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NOTE
You can Start Data Entry of Books in
‘Retro-Conversion’ Under Cataloging Module. For
Details, Read “Chaper 5: Cataloging Module — Retro-
Conversion” of the User Manual

Modules
1. ADMIN

a. Create User and Library Account
b. Create Letter Text for Letters, Reminders, Orders, etc
c. Create Subject, Publisher, Vendor Directory

2. BOOKS ACQUISITION
a. This Module is used to Automate the Purchasing Process of the Books

3. CATALOGING
a. Enter Books Records Direct in ‘Retro-Conversion’ with Catalog,
Purchasing and Copy Details in a Single Form
Update Details of Catalog and Holdings Records
Generate Bar Code Labels
Stock Verification
Change Copy Status

©oo0oT

4. CIRCULATION
a. Register Members
b. Issue / Return of documents
c. Send Reminder for Over-Due Books

5. SERIALS
a. This module is used for SERIALS Subscription

6. MICRO DOCUMENTS
a. This module is used for Articles, Chapter and News Indexing

7. BUDGETS
a. Used for Budget Control and Bill Processing

8. SEARCH
a. Used for Search
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1.1.

Chapter 1
General Considerations

System Setup
1.1.1. Date Setup

Short Date Format of the System (Server PC as well as Client PCs) must be set
to US Date Format i.e “MM/dd/yyyy” while date separator must be set to “/”’
only. However, you will enter the date during data entry in e-Granthalaya Client
Program in “dd/MM/yyyy” style , e.g. 27/02/2010.

How to setup date format

1. Go to START >> Settings >> Control Panel

2. in Windows Server XP/Vista/Win7/2003/2008: Under “Control Panel” >>

double click the Regional And Language Options

>>Press Advance/Customize button >> Select DATE Tab

3. Under the DATE Tab >>in “Short Date Format” type/select the format i.e.
“MM/dd/yyyy” and save it (MM must be in caps)

4. This is done once, however, users are suggested to check it regularly because
some times it automatically gets changed to Indian format i.e “dd/MM/yyyy”

NOTE: In case any date format related error is thrown by the e-Granthalaya

during data entry then check this date format and correct it as above.
2.
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1.1.2. Date format in the Forms (for Data Entry)
While entering the data in the software the format of the DATE must be

in Indian Format i.e “dd/MM/yyyy” e.g. 25/11/2005. Year should always
be in the 4 digit

1.2. Meaning of Action Buttons

ADD NEW = To add new record

EDIT = To edit/change the existing Record
DELETE = To delete the existing record
SAVE = To Save the new record

UPDATE = To save the changes after edit
CANCEL = To cancel the current event

OK = To go for further option

EXIT = To exit from the form

SEARCH = To search the existing record

PRINT/REPORT To generate the Report

NOTE: Use TAB button on the keyboard to go to the next available field
or use the Mouse to jump to next field/text boxes

1.3.  Type of Fields

Mandatory Fields : Shown in the Red Color, values are mandatory
Optional Fields : Users can leave such fields blank if no data available
ID - ID field is system generating, no value will be assigned

while adding new or editing the existing record. However,
this field can be used to retrieve the existing records

CODE : This field is mandatory, requires alpha-numeric value,
must be unique

CAT NO : This wvalue is numeric in nature and generated
automatically on saving a new catalog record in the
system — it is a Record Number and not linked with
Accession Number. The fields which are not enabled /
write protected, users are advised not to try to add any
value in such fields.

1.4.  Automatic Filled Fields

In the following fields, values are “Automatically” filled while saving the records on
New addition or on Editing.

USER CODE: The USER CODE who is logon to the software
DATE ADDED: Current Date of the System
DATE MODIFIED: Current Date of the System

3.
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1.5. Enabled or Disabled Fields / buttons

While working with this software, you will find that many of the text fields and
buttons are enabled or disabled. Enabled controls can be used while disabled
controls are locked. This process of enabling and / or disabling is pre-decided,
therefore, user should not worry about the controls.

1.6.  Screen Resolution
The Software is best viewed in the 800x600 screen resolution

1.7. How to Enable Local Language for Data Entry in e-G3

a. e-Granthalaya Software is a multi-Lingual tool to enter the data in local language
supported by the Windows Operating System. Windows supports 10 Indian Scripts
and about 15 local languages. For data entry in local language do the following:-

b. First you must install the “Language Pack” from the Operating System CD in the
Server PC as well as Client PCs. For installation of the Lang Pack (if not already
installed) > go to START >> Control Panel >>Regional Language and options — as
given in the following screen (In Win XP/Vista), Win 7 Lang pack pre-loaded, so

skip this step.

® Control Panel

Flle Edt Wiew Favorites Tools Help ﬂ,'
Do &) B /A Vsearch || Folders  [T1]~
Address D' Control Pansl D f Go
& = @ w W@ X =
u'_ Control Panel . % L E
Accassibility  Add Hardware r Administrative  Automatic  Date and Time Display
B Switch Lo Category Yiew Options m Tools Updates
o @ e H 9 = &
I
See Also J "J —‘j =
Folder Options Fonts Game Intel(R) GMA Internet Keyboard Mall
& Windows Update Controllers — Driver for ., Options
Help and Support 1
'_)) I and Suppol v:) & 6 < \
~ ‘*E @'
Mouse Network  Network. Setup Phone and  Power Options
Connections Wizard Modem .
Optio 1L}
2 2 ® O 9o & gy
Scanners and  Scheduled Security SoundMAX  Sounds and Speach
Cameras Tasks Center Audio Devices System
2 e -
e
Taskbar and  User Accounts — Windows Wirsless
Start Menu Firawall Network Set, .,
W 3 Windows Explorsr « | ik G _LiserManual.do. .. t ] BN @ LT G ) e am

c. In the following screen click the two check boxes given at the bottom of the

screen and press OK
4.
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®_Contral Panel - X

| Regional Options | Languages | Advanced
Text sarvices and input langusges

To view o changs the languages and methods you can use 10 ente
text, chok Detads

m" Control

Supplemental langusge suppont

Most languages are installed by detaull. To install additional languages
select the appropriate check box below

Iﬂ:(;l files tof complex scnpt and nghttodelt languages [iIncluding
)

[#] Install fies for E ast Asian languages

a

v\co

® 2 =

jive Mvmooc Date and Time Oisplay

9&@

MA Internot Keyboar
> Options
- @
M Power Options  Printers and  Regionsl md
3 Language ..

-
@&’g;

< Sounds and Speach
Audio Davices

d. Insert the CD of the Operating System in CD drive and Press OK to install the

Language Pack along with the UNICODE fonts.

e. After installation of Lang Pack, reboot the PC and do the following steps

f. After installation of the ‘language pack’, you can enable the local language on
keyboard level for data entry in the local language option under Control Panel >>

‘Local and Regional Language Setting’.
5.

®. Contiol Panal [ | ||
ar

Ml Eelib Vi I aneniit o0l 1l

& Nl
Address |D- ol

ﬂ control

Reglonal and Language Options

| Regional Options | Languages | Advanced|
Tout services and inpul languages

tent. oliok. Detalls.

See Alvo

& Window)
«) |olp and

Supplemwntal languags zupporn

Most languages ale installed by default. To install additional languages.
salmct the appropriate check box below,

I]_r;otg]ll Hles tor complex sorlpt and ght-talelt languages (Inoluding
ALl

[] Install tiles tor [ ast Asian langusges

] I Cancel ] l Apply ]

1 _LsarManual, do

T view or change the language: and methods you can uxe to enter lve

A

~| & 6o
Automatic  Date and Time Display
Upclates
Intarnet Mail
Ortlone Keyboard

H e 9

o Power Options  Printers and Realonaland

Faxms Languags
Sounds and Speech g'
Audio Devices System

BN & e L
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g. Inthe above screen press DETAILS button to set the language for data entry

L> Co,lc‘olvulc -

lText Services and Input Languages

of [ Settingz | Advanced |
o Crefault input lanauage . | 3 ge
Select ane af the installed input languages to use whsn you start your 4‘9 P~
Computer, “ my $
A | | o v Automatic  Date and Time  Gisplay
Lipdates
Inutalled seivices | (% v 4
Select the sarvices that you want fol each input Ianguage shown i the [i—— “"._/ &
fist. Lize the Add and Aemove buttons to madify this izt LA Internet . | kevboard Mall
eyhoar
[ ¥ nalish (United States) ~ ages. SpHe
w4 Mandwiiting Fscagnition < z . [0 9
: g:gggi‘.;u“d"d Fayboard [ A A Lise] s d  Power Optlons F‘rlnt‘-‘ﬁnd Rugional and
«  OnScresn Symbol Eeyboard LAdd, ] f i Faxne Language .,
o Wiite Argwhere Y
= Wiiting Pad Q, w
@ Feyboard | Propetit ﬂ’
e | + sounds and spaach
Audio Devices System
Freleionces
| Lanouage Bai. | | KeySettings. |
ki
ok | [ CGancel | ol

[ Ok J l Cancel ] I Apply J

B e UserManual do,

f. Press ADD button to add the Language then select Input Language and Keyboard
from the drop-Down and Apply the Setting. Here you must create the key combination
for Toggle on and off for particular language.

g.For Typing the data in local language now you need to install some Phonetic tool
which will transliterate your English input to local language. One such Tool for Hindi
typing is provided in the CD of the software. Another typing tools are also available
from Google which you can direct install from the google site as given below:
http://www.google.com/ime/transliteration/

vl v tar wtannd Ehinten Dvbey 0 D0nebw bie s EILAR < PPV TE AL =) )
| Blle Edit View [nsert Format Tools Tabls Window _ieloAdoke PO 4]

Ao | I T I 36 T I

Fooabonmt and Lanuthng O

|Dﬁ M1 et Services and Input Langiages Alxdbn « 1z - | B 2 u|"|-[1=|A- 2|
l" | Smttings lAdv-nn-dl l | | ] .I
| =) e Defaull inpul language
T:"'—’ Salect one of the installed input languages Lo Lse when you start you
samputer
[E nalieh (United States) - 15 =~

Inetalled services
Swlect the snrvices that you want tar sach input langusge shown in the
st Ugo the Add and Fleamoyve buttans ta maocity this list

= Gujarat 3 |
- - us
Hirch .J
o fre ) Du.v_whnmd Addi le
2 = Hindi Traditional " | F permiggiong, making entry of the
" A ] Vi-nvjadn Lt aluer in the subsequent modules
. m F.nvl:omt‘l ; | Popenies | e
e - — - - - -
o (e OE e fdd the Ugers who will op etate the -
3 we perrmigsion of the module to be >
ol Langusas Har l Kmy Sattings. I Woand enter the detaila then save v
- = ] e
aw 1 L o
J B | K I Cancel ] Ay l a— . - I N
I @ H,|p — N @ uadate Fleld (0] Manu Mode v J
[Page 12 Sec 1 atew (At 2o Cho ol 84 [iwe i T [

isare| | @@ gk (o | @@ e e we e v | w |E1M-| | |m|[})|'|« WOEEYC 1114 AM
NOTE: For Data Entry in Local Language you must toggle on/off the language
from Language bar displayed on the Status Bar of the Windows in bottom screen.
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1.8. How to Display Logo and Background Image
a. To display Logo, put your logo file on the following location with the file name -
“C:\LIBRARY/Client_Logo.gif”
b. To display background, put your image file on the following location and
file name must be “Library.jpg” , location : “C:\LIBRARY\library.jpg”

1.9. Email Integration
e-Granthalaya is well integrated with the Email facility where many of the
communications generated from the software can be sent direct to the users email
account. These communications include Approval Form, Order Form, Reminder to the
Publishers, Overdue Notices, CAS/SDI list, etc.

How to Setup Email Account using GMail Account

Step 1: Start Microsoft Outlook 2007/2010 from All Program List under Microsoft
Office:

My Docaserks  Regut
MERTRE | 1) Cpen Cifioe Dooumed B Wesdows Messerrger
¥ A

e

My
v man

! &

My Nptra ) K1 COa

T Now Cffn Oocamant %) Outlock Express

& Set Program Access and Detosts B Wrdows Move Naker

B Windows Catsiog ) PBations Formatics Cente
9 Wndows Lpdats @ Mool rvsfos

0 My thatonth Maces ) Muctd %8 ’
B QudSue 3 e »
»
e . ) Mcersanes »| O Sape
e ) Maosolt Sy ’
) Crystal Reperts 10 Tedks o | B Phcroeolt Sverpfx
Shri RAM KAV P , T Tmivee 7 ’
£ 3 - »
B0 Hedimter - The Pronst Med Wet 0| Remet Dowehuad Matage
3 RaaiNetii) »
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Step 2: In case no mail account set already, following screen will appear — type your
gmail address with password and press NEXT button
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NOTE: Now you are ready to send the mail from eG3. However, while sending mail
from eG3 you must keep open the Microsoft outlook.

How to Setup Email Account using POP3 Account

In order to send the communications by email, it is needed to set the email account in
the Client Desktop using Microsoft Outlook/ Microsoft Office Outlook. The email
account may belong to a library or librarian, it may be PoP3/SMTP account or some
other account like Yahoo, Gmail, etc.

To setup the email account once, run the Microsoft Outlook from the Program List
and go to the Tools >> Account Settings
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On the above screen, fill up the required info with email details, press the
More Settings..button and fill up more settings there on the below form
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After assigning the correct settings, Press OK button and save all the settings. Now,
you are ready to send the email from e-Granthalaya Software.

To check the outgoing email, check the Outbox of the Microsoft Outlook and see if
outgoing mail messages are there it means e-Granthalaya is sending mail. If mail
messages are not visible in Outbox, just immediately after sending the mail, then check
the email settings again and correct the settings.

1.10. Bar Code Integration

Bar Code Technology is very useful not only in other areas but also in libraries. Bar
Codes are used to identify the individual item with its status to do many tasks, like
in libraries, barcodes are used for speedy circulation. Barcodes are based on
lines/strips printed on the label and pasted on the book.

e-Granthalaya Software provides the integration with Bar Code Technology, generates
barcode labels of various Kkinds/sizes, and reads the barcode labels during
issues/return, etc

How to Integrate Bar Code

Barcodes may be generated in two ways :-
1. On Laser Printer with A4 Sizes sheets with barcode labels pasted over the sheet
2. On BarCode Printer (Thermal Printer)

1. How to Generate Bar Codes by Laser Printer

To generate barcodes by laser printer, first you need to install ‘Bar Code Fonts’
in the Client PC. Two bar code fonts are available in the MANUAL Folder of
software CD. Names of the barcode files are - FREEOF9.TTF and
FREEOF9X.TTF. These fonts are also available on http://egranthalaya.nic.in for
download.

To Install barcode fonts, you must go to control panel >> Fonts >> double click
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Go to FILE option and click ‘Install New Fonts’
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Then browse the font files from the CD or drive and select both the Fonts file, Press
OK button to install the fonts

S Tunts - B IX

°_“w

A I v El®
: o
ol m _ ¥ & ¥ a8 A 3 ®
agercy | Ratda (TraTypnl Lirgsans fisw Angssna Mew Grgeans Nest  BogsanslFC  Anpsans T Angsan PO BngsanslfC
{TraTyg | Vimda(TruaTypel (e Bk (True.. BAdDakc(.. Rk (Troe.. (Trelype) Bokd (True.. Bodltaic ... Iake(Tru.,
| o o a o d o a
R ate] Aewl It Al Namow  Ar Narrow NNuvv- Al Narow  Avll Rourded Al Unscode
Travsp (TroeType)  (TrueTyoe)  Bodd (Tru Robc{Tro., MTBoM (Tr... NS (TrueType)
I e D o "o "o @ "o "o "o
| Batharvid G [arkes Sans Pt Bacin Sars Sl Serin S FS BecowrdMT Hackadder Bodor 0T Bodore M1
Faca (Try %‘:‘3 N2 L ® (TroeType) Dol (TraeT... e Dobd (. Condens..,  ITC(Pu.,.  (TroaType)  Pack(Tr,,
all 254 o "o "o o "o "o "9
Bodon Bodors MY Sodoni MT Bodoni M1 Book Anbgus  Bock Actigus  Bock Artigue  Souk Arbaus
thach 114 Condeny..,  Dake(Tr,.  Powsr Co,,  (TrosTypa) ok (True . Sokd Rebc ., (bl (Tru.,
o (] Copy bart 1o Forts Iokdm _Q] 9_] !j _'!] E !
| Bockmeen 63 Bockman Ol Bockwan Ol Somnmﬁd m Beadey ond Bt Bokd  Broodwasy  Browalio New SrowellaMew Beosasia New Erowolio New  Srowellal®C
| Sl (Tru. Syl Bold . Sople Buld . 1TC(TuaT...  (TreTypa) (TrueType)  (Truetype) Sckd(True. . Bold Daie (.. Rabe (True,,  [(TroeType)
W § W o o o 6 o o o o o o
| BrowslsUPC  Bromaly T BrosalelPC  Drush Sope Colon CalbeiBold  CaltiBodd  Caltn ok CoWomian FB CaformiaFB Calfomion F8 Cabsto MT Caksto MY
| BoM (T, Bokd feake ... Dol (Tru,, T Zokc ., (TrueTyoe)  (TrueType) Rk (Tr... (TrueType)  (TrueType) Sckd(True,.. DAk (Mrue..  (TreType)  Bod(Tr...
9 9 N o 9 o9 @ 9 o a g9 9 g
ColstoNT  ColstoMT  Cavbris®  CorbvioBold  CavbviaBiold Combrisltobe  Condes  Candualiold Cardwalold Cordaaital  Costelar Cortor Cechay
| Bokd s, Db (Tr.,  CombriaM.,  (TrueType)  Rak (Tns (TruaTyps)  (TreeType}  (TrueType) Tabc{Troe.,  (TreeType)  (TrueTpel  (TroaType) (TrueType)
g o9 9 o 9 a4 9 a g9 9 a ¢
Cartizy Cardiry Coreury Cartray Cardury Cortary Cartiry Carhiry Ol CODEFI* ... Colore N Corsc Sara M5 Coovi Sarm M2
Gothee (., Gothec 1., Gothc b, Gothe R, Schood. . Schook, Schocb Schoolt. . (TraTyped  Worraed (Tru.,  (Truelypel  (Fruetype)  Bokd (FrueT. .,
9 o o 9 o o 9 o9 o @ o9 o gdg
Corsolas  Consoles Bok! Corocles Bold Conecles ol Comtartia Coratantls Corstartia Constartis Cooper Mech  Cogperplate  Cogperplste Cortel Corbel Boke
(Tramfypa)  (TroeTyom) Bk (Tr.. (TroeTypm)  (TrusTyom)  Bobd (Tr. tokd lted... Rake (Tr..  (Trm¥ype)  GotheBol..  Gotheclg..  (Truet (TremTyim)
o "o N N N N M o "o
Coubeldold  Cobelltsic  CodaNew CodaMew  Codatiew  Codalew  Corda®C Courer Courier by Couriet Nesy
. (TrueType)  (Troefype) Sk (T, B [hab, o WISV, (Teoslypw)  Bokd{Tru..
a a N 0|

NOTE: In win 7, right click the fonts and choose the option -INSTALL to install

the barcode fonts.
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After Installation of Fonts, both the fonts become available in the fonts list as shown
above, select these newly installed Fonts from the above list and double click, then
press DONE button as show n in the below screen.

= (X
Fle Bt Vew Fowes Took Hel &
O!otl "% ’ /- Seath Folders E ‘E AR [on) 8 Fokder e
) Forts - @
Cabsto NT Calsto MT Covbeia®h  CarbroDokd CavbnaBold Cavbraltshe  Candws  CandwaBodd Condwalold Cardwaltsk  Costely Contaur Cechury &
Bobd ek e (Tr Canbra M, {TreeType)  Rak {Tra (TrusType)  (TroeType) (TrueType)  Take (True (TreeTypey  (TruaTypel (TruaTyps) [TroeType)
2 petiy 1 3
9 o0 o 9 9 9 9 9 9 % o 9 g9
Carhay Catiry Cortury Serbpy Catury Contry Carbury Corhury Criee CODEY* Y, ColornaNT  Corse Sarw NS Corie Sens N3
Gothe ( Gothe B Gothez b Gothe It oo Schook 3-.'""’““ Schoolty (TrueType)  Normead [Tru (TruaTyzel  (TruaType)  Bold (FrusT
- - g S
oo o9 o o9 o o9 o o o o o o o
~— il i sl r—
Coreclas  Conmoles Bods Conolas okl Conioles Dake  Constartie Corutardin Coratartn Comtartia  Cooper Bace  Cogpurplale Cooperplita Corted Corbel B4
{TramTypm)  (SrueType)  Pakc(Trum.,, (TnaeTypm)  (TrusTysel Dol (Tr, ok Ttak Bk itr.,,  (TreType)  Gothe Bol Gathe Ug. (TrmTyped  (TrumType)
o o x ® & A X X x N A o O
CubsiBold  Cobeillaic  Cordalew CodaMes CodaNew Cordabew  CorddC Cordad PC CordaliC  CordaC Cousier Courler New  Counser New
Ral (Tr. (Truelype)  (Trmfype)  Sckd(Tr,. Bkl (1, e (Tr, (TrmType)  Scdd (¥, Bk ek, R (Tr... 0205 (V.., (frelype)  Bokd(Tru.

\ - . o asé o pa S 3
o9 o o ® A ¥ N AN ¥ N o 49 g
Courter Newt Courr Now Qb MT DoddBcid  Davd Regler g DlenslPC DenialPC  [Haniy PC Dl PC E0nwdion Elephamt  Blaphart [haic
Schd hshc... Tk (Tra (Teuefope)  (TreType)  (TrusType)  Trampar (TreeTypa)  Scdd(Tr.., Boid Ik Rake (Te.. St IT .. (TeseType)  (TreeType)

g 9 o o o o ®m M ™ W o B o

Ergravers NT Eras Bosd ITC Eras Do ITC Dras Ught ITC Tras Medum  Estrangeio  [uoosl PO Euaosel®C  CurossFC  [ooosPC  Fele THting Foed Mriyy  Footight MT
(TroType)  (TruaType)  (TrueType)  (TrooType)  TTC(True. Ecessal. [TroeType)  Bold(Tra Bokd [takc ke (Tru (TrueTyge)  Trarepy ..vyg,lm

o9 9 9 9 9 9 a9 g9 g9 a9 g9 K

Porta Frackin Gotra Prankin Gothe Frenkin Gothic Prankin Gothae Trankin Gothwe Frankdn Gother Prankin Gottic #racikan Gothie Pranke Gothic Frankin Gothe  FrackRustl
(TrggLere}  Bock (TrusT.,, Book Itabe (1 Dwmd {TrueT,.. DeewCord (. DesmiItabc (i Mosvy (Tru., Meawy [taic, . Madum (Tr Medhn Con,,. Madium [t (TrusType)

3y & N N 9 9 9 9 o o g

FromualfC  FramidPC  Frasswl PO Freesal®C Pty Frendh Sogd Geranond G avored Gar averd Gadan Gecrg Gaorga Bobd
(TrueType) Dol (Tru Dok ek [l (T NT{TraeTypa) (TrueTyoe) Dol (Tr Eabc (Tr (TrueTypel (Tm?ype)  (Truelype)

o 9 o d o a 9 9 4 9 A A

Geongha Bodd  Georges Jrake oy @SweMT GISyaNT GBSyuMl CESwsMT GESwysMY  GESamMT Gl SwsUlra GESarw Lire Gebl Gebal S
Do (Teu..  (Truelypa)  (TrmBype)  (Trelypa)  Bold {Tre Bokd L . Corddern... B Cond.. Trade (Tr, Bold (Tram... SodCord... Motospecs Serd

A A o o o o o n o o o a o

GobaSerd  Gobal User  Gloutester NT - Goody 04 Goudy O Goudy Okd  Goudy ot G Haettenach Halow Sokd  Harngron HOO Tomer  Hgh Tomer
Irnterface  Extra Cond, Stde(Tr.. Stylke Bdl.., Style s {TreType) ¥ S (bua'.y»pe'; Irahe I'Y_'u v (TrueTe) Teet -IY_!.“ Tast 14,

N o - g > 3 — 3
g 9 9 ® N ® & N ¥ N N 9 9
rpact Iragene MT Informesd T PC FEPCEH  DEPCBod YO lemwralPC JetwelPC JaminelPC e PC Jobarman s 1TC
ITraTera)  Shwdom S ITneTerml  (TnsTuwal  Iraie (Tn TrwTurnl  (TnmTuesl  Snid (Tny ks Pk Pk T (TriwIveml  (TrhnTerm! hd

> N meds plaper

Now you are ready to use the barcode fonts.

