You can move the item(s) from Receivables List to Received List by receiving the
particular item. This can be done by selecting the item and clicking the Down Arrow
button.

7) Clicking the Down Arrow button will open a new screen titled as Items Delivery Details
where user can see two options:-

» Add button: To receive an item, Delivery Challan details must be entered first.
After adding DC information, you can receive the items by clicking on the
receive button.

> Receive button: Once you add all the DC details, you can now add the items
received. On clicking the Receive button it will lead you to a new screen where
the details of the corresponding items can be added.

8) On clicking the Receive button, Items under Challan screen is opened. Here, if only one
item is received under this DC No., then click on Receive button to receive the item.

» Partial Supply: If the supply is partial, i.e., you have received only two out of
the three copies that you ordered, then you can manually mention Quantity
Supplied by selecting the particular item. You can do this manually for each
and every item received under this PO No. and DC No. These items will be
displayed in Pink color.

» Item Supplied (Not ordered): To receive an item that is not ordered, but as the
request has been created already under the same DC No., click on the Item
Supplied Three dot (...) button to list all the requests from various
departments and members. These items will be displayed in Green color.

» Excess supply items will be displayed in Yellow color.

9) If the items received under this DC No. are more than one and if the copies received is
equal to the copies ordered (exact supply), then to receive all those items under the same
DC No. click on Receive All button.

10) The Receive option can be used in the following cases like:

» To receive only the selected item.

> To receive any excess supply like copies supplied is more than copies ordered.

» To receive any unordered item like the Item for which no PO has been created but
sent along with the Items ordered.

11) The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.
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wi. Received/Receivables List

RECEiNEH RETEVabIEY temitist

PRINT
pona.:i =] Department:[alicd Healtn =l [ Z|||e |. ”
=,
DC No. :[Do01-0607 ftem Type: |pook | =
Recetved Date:[T 17 2005 ~| popate: [T a0+ | | ust | clear | ciose | |
ered
Receivables : I Partial Supphy
S Mo [ PO Mo [Itern Mo Herm Type | Title [ Authorsy  [Copies Ordered [ Gopies Supplied |
1 1 2 Book Art of Living ravi shankar 1
2 1 3 Book Text Book of Preventive and J.E Park 1 a
3 1 4 Book hurnan brain kishan 1 a

»

£ . Not Ordered |_ Excess Supply

Received : Sort hyl j

| Sl Ho ‘ PO Mo | DC Mo ‘ Iterm NU| Itern Type ‘ Title | Author(s) |Cup|es Ordered‘ Received Date
1 1 2 1 Book How to learn Humanity agarwal 1 09-Jul-2006

Figure 3.2.5

3.2.6. Delivery [Receive]:

1)
2)
3)

4)

5)

6)

7)

8)

This screen allows you to receive the items for which Purchase Order has been created as
well as the items for which no Purchase Order has been created.

Select the Acquisition pull down menu and click on the Delivery [Receive] submenu to
open a screen titled as Delivery Tracking.

This function can be used for receiving items, for which no PO has been created as well as
for receiving items for which PO has been created.

To receive the item(s) for which no PO has been created (Not Ordered), you must enter the
Delivery Challan Information, under which the item is delivered and click on the Deliver
button. -
Click on the Deliver button to open a new screen titled as Items under Challan, where
Receive and Receive All options have been provided whose functions has been
discussed above.

This helps in keeping a track about who received the delivery of the items from the
respective vendors.

The print preview of the delivered items under that particular challan no. can be obtained in
Notepad and Excel formats and the print can be taken by clicking the Print Icon button in
the menu bar.

Navigation buttons are provided to scroll through the previous records.
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. Delivery Tracking

Ealiwery Tiaveldmns

PO Ho. & Status \
|PONu. i} ~| PO Status [Patially Receive -[l = | = | = | =] |

PRINT

Delivery Challan Information

Delivery Challan No.* |1 vl Inquire E
Delivery Date 09- Jul-2006 'I
Delivery Received By* [asha |
Company Name Pin |
Contact Name State |
Address1 Country |
Address2 Phone No |
City Fax |
Ermnail |

Other Information

Ho.of Lines |0 Ho. of Pieces |0

nternal Instructions ;I Vendor Instructions| LI

- -
\ Add | Modify | Clear | Deliver | Close /

Figure 3.2.6
3.2.7. PO Invoice:
138 Budget Invoice Entry (=] 3]
o
PO limeliee
Financial Period | 01-)an-2006 To 07-Jul-2006 «| Inguire || Current Financial Period
/P()NIJ J LI 01-Jan-2006 To 07-Jul-2006
. 2 -
PO No. Invoice No. Amount Date Remarks
2 x|le7s [s7a [17-Jui-2008 =]
PRINT
=i e Ok | Modity | Clear | Close |
Payment Details for the selected Financial Year
FO Mo |Invmce Mo | Amaunt in RS|Date ‘Remarks
\ 4] | y
Figure 3.2.7

This screen is used for adding the Invoice received from the vendor for a particular PO and can
be accessed by clicking the PO Invoice submenu from the Acquisition pull down menu. For a
particular PO there may be more than one Invoice, in such case, you can split the amount
according to the invoice that can be added separately under the corresponding Invoice No. The
Payment details for the selected financial year list can be printed in HTML, Notepad and Excel
formats by clicking the Print Icon button in the menu bar.
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3.2.8. Payments:

1881 Payment

PavmiEi
Current Financial Period 01-Jan-2006 To 07-Jul-2006 PRINT
Financial Periog | U1-Jan-2006 To 07-Jul-2006 = | 1nquire| |@
PO No. Imsoice No. Amount Date Remarks
[1 | ~|&70 J17-dur-zo0e ]

Towards Account

Mode
ICash j Save & Print |

Payment Details for the selected Financial Year

PO Mo Invoice Mo Armount in RS|Date Remarks |
TOTAL 0.00 |

Figure 3.2.8

Using this screen, you are able to keep a track of the payments, which are made for
the current financial period.

Select the Acquisition menu and click on the Payments submenu to access this
screen. For all the Invoices that have been created, the details of payments can be added or
maintained with the help of this screen. Here, you can add the Towards Account Details by
clicking on the Three dot (...) button, where the Party Account No., Bank Details and other
details, depending on the mode of payment for the Vendor (Party) are entered. Also, the
Payment details for the selected financial year list can be printed in HTML, Notepad and Excel
formats by clicking the Print Icon button in the menu bar.

3.3. Accession:

3.3.1. Return Damage/Excess Item(s) to Vendor:

1) The items that have been received from the vendor may sometimes contain damaged
copies or extra copies. Using this screen, you are able to return back these copies to the
respective vendors.

2) This screen can be accessed from the Accession menu by clicking on the Return
Damage/Excess Item(s) to Vendor submenu.

3) Select the vendor name from the Vendor and click on the List button to list the Items
delivered by the above vendor as well as the Excess/ Not Ordered Supply of items by
the above Vendor in the grid.

4) Suppose any copy of a particular item is damaged, you can return it by selecting the item
and clicking on Return Selected button.
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m. Return Damage' Excess Supplied Item({s} to ¥Yendor 1= =]

RetinjDamaged Excessisupplied ﬂﬁ@m{{@])_

wendor I(Old Book) LI I Received Date ff?Z}Jan-ZUUEi
[ List I Clear I Close I]
Itemi=s] delivered by the abowve Wendor
PO Mo, |T|t|e |DC Mo, |Received Da1|Cup|es Orderecf Copies Receive]
] L[|

I~ sSelected ¢ Select All ¢ Deselect All Beturn Selected I

ExcesziMot Ordered Supply of Itemi=s) by the above “YWendor
ltermtReqg ND.lF'O Mo Title |DC Mo, |Re|:ewed Dal| Copies Orderec| Cop

I 5
I Selected ¢ Select All ¢ Deselect ANl Return Selected I

3.3.2. Transfer all Received Items’ Details for Staging:

Figure 3.3.1

Staging is a process of passing the received items for accessioning. Through this
screen you can transfer all the items that have been recently procured into the library and

maintain the corresponding records.

This function allows you to transfer details of all the items received (i.e.,

only for the

items received under the PO) before staging the items for accessioning. A small message box
appears asking “Do you want to transfer all the details of the newly received items for
accessioning”. If you select the Yes button another message box appears confirming that all
newly received items are transferred for accessioning. If you select the No button then the

action will be terminated.

3.3.3. PO Wise list of Item(s) Awaiting Processing:

1) With this screen you are able to obtain the list of items that are yet to be accessioned

according to the Purchase Order.

2) To activate this function click on Accession menu and select PO Wise list of ltem(s)

Awaiting processing submenu.

1881 List OF New Arrivals{Budget)

List of New Arrivals (Budget)

PO Details
Department : GEN
PO # 2 | e
= I J_I ttem Type : Book
Cranony, [ EXEH | Inguire | P.O.Date : 10.Feb-2006
Yendor : Allied Publishers Subscription
[Item Typel j I ListAll | ] Agency
PRINT
List of the ltems [ bilees By I Elan | Llose |] [ e =
ltem # \Title# |Tn|e |Auth0r |OntyRec \Status
000222‘ |Essem\als of Medical Genetics |Dewey Ml il | 1‘Fu|ly Received
<l | o]

Figure 3.3.3
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3)

4)

o)

6)

Here, you can list the received items according to PO No. and DC No. or according to the
Item Type. The PO Details are displayed at the top right corner of the screen for
reference.
Once the records are displayed in the List of Items grid, you can stage the items before
accessioning by clicking on the Mass Staging button.
Staging can be done in two ways.
» Double click on the item to be staged where you must enter the Accession no.
and Title No. under which the item is to be accessioned.
» You can Mass Stage all the Items received by clicking Mass Staging button,
provided that the Title Numbers for all the items are entered previously
The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

3.3.4. DC Wise list of Item(s) Awaiting Processing (Not ordered):

1)

2)

Using this screen, you are able to list all the items according to the DC No. (Specially for
those items that are not ordered/ no PO has been created) and stage the items before
accessioning.

Select the Accession menu and click on the DC Wise list of Item(s) Awaiting
Processing (Not ordered) submenu.

(881 List OF New Arrivals{Budget)

List of New Arrivals (Not Ordered)
e al | nte! Book Distributors] DC Details
Delive DC Date
Challon# | Inguire Vendor  :
[Item TWBI j Listall ] Received by :
PRINT
List of the tems [ Mass Staging | Clear | Close |] [ EHIEE ”
Item # \Title # |Tit|e |Auth0r \QntyRec |Status
KT |

3)

4)

o)

Figure 3.3.4

Here, also you can list the received items according to PO No. and DC No. or according to
the Item Type. The PO Details are displayed at the top right corner of the screen for
reference.

Once the records are displayed in the List of Items grid, you can stage the items before
accessioning by clicking on the Mass Staging button. Staging can be done in two ways
that has been explained in the above section.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

3.3.5. Staging: Awaiting Cataloguing:

1)

2)

3)

Staging is a process of passing the received items for accessioning. With this screen you
are able to obtain the list of items that are yet to be accessioned according to the item
type.

Select Staging: Awaiting Cataloguing submenu from the New Arrivals menu to open the
screen titled as List of New Arrivals in Staging.

All the items that you had staged earlier, from the previous screens, will be displayed here
when you select the appropriate Item Type along with the details such as Accession no,
Title, etc.

P age 63 of 63



Easylib Library Automation Software — User manual.

4) Select each accession no displayed in the List of items ordered one by one and press
on Accession button. The item is accessioned and list reloaded. Accession All button
will send the entire data to the accession register.

5) The print preview of can be obtained in HTML, Notepad and Excel formats and the print
can be taken by clicking the Print Icon button in the menu bar.

188 List OF New Arrivals In Staging

List Of New Arrivals In Staging

Item Type | Book -| ... ]
[ I J_I PRINT
_Accession Numher)l1 aooon [Accessinnl Accession AIII Inquire | Clear | Close |]

List of the ltems Ordered.

Acchn Mo Title |Authnr ‘F'uhlisher

ononion s s Mone

10000 { Essentials of Medical Genetics Dewey Melil Rajalakshmi Prakashang]

Figure 3.3.5

3.4. Binding:

3.4.1.

Binding Order:

1) This screen is required for placing the binding order for the received items maintaining the
details.

2) To enable this function click on the Binding Order submenu present in the Binding menu.

. Bind Order

=)
BintjOnEnR
(BO No. [ ...| inquire | Modity | AccnNo.  [noooos
* Binder | .. Remarks
BO Date 17- Jul -2006 7| *BO Status INEW d Issue Date |17- Jul -2006 'I
- - = I 17- Jul - 2006 'I
Expeclel_! ths 17-Jul-2006 Bl petacast Return Date
By Add For Binding I Import Accn Mo |
\Eemarks
Sorting Option
lﬁ Itemn Status i vl Itemns Total : o
Items Done :0 Items Not Completed : 0
AconNo. [ Type [ Title | Authors) [Status |Remarks [Issue Date [ Retun Date
000001 | Eook Anatomy of the Human Ske Frazer J E New 17-Jul-2006 17-Jul-2006
000002 Book Gray's Anatamy Johnston T B whillis J MNew 17-Jul-2006  17-Jul-2006
000003 Book, Gray"s Anatomy Johnston T B Wwhillis J Mew 17-Jul-20068 . 17-Jul-2006
000004| Book, Gray's Anatomy MNew 17-Jul-2008 17-Jul-2008
000005 Book Gray's Anatomy New 17-Jul-2008 17-Jul-2008
S v R R R R R )

T T T
Modify | Delete From List ]

Figure 3.4.1

3) Here, you can add the Accession No. of the item being sent for binding along with the
binder details by using Add for binding button.

4) You can also import a list of Accession Nos. saved in any .txt files, to be sent for binding
with the help of Import Accession No button.

5) The displayed list can be sorted out as per your preference by selecting from the Sorting
Option.
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3.4.2.

3.4.3.

6) The Item Status along with the other item details will also be displayed in the respective
fields.

7) Delete from List button allows you to delete the record from the list after you have
selected the particular record.

8) The print preview of can be obtained in HTML, Notepad and Excel formats and the print
can be taken by clicking the Print Icon button in the menu bar.

Binding Order List:

With this screen you can keep a track of the binding orders that have been placed to
the respective binders.

To access this screen, select Binding menu and click on Binding Order List
submenu. List of items sent for binding can be obtained according to the Binding Status or
according to the Binder's Name. The print preview of the above list can be obtained in Notepad
and Excel formats and the print can be taken by clicking the Print Icon button in the menu bar.

Binding Return:

1) Using this screen you are able to keep a record of the received items, which had been sent
for binding, according to the binding challan number and binder details.
2) Select the Binding Return submenu from the Binding pull down menu to activate the

screen.

. Binding Returns

By Redims

BRChaIIanan12 I Inquire ERDMQIQB-AUQ-QDDT 'I \
Binder ISudha LI List |Accn Nu.l Cost |
ltemis) sent for Binding :

Title Author

BO No BO Date

PRINT HNOT RETURNED

[BOMa. [BO Date |

[T Selected ¢ Select Al ¢ Deselect Al

L A ad

|Author

lemis) Returned List :
Accn Mo |Cost |Tit|e

PRINT RETURNED

Celelm) /

Figure 3.4.3

3) Enter the details of the Challan No., Binder Name etc, to Inquire or List the records.

4) Iltems that are returned back from the Binders can also be added using this screen. All
Items (Books) that are sent to a particular Binder can be listed here and the selected items
from the list can be moved to the Items Returned List grid by clicking the Down Arrow
button.

5) While moving the items you will be asked to enter the binding cost for each item. Two
options are provided here:

> Cost of Selected Items: With this option, whatever the cost you enter in this
box, it will be assigned to all the selected items. For ex: If you select 5 items
and enter 30 in this box, cost for all the 5 items will be assigned 30 each.

» Total Cost of all the Selected Items: Here, whatever the cost you enter in this
box, it will be divided by no. of items selected. For ex: If you select 5 items and
enter 500 in this box, cost for all the 5 items will be assigned 100 each. i.e.,
500/5=100

6) Separate Print options like Print Not returned and Print Returned are provided for Items
Sent for Binding and Items Returned from Binding respectively.
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3.4.4.

Binding Return List:

This screen allows you to keep a track of the items that have arrived after binding.
Click on Binding Return List submenu from the Binding pull down menu to open the screen.
List of the items that are received back from the Binder can be entered using this screen. The
print preview of the above list can be obtained in Notepad and Excel formats and the print can
be taken by clicking the Print Icon button in the menu bar.

3.5. Reports:

3.5.1.

3.5.2.

Customized Search on Requisition:

1) Using this screen you are able to search for any request, that have been already placed by
the library members, which are based on different search criteria present in the screen. Itis
useful for report generation also.

2) Select the Reports menu and click on the Customized Search on Requisition submenu
to enable this function.

3) Here, you can search for the list of requested items and its details, by giving one or more
search criteria, along with the combination of Boolean functions such as AND/OR. This will
help in searching the exact record that you are looking for.

4) You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

5) List All button is provided which will list the entire records in the Customized Search
Results screen.

6) The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box. Here, you are able to view the No. of Records and No. Of Copies
for the entered criteria.

7) The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

8) Select the boxes of the required Fields and Field Length from the given options. All the
marked fields are listed in the box, provided at the right side of the screen.

9) If you want to arrange the marked fields according to your priority, then select the particular
field from box, by a single click of the mouse. Now, click on the Up or Down arrow keys
depending upon your priority.

10) Also, you can sort the records, by three combinations present in the Order By option
namely First, Second and Third, where the preference is given to the First.

11) In the Notepad Format, two additional options, “Comma separated (Full Length) and
Comma Separated” are given. This will cause the reports to be displayed in such a way,
where all the fields are separated by commas, instead of being displayed in the default
tabular format.

Customized Search on RFP:

1) This screen allows you to search for the RFP details that have been already placed by the
Librarian or any other authorized person, depending on the various search criteria present
in the screen. This is useful during report generation.

2) Select the Reports menu and click on the Customized Search on RFP submenu to
enable this function.

3) Here, you can search for the list of RFP and the details of items under it, by giving one or
more search criteria, along with the combination of Boolean functions such as AND/OR.
This will help in searching the exact record that you are looking for.

4) You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

5) List All button is provided which will list the entire records in the Customized Search
Results screen.

6) The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box. Here, you are able to view the No. of Records and No. Of Copies
for the entered criteria.

7) The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Ilcon button in the menu bar.
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3.5.3. Customized Search on PO:

3.5.4.

3.5.5.

1)

2)

3)

4)
5)

6)

7)

This screen is required for searching the details regarding the Purchase Order that have
been already placed by the Librarian, based on the various search criteria present in the
screen. Also, this is useful for generating reports.

Select the Reports menu and click on the Customized Search on PO submenu to enable
this function.

Here, you can search for the list of PO and the details of items under it, by giving one or
more search criteria, along with the combination of Boolean functions such as AND/OR.
This will help in searching the exact record that you are looking for.

You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

List All button is provided which will list the entire records in the Customized Search
Results PO screen.

The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box. Here, you are able to view the No. of Records for the entered
criteria.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Customized Search on Invoice:

1)
2)

3)

4)
5)

6)

7)

Using this screen, you are able to search for the Invoice details based on the different
search criteria present in the screen and also generate the respective reports.

Select the Reports menu and click on the Customized Search on Invoice submenu to
enable this function.

Here, you can search for the list of Invoices and the details of items under it, by giving one
or more search criteria, along with the combination of Boolean functions such as AND/OR.
This will help in searching the exact record that you are looking for.

You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

List All button is provided which will list the entire records in the Customized Search
Results screen.

The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box. Here, you are able to view the No. of Records and No. Of Copies
for the entered criteria.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Customized Search on Payments:

1)
2)

3)

4)

5)

6)

7)

This screen allows you to search for payment details based on the search criteria present
in the screen and generate the respective reports.

Select the Reports menu and click on the Customized Search on Payments submenu to
enable this function.

Here, you can search for the list of payments made along with Invoice details and Vendor
details, by giving one or more search criteria, along with the combination of Boolean
functions such as AND/OR. This will help in searching the exact record that you are looking
for.

You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

List All button is provided which will list the entire records in the Customized Search
Results screen.

The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box. Here, you are able to view the No. of Records and No. Of Copies
for the entered criteria.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.
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3.5.6. Customized Search on Delivery Challan:

3.5.7.

3.5.8.

1)
2)

3)

4)
5)

6)

7)

This screen allows you to search for delivery challan details, that has been received by the
librarian or by any other authorized person, based on the search criteria present in the
screen. It is useful during report generation.

Select the Reports menu and click on the Customized Search on Delivery Challan
submenu to enable this function.

Here, you can search for the list of delivery challan along with invoice no. and payment
details, by giving one or more search criteria, along with the combination of Boolean
functions such as AND/OR. This will help in searching the exact record that you are looking
for.

You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

List All button is provided which will list the entire records in the Customized Search
Results Delivery Challan screen.

The records matching the entered criteria are displayed on the Customized Search
Results Delivery Challan screen, where you can sort the records, by choosing the
available data from the Sort criteria list box. Here, you are able to view the No. of
Records for the entered criteria.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Customized Search on Quotation:

1)
2)

3)

4)
5)

6)

7)

This screen allows you to search for information regarding the quotation details for a
particular RFP along with the vendor, based on the search criteria present in the screen.
This is also useful for generating reports.

Select the Reports menu and click on the Customized Search on Quotation submenu to
enable this function.

Here, you can search for the list of quotations obtained from different Vendors along with
RFP details, by giving one or more search criteria, along with the combination of Boolean
functions such as AND/OR. This will help in searching the exact record, which you are
looking for.

You can collectively search the records, by using all the search criteria combination,
present in the screen and clicking on the Search button.

List All button is provided which will list the entire records in the Customized Search
Results screen.

The records matching the entered criteria are displayed on the Customized Search
Results screen, where you can sort the records, by choosing the available data from the
Sort criteria list box.

The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

Search Item(s) Returned To Vendor(s):

1)

2)

Using this screen you are able to view the list of items that have been returned to the
vendor based on the different search criteria present in the screen. It is useful while
generating reports.

Select the Reports menu and click on the Search Item(s) Returned To Vendor(s)
submenu to enable this function.
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138 Item{s) Returned to ¥Yendor{s)

ltem(s) Returned to Vender(s)

Vendor |schappaH.5 ﬂ_l

§earch| Print | Clear | Close |

|03-Feb-2005 | To |03-Feb-2005 |

Sort by =

Figure 3.5.8

3) Here, you can search for items that are returned back to Vendors entering the desired
search criteria.

4) The Returned Items can be searched for a particular Vendor, for a Date Range or both the
above criteria present in the screen and clicking on the Search button.

5) The records matching the entered criteria are displayed in the grid, where you can sort the
records, by choosing the available data from the Sort By list box.

6) The print preview of the above list can be obtained in HTML, Notepad and Excel formats
and the print can be taken by clicking the Print Icon button in the menu bar.

3.5.9. Others Reports:

1) In this screen the entire reports in Budget system have been grouped under this submenu.
This screen can be accessed by selecting the Reports menu and clicking on the Other
Reports submenu.

2) Budget, Requisition and Purchase Order are some of the main reports, for which reports
can be generated. Plus sign (+) indicates that there are various sub reports available under
that particular main report.

3) For your reference the list has been shown below:

A. Budget
Annual Budget Summary
B. Accession Register
RFP
RFP Details
Quotation
Quotation Received
Quotation Comparison Txt
C. Purchase Order
Vendor Details
Binder Details
All POs Report
PO Invoice/ Payment Report

3.6. Account:

3.6.1. Define Schedules and Account Heads:

1) This screen is required to maintain the information regarding vendors or party account
details as well as various other account types.

2) This screen can be accessed by, selecting the Account menu and clicking on the Define
Schedules and Account Heads submenu.
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138 Define Schedule and Account Heads 1 -3 x|
Asset Maintenance

Account Type S| Mo | Party Code | Party Description | Dpening Bal:| Opening Bald
: 1 1 Accounts 0.00 000
Tatal 0.00 0.00]

=penditure
ales
[— Purchaze

PartyiAccount Details

& Define Account ¢ Define Party [Cashaccount ]
Account Code |1 _I Inguire | Schedule IAsset I
Account Head [4ccounts Alt Schedule |Liability I

Opening Bal ID.DD ICH vl Eretinibicls

Hew | Save | Qelelel Clear | Close |

Figure 3.6.1

3) Here, you can maintain information of Vendors or Party Account details and various
Account Types.

4) Each Vendor (Party) must be given a unique Party Code and Account details must be
added under the Party Code.

5) Party and Account Details can be entered into different Account Types like Sales,
Expenditure, Purchase, etc., as required.

6) After all the relevant details have been entered click on the Save button to add the records.

3.6.2. Receive Amount:

1) This screen allows you to maintain the details of amount received from the party towards
the library asset.
2) Click on the Receive Amount submenu from the Account pull down menu.

198 Receive Amount i |
(=]
Recevable
Receipt Nn|1
Member Id |EIEIMD1
TR Shobha Sundareshan. .
Amount |34 Date [17_Jul_zoos =]
Towards |1
Mode ICaSh j
Hew I Save & Print I Save Cancel I Close
Figure 3.6.2

3) Click on the New button if you want to enter a new record. The Receipt No. is
automatically generated in this case.

4) The amount received from a member, can be added along with mode of payment. Click on
the Save button to add the record.
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3.6.3.

5) Save and Print button allows you to save the record and simultaneously take a print out of
the same. This can be printed as a receipt for receiving the amount and given to the
concerned Member.

Pay Amount:
1) This screen is useful for maintaining the details of amount paid from the library asset to the
member.
2) This function can be enabled by, clicking on the Account menu and selecting Pay Amount
submenu.
158 Pay Amount x|
[Parp? AN
Receipt No |1
Member Id IEIEIMEH
HName Shobha Sundareshan. .
Amount |38 Date [17- Jul-z006 x|
Towards |1 |
Mode ICEISI“I j
Hew Save & Print Save Cancel I Close
Figure 3.6.3

3) Click on the New button if you want to enter a new record. The Receipt No. is
automatically generated in this case.

4) The amount paid to a member can be added along with mode of payment and other
details. Click on the Save button to add the record.

5) By using Save and Print button, a receipt for paying the amount from the Library Asset can
be printed and maintained as a proof of payment.

3.7. Setup:

All these functions have been described in the Setup and Security module under the Initial
Setup screens submenu. You may refer the above document if you require.

3.71.
3.7.2.
3.7.3.
3.7.4.
3.7.5.
3.7.6.
3.7.7.
3.7.8.
3.7.9.
3.7.10.
3.7.11.

Binders
Departments
Subjects Tree
Publishers
Item Type
Source
Vendors
Financial Period
Html Setup
Screen Setup
Tool Bar
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4. CATALOGUE AND ACCESSIONING:

Being one of the most important features, it is a key to the resources of a library. This module will allow you
to efficiently enter the catalogue and accession details of both book as well as non-book materials. It also
provides you the ability to transfer data, import data from text and excel sheets, stock verification, multi
language data entry, catalogue card generation, customized and statistical reports, extensive search facility

etc.

How to access the Catalogue and Accessioning module?

a) Click once on the Catalogue and Accessioning module, which appears on the front page of Easylib

software, to open the Easylib Login screen.
b) Enter the correct User ID and Password.

c) The main page appears containing a list of menus and sub-menus of Catalogue and Accessioning

module which are displayed below: -

4.1. New Arrivals

41.1.
4.1.2.
41.3.
4.1.4.

List of Non Budgeted Arrivals

Item details of Non Budgeted Arrivals

PO Wise List of tems Awaiting Processing
Staging: Awaiting Cataloguing

4.2. Accession and Catalogue

4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.
4.2.7.
4.2.8.

Book Accession Register

Non Book Accession Register
Customized Accession Register
Multi Language Accession Register
Multi Language Item Listing
Catalogue Cards Generation

Data Sheet Preparation

Location set up by Subjects

4.3. Stock Verification

4.3.1.
4.3.2.
4.3.3.
4.3.4.
4.3.5.
4.3.6.

Reference Dates Maintenance

Stock Verification Numbers Maintenance

Stock Entry

Missing Stock Generation

Customized Search on Stock Entry/ Missing Stock
Withdrawn and Lost Items

4.4. MARC

4.41.
44.2.

MARC 21 Reader
Import Data
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4.5. Reports

4.51.
4.5.2.
4.5.3.
4.54.
4.5.5.
4.5.6.
4.5.7.
4.5.8.

Customized Reports — Books
Customized Reports — Catalogue
Customized Reports — Non Books
Generate Barcodes

Statistical Report — Catalogue
Statistical Report — Book Master
Title Statistics

Other Reports

4.6. Search Catalogue

4.6.1.
4.6.2.
4.6.3.
4.6.4.
4.6.5.
4.6.6.
4.6.7.

By Title, Author, Keyword
By Extensive Fields

List by keywords

Quick Search

See New Arrivals

Item Status

Author, Title Statistics

4.7. Local Language

4.71.
4.7.2.

Search by Title, Author, Keywords
List by Keywords

4.8. Setup

4.8.1.
4.8.2.
4.8.3.
4.8.4.
4.8.5.
4.8.6.
4.8.7.
4.8.8.
4.8.9.
4.8.10.
4.8.11.
4.8.12.
4.8.13.
4.8.14.
4.8.15.
4.8.16.

Publishers

Vendors

Currency

Category

Department

Accession Number Format
Barcode Accession Number Format
Keyword Stoppers

Item Types

Financial Period

Subjects Tree

Section

Non Book Section

Html Setup

Toolbar

Screen Setup
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4.9. Window

4.10. Help

4.1. New Arrivals:

New Arrivals feature, will keep a track of the new items that arrives in the library. Here, before
accessioning the items, its details can be entered and once the item gets the approval from the
management it can be accessioned either individually or in bulk.

4.1.1. List of Non Budgeted Arrivals:

1)

2)
3)
4)

o)

6)

Using this screen, you are able to view the list of newly arrived items that have been
procured without placing the purchase orders. Staging of these items can also be
performed from this screen.

To enable this function click on the New Arrivals menu and select the List of Non
Budgeted Arrivals.

This screen allows you to see the list of all the newly entered items in the library that has
not been accessioned yet.

First select the Item Type to view the display list in the grid. These items have not been
accessioned.

Before accessioning a particular record, you need to stage the record. This can be done by
selecting the Stage button to assign accession number for individual records or Mass
Stage button to assign accession nos. for more than one record.

Select any print button to view the preview in Notepad, Excel or HTML format.

4.1.2. Item details of Non Budgeted Arrivals:

198! New Arrival Books({Non-Budget) ] 4

New Arrival Books (Non-Budget)

Title ahe |;l [ b= | = [TS5T] = ||
Ll E [ Book Sgarchl Staging I Mass Staging I]
No.of Copies|! | K

eyword -
Price Mane 'I "U |INR 0 -]
Discount Net CostanR) |0 Volume: =] Eattion: | |
Call No: Class No Publi Place,Year ‘
=T Bill No language
Entry Date | 03-.Jul -2006 ~| BinDate 03- Jul 2005 =l TR
Vendor Mone hd Ho of Pages
Subject More | :=- | Category |Issue Section hd TS
Publisher  |None Tl = | Source |Management - ..
Department |Mone Tl | Status  |Mew Arrival =l
Series Remarks }j
Custom 1 =
e Custom 3
Ttle Sameas AccessionNo | | = S

[ Add | Modify | Delete | Clear | Close |]
Figure 4.1.2
1) This screen is required to enter the details of the newly arrived items procured without the

2)
3)
4)

o)

purchase order.

Go to the Item Details of Non Budgeted Arrivals submenu in the New Arrivals menu to
view the screen.

This screen is used for entering the details of a particular item that will be displayed in the
List of Non Budgeted Arrivals screen.

Here the advantage is that you can enter all the details without providing any Accession
Number for the entered record.

Once you complete the data entry of all the new arrivals, select Staging option for
assigning Accession number individually, for the specific item you have received (all
copies included) or you can select Mass Staging to generate Accession numbers at once
for all the entries that you have made.
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6)

7)

8)
41.3.
1)

2)

3)

4)

5)
6)

7)

When you chose to Stage a book, the accession number is locked for the specific book
and you cannot assign the same number to any other item even though it has not been
accessioned yet.

The option to search for a particular book has also been provided in the screen through
Book Search button.