NOTE: In case of Win 7 OS, u need to right click the Fonts Files and select the option
‘Install’ >> it will install the Fonts in the PC.

NOTE: In case, barcode lines are not printed in the labels and *56* kind of labels
are printed then re-install the fonts again and reboot the PC.

2. Print Labels with Barcode Printer

BarCode Printer can be integrated with the e-Granthalaya Software by providing us
PRN File from the Vendor of the printer. PRN file is nothing but a text file contains the
programming codes which are understood/executed by that model/make of printer.
While purchasing the BarCode Printer, first get finalize your labels by Vendor using
BAR TENDER software or any others. Once finalized, then test it by reading it
properly. Once label is final then to create PRN file — on the PRINT screen there is a
check box ‘PRINT TO THE FILE’ option — check it and press PRINT button - it will
generate the PRN file as shown below for ARGOX Printer. Now, you can send this
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PRN file to us in mail where we will add a new printer in eG3 for you. After this we will
compile the software and you need to update your eG3 Client.

NOTE: In case, your Barcode printer is connected with USB Port then you must send us
PRN file which was designed/created/tested on USB port only.

NOTE: Already, many barcode printers are integrated with e-Granthalaya, in case you
have purchased any of these then user can use the same for generating the barcode
labels.

NOTE: Before pasting barcode labels on the books, first make sure that these barcode
labels are well readable from barcode reader and test these in e-Granthalaya Circulation
Module.

I ARGOXBarcode.txt - Notepad

File Edit Format Yiew Help

H10
191100300700050HPSECLIE
191100300560030800.89 M1198
1£22022003400305810
1911003001600305810
191100300020030LOC:

Q0002

E

11292

al

D11

H10
191100300700050HPSECLIE
191100300560030800.89 M119S
162202200340030567777
191100300160030567777
191100300020030LOC:

Q0002

74 start ® oG ? [ local.. [ 6 Wind. | Teca. [Heta. B arc.. EN Q/*!& 8147 AM
PRN File of ARGOX Barcode printer

BarCode Printer on USB Port:

In case your barcode printer is connected on USB Port then you need to do ‘Spooling’
of the printer in your PC where you wish to print the labels. For spooling, first install
Barcode Printer Driver from CD which was supplied by Barcode Vendor. Once driver is
installed, an icon of your barcode printer will be created under ‘Printer and Fax Device’
of Windows. Make your barcode printer as ‘Default Printer’ by right clicking it pressing
‘default printer’ option..
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1.11.

To do spooling, right click the barcode printer icon and go to ‘Printer Properties’ — a
new windows will appear. Go to PORT Tab and in the bottom of the screen put the
check box on option ‘Enable Spooling’ then select LPT1 as well as USB port on which
printer is attached. Then press APPLY button to save the settings. During this process,
your barcode printer must be connected with your pc and must be On. Now, printer is
ready to get print command from e-Granthalaya.

RFID Integration

RFID is the latest technology being used in libraries for circulation and other
purposes. RFID, generally, can be integrated with ILMS in three ways:-

a). SIP Interface in ILMS — in eG3 this protocol has not been added so far

b). API from Vendor — this can be done once we get the API from Vendor of
RFID

c). Integration at back end database of eG3 — In this case, RFID vendor will not
use Circulation Module of eG3, instead vendor will use its GUI for issue/return-
given below

In order to integrate RFID with e-Granthalaya, RFID Vendor needs to create a
TAGS field in the Tables of e-Granthalaya database — HOLDINGS,
MEMBERSHIPS and LOOSE_ISSUES_COPIES to store the TAGS value.

Tables Used with RFID

Table: HOLDINGS: Where HOLD_ID (PK) and ACCESSION_NO are
stored. (In this table Books and Bound Volumes are stored)

Table: MEMBERSHIPS: Where MEM_ID (PK) and MEM_NO are stored.
Table: LOOSE_ISSUES_COPIES: Where COPY_ID (PK) and other fields of
Loose Issues of the Journals are stored.

Table: CIRCULATION: Where all records are saved under

circulation transactions on Issue/Return

Display of Records

While issuing the document, it is essential to display the details of the document
in the circulation form of RFID Ul. RFID Ul will read the TAG of the document
and will pickup corresponding ACCESSION NO (for Books and Bound
volumes) from HOLDINGS Table or COPY ID (for loose issues) from
LOOSE_ISSUES_COPIES Table. Other details of the documents can be get
from ‘BOOKS ACC REGISTER VIEW’ or
‘HOLDINGS CATS _AUTHORS VIEW’ based on corresponding
HOLD_ID/ACCESSION_NO (for books and bound vol). In case of Loose Issue,
get the other details from CATS LOOSE ISSUES COPIES NEWVIEW’ view
by sending corresponding COPY _ID.

Similarly, corresponding MEM_ID, MEM_NO can be picked up from
MEMBERSHIPS Table by reading the RFID TAG of the member. Other details
of the members can be get from members_view under VIEW in database.

NIC-LIB-EG3-2007 19 04/07/2011



NIC

e-Granthalaya User Manual For eG3 users only

Issue of Books and Bound Volume of Journal

While issuing the Books and Bound Volume of the journal, RFID Ul will read
the TAGS Value of the document and will get corresponding HOLD_ID and
ACCESSION_NO from the table HOLDINGS and other details of the document
can be get from ‘Holdings Cats_Authors_View’ for display in the circulation
form as suggested in the above paragraph. Once transactions is processed,
following tables will be updated:

1. On successful ISSUE of a document, A New Record of the transaction is

saved in CIRCULATION Table with corresponding HOLD_ID (Books
and Bound volume of Journals) with the following fields

CIR_ID: Auto Generated

MEM_ID: Save Corresponding MEM_ID

HOLD_ID: save corresponding

HOLD_ID ISSUE_DATE: Current Date

ISSUE_TIME: Current Time

DUE_DATE: Calculated based on the DUE_DAY'S of the corresponding
MEMBER from DESIGNATIONS Table or
‘MEMB_GROUP_DESIG SUB_VIEW’

STATUS: ‘Issued’ (Hard Coded, case sensitive)

DATE_ADDED: current Date

USER_CODE: Who logon the software

REMARKS:

DELETED: N

LIB_CODE: Library Code which Logon the software

Corresponding Record of HOLD _ID in HOLDINGS Table will be updated

with the value ‘2’ in STA CODE Field. Value ‘2’ denotes that the

document is Issued.

Issue of Loose Issues of Journals

1. While Issue of Loose Issues of journals, RFID Ul will read the value of the

TAGS pasted on the loose issue and will get the corresponding COPY_ID
from LOOSE_ISSUES COPIES Table and other details from
CATS_LOOSE_ISSUES _COPIES_NEWVIEW for display of the full details
of the loose issue in the circulation form. On Issue-

. A New Record of the transaction is saved in CIRCULATION Table

with corresponding COPY _ID of the loose issue of Journal along with
the following fields

CIR_ID: Auto Generated
MEM _ID: Save Corresponding
MEM_ID COPY_ID: save COPY_ID
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ISSUE_DATE: Current Date

ISSUE_TIME: Current Time

DUE_DATE: Calculated based on the DUE_DAYS of the
corresponding MEMBER from DESIGNATIONS Table or
‘MEMB_GROUP_DESIG SUB_VIEW’

STATUS: ‘Issued’ (Hard Coded, case sensitive)

DATE_ADDED: current Date

USER_CODE: Who logon the software

REMARKS:

DELETED: N

LIB_CODE: Library Code which Logon the software

3. Corresponding Record of COPY_ID in LOOSE_ISSUES_COPIES Table
will be updated with the value ‘2° in STA CODE Field. Value ‘2’
denotes that the issue is Issued.

Return of the Documents

For return, once you put the book in RFID platform, it will read the TAG of
the book...then RFID UI needs to get corresponding HOLD ID (for books,
etc) from HOLDINGS Table and other details from
‘BOOKS_ACC_REGISTER VIEW’ or
‘HOLDINGS CATS AUTHORS VIEW for display of the book details.
Similarly, for loose issue, get the corresponding COPY _ID from
LOOSE_ISSUES_COPIES Table and full details form

CATS _LOOSE ISSUES COPIES NEWVIEW’ for display purpose.

On pressing RETURN Button, following table will be updated:

CIRCULATION Table —CIR_ID Record must be identified and update
the following fields:

RETURN_DATE: Current Date

RETURN_TIME Current

Time FINE_DUE: If any

FINE_COLLECTED: If any

STATUS: ‘Returned’

Also, update record of corresponding HOLD_ID in HOLDINGS Table
with STA_CODE = ‘1’ (In case of Books and Bound VVolume of Journals)

Similarly, in case of Loose Issues, update the corresponding COPY _ID in
the LOOSE ISSUES COPIES Table with STA_ CODE =’1"

For RESERVE and RENEW, Only following Fields are needed to update
in CIRCULATION Table:

STATUS: no change
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1.12.

1.13.

RENEW_DATE: Current Date (In case of RENEW)

RESERVE_DATE: Current Date (In case of RESERVE)

DUE_DATE: New due date calculated from current date by adding
DUE_DAYS from MEMBERSHIPS record in already calculated due
date)

SMS Integration

SMS is the new way of sending messages for various purposes. However, in
library software, there are very few uses of sms, still can be used to send many
kinds of messages to the users. These messages may be sent on issue, return,
over-due, new arrivals and many more.

e-Granthalaya is well integrated now with sms technology. To use the sms with
e-Granthalaya, you need to have a SMS account from any SMS Service provider.
The account consists of the following components:

a). User Code b). Sender Code, c), Password and d).Service Identifier.

How to integrate with eG3

To integrate the SMS account with eg3, you open the ‘Data Connection
Form’ from ADMIN >> Database Utilities >> Change Database connection.
On this form, SAVE the above mentioned parameter.

How to send SMS

At present sms message can be sent in eg3 on Issue and Return of books in
circulation module. For sending the message, you need to select/put check box in
SMS Message option. Once you will Issue or Return documents, sms message
will go to the member mobile no.. However, as you know that MOBILE No must
be there in Member profile. Later, other sms based options will be provided in
eG3.

Smart Card Integration

Smart Card is a kind of Identity Card, generally made of plastic, and stores member
personal data in chip. Such cards are costly, however, provided in many
organizations to the staff. Smart card can be used in eG3 for ISSUE of the books.
For using smart card, select the Option ‘Smart Card’ on ISSUE-RESERVE
Form and swap the card in card reader. Smart card is the replacement of member
card in libraries. However, the Member Number in the library database and
Member No on smart card must the same.

First create a field TAG_NO, VARCHAR Type, Length= 200 Characters in
the MEMBERSHIPS Table.
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(1 Then enter your smart card no of members in the his/her record in
the MEMBERSHIPS Table directly by opening it in database.

1.14.

When You Forgot Password

Many times you can forget your password of the software and thus you can not
login the software. In this situation, you can get your password from the database
(GRANTH3 or whatever name) where all records are exist in relevant Tables.

Steps:-

1. Run the Microsoft SQL Server Management Studio from All Programs
>> Microsoft SQL Server 2005 >> SQL Server Management Studio
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2. On Click the above screen, a small Windows will appear. Then press the CONNECT
button. In case, it is Win Vista/7/Server 2008 then u will need to select SQL Server
Mode and you need to give Database Login or ‘sa’ and its password. In case, you
have installed SQL Server 2005 from e-Granthgalaya CD automatic setup..then sa
password is given in the root of the e-Granthalaya CD.
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Althentiostion | Windows Authentication

3. After pressing CONNECT Button you WI|| be taken to new wmdows where C|ICk the +
sign of databases to expand it..then press + sign of your database (GRANTH3)
..then press + sign of Tables..here you will see all the tables of GRANTH3 database
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4. Goto2 Iast Table (USERS) and right click it >> Open Tables The Records WI||
be shown in the table from where you can note down the Password of your users.
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Chapter 2
How to Start the Program

2.1.After successful installation of the e-Granthalaya software, user can run the
program by choosing the program shortcut available under the “Programs >>
National Informatics Centre >> eGranthalaya 3.0”, as given below:

0 ] New OFfics Docummsnt Microsaft Office
il
ﬁ Open Office Dacument

nic3745 WO Set Program Access and Defaults

Rockstar Games »
Microsoft OFffics Tools 3

PR

[ W Windows Catalog Microsoft Access
Internet W Windaws Update (3] Microsoft Excel
é Internet Explorer E winzip [ mMicrasoft outlaok
L—J E-mall L& Microsoft Update [ Microsoft PowerPaint
N Y
P [icrosoft Visual 0 L"ﬂ s { g :::Z:Z:: :rvl::cdo Small Business Tools
mﬁ.n ) Games » . % - Siness 5
I Nero A Micrasoft Publisher
:u‘}g‘ E.:T'fdffé\fg'. :zznaoer I Network Associates » '@ "-“nd'w”“’" = The Phonetic Hind Writer  »
) SoundmAax » | '@ <rystal Reports 10 Tools >
@ Crystal Reports 10 & B8 Crystal Reports 10

) Startup

Microsoft SQL Server 2008

National Informaics Centee

e Windows Madia Play,

. . 0 edranthalaya 3.0 onlin T S Al oy Software from NIC »
Ej:\ a-Granthalaya V.20l s« P _sra 4 . [Type Arﬂollcatlon Referance ‘ i 4
" Date Madifled; 10/01/2007 1244 PM
Windaws Movie Malar Sixm: 296 bytms

/
| I eGranthalaya 3.0
Microsoft PowerPolnt

Windows Mudia Player

WINZip »
PrintMe Intarnst Printing »

i
®©
5 Windows Marssnger
@
@
14

All Programs B |

3 Adobe Reader 6,0
) Microsaft Visual Studio 6,0 3
1) Microsoft Waeb Publishing »
- | @ Instalishiald For Microsoft Visual C4-+ 6

2.2. Once you click the “e-Granthalaya 3.0” shortcut, the program gets started and
first screen appears as given below:

e-Granthalayat A Digital Agenda for Library Autamation and Networking

zﬁuni‘a
A Digital Age v Library Automation and Networking

Netawork Editrot
Varsion 3,0 .(2007)

(Remote/WAN based Conneetivity)
Saeloct your Languagpe (et sowr qid)

Lanauage ) [T

Dasign and Developed by
National Informatics Centre
Government of India
httpifearanthataya.nic.in
el b eR et rta LG L0
| N
[TIs I RUHRa T Feehe AL S |
22 - July-2010 Koy 27

@isvort| | @ gy - > | @nerm | Lo | e cranth o | B2 Mer ][ T2 vene s | @) G| N[O & 0iEeam
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2.3. From the drop—down menu (tiny arrow) in the above screen, select the Language in
which you want to display the labels on the form

NOTE: To display the labels in the local language like Hindi, you must install the
“Language pack’ in the server pc/client PCs

e-Granthalaya-A Digital Agenda For Library Automation and Networking

ntﬁaiaya

A Digital ﬂgendh or Library Automation and Networking

Network Edition
Varsion 3.0 (2007)

{Remote/WAN based Connectivity)

[ Select Library —
| Select your LIBRARY
HP Secretariat Library v
OK I Cancel |
Design and Deveioped by

National Informatics Centre
Government of India

hitp:ifeqranthalaya.nic.in
Email: rkmatoria@nic.in
—mmrtrm

mmx&/mcs e

22-July-2010 _kev 17 |9

zt;startH @ il ” | @, | e IwGranth |-z Micr... v

12 wsh.. v

2.4.From the drop-down (tiny arrow) in the above screen, select the name of the
library by clicking it, next screen will appear.

NOTE: In case it is a new database and you are first time connecting the e-
Granthalaya then “Add New Library” button will appear. By pressing this button,
you will add one Library Record by pressing the Add New Button on the following
screen

2.5.From the Drop-Down, select the User Code and enter Password to access the
Program Modules and Menu. In case it is a new database and you are first time
connecting the e-Granthalaya then “Add New User” button will appear. By pressing
this button, you will add First User Record and will SAVE it..then EXIT the Form
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e Lranthalaya: A Digital Agenda for Library Automation and Netwaorking

ML A
-?'é’\’i;
\"-.’ S
&

HP Secretariat Library

Himachal Pradesh Secretariat
A-Block, 11th Strea, Shimla (HP)

(Remote/WAN based Connectivity)

[ Login Information

User Code  [Aomm =] |

Password @ |

[. ou l Canenl ﬁ'.rllm Pasaword without cpm:q\l

Design and Deveioped by
National Informatics Centre

Government of India
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22 - July-z010

distart| | @ ah (- | @ncem | cane | s Granth | @z Moo [Davenc s (@ DT ADO e 100zam

2.6. Select the user code from the drop-down and type the Password and press OK
button or press ENTER key on the keyboard.Then you will receive the message
“Welcome to e-Granthalaya” and all modules will become available to the users for
data entry, as shown in the below screen:

W e-Granthalaya: A Digital Agenda for Library Automation and Networking ffom NATIONAL INFORMATICS | CENTS
Admin  Books Acquisition  Cataloguing  Clrculation  Serlals  Articles  Budgets Search  Halp  Exit

LIRS

[RKM | NIC Libraty (Headquarters)

igstant||| 20 & G K || Gyreme | iy Granth - .. | 896Gz _Userm., ]m Jyﬂ@@t@a&’,}iﬁ zi0aEM

NOTE: System administrator / library in-Charge can set the module wise permission for
each and every users using the USER menu under Admin > Master data >>Add Users
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Chapter 3
Admin Module

“Admin” module is used for making users, setting their permissions, making entry of
the default values in the master tables and then using such values in the subsequent
modules. This module contains the following menu and sub menu:-

3.1. System Data (Data must not be deleted / modified)

3.1.1. Bibliographic Level (Table: BIB_LEVELS) -

This Form is used to add / edit / delete Bibliographic Levels (A first Level
Categorization of Reading materials in a library). However, users are advised not to add
/ delete any existing record from this table. In case you want to add more documents
Types then add in DOCUMENTS TYPES form. As per international standard there are
two bibliographic levels for printed materials in the libraries: M= Monographs and
books and S= Serials

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [Bi... [= |[&](]
Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Bibliographic Level
Search fei Action Butfons
Id }_ J| System Generated
Code u {Length One Character. English Only)
Name B
Bib_LevelRecords 2 SdiHew
~ ID | CODE NAME _
P anaas
3% 5 Serials [ P ]
Add / Edit Records Action Buttons

Titles = 8 / Copies =17 061272007

ChleGa User... Wl e-Granth... Desktop 2 0 e ) TV gl a4 Em
|

NOTE: You can not ADD NEW type Bibliographic Level.
3.1.1. Materials Type (Table: MATERIALS) —

This form is used to Add/Edit/Delete Materials Types (A Second Level Categorization
of Reading materials in a library). Users are advised not to Delete / Modify any existing
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record. The Materials Types already available have been added to represent the
documents in a library as per international standard. In case, you wish to add new
materials type then press ADD NEW button and type the data and SAVE Record.

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [M... E]E|

Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Materials Type
Search ettt i Action Buttons
Id L J Code LJ {Length One Character, English Only)
Name | ‘
e Add N
Materials 8
D |CODE  NAME &
> 1 B
. oy
B N v
< |
Add / Edif Becords Action Buttons

G e User... M e-Granth,.. Deskkop A2 : e Lo ) T\ gl dispm
|

3.1.2. Document Types (Table: DOC_TYPES) —

This Form is used to Add / Edit / Delete Document Type in a library — a third level of
categorization in the library. Here Users can add new documents types (if not exists) by
pressing ADD NEW button. Existing Records must not be deleted / edited. Following
Table shows Types of Bibliographic Level, Materials Types and Documents Types
already available in the database. Users are advised not to delete / modify these types.

SN. BIB_LEVEL | MATERIALS | CODE |DOCTYPE |
1.

M B (Books) BK General Books

2. M B (Books) AM Almanacs

3. M B (Books) BB Bibliographies

4 M B (Books) CB Composite
Books

5. M B (Books) CP Conference
Proceeding

6. M B (Books) DT Dictionaries

7. M B (Books) DR Directories

8. M B (Books) EB Edited Books
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9. M B (Books) EN Encyclopedias

10. M B (Books) GB General Books

11. M B (Books) GP Govt
Publications

12. M B (Books) HB Hand Books

13. M B (Books) MV Multi-Volume

14, M B (Books) TH Thesaurus

15. M B (Books) YB Year book

16. M B (Books) TB Text Books

17. M B (Books) BA Bare Acts

18. M E (Patents) PE Patents

19. |M M (Manuals) MN Manuals

20. | M S (Standards) ST Standards

21. M T (Reports) GR General Reports

22. M T (Reports) TR Technical
Reports

23. | M T (Reports) DS Dissertations

24, M T (Reports) TS Theses

25. M T (Reports) LR Law Reports

26. M T(Reports) CR Commission
Reports

27. | S A (Annuals) AR Annual Reports

28. S A (Annuals) AN Annuals

29. S N (Newspapers) | NL Newsletters

30. S N (Newspapers) | NP Newspapers

31. S P (Periodicals) | Al Abstracting/Ind
exing Services

32. S P (Periodicals) | JR Journals

33. S P (Periodicals) | MG Magazines
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e Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [D. .. C|[ﬁ1r)?|

Admin  Hooks Acquisition  Catalaguing  Clrculation  Serlals  Articles  Dudgets  Search  Exit

Document Types Ewit

Wakoad Asdion Didtens
L [l | Code | | (Lenoth Two Charactor. English Only)

Namn | :

Bib Loval \ wf Material Type j v EE’D

Add Nuw

Doo Typos 20

D CODE | NAME ~ T
a2 Al Absiistiing snd Indasing Sevioe Dolote )
“:_*7 e - U | Print

29 AR
30 AN - Annuals (General] __ B

Ated i Hosorads Aatvon Duttons

oGnIRo07

\ U 06 M

3.1.3. Acquisition Modes (Table: ACQMODES) —
This form is used to Add / Edit / Delete Acquisition Modes in a Library. Do not
delete/modify the following records available in the software:

= Exchange

Gratis / Gift

Purchased (for books)

= Subscribed (for periodicals)

woEm
I

e Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [A... [ |[&][5]
‘Admin Books Acquisition  Catsloguing  Clrculation  Serlels  Articles  Budgets  Search  Exit

Acquisition Modes {3 F,ﬂ(

Search Action Bultons
\d “ ] Syxtum Guneratod
Code [ [ (Longth One Charaoter. English Only)

Newe |
Acquinition Modes 4
1D |CODE  NAME m

|

f9: P Purchasd ... 3
< >
At £ 1ot Hopords Aotion Buttons

|
|
Cole | t (Lanuth Une Chaoeto, Englixh (nly)

WIC Lirary (Headauarters) Titlen - 0/ Copiea - 17]_04n2r2007

call 6GE_UseyMani " f EN R »  H06PM
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3.1.4. Currency Codes (Table: CURRENCIES) -

This form is used to manage the Currency Codes which will be used in Books
Acquisition and Budget Modules to process the Bills. New Currency Codes must be
added as per the 1SO: 4217 available in the CD of the e-Granthalaya Software / or can
be downloaded from Internet. Users are advised not to delete / modify the existing
records. To add new currency record press ADD NEW button and type the data and
press SAVE the record. To edit / modify the record, click the record from DataGrid to
display and press EDIT button. After edit press UPDATE to save the changes.
Mandatory Fields: Currency CODE (3 digits as per 1SO: 4217) and NAME of Currency

Buttons Actions

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record
PRINT - Print the existing Record
SEARCH - To search the existing record
Mandatory Fields:-

CODE : 3 Character Length, Alpha-numeric
NAME : Name of Currency

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [C... B@
Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Currencies
Search Action Buttons
Id | ‘ System Generated
Code [ J {Len 3 Che, alpha-numeric, English Only)
Name e e
Currencies 35
D |CODE NAME -
» o AFN  Afghani 2
2 AUD  AustialianDollas
3 BHD  BahDinar
4 BOT  BongladesiTaka ]
< ¥
Action Buttons
ko = Save
Name =
Caneel
f st | | Cl
| ear
| |
i
S —— 3 =
L L,,,,VJ Dat ded =5 ] difie \r 7777‘—]

NIC Library (Headquarters)

iy Start M 2 Windows Ex... v | Gl 863 UserMani. ..