Navigation buttons are present so that you can see browse through the entered records.

PO Wise List of Items Awaiting Processing:

With this screen you are able to obtain the list of items that are yet to be accessioned
according to the Purchase Order.

Click on New Arrivals pull down menu and select the PO Wise List_of Items Awaiting
Processing submenu to go to this screen.

In the screen titled as List of New Arrivals (Budgeted) choose the purchase order
number by scrolling through the list. The PO Details like Department, Item Type, P.O.
Date and Vendor appear on the right side of the screen. Here, only the purchase orders
that have been delivered are listed in the combo box.

Choose the Delivery Challan on the scrolling list. Only the delivery challans that have
been delivered are listed in the combo box.

The list of new arrivals is loaded on the screen by this action.

In case, you want to see the list of all new arrivals of a specific type, irrespective of
purchase order and delivery challan, press Clear button and choose the Item type. This
will list all the relevant items in the screen.

Here also you can do Mass Staging of new arrivals as mentioned above.

Staging: Awaiting Cataloguing:

58 List Of New Arrivals In Staging

i 1=l
List Of New Arrivals In Staging

[Item Type |Book

j_ll PRINT

List of the ltems Ordered.
Accn Mo

[Qccessiunl Accession Alll lnquirel C!earl Close |]| % . | @ ||

|Authnr

Title [Publisher

0000100 5 5
10000

Mone
Rajalakshmi Prakashang

EEssentiaIs of Medical Genetics Dewey Melil

1)

2)

3)

4)

5)

Figure 4.1.4

Staging is a process of passing the received items for accessioning. Here, you are able
to obtain the list of items that are yet to be accessioned according to the item type and
also accession them.

Select Staging: Awaiting Cataloguing submenu from the New Arrivals menu to open
the screen titled as List of New Arrivals in Staging.

All the items that you had staged earlier, from the previous screens, will be displayed
here when you select the appropriate Item Type along with the details such as
Accession no, Title, etc.

Select each accession no displayed in the List of items ordered one by one and press
on Accession button. The item is accessioned and list reloaded. Accession All button
will send the entire data to the accession register.

Click on any of the three print buttons to view the preview.
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4.2. Accession and Catalogue:

1)
2)

4.2.1. Book Accession Register:
How to start?

First categorize whether the details to be entered is for a book or a non-book type. According to the
selected category, go to the Accession and Catalogue menu and select “Book accession register” or
“Non book accession register”.

Before starting the data entry, first you have to make some initial settings like creating the Section and
setting the Accession number format for the Section according to your preference.

How to create Section for Books?
This procedure has been explained in the Setup and Security module under the Initial Setup Screens
submenu. You may refer the document there if you require.

How to Create Section for Non Books (NB)?
This procedure has been explained in the Setup and Security module under the Initial Setup Screens
submenu. You may refer the document there if you require.

Accession number format procedure has been explained in the Setup and Security module under
the Initial Setup Screens submenu. You may refer the document there if you require.

How to enter details of Books in Accession register?

This screen is essential for accessioning a particular book by entering the relevant details. This will be
useful during cataloguing and also while circulating the book.

Click on Accession and Catalogue menu in the menu bar. Select Book Accession Register. A
screen appears with the caption as Accession Register. You are also able to access this screen by
pressing Ctrl + A buttons, from the keyboard.

w. Book Accession Register

s - S

Section [Gereral 7] Accession Register =

Type : Book Issunt o

ACEh= N M‘ M@Ml Non-Book Acce‘si:n Regislerl
Catalogue Details
Title Machine drawing. |

Sub Title

Author(s) |Bopalakrishna KR Editor Volume | -]
Series ISBHN L I -
Keywords | ON | Clear Keyword I Stoppers
Subject (1) [ None =] - |subject e | ]
CallNo  [F21.82 GOF Class No |Remarks =
Publisher |None j_l =
Translator | | Published Place |Elangalure Subhas, 1999 | Year | ‘
{Custom 1)

Copy Details Mj
‘Vendor Iﬁune ﬂ_l Source  [jone j_
Bill No —| Bill Date [f5 3" 2000 -] Category [None =]
currency [Rs j_l Rate [21 Price ‘150 ?!':::“Q

Cost(INR) 3,150.00 Discount(%) Net Cost{INR) [55 ——

Dept IME j;lslatus I j Pages

Edition  [Ed1s -] EntrysAccnDate [[ize u-z000 =]

Item same as Acch ’W‘ Find I

Add | Modify | Delete | Clear | Withdraw | Customize | Easylib Bib. | MARC Bib. | Multi Language | Reports| Close

Figure 4.2.1

3) First select the appropriate Section in which you want to add the book. On selecting the data, you are

able to view the first, last, next and previous records if any record exists in that particular section.

4) To enter a new record, click on the Clear button. Start entering the details of the new book

beginning from the accession number.

5) To make it easier for you, we have provided an example that is generic in nature.

Example 1:
o Select General from the Section. Clear the screen and enter the Accession number as
000001. You can confirm whether this accession number already exists by clicking on the
Inquire button after entering it.
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e A pop up message box appears, as “Accession number does not exist”; this message
confirms that you can continue entering the details of the new book. If the number you entered
is already present then it will automatically display all the details that were entered.

¢ Enter all the main fields like Title, Authors, Subjects, Vendor, Price Details, etc.

e An ON / OFF button has been provided for the Keyword list box. If you click on the ON button,
it will automatically generate the keywords as you enter the Title. On clicking the OFF button,
no keywords will be generated automatically.

o After the desired catalogue and copy details have been entered click on the Add button.

¢ Enter the number of copies that you want to newly add in the “No. of copies™ input box, in
this case we have entered 2 and clicked on Ok button. This will accession the present book
together with its copies. The books will be accessioned in the increment of one as accession
numbers have a unique value like 000001 and 000002.

e A pop up message screen appears informing that “Records from Accession Number
000001 to 000002 added successfully!” Select the Ok button to proceed ahead.

5) On the right top corner of the screen you can see the Total, On Hand, Issued and Available number
of copies. This feature gives you a brief list of all the copies of a particular book for your quick
glance.

6) If a particular record has to be modified then make the desired changes and select the Modify
button. If you are modifying any catalogue details, it will ask you whether this modification is to be
applied to all the copies or for that particular copy. Select your desired option.

7) A pop up message box appears with the message “Record modified successfully!” Select the
Ok button.

8) To locate a particular record, clear the present screen and insert the accession number. You can
enter the above Accession number: 000001. Select the Inquire button. The records for the entered
accession no. are obtained like Title, Authors, ISBN, Price, Vendor, Publisher, etc.

5) In addition to this you can also search for books by selecting the Search button. A separate Search
screen appears. Select the criteria for any of the given fields and give the search option to view the
display of all the matching records and their fields related to the search criteria. Select any one of
the desired records to view the Selected Book Catalogue Details. If you double click on the
selected details a new screen named Copy Details appears. Here, you are able to see the copy
details and reservation states of the selected title. And from here you are also able to reserve any
book by a particular copy.

9) By clicking on the Reserve button and selecting the Title wise reservation in search screen, it will
reserve the book by Title wise for selected title with the available copy. The detailed procedure for
reserving a book has been explained in OPAC module titled as Procedure for reserving any
item. You may refer the document by going to the above module.

10) You can withdraw (weed out) a particular book by selecting the Withdraw button. This action
prompts an input box to appear where in you can select the book belonging to the particular
Financial Period, the Reason for withdrawing as well as your Remarks regarding it.

11) Customize button gives you the freedom to customize the Accession Register screen according to
your preferences.

12) An important feature of this software is the Easylib Bibliography Search facility. Select this button
so as to open Easylib Bibliography Search screen. List any criteria and select the search button. A
list of items will be displayed in the table that matches the above criteria. From this list you can
select any record to see the additional details on the side screen. If your search is successful then
this record can be copied into the Accession Register screen through the Transfer button. Also you
can take three types of printouts according to your preferences namely, Notepad Report, HTML
Report and Excel Report. Through this feature you can import the data from other libraries using
Easylib Software.

13) MARC Bibliography Search is another different kind of search through which you can import the
data in the MARC format.

14) Delete button allows you to delete the records successfully but only after entering yes in the
warning message box. A pop up message box appears informing the successful deletion of the
records.

15) You can also go to the Search screen by selecting the Find button. Here the difference is that,
while double clicking on the selected record, control will be transferred to the Accession Register by
copying the complete details of the selected record.

16) Multi language option helps you to enter title, author and keywords in any of your desired Indian
language.

17) You can see the details of all the records entered through the Accession Register, by simply
scrolling through the, backward € and forward = buttons, which stands for Previous Record and
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Next Record respectively. Also you can go directly to the First Record and Last Record, by clicking
on fast backward | € and fast forward =»| buttons respectively.

List of Common Buttons:

YV VV VVYV

vV WV V VYV

4.2.2.

CLEAR button allows you to clear the records from the currently viewing screen.

ADD button allows you to add a record to the database.

MODIFY button allows you to modify or change any record or fields according to your
preferences.

DELETE button allows you to delete a record from the database.

CLOSE button allows you to end the current operation and return back to the previous screen
or main screen.

PRINT button allows you to view the print preview of a particular page or record. In this
software you have an additional feature of printing it in three formats namely, Notepad, Excel
and HTML.

NEW button allows you to enter a new record.

INQUIRE button gives you the option to view whether the particular record exists or not. If the
record exists then it will display it or else a message appears that this record does not exist.
FIND button allows you to find a particular record related to the entered accession number by
directly going to the Search screen.

€ And =>» buttons allows you to scroll through the Previous Record and Next Record
respectively.

| € And =>| buttons allows you to go directly to the First Record and Last Record respectively.

List of Keyboard Shortcuts for the buttons:

1) Add 2 Alt+A
2) Modify > Alt+ M
3) Delete = Alt+D
4) Withdraw > Alt + W
5) Customize = Alt+U

6) Easylib Bibliography = Alt+E
7) MARC Bibliography > Alt+B

8) Multi Language 2 Alt+U
9) Reports =2 Alt+R
10) Close = Alt+C
11) Find 2> Alt+F
12) Inquire = Alt + |

13) Search 2 Alt+S
14) Clear Keyword 2 Alt+K
15) Stoppers =2 Alt+0O

Non Book Accession Register:

How to enter details of Non Book items in Accession Register?

1) This screen is essential to accession the non-book items by entering the respective details. This will be
useful while cataloguing and circulating the book.

2) Click on the Accession and Catalogue menu in the menu bar. Select Non Book Accession Register
to view the respective screen. You can also access this screen by pressing the Ctrl + N buttons from
the keyboard.
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3)

4)

s, Non-Book Accession Register

Non-Book Accession Register

Acch NoACD0O0001 Inguire | Search | |-@ I B I - I él I]

Catalogue Details

Title e SEEEEE | 1senfEazz6238  [volume [

Author(s) \ 1 [Kannaga  ~|1ssN Issue o

Keyword(s) Translator

Subject MNone =] | Subject @) [aguiteducation(3r4) j_l

Call No |Class Nu‘ Developer(s)|

Publisher [ Ankita =1 | prace | Year [z004

course ‘Bram:h | Compamy Mone j_‘

Producer Specialization ‘

Return = |

{Customn 1) e =

Copy Details Hor |

Vendor None j_l Source IMaﬂagemEm j_‘

Dept None j_l Ca(euryl Issue Section j_‘

Me:gher OK | ke Name‘= Reg N-n.

Bill No. | it pate |3'_""1 2-Jan-2005 7| gize | Duration

currency | F% e drate [ | price [E790 A side

Cost{INR) 5760 Discount() | | Net costanry [57ED B Side

Accn Date [¥128-Dec-2004 ~| Last Updated |!— 24- Jul-z000 7| Location |
item Same as No.[ACD00001 | Find |

Add | Modify I Qeletel Clear | Customize I Close I

Figure 4.2.2

First select the appropriate Item (created earlier by using Non book Section from Setup menu) in which
you want to add the Item/Non book. On selecting the data, you are able to view the first, last, next and
previous records if any exist in that particular section.

Here an example is shown for better understanding of this function.

Example 3:

e Select Book CD from the Item. On selecting this data, the first previously entered
record is displayed on the screen.

o Clear the screen and enter the Accession Number as BCD00001. In case of any
doubt, whether this accession number already exists, you can click on the Inquire
button and check it. If the message box appears as “This Accession number doesn’t
exist”, then you can proceed with the entering of the required details like Title,
Authors, Subject, Company, Vendor, Cost, etc.

¢ Click on the More button to view additional details like Order Numbers, E-mail Id, etc.

e Once you enter the desired data, then select the Add button. Enter the number of
copies that has to be added in the Number of Copies input box, in this case, enter 1
and click on Ok.

e A message box appears as, “Record with Accession Number BCD00001 is added
successfully!” Press the Enter button.

e Now you are able to view the Total, On Hand, Issued and Available copy details, of the
newly entered record, on the top right corner of the screen.

In addition, the facility to choose only required fields for corresponding non-book item is also provided.
You can customize the screen, by selecting the required fields for the corresponding non-book item,
with the help of Customize button.

The other buttons like Modify, Delete, Close, Search and Find have got the same functions as
mentioned above in the List of Common Buttons.

Note that, you can only enter records that are related to Non Book items.

4.2.3. Customized Accession Register:
How to use Customized Accession Register?

Using this screen you are able to accession the book by selecting or entering the details that are available
in the combo box. This will be useful while cataloguing the book and also during circulation.

From the Accession and Catalogue menu in the menu bar, select Customized Accession Register
submenu, to view the screen.
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3)

138 Customized Accession Register : =101
0 .
My AOCESSIOB R&glstel' Copies: On Hand: Issued: Available:
AccessionNo. [ UGcoooog j Inquire | Search | Select Fields
Author j
Title 100 wWriting Remedies j
Published Year -
Edition = Bill Date
Bill No. -] ivi18- Jul-z006 >
Call No. -
Pages -
Publisher MNone hd
Vendor Mone -
Binding Type -
Entry Date 18- Jul-2006 'I Today | Yesterday | Last Date |
Remarks j
Category Issue Section =l
Keywords 100¥titingRemedies =]
Wolume -
Item Type Book i
Sub Title j
currency [ =) rate [io0_] price [ |
Cost{INR) jp.oo Discount(%) |:| Net Cost{INR)
Hew | Add | Modify | Delete | Clear |Refresh| |ef= | = | =» | =] | Close |
Figure 4.2.3

An important feature of Customized Accession Register or My Accession Register is that you can
enter the details of a new book that has not been entered through the Book Accession Register. As the
name suggests, in this screen, you have the choice of customizing the screen (or selecting your own
fields), according to your preferences.
After entering the data, select the Add button. This action allows the successful addition of the record in

the database list.

If you want to enter a new record, then first click on the Clear button and then select the New button. This
will generate a new accession number automatically, wherein you can fill in all the desired fields.

4.2.4. Multi Language Accession Register:
Entering of data in Multi Language Accession Register:

. Multi Language Accession Register o =] =4
sRE HE,EnY moand
=
Title in English  Essentials of managements. . Copies 1
Author Koontz,Harald. Weihrich,Heinz,
Catalogue No.  [ppgooot Inquire | Language Interface | A ion Regi 1 Kannada -
Degyed B
s bescd
deaidc BB DT
Dimod
Sy, donss Fga Clear Keywords
Howa esdﬂajl wel(de.) ImD Doen mEeod f5g yul-2006 =
_—
= sddoy
zabe g9 =Ebe s I
EmmAmRIR [Fm wd &3
Sigrart
Call No. E58.4 KOO-VW
Homaddos
BTITRIIB0N
=29
@
Add Modify Delete Clear Subjectwise Books List ~| | Display |
[P = | = | | |DisplayList| Close

Figure 4.2.4

1) This is a special feature of Easylib, which allows you to accession the items in your local
language and is also useful during the generation of reports.
2) Inthe Accession and Catalogue drop-down menu, choose the Multi Language Accession
Register or you can view this screen, by simply pressing Ctrl + L.

2) Immediately, a message box appears as “Start The Language Interface Now”
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For example, say you select the Yes option then, Baraha Application Window is opened along
with a message box mentioning, “Make sure the Interface Language is Kannada or
KGP_kbd”. Click Ok to view the Multi Language Accession Screen.

If you select No option, then the Baraha Application Window will not be opened and the language
settings of the screen will be according to the default one.

Baraha Application Window, allows you to select the language of your preference. In this
software a list of different languages have been provided.

It should be noted that, first you have to enter the book details in the Book Accession Register
and only then, can you can enter and add details of the book in the selected language, through
the Multi Language Accession Register.

If you want to exit this application, just select Exit button from the menu bar. Enter Ok in the
message box “Exit Baraha”. If you want to open this application again, then click on the
Language Interface button present in the Multi Language Accession Register screen.

In case, you have not entered the records of a particular book in the Book Accession Register
then, you can go to this screen directly, by clicking on the Accession Register button.

For example, say that you want to change the language from Kannada to Hindi. Go to the
Language drop down list box and select Hindi. Press the Enter button in the message box
showing “Make sure your Interface Language is Hindi”. Now, you can start entering the fields
in Hindi.

10) If you are not able to enter the records in Hindi, then click on the Lanquage Interface button and

select Hindi from the list box. This will now allow you to enter the details in Hindi.

11) You can switch ON and switch OFF the Baraha Language Interface, by just clicking on the F11

key.

12) Display List button, allows you to view the entire list of books, entered in the language of your

choice, along with the Title Number, Title, Authors and Keywords.

13) In addition, the usual Add, Delete, Modify and Close functions are also present.

4.2.5. Multi Language Item Listing:

1) Using this screen you are able to keep a track of all the accessioned items that have been

entered in the local language.

2) You can access this screen from the Accession and Catalogue menu by clicking on the Multi

Language Item Listing submenu.

3) This feature enables you to see all the records that have been entered through Multi

Language Accession Register, for a select language of your choice.

4) For example, you can view all the item records, entered in Kannada language, by selecting

Kannada from the Language drop down list box.

5) If you feel, the displayed list is long then you can enter a particular title number, in the Starting

Title Number list box and click on the List button.

6) This will now show you the list of books, starting from the entered title number onwards.
7) Also, if you double click on any record, in the displayed list then, the details of that record can

be viewed at the bottom of the screen.

8) Again if you want to change any fields then, you can do so by making the changes in the

bottom of the screen. Select Add button. A message box appears as “This Record already
exist do you want to modify the record?” Enter “Yes” option to view the newly modified
record in the display list.

9) The other buttons like Delete, Clear, Print and Close have got the same functionality, as

mentioned in the List of Common Buttons.
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4.2.6. Catalogue Cards Generation:
99 Catalogue Card i =10 x|
Catalogne Card
J::l;vr'la':‘:ﬁﬂm oooao0o1 To |DDDDDSD
© Author
" Title
" Kesyaword
" Customised
¢ Data Sheet Wrap aﬂer'g,sg— alphabets.
View/Edit Templ ] Print Catalog Cardsl Close
Figure 4.2.6
1) This is an important feature that has been provided in Easylib. It allows you to generate the
catalogue card and also take the print for the accessioned item, as per your requirement.
2) Go to Accession and Catalogue main menu and select Catalogue Card Generation to view
the corresponding screen.
3) The importance of this screen is that, you can directly print catalogue cards based on Main,
Author, Title, Keyword, Customized, and Data sheet.
4) For example, enter in the Accession number from as 0000001 to 000005.
5) Select Main radio button and click on Print Catalogue Cards button.
6) The cards will be printed in the format as shown below for the above criteria:
780RSJ
0000001
The songs of India
Bangalore:
Advaita Ashrama, 2006
7) Here, you also have the facility to Wrap Alphabets, which helps you to print data in multiple
lines.
8) To perform this operation, enter the desired number in the Wrap after Alphabets text box and
then click on the Print Catalogue Cards button.
4.2.7. Data Sheet Preparation:
1) This is one of the important features of this software wherein you can perform the mass
updation of item details.
2) Click on the Accession and Catalogue menu and select Data Sheet Preparation, to go to the
Data Sheet screen.
3) The important feature of this screen is that, you can perform Mass Update function, either for
single, or for any number of multiple records.
4) Also, you have the option to Print Catalogue Cards, for all the multiple records, which you
have entered, by clicking on the Data Sheet button.
Example 4:

e For example say, you have entered the values in the Accession number as 0000001
to 0000005. Select the Ok button to view, a list of all the records in this range.

e Select any particular record by a single left click of the mouse, to view the Item Details
on the top right hand corner of the screen.

e Here two Accession Number are given. They are for displaying a single record and for
a particular range of records.

o Select Published Year (or any criteria), from the Mass Update drop- down list box.
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5)

6)

4.2.8.
1)

2)

Enter 2006 in the text box present next to the Mass Update and select the Ok button
for confirmation of your action.

A message box appears as “Do you want to mass update Published Year”. Select
the Yes button.

Another message box appears as, “Records updated successfully”. Press the Ok
button. The above action will now change the Published Year of all the records to 2006.
To print the above records in the catalogue card format, click on the Data Sheet
button. This action leads you to the Catalogue Card screen.

Select the Main radio button and click on Print Cataloque Cards button, to view the
list in the notepad format.

To take a print, go to File > Print and give the required details regarding the printer.

Remove From List button, will remove the selected record, temporarily from the displayed list.

It should be noted that, it will not delete the record.

Import Data function allows you, to Import data from anywhere, which is stored as “.txt files”.
Clear and Close buttons, have got the same functions, as mentioned above in the List of
Common Buttons.

Location set up by Subjects:

Many times, members have difficulty in locating the books. This screen allows you to create a
library map on the system so that members will be able to locate a particular item easily.

To enable this function, go to Accession and Catalogue menu and select Location setup by
Subjects submenu. A screen titled as Item Location appears.

138 Tktem Location = x|
Item Location

[Chuuse The Subject I Clear | Print ]

X ﬂ Rack Hame
Jor
Rack Color
M _Seloct Color |

(o] S Add Subjectls)
Delete Subject(s)

List Of Subject(s)
Structures(717)
Agriculture(530)

Algebraic Geormnetry(516.35
Accoustical pattern Recogntior

_'LI Ok |Qelete| Close |
»

Figure 4.2.8

3) The importance of this screen is that, it helps you set your own library map on the system, so
that you will be able to know what, is the location of a particular book.

Example 5:
e Select Economics from Choose the Subject drop-down list box.
e Enter ECO in the Rack Name text box.
e Select any cell, from the Grid, that is displayed in the middle of the page.
¢ Now click on the Select Color button and select any color of your choice, say for

example, Green. Hit the Ok button, to confirm your selection.

Immediately, the selected cell from the Grid will be displayed in Green color and the
Rack Name ECO will be written on top of it.

The next step now, is to select which all subject books should be kept in this rack.
For this, click on Add Subject(s) button and select the subject name from Subject
window, by double clicking the mouse or by hitting the Enter button, from the
keyboard.
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e Here, let us select Economic and professional ethics (174). You can add any number
of subjects and all the added subjects will be displayed in the List of Subject(s) list
box.

e If you want to delete a particular subject from the list then, first select the subject from
the list to delete and then click on the Delete Subject(s) button.

¢ Now click on Ok button to completely add all the records.

o Delete button will delete this newly created rack, from the database.

¢ By giving the Print option, you can see as well as take a print in the notepad format
of the, rack wise subjects that you have created, for a particular rack.

4) This screen will thus, help you in solving your difficulty, in locating the books in the library.

4.3. Stock Verification:

Stock Verification is the process, through which we can verify all the stocks that are present in the
library, according to their accession numbers. This is an important function that will help in
reducing the burden of keeping a track about the library stock.

4.3.1. Reference Dates Maintenance:

1)
2)

3)

4)

5)

6)

This screen allows you to maintain the reference dates of verified stocks by different users
on different dates. This will be helpful during the generation of reports.

The Stock Verification Reference Dates Maintenance can be accessed, by clicking on
the Stock Verification menu and selecting, the Reference Dates Maintenance
submenu.

First, select a Reference Date, that is, the date at which you want to do stock verification.
Enter the Start Date and an approximate End Date. You can add or modify the existing
dates that are displayed in the grid by just selecting them.

If you want to start a fresh stock verification, click on Clear Past Data button to clear the
previous data. A message box appears containing the message “Would you like to clear
past verification records?” Press Yes or No depending upon your option. When you
clear the past data, the entire data of prior stock verification is deleted and the system is
made ready for a fresh stock verification.

You are advised to be very careful in using Clear Past Data button, as it will erase the
entire data of all the past stock verifications. You will not be able to get old stock
verification reports. This button should be pressed only once, in the beginning of new
stock verification every year.

Also, you can go the next screen by double clicking on the records, present in the grid.

4.3.2. Stock Verification Numbers Maintenance:

1) With this screen, you are able to track the details regarding the stock verification
numbers. Stock verification has a unique ID corresponding to the user.

2) To activate this screen go to the Stock Verification menu and select the Stock
Verification Numbers Maintenance submenu.

3) With this screen, you can assign the Stock Verification Number and User ID, to the
person who is in charge of verifying the stocks. In this way, you are able to maintain the
details about the person who has verified the stocks and also the item details, for that
particular reference date.

4) Reference Date, Start Date and Start Time are the mandatory fields that have to be
entered here. Start Date and Start Time have been set by default to the present date
and time. Click on the Add button to save this record.

5) Once the data has been saved, it will be displayed in the grid for your reference.

6) Also, you can go directly to the Reference Dates screen or the Stock Entry screen by
clicking on the respective buttons.

4.3.3. Stock Entry:

1) Stock verification can be done in two ways, either by using a scanner or by doing it
manually. This screen provides you to verify the stock by both these methods.

2) This screen allows you to do stock verification and this can be enabled by clicking on
the Stock Verification menu and selecting the Stock Entry submenu.
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. Stock Entry =13
Stock Enfry
Ttem Details
Material Type | |
Accession No. [0000003 ok | ;::m | H
Accession No | To | Lok || {cano. Category :
| List | ciear [change userDate| Data Sheet | Import Data | Remove From List| Import from Circulation | Close |

Sl.No

Accession Mo Material Type Title Author(s)

0000001 Book Esszentials of managernents. . Koontz,Harald.  Weihrich Heinz.
10000003 {Book Essentials of managernents. . Koontz,Harald.  Weihrich Heinz.;

1
2

3)

4)

5)

6)

7)
8)

9)

Figure 4.3.3

Stock verification can be done in two ways; either by using a scanner or by manually
entering the accession numbers for each item in the respective fields.

Before starting with the verification, you have to first select the Reference Date and
Stock Verification Number. Press Yes or No depending upon whether you are using
a scanner.

If you have said Yes for scanner, then use the scanner to start scanning the barcodes
or Accession Numbers. As soon as an item is scanned, system takes it as stock
verified and adds it to the list instantly along with information of Accession No,
Material type, Title and Description.

If you press No button then enter the Barcode number one-by-one manually and then
press Ok for each record. You can view the resultant screen appear in the tabular form,
with the details of the item viz., Accession No, Material type, Title, Description.
Click on Change User /Date if you want to make changes in either the reference date
or the stock verification number.

To print the above records in the catalogue card format, click on the Data Sheet
button. This action leads you to the Catalogue Card screen.

If you want to open some records that are already saved in some “txt”files, then you
have the option to open that file by pressing the Import Data button.

10) Some books might be in circulation when the stocks are being verified. To verify these

books under stock verification, Import From Circulation button is provided which will
stock verify all the books that are currently under circulation.

11) The books that have been verified by the user will be displayed in the grid. On selecting

any of the record in the list, the item details can be seen at the top right corner of the
screen.

4.3.4. Missing Stock Generation:

1) Once the stock verification has been done, all the missing stock can be marked as
withdrawn or lost by using this screen.

2) Select the Stock Verification menu and click on the Missing Stock Generation
submenu to view the corresponding screen.

3) Once stock entry is over, you can list all the missing stock from the Library with the
help of this screen.

4) Select the appropriate reference date on which you have made the stock entry.
This action will prompt a list of all the entries, which have been made for that
particular reference date, to appear on the screen.

5) Now click on Load Missing Stock button, to list all the records of the missing
accession numbers. This function will compare between the stock verified items and
the total items present in the library and hence will display the missing stock on the
screen.
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4.3.5.

4.3.6.

6) You can go directly to the Stock Entry and Reference Dates screen by clicking on
the respective buttons.

7) Once all the records are listed, you can see the print preview in Notepad and Excel
formats depending on your requirement.

Customized Search on Stock Entry/ Missing Stock:

1) This screen is essential for obtaining information about either stock entry or missing
stock depending on the various search criteria present in the screen. This will be
useful during generation of reports.

2) As the name suggests, this feature allows you to do the customized search on
either Stock Entry or on Missing Stock.

3) Click on the Customized Search on Stock Entry/ Missing Stock submenu
present in the Stock Verification menu.

4) Here also, various search combinations are possible along with Reference Date,
Stock Verification Number, Stock Verification Date and Accession Number.

5) The search results can be viewed in the corresponding Customized Search
Results screens, where the print preview of the reports can be seen in Notepad,
HTML and Excel formats.

Withdrawn and Lost Items:

1) Using this screen, you are able to keep a track of all the withdrawn and lost items
that were missing during the stock verification process. This will be helpful while
generating the reports.

2) To activate this function, click on the Withdrawn and Lost Iltems submenu in
Stock Verification.

3) After the stock verification has been done and the missing stock generated, you can
verify through this screen whether the missing stock have been lost or withdrawn
due to damage.

4) The items that have been withdrawn through the Accession register can also be
viewed here. To find the missing stock, first select the Financial year, the Item
type and the Reason for losing. These entries will help in keeping the track of the
lost items in the library.

4.4. MARC:

4.41.

MARC 21 Reader:

198 MARC 21 Reader 0 P ] |
MARC 21 Reader
MARC Title NoJ7 Inquire | ¥iew in HARC 21 Communication Format |  Read from File |
Tag No: [z80 Tag: Puhlication, distribution, ete. (Imprint) (MR =
Indicator 1: | Indicator 1: =
Indicator 2: Indicator 2: I
Subfield: F13 Subfield: Drate of publication, distribution, ete. (R} il
Value: IZUEIEI
Easylib Field: I j zl 2’ )(I
MARC Title No. [Tay [Tag Desc. [Ind-1[Ind-1 Desc. [Ind-2 [Ind-2 Desc. | | Desc. | Seq.|value | Easyib Field

1 260 Publication k14 Diate of publica 4_ a

1 260 Publication k14 Diate of publica

1 020 Internation: $a International 51

1 245 Title Staterr 1 Title added 7 Mumberofr $c Remainder of t 2 AlRies and La

1 260 Publication b Mame of publiz 2 Harper

1 260 Publication Fa Place of puhblic 1 London

1 100 Main Entry- 1 Surname Fa Personal name 2 Ries, Al

1 100 Main Entry- 1 Surname Fa Personal name 1 Ries, Al3

1 245 Title Staterr 1 Title added 7 Numberofr §a The title proper 1 The 11 immuts
X | 4 [erc Record bio: 1 (L

update | Detete | Refresh Clear | Transfer close | Figure 4.4 1
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4.4.2. Import Data:

This submenu can be accessed by selecting the MARC pull down menu and clicking on the
Import Data submenu. This screen has already been described in Setup and Security module.
You may refer the document by going to the Setup menu above module.

15¢ Data Preview =0l

Data Import and Data Preview =
Read Selection
| File Name |E “Documents and S ettingshAdministratorsDesktop _I No. of Cols |10 No. ofRows|1[|[| 5heet|1 vl Read From File

Data In The File

co = cz c3 [ca [cs [cB |7 |ce [ca il
aoooos
ooo124
oon12s
000126
=l
Map the file and the database fields
Mapped Fields
Map the File Fields [Cg E| File Fields [DataBase Fields [
= co fAccession Number ‘
Map the Database FleldslACCESSIUﬂ Mumber j
2 Help Map Remove
Data Eeriﬁcaliunl Import Data | Update Copies I Clear Screen Close ||

Figure 4.4.2

4.5. Reports:

This function, allows you to arrange all your documents, in a very systematic and easily
accessible way, by generating customizable reports. Here, you are able to see all the reports,
related to library information. In addition, various Statistical Reports are present. Each of these
reports can be printed, sent as an e-mail etc.

4.5.1. Customized Reports — Books:
How to generate a particular report?

158 Customised Search — =) =]
Selection Criteria

IAuthor =1 [arewal

And bl
Icategow =1 |Issue Section ;I;I

IAnd vI
| =i
| =i
| =i
| =l
| =i
| =i
I Bill Date

Search I Skip I Clear I Close I .
Figure 4.5.1

1) This screen allows you to search for the book details based on the customized search criteria
and also generate the reports.

2) Select the Reports main menu and click on Customized Reports — Books to activate this
feature, which is also titled as Customized Search.

P age 87 of 87



Easylib Library Automation Software — User manual.

3)

4)

5)

6)

7)

8)

9)

Here, you can search for the individual book accession, by giving one or more search criteria,
along with the combination of Boolean functions such as AND/OR. This will help in searching
the exact record that you are looking for.

E.g., suppose the first search criterion that you choose is Subject and the value for it is
Mathematics, the second search criteria chosen is Author and the value given is Khanna. If
you give AND option, it will search only for books, written by Khanna under the Mathematics
Subject. If you give the OR option, then it will give the search result for either Mathematics
subject or for books written by Khanna.

You can collectively search the records, by using all the search criteria combination, present
in the screen and clicking on the Search button. Next, select an option from the Search Type,
which is mandatory.

Once the records are displayed on the Customized Search Results screen, you can sort the
records, by choosing the available data from the Sort criteria. Here, you are able to view the
No. of Records for the entered criteria. Click Print to print your report in HTML, Excel or Text
Format.

Select the boxes of the required Fields and Field Length from the given options. All the
marked fields are listed in the box, provided at the right side of the screen.

If you want to arrange the marked fields according to your priority, then select the particular
field from box, by a single click of the mouse. Now, click on the Up or Down arrow keys
depending upon your priority.

Also, you can sort the records, by three combinations present in the Order By namely First,
Second and Third, where the preference is given to the First.

In the Notepad Format, two additional options, “Comma separated (Full Length) and
Comma Separated” are given. This will cause the reports to be displayed in such a way,
where all the fields are separated by commas, instead of being displayed in the default tabular
format.

10) If you want to print some records that are already present in some “txt”files, then you have

the option to skip this search procedure and go directly to the Customized Search Result
screen, by clicking on the Skip button.

11) Now click on the List form File button and select the file in which the records are saved, so

that the records are displayed in the Customized Search Result screen. From here, you
have the option to view or print the Catalogue Card by clicking on this button.

12) Groupwise Reports feature, allows you to see the search reports related to a particular

group, like Departmentwise, Subjectwise, Subject-2wise, Itemwise, Publisherwise,
Categorywise, Sourcewise and Vendorwise. These groups are same like the fields displayed
in the Customized Search Result screen. Here, two types of format namely, Format 1 and
Format 2 are given. The difference being that, in Format 2 some additional fields are added.

®,

« Note: This format can be changed according to your requirements, only by the Easylib

*

Support Team.

4.5.2. Customized Reports — Catalogue:

=1 ==l

m. Customised Catalogue Search

Selection Criteria

LI |Grewa|
IAND v]

LI Itata rmadgrawe hills

[#uthar

[Editar

I
Z
o

-

il

L]

il

i

L]

il

L]

Search I

Clear I Close I

Figure 4.5.2
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1)

2)
3)

4)

5)

6)
7)

8)

This screen is required to search the catalogue details based on the customized search
criteria and also generate the reports.

Go to Reports menu and select Customized Reports — Catalogue, to activate this function.
This screen is similar to Customized Reports — Books screen mentioned above. However,
the main difference between these two submenus is that, this screen allows you to search for
books based on the Title Number, where as in the Customized Reports — Books screen you
have the provision to search for books, based on the Accession Numbers as well as the Title
Numbers.

This feature allows you to enter one or more search criteria, along with the combination of
Boolean Functions such as AND OR.

Click on the Search button and select any one from the Search Type mandatory field,
according to your preference. This action will prompt the Customized Search Result screen
to appear, where you are able to view the Number of Copies as well as the Number of
Records.

It should be noted that here, you do not have the option to Skip the search criteria and go
directly to the result screen.

You have the option to view and print the catalogue cards, by clicking on the Catalogue Card
button.

Once the records are displayed on the Customized Search Results screen, you can sort the
records, by choosing the available data from the Sort criteria. Click Print to print your report
in HTML, Excel or Text Format.

4.5.3. Customized Reports — Non Books:

1) Using this screen, you are able to search for Non-book details based on the customized
search criteria. It is useful while generating the reports.

2) To access this screen, go to the Reports menu and select Customized Reports — Non
Books.

3) This screen has got same function as the Customized Reports — Books screen, which
has been discussed above.

4) With this screen, you are able to generate reports for all the non-book items, which have
been already entered in the library records.

5) You can collectively search the records, by using all the search criteria combination
including the AND/OR option, present in the screen.

6) An additional feature of this screen is that, if you want to open some records that are
already saved in some “ixt”files then you have the option to skip this search procedure
and go directly to the Customized Search Result screen, by clicking on the Skip button.

7) Here, click on the List form File button and select the file in which the records are saved,
so that the records are displayed in the Customized Search Result screen.

8) Once the records are displayed on the screen, you can sort the records, by choosing the
available data from the Sort criteria. Here, you are able to view the No. of Records for
the entered criteria. Click Print button, to get the print preview of your report in HTML,
Excel or Text Format.

9) Groupwise Reports feature allows you to see the search reports in Format 1, related to
a particular group, like Departmentwise, Subjectwise, ltemwise, Publisherwise,
Categorywise, Sourcewise and Vendorwise. These groups are same like the fields
displayed in the Customized Search Result screen.

« Note: This format can be changed according to your requirements, only by the
Easylib Support Team.
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198 Customised Search For Non-Book Items — i) =]
Selection Criteria jtem Typel‘v'iden Cassette vl
[suniect =1 [Anatoray [ |
IAnd vI
|oerartment =] [=nied Heann =1 --- |
And -
| =5l
| =
I =
| =
| =
| =l
| =
I Order Date
Search I Skip I Clear I Close I

4.5.4. Generate Barcodes:

1) This screen allows you to generate barcode for sequential accession numbers with different
formats. Here, you can also import the non-sequential accession numbers stored in a file.
2) This screen can be accessed by clicking on the Reports menu and selecting the Generate
Barcodes submenu or by pressing Ctrl + B button from the keyboard, to open it directly.

Figure 4.5.3

. Barcode Generation
Barcode Generation
[Barcode Mo |000001 Ok | ]
Barcode Mo [
Hoooot | METO mn4 Printer |
—Barcode Format EBBiE Zebraz844 Printer |
Across Page Down Page Barcode Lahel |
T Avery 5930 /17X 2.83 || 2 10 Format
Avery 5920 / 1" X 263" | 2 10 Remove From List_|
Avery 5167 /05X 1.75 | 4 20 Elzey |
Format 1 | Format 2 I Format 3 | Close Label Range |
Format 4 I Format 5 | Import From a File |
Export To a File |
Close |

Figure 4.5.4

3)

4)

With the help of this function, you are able to generate and take the print of the Barcodes if
you have the required printer. Barcode number can either be the accession or the title number

of an item.

Here, first you have to enter the barcode number in the Barcode Number. There are three

ways to enter the number,

Firstly, by typing the correct barcode number in the Barcode Number text box and then

click on the Ok button.

Secondly, by clicking on the Import From a File button if you have already saved the

accession number in any “txt”files.

Thirdly, by clicking on the Label Range button. Here, you have to first set the Barcode
Number format, by entering the values in the Prefix, Middle, Suffix and Post suffix, and then
set the No. of Labels and No. of Copies field. Now insert the value in the First Barcode

Number text box and click Ok button.
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All the above actions will prompt the entered barcodes numbers to be displayed in the center
of the screen.

5) Once the list has been displayed then, click on the Barcode Label Format button. Here, you
have the option to select any format from the already predefined formats. These formats have
been set for A4 size sheets for Normal DeskJet or Laser Printers.

6) METO mn4 Printer and Zebra2844 Printer are the printers that are used only for printing
barcodes. If you have any one of these, then you can connect it and just click on the above
mentioned buttons.

7) Remove From List button allows you to remove the selected number from the displayed list.

8) Also, there is an option to save this list for your reference by clicking on the Export to a File
button.

4.5.5. Statistical Report — Catalogue:

1) This screen is required to obtain a brief statistics about the catalogue details depending
on the search criteria present in the screen, such as Iltem Type, Publisher and Subject.

2) To enable this function, click on the Report menu and select the Statistical Report —
Catalogue submenu.

. Catalogue Statistics Repork - |I:I|i|
B B
Catalogue Statistics Report
PRINT
Input | lterm Type j |Qk| Clear I Close I [ % | e | . | ]
ltemn Type |Tit|es |Copies il
Audio Cassette u] u]
Audio CD u] u]
Book 42602 52674
Book CD u] u]
Bound “aolurne 28121 28142
Calenders u] u]
ch u] u]
Code Books u] u]
0D u] u]
Exarm Tables u] u]
Floppy u] u]
|15 Codes u] u] LI
No of Records : 28 No of Titles : 74614 Mo of Copies : 85470

Figure 4.5.5

3) This screen gives you the statistical reports like the Number of Records, Number of Titles
and Number of Copies for the Catalogue Details like Item Type, Publisher and Subject as
entered in the Book Accession Register.

4) After you select the input click on the Ok button to view the list on the screen.

5) Here also, you have the option to take the Print of your reports in three formats namely,
HTML, Excel or Text Format.

4.5.6. Statistical Report — Book Master:

1) This screen gives you a brief statistics about the book details based on the search criteria
such as Category, Source, Vendor and Department.

2) Select the Report pull down menu and click on the Statistical Report — Book Master
submenu, to view the respective screen.

3) This screen is same as the above mentioned Catalogue screen. The difference being that,
here you can view the statistical reports for the Copy Details of the book that have been
already entered in the library through the Book Accession Register.

4) The statistics can be obtained for Category, Source, Vendor and Department.

5) Here, Number of Records and Number of Copies are seen for the displayed list in the
screen, wherein you can take the HTML, Excel or Text Format print.
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4.5.7. Title Statistics:

1)

This screen will list the statistics of titles present in the library, based on various criteria
such as item type, category, subject, department, etc. Here, you are able to generate the
graphical reports.

Go to the Report pull down menu and select the Title Statistics submenu, to activate
this screen.

This screen is a combination of the Statistical Report — Catalogue and Statistical
Report — Book Master submenus.

In this screen, two additional options like Accession Date (Entry Date) and Bill Date are
given that are present in the Book Accession register screen, so that you are able to
generate reports for a particular date range, by selecting the From and To dates.

Select any of the radio buttons titled as All, Non Books and Books so that you can view
the items in the Choose Field list box.

This screen will provide you, only the statistics related to the No. of Titles, No. of Copies,
Total Cost and Total Net Cost.

Here, you are also able to view the different Pl Chart and the Bar Graph formats for the
Cost, Net Cost and the No. of Copies.

In addition, you have the option to get the print preview of the reports in HTML, Excel or
Text Format.

4.5.8. Other Reports:

1)

=]

i, Easylib - Accession & Catalogue Reports _ =11

Reports - Accession System
[=New Arrivals (Mon Accessioned)

Fi ial Period
~MNew Arrival Books By Department (Non-Budget) (IDI—Apr—EDDB To 31—Mar—EDD<j ok

Stock Verification
=l Awailable Stock

B Physical Stock Available

In this screen the entire reports in Accession system have been grouped under this
submenu. This screen can be accessed by selecting the Reports menu and clicking on
the Other Reports submenu.

< lewe Arrival Books By Department (Budget)
Periodwise MNew Arrival Books (Budget)
MNew Arrival Vendor and Bill Numberwise Book List
cession Regls‘rer‘
< Library Ttem Statistics
- Distinet Books B
Subjectwize Books (Graph) PW]‘ ﬂl
-~ Departmentwise Books (Graph)
- Price(INR) Rangewise Books List
~Yendar and Bill Mumberwise Books List
Library Statistics(PI Chart)

e Available Trems (Non-Tssued)

Physical Stock Werification

Mew Title Arrivals Clear Close |
- Ttem Statistics
Figure 4.5.8
2) New Arrivals (Non Accessioned), Accession Register and Stock Verification are some

of the main reports, for which reports can be generated. Plus sign (+) indicates that
there are various sub reports available under that particular main report.

3) For your reference the list has been shown below:

D. New Arrivals (Non Accessioned)

New Arrivals Books by Department (Non Budget)

New Arrivals Books by Department (Budget)

Periodwise New Arrivals Books (Budget)

New Arrival Vendor and Bill Numberwise Book list
E. Accession Register

Library Item Statistics

Distinct Books

Subjectwise Books (Graph)

Departmentwise Books (Graph)

Price (INR) Rangewise Books list
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Vendor and Bill Numberwise Books list
Library Statistics (Pl Chart)
F. Stock Verification
Available Stock
Available items (Non Issued)
Physical Stock Available
Physical Stock Verification
New Title Arrivals -
Item Statistics — Select From and To date range to view the reports on all the
Volumes Added to the Library for that particular date range.

o

4.6. Search Catalogue:

4.6.1.

4.6.2.

4.6.3.

4.6.4.

4.6.5.

4.6.6.

4.6.7.

All the submenus displayed below have already been explained in detail in the OPAC module.
You may refer the document by going to the above mentioned module if you require. However,
the procedure to access this screen from the Catalogue and Accessioning module has been
explained below each submenu.

By Title, Author and Keyword:

Click on Search Catalogue menu, present in the Catalogue and Accessioning module and
select By Title, Author, Keyword or, use the keyboard shortcut Ctrl + S to access this screen.

By Extensive Fields:

To enable this function, go to Search Catalogue menu and select By Extensive Fields
submenu.

List by keywords:

In the Search Catalogue drop-down menu, select Keywords List and Book Search submenu
to activate this search screen.

Quick Search:
Go to Search Catalogue menu and select Quick Search submenu to access this screen.

See New Arrivals:
To activate this screen, go to Search Catalogue and select See New Arrivals sub menu.

Item Status:

This screen can be accessed, by clicking on Search Catalogue > Item Status to view the Item
| Reservation Status screen.

Author, Title Statistics:

The significance of this screen is that here, you are able to view the statistics regarding
the number of copies corresponding to a particular Author or Title.

This screen is used mainly, for searching Author and Title for books and also non-
book type materials. Simply select the Author or Title, from the Select Author/Title list box.
Enter the name, to see a list of records in the display list. It must be noted that, you have to
enter any one of the five options, in the Search Type mandatory field, namely:-

e Search All > This will search for all the words that you have entered in the
search criteria.

e Search Letter (Beginning) - This will search for records beginning with the
first letter.

e Search Word (Beginning) = This will search for records beginning with the
first word in your search criteria.

o Search a Word - This will search for any word that matches your criteria.
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o Exact Search > This will search only for the exact word whether it matches
the entered criteria.

For example, if you select Author and type in Grewal as the Author name then, it will display
Grewal under Author and 4 under Total no. of Titles respectively. As soon as you double click
on this result, it goes to the Customized Search Result screen, where you can see the display
for each record, as entered in the database. An additional feature is that, when you double click
on the Title Number, it goes directly to the Item/ Reservation Status screen, which gives you
the option, to Reserve the book.

4.7. Local Lanquage:

Both the submenus displayed below have already been explained in detail in the OPAC module.
You may refer the document by going to the above mentioned module if you require. However,
the procedure to access this screen from the Catalogue and Accessioning module has been
explained below each submenu.

4.71.

4.7.2.

Search by Title, Author and Keywords:

Click on Local language menu and select Search by Title, Author and Keywords. This
action will prompt Multi Language Search screen to appear where you have to select the
Language from the combo box.

List by Keywords:

Click on New Arrivals > List by Keywords submenu to go to the screen titled as Keyword
List and Book search.

4.8. Setup:

4.8.1.
4.8.2.
4.8.3.
4.8.4.
4.8.5.
4.8.6.
4.8.7.
4.8.8.
4.8.9.
4.8.10.
4.8.11.
4.8.12.
4.8.13.
4.8.14.
4.8.15.
4.8.16.

All the submenus listed below have been explained in detail in the Setup and Security
module. You may refer the document under the Initial Setup Screens submenu of the above
module.

Publishers

Vendors

Currency

Category

Department

Accession Number Format
Barcode Accession Number Format
Keyword Stoppers

Item Types

Financial Period

Subjects Tree

Section

Non Book Section

Html Setup

Toolbar

Screen Setup
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5. Members:

5.2.

5.3.

5.4.

5.5.
5.6.
5.1.

This module helps in maintaining a systematic and detailed record about all types of member
information including the photograph specimen of the respective member.

How to access the Members module?

Click once on the Members module, which appears on the front page of Easylib software, to open the
Easylib Login screen.

Enter the correct User ID and Password.

The main page appears containing a list of all the menus and sub-menus of Members module which
are displayed below: -

Membership
5.1.1. Members
5.1.2. ID Cards

5.1.3. Borrowers Cards
5.1.4. Data Sheet for members

Reports
5.2.1. Customized Reports — Members

Setup

5.3.1. Member Type
5.3.2. Department

5.3.3. Course and Branch
5.3.4. Academic Years
5.3.5. Profiles

5.3.6. HTML Setup

5.3.7. Screen Setup

Search
5.4.1. Member Search

Window
Help

Membership:

5.1.1. Members:
How to enter the Member details and view the records?

1) With this screen you can maintain the member details according to the profile and
member type.

2) To open this screen click on Membership pull down menu and select the Members
submenu or use the keyboard shortcut Ctrl + M.

3) A screen titled as Library Members appears for different Member Type like Staff,
Student, Department, Member, Others and General.

4) First select the Member Type and then select the Profile / Designation so as to view
the previously entered records.
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5) You can also use the navigation buttons, to view the various records that come under
the selected profile or you can enter Member Id and click on Inquire button to get the
information for the particular member with the entered member id.

198 Library Members

Library Members
[ Staff T Student ]
Member Type Staff =l
ProfileDesignation Emplayee j _I ot I = | - | =>| I
Status Active ﬂ
Member ID 0029 {Inguire’| Search I Promote I Load Picture I
First Name |F{ahu| Wasanth | Picture Path
Last Mame |Ra\ | |\\epac\D\GDvardhan\Emp7D5|
Gender [male | Membership Statistics

DOB

™57 Jul-z006 =  Blood Group Total Members 201

Active Members 1201
Membership Expired: 0

Department [ Mot Mentianea ﬂ_l

Subscription Date 01-Jan-2000 v | ExpiryDate [01-Jan-2008 ~| City - Pin

Father/Guardian Name|Raghunath Rai |Elangalnre |
Occupation Business State
Phone GEE05628560 |Kamataka, India |
Email ID hul ) Permanent Address

rahul@soe sol com 45, Tth Cross, Hill Road,Mangalare. ;I
Address - 1 Mo 27, Tanu Mansion,
Address - 2 (Ayappa Temple Road, 1st Cross, Venkatapura Ll

Add | modify | Madify Member ID/Profile | Delete | Customize | Clear | Close |

Figure 5.1.1

6) You can add the records by entering the member id and other relevant details followed
by clicking on the Add button.

7) Changing some details and clicking on Modify button can modify any existing data.

8) To change the member id or profile then click on Modify Member Id/Profile button. A
separate screen with Old member id, Old profile, New member id, New profile etc.
is displayed. Enter the New member id, specify Subscription and Expiry dates and
then click on Modify to save the changes. You can also change the profile
simultaneously by selecting the New Profile/ Designation.

Navigation buttons are provided for multiple modifications. Now you are able to view
the new member id for the old record.

9) You can search for member details by clicking on Search button. The screen titled as
Member Search appears where the Profile is displayed. Select the profile and enter
name, course and branch to do the combination search, by clicking on Search button.

10) Once the search is over, select the desired record from the displayed list and click on
the Return button to copy the details to the Library Members screen.

11) Another important feature of this function is the promotion of members. Suppose the
members like Students are promoted, that is, students have passed on to the next
academic year. Then the member details should also change such as profile, class etc.
To perform this action click on Promote button. You will get a Student Member
Promotion screen wherein, you will be having two sections namely From and To. In
the From section, you have to select the Course, Branch and Department so that the
member records within that selected range will be listed under Roll No., Member Id
and Name. Select the students who have been promoted and then select to which
course and branch the promotion has been made. All the records can be promoted at
the same time by clicking on the Select All button and then pressing on Promote
button to promote the students. For promoting individual record click on the Promote
button directly. The members who have been promoted will be displayed on the right
side of the screen.

12) Click on Close to close the screen and return to the Library Members screen.

13) Load Picture option allows you to load picture from any file. Here, you can select the
picture from its current location and then open it. It will be loaded in its place.

14) A brief statistics of members, titled as Membership Statistics is displayed to help you
in getting the information about Total members, Active members, Membership expired,
etc.

List of Common Buttons:
» CLEAR button allows you to clear the records from the currently viewing screen.
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5.1.2.

» ADD button allows you to add a record to the database.

» MODIFY button allows you to modify or change any record or fields according to your
preferences.

» DELETE button allows you to delete a record from the database.

» CLOSE button allows you to end the current operation and return back to the previous
or main page.

» PRINT button allows you to view the print preview of a particular page or record. In this
software you have an additional feature of printing it in three formats namely, Notepad,
Excel and HTML.

» NEW button allows you to enter a new record.

» INQUIRE button gives you the option to view whether the particular record exists or
not. If the record exists then it will display it or else a message appears that this record
does not exist.

» FIND button allows you to find a particular record related to the entered accession
number by directly going to the Search screen.

» € And = buttons allows you to scroll through the Previous Record and Next Record
respectively.

> | €And =>| buttons allows you to go directly to the First Record and Last Record
respectively.

List of Keyboard Shortcuts for the buttons:

1) Add 2> Alt+A

2) Modify = Alt+M

3) Delete = Alt+D

4) Customize = Alt+U

5) Clear =2 Alt+C

6) Close = Alt+S

7) Inquire > Alt+1

8) Search = Alt+R

9) Promote 2> Alt+P

10) Load Picture 2> Alt+L

11) Modify Member ID/ Profile =2 Alt+0O

ID Cards:

How to generate Member ID cards?

Member ID Cards
fGenerate Cards for Member ID Range \\
~

From IDDD‘I To IDD‘ID

Format1 | Format? | Format3 | Format4 | Format5

Format6 | Format¥ | Format8 | Format9 | Format 10

OR

Generate Cards for Individual Member ID/s

o ™™
1. IDDD1 2. IDDDE 3. IDDDS

C" |0004 5. IDDDS 6. IDDDEI

Format1 | Format? | Format3 | Format4 | Format5

k Format6 | Format7 | Format8 | Format9 | Format 10 //

Clear | Close |

Figure 5.1.2

1) This screen allows you to generate ID cards for the library members based on various
formats.
2) To enable this screen go to the Membership menu and select ID Cards submenu.

P age 97 of 97



Easylib Library Automation Software — User manual.

3)

4)

o)

In this screen, you are able to either generate cards for a particular member id range or
generate cards for individual member id depending upon your requirement.

Here, you will be having two frames in which the details have to be entered. In the first
frame, you have to enter the range of member ids in From and To text box, for which you
want to generate cards and then click any one of the different formats available. In the
second frame, you have to enter the individual member ids for which you want to generate
the card and then click on format of your choice.

You are able to view the print preview in the respective formats. Only after you give the
print option it will start the printing procedure.

List of Keyboard Shortcuts for the buttons:
1) Clear 2> Alt+L
2) Close 2> Alt+C

Borrowers Cards:
How to generate Borrowers Cards?

1)
2)

3)

4)

o)

With this screen you are able to generate Borrowers cards for any member belonging to
the library based on various formats.

To open this screen click on the Borrowers Cards submenu present in the Membership
menu.

This screen is similar to the ID cards screen where you have two frames, one having
Generate Cards for Member ID range and the second having Generate Cards for
Individual Member ID.

The difference between these two screens is that here you do not have any formats for
printing the Borrowers cards. Only one format is present and that is set as default.

After entering the member id in your desired frame press Ok button to get the print preview
of the entered record. Click on the Print option if you want to take a print out.

List of Keyboard Shortcuts for the buttons:

1) Clear = Alt+L
2) Close =2 Alt+C
3) OK = Alt+0
4) OK 2 Alt + K

Data Sheet for members:
How to perform Mass Updation of Member Details?

%, Data Sheet For Members

maitz Sheet For Wembers

Wember Details

Member ld.  [0023 0k Rains [mMaitreyee Pande |

Profile |Emp||]yEE |

Memberld  [D020 To [o0zo Ok |

Data Sheet | V¥rap after & Characters

Department Not Mentioned

Subscription Date  1/1/2000 Expi.ly Drate 112008
Edit Data Sheet Template | Clear | Import Data | Import from circulation | Remove From Listl Close |
Mass Update
IF'rDﬁIE jl Emplayes j_l _ng
SlMo [Mermberid [Marme [Frofile Diep artimiant

0023 | Maitreyee Pande Employee Mot Mentioned
0027 |Porch Selvi S Emplovee Mot Mentioned
0028 Prashanth M Ermployes Mot Mentioned
0029| Rahul Yasanth Rai Employee Mot Mentioned

= Ry =

Figure 5.1.4
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1)
2)
3)
4)
5)
6)
7)

8)

9)

This is one of the special features of this software where you can perform the mass
updation of member details, either for single, or for any number of multiple records.

To activate this screen, select Data Sheet for Members submenu from the Membership
pull down menu.

Enter the member id corresponding to single or multiple records in the respective fields and
click on Ok button to view the list of all the records in this range.

Select any particular record by a single left click of the mouse, to view the Member Details
on the top right hand corner of the screen.

To perform mass update function, select any criteria from the Mass Update drop — down
list box.

Enter the data with which you want to update the entire records and press Ok to confirm
your action. This will result in the updation of all the records present in the grid.

Click on the Data Sheet button to view the entire details of the member in the notepad
format, for either a single member id or the entire member id range.

If you want to change the format or design your own notepad format then select the Edit
Data Sheet Template button. Here, remove the comment sign (#) from the particular field
that you want to add in the format.

Import Data option allows you to import any data that have already been stored in some
“ixt’ files.

10) In the same way, you are able to import all the details of the members who have taken

books from the library, by selecting the Import from Circulation button.

11) To remove a record from the display list click on the Remove from List button.

List of Keyboard Shortcuts for the buttons:

1) Data Sheet = Alt+D
2) Edit Data Sheet Template 2> A+ T
3) OK 2 Alt+0O
4) OK 2 Alt+K
5) Clear = Alt+E
6) Close = Alt+C
7) Import Data > Alt + 1

8) Import From Circulation 2 A+ T
9) Remove from List =2 Alt+R

5.2. Reports:
5.2.1. Customized Reports — Members:
How to get Customized Reports of Members?

1)
2)

3)

4)

5)

6)

7)

8)

9)

This screen allows you to generate reports regarding the member details depending on the
various customized search criteria present in the screen.

Point to Reports on menu bar and then click on Customized Reports-Members to open a
screen titled as Customized Search Members.

Here, you can search for member details, by giving one or more search criteria, along with
the combination of Boolean functions such as AND/OR. This will help in searching the
exact record that you are looking for.

When you select a search criterion, the corresponding fields will be displayed adjacent to it
and you have to select the desired record.

For e.g., when you select two search criteria using AND in between them, then the function
will search for the member details that has both the search criteria satisfied. Where as in
case of OR, it will search for either of the two criteria or both.

Additional information like Register Number, Roll Number, Subscription date and
Expiry date are provided at the end of the screen.

After selecting the various criteria by which you want to search click on the Search button
to go to another screen called Customized Search Results Members where the results of
the above search criteria will be displayed.

You can sort the list as per the requirements, by selecting one of the required data from the
Sort Criteria.

The total Number Of Records is displayed at the top of the screen.
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5.3.

5.4.

10) To view the preview report of the searched members just click on Print button and select
any one of the three formats namely, Notepad, HTML or Excel.

List of Keyboard Shortcuts for the buttons:

1) Search 2> Alt+S

2) Clear 2> Alt+L

3) Close = Alt+C
Setup:

All the submenus displayed below, have been explained in detail in the Setup and Security
module under the Initial Setup Screens submenu. You may refer the document by going to the

above submenu.
5.3.1. Member Type
5.3.2. Department
5.3.3. Course and Branch
5.3.4. Academic Years
5.3.5. Profiles
5.3.6. HTML Setup
5.3.7. Screen Setup

Search:

5.4.1. Member Search:
How to search the details of a Member?

38 Search Member =3 =]
Member Search
r | Profile IEmpIovee =] .. I | \

First Name Last Name Search
|A | | Clear
Course Branch Return
I ;I I Close
Roll Humber Reg Humber

Member ID: | Frofile | First Hame | Last Hame | Course 1=l
aos1 Ermployees Apoorva Ankad

o137 Emplovee Arthi murugesan

0158 Ernployee AN Maveen

ozoo Employees Ajit Mondal

azo1 Employee Arjun Babu A4

0232 Ernployves Ajay P Kadolkar

0233 Ermployee Anupama Chanda...

azrz Ermployees Anand Bhat

0274 Employes Anil Seetharanm b

0279 Ermployee Aniruddha v Joshi

azaz Ermployees Ajay S Joshi b
0zas Emplovee Abhilash R

ozal Ernployves Akash b D

0305 Ernployes Ashish Kumar Singh

E—— L

-

Figure 5.4.1

1) Using this screen you are able to search for the member details based on the selected profile
by specifying the first name, last name, roll number, register number, etc.

2) Select the Search menu and click on the Member Search submenu to view this feature.

3) To start the search function, first you have to select the desired Profile from the list box.

4) Enter the minimum details regarding First Name, Last Name, Course, Branch, Roll Number

or Registration Number and press the Search button.

5) If the entered search criteria exist then the entire list of matching records will be displayed
along with the Member ID, Profile, First Name, Last Name, Course, Branch, Roll Number and

Registration Number.
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6) If you find the desired member details then select the record by single click of the mouse and
press the Return button. This will directly copy the details of the member into the Library
Members screen.

List of Keyboard Shortcuts for the buttons:

1) Search 2> Alt+S
2) Clear 2> Alt+E
3) Close 2 Alt+C
4) Return = Alt+R
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6. Periodicals/ Serial Control:

Periodicals are different types of journals, magazines, etc. that comes in a definite time period. Effective
management and tracking of these kinds of items can be done in a very comprehensive way by using
the Periodicals module.

How to access the Periodicals module?

a) Click once on the Periodicals module, which appears on the front page of Easylib software, to open
the Easylib Login screen.

b) Enter the correct User ID and Password.

c) The main page appears containing a list of all the menus and sub-menus of Periodicals module which
are displayed below: -

6.1. Periodicals Entry
6.1.1. Periodicals Information
6.1.2. Periodicals List Subscription Management

6.2. Receivables
6.2.1. Receivables Generation and Tracking
6.2.2. Annual Subscription Generation
6.2.3. Receive Periodicals
6.2.4. Summary of Receivables / Received

6.3. Indexing
6.3.1. Periodical Indexing
6.3.2. Content Manager

6.4. Accessioning
6.4.1. Binding and Accessioning
6.4.2. Accession Register for Periodicals

6.5. Serials Reminders
6.5.1. Serials Remainders
6.5.2. Reminder Creation
6.5.3. Routing
6.5.4. Weekly Cardex
6.5.5. Received / Receivable Report
6.5.6. Monthly Cardex
6.5.7. Periodical Report

6.6. Reports
6.6.1. Customized Reports — Articles
6.6.2. Subscription Search
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6.6.3. Yearwise Statistical Report
6.6.3.1. Statistical Report
6.6.3.2. Customized Statistical Report
6.6.4. Continued Discontinued List
6.6.5. All Serials List, Along With Their Volume and Issue Details
6.6.6. Cardex System
6.6.7. Subscription Report
6.6.10. Generate Barcodes
6.6.11. Other Reports

6.7. Search

6.7.1.

6.8.1.
6.8.2.
6.8.3.
6.8.4.
6.8.5.
6.8.6.
6.8.7.
6.8.8.
6.8.9.
6.8.10.
6.8.11.