W e-Granthalaya: ...
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3.1.5. Countries (Table: COUNTRIES) —

This form is used to add the Names of the Countries to be used for the books
published. More country codes can be added as per the ISO: 3166 with 3 —digits country
codes. The ISO: 3166 is available in the CD / Internet. Users are advised not to
delete/modify the existing records.

Buttons Actions

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record
PRINT - Print the existing Record
SEARCH - To search the existing record
Mandatory Fields:-

CODE 3 Character Length, Alpha-numeric
NAME Name of Country

e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIDNALINFGRMQ—HEQL RE tries] =18 x]

Search  Exit

Admin Books Acquisition  Cataloguing Circulation Serials Micro Documents Budgets
Countries Exit |
— Search — Action Buttons —
Id | Cod I (Len 3 Chr. alpha-numeric. English Only)
o | Search
Country I
X Add New
Region I ,I
HELP: More Count 2
- : - More Country
Lkt GRnties Code may be added Delete
ID |CODE  |NAME ﬂ as per’1S0: 3166 .
1 AFG Afghanistan Print
Record[s): 45 5 ALB ‘Albania Details
3 DZA Alzeria Print
4 AGO Angola = Summary
< | LI—‘
—Add / Edif Becords — Action Butfons —
Id I System Generated
Code l {Len 3 Chr, alpha-numeric, English Dnly)
Country | Save
Region I vI Update
_:_‘ Cancel
BDescription Clear
L4
User Cade I Date Added I Date Modified I
aomm | HP Secretariat Library Titles = 30051 / Copies = 38368

tt{start| | & &~ | @31 war.. | 3w Lam. |§wa...|z mo [T | [ @

Tl«m@PIE 1zmrem

3.1.6. Copy Status (Table: BOOKSTATUS) —

This form is used to Add / Edit / Delete Type of Copy Status in a Library. There is
no International standard to represent the copy status so users can add their own
status. However, possible status are already added in the database. Users are advised
not to delete/modify the existing status.
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Buttons Actions
ADD NEW - add new Record
DELETE - delete the existing record
EDIT - Edit / Change the existing record
PRINT - Print the existing Record
SEARCH - To search the existing record based on the

fields available on the screen

Mandatory Fields:-

CODE
NAME

3 Character Length, Alpha-numeric
Name of the Status

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATIE us_0 -8 x]
Admin Books Acquisition  Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit
Copy Statas Exit I
— Search — Action Butfons —
Id I System Generated
Code I (Len Ten Chr. Alpha-Numeric)
Copy Status | Seaich
Copy Status Suki How
ID  |CODE | NAME ﬂ Edit
Record(s): 12 » ‘ 1 A,Z'?.“a,bb ! Delete
a3 13 Bindery. o
3\ 9_ D'a.maged Tt
4| | »
—Add / Edit Records — Action Butfons —
Id I System Generated
Code I [Len Ten Chr; Alpha-Numeric)
Copy Status | Save
;l Update
Cancel
Description
Clear
User code l
Date Added I Date Modified I
HP Secretariat Library Titles = 30051 { Copies = 38368| 1010912010

T« M@AE 1231pm

tiiStart| | & & | @31+ wa. | D3w| G | Bwi. | @2zu-|[Te-. | [ 2

3.1.7. Frequencies (Table: FREQUENCIES) —

This form is used to Add/Edit/Delete the journals frequencies which are used in the
SERIALS module of the software. There is no international standard to represent the
frequencies so users can add with their codes, etc. However, we have already added the
frequencies and users are advised not to modify and delete the existing records.

Buttons Actions

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record
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PRINT - Print the existing Record
SEARCH - To search the existing record based on the
fields available on the screen

Mandatory Fields:-
CODE : 2 Character Length, Alpha-numeric
NAME : Name of the Frequency

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [F... [ |[&]fX]
Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Frequencies
Search AT Action Buttons
Id U 77_} System Generated
Code 1.,,,_‘ (Length Twe Character Alpha-Numeric , English Only)
e 1
Frequencies10 it How
D [CODE  NAME -
»o1 BM Bi-Monthly (6/12). |
2 BW BiWeekly (26/12) ¥
oy EightTimes aear (8/12]
R  Fortrightly {24/12) v
< | ¥
Action Buttons
erated
Code [ | [Length Fwo ( ster Alpha-Numeric . English Only)
= Sav
e ; ] A
1{ i g
o T i | Cancel
vescrpiion
p | ‘
| |
|
|
User code [ |DateAdded [ | pate Modified RIS

oen | NIC Library (Headquarters) ' Titles = 8/ Copies =17 061272007

[ 2 Windows Ex... ~ | eG3_ UserMany. . W e-Granthalaya: ... é /v;: 40P
3.1.8. Language Codes (Table: LANGUAGES) —

This Form is used to Add/Edit/Delete the International Language Codes as per 1SO: 639
with 3 digits codes. Users can add codes for more languages as per 1SO: 639 — available
in the CD / Internet. The language codes are used during cataloging to select the
language of the documents.

Buttons Actions

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record
PRINT - Print the existing Record
SEARCH - To search the existing record
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Mandatory Fields:-

CODE : 3 Character Length, Alpha-numeric
NAME : Name of the Language

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [L... Q@

‘Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles Search  Exit
Languages
i AL Action Buttons
Id L,,A,,_J System Generated
Code [ ] (Len Three Chr, alpha-numeric Only)
) A
Name [ ]
Languages 26 -Add New
D [CODE  |NAME -
b 35  ASM Assamese =
37 BEN ‘Bengak
138 BHO Bhojpuri
i I 1 Dogi. v
<
Action Buttons

llpdate

Deseription

Clear

NIC Library (Headquarters)

Titles = 8/ Copies =17| 061272007

| i 2 Windows Bx... v | i eG3_ UserMani... M e-Granthalaya: ... Deskiop 2 Efl Q):: 412 PH1

3.1.9. Accompanying Materials (Table: ACC_MATERIALS) -

This Form is used to manage the Accompanying Materials sometimes used to come with
the books like CD, etc. There is no international Standard to represent the codes of such
materials so users can add their own codes, however, users are advised not to modify

and delete the existing records.

Buttons Actions

SEARCH - To search the existing record

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record

PRINT - Print the existing Record

Mandatory Fields:-

CODE: 10 Character Length, Alpha-numeric

NAME : Name of the materials come along with Books
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Admin  Books Acquisition  Cataloguing  Crculation  Serials  Articles  Budgets  Search  Exit

Accompanying Materials
Search Action Buttoms
Id l | System Generated
Code [ ~ | (Len 10 Chr, alpha-numeric, English Only)
Name | |
Accompanying M atenals 7 Add Hew
D CODE  NAME A
2 CHARTS Charts
3 DvD bvo
4 FDD Floppy Disk Drives v
< | >
A £ ofit | f Action Buttons
| 3o | led
o E [ {Len 10 Chr, alpha:numeric, English [
Nar | ‘ Update
‘ Cancel

] Date Added | ‘ Date Madified |

NIC Library (Headquarters)

M0 2 Windows Ex.,. v | Gf eG3 Userbanu... W e-Granthalaya; ...

3.1.10. Type of Binding (Table: BINDINGS) -

This form is used to add Type of Binding. Already we have included many types of
Binding found common in the library. There is no international standard to represent the
binding by a code, so users can add their own codes. However, users are advised not to
delete/edit the existing records.

Buttons Actions

SEARCH - To search the existing record

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record

PRINT - Print the existing Record

Mandatory Fields:-

CODE: 10 Character Length, Alpha-numeric, unique
NAME: Name of the Binding Type
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e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [T... [ |[&][X]

Admin  Books Acquisition  Catasloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Na
Type Of Bindings 6
ID | CODE NAME Edit
» 6 X Fyll-Leal'u Dele
5 T Half-Leather
1 H HardBound
72 P Papertback
Add / Edit Records Action Buttons
i | System Generated
Code (Len 10 Chr, alpha-numeric. English
Name
Update
escription

NIC Library (Headquarters) i Titles = 8 / Copies = 17| 06M2/2007 |

—_— — - s
‘4 Start W 2 Windows Ex... v | Gf 8G3 UserManu. .. m e-Granthalaya: ... Desktap R s 4i22PM

3.1.11. Add Labels in Local Language (Table: LABELS) -

This form is used to generate the labels used throughout the application in local
language corresponding to the ENGLISH text. It helps in displaying the labels (after
creation of local ‘lang’ labels) in local language and thus gives the look of a
customized/localized software.

How to add labels:

1. First Restart the e-Granthalaya again and choose your local language from drop-
down for which u wish to add labels.

2. Go to the Add Labels Form under System Data in ADMIN Module.

3. Press ADD button and select / type the label in the Label Text drop-Down and
then Type the Regional Language Label in the below Text Box, press SAVE.
Similarly, you can pickup existing labels and press EDIT, after modification
press SAVE. After creating the labels in local language you can choose the
language during login of the software to get displayed all labels in the selected
language.
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- uretwera: aw SYolYew wleaT Corta geEn Mrans et W - [dse | =12 x|
Tiwerra AT WA et g emd ) sYpdter warz eted age n—ﬂ
| [~ Action Button f
’ \
|Labeal Ted | Display Taxt ‘
(Len 10 Chr, alpha. numeric, English Only) 10 m m. ’ e
C(Len 3 Ch, alpha-numerie, Enalish Only) : ; s
(Len lTen ctw Aum. Nutmﬂ:) e
mm’ » , ‘ T s ‘
(Len Three Chr, alpha-numeric onm ‘
(Length One Character, English Only)
(L-nqth Two Charactar, English Onty).
|
» | ] e I
':l
R 1 Action Button
- N
g N [_ _._.....“ i ‘
Awn Tre [tten 10 Chr, alpha.numerio, English Only) ~] m———
=ty Igwnnm Ty
m— Tilos - 30051 / Copies - 38348] 10082010

Wistan| [ B - 2| BN s | Qe lm__m__lr‘—' --.-"'ercat’luoa; aiz4Pm

3.2. Master Data (User will create master data)
3.2.1.Add USERS (Table: USERS) -

This form is used to add/edit/delete the Users (Staff of the Library) who will operate the
software for data entry. Here, permission can be set for a particular modules just by
typing Y/N. To add the new user, Press ADD NEW button. Type the USER CODE
(Distinct) with Names, Password and other details along with the Permission of module.
Password must be minimum 10 chr long. SAVE the record. Similarly, EDIT the existing
record by selecting from the Grid and then UPDATE to save changes.

e Granthalayal A Digital Agenda for Library Automation and Networking from NATIONAL INIORMATICS CEMNIRLE - [UL |- “H1 |r§|
a Ci Sevials  Micro Documents  Budgets Search it m
T e [ ]
Soarch Action Buttons
n | Giystem Gonerated

Uaer Code

| (Lon Ton Chroalpha-numorio ) | GSeomch

| Add New

Uxar Name

]‘ib ~  Gode Name A [ Edn |
; CrT T — [otere ]
Redordle]): & 2 | GAUTAM | Gautam [ Pried ]
‘ 4 | aNEGH | Jai Deap Nogi Change I

- [ 'w | JAIPHAKAS H ‘ L Jal Prakash = faveword

Action Buttons

YidM)

YIM|)

Y IN ) Canul

1

(

'

{

(YN Cloar
( 1w
|

[

Y/IN)

YN
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3.2.2.Message and Letter Text (Table: MESSAGES) -

This form is used to add text messages to be printed in the reports of various kinds.
These text messages are printed in the green sheets / letter /orders issued from the library
e.g. Approval List, Orders, Reminders, etc. The letter text can also be entered in local
language.

Buttons Actions

ADD NEW Add new Record

DELETE Delete the existing record

EDIT - Edit / Change the existing record
PRINT Print the existing Record

Mandatory Fields:-

FILE NUMBER: 100 Character Length, Alpha-numeric

FORM NAME: 50 Char length, alpha-numeric, any name of the form
SIGN AUTHORITY The name of the Librarian / Head, etc

HEADER : Name of the Library along with address

SUBJECT: Subject of the Letter/Text

TOP/BOTTOM MESSAGE: Message text

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [M... @@

Admin  Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Letter Texts

Search Action Buttons
Messages 1

Add New

Add £ Edit Records

Delete
Id 1 ] System Generated

File No [NIC/LIB/306/20077 ]
Form Name [?ﬁDl'_l KS APPROYVAL FORM —[
Header Library & Information Seivices Division A
NATIONAL INFORMATII NTRE v Action Butfons
Subject Request for purchasing books for library. ...
- Near S
Top Message Dear Sir. ) Save
¥
= llpdate
Boltom Message Please s(:rfu’ the list ("[.(h"i books back to the libraty after approval of the =
books so that we can inititate the puichasing process: Cancel
Sign Authority [F‘.aﬁ: Kumar Matoria I Clear
[
Remarks
User code IFE?.M Date Added Date Modified P}’/!}S;‘Z‘On! _]

o~ | NIC Library (Headquarters) Titles = 8 /Copies = 17| 061272007

:{" start Ml 2 Windows Ex... v | Gl 63 UserManu. .. W e-Granthalayal ... Deskbap 3 ERl ‘Q‘:: 4:15 PM
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3.2.3. Sections (Table: SECTIONS) -

This form is used to add the various kinds of sections in the library such as
Children section, Text Books section, General Section, Special Section, if any. It

is recommended to have at least one section i.e. General

Buttons Actions
SEARCH To search the existing record

ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record

PRINT - Print the existing Record

Mandatory Fields:-

CODE: 10 Character Length, Alpha-numeric, unique
NAME: Name of the section

~Admin Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [S... @@

Library Sections
Seareh
Id i System Generated
Code [——J {Len 10 Chr. alpha-numeric; English Dniy)
Name L__A_ e Ve A-—J
Sections 1
N |ID ‘V_CODE | NAME -
y 1 e General Section

Add / £dit Becords

id fniwmi System Generated

Code G {Len 10 Chr, alpha-numeric, English Only)

Name [General Section ]

Description

User code KM | Date Added [17/09)2007 | Date Modified [0671272007

Action Buttons

Save

_ NIC Library (Headquarters)

Titles = 8 / Copies =17| 061272007

ll" start Ml 2 Windows Ex... v | Gl 63 UserManu. .. W e-Granthalayal ...

3.2.4. Committee (Table: COMMITTEES) -

R 4z0pm

This form is used to add at least one Library Committee using the action
buttons available. Users are advised to add at least one committee. Library
Committee will be used in BOOKS ACQUISITIONS and SERIALS Module.
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Buttons Actions

SEARCH - To search the existing

ADD NEW - record Add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing

PRINT - record Print the existing Record

Mandatory Fields:-

CODE: 10 Character Length, Alpha-numeric, unique
NAME: 100 Chr length, name of the Library Committee
CHAIRMAN: Enter the Name of the Chairman

MEMBER: At least one member of the Library Committee

IS mandatory
START/END DATE: Period of the Committee
NOTE: In case no Library Committee exist , please assume the name as “Library
Committee” and designate Head of the Library / Institute as Chairman
and Librarian as the Member of the Library Committee

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [C... Q
Admin Books Acquisition  Cataloguing  Circulation  Serials  Articles  Budgets  Search  Exit

Library Committees
Search ; Action Buttons
Id [ | Code | | (Len 10 Chr, alpha-numeric, English Only)
Name [ J
Committee Records 2
D [CODE  NAME |
> LIBHACOM NIC Library Committee No. 1
' LIBHACOM NIC Library Committee No.2
Add £ Edt Becords Action Buttons
} Save
| Opdate
=
| Cancel
Start Date day __‘

Description

User Cade

_ NIC Library (Headquarters)

:’,’ start Ml 2 Windows Ex... v | @l 63 UserManu. .. M e-Granthalaya: ...

3.2.5. Library Details (Table: LIBRARIES) -

This form is used to store the details of the Library which is using the software. You
may add one account for each participating libraries as a cluster of libraries. The
software supports database management for multi-libraries. The data enter here are
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printed in all the reports, introduction page of the web OPAC, etc The Library CODE
must be unique and can not be changed later. The CODE will be printed on barcode
labels also.

Buttons Actions
SEARCH - To search the existing record
ADD NEW - add new Record

DELETE delete the existing record
EDIT - Edit / Change the existing record

PRINT - Print the existing Record

Mandatory Fields:-

CODE: 10 Character Length, Alpha-numeric, unique
NAME: 250 Chr length, name of the Library
PARENT BODY: Name of the Parent body

CITY: Name of the City

LIBRARY TYPE : M = Main

ADDRESS : Library full address

NOTE: Name of the Library, Parent body and address, about Library, history, etc will be
displayed on the Start Menu of the Software as well as in the Header of the main page of
the WEB OPAC (Web Interface).

S EX

e Granthalaya: A Digital Agends for Library Autemation and Netwadeing fram SATIONAL MFORMATICS CENTRE - [Manage Library Account and Library ...
Admin  Oooks Acouiviten  Cetalogsng  Crculstion Serily  Mom Gocuments  Dudgets  Search  Deit o535 Hew. Mo 22

Library Details |

_INICLIBRARY

Add / Fdlt Records
Litwary Detads | Mece Detals  about Litemy

t fLen 10 O, alpha nusseric, Esglich Onlp)
Libvary Mawme  JITRNTIDENG

Location Cdy  HYDERABAD

Harnnt oy M

Lt wy [ype Main Litway v

A BLOCK, BRKF BHAVAN
Addiosa TANK BUND ROAD HYDE RABAD

" Wearn Ex 9 o) Lseit
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NOTE: You can add Main Library of Branch Library — In case of Branch Library, do
not forget to select its Main Library. Software provides centralized purchasing and
accessioning for branch libraries by the Main Library. Accession Register can be
generated for Main Library, All Libraries or of Branch Library individually.

NOTE: Following 3 fields from LIBRARY Form will be displayed on the First
Web Page of WEB OPAC as an Introduction of your Organization / Library:

w-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [M, ., rlﬁ|m|

o Hooks Catal I Circul, Swurials  Micro Documents  Budgets CEDUE NN o3 Hey. No.20

Library Delails L:EE"A]

(e} Code Name
| HPSECLIB HP Seciotaniat Libig

el

Add 7 Edit Reoords Aation Buttons
Library Details | More Details | about Library |
‘ About Parent [HP Secretanate Library was ostablished to cater the needs of the Seocretariat ~ |
Drganization nllu‘mlx to provide the Z data /2 inf t thoy nuad in day to day ’
| |work. The Library hax d ] 1 a good coll i of artx and huminitiex xubjectx. o || |
‘ The Library providing vnunu: lumll of :mvu'nx to the uzxerz . like circulation, ~l | I Update ]
‘ About Library online xearch of library ] xuervice and cunent awanenexs | -
|xervicex. Bexides, library pmwdu: booksx llum other nearby libaries on Inter o I Cancel
‘ About [The Ibrary 16 well equipped with the I'T Tools and usign o-Granthalaya software to A | l Clear

nulomnln the llhmw activitios and sorvicos. Tho libsrary was culnhluhod with its
o 19687 Since then the library 12 growing well and houzed o | l

Servicex

NOTE: Text of lhc:u thiee lialds will be displayed on the st page of Web OPAC ax Inttoduction

| Tittow « 30060 / Copiew « 30an1| 0777011

EN €€ g b2, 0 ni0zaM

[ S Microoft BeL 9,

“J start [ B I KN e-cranthalayar | T wom Liwmerar,

3.2.6. Publisher Directory (Table: PUBLISHERS) -

This form is used to generate Published Directory by adding the details of the
Published once as authority file. Then these records will be used in the
subsequent modules while adding the details of the books and journals

Buttons Actions

SEARCH To search the existing record
ADD NEW Add new Record

DELETE delete the existing record

EDIT - Edit / Change the existing record

PRINT - Print the existing Record
Mandatory Fields:-

NAME: 250 Chr length, Name of the Publisher
Place

Country
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e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL

INFORMATICS CENTRE - [P

&)

Publishers

Publisher: No of Record(s) 362
1562 Milkweed
1563 __ Mills & Boon __

.

1565 Ministry of Agiiculture
1566  Ministiv of C & |

Add / Edit Records

{ Wid

Publisher

System Genetated
Minerva Book House
New Delhi Country

i —————————— I

Date Added 671 279007) Date Modifind

| Exit I

Action Buttons

X

Clea

Tiles ~ 30060 / Copion ~ 30391 | 07072011 ‘

T eG3_UsarManu,..

3.2.7. Vendor Directory (Table: VENDORS) -

K. Microsoft SQL S

EN ® Juge v V000 8110 AM

This form is used to add VENDOR details using the fields given in the form.
Later, these details will be used while purchasing the books and subscribing the

journals, etc.

Buttons Actions

SEARCH - To search the existing record
ADD NEW - add new Record

DELETE - delete the existing record

EDIT - Edit / Change the existing record
PRINT - Print the existing Record

Mandatory Fields:-

NAME: 200 Chr length, Name of the Vendor
PLACE

COUNTRY

ADDRESS
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Vendors

i D Vaendor |

1_ Ania Book House Shimla |

2 Contial Nows Agonc: D erberts
— Bt

Add 7 Edit Records Action Buttons
Id ' System Generated
Vendor
Place | Shimal Country ndia - s ave

} - R N > . "
PRSI A-34, Taw Street, Shimla, HIP - 345 009 Update

Fax Phone ‘ Cloar

E Mail
unL
1 AL MIM Date Added

Titlew » 10060 / Coplas « 30381 | Ormimzo1

‘4 start 8o KR e-Granthalaya B 0G5 L Manu E. Microsoft SQLS EN @ oy ot Y0 kr 111 AM

3.2.8. Subject Directory (Table: SUBJECTYS) -
This form is used to create a Depth Schedule of the SUBJECTS on which books
are available in the Library. This SUBJECT DIRECTORY will be available in
cataloging module for choosing the appropriate Subject Heading.

Press ADD NEW to add the record and SAVE to save the record. CLASS NO
and SUBJECT HEADING are mandatory fields. Under KEYWORDS Fields,
you can enter Narrower / Related Terms separated by ; and space.

e-Granthalaya; A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [S.., [= |/ |[5€]

Admin  Books Acquisition  Cataloguing  Clrcul. Serials  Micro Documents  Budgets  Search Bwit  PEENTEVAL T

m_ ——F xit

o prtem i nneatad
Claix Mo | | Sedroh
Subl Hoading

i [s] Class No Subject Heading Boloto

| Hopot
1 260 | 259 '}AGTlVITIES OF THE LOC !
| 23 | 022 | ADMINISTRATION OF T ’ A
1
Add 7 Edit Records Action Buttons
1 ‘ System Generated
Class No |657 |
Sub Meading  |ACCOUNTING | 5 frve
FINANCIAL ACCOUNTING; ACCOUN'S. ACCOUNTING [ Update
INFORMATION SYSTEM| [ -
Cancel
Koywords [ )
_Clear__ |
Uzer code |[ADMIN | Date Added 15/1 2200 | Date Moditied |00

HP Sacretarint Library Tillew = 20000 / Copian « | 0T

ER o-Granthalaya TR W LivarMan, ¥ Microsoft 561 5., EN € g, (o7, o Bi06AM
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Chapter 4
Acquisition Module

This module is used for acquisition / purchasing of the documents (books and
monographs, standards, manuals, patents, etc.) in the library. For each purchasing, a
Purchasing Record / Acquisition Record is created. The process of purchasing starts
from checking the Duplicate documents (if any) to the following steps:-

CoNoR~wWNE

Checking duplicate

Adding New Title with minimum fields

Add New Acquisition Record (Purchasing Record)

Generating Approval List (Sending the list of books to approval authority)
Updating the Approval List (Selected / Rejected)

Add Order Info

Generating Order

Receive Documents

Accessioning of the received documents

10. Adding Billing Info
11. Adding Payment Info

Then the documents so acquired become available for the CATALOGING process.
During the Acquisition process, the STATUS (Called as PROCESS STATUS) of the
acquisition gets changed automatically in the following order:-

S.N. Status Meaning

N~ wWNE

Requested : When New Acquisition Record is created , it is on ‘Request’ -
Sent for Approval — Once list of books sent to approval committee
Approved / Rejected — Titles may be approved or rejected

Ordered — Titles on Order

Received / Partially Received — Received titles along with bills
Accessioned / Partially Accessioned

Billed — Invoice added in Acq Record

Paid — Payment / Cheque Details added in Acq Record

Similarly, there are three CATALOG STATUS (called as CAT LEVEL) of any
document namely:-

1. New - When new book details exist but no acquisition process

(acquisition Record) started and no copy exist

2. Initial - When at least one Acquisition Record exist (i.e. process of

acquisition started), but no copy exist

3. Full - When at lease one copy of the book exist
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In fact, there are three main tables of the database where the details of the documents are
stored in the following manner by making the relationships among these:-

1. CATS - holds the cataloging details of the document — parent record / cat
record

2. ACQUISITIONS - holds the acquisition details of the documents purchased in the
library — Acquisition Record — As many acquisition records as
many times book was purchased. One acquisition record for

one

time purchasing of the title ( single copy / multi copy) — Child
record

3. HOLDINGS - holds holdings / copy details — as many records as copy

available
in the library for a title — child record

A

Acquisition Recordl Holdings / Copy Recordl
Acquisition Record2 Holdings / Copy Record2
Acquisition Record3 g====p>| _|Holdings / Copy Record3

Acquisition Record N e————r>| -
L Holdings / Copy Record N

(Purchase Details) y R
(Unique Acg. ID) | (Accessioning)
(Unique Acc. No.)