6.10. Help

See the List of Journals Subscribed
6.7.2. Received Periodicals List
6.7.3. Search by Article Title, Keyword

6.8. Setup

System Parameters - Periodicals
Publishers
Vendors
Frequency
Departments
Subjects
Source
Periodical Type
Currency

Html Setup
Tool Bar
6.8.12. Screen Setup

6.9. Window

6.1. Periodicals Entry:

6.1.1.

Periodicals Information:

1)

2)

3)

4)

Using this screen you are able to maintain the information about periodicals, journals, etc.
Here, you are able to provide the necessary information and thus keep a track of the
subscription details. This will help you during report generation and while searching about a
particular periodical.

To enable this function select the Periodicals Entry menu and click on the Periodicals
Information submenu or simply press Ctrl + P from the keyboard to open it directly.

A screen titled as Serials Control appears, containing three subparts namely, Periodicals
Information Entry, Subscriptions Entry and Subscriptions List each containing different
fields. ISSN stands for International Standard Serial Number, which is a 10-digit number.
The advantage of this screen is that you have to enter the Periodicals Information Entry
details only once and you can subscribe the issues every year. If the vendor details have
changed, then make the changes in the Subscriptions Entry subpart and click on the
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Modify button. Every time you enter the periodical id all the entered details will be
displayed in the screen.

5) The Periodical ID is a unique number that is generated by the Easylib Software. If you want
to enter any new details click on the Clear button first, so as to clear the previously entered
records and then click on the New button. The Periodical ID will be automatically
generated.

6) Every periodical has a possibility of being renamed or changed in such a way that the
previous details need to be stored. For this reason the Previous Details button is provided
on the screen. Click on this button to open the screen titled as Previous Title Details
where Title, Periodicity (Monthly, Bimonthly, Fortnightly, etc.) are the important fields.

7) While transferring the previous details, you are prompted to enter from and to dates,
during which the previous details existed.

8) The Previous Details button will be enabled only if there are any previous details for that
particular periodical.

9) In the Subscriptions Entry subpart, the Library Subscription No. is usually entered as the
year of subscription like 2006, 2007 etc.

10) The added records are listed in the grid titled as Subscriptions List. Select any record by
single of the mouse, to see the details in the Subscriptions Entry subpart.

11) Click on Modify and Delete buttons to change or delete any record.

12) Indexing of any article from the periodical can be done, by clicking on the Periodical
Indexing button.

13) Search button takes you to the Subscription Search screen where search results can be
seen for the criteria that have been entered.

14) You can view all the entered records by scrolling through the Navigation buttons.

. Serials Control

Periodicals Information Entry 5@3‘5@55 @mmﬂ

Previous Details

*Periodical m[ Inquire | *Periodical Title [&cademic Medicine - USa |

- periodicity [Manthiy =] _--.| periodica Type]intem =1 ... |subject| Medical Education =1 ...
1SS 1040-2448 Publisher|Association Of American Medical Coll x| _.-. |Published Place] US4 P/ashington)
[ Address: Editor|Michael E. Whitcomb

Call Ho. E Language|English

Email e shenig@asme.org Web 1d. [ academicmedicine. org Parent Organization Add[MaHE_ Manipal
EhoniE) 202 528 0488 Fax [202 8281125 customn 1[-

Custom ‘II,
custom 3 |-

" Library Subscription No. [2007 Periodical Subscription Ho. [1234 Subscription Date|01-Jan-2007 ¥ | Expiny nme| 31-Dec-2007 > |

Pre-Termination Date [ 17 Ju 2007 |~ | order pate [I" 117 Ju 2006 | ~|copies Iz Vendor| Higginbothams Bangalore. |
PO Ho. Bill Ho. | Bill Date [f703- Jul -2006 ~ |Address:

Hepartthet: Allied Health ~]_...

Curren oy Rs. =] ... |rate [1

Price 2600.00 Cost(HR} 2600.00 Discount(¥}[10.00 Het Cost(HR} [2340.00

Source K.asturba Medical College. Manip. = ...

Remarks |
Subscriptions List

Periadical | Library Subscription| Periadical Subscriptio | Subscription D Expiry Dat| Capie | Pre-Termination C| PO Mo, | Order Daf cU.iI
1 2007 1234 01-Jan-2007 | -Dec-2007 2 Rs

1 2005 123 01-Jan-2007 [ -Dec-2007 2 Rs.
1 2005 2008 01-Jan-2006 | -Dec-2005 1 Jun-2003 | US »
<1 | _>l_I

Figure 6.1.1

6.1.2. Periodicals List:

1) This will keep the track of all the periodicals that you have subscribed which will be helpful
during the generation of the reports and also while searching for a particular periodical.

2) To view this screen, select the Periodicals Entry pull down menu and click on the
Periodicals List submenu.

3) This is basically a list screen, which displays the entire records that have been entered in
the database, starting from the first record.

4) Double click on the mouse or press enter key after selecting any single record from the
grid. This will allow you to see the details of the selected record as displayed in the Serials
Control screen.

5) Sort By helps you to sort the entire list according to your requirement.

6) As the listed records are too large, you have the option to do a quick search by selecting
any data from the Search By and entering the data in the corresponding list box.

7) On clicking the Search button, Subscription Search screen appears, wherein you can do
customize search and view the results.
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8)

The Periodicals List can be printed in three formats namely, HTML, Notepad and Excel by
clicking on the Print icon present in the respective format screens.

6.1.3. Subscription Management:

1)

2)

Using this screen, you are able to keep a track of all the periodicals that you have
subscribed based on two options namely, Current and All. This will be useful during the
generation of the reports.

Go to Periodicals Entry menu and click on Subscription Management submenu to open
this screen.

188 Subscription Management

N -
Subscription Management
Sort By
& Current;
| I j | Al
Periodical |D | Periodical Periodicity | Periodical Ty|Class No. Call No. Subject ISSN ﬂ
1 Academic Medicine - USA tonthly International |- - tedical Eduw|1040-2,
2 Acta Cytologica Birnaonthly International |- Pathaology 0001-55
3 Acta Meurologica Scandinavica | Manthly International |- Meurology | 0001-62
4 Acta Obstetrica Gynecologica Sc| Manthly International |- Obstetrics & |0001-62
= Acta Odontologics Scandinavica [Bimanthly International |- Dental (Gene| 0001-62
B Acta Oncologica S Times per.|International |- Radiotherapy| 0284-1£
7 Acta Orthopedica Scandinavica  |Bimonthly | International |- Orthopedics |0001-64
=] Acta Pediatrica Mlonthly International |- Pediatrics 0803-52
El Acta Psychiatrica Scandinavica | Maonthly International |- Psychiatry | 0001-BS
1o Advances in MNursing Science Quarterly International |- Mursing (Ger|0161-92
11 Advances in Physiotherapy Quarterly International |- Physiotherag| 1403-51
12 Allied Ayurvedic Medical Researc | Quarterly Mational Ayureeda -
E_I Lmarican Heart . Inurmal | hnnthlw Internatinnal |- Cardinlne ﬂﬂﬂii:l
[ Details | Hew | Print | Close |]
“Double click or press Enter Key on a Subscription to view/generate the receivables!

3)

4)
o)
6)
7)
8)

9)

Figure 6.1.3

Listing of the records can be done in two ways, that is, either by selecting the Current radio
button or by selecting the All radio button. Current option will display the list of all actively
subscribed periodicals in the library while All option will display both the current as well as
the past records.

Sorting of the displayed list can be done by, selecting your requirement from Sort By.

To view the details about any particular record, click on the Details button. This will prompt
the Serials Control screen to appear, wherein you can either enter the particular periodical
id, or use the navigation buttons to search the details.

If you click on the New button, it will prompt the Serials Control screen to appear with the
new periodical id, wherein you can start entering the details about the new periodical.

Once the record has been added it will appear in the Subscription Management screen
along with the rest of the list.

The above list can be printed in three formats namely, HTML, Notepad and Excel by
clicking on the Print icon present in the respective format screens.

The advantage of this screen is that when you double click on the mouse or press the enter
key on a subscription then you are able to view/generate receivables, by going to the
Receivables Generation and Tracking screen.

6.2. Receivables:

6.2.1. Receivables Generation and Tracking:

1)

2)

3)

This screen is essential for generating the periodical issues, according to the periodical
type and thus, maintains a track of all these records. This will be helpful while generating
the reports, receiving the periodical and also while generating the barcodes.

All the periodical details that have been recorded in the previous menu needs to be
generated as received whenever the issue comes to the library. This can be done by
clicking on the Receivables Generation and Tracking submenu from the Receivables
drop down menu list.

Select from the Periodical Name the periodical, whose issue has to be generated. Next,
select the Subscription Number from the combo box.
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4) This generates the periodical list automatically. The issues that have already been received
by the librarian will be displayed under the Received box and the issued that are yet to
arrive in the library will be displayed under the Receivables box.

5) You can separately sort both the Received and Receivables list according to your
requirements by selecting from the Sort By list box. It should be noted that for the
Received list, you have the option to sort by Expected Receive Date, whereas in the
Receivables list, you have the option to sort by Received Date.

6) Click Select All button to prompt a small screen titled Select One to appear. Here, if you
select the Receivables check box then, all the records present under the Receivables box
will be selected and if you select the Received check box then all the records present
under the Received box will be selected. Once selected, now you can move it to any of the
two boxes.

7) Another way to move the records between both the boxes, is to select one or more records
from the respective boxes and then press the > or < button to move it to the other side box.

8) For adding a new issue, say a supplementary issue, for the same periodical, which has
already arrived, or some extra copy that is yet to arrive, click on the Add button. Select the
option from Select One screen and enter the mandatory fields like Volume, Issue no,
Copy, etc. in the Add New Received screen. Press Ok button to add the records to the
Received and Receivable list.

9) The above list can be printed in three formats namely, HTML, Notepad and Excel by
clicking on the Print icon present in the respective format screens.

10) When you enter the details for a new periodical, you need to generate the receivables; so
as to keep tracks of the expected receive date of each issue for that periodical. This is
done by, clicking on the Generate Receivables button. Also, the receivables will be
generated according to the frequency that you have already set in the respective Setup
screens.

11) This will prompt a screen titled as Enter these Details to appear, wherein all the details
has to be entered, as all the fields are mandatory. Click on the Generate button to
generate the issues automatically.

12) Here Generate Barcodes button is provided for you reference, so that you can generate
barcode labels for the periodicals also.

13) By clicking on the Subscriptions button, you can go directly to the Subscription
Management screen, where you are able to view the list of the Current and All records.

14) Click on the Track by Date button, to go to the Receive Periodicals screen where you can
track the required records for a particular date range or other criteria. The details regarding
this screen are explained in the following submenu.

581 Receivables Generation And Tracking

. " 0
Receivables Generation And Tracking
Periodical ID 2 Periodicity Bimonthhy
Periodical Name Acta Cytologica
Subscription No. 2006
Periodical Name Subscription Date 01-Jan-2006 Expiry Date 31-Dec-2006
Acta Cytologica j | Subscription No. | 2006 vI
SORT BY SORT BY
Receivables “\/olume Mo, lssue Mo, Copy Mo j ] Received [IReceived Date j ]
“olum | Issue Mo | Copy Mo | Expected R | lssue Da Wolurme ho. | Issue Mo. | Copy Mo. | Received Date | £
Oso0 1 1 02-Jan-2006 01-Jan-20 Osn 4 1 17-Jul-2006 01
Os0 2 1 02-Mar-2006  01-Mar-21
Oso 3 1 02-May-2006  O1-May-=z

I | | N I i

[Re[reshl Select All | Add | Delete I Print I Generate Receivables | Generate gamnﬂesl Subscriptions lrat:kByDalel Close |l

*Select one or more records from the "Receivahles list" and press the > hutton to move to ‘Received List',
*Select one or more records from the *Received list' and press the < button to move to ‘Receivables List',

Figure 6.2.1
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6.2.2. Annual Subscription Generation:

1) This is an important screen wherein you are able to subscribe and generate the receivables
for the selected periodicals (one or more) at a time according to the specified subscription
year.

2) This screen can be accessed by, clicking on the Receivables menu and then selecting the
Annual Subscription Generation submenu.

3) An input message box appears asking you to “Enter the Subscription Year”. Enter the
year for which you want to view the subscription list and press the Ok button to open the
screen titled as Annual Generation of Receivables. This helps in avoiding unnecessary
information and also waste of time.

4) If you do not want to enter any particular year then press Ok button without entering any
data. This will open a blank Annual Generation of Receivables screen.

5) If you have entered the year then the above screen opens containing the names of all the
periodicals subscribed for the entered year under the Title list box.

6) If the subscription for a periodical has already been generated then the name of this
periodical will be displayed in RED color. Similarly, if the issues have already arrived in the
library and the receivables generated then it will be displayed in GREEN color. If the
periodical has not been subscribed or the issues have not yet arrived in the library then the
name of the periodical will be displayed in BLACK color.

7) Click on any Periodical Name to see the calculated subscription and receivables details on
the right side of the screen.

8) For generating any subscription, select the periodical and press Generate Subscription

button. The subscription will be generated and now the name will be displayed in RED
color.

9) Similarly, for generating receivables then select the periodical and press Generate
Receivables button. Now, the name will be displayed in GREEN color after the above
action has been performed.

10) Modify button allows you to modify any details, by entering the new value and pressing the
button.

. Annual Subscription Generation

Annual Generation Of Recievables M S0siie” mm nmvics™ M Recivabios Generated

Subscription No 2007
o = = [z H]
Sub 071-Jan -2007 -
Date
Acta Cytologica Yendor IB.I Publications Pvt. Ltd.. Bangal LI
Acta Meurologica Scandinavica
[ Acta Obstetrica Gynecologica Scandinavica Order Date
B4 Acta Odontologica Scandinavica =t
E Acta Oncologica Pretermination Date
[ Acta Orthopedica Scandinavica Copies
[ Acta Pediatrica
B4 Acta Psychiatrica Scandinavica P.0 No
[ Advances in Nursing Science e [Kasturba Medical College, Manip x|
[ Advances in Physiotherapy |Neurology LI
B4 Allied Ayurvedic Medical Research Abstracts Department
imer!ca” JH%“ JIDL';EQ' i Currency Biitish Pound Sterling |
] Arnerican Journal of Cardiology
[ American Joumnal of Clinical Mutrition finte 2.08 Cost(INR) 42277.54
B4 American Joumnal of Clinical Pathology Price E09
[ American Joumnal of Epidemialogy -
Discount Met Cost l—
[ American Joumal of Forensic Medicine and Pathology 250 (INR) 3122060
imer!can jnuma: n? ;mdn.ey Diseases Ho of Issues 12
] Arnerican Journal of Medicine First lssue No |—1
[ American Joumnal of Nephrology
B4 American Journal of Neuroradiology First Issue Date 01-Jan -2007 vl
M Arnerican Jourmal of Nursing 7
. . First Yol N No of Vol
[ American Joumal of Obstetrics and Gynecology _'LI i 115 it £ ey
e LT ST Subscription 0-Jan 2007 = 31 Dec2007 -
il | b Start/End Date [o1-dan S

5 SubscInt I G Becit | Modify I Clear I Close I Help ||

Figure 6.2.2

6.2.3. Receive Periodicals:

1) This screen allows you to keep a track of all the periodicals that you have subscribed
based on Vendor, from date, to date and also by selecting any one of the search criteria
namely, Next issues receivable for all subscriptions, Received by date and vendor,
Receivables by date and vendor. You can also add the supplementary copy of a particular
periodical by entering the necessary information.

2) To activate this screen select Receive Periodicals submenu from Receivables pull down
menu list.
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i Receive Periodicals

Receive Periodicals

Select One Of These Options

 Hext Issues Recelvable For All Subscriptions
" Receivables By Date And Yendor
i+ Received By Date And Vendor

[FrumDﬂte|18—JLl\—ZDDE anDﬂte|18—JLﬂ—ZDDE =

YVendor IAvenue Book Centre = List \‘

Periadical 10 | Periodical Namme | Wendar | Subscription No.l Wolume ND.I lzzue Ma. I Copy Na. I |zsue Date | Feceived Date
[m RN Bulletin of Materials science 2007 10 1 1 05-Jul-2006 05-Jul-2008
On Bulletin of Materis ience 2007 10 6 1 09-Jul-2006 09-Jul-2006

Builletin of M aterisl e 3 09-1ul-2006 03-Jul-2006

4] | |
*Periodical ID 11 Subscriptions
*Subscription No.2007 *Issue DNEWI *Received Date IW, Generate Receivables
“Wolume Ho. 15 ‘*IssueNo. - Summary
Currency Rs - _I Rate] 1 Price | PRINT
Discount (%) Cost{INR) Het Cost{INR)

*Copy No. |—1 Loose Issue Acch. No.
*Mandatory fields

Figure 6.2.3

3) This is a kind of search screen where you have the option to view the details regarding the
receiving of a particular periodical.

4) Three search criteria have been listed under Select One of these Options caption. Select
the Next Issues Receivable for all Subscription radio button, to view the next expected
date of all the subscriptions that will arrive in the library. You can also press Alt + N, from
the keyboard to select the above radio button. Once this criterion is selected, click the List
button to view the records in the grid.

5) Receivables by Date and Vendor radio button will allow you to list the entire receivables
periodical list from a particular vendor within a certain date range. The date range and the
vendor name can be selected from the respective fields followed by clicking on the List
button to view the records in the grid. You can also press Alt + B, from the keyboard to
select the above radio button.

6) Here, you can select the periodical that has arrived from the displayed list and press the
Receive button to generate it as received by the library.

7) Received by Date and Vendor radio button allows you to list the records that have been
already received by the library, from a particular vendor for a certain date range. This
allows you to keep a track, regarding when all the periodicals were received, along with the
received date, issue date, etc. You can also press Alt + V, from the keyboard to select the
above radio button.

8) For all the above three cases, select any record from the displayed list to view the
Periodical details, present below the grid. Here, you can modify. For this, first click the
Clear button and then after entering the new values, press the Ok button.

9) Subscriptions and Generate Receivables button will take you to the respective screens
on clicking them.

10) To view the summary or total number of all the receivables and received periodicals for a
certain date range, click on the Summary button.

11) The above list can be printed in two formats namely, Notepad and Excel by clicking on the
Print icon present in the respective format screens.

6.2.4. Summary of Receivables / Received:

1) This will keep a track of the all the periodicals that have been received and are yet to be
received and hence will be useful while generating the reports.

2) Go to Receivables menu and select Summary of Receivables / Received submenu to
enable this function.
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188 Summary OF Receivables/Receipts

Summary of Recievables/Recieved

[ © Beceived & Recewaples |
Start Date |27-Jun-2006 -
EndDate |17-Jul-2007 =
Vendor
Periodical ID| Subscription No.\F‘ermdicaI Mame |F'er|0d|city | Mo. Oflssues| Amount ﬂ
1 2007 Academic Medicine - USA lanthly 13 1267.5
1 2008 Academic Medicine - LUSA lonthly 23 22425
g 2006 Acta Meurologica Scandinavica tlonthly 5] 20610.3
4 2006 Acta Obstetrica Gynecologica Scandi| Monthly i 21308.41
5] 2008 Acta Odontologica Scandinavica Bimonthly 4 1080544
B 2008 Acta Oncologica imes per Annurm a 182627
7 2006 Acta Orthopedica Scandinavica Birnonthly 4 9739.32
8 2006 Acta Pediatrica lonthly 7 16892 47
g 2006 Acta Psychiatrica Scandinavica tlanthly 7 24045 35
mn 2N0F Advances in Mursing Seience Cnarerdy A A87Y IR LI
PRINT
E | Clear | Close | Tﬂtall 3535| 8290894 75

3)

4)

5)

6)
7)

Figure 6.2.4

This screen basically gives you a statistical report about the Number of Issues and Amount
that have been generated either for the Receivables or Received category. Periodical ID,
Subscription Number, Periodical Name and Periodicity are the additional details that are
displayed in the grid.

First, select any button from the two options namely, Receivables or Received. Next
select the Start Date, End Date from the respective fields and click on the Summarize
button. This action will display the matching records in the grid for your reference. The
search can be done, by selecting the vendor also. The periodicals under received or
receivables category for the selected vendor will be listed.

Double click on any record in the grid to go directly to the Receivables Generation and
Tracking screen.

The Total number of issues and the amount will be displayed at the bottom of the screen.
The above list can be printed in two formats namely, Notepad and Excel by clicking on the
Print icon present in the respective format screens.

6.3. Indexing:
6.3.1. Periodical Indexing:

1)

2)
3)

4)

Using this screen, you are able to index the topic or information by providing the title, page
number, creator, etc. This will be useful while generating the reports and searching for the
particular article.

By selecting the Indexing menu and clicking on the Periodical Indexing submenu, you
can access this screen.

The main feature of this screen is to index any important information about a particular
article from a periodical, so that it can be used for all future references.

To enter a new record, click on the New button and start entering the details like keyword,
periodical, volume no., issue no., article title, etc. Here, it should be noted that the Easylib
Software automatically generates Index ID.

After entering all the required data, press the Add button to save the record.

The periodical from which the article has been added should already be present in the
Periodical Name list.

Scrolling through the entire records can be done by pressing the navigation buttons.
Modify and Delete buttons are provided for performing the required function.
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88 Periodical Indexing

Periodical Indexing

Index Id.
Keyword
Periodical
Volume No
Article Title
Alternate Title

Description

Creator

Creator Address
Subject(1)
Subject2)
Subject(3)
Publisher
Publisher Address

1

Indexing List I

Therophy

Acta Cytologica

Contributor

.| Date(iS08601)
Issue No. |Sup-316 “| Type

Heart disease

Format

Cardiache

Identifier

— Language
| Rights

Shivaprasad

Date. X

bangalore

Radiohiology

Matadata
LastModified

|

Dental Material Science

Cancer

40 East Erie Sheet Chicago 11 lllinois

A ion No.
Classification No.
... | Date of Expiry

Page No|38

03-Jul -2006 I

|English

03-Jul 2006+ I

560850

03-Jul 2006~ I

Mangalare

[ Mew | Add |Modity| Detete| [#e= | = | = | =] | clear | Close |]

Figure 6.3.1

6.3.2. Content Manager:

4)

5)
6)

7)

8)

This will keep a track of the indexes and will help during the generation of reports.

To enable this function select Content Manager submenu present in the Indexing menu.
All the articles that have been indexed in the previous screen can be listed here, in a
tabular format by, selecting the name of the periodical from the Periodical and pressing
the Inquire button.

It should be noted that, this function will not display all the entered article records when you
click the Inquire button. Instead, you are able to only see the periodical wise listing of the
articles.

Sorting of the displayed list can be done by, selecting you requirement from Sort By list
box.

Indexing button will prompt the Periodical Indexing screen to appear where you can see
the details about the article and perform the desired function.

In case, you want to search about an article, you can do so by clicking on the Article
Search button. Enter the criteria in the respective fields and press the Search button to get
the results.

When you double click on any one record present in the list, the Periodical Indexing
screen will be opened along with the details of the selected record.

6.4. Accessioning:

6.4.1. Binding and Accessioning:

1)
2)

3)

4)

5)

6)

Using this screen, you are able to bind a group of issues/ volumes of a particular periodical
and accession them.

Periodicals can also be accessioned and binded together like the book and non-book item
types. To open this screen click on the Binding and Accessioning submenu from the
Accessioning menu.

Suppose for a particular periodical, there are ten issues for one volume. For easy
reference, you want to bind all these ten issues as one volume. This can be done easily
with the help of this screen.

To start with select the periodical name from the Periodical by clicking on the Three Dot
button. In case, you want further details regarding the selected periodical, press the More
Details button. This will open the Serials Control screen containing the detailed
information about the same periodical as entered in the library.

When the periodical name is selected, it will display the issues list along with subscription
number, issue no., volume no., etc. on the screen.

Two options namely Accessioned Status and Binding Status are present at the top of
the screen. Accessioned Status contains Non Accessioned and Accessioned radio
buttons while the Binding Status contains Unbound Volumes and Bound Volumes radio
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button. One button each from Accessioned Status and Binding Status must be selected,
to list the items. Different types of combinations can be tried out.

7) Select the volumes you want to Bind or Accession by clicking on the respective check
boxes.

8) Now enter the binding order details like the Binding Order Number, Binding Bill Number
and Bound Volume Number. Three different options are provided for performing different
types of functions.

9) Only Bind button will allow you to only bind the selected volumes and not accession them.
To see the list of such items, select the Non Accessioned and Bound Volumes radio
button.

10) Accession as One Volume button will both, accession and bind the selected volumes
simultaneously. After clicking this button, you will be prompted to Enter the Accession
Number in the corresponding field. The accession no. must be entered in the format as set
already in the Setup menu. To see the list of such items, select the Accessioned and
Bound Volumes radio button.

11) Accession Individually button will only accession the selected volume and not bind them.
In this case, you do not have to enter any details in the Binding Order Number, Binding
Bill Number and Bound Volume Number. Click on this button to open a small screen,
where you have to Enter the Accession Number in the corresponding field. To see the list
of such items, select the Accessioned and Unbound Volumes radio button.

wi. Binding And Accessioning

Binding And Accessiohing

r Periodical [ctinics in Perinatology =] | More Detailsl \

Accession Status  ~ Non A i { oA ssi i Periodicity : Quarterly
Binding Status @ Unbound Yolumes © Bound Yolumes

Subscription Mo | Wolume Mo I Issue Mo I Copy Mo I Issue Date

Ozo03 a0 1 1 01-Jan-2003

Ozo03 a0 2 1 01-Apr-2003

Ozo03 a0 | 1 01-Jul-2003

2002 an 4 1 01-0ct-2003

Ozo04 a1 1 1 01-Jan-2004

Oz004 a1 2 1 01-Apr-2004

Ozo04 a1 3 1 01-Jul-2004

Ozo04 x| 4 1 01-Oct-2004

Ozooa 32 1 1 01-Jan-2005

Ozooa 22 2 1 01-Apr-2005

Ozoos 22 2 1 01-Jul-2005
r’E;imling Order No.  [g42p

Binding Bill No. 24/06/07

Bound Volume No. |123

Only Bind | Accession As One Yolume Accession Individually Close

S
*Select the Volumes you want to Bind or Accession by cheking the check box against each.

Figure 6.4.1

6.4.2. Accession Register for Periodicals:

1) This screen is required for accessioning a periodical by entering the periodical and binding
details. This will be useful while generating the reports and also during the periodical
circulation.

2) To activate this function select Accessioning menu and click on the Accession Register
for Periodicals submenu.
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. Accession Register For Periodicals

Accession Register For Periodicals

Periodical Details

“Accession No.  a00454 Inquire | [2002-21-1-1

*Periodical Title  |popmatalngic Clinics hd B

*Periodicity Quarterly -| ...

Issues from¥ol. [2003-21-1-1

DEpATinent Dermatolagy (Skin & Std) [~ il -
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*Subscription No. | 2004 -I “Wolume No. | 22 -

*Issue No. 2 -I *Copy No. 1 ~| “Add To List |
*Publisher Name And Address

Canadian Dental Association ¢ j
Binding Dretails

Bound Yolume Nn.l Binding Order No. I fanarks

Binding BilNo. | Date IUE-JuI-QDDE =il

[ = | = | = | = |] [ Add | Modify | Delete | Clear | Close |]

* Mandatory Fields
* Click on ... button to browse the corresponding field values

3)

4)

5)

6)

7)
8)

9)

Figure 6.4.2

This screen contains three subparts namely, Periodical Details, Publisher Name and
Address and Binding details.

All the records accessioned in the Binding and Accessioning screen can be viewed in
this screen either by entering the Accession No. and clicking on the Inquire button or by
clicking on the navigation buttons and scrolling through the previously entered records.
Here, you have the option to add multiple Subscription number, Volume number, Issue
number and Copy number for a single accession number, by selecting the details from the
above-mentioned fields and clicking on Add to List button. The added records will be
displayed on the right side of the screen.

The binding details like Binding volume number, Binding order number, Binding bill number
and Date as entered in the previous submenu, will be displayed for the accessioned
volumes, on pressing the Inquire button.

If you want to add a new accession number then, enter the Accession number, Periodical
title, Periodicity and other mandatory fields and click on Add button to save the record.

To make some changes in the existing record, change the required fields and click on
Modify button.

To delete any record, first search for the record and then click on Delete button. The record
once deleted, will not be available for any future reference.

6.5. Serials Reminders:

6.5.1. Serials Reminders:

1)

2)

3)

4)

5)

6)

This screen allows you to create and send a reminder regarding the issues of a periodical
that are yet to be received, damaged or other related information to the respective vendor
by specifying the necessary details.

Selecting the Serials Reminders pull down menu and clicking on the Serials Reminders
submenu can activate this screen.

Once the reminder for a particular serial has been generated and sent to the concerned
vendor, it needs to be recorded. Similarly, the reminder that you may have received from a
particular vendor also needs to be recorded. With the help of this screen you can keep a
track of all these details.

Select the data from the Periodical field and click Inquire button to view the previous
details, if any. The entered Date and Time when the reminder was sent/ received will be
displayed in the grid.

To enter a new record, click on the New button and start entering the details. Select the
Sent or Received option from the Sent/ Received list box and click on the Add button once
the record has been added.

Modify and Delete button allows you to perform the respective function as per your
requirement.
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6.5.2. Reminder Creation:

6.5.3.

6.5.4.

6.5.5.

1) This is a specific screen that allows you to generate reminders for the issues of a particular
periodical that are yet to be received. This reminder can be directly mailed to the
concerned vendor by entering the vendor details or you can take a print of this report and
send it to the desired vendor.

2) This screen can be accessed from the Serials Reminders pull down menu by clicking on
the Reminder Creation submenu.

3) Sometimes the subscribed issue or a periodical might not arrive in the library on time. With
this feature, you can send a reminder to the concerned vendor along with the periodical
details, like Serials (or Periodicals), Subscription Number, Volume Number, Issue Number,
etc. This can be sent as an email or by post as you desire.

4) The Date is set as current date by default, which can be changed as per the requirement.
Enter the correct address of the vendor and give the relevant details regarding the
periodicals that are yet to arrive.

5) Here, Notes is provided so that you are able to add any extra details when required.

6) Generate and Send as E-Mail button will generate the reminder and send it, if the internet
facility is available.

7) Generate Reminder and Print button will generate the reminder and display it in the
Notepad format which can be printed and send by post if you require.

8) Print button will display the preview in the Notepad format and the print out can be taken
by clicking on the Print icon in the menu bar. In this case, the reminder will not be
generated.

9) Once, all the relevant details have been entered click on the Down Arrow button to add
the Serials, Subscription Number, Volume Number and Issue Number in the grid. In this
way, you can add multiple records to the grid. Now, click on any one of the three buttons as
per your requirement.

Routing:

1) To activate this screen click on the Serials Reminders menu and select Routing
submenu.

2) This screen will help you in keeping a track regarding which member has issued a
particular periodical.

3) Select the name from Serial and enter the Member id. You can search about the member
details by clicking on the Three Dot button.

4) After entering both the options click on the Add button to save the record and add it to the
list.

5) Modify and Delete buttons are provided for performing the required function.

Weekly Cardex:

This screen gives a graphical representation of weekly periodicals that you have
selected along with highlighted issue numbers for a particular subscribed year.

To open this screen select the Weekly Cardex submenu from the Serials Reminders
pull down menu. This screen basically helps you to obtain a monthly statistical report for the
periodicals that have been subscribed from the library.

Received / Receivable Report: (This has been removed from version, 4.2.21 onwards)

1) This screen will keep a track of the periodicals, which you have subscribed for a particular
year. The periodicals that have been received will be highlighted in green color; those that
are not received in pink color and those that are yet to received will be highlighted in yellow
color.

2) This screen can be referred to, as a different kind of reminder as well as report screen,
which can be accessed by selecting Received / Receivable Report submenu from the
Serials Reminders, pull down menu.

3) Select the Year, Frequency and any one from the Vendor/Source/ Department and click
on the List button to view the records displayed in the grid. The Year and Frequency are
mandatory here.

4) The listis displayed as Title, Copy no., Volume no. and Issue no. for the corresponding
Frequency that has been selected.
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6.5.6.

6.5.7.

6.6.

5)

6)

7)

The issue numbers for a particular frequency, say for example, Monthly periodical will be
displayed in various color. The Green color indicates that the particular Issue no. has been
Received, the Pink color indicates Not Received Issue no., the Yellow color indicates Yet to
Receive Issue numbers while the White color indicates No Issue.