1. AUTHORS DIRECTORY

Here Author record is created once, if not already exist. The question of Sur Name
first or Fore Name first should be judged by the Cataloging Code you are following.
On clicking the Menu — Author Directory, following screen appears which shows
all the records already exist in the database. These records can be retrieved by typing
the value in the fields available and the pressing the SEARCH button.
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On this screen, following action buttons are available where user can do the many
things as mentioned below:

Name of the Button Action

EXIT To exit the form

SEARCH To search the existing records

ADD NEW To add new Author if not already exist

EDIT To edit / modify the existing record

DELETE To delete the selected record  from the Database, if the author
does not have any reference in the database

PRINT To generate report (summary or Detailed report)

AUTHOR BIBLIOLRAPHY — U can print Author wise list of books

How To Select the Existing Record : To select the existing record from the Data
Grid, please click the Record on the left
corner of the data grid where small arrow (
) is seen, then you can press the action
button for manipulation of the existing
record. At a time only one record can be
selected from the Data Grid.

NIC-LIB-EG3-2007 50 04/07/2011



NIC e-Granthalaya User Manual For eG3 users only

Add New Author

To add new record, press the ADD NEW button, following screen will appear with
blank fields.
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Fields Meaning

ID - System Generated / filled automatically
NAME - Name of the Author — Mandatory
ADDRESS - Optional (Address of the Author)
EMAIL - Optional (Email of the Author)

URL - Optional (Web address of the Author Site)
DOB - Date of Birth

REMARKS - Optional

Button Action

SAVE - To save new record

CANCEL - To cancel the process

Edit / Delete Existing Author

To edit / modify and to delete the existing record , first select the record from the
Data Grid and then press the Action button. For editing the record, over write the
contents and press to UPDATE to save the changes or CANCEL the process.
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Similarly, for DELETING the existing record, first select the record from Data Grid
and the press DELETE button and confirm the process by press OK button.

PRINT AUTHOR BIBLIOGRAPHY - This option will print the Author wise list of
Books in AACR2 format along with summary / no of books available in library
collection.

NOTE: If an author name has been used in any catalog record in the database then
the record will not be deleted as there is a relationship exist in the database. To
delete the record, first remove it from all the records in the Cataloging record (if
exists).

2. CHECK DUPLICATE BOOKS

Before purchase of the books in library, it is necessary to check the existing records
for the same title. The database can be searched using the following fields:-

ISBN, AUTHOR, TITLE

For searching the records of existing books, type the keyword in the text boxes and
select the Boolean options. On pressing the SEARCH button, results will appear in
the data grid.

The upper data grid will show the “Catalog” record and lower grid will show
the holdings/copy record of the title selected.

" | R
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Purchasing Process of Books

The process of the Acquisition starts with the Addition of the NEW TITLE in
the database with the details required as given below:-

3. ADD NEW TITLE

This form is used to add / edit / display / delete the Catalog Record of a title where
bibliographic details are entered. However, before adding the new title, it is useful to
search the Title under ‘Check Duplicate Title’ Form. Once you decided to purchase
a new title or more copies of the existing title, the first step is to create a new catalog
record of the Title as given below ( if it does not exist):
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Sub Title |a workbook
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Add New Catalog Record

To add new Catalog Record, press ADD NEW button and type the value of the
respective fields on the screen. The fields in Red Color are mandatory. In case
where drop-down available, select the values from the existing one by pressing the
small arrow () and click the value to be selected.

In case of Authors and Publishers, select the names from the drop down. If desired
names are not available in the respective drop down, then you can add new author /
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Publisher name here itself by pressing the NEW AUTHOR / NEW PUBLISHER.
On pressing this button, new form will be displayed where you can enter the new
record of Author / Publisher and then SAVE the record. Then EXIT the form
(Author / Publisher) , on exit again you will be back on the “Add New Title” form
where you were entering the Catalog record. Add rest of the data available and save
the record by pressing SAVE button.

NOTE: New AUTHOR and New PUBLISHERS can be added no in the Drop-down
also available in this form.

NOTE: when you save the new catalog record a unique CAT Number will be
generated automatically by the system which can be written on the book itself for
future displaying / manipulating the catalog record in the software. This Catalog
Number is just a Record Number and not linked with accession number. Accession
number will be added during ACCESSIONING Process under this module.

NOTE: While adding the new record, you can select the appropriate type of
materials and type of Documents from the drop down on the upper part of the form

Add Cover photo

To add cover photo of the book to the database, first save the image in your hard
disk in the “gif” format. While editing the catalog record press BROWSE Button
and select the image file from the hard disk and save the changes by pressing the
UPDATE button.

Print Record

To print the desired record (one at a time), first display the desired catalog record in
the form then press the PRINT button. A report will be generated on the screen
which can be saved or printed in the printer.

Clear the Screen
To clear the current screen press the CLEAR button.
Search Record

To search the existing catalog record from the database and to display the record
details, type the Catalog Number in the field CAT NUMBER. In case no catalog
number is known, then search the catalog record by typing the value (Accession no,
Title, Author) in the Search field and select the Field to be searched from the Drop
down. Then press the SEARCH button. In case, more than one records appear, then
browse forward and backward by pressing the ARROW button.
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Edit Record

To edit the existing Catalog Record, first display the record details either by typing
the Catalog Number in the CAT NUMBER field or search the database by pressing
the SEARCH button discussed just in the above heading.

Once the catalog record is displayed the press the EDIT Button. Re-write /over write
the contents and press UPDATE to save the changes or press CANCEL to cancel the
process.

Delete Record

To delete the existing catalog record, first display the record either by typing the Cat
Number in the CAT NUMBER field or by searching the database with the field
mentioned against the SEARCH field.

Once the desired catalog record displayed, press DELETE button to delete the record
and confirm it by pressing the YES button.

NOTE: The catalog record where child records exist (Acquisition Record / Holdings
Record) can not be deleted. To DELETE the CATALOG RECORD, first delete the
Holding Records, then Acquisition Record and then finally Catalog Record. In case
copy is issued ever, then before deleting anything, first delete CIRCULATION
TRANSACTIONS of that Accession Number from CIRCULATION module.

How to Download Catalog Record from Internet

ADD NEW TITLE Form provided the facility to download a catalog record (if it exists
in the URL given in the drop-down) from Library of Congress, other eG3 OPACS just
by giving ISBN no in the text box. However, your client PC must have the Internet
connectivity to download the record. To search the catalog from Internet,

Click the ‘Search From Internet’ option given in Red Color on the top of the screen,
then type/print the ISBN no in the text box and press GO button. The software will
search the record from Internet and if it exists then it will write the data
automatically in the corresponding text boxes ..then you can press SAVE button to
save the record in your database.
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4. Add ACQUISITION Record

Once you added few Title records in the ADD NEW TITLE form, then here this
form is used for adding “Acquisition” Record for the purchasing of Titles. It means
that for each and every purchase (either for single copy or multi copies), one
Acquisition record has to be added here on this form. Whatever number of copies
library is going to purchase in one go, one Acquisition Record has to be created. In
case of multi-Vol books, you must create a separate Acq. Record for each VVolume.

NOTE: While generating Acquisition Record, a unique systems generated “Acq. ID”
is assigned to it which is used to make relationships of the Acquisition record with
Cat Records as well as Holdings/Copy records of that particular title.

This form has two parts, upper part displays the Catalog Info of the titles selected
while lower part is used to hold the Acquisition Info. For any title there may be one
or more than one Acquisition records depending on how many times library has
purchased the copies of the book.

Display the Catalog Record
To add the new acquisition record, it is necessary first to display the parent catalog

record in the Catalog Info area. It can be done in two ways:-
1.Type the Cat Number in CAT field
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2. Search the specific title by typing the keyword in the SEARCH field and then
select the Field from the drop down. Then press the SEARCH button.
3. Once results appear, scroll Forward or Backward by pressing the ARROW .
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Add New Acquisition Record

To start the Purchase process for any title, one Acquisition Record has to be created
by following the steps given below:-

1. Once Catalog Record is displayed in the CATALOG Info area, press ADD
NEW button
Acq ID, Cat Number and Process Status fields are not enabled and filled
automatically
The fields shown in RED Color are mandatory, other fields are optional
Add the contents in the fields
Add Data in “dd/MM/yyyy” format (21/02/2011)
Select the value from drop down, if available
“Reference Number” field can be used for local purpose
To save, Press SAVE button
To cancel press CANCEL button

. To clear the screen press CLEAR button

. On saving the new Acquisition Record is created with a unique, system
generate “Acq. ID”

. APPROVAL Number is the Approval List Number (anything alpha —
numeric) which should be unique (not already available in the database)

.On adding new Acquisition Record, A process Status is assigned
automatically i.e. “Requested”.

N
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NOTE: While taking approval for many titles in one approval list, assign the SAME
Approval Number in all the Acquisition Records created for corresponding titles.

NOTE: You can display catalog record which are not available in your library, in
this case you can select “All Library”

Edit Acquisition Record

In case any change or editing is required in the Acquisition Record, first you display
the Catalog Record of the title and press the EDIT button. Change / over-write/ re-
write the contents in the corresponding fields and press UPDATE button to save the
changes.

NOTE: Acquisition Record with the following PROCESS STATUS can only be
edited:-

Requested
Rejected

It is due to the approval number unique value. Once an Approval number is

processed, its status gets changed, then no more titles can be added in this approval
number.

Delete Acquisition Record

To delete the desired Acquisition Record, first display the Catalog Record of the
Title and then select the desired Acquisition record, press the DELETE button.

NOTE: In case, Acquisition Record has been processed it can  not be deleted. Acq.
Record with “Requested” or “Rejected” process status can only be deleted.

Print the Acquisition Record
To print the Acquisition Record, first display the Catalog Record and then press the
PRINT button to generate the report on the screen. This report can be printed
directly of can be saved on the hard disk to manipulate later.
5. GENERATE APPROVAL
After the Acquisition Records are generated for the titles to be purchased using

the above mentioned form (Acquisition Form), the “Approval List” will be
generated which will be sent to the “Approval Authority”.
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To generate the Approval List follow the steps given below:-
12. Select the “Approval Number” from the drop down
13. Press tab from the keyboard to display the list of the Titles included in the same
Approval Number
14. Select the Name of Library Committee from the drop down
15. Select the Text Message form from the drop down (Approval Form)
16. Press the SUBMIT button to process the approval list
17. Press the PRINT button to generate the Approval List and take print
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NOTE: on submit the approval list, the PROCESS STATUS of all the Acquisition
Records gets changed to “Sent for Approval”.

6. UPDATE APPROVAL

The Approval List which was sent to the Approval Authority (Library
Committee) will come back to the library where some of the titles may be
approved while some may get Rejected. This form is used to UPDATE the status
of the Acquisition Records accordingly. Follow the steps:-

Select the “Approval Number” from the drop down

Press “SUBMIT” button to display the list of the titles

Click the Check Box () if the title Approved

Uncheck the check box if the title gets rejected

Enter the number of copy approved for each title

Press the UPDATE button to save the changes

Scroll the “Scroll Bar” available to the Right side for viewing the
complete list of titles

NoubkowbdPE
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NOTE: The titles which get approved will be assigned “Approved” process status
automatically and the titles not approved assigned “Rejected” in the Acquisition
Record Status

NOTE: The Acquisitions Record with the “Rejected” status can be put up again to
the approval authority by assigning the new approval number on EDIT of the record.

7. ADD ORDER INFO

This form is used to Add / Edit the Order Information to the “Acquisition
Record” with the process status “Approved” or “Ordered”. The titles approved
will be ordered by generating the Order form in the next menu. Follow the
steps:-

1. Display the desired Catalog Record of the Title

2. Select the desired Acquisition Record by press Forward or

Backward Arrow (in case more than one Acg. Records exist)

Press ADD / EDIT ORDER INFO button

4. Enter the contents i.e. Order Number, Order Date, Copies
Oredered, Expiry Date

5. Select the appropriate Vendor from the Drop down

6. Press SAVE button to save the information

L

NOTE: In case no Vendor exist in the drop down, press the ADD VENDOR to add new
vendor record in the Vendor Form and SAVE it. After adding the Vendor record EXIT
the Vendor form and select the vendor name from the drop down
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8. GENERATE ORDER

This form is used to Generate the Order so that library can place the Order in
print. The Order will be generated only when Order details have been filled in
the acquisition record using the Previous form i.e. Add Order Info form. To
generate the Order form follow the steps:-

1. Select the desired ORDER NUMBER from the drop down

2. Press SUBMIT button to display the list of titles included in the
same order

3. Check or Uncheck the “Check Box” to include / remove the titles in a
particular order of a vendor

4. Select the Vendor name form the VENDOR drop down

5. Press UPDATE button to save the info

6. Press PRINT Button to generate the Order report for print

g
MIRE.~]

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFIZI‘RMA‘HE?[

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit

Generate Order Exit
Order info
Order Ho lmc;us;sus;ogmss LI Update Order Date Iozms[z(no
Letter Text l ;I Print Vendor Asia Book House Shimla =
Email Order | Select All S ]
skl et J# Include in Order I= Exclude from Order
HELP: Pi Tick the Check Box below under SELECT to Order the Titie

Select Title Author Vol Ho
v IMaking of literature IScott James, R.A. l
2 ICommon pursuit. lLeauis, FR |
v lStudies in American literature . !Oliuer_( Egbert 5. l
v IBrighton Rock. IGreene, Graham I

HP Secretariat Library Titles = 30051 / Copies = 38368| 13/09/2010

Eistarl:l J @ @ LL‘; »J @NICEMAIL(... I W Granth {Ru... I @eG3_UserM... Ilje-srantham J [ @ ? Ig&]g @Q,g 10:50 &M

NOTE: A unique “Order Number” will be assigned to a specific Vendor while adding
the Order Info in the previous form. Similarly, to include many titles in the same Order
Number, assign the Same Order Number while adding the Order Info in the previous
menu.
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9. RECEIVE DOCUMENTS

This form is used to receive the documents ordered to the Vendor in the previous
menu. There may be possibilities that the copies being received may be less that
the copies ordered. Therefore, while receiving the documents, it has to be noticed
the no. of copies being received. For receiving the ordered documents, follow the
steps:-

1. Click the “Receive Documents” menu from the ACQUISITION module

2. Select the appropriate Order Number from the drop-down

3. Press SUBMIT button to view the list of titles ordered along with the
number of copies ordered

4. click the “Check Box” given against the Title in the Left side with the
sign [ ] to receive the title

5. Type the number of copies being received given in the right side against
the Title

6. Leave the box unchecked against the titles which is not supplied by the
vendor

7. Press UPDATE button to save the changes

8. In case you need to scroll the all the titles on the screen, please use the

“Scroll Bar” available on the right side of the screen.
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Admin  Books Acquisition  Cataloguing Circulation  Serials  Micro Documents Budgets  Search  Exit
-
~OrderInfo —— T : T e o L : . e
Order No [WCLIBI30bORD S = o rdorlee [oemsote
Vendor [Asia Book Hovge Shimia [7 Wbt eabrbonalbas A,,-,'-“,i’:‘,c’(;mrd R A R J
Select Al Tit L Y S L L I L A SR L U
Googh 1| T X ~ volMo|\ CopyOrdered  CopyReceived (Total)
v IMaklng of Iterature \\ I 2 |2—'
|7\ Common pursuit. \ l— r:!_—
¥ [Sduydies in American literature . \ r_— |'3'_—
v lﬂnq 0 Rock. l I-I.ST_—
Select !
Order Submit to
Number view the
titles
Scroll Bar
Select the to move
Check box below
v
L I N Y T R

distart| | @ @ (o | @mceman(.. | o Gronth (Ru... | B)ea3 sertt. [T e-Grantha... | @l @)% [ @D & 10551 am
NOTE: On receipt of the documents ordered the PROCESS STATUS of the
Acquisition Record changed to “Received”. However, in case, less number of copies
received the PROCESS STATUS will be “Partially Received” and it means that it is
a Pending Order. Whenever, you receive the rest of the copies of the pending order ,
the status will become “Received”.

10. ACCESSIONING THE RECEIVED DOCUMENTS

Once you document(s) is/are received, then “Accessioning” will be done of these
documents. In India, generally, accessioning is done manually in the Accession
Register then these can be entered in the software. To accession the received
documents, following steps are required:-

1. Select the “Accessioning” menu from the ACQUISITION module

The documents received (either Partially or fully received) become
available in the data grid on the form

Select the Title from the data grid and click

Press ADD NEW button available in the bottom of the screen

Enter the details of the fields as available

Fields in Red color are mandatory (Accession No and Accession Date)
Select the appropriate “Collection Type “ (Circulation or Reference)

In case of multi-volume books, there may be Copy ISBN

N

©NOo O~ W
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9. Select the Section of the Library to which title belongs

10. In “Location” field, enter the physical location of the book on the Shelves
11. REFERENCE NO field can be used for local needs

12. Press SAVE button to save the Holding/Copy Record

13. In case of more that one copy of the title, do the same steps again

14. Browse the “Arrow” button forward or backward to view all the copies

e-Lranthalaya: A Digital Agenda for Library Autamation and Networking feam SATIONAL INFOR TQIZM:E:MA e =& x|
Admin Books A Catal l Circulation Serials Micro Documents Budgets Scarch Enit
Accessioning Peint Ordur Dutate | Bt |
%wluct Ordar [mcaiB306/0RDY | vendor [Asia Book House Shimita

HELP: Cifck the Order No Irom Grid o add Acc Numibar Dotalis

Authorl

| Groans,

Gral

Oliver, Eabe|

Acquisition into ( 0/0 Record(s))

L] Mesy | COPY NO; 0

Hold I I Cat Ha l"" A 1D ]m. Acc No |
Moo Dato [13/09/2010 Class No | Book No | Pagination | ».
Status [Avnitatie =] copyise [T Location I
Hinding | -l Yolume |— Yol Tt |
Accompunying Materinls | Collection

I “J b r(ﬁ Referunce & Circulation ]
Litirary [m' Soeuretariet Libiary ;]
Sootion [ =] remarks =
Reference No | Nar Code | _.J
Bate Added I Dute Modified | Usor Code I—
Add How l Edit l Delete | Update l Cancel I Save I Print Accession Register l

[abmin | HP Secratariot Librury Tilns = 30049 | Coplusx = 35368 [ 150072010

disvart| | g8 g o P | @ nicevaic., | oo Granth G | ) sas ke [T e-Granthan, | B[ (2)] 9 [ @@ & s0saam

NOTE: In this way you can add as many copy as you have received, one by one,
generating similar number of Holding / Copy records. The accession number field is
alpha — numeric in nature and 50 Characters in length. System will not accept the
Duplicate accession number. On accessioning the copies, the status of the Acquisition
will become “Accessioned” or “Partially Accessioned”.

11. Add BILLING Info

This Form is used to add Bill / Invoice details to the “Acquisition Record” for
which documents have been received (with the Process Status of “Received” or
“Partially Received” or “Accessioned” or “Partially Accessioned”).

The Invoice details required in this form includes the Invoice / Bill no as printed

on the Invoice/bill, bill date, etc. Following steps are required:-

1. Select the “Billing Info” menu from ACQUISITION module

2. Display the Catalog Record either by typing the CAT NUMBER in the
CAT No field or by searching the title using RETRIEVE button

3. Select the desired “Acquisition Record” from the bottom portion of the form
by pressing the ARROW button (in case there are more than one Acquisition
Record of the same title)

4. Press ADD BILL INFO button to activate the writing
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5. Add Bill no, date, etc. in the corresponding fields enabled

6. Fields shown in Red are mandatory
7. Press SAVE button to save the changes

e-Granthalaya: A Digital Agenda for Library Automation and Netwarking from NATIONAL INFORMA ENTRE - [Add AT TES
Admin  Books Acq Cataloguing Circulation  Serlals  Micro Documents  Budgets Search  Exit
& MyLibrary AN Libraries Add Billing Information (" |

Catatog (s) ( W0 Records) )

A | |

Cat No

I;MM Search |

foe =] [ sewen |

Title [indian history in UK

Author Author2

I.‘.Imuum RKI

Il(umm, Hamrata Dutt

Corp Author ’

Multi Vol

Iy— Totsl Vol

Arf()tli:}i;frjl; ,!,',',m( 12 féc(ord(..) )

|u.m|. Publications

~ Photo

Acq D l.."— Cut No F”m— Procoss Status ll\rl‘a:xxlmn'll “Action
App No [mcaiszo0a40 App Dute  [23m0172009 VolNo [y Copy Appd. [y |

Moma No I_— Mamo Date l— Currancy IUS’ Dollor s ;I

om Price W Sot Price W Committens || ibrary Committos Addrdit
Library Im- Seoratariot Libeery _'J User Code W Date Added m—— Bilt Info
Recommended By I ;J Recommended Date I__ Save
Referenne Ho Hote l Cancel
Vendor Asin Book Houxe Shimia ;] Source of InfTo Il'lwml:nl Booke :J énm
Order No |n|<.:| 1B/200910 Acquisition Made [I’un:hnnml ;l Clear
Order Date 22042000 Grace Dayw [— Coplas Ordetal |.|

hvoice No I Invoice Date [— o Rupaes l_

Apmi | WPSeorotariatlibrory | Titles - 30061/ Copios = 30360] 13082010
distare| | 4@ g (o | @ wiceman.. | oo ranth (., | 8] e63 usem. . [[ T e-Grantha.. | @] )| 9 oW @D & 1080 am

NOTE: The Invoice / Bill number should be enter as printed on the bill. Same bill
number / invoice number will be used in the BUDGET module to process the bill.
Once you save the invoice details to the record, the status of the Acquisition

Record changed to “Billed”. Now the record is ready for the next step where Payment
details will be added.

12.  Add PAYMENT Info

This form is used to add payment details (cheque no., date, etc) to the
Acquisition Record with the status “Billed”. Following steps are required to
follow.

1.
2.

Select the “Payment Info” menu from the ACQUISITION module
Display the Catalog Record of the title either by typing the Cat Number
in the CAT NUMBER field (if known) or by searching the desired title
with the RETRIEVE button

3. Select the desired Acquisition Record from the lower portion of the form
by browsing the records with ARROW button

4. Press ADD /EDIT PAYMENT INFO to activate the fields for writing

5. Enter the Cheque number and date in the corresponding field

6. Press SAVE to update the record
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' MyLibrany ¢ All Libraries Add Payment Information Exit

~Catalog (s} { 0/0 Record(s) )
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Author1 lsnarma, RKL Author2 IKumar, Hamrata Dutt
Corp Author l

Multi-Vol ly_ Total vol I Publisher IHash Publications

— Acquisition info(1/2 Record(s) ) : I : I

Acq D I5n Cat Ho |3|]140 Process Status lnccessioned
App No JuiciLiB2008/10 App Date lzsmmuus Vol Ho |1

Library 'HP Secretariat Librany 7| Copy Approved [1_ tem Rupees

currency lus Doftars LI ttem Price ImT Set Price W sady(:'f::t
Recommended By | =] Recommended Date — Info
Committee ILibrary Committee Source of Info lPhysieal Books ‘:I

Reference Ho | Hote | j Save
Acquisition Mode Im Yendor I.nsia Book House Shimla —v_l Cancel
Order Ho [fciiBr2009110 Order Date W Copies Ordered |1— Print

Invoice Ho | Invoice Date I User Code IADMIH Clear
Cheque Ho l Cheque Date I Date Added I14:10Quﬂg

faomm | HP Secretariat Library Titles = 30051 / Copies = 38368| 13/09:2010
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NOTE: On up-dation of the Acquisition Record, process status changed to “Paid”.
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13. WORK FLOW of the ACQUISITION PROCESS

No Duplicate/New Copy

Rejected

ﬂv Approved
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Receive
Document _

[ e T H Add Bl }:3[ Add Paymen ]

14. BACKWARD MOVEMENT OF the ACQUISITION PROCESS

In e-Granthalaya software, backward movement is possible which means user
can go backward step — by — step , from process status “Paid” to the
“Requested”. This can be done by removing the appropriate contents from the
Acquisition Records. In this way it is possible to delete the Catalog Record as
well as Acquisition Record from the database.
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Chapter 5
Cataloguing Module

This module is used to add rest of the data elements in the cataloging records to generate
full catalog records. The additional data elements constitute the foundation of the
Cataloging Code being used by the library. Besides, in this module many other utilities
have been provided to update / refine / complete the three main type of records:-

NOTE: This module can also be used to enter the BOOKS DETAILS DIRECTLY
without using BOOKS ACQUISITION Module.