Print Received, Print Not Received, Print Receivables and Print All buttons, allow you
to view the print preview in the Excel format. This helps you to avoid unnecessary reports.
Similarly, print preview in the HTML format is also available in which you have to select
from Received, Not Received, Receivables and All to get the customized report.

Monthly Cardex:

This screen gives a graphical representation of monthly periodicals that you have

selected along with highlighted issue numbers for a particular subscribed year.

To open this screen select the Monthly Cardex submenu from the Serials Reminders

pull down menu. This screen basically helps you to obtain a monthly statistical report for the
periodicals that have been subscribed from the library.

Periodical Report:

wi. Periodical Report

Periodical Report

/" Issue Date —{ Periodic =
Botwen | T-lan-2006 ~| & [17-Jul 2006 =] Frequency | itk T
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Anatomica Karnataka Yearly 2008 3 1
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2008 55
2008 208

1.23456
2006 203 1

1)
2)

3)

4)
5)

6)

Figure 6.5.7

This report screen will keep a track of the periodicals that you have subscribed based on
department, source, subject, vendor, frequency, periodical type and issue date.

This report screen can be accessed by selecting Periodical Report submenu from the
Serials Reminders pull down menu. You can also open the screen, by entering Ctrl + |
from the keyboard.

Several search criteria has been given here like, Issue Date Between, Frequency, Periodic
Type, Vendor, Department, etc. The Issue Date Between is a mandatory field.

Click on the List button to view the matching search criteria in the grid.

The records will be listed under various fields like, Serial No., Title, Frequency, ISSN,
Subscription No., Volume No., Received, and Not received respectively.

The above list can be printed in Notepad and Excel formats. When you click on any of the
two print icons, a small screen appears asking you, whether the reports should be
generated for Received, Not Received or All that are mentioned in the grid.

Reports:

6.6.1. Customized Reports — Articles:

1)
2)

With this screen you are able to perform customized search on article based on the various
search criteria present in the screen. This will also be useful while generating the reports.
To enable this report screen click on the Customized Reports — Articles submenu
present in the Reports menu.
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3)
4)
5)
6)

7)
8)

This screen is basically used for searching about articles that have already been indexed
and generating report for the same.

A screen titled as Customized search on Articles appears wherein various types of
search combinations can be performed by selecting the AND/OR options.

Click on the Search button to see the matching records displayed in the Customized
Search Results - Articles screen.

Sorting of the displayed list can be done by, selecting you requirement from Sort Criteria
list box.

The Total No. of Records will be displayed at the bottom of the screen.

The above list can be printed in three formats namely, HTML, Notepad and Excel, by
clicking on the Print icon present in the respective format screens.

6.6.2. Subscription Search:

Using this screen, you are able to perform customized search on the subscribed

periodical based on the various search criteria present in the screen. This will also be useful
while generating the reports.

This is also a different type of customized search and report screen, which can be

accessed by selecting the Reports menu and clicking on the Subscription Search submenu.
This has been explained under Search Journals, Serials and Periodicals heading in the
OPAC module. You may refer the document there.

6.6.3. Yearwise Statistical Report:

6.6.3.1.

The Yearwise Statistical Report will display a list of the periodicals that have been
subscribed/not subscribed /not received for a particular period.

Statistical Report:

1) This prepares a general report for all the listed periodicals depending on From
Year and To Year, which you have entered. It also allows you to judge the status
of a particular periodical.

2) Go to Reports > Yearwise Statistical Report > Statistical Report to enable this
function.

3) After selecting the respective year range, click on the List button to display all the
records in the grid.

4) When the list is too long only 25 titles will be listed in the same screen. In such
cases, click the Next button to go the next page and Back button to go the
previous list.

5) List All button will display the entire list on the same screen.

6) The list will be displayed as Serial No., Title, Periodicity, ISSN, From Year and To

Year.
7) In this screen, the following notations have been used: -
YES == Subscribed and received (at least one copy),
NO == Not subscribed
NR == Not received
* == Old Periodical Titles

8) The above list can be printed in three formats namely, HTML, Notepad and Excel
by clicking on the Print icon present in the respective format screens.
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W, Yearwise Statistical Report

Yearwise Statistical Report

FromYear [2006 | ToYear [2007 ~|; List j| Back | Next | ListAll | Clear| Erint | Close |]

S [ 4|

SL No. [Title | Periodicity [ISSH | 2006] 2007

1 Academic Medicine - LSA monthly 1040-2446 YES YES
*Acadermic Medicine{ 112000 - &252005) Maonithi:
*Academic Medicing (71,2004 - 7/ 32005) Monthn:

2 Acta Cytologica Birmonthly | 0001-5547 TES 13

3 Acta Meurologica Scandinavica Monthly 0001-6314 YES N

4 Acta Obstetrica Gynecologica Scandinavica monthly 0001-6349 MR MO

5 Acta Odontologica Scandinavica Bimonthly | 0001-6357 MR MO

perAnnurm 0284-186% MR MO
Bimaonthly | 0001-6470 MR MO
monthly 0803-5252 MR [1e)

6 Acta Oncologica
7 Acta Orthopedica Scandinavica
2| Acta Pediatrica

9 Acta Psychiatrica Scandinavica tonthly 0001-690% MR ]}
10 Advances in Murging Science Guarterly | 0161-9268 MR [§Le]
11 Advances in Physiotherapy Quarterly 1403-8186 MR MO

12 Allied Ayurvedic Medical Research Abstracts Quarterly - MR N

13 American Heart Journal monthly DO02-28700 MR MO
14 American Journal of Cardiology Fortnightly  0002-9149 KR ]}
15 American Journal of Clinical Mutrition tanthly 0002-9165 MR [§Le]
16 American Journal of Clinical Pathalogy Manthly 0002-9173 MR MO
17 American Journal of Epidemiology Fortnightly OO00O2-926. MR N
18 American Journal of Forensic Medicine and Pathology cuarterly 0195-7910 YES (S [s]

YES ==> Subscribed

NR ==» Subscribed but not received any issue

st ==>0Id periodical titles and received (at least 1 copy)

MO ==> Not Subscribed

A

Figure 6.6.3.1

6.6.3.2.

6.6.4.

Customized Statistical Report:

1) This screen allows you to obtain a statistical report based on the search criteria
present in the screen like Publisher code, frequency, department, etc.
2) To access this screen go to Reports > Yearwise Statistical Report >

Customized Statistical Report.

3) The difference here is that this will give you a customized report according to your
requirements. Various types of search combinations can be performed by selecting

the AND/OR options.

4) Click on the Yearwise Statistical Report button to view the list displayed in the
Yearwise Statistical Report screen. All the functions of this screen are same as

described in the above submenu.

Continued Discontinued List:

. Subscription Comparison

Comparison of Subscription

1)

2)

Select the years

[Filst Year (2004 ~| Second Year I vI ]

Discontinued Periodicals |Added Feriodicals

American Journal of Tropical Medicine and Hygiene British Journal of Radiology

Behavioural Scientist Canadian Joutnal of Qeoupational Therapy
Developmental Dynamics (Formerly - American Journal of Anator Clinical Anatory

Eye Care Clinical Oncaolagy

FEBS Letters Clinical Radiology

Gut Current Contents Life Sciences

Health Care Analysis Disahility and Rehabhilitation

Hearing Aid Journal European Journal of Gastroenterology and Hepatology
Hospitals and Health Metworks Fluotide

Irnmunology and Allergy Clinics of Norh Armerica Indian Journal of Biotechnology

Indian Jaurnal of Micrabiology Indian Jaurnal of Occupational Therapy

Indian Journal of Nursing and Midwifery

Infertility and Reproductive Medicine Clinics of North America
International Journal of Medical Toxicology and Legal Medicine
Journal of Allergy and Clinical Immunology

Journal of Bacteriology

ol |

Goupwise Reports

International Journal of Pharmaceutics
International Social Work

Journal of Alternative and Complementary Medicine
Journal of Applied Physiology

PRINT

Source ” [%l. l [ Clear | Close l

[ Subject | Department

International Journal of Disahbility, Development and Education

o

Figure 6.6.4

Sometimes you might want to discontinue some of the periodicals and instead subscribe a
new one. Using this screen you are able to compare the periodicals that have been newly
added/subscribed with those that have been discontinued for the specified period.

To activate this function select Reports menu and click on Continued Discontinued List

submenu.
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6.6.5.

6.6.6.

3) A screen titled as Comparison of Subscription appears where you have to first Select
the Years in the First Year and Second Year. For example, select 2004 and 2005 from the
First Year and Second Year respectively.

4) This will display all the Discontinued Periodicals in 2004 and simultaneously display all the
Added Periodicals in 2005.

5) Groupwise Reports can be obtained for Subject, Department and Source. On selecting
each of these buttons, the corresponding Crystal Reports are generated which can be
printed by clicking on the Print icon button in the menu bar.

6) To view the print preview of the report displayed in the screen, select either the Notepad or
Excel print button.

All Serials List, Along With Their Volume and Issue Details:

Using this screen, you are able to keep a track of the entire periodicals that are present
in the library along with their volume and issue details.

This screen can be accessed by selecting the Reports pull down menu and clicking on
the All Serials List, Along With Their Volume and Issue Details submenu. A screen titled as
All Serials List appears where the records are displayed under as Periodical Name,
Subscription Number, Start Date, End Date, Received and Not Received. Here, the records
of the all the periodicals are displayed in the grid beginning from the first entered data. The
displayed list can be printed in two formats namely, Notepad and Excel by clicking on the Print
icon present in the respective format screens.

Cardex System:

1) Cardex report is a report of received volumes and corresponding issues based on their
frequency. The report is generated for a particular period according to your requirement.

2) Select Reports menu and click on Cardex System submenu to prompt a screen titled as
Cardex Report to appear.

N (=T

. Cardex System

Cardex Report

@ical el cademic Medicine - LISA o - | koo |2DD4 jv R \
Periodicity Monthiy

Yendor Higginbothams Put. Ltd., Chennai
ISSH 10:40-2 446
Spurce Hasturba Medical College, Manipal
Type International
S| JAr FEB AR APR Tl JU JUL ALUG SEP QCT MO |DEC
2004|7801 T42 7953 Tor4 7455 TG Tarr Tame ¥ 79 7910 FEM1.1 782
2005|800 20/2 a3 8074 e, 20/6 a7 s0/g a0/ 80/10  20M1 S
7810 (Sup)
2006|811 8152 g81s3 8174 g81s5 816 817 818 8114 81410 81/11 8112
<1 | |

[ List | Print | Clear | Close |

N 7

3) Select the Periodical Name and the Date. The records will be displayed in the grid,
according to the Year and frequency of the selected periodical. Other details of the
selected periodical like Periodicity, Vendor, ISSN, Type and Source will be displayed above
the list.

4) The grid display will be adjusted according to the periodicity. The division of columns will
depend on periodicity of the periodical. For odd frequencies like 18 times per annum a
twelve-month grid is chosen as the display format.

5) The issues are displayed in the month corresponding to the issue date. The background
color is green if the issue has been received otherwise the background color is white.

6) To adjust the font format double click anywhere in the grid to select the desired font.

Figure 6.6.6
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7) List button contains two options namely, Default Format and Volume Separately. Default
Format will display the list as per the previously set format where as if you select the
Volume Separately option then it will add Volume field separately to the display list.

8) Printing of the report is possible in two formats namely, HTML and Excel format.

6.6.7. Subscription Report:

. Expenditure Report

] ]
Subscriptiom Report
Subscripon [1-Jan 2006~ | & [31Dec2006 ~] & I’T &
¥ Department | Source ™ Subject | i _L-'|_I
™ vendor I” Frequency [ Periodic Type o el | (ETEEE Ll
Sl No| Department |No. of Dist. Sub:cliptiuns| Total Amount :I
1 Anesthesia 14 41E,658.08 _I
2 Anatomy 4 172,083.98
3 Mustrition 4 30,065.45
4 Ayurveda 7 19,856.86
5 Biochemistry 24 708,609.76
E Dettal E¥ 1.270.363.37
7 Cardiology 7 154,770.94
g Cardiotharacic Surgerny 4 24,962.35
9 Mursing a2 494,035.28
10 Community Medicine 12 110,49E.E5
i Ear. Nose And Throat 1 255,820,285
12 Family Planning 1 195.00
13 Forensic Medicine 7 £3.439.09
14 Hospital Administration =] 37.047.36
15 edical Education a 171.797.10
16 Medicine 38 83691051
17 Microbiolagy 9 354.074.14
18 MNephrology 7 238.016.14
19 Meura Surgery 4 132.253.99
20| Newrology 14 336,647.161 =
Total : 613 14.034.009.31
Total No. of Periodicals Subscribed : 613

Figure 6.6.7

1) This screen gives you a statistical report regarding the total amount of money spent on the
different subscriptions by each department in the institution.

2) To enable this function click on the Subscription Report submenu present in the Reports
menu.

3) Select the Subscription Start between Dates and also any one from other options like
Department, Vendor, Source, Frequency, etc.

4) Press the List button to view the list, which is displayed as Serial Number, Number of
distinct subscriptions and Total amount corresponding to the selected field.

5) The above list can be printed in three formats namely, HTML, Notepad and Excel by
clicking on the Print icon present in the respective format screens.

6) The TOTAL for both Number of distinct subscriptions and Total amount is calculated and
displayed at the bottom of the list.

7) The Total Number of Periodicals Subscribed is listed at the bottom of the screen.

6.6.8. Generate Barcodes:
This function can be accessed by selecting the Reports menu and clicking on Generate
Barcodes submenu. The description of this screen has already been explained in the Reports
menu present in the Catalogue and Accessioning module. For any reference you may go to
the specified module.

6.6.9. Other Reports:

To view this report screen select Other Reports submenu from the Reports menu. The screen
opens displaying Periodical Subscription Expiry Reminder title under the Reports —
Periodicals heading. On clicking the Periodical Subscription Expiry Reminder subtitle, a small
screen appears asking you to select from and to dates. Click on the Ok button to generate the
report displaying the Subscription Date, Expiry Date, Subscription No. and Copies along
with other details, such as Periodical ID, Periodical Name, Publisher and Supplier. This
report helps in reminding the expiry date of the subscriptions so that necessary action can be
taken.
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6.7. Search:

6.7.1. See the List of Journals Subscribed:

This screen can be accessed by clicking on the Search menu and selecting See the List of
Journals Subscribed submenu. This screen features have been discussed in the Periodicals
List submenu.

6.7.2. Received Periodicals List:

Select the Search menu and click on the Received Periodicals List submenu to access this
screen. The screen titled as Receive Periodical appears which has been explained in Receive
Periodical submenu.

6.7.3. Search by Article Title, Keyword:

Click on the Search menu and select Search by Article Title, Keyword submenu to open the
screen titled as Article Search. This has been explained in OPAC module. You may refer the
document by going there.

6.8. Setup:
6.8.1. System Parameters — Periodicals:

This screen allows you to set the mandatory fields, which are useful while entering the
periodical information.

This setup screen can be accessed by, clicking on the Setup menu and selecting the
System Parameters — Periodicals submenu. The mandatory fields can be set by clicking on
the Set Mandatory Field(s) button. This action will take you to another screen where all the
fields present in the Periodical Information screen are displayed. Select the field/fields that
you want to set it as mandatory and click on the Save button. Close this screen and open the
Periodical Information screen to see the changes that you have made.

Note: All the submenus displayed below have been explained in detail in the Setup and
Security module under the Initial Setup Screens submenu. You may refer the document by
going to the above submenu.

6.8.2. Publishers
6.8.3. Vendors
6.8.4. Frequency
6.8.5. Departments
6.8.6. Subjects
6.8.7. Source
6.8.8. Periodical Type
6.8.9. Currency
6.8.10. Html Setup
6.8.11. Tool Bar
6.8.12. Screen Setup
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7. Circulation:

This module primarily handles functions related to circulation like Issues, Return, Renewal, Reservation
and Cancellation of books as well as non-book items.

How to access the Circulation module? :

a) Click once on the Circulation module, which appears on the front page of Easylib software, to open the
Easylib Login screen.

b) Enter the correct User ID and Password.

c) The main page appears containing a list of all the menus and sub-menus of Circulation module which
are displayed below: -

7.1. Circulation
7.1.1. Circulation
7.1.2. Charging
7.1.3. Overnight Circulation
7.1.4. Periodical (Loose Issue) Circulation

7.2. Listing
7.21. Item Status
7.2.2. Circulation List
7.2.3. Periodical (Loose Circulation) List
7.2.4. Member Due List
7.2.5. Reservation Status

7.3. Reminders
7.3.1. Circulation — Reminders
7.3.2. E-mail reminder to all (Reservation)
7.3.3. E-mail reminder to all (Due)

7.4. Reports
7.4.1. Customized Reports — Circulation
7.4.2. Circulation Statistics
7.4.3. Circulation Statistics datewise
7.4.4. Circulation Statistics Datewise (Advanced)
7.4.5. Other Reports

7.5. Analysis
7.5.1. Usage Statistics
7.5.2. Profilewise Issue Statistics
7.5.3. Reading Analysis

7.6. Setup

7.6.1. System Parameters — Circulation
7.6.2. Member Parameters
7.6.3. Holidays
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7.6.4. HTML Setup
7.6.5. Toolbar
7.6.6. Screen Setup

7.7. Window
7.8. Help

7.1. Circulation:

7.1.1. Circulation:
How to view the details regarding Circulation of items?

i, Circulation

H 1 Item Dretails
C|rCUIat|°n Date[7ut2006 |0 2N oonons Ttem Type: Book
Titde Practice Your English =
=

Acen. No.  |000003 Clear Issue Anthor(s) Thomley, G. C ]

Member ID Eﬂgm— Clear Retumn E:]ial‘\]i:“ 428 THO Category: Main Library Books

Retumn Date [17. Jul 2005 7] _Renewal ||[" o emight Circulation | Acen Register | Members | E-Mail

Item Details | Member P ers | “ignatue || Member Details
Name Meetaja kK
Search Lz Profile Head ofthe Department
Book | Member | | Print | Cloge Dept  English
£ ———— || Course
Due I_ OwverNight Issue I_ Reference Issue Branch

List of the Items Issued to the Memher Roll No 0

Trans Mo.[Acen. Mo. | fem type/Category [ Description lssue date Due date Renewed |Fine -]
148687 021992 |Main Library Books  [Write To Be Read 08-Oct-2004 |23-Oct-2004 1] 0.00

14888 0242584 Main Library Books  |Comprehend and Compose |08-Oct-2004 |23-Oct-2004 a] 0.00

14889 008843 Main Library Books  |Writing Clear Paragraphs 08-Oct-2004 [23-Oct-2004 u] 0.00

14590 011886 |Main Library Books  |Technigues In Teaching YWrit|08-Oct-2004 | 23-Oct-2004 1] 0.00

14892 010947 Main Library Books  |Words and Afterwords 08-0ct-2004 |23-0ct-2004 a] 0.00

14893 010951 Main Library Books  [Words and Afterwords 08-Oct-2004 [23-Oct-2004 u] 0.00

14824 009624 |Main Library Books | Golden Guill 08-0ct-2004 |23-Oct-2004 i} 0.00

62551 000001 Main Library Books | Principles of Political Scienc|17-Jul-2006 | 17-Jul-2008 1] 0.00

52583 o002 Main Library Books [ Silas Marner 17-Jul-2006 | 18-Jul-2008 1] 0.00

62505 000003 Mlain Library Books | Practice Your English 17-Jul-2006 | 18-Jul-2006 a 0.00

62567 000005 | Main Library Books [ Minugu Minchu 17-Jul-2006 | 17-Jul-2008 1] 0.00

. wf

Figure 7.1.1

1) This is a very important screen of Easylib. This screen allows you to perform the circulation
function such as issuing, returning and renewal of an item, by entering the member ID and
accession number.

Circulation can be done in two ways.
A) Using a scanner
B) Using Keyboard.

2) This screen provides you with the option to do multiple functions from this single page. To
open this page, select the Circulation menu and click on the Circulation submenu or you
have the option to go directly to this page, by pressing the Ctrl + K buttons from the
keyboard.

3) Here, you are able to see all the items that have been borrowed from the library, by a
particular member. This can be done by entering the correct Accession Number or
Member ID in the respective fields.

4) As soon as you enter the Accession Number, the Member ID is automatically generated
for the member, who has taken an item with that particular accession no. Also, the Item
Details and the Member Details are displayed on the right side of the screen. This will
also list all the other items, borrowed by the particular member, in the grid for your
reference. In this way, you can see whether a specific item has been issued or not.

5) This screen is also used for issuing items, related to a particular accession number, to the
member by entering the correct Member ID and clicking on the Issue button.

6) If the book is issued, then it will be added to the displayed list in the grid. Otherwise it will
display a message box saying that the “Member is not authorized to borrow this item.
Check circulation parameters for the profile”. In such cases, you have to go and make
changes in the Member Parameters screen if you are authorized to do so.
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7) If a particular item has to be returned, then select the item from the displayed list, by
clicking on the mouse. Select the date of returning from the Return Date combo box and
click on the Return button. This will move the selected record from the grid and will be
ready for issuing again.

8) Click on the Renewal button for renewing the item once again. If the book is overdue, you
will not be able to renew it. You must return the item and then re-issue it. This is to help
you, collect the due before renewing the book.

9) You can take the digital signature of the members, by clicking on the Signature button,
which acts as a proof of borrowing the books from the library. In the screen titled as
Signature Pad, the list of all the books that have been issued for that particular member id
will be displayed on the screen. Enter your signature in the space provided below.

10) Item Details button takes you to the Item/ Reservation Status screen, where you are
able to see the Item Status of a particular record that you have selected from the grid.
From this screen, you can reserve the item by clicking on the Reserve button. Enter the
relevant details in the message box that appears on the screen. Once reserved the item
details will now be present in the Reservation Status screen. Since the book has already
been issued the item status will be set as Waiting (1) and so on. You can also Inquire and
Print the reports, for a particular accession number or title number.

11) By clicking on the Member Parameters button, you are able to view the corresponding
screen, where the Book and Non Book parameters related to a member profile will tell you,
the maximum number of items the person is authorized to borrow, maximum number of
renewals, issue days and reserve days. You have the option to set the daily fines and the
surcharge amounts for the items.

12) Extensive search facility for Members as well as Books is also provided, which will take
you to the respective search screens. The details about non-book items can also be found
from the Books search button. Once you find the desired member through the search
screen, double click on the selected record. This will directly copy the Member ID into the
respective field in the Circulation screen.

13) Three types of Print format are available for Circulation Details.

14) Here, there is an option to go directly to the Book Accession Register and Library
Member screens by clicking on the Accession Register and Members button.

15) You have the option to do Overnight Circulation as well. This screen also provides due
reminder facility so that you can send the due information by e-mail to any member as you
require by clicking on the E-Mail button.

List of Common Buttons:

YV VYV VVYV

vV WV VYV

CLEAR button allows you to clear the records from the currently viewing screen.

ADD button allows you to add a record to the database.

MODIFY button allows you to modify or change any record or fields according to your
preferences.

DELETE button allows you to delete a record from the database.

CLOSE button allows you to end the current operation and return back to the previous or main
page.

PRINT button allows you to view the print preview of a particular page or record. In this
software you have an additional feature of printing it in three formats namely, Notepad, Excel
and HTML.

NEW button allows you to enter a new record.

INQUIRE button gives you the option to view whether the particular record exists or not. If the
record exists then it will display it or else a message appears that this record does not exist.
FIND button allows you to find a particular record related to the entered accession number by
directly going to the Search screen.

CANCEL button allows you to cancel the present action and return back to the previous
screen.

List of Keyboard Shortcuts for the buttons:

1) Clear 2 Alt+R
2) Clear = Alt+L
3) Issue = Alt + |
4) Return = Alt+R
5) Renewal > Alt + W
6) Signature = Alt+N
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7.1.2.

7) Clear =2 Alt+C
8) Close =2 Alt+S
9) Item Details = Alt+D
10) Member Parameters 2> Alt+P
11) Book > Alt+B
12) Members =2 Alt+M
13) Members 2> Alt+B
14) Print > Alt+P
15) Accession Register 2 Alt+ A
16) E- Mail > Alt+E
Charging:

1)

2)
3)
4)

5)

6)

7)

8)

In this screen you can issue multiple items at one time. This can be done in two ways, that
is, either by using a scanner or entering the accession numbers manually from the
keyboard in the top left corner of the screen.

Select Circulation menu and click on the Charging submenu, to activate the screen titled
as Issue/ Charging.

Once you select Charging, a message box appears as “Are you using scanner...”Click
the Yes or No option based on your preference.

If you are not using the scanner, then after inserting the Accession Number, you have to
press the Enter key from the keyboard.

Insert the Member ID and enter all the desired accession number of the items. The entered
details will be displayed in the grid along with other details as Accession no., ltem type/
Category, Title, Due Date, Status, etc. Also, the Member Details can be viewed at the top
of the screen.

Click Issue button, to issue the items in the list. If the item has been allotted, then it will
display that the item is already issued, else it will give as issued.

Issue and Print button will first display the list in the grid and then will take you to the
preview in Notepad format for the item that has been issued, along with the member
details at the top of the page.

Also, HTML and Excel Print options are present in addition.

This screen, allows you to take the signature of the concerned member in the space
provided at the bottom of the screen.

List of Keyboard Shortcuts for the buttons:

1) lIssue = Alt + 1|

2) Issue And Print = Alt+A
3) Clear = Alt+L
4) Close 2> Alt+C
5) Signature = Alt+N
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7.1.3. Overnight / Reference Circulation:

188 Overnight Circulation

Overnight Circulation Date
€ Internal\Reference Circulation [ ;Zz-nll\l]:tain]snnnz Trem Type: Oonk
= OverNight', On-Request Circulation l_ Issue Title Silas Marmer — N
- 5|
Acen, No, [000002 Clea;l Return (Author(s) Sheshagiti Rao, L. S
Member IT» [engD1 Clearl List All [|[Call No  823RA0 Category: Main Library Books
Location HALL-46-2:8

Member Dietails

|ﬁame Meeraja K.

Profile Head ofthe Department
Dept English

Sort records by PRINT Course

Tuesday ,18- Jul -2006 ~
GRS ¥ ﬂ Set Time Defaultl
=1

Due Time |[10:00:00 AM

[ % . l[ Clear | Close ” Branch
Eoll Na 0
Trans# |Accn Mo |Memberld  [Mame Due Date Due Time PastDue Hours
52551 | 000001 engli Meeraja K. . 17-Jul-2006 | 10:00:00 P 1}
62583) 000002 engll Meeraja K. . 18-Jul2006 | 10:00:00 A 0
62585| 000003 engl1 Meeraja K. 18-Jub2006 | 10:00:00 Ak o]
52687 | 000005 engli Meeraja K. . 17-Jul-2006 | 10:00:00 P 0

Figure 7.1.3

1) This screen allows you to issue an item under the overnight circulation or reference
circulation category. Here, you are also able to perform the return operation for an item that
is issued under Overnight/Reference circulation.

2) This screen can be accessed by, selecting the Circulation menu and clicking on the
Overnight Circulation submenu. You can open this screen directly from the Circulation
screen by clicking on the Overnight Circulation button.

3) Once the screen is activated, select whether the transaction is being made for Internal/
Reference Circulation or Overnight/ On-Request Circulation.

4) If Internal/ Reference Circulation is selected then only Due Time is enabled, as this item,
has to be returned back within the working hours of the library. This option is highlighted by
red color.

5) If Overnight / On-Request Circulation is selected then both Due Date and Due Time are
enabled as this item can be issued for only 24 hours. These fields are set automatically as
soon as the options are selected. This option is highlighted by green color. You have the
option to set the time by making the changes in the corresponding field and then clicking on
the Set Time Default button.

6) Enter the Accession number and the Member ID and press the Issue button to issue the
item. The corresponding Item Details and the Member Details are displayed on the right
side of the screen for your reference. Once the item is issued it will be displayed in the grid
along with other details.

7) To return the item, select the item from the list and press the Return button.

8) List All button, displays all the items in the grid, which are currently under circulation, for
any of the above two options.

9) Sort Records By option allows you to search for records more easily by selecting any one
of the options from the list. Also, you can view the print preview in Notepad or Excel
format.

List of Keyboard Shortcuts for the buttons:

1) Clear = Alt+R
2) Clear = Alt+L
3) lIssue = Alt + |

4) Return > Alt+R
5) List All = Alt+L
6) Set Time default => Alt+S
7) Clear = Alt+C
8) Close => Alt+L
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7.2.

7.1.4. Periodical (Loose Issue) Circulation:
How to perform Circulation of Periodicals?

1)

2)
3)

4)

5)

6)

This is a very important screen wherein you are able to perform the circulation function
such as issuing an item, returning an item and renewal of an item by entering the member
ID and accession number.

Click on the Periodical (Loose Issue) Circulation submenu from the Circulation pull
down menu.

Through this screen you can perform Issue, Return and Renewal of the periodicals by
pressing the respective buttons.

In order to see, if a specific item has been issued, simply enter the accession number. The
Periodical name, Issue date, Due date and Renew date will be displayed in the grid. Also,
the Item Details of the record will be shown at the right side of the screen.

Similarly, if you enter the Member ID, the information of the member will be displayed on
the right side as Member Details.

Extensive search facility for Loose Issues and Members are also provided, which will take
you to the respective search screens. Once you find the desired records through the
search screen, double click on the selected record. This will directly copy the Accession
Number and Member ID separately into the respective fields, in the Periodical (Loose
Issue) Circulation screen.

List of Keyboard Shortcuts for the buttons:

1) Issue > Alt + 1
2) Return 2 Alt+R
3) Renewal 2> Alt+W
4) Loose Issues 2> Alt+L
5) Members = Alt+M
6) Clear = Alt+C
7) Close = Alt+L

Listing:

This menu helps you in keeping a track of all the circulated items through different types of list

screens.

7.2.1. Item Status:
How to check the Item Status and Number of Copies in the Library:

1)

2)

3)

4)

5)
6)

7)

8)

Using this screen, you are able to know the status of an item, whether an item is available,
issued or in waiting. Also you are able to keep a track of the number of copies present in
the library for the desired item, by entering the Accession Number or Title number.

To access this screen, select the Listing menu and click on the Item Status submenu or
by using the keyboard shortcut Ctrl + 1. This screen can also be opened from Catalogue
and Accessioning module.

An Item/Reservation Status screen appears, prompting you to enter the Title Number or
Accession Number. Now, click on the Inquire button to search for your desired record.

A brief description about the item will be displayed at the top right corner of the screen.
Also, all the details that were entered for the particular title no. or accession number will be
displayed in the tables.

Two tables titled as Item Status and Reservation Status is displayed on the screen.

Item status table gives information about to whom the book has been issued to. It will tell
when it was issued, when it was renewed and when is the due date. It also shows you, the
status of the item whether it is Issued, Allotted or Available and other related information.
Similarly, Reservation status table provides information related to reservation status of
book or non-book item, along with the date of reservation, time, member id, name,
reservation expiry date and status of the reserved item.

Here you can reserve any book for yourself, whether the selected book is available or
allotted, by clicking on the Reserve button. The detailed procedure for reserving a book
has been explained in OPAC module titled as Procedure for reserving any item. You
may refer the document by going to the above module.
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List of Keyboard Shortcuts for the buttons:

1) Inquire = Alt+1

2) Reserve = Alt+R
3) Clear = Alt+L
4) Close 2 Alt+C

7.2.2. Circulation List:

1) This screen allows you to keep a track of all the past circulation as well as the current
circulation based on item type, member type, issue date and return date. You are also able
to list the items that have been categorized under only due and with/without due sections,
by selecting due only and all option respectively.

2) To open this screen click on the Circulation List submenu from the Listing menu.

3) Start entering the details in the Selection Criteria box present at the top of the screen.

4) After you have entered the details select the Type of Listing that you wish to view like, All,
Current Circulation and Past Circulation.

5) If you select Current, then you can see all the current circulations of item types and also the
items that are having dues. If you select Past Circulation, then you can see all the items
types that were circulated in the past and so on.

6) There is also an option to view either All or the Due Only circulation list. This will help in
saving your time as you are able to view for particular criteria.

7) Once all the selection criteria have been entered, click on the List button to get list
displayed on the screen.

8) In the Sort Criteria list box, you have the option of sorting the displayed list as per your
requirement.

(98 Circulation Listing

Circulation Listing

Selection Criteria

Item Type I j Type of Listing : ¢ Al

D W = Current Circulation ¢ Past Circulation

DueDate  [{™17-.Jul-2006 = AN Due Only

PRINT

Memt = List Clear | Close boA

] =] | I| | =]l le

Sort Crilerial > I_ Periodical{Loose Issue Accn No)

Trans Nu.lllem Type ‘Accesslun NU.‘TI“E |Member IDlMember Name ‘Due ‘Issue Date |Due Date C
2052 | Book 023503 INTRODUCTION TO RAL ECDT37 | GOPAL A BIDK: Due T1-Jul-2002|  11-Jul-2003 |
3308 | Book 015157 DEMYSTIFYING TCP AF CS0T08 | RAVIMNDRA G D Due 01-Aug-2002| 28-Jan-2003
3309 Book 026362 LAUGH WITH LAsMAN | CSDT0S | RAVINDRA G D Due 01-Aug-2002| 25-Jan-2003
3375 | Book 004531 PRIMCIPLES OF COMN ECDTT1 MY LATTE Due 01-Aug-2002| 28-Jan-2003 H
3395 | Book 024306 PRINCIPLES OF COMI ECDT28 |5 S KERUR. | Due 01-Aug-2002| 28-Jan-2003
3417 | Book 010545 DIGITAL ELECTRONICS  ecdt34 KALMESHWAR Due 01-Aug-2002| 28-Jan-2003 H
3427 | Book 022941 COMPUTER INTEGRAT | WMEDTO? |5 K DHULKHEL Due 01-Aug-2002| 28-Jan-2003
3494 | Book 022720 MICROPROCESSOR Af eedi03 H M NAGARAL . Due 01-Aug-2002| 25-Jan-2003
3753 | Book 027265 FINITE ELEMENTS IN E/MEDT20 | D' PATIL Due 02-5ep-2002| 01-Mar-2003 H
4118| Book 012728 ELECTRONIC DEVICES ECDT13  |UDAYKUMAR = Due 30-Sep-2002| 29-Mar-2003
4275 | Book 014357 HIGHER ENGINEERING| medt20 D PATIL Due 01-Oct-2002| 30-Mar-2003 |
5152 | Book 026378 MICROPROCESSOR Allcsdil13 JAYATEERTH v Due 04-0ct-2002 | 02-Apr-2003 |
5257 | Book 027332 COBAL PROGRAMMINGECDTTI  |UDAYKUMAR £ Due 05-Oct-2002| 03-Apr-2003 |
54596 Book 025952 EMGINEERING CIRCUIT ECDT13  UDAYKUMAR & Dus 03-0ct-2002 | 07-Apr-2003 |

KNI =

Figure 7.2.2
List of Keyboard Shortcuts for the buttons:
1) List S Alt+L
2) Clear 2> Alt+E
3) Close = Alt+C

7.2.3. Periodical (Loose Circulation) List:

This screen will list the current circulation of periodicals corresponding to a particular
member. This will be useful while generating the reports.

Select the Listing menu and click on the Periodical (Loose Circulation) List
submenu to view the screen. This is a separate screen mainly used for listing records related to
all the Periodicals that are circulated from the library. Enter the Member Id and click on List
button, so as to get the periodical name, to whom and when it has been issued, how many
times it has been renewed and what is the return date etc. You can also sort the list as per your
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7.2.4.

requirement by selecting any one from the Sorting Criteria. Print preview for Notepad and
Excel formats are also present.

List of Keyboard Shortcuts for the buttons:
1) List => Alt+L
2) Close = Alt+L

Member Due List:
s Circulabionuelist

1)

2)
3)
4)

5)
6)

7)

8)

Circulation Due list

Department | L‘

Profile [ 5T sTUDENT | [ Type = ]

Course | = [Memher D | |]

Branch | =]

I_ Periodical(Loose Issue Accn No) PRINT
[Surling Criteria l _‘_i ] | List | Print Selected | Clear | Close ||||
Member Id |Name |Accession No‘Trans Mo |Fine (Rs) |F’aid (Rs) |Waived (Rs) ‘Due (Rs) ‘Depanmem
25004C5068 | MISS SOUJANYA H. 029961 102021 7.00 0.o0 0.oo 7.00 Computer Scie
25D04C5065 MISE SOUJANYA H. 032237 124188 15.00 0.00 0.00 15.00 Computer Scie
L2B3 SANTOSH TALAYWAR 022104 123733 45.00 0.00 0.0o 45.00 Mechanical Er
L2683 SANTOSH TALAWAR 025450 124570 7.00 0.00 0.00 7.00 Mechanical Er
TOTAL 74.00 0.00 0.00 74.00

K | i

Double click on Item to pay the due

Figure 7.2.4

This screen allows you to keep a track of all the transactions, which are due, depending
upon member type, member id, department, profile and course and the same dues can be
paid back with the help of this screen. This will also be helpful while generating the reports.
The screen titled as Circulation Due List can be accessed by, selecting the Listing menu
and selecting the Member Due List.

The due list can be displayed for Department, Profile, Course, Branch, Member Type
and Member ID.

Select any criteria from the above options and click on the List button, to view the
corresponding list that is displayed in the grid along with other information.

You can sort the list as per your requirement by selecting from the Sorting Criteria.

When you have to pay the due, double click on the desired record from the list. This will
prompt a small screen Due Payment to appear on the screen. The Member ID and the
current Date will be automatically generated. Now select the Transaction Number
Accession Number for the particular member id. This will automatically generate the
Amount Paid and Amount Waived. If you want you can also enter the amount in the
above field but it should be noted that the amount should be less or the same as displayed
in the grid. Enter the Receipt Number and select either Pay & Display Receipt button or
Pay & Printer O/P button.

If you select Ok button without selecting the other two then the data will be updated and the
due record will be removed from this list.

One additional feature of this screen is that you can send this due list to the concerned
member by selecting the member id from the list and pressing the Print Selected button.

List of Keyboard Shortcuts for the buttons:

1) List 2 Alt+L
2) Clear 2> Alt+L
3) Close =2 Alt+C
4) Print Selected 2> Alt+P
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7.2.5. Reservation Status:

:
Reservation Status

il All I Item Type
From Date (0o cct-2001 - Title
e = Authors) Binding
L it CERt 208 — Total On Hand
Member ID 0550239 [t (st Available
RINT Send EMail Remainder to All | Send EMail Remainder |
| Sorting Criteria > | = ‘ _ Close |
Member I|Memher Name |Tit|e ‘Title No #‘Accn No ﬁa|Status |Resenre Da!|AIIuﬂe
0550233 M KIRAN KUMAR . EMNGINEERING MATHEMATICE 025340 | 025344 |Allotted 17-Jul-2006) 17-Jul
[pouble click ko cancel the reservation
L] 1|
Double click on Item to delete the reservation

Figure 7.2.5

1) This screen allows you to keep a track on the status of a particular item by selecting the
date option present in the screen. Here you can also cancel the reservation of an item by
double clicking on that particular item displayed in the grid.

2) This screen can be accessed by, selecting the Reservation Status submenu from the
Listing pull down menu.

3) Once the screen is opened it prompts you to enter the Date and Member ID.

4) Select Date as All and enter Member Id. Now, click on the List button to get the list with all
dates like reserved date, allotted date, expiry date, etc.

5) If you select any record other than All date, then the From Date and To Date are also
enabled, so that you can select the desired time period. If you click on List button, without
entering member id you will get the list of all the members. The Send E-Mail remainder to
all button will be enabled and you can send the status of the reservation to all the members
whose names are listed in the grid.

6) If you click on List button after entering the member id, you will get information about only
the entered member id. The Send E-Mail remainder will be enabled and you can send the
status of the reserved item only to the above member.

7) When you want to cancel the reservation, double click on the item. A message box appears
asking you whether you want to cancel the reservation of the particular title number by the
respective member id. Press Yes button to cancel the reservation. Now, the particular item
will be removed from the displayed list.

8) The Item Details can be seen at the top of the screen, by selecting any record from the list.
Here also, Sorting Criteria is present so as to sort the list as per your requirement.

List of Keyboard Shortcuts for the buttons:
1) List = Alt+L
2) Close =2 Alt+C
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7.3.

Reminders:

7.3.1.

7.3.2.

7.3.3.

Circulation — Reminders:

B8 Circulation Reminders

Selection Criteria Cﬁrﬁﬂﬁﬁﬁn z Rﬁmﬁnﬂeﬁ

Department I

Profile SC STUDENT

tem Type j

Issue Date |1 !o-5ep-2001 -
DueDate || 1%5ep2001 ¥

Type of Listing: <~ Al Due Only

Course Mone

Branch Mone

Lelefuel (e

MemberType Al
Member 1D

| Sort Criterial

Format 1

List | Print I Clgarl Close |

Format 2
j E-Mail to Selected (Same D). | E-Mail to Selected (Different IDs)

Trans No.||tem Type |Accession Mo |Tit\e |Member ID|Member Marne ‘Due |\ssue Date |Due Date |C
114007 | Book s00006 ENGINEERING MATHE!N 055d233| M KIRAN KUMA Due 10-har-2005 | 27-Jun-2006 | 5
114008 | Book =00466 EMGINEERING GRAPHI|  05sd233 | M KIRAN KUMA Due 10-Mar-2006 | 27-Jun-2006| 5
114009 | Book s00462 ELEMEMNTS OF ELECTF  055d239 | M KIRAN KUMA Due 10-Mar-2006 | 27-Jun-2006 | 5
123735 | Book 025352 | EMGINEERIMG MATHE! 0530233 b KIRAN KUNMA Due 17-Jun-2006| 01-Jul-2006| M
123802 | Book 030542 | DETAILED TEXTECQOK §) 0550239 | M KIRAN KUMA Due 18-Jun-2006|  03-Jul-2008 | M
123895 Book 024901 |[EMGINEERING CHEMIZ  D55d2359 | W KIRAN KUMA Due 15-Jun-2006 | 03-Jul-2006 | I

K| I

" Select All i+ Deselect All

Figure 7.3.1

1) Using this screen, you are able to send the reminders to all the members who have issued
items under the current circulation. You can send reminders either to an individual or to all
the members.

2) To enable this function, select Circulation Reminders submenu from Reminders pull
down menu.

3) Here also, you have the option to select from the Department, Profile, Course, Branch,
Member Type and Member ID that are grouped under Selection Criteria. After selecting,
click on the List button to view the entire list. To customize the list, you can choose either
All or Due Only radio buttons from the Type Of Listing.

4) More options like Item Type, Issue Date and Due Date are provided to further customize
the list.

5) Select any record from the list and click either of the two Formats to see the preview in
Notepad/ HTML format of the selected record only. You can send this format as e-mail
reminder to the concerned member.

6) E-mail to Selected (Same ID) and E-mail to Selected (Different IDs) button are provided
to help you in sending reminders to the respective members.

List of Keyboard Shortcuts for the buttons:
1) List => Alt+L
2) Clear = Alt+E
3) Close =2 Alt+C
4) Print => Alt+P
5) E-Mail to selected (All) = Alt+E

E-mail reminder to all (Reservation):

This screen can be opened from the Reminders menu and selecting E-mail Reminder
to all (Reservation) submenu. The importance of this screen is that from this screen you can
send e-mail reminders to all the members regarding the reservation of any items. For this
feature, Internet facility must be present in the system.

E-mail reminder to all (Due):

This screen will generate reminders and send them through E-mail to all the library
members who have borrowed an item that has extended beyond the due date.
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This screen can be accessed from Reminders > E-mail Reminder to all (Due)
submenu. Here, you are able to send e-mail reminders to all the members regarding the due
details of any item. For this feature, Internet facility must be present in the system.

7.4. Reports:

7.4.1. Customized Reports — Circulation:

1) This screen gives you the customized reports of the current as well as the past circulations.
You can search for the items by selecting from the various fields, and then get the
corresponding reports from the result screen.

2) To activate this function select Reports menu and then click on the Customized Reports-
Circulation submenu.

3) A screen titled as Customized Search Circulation appears along with Current
circulation and Past circulation (Already returned) options. Enter your preference by
selecting from the various search criteria present in the screen.

4) You can search by Accession Number, Category, Department, etc. While selecting a
particular criterion, the corresponding fields will be displayed next to it from which again
different selections have to be made.

5) This feature allows you to enter one or more search criteria, along with the combination of
Boolean Functions such as AND /OR.

6) For e.g., suppose you select AND option and go for next selection criteria, then it searches
for the circulation, which satisfies both the condition. If OR option is selected, then it
searches for the circulation which satisfies any of the two conditions.

7) After listing the desired search criteria from the various fields, click on Search button. This
will prompt the results of the selected criteria to be displayed in another screen named as
Customized Search Results Circulation screen.

8) Once the records are displayed on the Customized Search Results Circulation screen,
you can sort the records, by choosing the available data from the Sort criteria option.
Here, you are able to view the No. of Records for the entered criteria along with other
information like title, author, item type, subject etc, which are displayed in the grid.

9) Click Print to print your report in HTML, Excel or Text Format. Select the boxes of the
required Fields and Field Length from the given options. All the marked fields are listed in
the box, provided at the right side of the screen.

10) If you want to arrange the marked fields according to your priority, then select the particular
field from box, by a single click of the mouse. Now, click on the Up or Down arrow keys
depending upon your priority.

11) Also, you can sort the records, by three combinations present in the Order By fields
namely First, Second and Third, where the preference is given to the First.

12) In the Notepad Format, two additional options, “Comma separated (Full Length) and
Comma Separated” are given. This will cause the reports to be displayed in such a way,
where all the fields are separated by commas, instead of being displayed in the default
tabular format.

List of Keyboard Shortcuts for the buttons:

1) Search = Alt+S
2) Clear = Alt+L
3) Close =2 Alt+C
4) Print 2> Alt+P

7.4.2. Circulation Statistics:

1) This screen allows you to keep a track of the current and past circulation statistics
depending on the item type, member profile, category, department, course, vendor and
subject fields as well as generate the respective reports.

2) To enable this function, click on the Reports menu and select the Circulation Statistics
submenu.

3) A screen titled Current and Past Circulation Statistics appears prompting you to select
from the Choose Field combo box.

4) The list will be displayed in the screen with statistical reports for the Current and Past
Circulations.
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5) Sort By allows you to sort the list as per your preferences and also you are able to view the
Print preview of your reports in three formats namely, HTML, Excel or Text Format.

List of Keyboard Shortcuts for the buttons:
1) Close 2> Alt+C

7.4.3. Circulation Statistics datewise:

1) This screen allows you to keep a track on the statistics of issued and returned items, within
a specified date range. This screen provides detailed reports regarding the transactions
that have been performed each day.

2) Go to Reports menu and select the Circulation Statistics — Datewise submenu to open
the screen.

3) Inthe screen titled as Date Rangewise Circulation Statistics select the required Date
Range and click the Ok button.

4) The entire records starting from the From date will be listed in the screen in the Date — Day
form along with the issued and returned statistics.

5) Sort By is provided, so as to sort the list as your requirements. Print option is also
provided.

List of Keyboard Shortcuts for the buttons:
1) Close 2> Alt+C

7.4.4. Circulation Statistics Datewise (Advanced):

i, Date Rangewise Circulation Statistics =] =]
Date Rangewise Circulation Statistics {(Advanced)
ﬁnher TypeIAll vIEEEEFromh? Jun-2008 | To[17-Jui-2006 =] \
Choose Field Categﬂn{ - (" Books { Mon Books ¢ All

PRINT GRAPH REPORT

|-|%|@|| EIChanlLineGraphll

Category Total Collection T| Staff - Issutl Staff - Retu | Student - Isl Student - Rl Depanmenl Cepartmer
rMone 138 a 1] 1] 1] 1] 1]
Issue Section 5861 o 1] 1] 1] 1] 1]
Reference Sectian 1398 u] 1] 1] 1] 1] o
Book Bank 1397 a o 1 o o 0
Gifted Books 4 a 1] 1 2 1] 1]
SCI/ST books 1 a 1] 1] 1] 1] 1]
Category 1 a 1] 1] 1] 1] 1]
Is5uUe 133 o 1] 1] 1] 1] 1]
Reference 8 u] 1] 1] 1] 1] u]

N 2

1) Using this screen, you are able to keep a track of all the transactions that are performed
within a specific date range, based on member type, member profile, category, department
and course. This will be helpful while generating the reports.

2) This screen can be viewed by selecting Circulation Statistics Datewise (Advanced)
submenu from the Reports menu.

3) Here, more additional features have been provided for giving you an advanced statistical
report corresponding to the desired Date range that you enter.

4) Select the desired Member Type from the combo box. According to the criteria that you
have selected, additional fields will be added. Select from those fields if you prefer and click
on the List button, to view the list along with other information like Issued, Returned,
Renewed, Total Transactions, etc.

5) Apart from the Print reports you can also view Graph Reports for the displayed statistical
list. Pl Chart and Line Graph options are present for the graphical reports.

6) Sort By allows you to sort the records in the Ascending or Descending types.

Figure 7.4.4

List of Keyboard Shortcuts for the buttons:
1) List => Alt+L
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2) Clear
3) Close
4) Pl Chart

7.4.5. Other Reports:

2 At+L
2 Alt+C
2 At+P

. Easylib - Circulation Reports

Reports - Circulation
=+~ Issued

Items Issued (Profilewise)
Lo Ttems Issued (Coursewise)
= Fine

\--Fine Statement

" Due Report
-~ Tesue Track
~-Books Circulated Most
~-Reading Analysis

Reading Analysis(Pie-Chart)
[=l-~ Reports - Members
~-Bank Circulation Parameters

MNon-Book Circulation Parameters
Mo Due Certificate
Mo Bue Certificates Tracking
woo-Repeated Defautters List

Select From and To Dates

’701—Feb—ZUU1 vITD 0 -Feb EIIE

o

Clear Close

Figure 7.4.5

1) The entire reports in Circulation system have been grouped under this submenu. This
screen can be accessed by selecting the Reports menu and clicking on the Other Reports

submenu.

2) Issued, Fine and Reports-Members are some of the main topics for which reports can be
generated. Plus sign (+) indicates that there are various sub reports available under that

particular main report.

3) The list has been shown below for your reference:-

A. Issued
Items Issued (Profilewise)
Items Issued (Coursewise)

. Fine
Fine Statement
Due Report

. Issue Track

. Book Circulated Most

. Reading Analysis

. Reading Analysis (Pie Chart)

. Reports — Members
Book Circulation Parameters
Non-Book Circulation Parameters
No Due certificate
No Due certificates tracking
Repeated Defaulters List.

o

OmMmoOoO

7.5. Analysis:

7.5.1. Usage Statistics:

1) This screen is required to keep a track of the usage statistics of each item present in the

library, based on your requirements.

2) To enable this screen go to Analysis menu and select Usage Statistics submenu.

3) This report analyzes the entire circulation data for a given period and gives the usage
statistics of that particular item in the library.

4) Start Date, To date and Desired % of usage are the mandatory fields that must be filled.

5) With the help of this screen we can do an analysis about the Most/Least Used items by

clicking the above button.
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6)
7)

8)

. USAGE STATISTICS — 101 =

*Desired % OF Usage 2

Minimum Ho Of Copies |2

Analyze Data button will allow the system to upload all the records that are present in the
library and do the analysis.

On clicking All ltems or Most/Least Used buttons, you are able to view the crystal reports
according to the respective departments.

The way the calculation for the usage statistics is done has been shown below:-

For e.g. you have 10 copies of a particular book.
Possible circulation days:-
365 days x 10 copies = 3,650 days
Suppose the total number of days the books are out of library = 3,000 days
Circulation Percentage = 3,000 * 100 / 3,650 = 82.19 %
This means that the book has been in library for only 17.81% of days and on
remaining days it has been out.
Usage percentage has been = 82.19%.
Suppose you want to maintain availability at 40% and the usage percentage at 60%,
then the system would tell you how many books you need to procure.
Here in this case, the number of copies to be procured is:--
For 82.19 %, you need 10 copies
For 60%, how many copies are needed?
(82.19x 10) /60
= 13.69 copies
= 14 copies needed total (approximately)
Since, you have already 10 copies,
The number of additional copies need to be procured = 4
This calculation can be done for all books and the circulation data for a given period
can be obtained accordingly. It will also calculate the associated cost and calculate the
sum total by each department.
Using this report, straight away you will be able to come up with the cost estimation.

Usage Statistics

Analyze Data I All tems I Most'L east Used I

Order By Circulation Ratio ¢ Ascending ~ Descending

Above % |55 Below % |4

*Mandatory Fields Close I

- | Enter the Lower walue for Circulation Percentage. = Figure 751

List of Keyboard Shortcuts for the buttons:

1) Analyze Data 2> Alt+Z
2) All ltems = Alt+A
3) Most/Least Used = Alt+M
4) Close =2 Alt+C

7.5.2. Profilewise Issue Statistics:

This screen allows you to keep a track of the usage statistics of each item present in

the library, according to each profile.

To access this screen, click on Profilewise Issue Return submenu present in

Analysis main menu. This screen gives you a comparative picture of who is borrowing what.
This will help you to set the circulation parameters like who can borrow how much and where
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it's allocated extra but not used much. Here also, the Start Date and End Date are mandatory
fields. The crystal reports can be viewed by clicking on the Tabular Report and Pie chart
buttons. Before the reports can be generated the data analysis must be done by clicking on the
Analyze Data button. The crystal reports will be generated according to the profile of the users
for each department.

- 10| =]

. PROFILEWISE ISSUE RETURMN

Profilewise Issue Keturn

Analyze Data | Tabular Report I Pie Chart |

*Mandatory Fields Close |

| Select The Start Date. & Figure 752
List of Keyboard Shortcuts for the buttons:
1) Analyze Data 2> Alt+Z
2) Tabular Report 2> At+T
3) Pie Chart > Alt+P
4) Close 2 Alt+C
7.5.3. Reading Analysis:
138l Reading Analysis -0 =|
Reading Analysis
"4 ™y
AccnNo nooooon
Member ID (0001
QK Clear | Close
\, J
Figure 7.5.3

This screen can also be viewed from the Analysis menu. Using this screen, you
are able to keep a check on the readers as well as the number of times a particular
item has been issued or transactions that have been.

List of Keyboard Shortcuts for the buttons:

1) Ok 2 Alt+0
2) Clear = Alt+L
3) Close =2 Alt+C
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7.6.

Setup:

7.6.1. System Parameters — Circulation:

i, Systen Parameters - Circulation — 0] =1

Circulation System Parameters

[ Unexpected Holiday(s) Fine Calculation

Apply |

I+ Issue/Renew Reserved{Allotted) Item

Apply |

Hotify Reserved(Allotted) Item on Renew/Return

i Yes = Mo Apply I

Close

Figure 7.6.1

This is a simple screen where you can set the system parameters for Unexpected
Holiday(s) Fine Calculation, Issue/Renew Reserved (Allotted) Item and Notify
Reserved (Allotted) Item on Renew/ Return. Select the required fields and press the
Apply button to set the changes.

List of Keyboard Shortcuts for the buttons:
1) Apply 2> Alt+A
2) Close 2> Alt+C

Note: All the submenus displayed below have been explained in detail in the Setup
and Security module, under the Initial Setup Screens submenu. You may refer the
document by going to the above submenu.

7.6.2. Member Parameters:

1)

2)

3)

4)

5)

6)

7)

8)

This screen is essential for setting the member parameters like, category of books allowed,
maximum number of items renewed, maximum number of items issued, maximum number
of reserve days, etc. Here, you are also able to set the surcharges for a particular category
along with the corresponding profile.

This function can be accessed from the Setup menu, by clicking on the Member
Parameters submenu.

The setup screen appears prompting for member profile to be selected. Here, you can
choose any profile from among the entire list of users in the library like, Professor, Reader,
Lecturer, and so on.

After the member profile has been selected, you can set the parameters for that profile
according to your preference. If the parameter has already been set then it will be
displayed on the screen as soon as you select the profile.

In this screen, two main parameters namely, Book Parameters and Non — Book
Parameters can be set for a particular profile.

Parameters will be like category of books allowed, maximum number of items
permitted, max no. of issue days, maximum no. of reserve days, Fine/day in INR and
maximum number of renewals. These are same for both Book Parameters and Non —
Book Parameters.

To add a new parameter, just type the information and press Ok. If Ok button is disabled,
then press Clear button to enable it. Once you enter information and press Ok, the
information gets inserted and circulation parameters come into immediate effect.

With this feature, you can restrict a certain section of the books to a certain profile, as you
prefer.
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9) Another advantage of this screen is that, you can set the default Maximum Number of
Allotments/ Reservations for book as well as non-book for a particular profile.

10) Surcharge button allows you to calculate the surcharges for the respective members. You
can also add or delete the surcharges.

11) Once you set the parameters, this will be applicable to all the functions. In case, any
change has to be made, then you have to come back to the member parameters screen
and modify the changes.

12) The print preview for the Notepad and Excel format can be viewed by clicking on the
respective buttons.

7.6.3. Holidays
7.6.4. HTML Setup
7.6.5. Toolbar
7.6.6. Screen Setup
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8. Digital Library:

Digital Library is a mechanism for storing information in digital form and giving easy access to the
material. It acts as a databank for all the softcopy documents that are present in the library. This
module allows you to keep a track of all these documents in an effective manner.

How to access the Digital Library module?

a) Click once on the Digital Library module, which appears on the front page of Easylib software, to open
the Easylib Login screen

b) Enter the correct User ID and Password.

c) The main page appears containing a list of all the menus and sub-menus of Digital Library module
which are displayed below: -

8.1. Digital Library
8.1.1. Manage Digital Subscriptions
8.1.2. Digital Subscriptions
8.1.3. URL Indexing
8.1.4. Digital Subscription Content Manager

8.2. Reports
8.2.1. Customized Reports - Content Subscriptions
8.2.2. Customized Reports — Digital Subscriptions

8.3. Search
8.3.1. See the list of Digital Subscription

8.4. Setup

8.4.1. Department
8.4.2. Publisher
8.4.3. Vendor
8.4.4. Frequency
8.4.5. Currency
8.4.6. Subject
8.4.7. Html Setup
8.4.8. Screen Setup

8.5. Window
8.6. Help

8.1. Digital Library:

8.1.1. Manage Digital Subscriptions:

This screen can be accessed by going to the Digital Library menu and selecting the Manage
Digital Subscriptions submenu or you can open this screen by pressing Ctrl + D, from the
keyboard. A screen titled, as Digital Subscriptions Details appears, where you are able to
view the list of previously entered data, if any. This screen has been explained in detail in the
OPAC module. You may refer the document by going to the respective module.
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8.1.2.

Digital Subscriptions:

1) Using this screen you are able to enter all the details regarding the digital subscriptions.
This will be helpful while generating the reports, maintaining online subscriptions, etc.

2) This screen is similar to the book accession register screen wherein all the details about
the subscription can be entered.

i, Digital Subscription _IEI 5'
Digital Subscriptions
A Sl | Inquire | |d= | = | = | = | \
Title Indian Social Mathematics
ClassificationNo (510 330 Subscription From Date  Subscription To Date
UserlD math |03-Aug-2uu1 = 03-Aug-2001 v
Password india Currency j_l

Department
Publisher
Publisher EMail

Mathematics | Subscription Amount 0.00

_I Subscription Amount{INR) |0.00

Ledle

Vendor - |
Frequency - |
URL a8 asylibsot.com
Recommended By
Remarks ;l
[
I.."'.'.'."'.'.""'.'."'.'.'."'.'."'.'.'."'.'.'."'.'."'.'.'."'.'.""'.'."'.':'
Ok | Modify | Delete | Clear ;

.

Figure 8.1.2

3) To activate this function, click on the Digital Subscriptions submenu present in the Digital
Library menu.

4) Enter the data in the Subscription Number, Title, User ID, Password and URL, etc. to
enter a new record and then click on the Ok button.

5) If records are already present, then it will display the first previously entered record on the
screen.

6) Scrolling through the saved records can be done with the help of the navigation buttons.

7) Tofind a particular record, enter the Subscription Number and press the Inquire button. It
will display all the entered fields on the screen.

8) All the digital records that you enter through this screen will be listed in the Digital
Subscriptions Details screen for your reference.

List of Common Buttons:

YV VYV V YV VVVVY VYV

Ok button allows you to add a record to the database.

MODIFY button allows you to modify or change any record or fields according to your
preferences.

ADD button allows you to add a record to the database.

DELETE button allows you to delete a record from the database.

CLEAR button allows you to clear the records from the currently viewing screen.

CLOSE button allows you to end the current operation and return back to the previous or main
page.

INQUIRE button gives you the option to view whether the particular record exists or not. If the
record exists then it will display it or else a message appears that this record does not exist.
CANCEL button allows you to cancel the present action and return back to the previous
screen.

€ And =>» buttons allows you to scroll through the Previous Record and Next Record
respectively.

| €And =»| buttons allows you to go directly to the First Record and Last Record respectively.

List of Keyboard Shortcuts for the buttons:

1) Ok 2 Alt+0
2) Modify 2 Alt+M
3) Delete = Alt+D
4) Clear 2> Alt+C
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5) Close

6)

Inquire

8.1.3. URL Indexing:

1) This screen is used for adding the URL path and other details of a particular periodical so
that whenever you want to subscribe that periodical again you can do so by getting the
details about the URL from this page.

Easylib Library Automation Software — User manual.

2 Alt+L
> Alt + |

&, URL Indexing

URL Indexing

=101 x|

\

Keyword 1000% Mz The Cybersonic Magazine ...| Recommended By
I Subs No. ERLJaurnal | Contributor
Periodical Date(IS08601) 17-Jul-2006 «
Article Title 1000% Max The Cybersonic Magazine Type
Alternate Title Format
URL /Path it wsaess 1 0DOMAX com Identifier |
Description Music Site Language
Creator Rights
Date.X Matadat
| Creator Address LastModified 17- Jul -2006 j
Subject(1) Classification No.
Subject(2) .| soL
| | subjectea) ... | Dateof Expiry 17-Jul-2006 ¥
Publisher ... | Remarks d
Publisher j
Address
\ Add | Modify | Delete | Clear | |#= | - ap] | Close /

Figure 8.1.3

2) To enable this function point to the Digital Library menu and click on the URL Indexing
submenu.

3) Enter the details in the keywords, subscription number, article title, URL/path, etc. and click
on the Add button to save the record.

4) With the help of navigation buttons you have the option to scroll through all the previously
entered record.

5) You can also Modify and Delete records by clicking on the respective buttons.

List of Keyboard Shortcuts for the buttons:

1) Add > Alt+ A
2) Modify = Alt+ M
3) Delete = Alt+D
4) Clear =2 Alt+C
5) Close = Alt+L
8.1.4. Digital Subscription Content Manager:

This screen allows you to search for and display the records that have been entered
through the URL Indexing submenu. Go to the Digital Library menu and click on the Digital
Subscription Content Manager submenu. This screen has been described in OPAC module
under the Search Digital Library menu.

8.2. Reports:
8.2.1. Customized Reports - Content Subscriptions:

1) Like all customized search screens, this screen also allows you to first perform the
customized search on URL indexing, based on the entered criteria and then generates
report for the same in the HTML, Notepad and Excel format.

2) This screen can be accessed by selecting the Reports drop down menu and clicking on
the Customized Reports - Content Subscriptions submenu.

3) A screen titled as Customized Search on Digital Content Manager appears, where you
select the fields according to your search criteria and click on the Search button.
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4) Customized Search Results - Digital Content Manager screen appears displaying the
matching records.

5) Print button allows you to get the print preview in the HTML, Notepad and Excel format.

6) Sort Criteria helps you to sort the displayed list in the required format.

7) It should be noted that, this screen basically allows you to search for records that have
already been entered from the URL Indexing submenu.

. Customised Search on Digital Contenkt Manager =

Customized Search On
Digital Content Manager

@cﬁon Criteria \

[Funlisher
JurL
|Subseription =1 Indian Social Mathematics
I
| =l
I =l
\ Search I Clear Close
Figure 8.2.1
List of Keyboard Shortcuts for the buttons:
1) Search =2 Alt+S
2) Clear = Alt+L
3) Close = Alt+C
4) Print = Alt+ P
5) Ok = Alt+ O
6) Cancel 2> Alt+C

8.2.2. Customized Reports — Digital Subscriptions:

The second type of report generation screen can be opened, by clicking on the Customized
Reports — Digital Subscriptions submenu present in the Reports menu. This screen has
been described in OPAC module under the Search Digital Library menu.