Cataloging Record (Catalog Details of the Title)
Acquisition Record (Purchasing Details of the Title)
Holding Record (Copy / Accession Details of each copy of the Title)

This module consists of the following menu:-

1. Retro Conversion - Used to enter the data of existing collection of the library
direct / short-cut method (no provision of cost of books)
2. Full Catalog - Used to add additional data elements in the records

3. Change Copy Status -Used to change the status of the Copy of a title

4. Update Holding Info-Used to update/modify the Holding Records

5. Status Wise Collection-Used to view the status wise collection of the library
6. Stock Verification - Stock Verification Process

7. Bar Code Labels - Generate Bar Code labels

e-Granthalaya: A Digital Agenda for |Library Automation and Networking from NATIONAL INFORMATICS CENTRE l'.—||rf_|"|[§|

Admin  Books A it  Catalogui Circulati Serials  Micro Documents  Budgets  Search  Exit

Retro-Conversion cerl+5

Pl Cataloging
Change Copy Status @Em@
Update Holdings
Status Wise Collection
Stock Yerification
Generate BarCode Labels  Cerel+7
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1. Retro-Conversion

This form is used to add book records (Catalog Details and Holdings Data) for the
existing Collection / new books directly without using ACQUISITION Module. It
means that the Retro Conversion utility is the short cut where you can add the data in a
single form in one go. This utility is very useful to save the time of the library staff
where they can add the books data direct avoiding the various steps required in the
ACQUISITION module.

NOTE: In this form you can not add the Purchasing details of the book like Cost,
Vendor, Bill no, etc. To add these details (Purchasing Details), you can use FULL
CATALOGUING Form under the CATALOGING Module.

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [R... [= |[&][X]
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| ) Browse
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NOTE: This form consists of TWO Parts — Top part is for adding CATALOG Record of
the book while the bottom part is for adding Holding / Copies Records.

Uses of This Form
This form is used for the following work:-

1. Add New Catalog / Holdings Records of the Books and monographs
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2. Display the Catalog Record in the form either by typing the Cat Number in
the CAT NUMBER field (if cat no is known) or by searching the desired
catalog record using SEARCH button available on the form

3. EDIT the data after display of the record

4. DELETE the Holdings Records and then Catalog Record

5. PRINT the Record details

NOTE: On this form the Catalog Record can also be printed with PRINT button,
deleted with DELETE button. The records which has relationship in the database
can not be deleted

Add New Catalog Record
To add new title (Catalog Record), follow the steps are required:-

1. Press ADD NEW button given in the Catalog Info Part (Top most part of the
form)

2. Add the contents / data elements in the corresponding fields

3. Select the value from drop down wherever available

4. In case of Author and Publisher names not available in the drop down, add /
type names in corresponding Drop-down on this form and no need to add
their names in the Master Table. From these drop-down their names will be
saved automatically in Master Table.

5. Fields in Red color are mandatory

6. Use semicolon in case more than one value is typed in one field e.g.
KEYWORDS field

7. Select the appropriate Bibliographic level, materials type, documents type
from the drop down

8. Type ISBN data only and not the word (ISBN) as printed on the book

9. Browse the image to be added with the record by pressing the BROWSE
button

10. press SAVE button to save the Catalog Record

NOTE: Catalog Record of any book may also be downloaded from Internet using this
form. For downloading the catalog record, click the OPTION button on the top of the
screen with red color with “Download Record from Internet” and then type the ISBN
in the text box and press GO button. In case, record downloaded, then SAVE the
Record.

Add Holdings/Copies Record

After saving Catalog Record, a unique CAT NUMBER will be generated automatically
and follow a message ‘Do you want to Add Holding/Copy Record?”..press Yes..then
you will type the copy data in the bottom part of the screen. SAVE Holding button to
save the copy record.
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NOTE: In case, more than copy available for a book, add all the copies, one by one,
under the same catalog record (Cat number) in the Holdings part of the form at bottom.
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Edit Catalog/Holding Records

For editing the Catalog Record as well as Holding Records, please follow the
steps given below:-

1. Display the desired Catalog Record in the top portion of the form by typing
the Cat Number in CAT NO filed given on the left top corner

2. In case cat no is not known, search the desired Catalog record by pressing the
SEARCH button and browse the record using ARROW button in forward /
backward direction

3. Once desired catalog record is displayed, press the EDIT button to activate

the fields

Re-write /over write the contents and press UPDATE button.

Press OK to confirm the updation

In case you want to add/update the cover photo to the record, press the

BROWSE button and select the “gif” file from the local hard dsik and press

UPDATE and save the changes

SIS o
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NOTE: To EDIT the holdings record, check the Check Box and replace the data and
then press UPDATE HOLDING button to SAVE the record

Delete the Catalog Record
1. Display the desired Catalog Record by typing the Cat Number in the CAT
NO filed or by searching the catalog
2. Press the DELETE button and confirm the deletion by pressing YES button.
NOTE: Catalog Record will only be deleted when there is no Acquisition Record and /or
Holding Record exist in that Cat no. First Delete all the child records and other
references of the Catalog Record and then delete it.

NOTE: To delete the Holding Records, Check the check box against desired holding
record and press DELETE HOLDING button

REPORT: To get the Print of the record, press REPORT button

e-Granthalaya Report 3.0

Y YT
| Main Report
HP Secretariat Library
Himachal Pradesh Secretariat
A-Block, 11th Stree, Shimla (HP)
July 07, 2011 Books Details with Acq and Holdigns
CatNo | [ WmeDetalst
22 Let the children write
Bibliographic Level M
Material Tvpe B
Document Type BK
Format PT
Cataloq Level Full
Author1 Langdon, Maergaret.
Place London
Publisher Longmans,Green & Co.
Year 1961
Multi-VoP N
Subject Rhetoric and collections of literature
Holdings Records
[S.N. |[Accession No|[Acc Date |[VolNo  |[CallNo |Pages  |[Status  |[Location
1 3458 7-Jul-11 208.068 L233L wiii 72p.ilus  Available
2 583 5-Decd7 203.068 L2591 viii 72p.illus  Awailable

? [ eG3 Userbtanu;.. | BB e-Granthalaya: ... e-Granthalaya ... BN | Lo Al 7z M

|
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2. Full Cataloging — A Utility for Direct Entry of Books with all the fields and
Purchasing details (Optional)

This form is used to add library records for the existing Collection of the
library
This form has been divided in the following three parts:-

1. Catalog Info — To Add Catalog Details of the Book - Mandatory

2. Acquisition Info — To Add Purchasing/Acquisition Details (Optional)

3. Holding Info — To Add Copies Details with Accession Numbers —
Mandatory, Multi-Copies with individual records here

NOTE: All the three parts of the forms are arranged on the same one below another,

these can be scrolled down / up by using the Vertical Scroll Bar given in the right
side of the form.
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Page 1 I Page 2 | Page 3 '
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Title xCGmmon pursuit. .
Sub Title | Briea |
Var Title l —Action
Authort [Ceavis, FR ] authorz | S| Adavew
Author3 [ 7 M‘J_r_j Multivol? [ Totalvoi | e
Corp Author I Edit
Editor(s) | Edition | Ed. o
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Publisher lPenguin Books ;] Edit Publisher l Hew Publisher I
Cancel
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SR PD s 1106am

v

Bistart] | @ g (> | @mcemans. | o Ganth Ry, | Bec3 serh.. [T e-Grantha.. | B 2

NOTE: As we have mentioned that there are three records created to complete the
data entry of any title in this software. These three type of records are created in the
following manner:-

Catalog Record — Parent Record with full bibliographic details of the title
Acquisition Record — Child/ren record(s) (relationship with Catalog Record)
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which contains details of the purchasing process of that title in the library
Holding Record - child/ren record(s) contains the copy information of the title
(Accession Number details)

4.1. CATALOG INFO

Add New Catalog Record

To add new title (Catalog Record) , follow the steps are required:-

11.
12.

13.

14.
15.

16.
17.

18.

19.
20.

21.
22.

Click the “Retro Conversion” menu from the CATALOGING module

Press ADD NEW button given in the Catalog Info Part (Top most part of the
form)

Add the contents / data elements in the corresponding fields

Select the value from drop down wherever available

In case of Author and Publisher value is not available in the drop down, add
new record by pressing the corresponding button (PUBLISHER and
AUTHOR) given against these fields, on adding new record, EXIT these
(Author / publisher / subject) form

Fields in Red color are mandatory

Use semicolon in case more than one value is typed in one field e.g.
KEYWORD field

Select the appropriate Bibliographic level, materials type, documents type
from the drop down

Type ISBN data only and not the word (ISBN) as printed on the book
Browse the image to be added with the record by pressing the BROWSE
button

press SAVE button to save the Catalog Record

Other rules for data entry are similar as given under the ACQUISITION
module

Edit Catalog Record

For editing the Catalog Record, please follow the steps given below:-

7.

8.

10.
11.

Display the desired Catalog Record in the top portion of the form by typing
the Cat Number in CAT NO filed given on the left top corner

In case cat no is not known, search the desired Catalog record by pressing the
SEARCH button and browse the record using ARROW button in forward /
backward direction

Once desired catalog record is displayed, press the EDIT button to activate
the fields

Re-write /over write the contents and press UPDATE button.

Press OK to confirm the updation
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12. In case you want to add/update the cover photo to the record, press the
BROWSE button and select the “gif” file from the local hard dsik and press
UPDATE and save the changes

Delete the Catalog Record

3. Display the desired Catalog Record by typing the Cat Number in the CAT
NO filed.
4. Press the DELETE button and confirm the deletion by pressing YES button.

NOTE: Catalog Record will only be deleted when there is no Acquisition Record
and /or Holding Record exist in that Cat no. First Delete all the child records and
other references of the Catalog Record and then delete it.

Search Catalog Record

1. You can SEARCH the existing Catalog here by typing the search string in

SEARCH Text Box with the fields option like Accession No, Title, Author,

ISBN) Or

For displaying the Cat Record, type the Cat number in the CAT NO field

3. While searching the Catalog Record and you get many records, browse the
records in forward / backward direction using the ARROW buttons.

no

Print Catalog Record

To print the Catalog Record (one at a time), first display the desired catalog
record and then press PRINT button to generate the report

CLEAR button is used to clear the form
4.2. ACQUISITION INFO (Optional)

The Acquisition Record can be displayed/added/edited/deleted in the middle part
of the Form. You can scroll down the screen by pressing the small ARROW
button given on the Vertical Bar Strip in the Right Side. This part of the form is
OPTIONAL where you can save Purchasing details of the copies of a title.

Add New Acquisition Record

After adding/displaying the Catalog Record of a title, you can add Acquisition
Record where purchase information can be stored corresponding to the title.
Following steps are required

1. First display the Catalog Record in the top most part of the form either by
typing the Cat Number in the CAT NUMBER field (if cat number is known)
or by searching the desired catalog record using the SEARCH button.
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2. After display of the desired Catalog Record, scroll down the Vertical Scroll
bar by pressing small arrow given in the right bottom, and thus go to the
second part of the form i.e Acquisition Info part.

3. Press ADD NEW button to activate the Acquisition form for adding data
4. Enter the acquisition data (purchase details) in the corresponding fields
5. Save the acquisition data by pressing the SAVE button
6. On save Acquisition Record is created with the unique ACQ. ID generated
automatically
e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATIES CENTRE: Ct =18x]
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NOTE: On this screen you can add as many Acquisition Record as many times
copies of the same title have been purchased. No fields are mandatory in
ACQUISITION Form, all fields are optional, fill those fields only which data

available with you.

Edit existing Acquisition Record

You can edit the Acquisition Record up to some extent if the Process Status of the
Record is Requested, Approved, etc. Once you have processed the Acquisition

Record, it is locked can not be edited much.
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To edit the Acquisition Record, do the following :-

1. Display the parent record i.e. Cat Record

2. Scroll down the screen to the middle part of the form where Acquisition
Record is displayed by pressing the small arrow given in the Vertical scroll
strip on the right side

3. Press EDIT button if it is enabled (in case Record is locked, the EDIT button
will not be enabled) to activate the fields

4. Re-write / over write the data and press UPDATE button to save the changes

Delete the Acquisition Record

1. First display the Catalog Record in the top part of the form

2. Scroll down the screen to the middle part where acquisition record(s) is /are
displayed

3. Select the desired Acq Record using the Backward / forward ARROW button
(in case more that Acq Records exist)

4. Press the DELETE button to delete the record

5. Confirm the deletion by pressing the YES button

NOTE: Before deleting the Acq Record, first remove all the references of this record

from the database.
Print the ACQ Record

To pint the Acquisition record, press the PRINT button to generate the report.
Similarly to “add / Edit” vendor record press the ADD/EDIT VENDOR button and
do the things on the form , EXIT the form and you will back on the same Retro
Conversion form

Acquisition Records Status

In the software, Acquisition Records are generated in two modules, in BOOKS
ACQUISITION Module and in CATALOGING Modules. Accordingly, status of the
Acquisition Record will be unique as given following:

Requested — Once you add new Acg. Record

Direct Accessioned — Once you create an Acg. Record in Full- Cataloging and Add
at least one Copy/holding of the book and select the same acq ID from the drop-
down available in the Holdings record.

4.3. HOLDING INFO

On this part of the Full Cataloging Form, you can add / edit /delete /print the Copy
Information added to the Title.
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Display the Holding Record

?!gi]y@@? 11:08 AM

To display the Holding Record of a title, first display the main record i.e. Catalog
Record in the upper part of the Retro Conversion Form either by typing the Cat
Number in the CAT NO field or by pressing the SEARH button. Once you display
the Catalog Record, all its child records get displayed (Acquisition Record(s) and

Holding Record(s) in their respective parts.

Add New Holding Record

This is third record under Retro Conversion where you will add Holding Record to
hold the copy details, one holding record for one accession number. To add the
Holding record for a given title, follow the steps given below:

1. Press ADD NEW button to activate the fields to be added in the Holding Part

2. Add data in the corresponding fields

3. Select the corresponding ACQ ID from the drop down to link the Holding
Record with Acquisition Record, if any. In case, no purchase information has
been added, leave the ACQ ID field blank.

4. Press SAVE button the save the record
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5. On saving the Holding Record, a unique Hold ID is created automatically
6. In this way you can add as many holding record as there are copies of the
title, one by one by pressing ADD new button again

NOTE: While adding new HOLDINGS Record, do not forget to select value from
ACQ_ID drop-down in case you have created an Acquisition Record of the same
book.

EDIT Holding Records

You can edit the existing Holding Record using this part of the fprm, by following
the steps:-

1. Display the Catalog record by typing the Cat Number in the CAT NUMBER
field on the top portion of the Catalog Form.

2. In case, you do not remember Cat No, search the desired Catalog Record by
press SEARCH button available on the top part of the form.

3. When you display the Catalog Record , then you can edit the existing
Holding Record by pressing the EDIT button

4. Re-write / over write the Holding Info and press UPDATE button to save the
changes

Delete Records
Similarly, you can delete the Holding Records by pressing the DELETE button
available on the Holding Part of the form. However, First delete all the references of

these records from the database and then delete these records. For example, first you
must delete the CIRCULATION Records, if available, of the Holdings.

Print Records

Similarly, you can take the print of these records using PRINT button in each part of
the form.
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3. CHANGE COPY STATUS

This form is used to change the STATUS of the copy of a title. There are various
status of the copies in a library such as Available, Issued, Damaged, Lost,
Withdrawn, etc. These status are first added in the master table of the STATUS
in the database using “Status of the Books” menu under the SYSTEM DATA in
ADMIN module. The details have been given in the manual under the ADMIN
module.

NOTE: You can add n number of STATUS in the ADMIN Module under Master
Data >> Copies Status Form

To change / update the STATUS, following steps are required:-

1. Select the “Change Status” Form from main menu of the CATALOGING
module

2. The form has two parts i.e. Upper part at the top which displays the Catalog
Record and the bottom part displays the Holding Record

3. type ACCESSION NUMBER in the ACC NO field to display holding
Record.

4. Select the desired Status from the drop down menu of the STATUS fields on
the form

5. Press UPDATE button to save the changes

NOTE: In this form, only STATUS of the book copy can be changed and not
other fields. For taking the print of all the copies with a particular status, please
use the next menu i.e. Status Wise Collection

NOTE: During Change Status u can add text/reason in REMARKS Field also.
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4. STATUS WISE COLLECTION
This form can be used to view or generate the report of the collection in a library
depending on the STATUS of the copies such as Issued, Lost, damaged, etc. On
this form no up-dation is required. To search the library collection status wise,
follow the steps:-

Search the Collection

1. Select the menu “Status Wise Collection” from the CATALOGING

module

2. Select the desired “Status” from the drop down menu given under Status
heading

3. To view complete list, press the SEARCH button

4. List of titles with the selected Status will be displayed in the

5. The records can also be searched on the basis of specific Title, Cat

Number, Accession Number

6. Select the Order by / Sort by option to display the results in the desired
fashion

View the Details

7. Click the desired result item (title) from the Data Grid to view the details
of the Record in the right side fields

8. Take PRINT in various modes by pressing the corresponding PRINT
button
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NOTE: Get print of the results with order by many fields selected from ‘Group By
In Report’

6. STOCK VERIFICATION

This Form is used to carry out the ‘Stock Verification’ of the existing collection of the
Library. However, SV has to be done manually by checking and noting down each
available accession no on the racks and later by up-dation of each holding record in the
database. However, in case Bar Code labels are pasted on each book then direct reading
by Bar Code reader and updating each holding record automatically is also possible.
Following steps are there in SV:

STEP 1: Initiate the SV Process by just typing the YEAR in ‘yyyy’ format and press the
INITITATE button. This step will create a Column with ‘SVYEAR’ name in the
HOLDIGNS Table of the database.

STEP 2: Click the button to ‘Transfer the existing Holdings except ‘Available’ no
STATUS’ of all the accession to newly created column, then refresh the GRID.
Refresh the GRID.

STEP 3: Update Copy Status — Here you can update the current status of each copy
available on Shelf either manually just by typing the accession number and by pressing
the UPDATE button (Keep the status AVAILABLE from drop-down). Before updating
the records you must select the corresponding STATUS (Available) from combo which
will be saved with each record. In case you have bar coded the copies then you can
update the status just by reading the bar code labels of each book directly which will
update the selected STATUS automatically. This step is for marking attendance of the
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collection available on shelves. Here attendance of each Available Copy is marked
manually.

To update each copy, type the Accession No in the Accession No text box — on typing
Record of the holding Record will be displayed with current status. Press ENTER to
update/change status as selected from STATUS drop-down. In case, you have already
update the status of any copy — it will display the message —‘Already updated”,
however, u can update again just by pressing enter.

STEP 4: Generate the Report and Get the PRINT of the Un-Traced books.
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NOTE: Those holding records in the above Grid without any status under SV
column will be treated as Un-Traced copies.

Print the List of Un-Traced Book

To print the un-traced book enter the YEAR and press the button ‘Get Un-traced
Book’ then press GENERATE REPORT button
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7. Generate BAR CODE Labels

This Form is used to Generate the Bar Code Labels and to Print the same either on Bar
Code / Thermal Printer or on Laser Printer. In case, you want to print the barcode
labels on Bar Code printer, then you need to send us PRN File for that particular
make/model of printer to integrate it with the e-Granthalaya Software. The PRN file is a
text file which contains the programming code / settings for each printer. The PRN File
may be get from Vendor once you finalize the lables of your choice from vendor. The
barcode labels prints the Bar code lines from accession number and Class No, Book No,
Location, Library Code etc. A typical bar code labels contains the following data:

Library Code

Bar Code lines of the Accession no
Accession no

Class No

Location

Print Label on Laser Printer
Bar Code labels can also be printed by Laser Printer on the A4 Size Sheets where
blank bar code labels are pasted in various rows and sized. We have already added
various sizes for laser printer. Such A4 Sheets with blank labels are available in
the market

1. Select the size of barcode label from the drop-down

2. Click ‘Print BarCode Label on Laser Printer’ button
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NOTE: Before printing BarCode Labels on Laser Printer, First install the Two Barcode
Fonts in the PC. These Barcode fonts are available in the eG3 CD and on
http://egranthalaya.nic.in web site. To install the barcode fonts, right-click the fonts and
select the option ‘INSTALL’ — it will install the fonts. Now you are ready to print the
labels.

Print Label on BarCode Printer

To print the bar code labels, first display the records by pressing SEARCH button and
then select the Bar Code Printer / Laser Printer and press appropriate PRINT button. It
will send the output to the laser printer or will generate the output report on the screen
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and send it on the laser printer. Quality of the bar code labels must be checked by bar
code reader before pasting on all the cooks. You can generate SPINE LABELS also on
the same form.

How to Add BarCode Printer: Plz read the First Chapter of the User Manual.

BARCODE PRINTER ON USB PORT

Now a days all barcode printers are coming with USB port and not with LPT port. In
this situation, when you will give print from eG3 and if your barcode printer is attached
on USB Port then Print will not come. Solution of this problem is that after installation
of barcode driver you need to do SPOOLING of both the ports. To do spooling, right
click the barcode printer icon from List of Printers/Devices in control panel >> go to
Printer Properties >> go to PORTS >> select check box option from bottom on the same
screen — ‘Enable Spooling’ and apply. Put check box of LPT1 as well as USB port on
which printer is attached and press APPLY. Once spooling is done then test the print of
labels from eG3. Sometimes both the ports spooling is not saved — in this case remove
the first check box and select ‘Enable spooling only and apply then select first check box
and apply again.
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Chapter 6
Circulation Module

This module is used to automate the Circulation Desk activities and services such as
making membership, issue and return of the documents, generating over due reminders,
etc. The module permission can be set using the USER form under ADMIN module.

There are various menu under this module which are given below:-

Add Member Groups/Faculties/Division/Categories of the Parent
organization Add Designations / Sub-Categories

Register Members

Issue / Reserve

Return / Renew

View Circulation Transactions

Generate Over due notice

Import Members Data

Admin  Books Acquisition  Cataloguing | Sertals  MicroDocuments  Dudgets  Search  wil =53 Flav Nu 30
Member Categoress
Sub-Categarins

Member Registration  Ctrl+R
Issue and Reserve Creded
Retwrn and Renew Ctrder
Circulation Transactions
Generate Overdue Notice
Import Members Date
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1. Add User Categories (GROPUPS / FACULTIES / DIVISIONS)

Search / View the Groups / Faculties / Divisions

This form is used to add/edit/delete/view/print all the Groups/Faculties/Divisions exist
in the Parent organization to which library is serving. In case of Government libraries,

divisions, in case of Academic libraries, Faculties are the main elements which can be
added here.

e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIONAL INFORMATIES CENTRE ~[Graups! 18 x|

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search  Exit

Member Categories/Group

—Search — Action Buttons —

Id I System Generated 8 Record(s) Soarch
Category/Group I
Add Hew
| Group Name . Edit
ACCOUNTS SECTION ot e
12 ADMIN Heletn
13 ADMINISTRATIVE STAFF Print
3 LIBRARY Summary
2 RETIREES A TTTE
1 SECRETARIAT STAFF Print Details
0 CTLINCMTC -‘_‘ A Ouirn iy
< |
—Add / Edit Record — Action Buttons —
1] I
Category/Group I e
HoD
I Update
Cancel
Date Added I Date Modified I
User Code I
faomm | HP Secretariat Library Titles = 30051 / Copies = 38368

Wstart] | @ i 0 7| @nc. [ oo [Fee | Bwn.. [[Teor. S| [El @S

« @ AP 12:12F0

On first screen load, all the existing records will be shown in the Data Grid as in the
above screen. These records can be retrieved/filtered further using the text fields visible
on the screen and pressing the RETRIEVE button. Categories May be, e.g. in
school/College Libraries:-

Teachers
Non-Teachers
Students
Admin
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Add New Records
To add the new Category record, follow the steps given below:-

Click the “Member Categories” menu from the CIRCULATION module
Press the ADD NEW button to activate the fields

Enter the data in the corresponding fields

Press SAVE the record

The field(s) in Red color is/are mandatory

ID field is system generated, automatically filled on saving the new record

o wdE

e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIONAL INFDRMQTIE

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit

Member Categories/Group Exit ]

—Search —Action Buttons —
Id I System Generated 8 Record(s) Search
Category/Group I

Add Hew
1D | Group Name A o
19 ACCOUNTS SECTION TS
12 ADMIN Delete
13 ADMINISTRATIVE STAFF Print
3 LIBRARY Summary
2 RETIREES TSI T [ 1 o ]
1 SECRETARIAT STAFF Print Details
in CTIHINCMTC 2
] _'.I—j
— Add / Edit Record [ Action Butt T
1] I
Category/Group | B
HoD
I Update
Cancel
Date Added I Date Modified I
User Code |

Wstart]| | @ i 0 | Enc. | oo [Hea | Bwn. [Teor. Gme. | |El

g« MEPE 12130

NOTE: In this way user can all the divisions/section, etc. in the database. ID field is
automatically filled.