198 Subscription Search . = |I:I| X|

Selection Criteria

IDepar‘tr‘nent ~lPhysics. LI_I
IAnd "I

ITitIe L||ph'y'sics|
IAnd vI

I —

L]

I Subscription Date

Figure 8.2.2
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8.3. Search:

8.3.1.

See the list of Digital Subscription:

1) This is a different kind of search screen, where the lists of records that have been
previously entered in the Digital Subscriptions are displayed. This will be useful while
generating the reports.

2) To enable this screen, select the Search menu and click on the See the list of Digital
Subscription submenu.

3) This prompts a screen titled Digital Subscriptions Details to appear. Double click on any
selected record to go to the Digital Subscriptions screen. You can also go here by
clicking on the Digi Subs button.

4) Sorting Options helps you to arrange the list according to your requirement.

5) Notepad and Excel format print button are present for generating the print preview and
take the print when necessary.

List of Keyboard Shortcuts for the buttons:

1) Close 2 Alt+C
2) Ok =2 Alt+0
3) Modify 2 Alt+M
4) Delete = Alt+D
5) Clear =2 Alt+C
6) Close 2> Alt+L
7) Inquire = Alt + |

8.4. Setup:

8.4.1.
8.4.2.
8.4.3.
8.4.4.
8.4.5.
8.4.6.
8.4.7.
8.4.8.

All the submenus displayed below have been explained in detail in the Setup and Security
module under the Initial Setup Screens submenu. You may refer the document by going to
the above submenu.

Department
Publisher
Vendor
Frequency
Currency
Subject

Html Setup
Screen Setup
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9. Reports:

All the reports that are generated for books as well as non-book items, in each module of Easylib

software, have been grouped together under this module.

How to access the Reports module? :

a) Click once on the Reports module, which appears on the front page of Easylib software, to open the

Easylib Login screen.
b) Enter the correct User ID and Password.

c) The main page appears containing a list of all the menus and sub-menus of Reports module which are

displayed below: -

9.1 Reports
9.1.4. Other Reports
9.1.5. Generates Barcodes
9.1.6. Date Rangewise Statistics

9.2 Analysis

9.2.4. Usage Statistics

9.2.5. Profile Issue Statistics
9.2.6. Reading Analysis

9.3 Window
9.4 Help

9.1. Reports:

Circulation
—|- Issued
Items Issued (Profilewise)
Items Issued (Coursewise)
—~Fine
l-Fine Statement
Due Report
Issue Track
Books Circulated Most
Reading Analysis
Reading Analysis(Pie-Chart)
—|— Accession System
- Mew Arrivals (Mon Accessioned)
= Accession Register
Library Item Statistics
Diistinet Books
Subjectwise Books (Graph)
Departmentwize Books (Graph)
Price(Rs) Rangewise Books List

Library Statistics(PI Chart)
= Stock Verification
Mew Title Arrivals

Vendor and Bill Mumberwise Books List

- Accession System

- Perindicals

Lo Periodcal Subscription Expiry Reminder
EI------Member‘s
“Book Circulation Parameters

~MNon-Book Circulation Parameters
“MNo Due Certificate
“MNo Due Certificates Tracking
-Repeated Defaulters List
= Budget System
Budget
E------Requisi’rion
[ == RFP

- Quotation

5---------Qu0‘ra‘ri0n Received

e (guatation Camparision Tt
EI Puchase Order

eVendor Detail
Binder Detail
All POs Repaort
PQ Invoice/Payment Report
Purchase Order
Items Mot Received

Figure 9.1

9.1.1. Other Reports:

1) This screen contains all the reports of the respective modules. To activate this
function, select the Reports menu and click on the Other Reports submenu.

2) In the screen, you see the following report options appear in a tree view structure: -
= [+] Circulation
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= [+] Accession System
= [+] Periodicals
= [+] Members
= [+] Budget System

3) [*] sign indicates that, there are various sub reports present under each menu. By
clicking on [+] mark, you are able to see other reports, which may contain further
sub reports. To see each of the reports click on the desired field and single click on
the mouse to get the corresponding reports displayed in the screen.

4) The reports that are generated here are of two types namely, Crystal reports and
Graphical reports. If you want to take printouts, then click the Print Icon on the
menu bar, to print the reports as your specifications, along with the current date
that is displayed at the top of the page.

5) The entire tree view structure has been briefly described below:-

1. Circulation:

>

>

Issued

= Jtem Issued (Profilewise) ---- Select From and To Dates and press Ok button,
to view the statistics of all the items, which have been issued, corresponding to
a particular profile. The displayed list contains Profile and Number of Items
Issued along with the entered Date Range.

= Jtem Issued (Coursewise) ---- Select From and To Dates and press Ok button,
to view the statistics of all the items, which have been issued, corresponding to
a particular course and branch. The displayed list contains Course & Branch
and Number of Items Issued along with the entered Date Range.

Fine
= Fine Statement ---- After selecting From and To Dates, press Ok button to see
the total fines that has been collected for the entered date range. The
displayed list contains Member ID, Accession Number, Date, Receipt
Number, Fine, Amount Waived, Amount Received, along with the Total
Amount Collected, Amount Collected From date and Accountant.
= Due report --- Enter the number in Enter # of Days text box and press Ok
button. This will show the report for all the items that are due from more than
the entered days. The displayed list contains Accession Number, Item Type,
Title, Author, Member ID, Member Name, Grade, Section, Department,
Issue Date, Due Date and Fine.
Issue Track ---- Insert the number in the “Enter Accession Number” text box and
press Ok button. This will give the report regarding the number of times this item has
been issued by all the members. The displayed list contains Issue Date, Member ID,
Member Name, Due Date, Return Date along with the Accession Number, Title and
Author.
Books Circulated Most --- Click on this option to view the crystal report for the items
that have been circulated the most. The displayed list contains Title number, Item
Type, Title, Authors and Number of Times Circulated.
Reading analysis --- Select From and To Dates and press Ok button, to view the
statistics about the number of times an item has been referred for the entered date
range in the crystal report. The displayed list contains Title number, Title, Author,
Number of Copies and Number of Times Referred.
Reading analysis (Pi Chart) ---- Select From and To Dates and press Ok button, to
view the graphical report for the usage of items by member category — wise for the
entered date range.

2. Accession system:
» New Arrivals ( Non Accessioned)

= New arrivals books by Department (Non-Budget) --- After selecting the
Department, press Ok button, to view the details about the newly arrived
books for the entered department. These reports are for the non-budgeted
items. Here, Title, Authors, Publisher, Cost (Rs.) and Number of Copies are
displayed in the crystal report along with the Total Cost and Number of
Copies.
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New arrivals books by Department (Budget) --- Select the Financial Period
and Department to view the details regarding the newly arrived book for the
selected department in the entered financial period.

Periodwise New arrival books (Budget) --- Select From and To Dates and
press Ok button, to view the crystal report for all the newly arrived books
purchased from the college or library budget, for the specified date range. The
displayed list contains Serial Number, Title, Author and Number of Copies.
New arrival Vendor and Bill Numberwise Book List --- Select the Vendor Name
and the Bill No. to view the report regarding Title, Author, Subject,
Publisher, Price, % Discount, Net Cost, Copies, Edition, Entry Date, Class
No, No. of Pages along with the Total displayed at the end of the table.

> Accession Register

Library Item Statistics --- Click on this option to see the statistics regarding the
number of items in your library. Item Type, Number of Items and Number of
Distinct Titles are displayed in the crystal report.

Distinct Books --- Single click on this option to see the entire records that has
been entered in the library starting from the first accessioned item. The
displayed list contains Title number, Title, Author and Number of Copies.
Subjectwise Books (Graph) ---- This displays the graphical statistics, regarding
the number of books present for each subject in the library.

Departmentwise Books (Graph) ----- Here, you are able to view the graphical
statistics regarding the number of books present in each department in the Bar
Graph format.

Price (Rs.) Rangewise Books List ---- Enter the Amount Range in From and
To Dates for which you want to generate the crystal report and press Ok
button. This shows the details of all the items that are priced between the
entered amount ranges. The displayed list contains Serial Number, Title
number, Title, Authors, Price and Copies along with the Amount Range,
Total Titles and Total Copies.

Vendor and Bill Numberwise Books List --- Select the Vendor and Bill No. and
click on Ok button, to generate reports regarding the books purchased from the
entered vendor according to the bill numbers that have procured from the
concerned vendor.

Library Statistics (Pi chart) --- This gives the graphical report about the number
of items present in each department in the Pie-Chart format.

» Stock Verification

Available Stock
o Available Items (Non Issued) --- Single click on this feature to see the
entire list of items that have not been issued by any members from the
library. Accession Number, Item Type, Title, Authors and Subject
are displayed in the crystal report.

Physical Stock Available
e Physical Stock Verification --- Select From and To Dates and press
Ok button to see the details, about all the items present in the library
that have been stock verified by the authorized person. The crystal
report contains Accession Number, Item Type, Title, Authors and
Subject.

» New Title arrivals --- Select From and To Dates and press Ok button, to view the
crystal report for the new items that has arrived in the library in the specified date
range. The displayed list contains Title number, Title, Call Number, Author, Subject
and Copies along with the entered date range.

» Item Statistics ---- Select From and To Dates and press Ok button to see the details
of items present in each category for all the departments in the library. Department,
Category (None, Issue Copy, Reference Copy, Damaged, CD Audio, CD- DVD, CD
Multimedia and Total for Accessioned Copies, Unique Title and Net Cost are the
fields that are displayed in the crystal report.
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3. Periodicals:

>

Periodical subscription expiry reminder --- Select From and To Dates and press
Ok button to obtain a report, regarding the expiry dates of the various periodicals,
which can be sent to the respective vendors. Periodical ID, Periodical Name,
Publisher, Supplier, Subscription Date, Expiry Date, Subscription Number and
Copies are the different fields that are displayed in the report along with the entered
date range.

4. Members

>

Book circulation Parameters --- Click on this feature to see the parameters for all the
member profiles in each book category that you have already set in the Members
module. Here, Profiles, Maximum number of Items, Maximum Issue Days,
Maximum Renewals and Fine Per day (Rs.) are displayed in the report.

Non-Book circulation Parameters --- This report is similar to the above report, the
difference being that here you can view the parameters for all the member profiles in
each non-book category that has been already set in the Members module. The
displayed list contains Profiles, Maximum number of Items, Maximum Issue Days,
Maximum Renewals and Fine Per day (Rs.).

No Due Certificate --- Enter the Member Id in the text box and click the Ok button.
This will show the format of the No Due Certificate along with the details of the
member, like Member ID, Member Name, Course, Branch, Register Number and
Department. If the certificate has already been given to the member then it will allow
you to take a Duplicate of this certificate. The word “Duplicate” will be mentioned at
the top of the page to avoid any confusion.

No Due Certificates Tracking --- Select the Start Date and the End Date and click on
the NDC Issued List button. This shows the report regarding all the No Due
Certificates that has been issued to the members department wise for the entered
date range. Profiles, Grade-Section, Member ID, Member Name and Date NDC are
displayed along with the respective Departments.

Repeated defaulters list --- Select From and To Dates and press Ok button to view
the list regarding the details about all the members who have failed to return the books
in time. Member ID, Name, Department, Number of Times Borrowed, Due, Paid
Fine, Due Fine and % Due are displayed here.

5. Budget system

>

>

>

Budget
= Annual budget summary --- Select the Financial period and press the Ok
button to view the list regarding the Annual Budget Summary of the selected
financial period. Department, Amount Allocated, Amount Spent, Balance
and Total along with the selected financial year are displayed in this crystal

report.
Requisition
= RFP

e RFP Details --- Select the RFP No. that has been entered already from the
combo box and click on the Ok button. This will generate the crystal report
for the selected RFP No. along with other details such as RFP No., Date
Placed, Department, Item Type, Quotation Expected, Status,
Requisition No., Title, Description, No of Copies and their Total.

Quotation

= Quotation Received --- For a particular RFP No. more than one quotation is
received which can be viewed by selecting the RFP No. and clicking on the Ok
button. The records are displayed under RFP No., Department, Item Type,
Requisition No., Description, and the Vendor names along with the Unit
price quoted by each vendor.

»  Quotation Comparison Txt --- For a particular RFP No. more than one
quotation might have been received from different vendors to whom the
request was send. By selecting data from Select the RFP No. list box and
Select the Vendor list box followed by clicking on the Ok button, the
quotations comparison reports are generated in Excel format. Other details like
Item No., Title, Author, V1, V2, etc., along with the Date and RFP No. details
are displayed here. V1, V2, etc., represents Vendor Name.
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» Purchase order

= Vendor Details --- Single click on this feature to see the entire list of vendors
that has been entered in the library. The crystal report that is generated
contains Vendor No., Name, Address and Phone No. details. You can scroll
through the corresponding pages with the help of the navigation buttons.

= Binder Details --- Single click on this option to see the entire list of Binders that
has been entered in the library. Binder NO., Name, Address and Phone No.
are displayed in the crystal report.

= All POs report --- Select from the Financial Period list box and click Ok button
to view the details regarding the Purchase Order that has been sent to the
respective Vendor for procuring the item. Here, the report is displayed under
two subparts. The Date subpart contains PO No., Placed and Delivery
functions while the Amount subpart contains the Total, Discount, Discount
Type, Net cost and Paid functions along with the Total that is displayed at the
end of the table.

= PO Invoice or Payment Report — After placing the Purchase Order to the
concerned vendor, the vendor supplies the items along with the Invoice (or
Receipt) to the library. These records can be tracked by generating the crystal
report for that particular financial year. Select the desired data from the
Financial Year/PO. The PO for the corresponding year range will be listed in
the second combo box. You may select any one option as you prefer and click
on the Ok button to generate a report with the Invoices and Payment. The
Grand Total is displayed at the bottom of the report.

= Purchase Order --- Select from the PO No. list box and click on Ok button to
generate crystal report for the entered Purchase Order details like PO No.,
Department, Item Type, Vendor Name, Financial Period, Date Received,
Status, Requisition No., Description, Currency, Unit price, Quantity,
Discount %, Quantity received and the Net Amount

= tems Not Received ---

List of Common Buttons:
» CLEAR button allows you to clear the records from the currently
viewing screen.
» CLOSE button allows you to end the current operation and return back
to the previous or main page.

List of Keyboard Shortcuts for the buttons:
1) Clear = Alt+L
2) Close 2> Alt+C

9.1.2. Generates Barcodes:

This submenu has been explained in Catalogue and Accessioning module under the
Reports menu. You may refer the document in the above specified menu.

9.1.3. Date Rangewise Statistics:

1)
2)

3)

4)

5)
6)

This screen is required to generate reports according to the daily statistics of items
issued, returned, books added, serials received, digital subscriptions created, etc.
This screen can be accessed from the Reports menu by clicking on the Date
Rangewise Statistics submenu.

A screen titled as Date Rangewise Daily Statistics is opened, where you have to
select the Date Range and click on either the Notepad or the Excel button. This
will prompt the respective format screens to appear, where you can view the print
preview of the statistics, regarding the Books added, Serials Received, Digital
articles, Digital subscriptions created, Items issued, ltems returned, Members
added, No due certificate issued and Requisitions added.

You can also view the above result in the Date Rangewise Daily Statistics screen
itself.

The list can be sorted by selecting data from the Sort By list box.

The CLOSE button allows you to close the screen and return back to the previous
page.
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List of Keyboard Shortcuts for the buttons:

1) Notepad = Alt+N
2) Excel =2 Alt+ X
3) Close = Alt+C

9.2 Analysis:

All the submenus displayed below, have been explained in detail in the Circulation module
under Analysis menu. You may refer the document by going to the above menu.

9.21. Usage Statistics
9.2.2. Profile Issue Statistics
9.2.3. Reading Analysis

P age 147 of 147



Easylib Library Automation Software — User manual.

10. OPAC:

OPAC stands for Online Public Access Catalogue. As the name suggests, this is the main screen that
any member of a library can access, to get more information about the library. The members will be able to
operate OPAC by themselves without taking the help of any library staff. Just click on the OPAC module, which
appears on the front page of Easylib software, to view the home page. In addition, the front screen of OPAC is
customizable. You can put in your organization image as well as customize what users can access. Here, the
members are able to search by using various search criteria. Also, they are able to reserve the book by
themselves. As soon as the book becomes available, the system will send an e-mail reminder to them so that
they can come and pick it up.

In general, OPAC provides the features of general search, multi language search, periodical search,
digital library search, learn more about your library, member information and other related details. OPAC is a
window to the library for all members.

While exiting the home page, the OPAC Password message box appears. Enter the correct password
and click on the Ok button to close the screen. This is usually done by an authorized person.

10.1. Search Catalogue:

Search, is one of the most basic and important feature of this software. This function is basically
based on, one of the five laws of library science, as founded by Dr. S.R. Ranganathan, which is, “Save
the time of the users”. Here, we have tried to help you, implement this law.

This function allows you, to search for your book, by using various types of search criteria. Here
you are also given the choice, to do combination search or filter the information content, according to
your preferences. You can search, by entering first few characters of keywords or by just scrolling
through the list of keywords. The list as well as the details, of the selected book is displayed.

10.1.1. By Title, Author, and Keyword:
How to Search for a particular book?

. Advanced Search 10 x|
SearchTy‘peI(‘ Word I(" Word (Begining) | Letter (Begining) |~ Exact Search | All

Search For [* Book || Mon-Book [© Baoth |

= [low =] [Ter =] |
orR =]

Author |grewa| ‘ |OR =l | | IOR =l | |
[or =]

Heyword | | [or T | [ for =1 | |

Max Displayl LI PRINT Selected Book Details

Results | SEﬂfﬂhl Reserve I Clear I Close | | = || &8 || 2] Authors : Grewal B.S.
Search Result(s) :

Title #

Keyword(s)
" o ;
Mumerical Methods |.. Grewal B.S. ENGINEERING ; MET... 1
05176 Book Mumerical Methods |. Grewal J.S. ; Grewal ... Engineering ; Method... 5

06473 Book Higher Engineering ... Grewal B.5. And Gr... Engineering ; Higher ... 28

Editor
Subject : Mathematics{o10)

CallNo : 510 GRE

Volume :

Language:

Publisher : Khanna Publishers,

Published Year: 2000
Mo of Copies @1
Series

tem Type :Book
Translator :

4] | | Subject-2 :

No of search results : 4 Back | Next Ho of Copies : 35 Location :

| Figure 10.1.1

1) This is an advanced search screen that allows you to search the catalogue details based on title, author
and keyword. Here, you can search for items based on the Search Type and Search For fields.
Reservation of items can be done from this screen.

2) Click on By Title, Author, and Keyword menu. This action brings you to Advanced Search screen,
wherein you can perform combination search, between Book Title, Author and Keyword.

3) Let us take an example, so as to understand this well.

Example 6:
e Enter Machine, in the Book Title text box and Gopal in the Author text box.
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4) The print previe

Select OR from the drop-down list box, provided in between the Book Title, Author
and Keyword, as here, we are trying to search for books, with either the Book Title as
Machine or the Author as Gopal.

Select Word radio button from Search Type option and Book from Search For option,
for this example.

Hit the Search button, to see a list of all the books matching these criteria.

Next, select any record, to see the additional details of the selected book, on the right
hand corner of the screen.

After you have found your preferred book by this search method, you can reserve the
same book, by selecting the book, followed by clicking on the Reserve button.

Also, if you place the mouse cursor on the selected book and double click on it, then
another screen titled Copy Details appears, wherein you can see item and reservation
status also. You can reserve the book, from this screen also.

The process for reservation of book is the same as mentioned above in Book
Accession Register.

Here, you also have the option to customize the display result, by selecting the number
in the Maximum Display Resulit.

w of can be obtained in HTML, Notepad and Excel formats and the print can be taken

by clicking the Print Icon button in the menu bar.

5)

10.1.2. By Extensive Fields:

Clear and Close are the other features present in this screen.

8@ Online Public Access Catalogue System

Search Typelf" Word | Word (Begining) [~ Letter (Begining) | Exact Seamhlf" Al

Search For If" Book [ Non-Book | Both

Series Accession No Call No

Title pragramming | ‘ | ‘ |
Author Selected Book Catalogue Dietails
Subject : Distributed Computer, Client Server
Subject LI—‘ Category : Reference Section
Keyword ‘ | Volume Edition :1| Cost :0
Publisher | |- ||| Language : Call No :005.276 ORF
Dapartmentl ,I Publisher : Shroff Publishers Distributors Pyt Ltd.,
= Location : Published Year : 1335
Max Display Resultsl ;l PRINT T No of Pages : 1058
[gearchl Reserve I Clear | Close I] [ % e | . l Series
Subject-2:
Search Result(s) : ]

Title Ko, [ fern Type [ Title | Authaor(s) |

Keyward(s) | o

03068
03107
03109
03110

Book Programrmming And Customizing
Book Advanced Programming In The
Book Unix Metwork Programming Vol.1
Book Unix Network Programming Vol 2
Book Practical Parallel Programming
Clier ver Programming it
Cobol Programming - Problern
Theory And Problems Of Progra
Structured Coboal Programming
Cobol Programming
Microprocessors And Interfacin..
Systerms Programming And Op...
Prograrmrming In Java 2

Predko, Myke
Stevens, Richard v
Stevens, Richard V.
Stevens, Richard vy,
Wyilson, Gregory V.
Robert ; Har an
Roy M K Dastidar, Ghosh
Gottfried, Byron 8

Stern, Robert A ; Stern, Nancy
Roy M. Dastidar, Ghosh D.
Hall, Douglas .

Dhamdhere D. M.

Rajaram R

Back | HNext

Book
Book
Book
Book
Book
Book
Book

Ho of search results : 75

1)
details like Subject, Publisher, Department, Acce
Reservation of items can be done from this screen.

2)
Catalogue System.

3)
For functions.

4)
the list of records matching these criteria. Here, AN

3)

8051 ; CUSTOMIZING ; MICRO 4
ADWANCED ; EMVIROMMENT ;
UM MNETWORK PROGRAMMI.
Metwork ; Frogramming ; Unix ;...
PRACTICAL PARALLEL PROG
CLIENT! =B A C
-, COBOL ; PROBLEMS ; PRO
C; PROBLEMS ; PROGRAMNI
STRUCTURED COBOLPROG..
COBOL PROGRAMMIMNG

- INTERFACING ; MICROPRO..
QOPERATING ; PROGRAMMING ...
PROGRAMMING [N JAVA 2

i

2
1
2
2
2
1
a
7
2
5]
1

il

Figure 10.1.2

This screen allows you to search for your desired items extensively, with the help of some extra

ssion Number, Series, Call Number, etc.

Click on By Extensive Fields menu to open the screen titled as Online Public Access
Before beginning with the search function, select the details from the Search Type and Search

Enter the search criteria according to your preference and click on the Search button, to view

D/OR options are not present.

Select any record by single click of the mouse, to see the details under the Selected Book

Catalogue Details at the right hand corner of the screen.

6)

To reserve the same book, ensure that the item is selected and click on the Reserve button.

Enter the relevant details in the corresponding message boxes that appear one after the other.
This function will allow you to reserve a particular item either by Title wise or by Copy wise.

7)
screen titled Copy Details appears, wherein you
Here, you can reserve the book by Copy wise only.

Also, if you place the mouse cursor on the selected book and double click on it, then another

can see item and reservation status also.
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8) If the displayed list is large you may select either the Back or Next button to view the records.

9) Here, you also have the option to customize the display result, by selecting the number in the
Maximum Display Result.

10) The print preview of can be obtained in HTML, Notepad and Excel formats and the print can be
taken by clicking the Print Icon button in the menu bar.

10.1.3. List by Keywords:

i, Keywords List And Book Search

»
Keywords List And Book Search
Select an Alphabet Or give a Search criteria to List PRINT

[I j OR Ipracessing ok | [ Reserve I Clear | Close I] [ % . ”

List Of Keywuords List Of Books Selected Book Details
Keywords ‘ Title # |T|t|e ‘Amhnr(s) il Authors : Tharp, Alan
Processing 08492 | Adaptive Signal Processing  Widrow, Bermard ; St

08405 | Biormedical Sighal Processi| Cohen, Armaon Editor

08404 | Biormedical Signal Processii Cohen, Aman

08287 [Flle Organisation and Proce Tharp, Alan Subject : File Org.(006.741)
08148 | Theary and Problerms of Dig | Hayes, Monson H

08130 Image Processing Analysis Sonka, Milane. | Yacl Call Ny JOUS U RTHLA
07926 | Cornputer Metworks and Dis Marin, James Volume :

07918 | Speech and Audio Signal P Gold, Ben ; Nelson M

07736 | Fundamentals of Parallel Pr Jordan, Harry F.; Gite Language:

07710 Database Processing Kroenke, David =,

07708 | Self Study Guide for Digital | Proakias, John G, W Publisher : - Johniley_Sons, Inc.,

07655 | Discrete Time Signal Froces Quatier, Thomas F

07642 | Spesch and Language Proc Jurafsky, Danisl ; Jare | Published Year : 1383

07535 | Fundmentals of Digital Ima Jain, Anil K.

07490 Digital Image Processing Gonzalez, Rafael C. ;

05334 | Digital Processing of Speec | Rabiner LR. ; Schafer Series

0E832 | Fundamentals of Digital Ima Jain, Anil k.

06822 | Analog Signal Processing w) Meador, Don _'LI
3

KN

No of Copies: 1

tem Type: Book

Figure 10.1.3

1) This screen allows listing of the book details based on the keywords. Reservation of items can
be done from this screen.

2) ltis one of the user-friendly screens of this software and is aimed at providing easy and
powerful search with very few keystrokes. Click on List by Keywords menu to activate the
screen titled as Keywords List and Book Search.

3) The best feature of this screen is that, here you just have to select an alphabet so that the
corresponding List of Keywords, beginning with that alphabet is displayed.

4) Now, select the keyword that you were looking for. A list of all the books with the matching
keyword will be displayed in the List of Books.

5) Single click on the desired record, to see the Selected Book Details in the right side of the
screen.

6) Here also, you have the option to go to the Copy Details screen, by double clicking on the
selected record in the List of Books.

7) It should be noted that, you have the option to either Select an Alphabet or Give a Search
Criteria to List.

8) Reserve, Clear, Close and Print are the additional features present in this screen.
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10.1.4. Location Help:

158 Ttem Location ﬂ
Item Location
[Chuuse The Subject |Systems, Operation Research(D03 I Clear | Print ”
S
List Of Subject(s)
Structures(F17)
Agriculture (6300
Algebraic Geometry(516.35
Accoustical pattern Recogntior
- Close |
II I »
Figure 10.1.5

1) Many times, members have difficulty in locating the books. The importance of this screen is
that, it helps you set your own library map on the system, so that you will be able to know
what, is the location of a particular book. It allows you to search for your item by identifying
the rack name and the rack color that will be displayed in the grid, once the Subject has been

selected.
2) To enable this feature click on the Location Help menu to open a screen titled as Iltem
Location.
Example 5:
e Select Economics from Choose the Subject drop-down list box.
e Enter ECO in the Rack Name text box.
e Select any cell, from the Grid, that is displayed in the middle of the page.
¢ Now click on the Select Color button and select any color of your choice, say for

example, Green. Hit the Ok button, to confirm your selection.

Immediately, the selected cell from the Grid will be displayed in Green color and the
Rack Name ECO will be written on top of it.

The next step now, is to select which all subject books should be kept in this rack.
For this, click on Add Subject(s) button and select the subject name from Subject
window, by double clicking the mouse or by hitting the Enter button, from the
keyboard.

Here, let us select Economic and professional ethics (174). You can add any
number of subjects and all the added subjects will be displayed in the List of
Subject(s) list box.

If you want to delete a particular subject from the list then, first select the subject
from the list to delete and then click on the Delete Subject(s) button.

Now click on Ok button to completely add all the records.

Delete button will delete this newly created rack, from the database.

By giving the Print option, you can see as well as take a print in the notepad format
of the, rack wise subjects that you have created, for a particular rack.

3) This screen will thus, help you in solving your difficulty, in locating the books in the library.

10.1.5. See New Arrivals:

This screen is useful in keeping a track of all the newly arrived items for the particular period that
you have entered. Click on the See New Arrivals menu to activate the feature.

Before list screen appears, an input box pops up asking you to, “Please enter since last how
many days you want to see the report”.

Enter say, 20 and hit the Ok button. This action prompts another screen, titled Report Format,
where you have the option, to select any one of the three formats.

1)
2)

3)
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4) Select the Text Report as an e.g. Now, you can see the New Arrival Title Report categorized as

Title No, Title, Call No, Author, Subject and Copies along with the date period, that you had entered
in the beginning.

10.1.6. Quick Search:
1) With this screen the members will be able to search the details by using various search criteria

such as subject, author, keyword, etc. In addition the members will be able to reserve the book by
themselves.

2) Click on the Quick Search menu to view the corresponding screen.

3)

o)
6)
7)

8)

. Quick Search o=l
UNNEKSEANED!
Select the options Select an Alphabet Or give a Search criteria to List keyword
| IKeywmrd j | | IJ j OR I Ok | | m
List of Keywords List Of Books
Keywords Title#  [Title [Autharis) i’ Selected Book Details
J2EE BCDOOO03 JANA 2 Micro Edition Stanley Colon, Marc A Authors : FP.DeitEl
Janapada BCDO0001 | JAWA 2 Pre Edition ) o H.M.Deitel
Java 08488 | Introduction to Object Oriert ¥Wu Thornas ©. Editor
Java, OB478 | Programrming with JANWA Balagurusamy E
Jawa, Hw, to Program 08093 | Java Database Programming Donahue, John O Subject : Programeming Lang
JAVASCRIPT BIBELE 07816 [ Java, How to Program i P.J.DeitEl & H.M.Deit
jave 07757 | ABC"s of Java Script Purcell, Lee. ; Mare J: CallNo : 005133 DEI
Jeewa 07706 | Java Server Pages Todd, Mick ; Szolkows Volume -
Jets O07B95 | Graphic Java 1.2 “aol.1 Geary, David M
Language:
Jiddu 07985 Modern Compiler Implement | Appel, Andrew W,
Joh 07561 | Java Programming Languag Armold, Ken ; Gosling TR s
Joisara 07472 Complete Reference Java 2 | Schildt, Herbert T ISR
Joke 07470 Client server programming w Orfali, Robert. ; Dan F Published Year : 2001
Jones 05282 | Java 2: The Complete Refers Schildt, Herbert
Joy 05158 Programrming And Problem | Slack, James M. Ho of Copies: 1
Jude 05154 | Internet Programming With *| Kalata, Kathleen Series
05022 | Program And Problem Solvil Slack, James M. _lLI Item Type: Book
o 1 » 5
PRINT
Reserve | Clear | Close |
Figure 10.1.7

This screen is similar to the Keywords List and Book Search screen mentioned above.

Here, there is one additional option named as “Select the Option”, wherein you can select
Keyword, Author, Subject, Publisher and Vendor.

For example say, first you select Author from the Select the Option. Next, select an alphabet, say
A, from the Select an alphabet drop-down box.

This action, will display a List of Authors, whose name starts with A. In this manner, you can
search for your particular book in an easy way.

The same procedure can be used for other criteria also, wherein you can see List of Subjects,
List of Keywords, efc.

Common functions like Print, Clear, Reserve and Close are also added in this screen, for effective
search functions.
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10.1.7. Item Status:

1)

2)
3)

4)
5)

6)
7)

8)

9)

i, ITEM/RESER¥ATION STATUS

Ltenti Reservation Status

Item Type: Book

REPORT

Title H A P Title : Foundary technology.
[ooooo13] |or| | Inguire |[(] g5 = | ' Authors : Khanna ,0.P. Binding -0
S | Total : 1 On Hand :1
Issued: 0 Available : 1
[Besenlel Clear | Close ]
Item Status
Accession Mo I Edition | CostiNR) | Departrment I Category Mo of pages Status I Due Date
aoooont 2 a0 ME Mone Awailable
4] | -l
Reservation Status
Accesion No | Reservation Date | Reservaton Time | Member 1D | Member Mame IAHUned .. | Expiry Date | Resemation Stat
4 | -l

Figure 10.1.8

The main importance of this reservation screen is that, here you have the freedom to choose a
particular copy which interests you, from a list of all the available books having the same title no. In
addition, the members will be able to reserve the item by themselves from this screen.
On clicking the Item Status menu a screen titled as Item / Reservation Status appears.
The Accession number for a book is unique. Because of this feature, reservation of each individual
copy of the book can be done efficiently.
This Reservation can be done from two forms.

a) Copy details form

b) Item Reservation/Status form
To begin in this screen, start by entering the Title Number or Accession Number. E.g., you enter
99999 in the Title number. Press the Inquire button to see the list displayed on the screen.
If there are 5 copies of this book corresponding to the same Title number then, all these books will
have the same Title number but different accession numbers.
You are able to see the details of each record by single click of the mouse.
Click on the Reserve button, after selecting any accession number. This action will result in the
selected book being changed from Available status to Allotted status
The allotted book can now be viewed, in the Reservation Status table, as well as in the Item
Status table.
A book, which is already Allotted, can again be reserved, by clicking on the Reserve button. Now it
will appear as, Waiting (1) in the Reservation Status table.

10) You can also take a Print of this page, for your reference.

10.1.8. Rackwise Subject Search:

Many times, members have difficulty in locating the books. By using this screen you
are able to search for an item by entering the subject name. This will display the rack number,
rack name and the subjects in the rack.

Click on the above menu to activate the screen titled as Search Rack. This screen
helps you to search for your item according to a particular rack. This is possible only if the items
have been classified according to the subjects in the Location Help menu. Enter the subject
name in the Enter Subject and click on the Search button to view the list, displayed as
Subject, Rack No, Rack Name, Other Subjects etc. This helps you to locate the items very
easily and thus avoids wasting of time.
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w. Search Rack =] 3]

sEanEh ek

@Subjem Ialgebra\d Search | Clear | Close \

Subject I Rack Mo. I Rack Name I Other Subjects
Algebraic Geometry(516.35 10305 OR Structures(717] ; Agriculbure(630)
Algebraic Geometry[516.35 10305 OR Accoustical patten Recogntion[006.45]

= =

10.2. Search Journals, Serials and Periodicals:
10.2.1. See the List of Journals Subscribed:

Figure 10.1.9

1) This will keep the track of all the periodicals that you have subscribed which is useful during the
generation of the reports and also while searching for a particular periodical.

2) A screen titled as Periodicals List appears on clicking the See the List of Journals
Subscribed menu.

18§l Periodicals List

Periodicals List

Sort By Search By
Periodical Id I 'I

Feriodical Id. [Periodical Perindicty  [Peric[Currenct] Class H Gall No|Subject]ISSN__[Editor [Publisher  [Published Plz|Lﬂ
1 The Week Weekly Matic False MNone
2 QUT LOO Weekly Matic False Accoun AW Longman  Bangalore
3 CSl Comr Manthly Matic False o004 Stinlvas Computer Soci Mumbal E
4 Communi Guarterky Matic False 004 Accoun Anju Aror Communicatio Mumbai E
] Metwork C Monthly Matic False 004 Accoun Anju Arol Jasubhai Digit Mumbai E
B Or.Dobb's Monthly Intert False oo4 -4-789¢ Jonathar CMP Media L' San Franciscr E
7 Electrical BiMonthly Matic False £21.3 Electric varghes High-Tech Pub Mumbai E
8 Indian Fou Monthly Matic False £21.8 Mechar '9-5446 ProfM.C Indian Foundal Kolkata E
9 |ETE Jour BiMaonthly Matic False i21.381 Electror 7-2063 Badoni F IETE MNew Delhi E
10 Journal of Quarterly Matic False 621.8 Mechar '0-2466 Dr Ashvl Solar Energy S New Delhi E
11 Bulletin of Manthly Matic True 6218 Mechar Rao KJ. Indian Academ Bangalore E
12 Current 81 Faortnighthy Matic False Genera 1-3881 Balaram Indian Acadermn Bangalore E
13 Lab Exper Quarterly Matic False i21.381 Electror "2-6055 Dr. Jeett Lab Experimer Bangalore E
j_l |ETE Tect BiMonthly Matic False i21.381 Electror i6-4602 P.D Bad IETE Mew Delhi Ex
4 [
PRINT El

[ Search | Close ” “@‘ “@

Figure 10.2.1

3) This is basically a list screen, which displays the entire records that have been entered in the
database, starting from the first record.

4) Double click on the mouse or press enter key after selecting any single record from the grid.
This will allow you to see the details of the selected record as displayed in the Serials Control
screen.

5) Sort By function helps you to sort the entire list according to your requirement.

6) As the listed records are too large, you have the option to do a quick search by selecting any
data from the Search By function and entering the data in the corresponding list box.

7) On clicking the Search button, Subscription Search screen appears, wherein you can do
customize search and view the results.
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8) The Periodicals List can be printed in three formats namely, HTML, Notepad and Excel by
clicking on the Print icon present in the respective format screens.

10.2.2. Received Periodicals List:

1) This screen allows you to search for all the periodicals that you have subscribed based on
Received by date and vendor criteria along with Vendor, From date and To date.
2) To activate this screen click on Received Periodicals List menu.

: Receive Periodicals

Receive Periodicals
Select Ome Of These Options
€ Next Issues Receivable For All Subscriptions From Date|1 & Jul-2006 +|Te Date|18— Jul-2008 +|
 Receivables By Date And Vendor
@ Received By Date And Yendor ¥endor IAvenue Book Centre
10 1
[m il Bulletin of Materials science 2007 10 [ 1 09-Jul-2006 09-Jul-2006
On Bulletin of Materials science 2007 13 1 1 09-Jul-2006 09-Jul-2006
< | 2l
*Periodical ID 11 Subscriptions
*Subscription No. 2007 ‘lssue Date|ns_ ) -2005 | “Received Date 05- Jul-z006 |=| | Generate Receivables
“Yolume No. 10 *Issue No. [ Summany
Currency Rs il = I Rate: 1 Price 0.e3 PRINT
Discount (%) Cost{INR) 0.83 Net Cost{INR) o.ez2 7
= —
*Copy No. 1 Looselssue Accn.Mo.| 11-2007-10-1-1 ®
OK | Clear, Delete | Close
*Mandatory fields

Figure 10.2.2

3) This is a kind of search screen where you have the option to view the details regarding the
receiving of a particular periodical.

4) Under Select One of these Options select Received by Date and Vendor radio button to list
the records that have been already received by the library, from a particular vendor for a certain
date range. This allows you to keep a track, regarding when all the periodicals were received,
along with the received date, issue date, etc. You can also press Alt + V, from the keyboard to
select the above radio button.

5) Next, select any record from the displayed list to view the Periodical details present below the
grid. Here, you cannot modify any field as they have been disabled.

6) The above list can be printed in two formats namely, Notepad and Excel by clicking on the
Print icon present in the respective format screens.
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10.2.3.

1)

2)
3)
4)

5)

6)

7)

10.2.4.

Search by article Title, Keyword etc.:

188l Article Search

Article Search
[Lisiing: " Current & All I [Snning Oplinnl '”
Search By
p— fme | A
e | [punisner] IS —
[~ Entry Date R CRINT
nt ate Range:
v 4 [gea,ch| Clear | Close |” = || & I
Periodical ID ‘VUMFF\E Mo |\ssue Mo |Seq # |F'eriudica| MName |Classifﬂ # ‘ACCH # |z
4 1 7a 1| Communications Today Bt
4 1 7a 2| Comrmunications Today g
2 14 52 1/ 0UT LOOK i
2 15 12 1/ 0UT LOOK 0
2 15 2 1/ 0UT LOOK 0
5 B 3 1 Metwork Cormputing i
KX 1|

Figure 10.2.3

This screen is required to search the details about a particular article that you have indexed
based on article title, creator, etc. Here, the articles will be listed according to the Current or All
option. Also, you can sort the list according to your requirements and generate the respective
reports.

Click on the Search by Article Title, Keyword menu to open the screen titled as Article
Search.

Listing of the records can be obtained for two options namely; Current that will display the
record related to the current article and All that will display both past and current details.
Sorting Option function helps you in sorting the record according to your requirement by
selecting any criteria from the field.

Search By option allows you to search the records based on Keyword, Title, Name, Publisher,
Language and Subject criteria. You also have the option to search records based on the Entry
Date Range criteria by selecting From and To dates.

Click on the Search button to execute the action and the matching records will be displayed in
the grid.

Printing of the report is possible in two formats namely, Notepad, HTML and Excel format.

Customized Search:

1) With this screen you are able to perform customized search on the subscribed periodical
based on the various search criteria present in the screen. This will also be helpful while
generating the reports.

2) This is also a different type of customized search and report screen, which can be
accessed by clicking the Customized Search menu. A screen titled as Subscription
Search appears.
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s, SUBSCRIPTION SEARCH g —1of x|
Subscription Search

Selection Criteria Date Selection Criteria
IDepar‘tment j |El|umed|ca| ﬂ_l ¥ Subscription Date  From [22-0ct-2005 B

m To |zz-0ct-2006 hd
| ™ Expiry Date

j' I Order Date

:I' PreTermination

Date
'I [ Search | Clear | Close |]
Figure 10.2.4

3) Here, two types of search criteria namely, Selection Criteria and Date Selection Criteria

are given. Various types of search combinations can be performed by selecting the
AND/OR options from the Selection Criteria subpart. From and To Date has to be selected
if the search criteria is based on the Date Selection Criteria.

4) After entering the criteria click on the Search button to view the list of all the matching

records on another screen titled as Subscription Management.

5) The functions of this screen have already been described in Subscription Management

submenu, which can be used for your reference.

10.2.5. Received and Receivables:

1)

2)

3)

4)

o)

All the periodical details that have been recorded earlier can be generated as received
whenever the issue comes to the library. This is done with the help of Receivables
Generation and Tracking submenu present in the Periodicals module. This same screen
has been added in the OPAC module so that you can view the list of items that have been
received and also the items that are yet to receive. This will be useful while maintaining a
track of all the issues that are subscribed by the library.

Select the periodical from the Periodical Name list box, whose issue has to be generated.
Next, select the Subscription Number from the combo box.

This generates the periodical list automatically. The issues that have already been received
by the librarian will be displayed under the Received box and the issued that are yet to arrive
in the library will be displayed under the Receivables box.

You can separately sort both the Received and Receivables list according to your
requirements by selecting from the Sort By list box. It should be noted that for the Received
list, you have the option to sort by Expected Receive Date, whereas in the Receivables list,
you have the option to sort by Received Date.

It should be noted that you do not have the authority to add, delete or modify any record.
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188 Receivables Generation And Tracking

Receivables Generation And Tracking

Periodical ID 1 Periodicity Monthhy
Periodical Name Bulletin of Materials science

Subscription No. 2007

Periodical Name Subscription Date 05-Jul-2006 Expiry Date  05-Jul-2007

Bulletin of Materials science j | Subscription No. | ZTEH vI
SORT BY SORT BY

Receivables “ j ] Received “ j ]
Volum | Issue No | Copy Mo | Esxpected R | lssue Da Wolume ko, | Issue Mo, | Copy Mo. | Received Date I Iss
[m}E] 2 1 09-Jul-2008 09-Jul-20 O1o 1 1 05-Jul-2006 03
O1o 2 1 08-Aug-2006  05-Aug-2 O1o 3 1 09-Jul-2008 og
O1o 3 1 05-Sep-2006  05-Sep-2 O 1 1 09-Jul-2006 09
O 4 1 08-Oct-2008 05-Oct-2(

O1o 5 1 08-Mow-2006 05-Mow-2(

O 1 1 08-Dec-2006  05-Dec-2

011 2 1 08-Jan-2007 05-Jan-2[, >

O1n 5] 1 08-Feb-2007 0&-Feb-2

O 4 1 08-Mar-2007  05-Mar-21

O 5 1 0B-Apr2007  05-Apral

01z 1 1 08-May-2007  05-May-z

[m R 2 1 08-Jun-2007 0&-Jun-20

| | 4 |

[Re[resh | setectanl | sssl | peiete || print || Generate Recewanies | Subscriptions || Track By Date || Cose ”

*Select one or more records from the ‘Receivables list’ and press the > button to move to ‘Received List’,
“Select one or more records from the ‘Received list' and press the < hutton to move to ‘Receivahbles List'.

Figure 10.2.5

10.3. Search Local Language Catalogue:

10.3.1. See the Complete Catalogue:

1) This screen allows you to keep a track of all the accessioned items that have been entered in the

local language.
2) Click on See the Complete Catalogue menu to activate the screen titled as Multi Language

Entry.

Multi Language Entry

Starting Title No | List \

188 MultiLanguage Enktry

Language

Titla M. Title Anthor [Keyword

ooonooq | SosEd yadd syl oo, Brie Aiowd,ads
00001 | RS =late=lo-] s,
00002 | T e ey MtmnnnnentFan
oonzz | 38,0 Bma0 w0 B E,55.0.0
o023 sedEc rakm s oofens, B. ot w0 E o,k
0o0s0 | ST HRodE LTl TAR Mol B Faond,oos

Print | Close I

\I’i‘lle

3) This feature enables you to see all the records that have been entered through Multi Language
Accession Register, for a select language of your choice.

4) For example, you can view all the item records, entered in Kannada language, by selecting
Kannada from the Language drop down list box.

5) If you feel, the displayed list is long then you can enter a particular title number, in the Starting
Title Number list box and click on the List button.

6) This will now show you the list of books, starting from the entered title number onwards.

7) Also, if you double click on any record, in the displayed list then, the details of that record can be
viewed at the bottom of the screen.

Figure 10.3.1
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8)

9)

Again if you want to change any fields then, you can do so by making the changes in the bottom of
the screen. Select Add button. A message box appears as “This Record already exist do you
want to modify the record?” Enter “Yes” option to view the newly modified record in the display
list.

The other buttons like Delete, Clear, Print and Close have got the same functionality, as
mentioned in the List of Common Buttons.

10.3.2. Search by Title, Author and Keywords:

1) This software is multi lingual and it supports various Indian languages for searching and
reporting the details based on title, author and keyword. This is useful during generation of
reports.

This is a different kind of search screen, which can be enabled by clicking on Search by Title,
Author and Keywords menu.

2)

3)
4)

5)

10.3.3.
1)
2)
3)

4)

6)

1381 Multi Language Search

Search Criteria

(i lammean® Searel

N [=13

Language I Kannada

Title |§

LI Language Interface |
|

| Jana

And

Author |

| And

And

Keyword |

Jaflaflaf e«

| [ane ™ =

Max Display Results

100

[
WI Search I Clear I Close
e

Selected Book Details

Title Mo.

Title

| Author=)

| Keyword(s)

|Av

Authors: Magaraj D

el ]
00022|%5,% 2520

{manoaT &

T B A
Sty

B,®, 8500 |5e

Subject: Accounting(B57)

510 DSC

Call ND:
Category: Gifited Books
Volume:

Edition: 2
Language:
Publisher: Frism Books Pwt Ltd |

HNo of

Pages oS58

Cost: o

=l Series:

Figure 10.3.2

This action will prompt Multi Language Search screen to appear where you have to select the
Language from the combo box.

Click on the Language Interface button, to start the Baraha Application Window, which will
help you to enter the search criteria in the corresponding language that you have selected.
Enter the appropriate value in the options like Title, Author and Keywords and press the
Search button. It will list out the record that matches the criteria. Also, you can select a record
from among the list to see more details about it, which will be displayed under the Selected
Book Details.

List by Keywords:

This screen allows you to search and list the book details in the selected local language based
on the keywords. This is useful during the generation of reports.

A screen titled as Keyword List and Book search will appear when you click on the List by
Keywords menu.

Start the search by selecting from the Language drop down list box or type few characters of
the keyword that you are looking for and then press Ok button.

Now you will see a list of key words from your library, which matches your entered criteria.
Click on the keyword that you prefer from the displayed list. This will list out all the books
associated with that keyword, along with the availability status.

To see more details of the book, which are listed aside, single-click on it to see the Selected
Book Details.
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7)

You can switch ON and switch OFF the Lanquage Interface, by just clicking on the F11 key.

10.4. Search Digital Library:

10.4.1.
1)

2)

3)
4)

5)
6)

7)

10.4.2.
1)

2)

3)

4)
5)

6)

See the List of Digital Subscription:

This screen lists all the details regarding the digital subscriptions that have been entered in the
library. This will be useful while generating the reports.

A screen titled as Digital Subscription Details appears when you click on the See the List of
Digital Subscription menu.

Here, you are able to view the list of previously entered data if it has already been entered.
The details of the subscription have to be entered from the Digital Subscriptions submenu so
that you are able to see the list in the Digital Subscriptions Details screen.

Double click on any one of the records to see the details of that particular subscription or you
can also go to this page by clicking on the Digi Subs button.

The list can be arranged according to your preference by selecting from the Sorting Options
list box.

The print preview of the listed records can be seen by clicking on either the Notepad or the
Excel format buttons.

Customized Digital Subscription Search:

Using this screen you are able to perform customized search for digital subscriptions based on
the various search criteria present in the screen. This will be useful during the generation of
reports.

Click on the Customized Digital Subscriptions Search menu to open the Subscription
Search screen.

1598 Subscription Search

Selection Criteria

i
T

|Department

L]

K

Kl

L]

K

L

T Subscription Date

Figure 10.4.2

Here also, any kind of combination search can be done by selecting the AND /OR options and
clicking on the Search button. It should be noted here that, the search fields displayed in the
combo box are based on the fields present in the Digital Subscriptions screen, that is, the
searching of records can be done for records entered in the Digital Subscriptions submenu.
Subscription Date is an additional option that has been provided in this screen for your
customized search.

The corresponding search results are displayed in the Subscription Search Result screen
where the Sort Criteria helps in sorting the records according to your requirement.

Print button allows you to get the print preview in the HTML, Notepad and Excel format.
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10.4.3.

1)
2)

3)
4)

5)

6)

7)

8)

Search by Content Title, Keywords etc:

This screen allows you to search for and display the records that have been entered through
the URL Indexing submenu. This will be useful while generating the reports.

Click on the Search by Content Title, Keywords, etc. menu to enable the screen titled as Digital
Subscription Content Manager.

. Content Manager

=10l x|

LI]

r
sonic Ma.

4850 Ma
sredihility
minutes
Gazette

D1gital Subscription Content Manager

Search By [Llstlng: "/ Current ' Al l

~
Keyword: |
Title: |
[~ Entry Date Range:
.

ol | T
o —

§earch| Clear | Close |

Sorting Options

JURL

bttt 1T000RMAX, corm
hittp: A p-pub. corm
http:/fwnew publicecom. com/1
hittp: A smith. eduf1Scsts
http: i T5minutes. com
http: e history. rochestet
http: /A 181-4. comidftn/
hittp:fAwnnew history rochester
http: e interbiznet. comid
http: A interbiznet. com/t
http: /A vim. com

hittp: Ao prirmenet. comd~k

PRINT

|Whn Recormmended

Keywiord

sonic Magazine
10

4850 Magazine

sredibility Street

rninutes Austin

Gazette Online

Subs No

ARLlournz
ARLlournz
ARLlourns
ARLlournz
ARLlournz
ARLlournz
ARLlourns
ARLlournz
ARLlournz
ARLlournz
ARLlourns
ARLlournz

Periodical Class Mo

From the Morm! Fram the
antific Arr
eps In Th

ing And |

antific American
eps In The Hunt
sing And Design

21st

Shades of Gray
4

Shades o=
»

Figure 10.4.3

Once the screen opens, you are able to see the list of previously entered records in the grid.
Listing of the records can be done in two ways, that is, either by selecting the Current radio
button or by selecting the All radio button. Current option will display the current or recently
entered record while All option will display both the current and the past records.

Here, you have the option to Search for any record that has been previously entered from the
URL Indexing submenu. Enter any one of the following options like keyword, language, name,
title, publisher, subject and click on the Search button to view the result.

If you want to search for the records within a particular date range then select the Entry Date
Range check box and give the From and To dates. The results will be displayed in the grid if it
matches the date range.

Sorting of the records in the required order can be done by selecting your criteria from the
Sorting Options.

Print preview of the search results can be obtained in the Notepad and Excel format.

10.5. Other Details:

10.5.1.

10.5.2.
1)

2)

Learn More about Library:

This screen will give a brief statistics about the library like the number of library members,
books in library, non book items in library, digital library articles, national and international
serials subscribed, readers per day, issue/return per day, purchases for the last year, as well as
budgeted purchases for the current year. Print preview of this screen can be viewed in
Notepad and Excel formats and the respective printouts can be taken by clicking on the Print
icon button present in the menu bar.

See the List of Items you have borrowed / reserved:

This screen allows you to see the list of all the books or items, that you have borrowed or
reserved and when are the due dates of the borrowed items, by entering your Member ID.
Here, you are also able to see if a specific book / item that had been reserved previously is
available or not.

Click on this menu to activate the screen titled as Items-Borrowed Reserved.

P age 161 of 161



Easylib Library Automation Software — User manual.

3) Enter the Member ID to view simultaneously, the List of Items Borrowed and List of Items
Reserved by that member. Click on the Print button to generate the report and take the print.

4) E-Mail button allows you to send this list to the concerned person. When you click on the
E-Mail button, the Microsoft Outlook Express window opens containing the displayed list. Enter
the relevant details in the To, CC, etc. before sending the mail.

5) It should be noted that for sending the mail, Internet facility must be present in the system that
you are using.

I8¢l Items Borrowed - Reserved =10l x|

| Member ID[00001cs004] Archana Yadav Print | Email | Clear | Close |

i List of the Items Borrowed
Accn Mo |ltern Type [Title |Auth0r(5j ‘Isaue Date |Due Date |F|ne |
00003 |Book  |Engineering Mathematics 1 [Nagarsj D | 1B-Jul2008]  17-Juk2006]  0.00|

List of the Reservations
f|Title Mo | Title ‘Authur(s) Reserve Date |Allotted Date |Expiry Date |Sta1us |

Figure 10.5.2

10.5.3. Submit Request for a New Item:

On clicking on this menu, Microsoft Outlook Express window appears where you can enter the
request for a new item and submit it to the Librarian or the concerned person. As mentioned
earlier, Internet facility must be present in the system, to send the mail.

10.5.4. Submit feedback:

This additional feature allows you to submit any kind of feedback to the library. On clicking the
Submit Feedback menu, Microsoft Outlook Express window opens where you may type the
relevant matter and send it to the concerned person. Here also, Internet facility must be present
in the system that you are using.

Procedure for reserving any item:

Reservation can be carried out in two ways namely,
1) Reservation by Title number
2) Reservation by Accession Number

Reservation by Title Number (Title):

According to this concept, a user may make reservations on the basis of title numbers. But title numbers are not
unique. The same title number may be assigned to more than one copy. The copies differ according to
Accession Number and may have slight differences in Edition, etc. So for a user who is not interested in a
particular copy, reservations are made according to the Title No.

Reservation by Accession Number:

The Accession number for a book is unique. Because of this feature, a reservation of each individual copy of
the book can be done. This Reservation can be done from two forms namely,

1) Copy Details form

2) Item Reservation/Status form
In this mode of reservation the user is given the freedom to choose the particular copy of interest, from a list of
all the available books having the same title no.
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For better understanding of this function, the procedure has been explained below with the help of an

example.

Example:

e Select any item from the displayed list and click on the Reserve button. Two types of pop
up message box appear based on the kind of selection you have made.
» (Case 1: Suppose you have selected an item having more than one copy. On selecting
the Reserve button, a pop up message box appears asking you whether to “Reserve
the item by Title or Copy”. Select the desired option.

If you select the Title option then the next pop up message appears as “The
item by the Title # 000001 will be reserved”, select Yes or No. If you select
No, the action will be terminated and the cursor returns back to the search
screen.

If you select Yes then a Member Id input box appears asking you to “Please
Enter the Member Id”. Enter the specific Id and select Ok button.

This prompts another pop up message box informing you that the “Default
Reservation days are set to — 10, Do you want to continue?”, if you select
Yes, another pop up message box appears as “The Book is available,
Reservation is allotted”. Press Enter to obtain a successful reservation of
your book.

If you want to change the Default Reservation days then select the No option
from the message box given as “Default Reservation days are set to — 10,
Do you want to continue?”.

This action will prompt another pop up message box showing “Please enter
the numeric values for reservation of days”. Select Ok to get Reserve
Days input box in which you will be asked to “Please enter the reservation
days”. Enter the desired number of days and select Ok. Now the message box
shows “The book is available, Reservation is allotted”. Press Enter button
to accept the change.

On the other hand, if you select Copy option from “Reserve the item by Title
or Copy” message box, then a new screen named as Copy Details appears.
To reserve a book in this screen you need to select the book present in the
Item Status table and click on the Reserve button. This will prompt the pop up
message screens to appear in the order as discussed above. The important
feature of this page is that you can see all the copies of a particular book and
also whether each copy is available or allotted.

Once you reserve any copy of the book it automatically appears in the
Reservation Status table along with Member id, their Names, Time and Date
of reservation and also the expiry date of reservation. The image of the book
can also be seen in this screen.

When you reserve a copy that has already been allotted the book appears in
the Reservation Status as Waiting (1). Next reservation of the same book will
give the Reservation status as Waiting (2) and so on. You can also take a
printout of this screen by selecting the Print button. Click on the Close button
to come back to the Accession Register screen.

> Case 2: Suppose you have selected an item, which has got only one copy. On
selecting the Reserve button, a pop up message box appears as “The item by the
Title # 000001 will be reserved”, select Yes or No. Here, the option for reserving the
item by Copywise is not provided as only one copy is there.

The rest of the procedure is same as described above in Case 1.
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11.

11.1.

In/Out Management:

This module helps in managing a systematic and detailed report about members as well as non-
members who visit the library each day according to the respective date and time.

How to access the In/Out Management module? :

a) Click once on the In/Out Management module, which appears on the front page of Easylib

software, to open the Easylib Login screen.
b) Enter the correct User ID and Password.

c) The main page appears containing a list of all the menus and sub-menus of In/Out Management
module which are displayed below: -

In/Out
11.1.1. In/Out Register

11.2. Reports

11.2.1. In/Out Report

11.3. Setup

11.3.1. Screen Setup
11.3.2. HTML Setup

11.4. About

11.1.

In/Out:
11.1.1. In/Out Register:

Double click on the grid to Check-In/Check-Out a particular Member/isitor

In/Out Register Time 045214 P
Date : 02-Aug-2006
s = Member Details
S Purpose of Visit 3 i) e,
xisting ame Rakhee Jayadas .
= THHO4EED3IS General e
Memberisitor ID l I J Course BE
Branch 8
Check In I Check Qull Clear | / A
\ Dept Electrical _Electronics
Today's Visitors List : e =
Memberisitor Mame l— Search I Today's Visitors | | 77777 Add Visitor Details - 7]
s} Name [Time-in [Time-out_ [Purpose of visit Visitor ID |7
1MHO4EED3S |Rakhee Jayadas . 04:52:03 PM General Mame I
1MHO4MBAAD |Rakesh R 5 04:50:23 PM 04:51:36 PM Reference it
1NHO4MEDSE | Shankar N M . 04:48:55 PM 04:51:42 PM Reference s =
1NHO4BTO37 |Rajesh KumarM B 04:47:51 PM 04:48:05 FM Reference
1NHO4EED34 |Rajashekars. 04:47:16 PM 04:42:02 PM Iterm Transaction ;I
(<] Meetu Lal 04:46:01 PM 04:51:33 PM Official
1 Shivu 10:37:54 AWM 10:55:44 AM 'T““'{”‘i’:: =
IMHO4EEDN33 |RajashekarR . 10:1 71 [SERT x| ;l
THNHO4MBA3S | Rajini Mamatha G 10440 - —
(& ) woltome s our Librar Timein | 45214 Fh =
[ Add & CheckIn | Add | Clear |]

Close

Figure 11.1.1

1) Many people visit the library everyday for various purposes. By using this screen, you
are able to keep a track of the members as well as non-members (no membership),
coming to the library according to the date and time.

2) This screen can be accessed by selecting In/Out Register submenu from the In/Out
drop down menu or by pressing the Ctrl + | buttons from the keyboard.
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3)

4)

5)
6)

7)

8)
9)

10)

If the visitor is already a member of the library, then you can directly enter the member
id in the Existing Member/Visitor ID text box. This will display the member details on
the top right corner of the screen under the Visitor Details subpart. Here, you can also
specify the reason for the visit by selecting the desired option from the Purpose of
Visit list box such as ltem Transaction, Reference, Official, Personal or General. Next,
click on the Check In button, to add the record in the grid. Whenever you check in a
confirmation message box appears as “Welcome to our library!”

Double click on the grid to display the ID in the Existing Member/Visitor ID text box.
Now click on the Check Out button to record the exit time of the respective person.
Also whenever you check out a confirmation message box appears as “Thank you for
visiting our library!”

If the visitor is coming to the library for the first time then you have to first create a
separate id for the respective visitor.

This can be done by adding the required details in the Add Visitor Details subpart.
The Visitor ID is automatically generated.

Once the relevant details have been entered, you can click on Add & Check In button
to directly add the record in to grid. If you click on Add button, it will only save the
record. You will have to enter the ID once again to record the check in timings.

You can also search for the member/visitor records by entering the name in the
Member/Visitor Name text box.

Today’s Visitors button will list the entire records about all the people who have
visited the library.

The current time and date will be displayed at the top right corner of the screen.

11.2. Reports:
11.2.1. In/Out Report:

(88! In/Dut Report

From Date |[¥ 01-Aug-2008 | To ¥ 03-Aug-2006 ~|
PRINT
(~ Members " Misitors (+ Both List
@ . % Clear | Close
Sorthy |Date -
Date 1D |Name ‘Tlme—ln ‘TImE—OUl ‘Furpuse of visit
01-Aug-2006 |1 Shivu 120917 P 12:16:38 PM [tern Transaction
01-Aug-2006 |5 Shivy 12211 PM 121642 PM
01-Aug-2006 (1 Shivy 04:59:57 PM
02-Aug-2006 | 1MNHO4MBAZS | Rajini Mamatha G . 10:14:03AM  11:0213 AM  Reference
02-Aug-2006 |1MHO4EED22  Rajashekar R . 101714 AM  10:54.07 AM Persanal
02-Aug-2006 (1 Shivy 102754 AM 1005544 AM
02-Aug-2006 |6 Meetu Lal 04:46:01 PM 045133 FPM  Official
02-Aug-20068 | 1NHO4EEDZ4 Rajashekar 5. 04:4716 PM  04:48:02 PM  Itern Transaction
02-Aug-2006 | 1MHO4BTO2Y  Rajesh KumarM B . 04:47:51 PM 04:48:05 PM  Reference
02-Aug-2006 | 1THHOAMEDIE | Shankar M M. 044285 PM  04:51:42FM  Reference
02 Aug-2006 |1MHO4MBALD Rakesh RS . D4:50:23PW 04: M| Reference
02-Aug-2008 [1KWHD4EED2S Rakhee Jayadas . 04:52:03 PM | i General
Figure 11.2.1
1) This screen allows you to keep a track of the library users by generating Datewise

2)

3)

4)

5)

reports based on Member, Visitors or Both.

Select In/Out Report submenu from the Reports menu or press Ctrl + R buttons from
the keyboard, to activate this feature.

Select From and To Date ranges for which you want to generate the report. Next
select any one from the Member, Visitors or Both radio buttons and click on the List
button to display the data in the grid. The records will be listed as Date, ID, Name,
Time-In, Time-Out and Purpose of Visit.

The displayed records can be sorted according to your requirements by selecting the
data from the Sort By list box.

The print preview of the above list can be obtained in HTML, Notepad and Excel
formats and the print can be taken by clicking the Print Icon button in the menu bar.
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11.3. Setup:

11.3.1. Screen Setup:

All the screens present in the module can be set according to the respective profile or user that
is logging into this module. To access this feature, click on the Setup menu and select the
Screen Setup submenu or press the Ctrl + S buttons from the keyboard.

11.3.2. HTML Setup:

This screen can be accessed by clicking on the Setup pull down menu and selecting the HTML
Setup submenu. The features of this screen have already been explained in the Setup and
Security module.
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