Edit Record
To edit the desired record, do the following steps —
1. Select the desired record from the Data Grid by clicking the mouse on the
left side of the record in the grid

2. Press EDIT button to activate the fields
3. Re-write / over write the contents
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4. Press UPDATE button to save the changes
5. Confirm the updation by pressing the YES option

Delete Record
To delete the existing record, follow the stpes:-
1. Select the desired record from the Data Grid by clicking it .
2. Press the DELETE button
3. confirm the deletion by pressing YES button

NOTE: Records can be deleted one at a time. Before deleting the record, first delete all
the references (relationships) of the record from the database

Print Record

The report can be generating of the existing record by pressing the PRINT button. There
are two option for print — one is summary and another option is details.

[1¥ e-Granthalaya Report 3,0 .-Jﬂl 2
= < i o -
Main Report !
[ =
HP Secretariat Library
Himachal Pradesh Secretariat
AoBlook, 11th Stree, Shimla(HF)
September13, 2010 Group Detalls Report
1T © 9
Group Name ACCOUNTS SECTION
User Code ADMIN
Date Added Wednesday, August 12, 2009
2 (3] 12
Group Name ADMIN
Usar Code ADMIN
Date Added Tuesday, January 12, 2010 o
3 D 13
Group Name ADMINISTRATIVE STAFF
Group HoD Name Director
uUser Code ADMIN
Date Added Monday, July 19, 2010
4 D 3
Group Name LIBRARY
Group HoD Name £3
Dascription 88
User Code ADMIN
Date Added Friday, May 2, 2000
Date Modified Waednesday, July 21, 2010
5 D 2
Group Name RETIREES
User Code ADMIN B

Wstart| | @8 @i o | Bvc. | waa | Wea. | Bwn. [[Tzve Gavie | | @] @] [« W @e 1203

2. Add Member Sub-Categories (DESIGNATIONS)

In an organization, there may be various designations and categories of the members
which can be entered here. . Sub-Categories may be:

Primary Teachers, TGT, PGT (For Teachers in School)

Lecturers, Ass Professors, Professors (I Colleges)
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Students Class/Grade: Class X, XI, XII.
NOTE: On passing of student, just update the student sub-category only

Display/Retrieve Records

The existing records in this form can be viewed in the Data Grid on accessing the form.
To access the form, first click the “Designations/Categories” menu from the
CIRCULATION module.

e Granthalaya: A Digital Agenda for Library Autemation and Netwedsing fram NATIONAL MFORMATICS CENTRE - [Designations)

Sub-CategonesiDesignation

Dasignation
| STAFF CAR DRIVER
STAFT CAR DRIVER 6§ 1
 STENDGRAPHEH GR1I
TECHNICAL DIRECTOR
THADE SMAN £

Dresignation Detalls
n
Sub-Category :

Description

[ T 1 Due Days

The existing records can be retrieved on the basis of inputs from the available fields and
by pressing the RETRIEVE button.

Add New Record
To add the member categories and designations, follow the steps:-

1. Press the ADD NEW button to activate the new and blank form
2. Type the contents in the corresponding fields

Fields Type Meaning

ID System generated, filled automatic on saving new record
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NAME Name of the Categories/Designations

ENTITLEMENT No. of documents will be issued to this category (numeric)
DUE DAYS For no. of days, documents will be issued (numeric)

FINE Rupee(s) fine every day (Currency)

3. The fields in Red are mandatory
4. Press SAVE the record

Edit Record

This option used to edit / modify the existing record, by following the steps given
below:-

Click the desired record by selecting it from Data Grid
Press EDIT button to activate the fields

Re-write / over write the contents

Press UPDATE button

Confirm the updation by pressing YES button

AR

Print Record

The existing record can be printed either in Summary or in Details depending the print
option you selected. To generate the report, press PRINT button and wait for the report
generated on the screen.

[i¥ e-Granthalaya Report 3,0

L T L il
Main Repork
| =
HP Secretariat Library
Himachal Pradesh Secretariat
Alook, 19th Stram, Shimis(HF)
Septembear13, 2010 Designation/Category Details Report
1 (3] 1007
Designation 10TH CLASS
Entitlerment 3
Due Days 15
Fine/Day (Rs) 1.00
User Code ADMIN
Date Added Tuesday, January 12, 2010
2 D 61 e
Designation ALD
Entitlement G
Due Days 21
Fine/Day (Rs) 0.00
User Code ADMIN
Date Added Thursday, November 29, 2007
Date Modified Monday, March 9, 2009
3 n 22
Designation ADDL CHIEF SECRETARY
Entitiement 6
Due Days 21
Fine/Day (Rs) 0.00
User Code ADMIN
Date Added Thursday, November 29, 2007
Date Modified Wednesday, July 21, 2010

mstartl | @ di T | @ nic.., | -/»c:v:... |E]ch..‘ | ) win... ”jz Vo < | ARG [ | ml Eﬂ",’ f« YT 12:14PM'
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3. Member Registration (Add Member Records)

This form is used to add/edit/delete/print/retrieve the Membership Records to whom
books will be circulated. To access the form, click the “Membership Record” menu
from the CIRCULATION module. On display of the form, existing member records
will be shown in the Data Grid as given in the below screen:

e-Granthalaya: A Digital Agenda for Library Autamation and Networking feom NSATIONAL INFORD 18 CENTIE - [Vrakts =181 x|
Admin  Books A Catal Circul Serlals  Micro Documents Budgets Search  Exit
& curortmombers. @ mimernere RSSO, ]
Soarok - aflan Butians
d [ Syxtum Gunerated Racards : 728 Sesrch
Momber No | Name | Adil Now
Group By:in (5] Mambar No Name :"‘ e
Repiot T
N A — Doloto
lGroup Name _'_] 302 2202 ABHAY T '—-——‘" 9 "‘:"—.'—'
| 6as 2546 ADHISHEK CHAUNAN J$icttcdatteanunetts
429 2329 AJAY KUMAR AT EHT
140 1940 AJAY KUMAR 2 ——
2] | i3 Print Carde
| AddNlodity Nember Dotalls | A.:;’“" Buttean
Mamber Detailx ] Other Details |
n l.,., Systam Goneratod
Momber No  [2276 Hume [AwWaRID.KHAN :
Catogory IGTUDENTS ;] Sub-Catagory ‘F'Rs"’ YEAR STUDENT LI
Browes
mmmmm A-Block, j Howe
Ruow, Addrass | soooxsx Off. Address CG CoOmplox, Updote
nnnnnn
~ Naw Daihd s g S
-Mall [lklnnlnllnnnlc.lnx Age IGO (Years) =aun
Phone Josszesae Addmission Date [28m4 2008 s
Gender [Mace =] overrie YES = Closing Date [oami 2010 Passeword

faomin______ [ HPSaecrsterlatiibray | Titles = 30061 / Copies - | 13972010
@osart| | g8 g (o | @ | oo, | #eds | @win. |[Teer. Limer. | | @] @] 2 [« mS@e 12isem

Display / Retrieve Member Records

The existing member record can be searched and displayed to view the details using
the following steps:-

1. For searching the desired record(s), type the string/value in the fields enabled
on the screen

2. Press the RETRIEVE button.

3. To display the desired record, select it from the Data Grid and press EDIT,
full record will be displayed.

Add New Record

To add new member record, follow the steps:-
1. Press ADD NEW button to activate the new and blank form
2. Type the contents in the corresponding fields
3. Fields in Red color are mandatory
4. Press the SAVE button to save the record

Field Meaning Nature

NIC-LIB-EG3-2007 95 04/07/2011



NIC

e-Granthalaya User Manual For eG3 users only

ID

MEM NO
CATEGORY

SUB-CATEGORY

GENDER
OVERDUE

ADMISSION DATE:
CLOSING DATE

System generated, filled automatically on saving new
record

Unique no., user defined, alpha-numeric, 50 chr length
Select from drop down (more can be added using
GROUPS/DIVISION form in the current module)
Select from drop down (more can be added using
DESIGNATION / CATEGORIES form under the
current module)

Select from the drop down

Select from drop down (YES means circulation rules will
be over-ride for this member, NO means no)

Date of Entry/Admission (Format = dd/MM/yyyy)
Retitirement/Leaving the organization (dd/MM/yyyy)

SUBJECT /KEYWORD These are used for SDI service

AGE

: Age of the Member

NOTE: no circulation transaction will be done beyond these two dates by the
Software. Date must be entered in dd/MM/yyyy format. Fields in RED
color are mandatory.

How to set the PASSWORD of the Member

In case any library member wants to access the online services of the library using
Web OPAC, then library needs to CREATE a member Password. For create/reset
the password, press EDIT button to edit the member record and press RESET
PASSWORD button. Enter the password and SAVE it and mail/inform the member
his/her password. Password can be sent to member in his/her mail.

W, : aLION i Nistiworking (o NI ! 3]
Ad n A C Civculation Sevials Micro Documents Nudgets Seavch Fwit
 Current s I
s lar Wi
1 Searoh
] ResetMemPassword = =12 x| LU B N
Rosot Mowmbor Password I =] it
[ Revet Puswword | b Holote
Id "llr.
Mumber No [2276
Hame [A WAl knan _I;l
»
Email [rscmatoniacnimoe.anm
| ANy Vi wmbor Dotaily Password [ 1
i Othar Detail e —
Mambar Detailx har Duetailx l Retype Password [

hehehbohehehbehee bk

LU A

Ramucke W

diothe

I Boall g

Kovo I Cunvol l

Sa
oot
Pasaword

Keywords Iiﬁﬁixfdiﬁféiiidl‘

Stutus [Closea = Exi

No Due Date F);Ei;;;ﬁ;f ,

Password | Rotype Password |

Usor Code m—— Dute Added l',.'.;'.';‘?‘j.];;;f”* Date Moditied m,',';'ﬁ‘l—,,—“
[ nomin | HIY Seceotariat Libewy

ll.'stortl | & &

|____Titiow - 30061 / Coplow - 36368] 1370072010 ]
» | e, | weara, | @ ess. | Swine [Tz ves Aamien | | @0 @]9 [« WS @e 12z0em
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How to Add Member Photo

To add member photo to the individual record (during the Add New or EDIT process),
press the BROWSE button, select the photo/image file (jpg image) and SAVE/UPDATE
the record

Edit Member Record
To edit the existing member record, follow the steps:-

Click the desired member record from the Data Grid
Press the EDIT button

change / over write the contents

Press UPDATE button

Press YES button to confirm the up-dation

agrwpdE

Delete Record

Member record can be deleted by selecting the desired record from the Data Grid and
then by pressing the DELETE button. Press YES button to confirm the deletion.

NOTE: Member record can only be deleted if no circulation transaction exists for that
member. So first search member circulation history in SEARCH TRANSACTION
FORM and DELETE these records, then delete the Member Record. In case, any BOOK
is issued to him/her, first RETURN the copy and delete the Transaction. Also, you must
remove all the references of the member in Acquisition Records if he/she has
recommended any book for purchase.

Print Member Records

Reports can be generated (summary of Detailed) by pressing the PRINT button. On
generation of the report, this can be printed or saved in the hard disk.
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HP Secretariat Library
Hirnachal Pradesh Secrotaciat
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NOTE: each and every library member must be assigned a unigue MEMBER NUMBER

for ever

Print Member Cards

Member Cards can also be printed in e-Granthalaya just by pressing the PRINT CARDS

button.

snthalaya Report 3,0
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PRINT MEMBER BARCODE LABELS

Now you can print the Member No as Barcode Labels just by pressing the button —
Generate Member Barcode — before pressing this button u need to select the size of the
barcode labels from the drop-down given on the form. Once u select the size and press
the button — barcode labels for member no will be generated on the screen which u can
take print over A4 size of sheets.

e-Granthalaya Report 3.0

3:@ %2« T
|III!ITI‘I,I;I7IIIIII !Illllmilllll IIIIH;I\EBIIII |IIIi!I1I;;;;|IIII |III|I;\;,;VJI;!IIII ‘
\IIIITI;IIII IIIIII;;IZII]IIIII |l|||I2Iﬁ;\I2I|I||I |III\I2|;;;!;:I|IIII IIII\IETIIII
IIII!IT;;ﬁI!;!IIH lIIIlITﬁ;ﬁ;IiIIII ||||n|1|ﬁ|4u|||| ||||||3m;ﬁﬁ||||| IIIIIQ;ITIHIIII
!III!ITI;;I:IIII !IIIlIZII;;IZIIIII |I|I|i4li;l1!\iilllll |II||I7I‘|‘ItI31iI|II |II|||I;;I2|I5I!IIII

'7,' starf Lo f ﬂ e-Granthalay... e-Granthalay. .. | B Lectures ! T 2G3_Usertan. .. EM Q) 10:01 AM

4. ISSUE and RESERVE

This form can be used to issue the library documents to the library members entered
using the member form in the current module. The process of Issue and Reserve is
similar and is very important for a library. Before issuing the book, please verify the
identity of the library members.

The form can be accessed by selecting the “Issue/Reserve” menu from the
CIRCULATION module. Three kinds of documents can be issued on this form i.e.
Books, Loose Issues, Bar Code given on the form. On first access, following screen will
appear:-
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e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [is... [= |[®[X]
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search Exit eG3 Hev. No.22

® Type Member () Select Member (O Smart Card Issue and Reserve [ update Member info ||  Ext |

Member Details
Member Ho 12792 i (%) Books Bound Jowrnals () Looselssues (O Bar Code

Select for
| loose issue
1 ofthe

| Select for
Books/Bou
nd Journals

(_I_Opv Details

This is
not to be
used

Action Button
De-Reserve [ﬁ
‘ Issue

l Acc.No Title Record(S) found 1 Issue Date I: [ Print

& - ! - , 21 | print Gate
[ Send Email Alert to Member [] Print Gate Pass for every Issue [] Send SMS Allert Pass
ww | 00000000000 mcusmy 000000 |  Tiles-1042/Copies-1215| omnsaonz|ff

r e ") Refiiv | /2 Fac, | T3 eGi. Hec. |Mdm Cwi. eN@E L e:51amM

'J start

Issue / Reserve the Document

To issue or reserve the document, follow the steps:-

1. Type the “Membership No” in the field on the left top corner
2. Press TAB or ENTER button from the keyboard
3. Select the option button given on the top portion of the screen:-
a. Books/Bound Journals
b. Loose issue of the Journals
c. Bar code number (if generated using BAR CODE field in the
Database. If bar code is generated using ACCESSION NUMBER |,
then select first option i.e. Books/Bound Journals
4. Type Accession Number in the ACCESSION NO field
5. Press ISSUE or RESERVE button

NOTE: IF ISSUE / RESERVE button is not enabled, it meant that :-
I. either the book belongs to “Reference” collection
ii. book status in not “Available”
iii. Member quota has been exhausted
iv. Member date expired
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NOTE: In case, you want to issue the “Loose Issue” of the journal, then select the option
“Loose Issues” given on the top portion of the screen in Green color. Then type the
loose Issue ID (Loose Issue ID is generated by system automatically while receiving the
issues using SERIALS module.), press the ISSUE/RESERVE button.

NOTE: The issue/reserve function is BAR CODE enabled where bar code reader can be
used to perform these functions.

NOTE: While issuing the record, when you type the Member number in the field, if some
books are OVERDUE, then messages are flashed during the circulation process.

How to Print Gate Pass or Send the Mail

On Successful Issue of the book, you can print Gate Pass for every issue of one
Gate Pass for all the issues in one day. To get the Gate pass, select the check box
from the bottom of the screen.

How To Send EMAIL on Each Issue

Before issue, select the Send Mail option from the bottom of the form to send the mail
to member. However, you must save the email id of member in his/her record. Also, you
must set the email account in Microsoft Outlook.

5. RETURN and RENEW

This form is used to “Return” the Issued documents. To hook the form, click the menu
“Issue / Return” from CIRCULATION module, a blank form will appear which you
can use for Return of the documents.

How To Return

To return the issued document (books, bound volumes of journals , loose issues of the
journals), follow the steps:-

1. Select the appropriate type of document from the Radio button given on the
top of the screen in Green color
a. Book/Bound Journal (also for the Bar Code, if generated on
Accession No)
b. Loose Issues of the Journals
c. Bar Code (when Bar code is generated on the field BAR CODE (and
not on Accession No.)

2. Type the Accession No. of the book to be returned in the field ACCESSION
NUMBER .

3. Press TAB or ENTER from keyboard

4. Check the fine to be collected, if any

5. Press RETURN button

NIC-LIB-EG3-2007 101 04/07/2011



NIC e-Granthalaya User Manual For eG3 users only
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Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search Exit eG3 Hev. No.22

Return and Renew

Copy Details
(3) Books and Bound Journals O Loose Issues (O Bar Code Pioto
Acc No 677 T em it [ ‘ Material Boob l——
til ODVANCED ‘.! T ORIENTED DATABASE SYSTEM ] |

IR 7 g . | Circutation
Circulation Information Action

04062000 | Fencw Date | Fifte Due (Rs:) Fine Collected |0 [ clom

Generate Receipt Renew

Member Details

Memb¢

["] send email to ber for returnireserve (ing) the d ] Generate Fine Receipt [1 Send SMS Allert
mar ] wcumm | Tues-108/Coven- 1205 wrmsaoy)

e ——

74 start
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NOTE: You can use bar code reader to return the document. One document will be
returned at a time, one by one.

NOTE: While returning the copy, you can send the email to the member by selecting
check box from the bottom of the form.

How to Generate RECEIPT for overdue / Fine

While RETURN of the copy, if FINE is there, u can receive the fine and can print the
RECEIPT on this form. If FINE is there, press the RECEIPT button to save the data /
fine etc. Once you saved the form then you can print the receipt. Later, all the
receipts/fines can be managed in ‘Receipt Manager’ in ADMIN module.

How to send SMS while Return of the Book

You can send SMS to the member mobile no while returning the book just by checking
the option of SMS given on the bottom of the form. However, first you must subscribe
the SMS Service from any SMS provide and must set the SMS account details in the
SET DATABASE CONNECTION FORM under ADMIN >> Database Utilities.
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6. VIEW CIRCULATION TRANSACTIONS

This form is used to view the circulation transaction done in the library. The
circulation Transactions shows the details of various kinds about the transaction. The
transactions can be filtered based on various inputs available on the screen as given
below:-

Based on Materials Type

Accession No (in case of Books/bound Journals) and Loose Issue 1D
Library Member

Library Staff

Book Circulation Status wise (Issued/Returned/Reserved)
Designation/Categories wise

Group wise

Date Wise

In various Combination

oSN~

How to Search

Type Search String in any of the fields given on the screen
Press Search button

Results will be shown in the Data Grid

You can print the results by pressing the PRINT button

NS -

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL !NFDRME B "{:L = ]lﬂg_(]
Admin  Books Acquisition  Cataloguing Circulation Serials Micro Documents  Budgets Search  Exit
Circulation Transactions Exit |
[~ Searci
Acc Ho I Issue ID I Materials IA“ :I | Search
Member Ho Status I j Print Summary
L g el | Designation | =l ' print Detaits
Start Date ] End Date l
Sroup | = Delete
Qrder By lAceession j' Sort By |“5" j' Overdue Days in Advance | Transaction
LetterTents IBOOKS APPROVAL FORM .:I Group By in Report IMember Hame LI Top
Borrowers
Record(s): 1334 View all
| Accession | Member | Designation OveT:: 280N
1 DEEP SHIKHA .
1304 1 1909 DEEP SHIKHA SR. ASSTT. .Print
1305 1 1909 DEEP SHIKHA SR. ASSTT. i
1306 1 1909 DEEP SHIKHA SR. ASSTT. —
1307 1 1909 DEEP SHIKHA SR. ASSTT. Most Used
1308 1 1909 DEEP SHIKHA SR. ASSTT. Books
1297 1 1909 DEEP SHIKHA SR. ASSTT. 7
1298 1 1309 DEEP SHIKHA SR_ASSTT. St
1299 1 1909 DEEP SHIKHA SR. ASSTT.
1300 1 1909 DEEP SHIKHA SR. ASSTT.
1301 1 1903 DEEP SHIKHA SR. ASSTT.
1302 1 1909 DEEP SHIKHA SR. ASSTT.
1295 1 1909 DEEP SHIKHA SR. ASSTT. _'J
| | |

T T A N Y e e R
istart| | @ gi (o 2| @uc. | |Bec. | Bwn. [[Teor. L. | @ 3T« mIBs 1228em
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You can also print the following reports on this form:

Print Summary

Print Details

Top borrowers

Most Used Books

View All Overdue as on Today (or with n no of days in advance)
Send Reminders to all vi email

Print Reminder for all with single click

@roo0op

7. GENERATE OVER DUE NOTICE

This form is used to generate the “Over Due Notice” or “Reminder” to the library
member to request them to return the books in the Library. The Over due notice will be
generated to the individual member, one by one, however, the overdue books can be
seen in group.

To generate the Over Due Notice, follow the steps:-

1.

w

O N Ok

First you must add the Text Message for Over Due Notice, once for all time,
using the “Messages and Text” menu under “Master Data” in ADMIN
module

This text message will be inserted automatically in the overdue notice

To generate the overdue notice for a specific member, type the “member
Number” in the field “MEMBER NO”

Press TAB from the keyboard

The list of overdue books will be displayed in the Data Grid (if any)

Select the “Text Message Form” from the drop down of “TEXT MESSAGE”
Press PRINT button

The report will be generated which can be saved to hard disk and printed
direct
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[~ Member Details
Member o [5748] Materials Type  [a ¥ overde | [
Nursie P‘m Kusrrvar Matoria Designation FR. ASSTT.
Group HIRARY

tottlement 3 Dooks issued I| 3 tine Per Day F-°°°° (Rm)

|
|
| F M) kanunqum an Addimission Dete F‘qq, 2008 Cloning Dale ||" N272041

Issue Date

| 2120772010 141900 | 117082010

L Coticizm in practice. L 2170772010 | 12:25:00 | 1170872010

3 First five pear plan 141072009 16:01-00 | 0471172009

4 _Fiest live vear plan. poople’s od. .. | 16/03/2003 10:56:00 | 06/0472009

12 | First live year plan_guestions a__| 17/0:3/2009 12 58 00 070472009

15 _Five year development plan | 17/03/2008 14:46:00 07/04/2009

111 Fruit culture for the Amatew 02/07/72009 16:10:00 23707 72009

3 _INDIA TODAY | 21/07/2010 14:31-00 11/08/2010

88 Municipal election mles 1952 | 21/07/2010 14:13.00 11/08/2010

13 People and the plan (17/03/2009 12:50.00 o7/0A72008
11 | Public paticipation s National 1770372009 12.57.00 07/04/72009

NG _ Scove of recoaintion: Thouaht ... 21/07/2010 14.06:00 11/08/2010

16 Second five year plan 17/03/2009 154300 07/04/2009

89 Town commiltee election ubes__ 1 1:48.

« »
Letter Texts |BOOKS APPROVAL FORM = pm l Ernail l

l WP Secretanat Libcary ' Titles « 30651 ( Copies » ]I!)sll 11200

Bsa| [ B - ” | Buc. | o | B | B [Teo sno| @ @ [«BB@e 2am

@ v Leanthalaya A DIgItal Ageaoda for Lilirary Automation sod Networking fram NATIONAL INFORMATICS CENTNE - I ielel x|
. Adwn  Bocks Acquisiben  Cataloguing  Croulstion  Serials  Articles  Budgets Search Help  Exit =181 x|
|« @ &P =B ] |« 1 ol »orow || s

Freview

£

NIC Library (Headguarters)
Do bn e ke

PECTLDOE Toat 26 Dounieg L Duambon 2on)

Lr B ¥gepetipn
Do

ADad COO Oung b Loty | Bowd
B Tl |« L)

TENESL. Gemicke Ovedpe Btom..

Dwrfic
Ca Meades

W i & Ak B B L i e e b Bl et e el a0
e iimt

EN_ meow oo Ace N L g OO DAY
1 oees ros e ol MNoAg-m
v ™ Cervran Mbease My L
» L DyteiThaneis ELES Rl D-r-n
. e Trg ey T "oty W-0a .
s o FINT COUME UF PR CRAMMUNG WIT n.se.n n-De-9
. L el wod thaonpe LR TR » dw-n

KM NIC Libeary (Headauarters) Titlos = 22154 / Copies = 21001 0112/2005
Mstant|| | L0 8 D ™| Ay wenth - Mooso. . | ez tserttanust,  |[ ™ e-Granthol O #80BAIe D szam
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7. Import Members Data
This form is used to Import Members Data/Record from excel.
To Import the record, follow the steps:-

1. First you must browse excel sheet.

2. Excel sheet may have more than one sheet so select one by one sheet from the drop
down. After selecting the sheet grid will be filled with the selected sheet.

3. Now do start field mapping, select the column name from drop down according to
Your excel sheet. Do the mapping carefully otherwise your data will be imported in
wrong manner.

4. Now press button “Import Records”.

e Granthaksya: A Digital Agenda for Library Automation and Metworking from NATIONAL INFORMATICS CINTRE - [kmport Members Hecnrds)
Admin  Gooks Acquistion  Catologwng  Ovculstion  Serlals  Micro Documents  Dudgets  Search 000 0G0 Flev Mo 30

Import Member Records Tobot Rocoes $1933 | o

1 brgon Merstwr foec et froe)
[T7 Biowsn Excel Fitn | | 2 Sekect the sheel | memberstips v
T MIMNG - MIMNAME MM S AT Desgweon  Advison Dwe  Cooecele VM O _A0 &

1L LOUES PRAD
Muungelaksbed 26 Nehia o .
by = JULL B R

1651 Auobind

MO NALON

Supaiy

Taalz mpng

Noids

Solost XCTL Colowenn Pields

WAL WO MEM N0 v KIYWORDS -

TMEMBER NAME W MAME v MEMBER EMAL MEM_EMAIL v

RESIENTIAL ADD | MeM MES ADD CEROUP AT ¥ |

OFFCE ADO NEMBER REMASSS remurks

NEM_0FF_ADD

TESHINATION Desgnaton CADMMISSION DAL Admission_Date

TELEPHORE HO - MEM_TELEPHOME "CLOST OATE Closn detn

GENOER MEM_GEMDER v SURITY RAME »

€ brpon Mersomr ety

( lwgronet ﬁ‘-v:uni‘;
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WORK FLOW OF CIRCULATION PROCESS

~

Add Member
Categoy

\. J

I

Add Member
Sub-Category

!

Add Member
Record

| ' |

[ Issue DocumentS] [ Return Documents]

s ™

No

. b
Transaction

Proceed

|

Generate Overdue

Notice
\. J

[ View Transactioi
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Chapter 7
Serials Module

This module is used for managing the “Subscription to the Journals, Magazines and
Newspapers” in the Library. The process of subscribing is slightly different from
purchasing the books in the Library.

While using this module, users are advised to follow the step by step process to
complete the subscription, no menu should be skipped. The module contains the
following steps and menu:-

Check Duplicate Title

Add New Journal — (First time Only)

Serial Start Details — (First time Only)
Subscription Start Details — (First time Qnly)
Add Acquisition Info — (Every Year)
Generate Approval (Every Year)
Update Approval (Every Year)

Add Order Info (Every Year)
Generate Order form (Every Year)
10. Subscription maintenance (Every Year ) ™ Used for Renewal
11. Schedule maintenance(Every Year)
12. Receive Loose Issues(Every Year)

13. Generate Reminder (Whenever needed)
14. Add Billing Info

15. Add Payment Info

16. Update Journal History

17. Add Journal Holding (Bound Volumes of Serials)

CoNoA~WNE

——t

NOTE: In case you want to automate the SUBSCRIPTION process, then you need to
follow all the steps from 1 to 15 for the First Year for each Journal. Next year you can
RENEW the subscription just by following Step 5 — 15

NOTE: In case you want to add JOURNALS HOLDINGS / Bound Volumes of the
journal only, then just ADD NEW JOURANL (Step 2) and Directly go to step 17 to Add
its Bound Volumes.
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e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE

‘Admin  Books Acquisition  Cataloguing Circulation | Serials | Micro Documents  Budgets  Search Exit eG3 Rev. No.22
| Check Duplicate Title
Add New Serial Ctrl+S
Serial Start Details
Subscription Start Details
Add Acquisition Record
Generate Approval
Update Approval
Add Order Details
Generate Order
Subscription Maintenance
Schedules Maintenance

Receive Loose Issues
Generate Reminders
Add Bill Details

Add Payment Details
Update Journal History

(et NI ST AM

1. CHECK DUPLICATE TITLE

This form is used to check whether the journal title is already in the master database
or not. To check the duplicate title follow the steps:-

1. Click the “Check Duplicate Title” menu from SERAILS module
2. On the form appear you can filter / search the journal title with the
following three Fields:-
I. ISSN
ii. Title
iii. Editor

3. Type the keyword / value in any of the fields and select the Boolean
“Search Option” given on the form
Press SEARCH button
Result(s), if any, will be shown in the Data Grid arranged in alpha manner
Click the Title from Data Grid to view the details of the journal
You can do many things on this form depending on the “Action
Button” available on the form as given below:-

a. EDIT TITLE - you can edit the selected title

b. ADD NEW ACQ INFO — you can add new Acquisition Record

to start the subscription for the year

No ok
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PRINT SUMMARY - To print the summary of the results

PRINT DETAILS — To print the details

e. PRINT THIS RECORD - To print the Acq and Holdings details
of the selected title

f. BOUND VOLUMES - To view the bound volumes of the
selected title

g. LOOSE ISSUES - To view the loosed issues received for the title

oo

~Admin  Books Acquisition Cataloguing  Circulation Micro Documents Budgets Search Exit eG3 Rev. No.22

@ myLibrary O Al Libraries Search Serials ’ Search ] [ Exit ]

Search ST ST sz ‘
Bib Level Serials Materials ‘ + | Documents } % ‘

' B T | Title Detaiis RS S P
Search Text lr"*”‘ —= ST _‘ Cat Ho l‘il [ Report of this Record ]
In | Title + | Boolean Like v | oL T—

S e ISSH [93_903_931 1 [ Loose Issues Report ]
OrderBy  |TITLE v | SortBy |AsC vl P el —

A ] Title |ACM JOURNAL
Group By in Report | v =
L

Sub Title [} magazine
[Subscription Report ][ Acquisition Report ][Bound Vol Relw“] Corp Author. |

Cat No Title Record(S) found 5 g8 - Editor | e — |
[ [ACM JOURNAL § | Place [New Delhi
1033 |ACH JOURNAL OF LIBRARY SCIENCE Publish |aLDUS CORPORATION —
1 1n44 INDIA TNDAY ind —————
| > Looselssues: 3
= Year ltemID Vol No |Issue  Status
» 2008 2 23 4 Available
2008 6 23 i@ Issued
2008 1 23 1 Available

j Year | VolfYear IssuefYear

IssuesiVol

2008 |1 4

B3]

[ Edit Titie ][ Hew Acq. Record ][ Summary Report ][ Detail Report ]

R e Lany

el

Titles = 1042 / Copies = 1215| 08572012 ]

Beca. [ Gwin. Mec. ENEL L 9,0 sigay

2. ADD NEW JOURNAL

This form is used to add new journal details, once for all, for the first time. The journal
details can be taken from the sample issue of the journal or from the catalog. The form
can be accessed by selecting the menu “New Journal” from the SERAILS module.
Following screen will appear:-

Add New Title
To add new title follow the steps:-
1. Press the “ADD NEW: button to activate the fields

2. Add the data in the corresponding fields
3. Fields in Red color are mandatory
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Add ISSN number

Press TAB to jump to the next field

6. wherever value is available in the Drop Down, select the value from drop
down

7. In case value is not available in the drop down, press the corresponding buttons
to add the new Publisher, Subject, country — add the value by pressing the ADD
NEW button , save the value by pressing the SAVE button , exit the form and
come back to the same form i.e. Add New Journal title

8. In case desired value is available in the drop —down , there is no need to do
the action given in the step no.7

9. Press SAVE button

10. On saving the new record, a uniqgue CAT NUMBER will be generated
automatically

11. Thus, you have added new journal title

12. Fields in RED color are mandatory.

ok~

=l8fx

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFOR ::

Admin Books Acquisition  Cataloguing Circulation Serials Micro Documents Budgets Search  Exit

& MylLibrary ¢ Al Libraries Exit
Bib Level m Materials lm Documents I Journals
— Catalog { 0/0 Record(s) )
E. d8 .3
Search Text [ I-m'e LI Gonreh I Cat Level ,Full—
Cat No W Language |E“9"s" LI ISSH W
Titte |ACM JOURHAL OF LIBRARY SCIENCE g b 3
Sub Title |A Magazine for Librarians 7 T
Var Title I M
Corp &uthor I [~ Action
Editor [subnash, s 1 URL  [nttp:iwww.nic.in Add New
Publisher IMadaan Publishers _'J Edit Publisher I Save
Subject [Eevmatogy ] subject |Place [ew Deini Edit
;’ Update
Hote Cancel
|2 i Emresremmm
Keywords [ip1a; Gis; PC T
Format m Reference Ho I &
Conmiy Ilndia _'J Country I &
User Code IEK—M———__— Date Added W Date Modified [26:11/2008 iyt
B | pSewowibay | Tues- st covos- a] taaseon

distat| | @ g (0 7| @nc. | e |Be.. | Bwn.. [[Teer. e | @l @7 [« BSGE 1256em

NOTE: Reference field can be used for local use. USER, DATE ADDED, DATE
MODIFIED, CAT NO fields are system generated, these are locked while adding the
new record

NOTE: On this form, PUBLISHER Name if not available in Combo then it can be
added direct here in the Combo (no need to add in Master data as was done earlier)- it
will be saved in the Master Table automatically. Also add Place and Country of the
Publisher in the same form.
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Edit the Record
To edit / modify the existing journal record, please follow the steps given:-

1. First, display the Journal Record to edit, by typing the Cat Number in the
CAT NUMBER field

2. If you forgot the cat number, search the desired title by typing the keyword in
the SEARCH field, and pressing the RETRIEVE button

3. Once you display the Catalog Record of the desired title, press the EDIT

button to activate the editing

Re-write / over write the contents and press UPDATE button

Confirm the updation process by pressing the YES button

6. To add/edit/delete the Cover Photo of the journal (while editing ), press the
BROWSE button and select the GIF file from the hard disk

oA~

Delete Record

The existing record can be deleted from the database, if all the references have been
removed, by following the steps:-

1. Display the Title Catalog Record by typing the Cat Number in the field CAT
NUMBER or by pressing the RETRIEVE button

2. Once you display the desired Record, press DELETE button

3. Confirm the deletion process by pressing the YES buttn

NOTE: If any reference or child records or relationships exit, no Catalog Record will be
deleted

Print Record

To print the details of the journal, first display the Catalog Record of the journal by
typing the Cat No in the CAT NUMBER field or search the desired title by pressing the
RETRIEVE button.

Once you display the Catalog Record of the desired title, press PRINT button to
generate the report. Once report is generated, it can be saved to hard disk or print on
printer.
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wanthalaya: A Digital Agenda for Library Autormation and Networking from NATIONAL INFORMATICS CEN 1l
1 Admin  Books Acquisition  Cateloguing  Cireulation  Seriale  Articles  Dudgets  Search Malp Exit = || x|
|| = & & # e 100w =] “\4 4 1 of 14 L T “" [ S8
i Praview |
NIC' Library (Headguarters)
Decarabar 01, 2005 dournal Do tall
CATNO: 17021
BINLIOGRAPHIC CODE : 8§
MATERIALSTYPE : P
DOCUMENT TYPE : JR
ISSN @ 02624079
TITLE : NEW SCIENTIST
EDITOR : Jeremy Wehh
PLACE : London
PUBLISHER : Reed Business Publishing Ll
KEYWORDS : Science
DATE ADDED : 9 March, 1998
CATALOG LEVEL : Partial
SN ACCESSIONN VOL_NO ISSUENO MISSING ISSUES CLANS_NO BOOK_NO STATLUN
1 Ji i 112 12 hu uhy Availah b
=4
[N I i |

AEM |

isRseare ||| G0 e o K

NIC Library (Headguarters)

[Titles = 221564 / Copies = 21081 [01/712/2005%

| | By Geanth - Mieroso.., | @e&_unrmanual...” " u-Granthalaya:... | <l @DV LY 101 am

3. SERIAL START DETAILS

This form is used to add the start details (Journal Start Info) of the new journal when
the publication of the journal was started in the world. Such data can be get from journal
issue or from ‘Ulrich Directory of Periodicals’.

Add Record

To add the details of the new journal, follow the steps:-
1. Select the menu “Serial Start Details” from the SERIAL module
2. Display the Catalog Record of the desired journal either:-
a. By typing the Cat Number in the CAT NUMBER field or
b. Press the SEARCH button to populate all the journal titles in the drop
down given against TITLE or
Select desired title from the drop down

C.

journal

Press TAB from the keyboard to display the Catalog Record of the selected

Once you displayed the Catalog Record of the journal in the top part of the

screen (in Journal Information part), you are ready to add the details of the
journal

o o

~® Qo0 o

Press ADD NEW to activate the fields
Add the contents :-

CODEN - printed on the journal

START VOL — when the Title started first (volume no)
START ISSUE — Start Issue no

FREQUENCY - Select start frequency from the drop down
START YEAR — numeric year in “yyyy” formt

FULL TEXT —say Y /N (yes or No)

Press SAVE button to save the record
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NOTE: No field is mandatory on this form.

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATIES CEN Jouis = x]

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit

Serial Start Details Exit

— Title Details

Cat Ho l 124 Record &)

Title AIR SUPREME COURT WEEKLY]

Sub Title I

Var Title l

Corp Auther I

Publisher | |R.Put.Ltd, Place [Hagpur

Editor [Manohar, V.R. URL |

1S5H [690-890-57x Reference Ho |

—Journal Start info [TAction —

CODEN I HOTE: ils of Serial Publication When it was Start

Start Yolume I Start Issue l Add Hew

Start Month lJanuary Vl Start Year 12008 Save

Start Frequency lWeekIy G212) L.' Full-Text r- Edit
;‘ Update

Hote Cancel
_j Clear
v

Print
User Code ISUSHILA Date Added ]23,;1]2,2093 Date Modified I

faomm | HP Secretariat Library Titles = 30051 { Copies = 38368| 131092010

Iest‘artH €l ”| Euc. | s, | BYeca... Igwm... [ ear. s mcr... | | I @ 7 «mAPE 12380m

Edit the Record
To edit the Record, follow the steps:-

1. Display the Catalog Record of the desired journal either

a. By typing the Cat Number in the CAT NUMBER field or

b. Press the SEARCH button to populate all the journal titles in the drop

down given against TITLE

c. Select desired title from the drop down
2. Once you display the Catalog Record of the desired journal, then “Journal
Start record” is also displayed in the bottom part of the screen (in case no
record exist for “Journal Start Info”, then first add new record by following
the steps given in the previous heading)
Pres the EDIT button to activate the fields
Re-write /over write the contents
Press UPDATE button to save the changes

g w
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4. SUBSCRIPTION START DETAILS

This form is used to add the subscription start details and CLOSE details in a library of
the new/existing journal. This details is entered once for every journal title during first
year of subscription. In case subscription is Stopped then you can update the same
record with stopped tag/details. You need to create a new records for each journal title
just be pressing ADD NEW button

Add Record
To add the details of the new journal, follow the steps:-

8. Select the menu “Subscription Start Details” from the SERIAL module
9. Display the Catalog Record of the desired journal either:-
a. By typing the Cat Number in the CAT NUMBER field or
b. Press the SEARCH button to populate all the journal titles in the drop
down given against TITLE
c. Select desired title from the drop down
10. Press TAB from the keyboard to display the Catalog Record of the selected
journal
11. Once you displayed the Catalog Record of the journal in the top part of the
screen (in Journal Information part), you are ready to add the details of the
journal
12. Press ADD NEW to activate the fields
13. Add the contents :-
Subscription START VOL — when the Title started first (volume no)
Subscription START ISSUE — Start Issue no
Start FREQUENCY - Select start frequency from the drop down
Subscription START YEAR — numeric year in “yyyy” format
SUBSCRIBED - say Y /N (yes or No) — Mandatory Fields. In case
you want to subscribe the journal put Y.
14. Press SAVE button to save the record

D00 o

Edit the Record
To edit the Record, follow the steps:-

6. Display the Catalog Record of the desired journal either
a. By typing the Cat Number in the CAT NUMBER field or
b. Press the SEARCH button to populate all the journal titles in the drop
down given against TITLE
c. Select desired title from the drop down
7. Once you display the Catalog Record of the desired journal, then “Journal
Start record” is also displayed in the bottom part of the screen (in case no
record exist for “Journal Start Info”, then first add new record by following
the steps given in the previous heading)
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8. Pres the EDIT button to activate the fields
9. Re-write /over write the contents
10. Press UPDATE button to save the changes

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFURM“HES'. -

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search  Exit

Subscription Start Details Exit

— Title Details
Cat Ho I 124 Record &)
Title AIR SUPREME COURT WEEKLY
Sub Title I
Var Title |

Corporate Author |

Publisher IA.I.R.Pvt.Ltd. Place INagpur
Editor IManohar, V.R. URL I
ISSH 1890-890-67}1: Reference Ho l
—Journal Subscription Start info A Fi i
Start Volume I Start Issue '_—'_—'——
Start Month l—_l Start ¥ Add Hew
January v art rear 12008
Closing Volume I Closging Issue l Sane
Closing Month I vI Closing Year I Edit
Full-Text Subscription? o Subscribed  [v Update
[ ;l Cancel
Clear
Hote
Print
=
User Code ISUSHILA Date Added I28m2}2008 Date Modified I
faomm | HP Secretariat Library Titles = 30051 { Copies = 38368| 131092010

iﬁst‘art| | @ dlc > | Enc. | s, | BYeca... Igwm... [ ear. s mcr... | | I @

7« MAGE 12430m

NOTE: In case subscription of the journal is stopped then UPDATE the Record
accordingly

RENEWAL OF SUBSCRIPTION WILL START FROM HERE EVERY YEAR

4. ADD ACQUISITION INFO

This form is used to Start the Process of Subscription by adding the Acquisition
Record of the journal title to be subscribed. This is similar to the process of books
purchase. On this form, user can add / edit /delete / print the Acquisition Record(s) of
the desired journal

NOTE: This process of adding new Acquisition Record is done every year on annual
basis, it means one Acquisition Record is added every year for a specific journal title.

The form can be accessed by selecting the menu “Acquisition Info” from the SERIAL
module.
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Add new Acquisition Record

Mandatory Fields:

APP NO - List No / must be Unique for each case
Subscription Year in yyyy format

No.of Copies

Acqusition Mode

Please follow the steps:-

1.

Display the Catalog Record of the journal either by typing the Cat No in the
CAT NUMBER field or by selecting the desired title from the drop down
menu after pressing the button SEARCH

After selecting the title from drop down, press TAB key or ENTER from the
keyboard

On display of the title details in the top portion of the screen, the existing
Acquisition Records is/are displayed (if available) in the lower part of the
screen

To add new Acquisition Record, please press ADD NEW button to activate
the fields

Enter the data in the enabled field and / or select the data from drop down
menu wherever available

The fields in Red color are mandatory

APPROVAL NO field is unique, it means that a unique Approval Number
must be entered in this fields, which has been used earlier.

Approval date must be in “dd/MM/yyyy” format

subscription fields must be in “YYYY” format

. Press SAVE button to save the new record
. In case you want to edit/modify the acquisition record, you can do it by

pressing the EDIT button

. On addition of the new Acquisition Record, the Process Status will be

“Requested”

NOTE: Approval Number is just like an approval list where you can assign a numeric
value i.e. 1.2.3 ....n. However, you can also use the file number in standard manner.

NOTE: While creating the Acquisition Records for many journals in order to take
approval in group for a particular year, it is suggested to assign the SAME approval
number to all the titles. Once you process the Approval Number then you can not add
more acquisition Record in this number.
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Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets

Serialstion Intion ‘

[~ Catalog Info ——
| catho TR 84 Record(s)
| Title ACM JOURNAL OF LIBRARY SCIENCE
E Publisher IM.:duan Publishers Place l“"’w Delhi
| Corp Author I
| Full Text [ subscribed [
{72 Recors) ) — NSRRI jorts e T SEa TY foees
' Date Format =  (ddimmiywy) —Ql i]
| — Action -
| AcqlD l»l‘} Cat No lm‘” Process Status lOulcu:d ki)
| App Ho J3appi2009/ App Date 1172009 | | Add New
| Vendor [Cantral News Agency ;] | Edit
| | > ( ‘
; Memo No I Memo Date | Subs Year [)ng Borcte ] |
| . eemmmm— || |
| Library Iﬁ) Secretariat Library d Copy Proposed |1 Print It
| Currency Subscription Rate 347 Set Price l«,“ |
[US Dollars _'.I J Update ‘
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Edit the Acquisition Record
To edit the existing Acquisition Record of the Journal, follow the steps:-

1. Display the parent record i.e. Catalog Record of the desired journal either by
typing the Cat Number in the CAT NUMBER field or you can select the title
from the drop down menu after pressing the SEARCH button.

2. After selecting the title from the drop down, press the TAB or ENTER key
from the keyboard

3. After displaying the Catalog Record in the upper portion of the screen,
Acquisition Record(s) will be displayed in the lower portion of the screen.

4. In case there are more that one Acquisition Records belong to the same title,

then you can scroll forward or backward these records by pressing the

ARROW button.

Select/display the desired Acquisition Record which you want to edit.

Press the EDIT button to activate the fields

Re-write /over-write the data

Press UPDATE button to save the changes

Press YES button to confirm the process of editing

©o~No O

NOTE: On this screen only Acquisition Records can be edited with the following
Process Status:-
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“Requested”

“Approved”

“Rejected”
NOTE: In case title is Rejected, you can put the title again approval by assigning the
new Approval Number .

Delete Acquisition Record
To delete the desired Acquisition Record, from the database, follow the steps:-

1. Display the Catalog Record of the Journal title

2. Select the desired Acquisition Record by displaying it in the lower part of the
screen

3. Press the DELETE button to delete the record

NOTE: Acquisition Record with “Process Status” Requested, Rejected will be deleted
only. To delete Acquisition Record with rest of the Process Status, first remove all
references and then delete the record

Print Acquisition Record
To print the Journal details along with Acquisition Record, first display the records on

the screen and then press the PRINT button to generate the report on the screen. You can
directly print the report or can save the report on the hard dsik
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Add/ Edit Vendor Record

While adding / editing the Acquisition Record, you may need to add/edit the VVendor
record in this form, for that press the “ADD/EDIT VENDOR” button, a new form
will be appeared, Press ADD NEW , type the contents and SAVE the record. After
Saving the new Vendor Record, press EXIT the button to close the form, again you
will be on the same Acquisition form. Here you can select the newly added record of
the Vendor from drop down.
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5. GENERATE APPROVAL
This form is used to Generate the Approval List of the journal which will be sent
to the Approval Authority mentioned in the “Committee” . The approval list can be for

one title or form many titles in group.

To generate the Approval List, follow the steps:-

1. Select the “Generate Approval” menu from “SERIALS” module
2. Select the “Approval List” from the drop down
3. Press TAB key if required to display the list of titles included in the list
4. Select the Committee from the drop down
5. Press “Send for Approval” button to process the titles
6. Press the PRINT button to generate the report on the screen
7. Take print of the Report
W o-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INF m’:‘_ﬂllf'“"‘ NTRI : =] x|
. Admin  Books Acquisition  Cataloguing -~ Clreulation  Serials  Articles Budgets Search Halp  Exit =||] x|
Generate Approval Exit
Approval Info
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the list for
TEXT MESSAGE | x| Approval COMMITTEE | Library Management Committea = |
Frint lnfor
List of Books lor Approval NoLMC/2005
. |CAT_NO TITLE Al +]
» |23049 N I Contiol Progr [}
I [23043 Soltware Engineering Ye
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= 22903 Thinking Strategically in Turbulent Times A —
|__|22962 Business and M education in Transitioning and Developing C i Jo
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:22990 CDMA Syst Capacity Engi i Ki
| |22979 802,11 WLANz= and IP Networking Ar
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NOTE” After this step, the Process Status of the Acquisition Record will be changed to
“Sent for Approval”. Now, you can not add more new acquisition record in this approval
number.
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6. UPDATE APPROVAL

Once you sent the “Approval List” to the Approval Authority, some of the titles may get
approved while some other may get rejected, accordingly, now you have to update the

status of the approval list.

To update the approval list, follow the steps:-

1. Select the “Update Approval” menu form the “SERIALS” module
2. Select the desired Approval list from the drop down menu
3. press the SUBMIT button to view the list of titles included in the approval

list

4. Check the box () given against the title in the left side (if the title is

approved)

5. Leave the box unchecked if title is rejected
6. Type the number of copies approved (numeric )
7. Press UPDATE button to process the records

W e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONM;IN‘I?RN
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NOTE In case, you need to scroll down the screen to view the complete list of titles,
press the Vertical Scroll Bar given in the Right side
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7. ADD ORDER INFO

This form is used to add Order info to the Acquisition Records which have been
Approved by the Approval Authority i.e. Library committee. The Order Info includes
the Name of the Vendor to whom Order will be placed, Order Number, Order Date, etc.

The Order form can be accessed by selecting the “Add Order Info” from the SERIALS
menu, following screen will appear where you can add the order Info after displaying
the records:-

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATI(]N&LZWE‘JK@ _-_IQJ _’_‘J
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How to Add Order Info

S« BRAPE 12468

To add the order info, the status of the Acquisition Record must be “Approved” or
“Ordered”. Follow the steps to add order info:-

1. Display the Catalog Record (Title Details) in the upper part of the screen
either by typing the CAT NUMBER in the Cat Number field and then press
SEARCH button or TAB key.

2. In case you do not know the exact Cat number, press the SEARCH button to
populate the list of journals in the drop down
3. Select the desired Title from the drop down and press TAB key from the

keyboard
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4. On pressing the TAB key, Catalog Info will be displayed in the upper part of
the screen

5. In case, there are Acquisition Record(s), this/these will be displayed in the
Acquisition area in the lower part of the screen

6. Select /display the Acquisition Record to which you want to add Order Info

7. In case there are more than one Acquisition Record , you can go forward or
backward by pressing the ARROW buttons

8. Once you display / select the desired Acquisition Record, press the
ADD/EDIT ORDER INFO button to activate the fields

9. Enter the ORDER NO in the field, It must be unique and must be same in all
the titles which you want to include in the same order

10. Enter ORDER DATE in the “dd/MM/yyyy” format

11. ORDER COPY must not entered in the designated field

12. Select the VENDOR name from the drop down, in case there is no the
desired vendor in the drop down, you can add new Vendor by pressing the
ADD/EDIT VENDOR. After adding the Vendor, press EXIT button to come
out from the Vendor form , again you will be on the Acquisition form from
where you can select the Vendor name.

13. Press SAVE button to save the record

NOTE: The nomenclature of the Order Number should be unique, and suppose you want
to add ten titles in the same order, then you must assign the same Order no. in all the
Acquisition Records. No space | allowed in Order Number.

Print the Acquisition Record

You can generate the Report for the title displayed by pressing the PRINT button which
can be saved to the hard disk or can be printed on the printer.

8. GENERATE ORDER

This form is used to generate the ORDER which can be mailed to the Vendor. The form
generate a report which can be printed on the printer. The form can be accessed by
selecting the “Generate Order Form” from the SERIALS module. To generate the
desired Order Form, follow the steps given:-

1. Select the desired Order Number from the ORDE NUMBER drop down and
press SUBMIT button to list the titles included in the order

2. Click the Check boxes given in the left side against each title in order to

include the title in the order

Enter the number of copy to be ordered

Press UPDATE button to process the Order

Later, you can display the order list again for generating the Print/Report

Press the PRINT button to generate the order report

Before generating the report, select the Form name (e.g. Order Form) from

the drop down to include the text message in the order print

No gk ow
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8. In case there is along list of titles in the order, you can browse the list by
pressing the Vertical Scroll Bar given in the right side by clicking the tiny
arrow sign in the right-bottom side.
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NOTE: After processing the order, the Process Status of the Acquisition Record
becomes “ORDERED”.

9. SUBSCRIPTION MAINTENANCE

This form is used to add / edit /delete Subscription Info of the title for a specific year
needed to generate the Schedule automatically. The Subscription info includes:

Subscription Year = yyyy (e.g. 2005)

Frequency = to be selected from the drop down (e.g. Monthly)
Vol/Year = No of Volume per year (e.g. 2)

Issue/Year = Total Issues per year (12)

Issue/Vol = Issues per Volume ( 6)

Start Vol = Start Volume of that year e.g. 23

Start Issue = Start Issue of that year e.g. 1

Start Date = Start Date of your Subs. period (e.g. 01/01/2005)
End Date = End Date of your Subs. Period e.g. (31/12/2005)

First Issue Date Date of the First Issue in that year e.g. 01/01/2005
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Issue Continue? = Y/N (Yes or NO)
How to add New Subscription Record

1. Select the menu “Subscription Maintenance” from the SERIALS module

2. Press the SEARCH button to populate all the titles in the drop down

3. Select desired Title from the drop down and press TAB key from keyboard to
display the Catalog Record (journal details)

4. On display the Journal title in the top part of the screen, all the Acquisition
Records are displayed in the Acquisition Info portion of the screen, one
record for one year.

5. Select /display the desired Acquisition Record for the specific year by going

forward/backward using the ARROW button on the screen

Press ADD NEW button to activate the fields in the Subscription Info area

Type the data as required in the corresponding fields

Use numeric data only wherever prompted

Use “dd/MM/yyyy” format for date

10 Press SAVE button to save the Subscription Record

11. This information goes to the SUBSCRIPTION table in the Database

© o ~N®

NOTE: the information must be given appropriately otherwise wrong schedule can be
generated for the year. First confirm the data from the past subscription and loose issues
of the journal.

NOTE: The fields which are not enabled, you do not try to write anything in such fields.
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NOTE: Next year on subscription Renewal, all the data will be updated automatically.
Edit The Subscription Record

In case you want to modify the Subscription Info (before generating the Schedule in the
next step) of any title for a specific year, follow the steps:-

1. Display the desired subscription record by displaying the journal title and
Acquisition Record

Press EDIT button to activate the fields

Change the data as desired

Press UPDATE button to save the changes

Confirm the modification by pressing the YES button

Now you are ready to generate the Schedule automatically in the next menu

S

Delete the Subscription Record

You can delete the subscription Record before generating the Schedule in the next menu
by pressing the DELETE button and then confirm the deletion by pressing the YES
button.

Print the Record

You can generate the report for the title by pressing the PRINT button .
10. SCHEDULE MAINTENANCE

This form is used to generate / maintain the schedule automatically where records for
loose issues of the journals will be generated for receiving using the software. The
schedule generation is based on the yearly subscription information you supplied every
year using the previous menu.

The form can be accessed by selecting the “Schedule Maintenance” from the SERIALS
module.
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How to Generate Schedule Automatically

The Schedule is generated every year, using the features given in the form, however,
before generating the schedule, please confirm that you have supplied the right data
of the “Subscription Details” in the previous step.

To generate the schedule for an individual journal, follow the steps:-

1. Type the Year (yyyy) in the YEAR field

2. Press SEARCH button to populate the journals being subscribed during
the given year

3. Select the desired Title from the drop down and press TAB key
from keyboard

4. IF schedule is not generated already for the year, the
GENERATE SCHEDULE will be enabled

5. Press the GENERATE SCHEDULE button to generate the loose
issued automatically

6. After this action, loose issues will be generated filling the Data Grid

7. Now, you can EDIT / DELETE/ PRINT these loose issues for further action

NOTE: In case, you seen any problem in the issue date, you can delete all the issues
by pressing the DELETE button and can generate again using the steps given above.
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Edit Loose Issues

You can edit / modify the loose issues so generated automatically, by following
the steps:-

1. Select the loose issue to be edited /modified from the Data Grid by
clicking the record

2. Pres EDIT button to activate the fields given in the right side

3. Change the data as you desired and press UPDATE button to save
the changes

4. In this way you can modify the loose issues before receiving the loose issues

Issues Not Published/ Credit Note Received

You can tag a particular loose issue as ‘Not Published’ to exclude it from reminder
list. Also, you can tag a particular loose issue as ‘Credit Note Issued’ if the issue not
supplied and instead vendor has returned the cost of the loose issue. To tag, select the
loose issue from DataGrid and press the appropriate button and then press UPDATE
button to save.

Delete the Loose Issues

You can delete the loose issues so generated automatically, by selecting the record from
the Data Grid and then by pressing the DELETE button. Please confirm the deletion
once more by pressing the YES button

NOTE: You can not delete the issues which have been received in the library
Add Loose Issues Manually

In case you want to generate the loose issues “manually” , you can add one by one by
following the steps:-

1. Display the Journal Details by selecting the title from the drop down
after pressing the RETRIEVE button

To add loose issues one by one, press ADD button given in the Right side
Type the Issue Details in the fields so activated

Press SAVE button to save the records

In this way you can add all the issues

abrwn

Print the Loose Issues

To print the loose Issues, press the PRINT button, report will be generated on the
screen which can be printed.
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11. RECEIVE LOOSE ISSUES

This form is used to “Receive” the loose issues of the journals generated / added in the
previous menu. Whenever, loose issues posted by the vendor/publisher to the library,
it must be received in the system.

This form can be accessed by selecting the “Receive Loose Issues” menu from the
SERIALS module
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How to Receive Loose Issues
Follow the steps given below:-

1. Type the Year (in yyyy format) in the field YEAR

2. Press ENTER or TAB or RETRIEVE button to populate the list of
journals in the drop down

3. Select the desired journal from the drop down and press TAB key
from keyboard

4. After pressing the TAB key, all the loose issues will be published in the

Data Grid

To receive the desired loose issue, select it from the Data Grid

Press RECEIVE button to activate the fields in the right side

oo
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7. Type the Copy being received

8. Press UPDATE button to receive the issue

9. On receiving the issue its RECEIVE STATUS changes to “Y”

10. This way you can receive the loose issues

11.In case, you want to “Un-Receive” the issue, remove the COPY
information after displaying it in the right side fields

NOTE: You can receive / un-receive many no of copies of the same issues. Suppose you
have received 8 copies of an issue, now you want the un-receive the 4 copies, then type
“- 4” in the copy field. 4 copies will be deducted

Assigning the Unique Loose Issue ID

On receiving the loose issue, system will assign a unique ID (Loose issue no.) to each
and every copy of the issue which must be written on the Loose issue copy. This unique
ID / Loose Issue Number will be used as “Accession Number” for Issue / Return of the

copy of the loose issue.

You can generate BAR CODE based on these Unique Loose Issue Number which must
be pasted over the copy of the loose issue.

12. GENERATE REMINDERS

This formisused  to generate reminders for non-receipt issues of the journals. To
Access the form, select the “Generate Reminder” from the SERIALS module.
Following form will be displayed:-
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war I wcordis) et Hon- Receiyp .800!_]‘
Title
Vendor I _.J Text Lottor I 3 ‘ ‘
Looxe Bsues Bsue Dotails
Authors 1 8 ‘ Issue 1D I i
[CatNo |IssuelD |Year |Vol [1ssue | ParySupp .|| | Volune [ ‘
> 30117 13% 2008 23 2 ‘\ | tamue no — ;
3ony 137 2008 23 4 [ |
aonz 130 2008 23 5 i 1 Part No [—'
m" 1“ m 23 6 | SupplL? I— |
30117 141 2008 23 8
y . | | 1ssue Dats [_— clelimm |
L3on7 142 2008 23 a | | ' heswo Date ( v |
30117 145 2008 23 12 [ | Due ate [ T (cdimmiyyyy) ||
0017 10%0 008 24 1 || Recemea ot [ttty | |
30117 1051 2009 24 2 ‘ ‘
m17 1052 2009 24 3 | Copy Recelved | uze (<) sign to subtract
RS 1053 2009 24 4 ‘ f
Jaonz wosa 2009 24 5 || memacxs ;
30117 1065 2009 24 6 =1 |
amz 1056 2009 24 7 | | vser code
3oz 1057 2003 24 8 b i |
| 30117 1058 2009 24 9 vl | | Dute Addod I
< | % | | Dute Mogmed | ‘
Print Reminder I Send Reminder By Emall I ,‘ 1
E_ HP Sucratarint Libeary | vt = 30061 / Copies = 38368| 13m92010]

& stant] lle@ ”\omc |~/~an ]moca ]jwun ]| e-Gr... | [.‘@y?[«.;O@ 12150 PM
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How to Generate Reminder
To generate reminder for non-receipt of the loose issues, follow the steps:-

1. First display the missing issues in the Data grid by pressing the GET NON
RECEIPT ISSUES
2. You can filter the search by three fields viz.
a. YEAR of subscription (yyyy format)
b. Individual title from drop down
¢. Vendor from drop down
d. Combination of these three fields
3. Select the FORM from the drop down for inserting the text message will
be included in the reminder.
4. Once you get loose issues which have not been received in the library,
press PRINT button to generate the report
5. Print the report so generated and post to the concerned vendor

NOTE: To view the details of the record appeared in the Data Grid, click the record to
display in the Details area.

@ c-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL IN DRMATICS CENTRE - [ _E_Iﬂ_’_‘_j
£ Admin - Books Acquisition  Cataloguing  Circulation  Serlals  Articles  Budgets  Search  Help  Exit =18 x|
| % & & & 7= [0% 7] |||4 q | 1 of | b »l-“ﬁ

Freview l
-~

NIC Library (Headquarters)
Journal Remindsx Form
To

ACADIMIC FOUNDATION ,TRC
AF Houwve, B-§ Chandra Nagur(Dalhi-UP Boxdex), Ghuziahad-201011
Ghaxiabad

SUBJECT: Ramindux for nen-recoint of the looxe ixxun(S)

ITHAS BEEN OBSERVED THAT FOLLOWING JIOURNALS/MAGAZINES HAS NOT BEEN RECEIVED
BY NIC LIBRARY

5N TITLE VOL IS5UE YEAR COPY
1 ECONOMIC DEVELOPMENTS IN INDIA 293 2008 1
2 ECONOMIC DEVELOPMENTS IN INDIA 94 2008 1
3 ECONOMIC DEVELOPMENTS IN INDIA o 2008 1
-
| AKM | NIC Library (Headquartes) [Titles = 22155 7 Copies = 21081 [09/12/2005

|!Start||| o I Tl ) ”H #hy Granth - Micrazo, . ”"ja-ﬂrnnthuluym... ] eGZ_UsorManuaL.,I ]ukfl AM@INBD G 114am
13. ADD BILLING INFO
This form is used to add/edit/delete billing info to the Acquisition Record to process the

concerned Bill/Invoice using the BUDGET module. It means that before processing the
Bill/Invoice, first it must be added in the related Acquisition Records.
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The form can be accessed by selecting the Billing Info from the SERIALS module. You
will get the following screen:-

e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIONAL lNFDkMﬁ'{IEﬁ‘: 1Y = ]5[3_(]
Admin Books Acquisition  Cataloguing Circulation Serials Micro Documents  Budgets Search  Exit
Add Billing Information Exit
—Journal Info
Cat Ho | 84 Record(s)
Title ACM JOURHAL OF LIBRARY SCIENCE
Publisher  [Madaan Publishers Place Jtiew Delni
Corp Author I
Full Text IT Subscribed IT
—Acquisition info{1/2 Record(s) ) |
Acq D |42 Cat Ho l30117 Process Status IOrdered [oActon
App Ho |s:appi20091 Approval Date |21 191/2009
Vendor ICentraI Hews Agency ‘:] Subs Year IZUHS
currency |U5 Dollars :J Itern Price 347 Set Price 347
Recommended By I :J Recommended Date I Add/Edit
Source of Info lPhysical Books 3 Copy Proposed !1 Copy Approved |1 B o
Reference Ho I Committee lLibrary Committee
Fes L Save
Acquisition Mode IPurchased L! Library IHP Secretariat Library _ﬂ
Cancel
Order Ho l J/ORD/2009 :J
H i

Copy Ordered |1 Order Date Igm)gmggg e e Sl
Invoice Ho l Inuoice Date itemn Rupees l
Uiser Code IADM'" Date Added I[]g_.'g;;..z()gg Date Modified Ing,angugg

fappin | HP Secretariat Library Titles = 30051 { Copies = 38368| 13/09:2010

Bistart| | @ gk (v 7| @nc. | oo [Becs. | Bwn. [[Teor. .| @ BT [« BIGS 125

Add/Edit Billing Info

To add /edit the billing info to the related Acquisition Records, follow the steps given
below:

1. Display the Catalog Record in the Journal Info area on the top part of the
screen.

2. This can be done either by typing the CAT Number in the CAT NO field or
by selecting the titles from the drop down

3. To populate all the journals titles in the drop down, press the SEARCH
button

4. Select the desired title from the drop down list

5. Press TAB key or ENTER key from the keyboard to display the details of the
journal

6. Select the desired Acquisition Record from the array displayed in the
Acquisition Details area by going forward / backward using the ARROW
buttons

7. Once desired Acquisition Record is displayed, press the Add/Edit Bill Info
button to activate the fields

8. Press SAVE button to save the record
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NOTE: After processing the record, the Process Status of the concerned record becomes
“Billed” .

NOTE: The Acquisition Records other than “Ordered” or “Billed” can not be edited on
this form.

NOTE: To go backward, remove the billing info from the fields and save the record,
then process status of the record will become again “Ordered”

Print the Records

You can generate the reports by pressing the PRINT button

4 Tof1 y ¥ o= | & F&|[Bx ]| Tewtt  f00x 1020565

NIC Library (Headquarters)

Ducembar 09, 2005 JoumalDetails

FW §CIERTIST
PUBLISEED BY ,UK;
STARTIRFO {11, Tan 195
CODER E £3

fssn [izezzs
EDITORG) | fammyWath
ELV!!I s W Gk ntis 0 T

| JOURRAL AC QUISITION DETAILS

1

éastartl“ e s E ”lJEGranth-M...l e-Granthal...| Bjesz User... IFE

AC QUISITION 1D

APPRO VAL RUMEER

APPRO VAL DATE

ORDER RUMEELR
ORDER. DATE
COPY ORDERED
(VERDO R

S TATOS
STESCRIPTIOR YEAR

IFVOICE RUMELR

IFVOICE DATE

CORREENCY

ITEM PRICE

[R.UPLES

CHEQUE FUMEER

CHEQUE DATE

4410

RICILIBI16IAPPE
120622004 12:00:00 AL
BICILIBA16/2004-0556
120622004 12:00:00ARX

2§

CERTRAL REWS AGERCY PYTLTD
Paid

2005

ST-26395

120152004 12:00:00 AR
IE8

9694

0

226630

0202222005 12:00: 00 ABL

14. ADD PAYMENT INFO

DG RDHBIH Y 1ustan

This form is used to add/edit/delete Payment Info to the Acquisition Records. The
payment details include Cheque Number. Cheque Date, Amount , etc. This information
is added after processing of the bills using BUDGET module. This form can be accessed
by selecting the “Add Payment Info” menu from the SERIALS module. After accessing
the form, following screen will appear:-
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T LIRS
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budoets Search  Exit
Add Payment Detalls et ||
|
;—Jouma! ) T VB0 138 04 be freat W T 2 R (At tire s TR RIS T 2N RS i
| catHo [ 84 Record(s) i
1 Title ACM JOURNAL OF LIBRARY SCIENCE |
i Publisher  [madaan Publishers PLACE |New Delhi
: Corp Author l
1: Full Text I',T Subscribed I",- UL Y
A RIS O O Y 2 RO ) T T T D e e g e T T T B T e T T T T o T e TR T T er it I
; AR — I A — 3 oy
| AcqlD | 32 Cat No |3ll11 7 Process Status Iomf:rf:d e ‘ |
| | I
| App No |J-At>r~2ous4 Approval Date ]21‘1:1:20119 |
| |
| Vendor ICentraI News Agency _'_I Subs Year l?UUS [
| Currency [us Doliars _v_| tem Price 347 SetPrice  [347 | ‘
| |
! Recommended By l :J Reccommended Date ' Add/Edit
| 7 . Payment
: Source of Info Iphysw‘,‘ Books 3 Committee Il ibrary Committee Info
| Reference No I Library [MP Secrefariat Library _'_l Save
| | |
Acquisition Mode [Purchased :_I Note l 3 Concol ;
| | Fabrateli el U1 4
| - Order No f { Copy Ordered Order Date 2492
! [rorn20084 Py fi 119272009 Print | i
| Invoice Ro [ Invoice Date I Copy Proposed |1 TR VSRR 11
| Cheque No I' Cheque Date Copy Approved 1 | |
| l l ; [
fit User Code IADMIN Date Added |09 ‘) 1 /U"S Date Modified Iog U! 2008 ' \
_ HP Secretariat Library Titles = 30051 / Copies = 38358 ,

sen| | & o ” | Bnc. | won. (Bl | B [FTeo s | @ @2 |«w0e 12:51 P
Add Payment Info
To add the payment info to the Acquisition Records, do the following steps:-

1. Display the Parent Record i.e. Catalog Record in the upper part of the
screen. For this press the RETRIEVE button to populate all the titles in the
drop down, select the desired title from the drop down and press TAB key
from the keyboard

2. On displaying the Catalog Info, all the Acquisition Records of that
specific titles will be displayed in the lower part of the screen.

3. Select the desired Acquisition Record, scroll forward/backward using
the ARROW buttons on the screen

4. On display of the desired Acquisition Record, press “Add/Edit
Payment Info” button to activate the fields

5. Type the data in the corresponding fields , such as Cheque Number and Date
(“dd/mm/yyyy” format)

6. Press SAVE button to save the record

7. Now you have added the Payment Info to the Acquisition Record

NOTE: On addition of the Payment Info, the status of the Acquisition Record becomes
“Paid”.
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NOTE: You can EDIT the payment info by applying the same steps mentioned above.
To generate the report, press PRINT button.
15. UPDATE JOURNAL HISTORY

This form is used to update the history of journal. The history includes the following
Changes in the Title:-

h. Close the Subscription

I. Title Change (Continue As)

j. Title Change (Continue From)
k. Split the Title into various Parts

To access the form, select the menu “Update Journal History” from the SERIALS

module.

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFDRMKTICS T EF-' J = ]EI x|
Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search  Exit
Update Journal History Exit
—Journaf nfo
Cat Ho | 123 Record @) Search I
Title [P
! Y
Sub Title lA Magazine for Librarians I o st
Yar Title l
Corp Author I
Publisher  [Madaan Publishers Place |Hew Dethi
Editor lSubhash, SH URL Ihﬂp:.-'szw.nic.in
ISSH Igs],gug,go Reference No I
[~ Journai History —a
Closing Yolume I Closing lssue l Hist 1D |93 Close
Closing Month I 'I Clasing Year | Full Text ? ,f Update C5
Continue As |ALL 1Dia REPORTER 2| c“';""“e
t]
Continue From [y} {HDIA SERVICE LAV JOURNAL 2| TR
Split Into (1) I :j S
C
Split into (2} I l] ok
Split Into (3} I :J Update CF
User Code IRKM Date Added Iq,,m)g'.?gos Date Modified |24)04."2009 Solit Into
Update S
Cancel
Print

HP Secretariat Library

Bistart| | @ gh (0 7| @uic. | won. | Bea.. | Hwin..

Titles = 30051 / Copies = 38368 13/09/2010

[T er.. dame

@@

7« HAPE 12520m
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Close Subscription

In case library stops the subscription of a specific journal title, it should be updated to
remove it from the current subscription list. To do so, follow the steps:-

1. Press SEARCH button to populate all the titles in the drop down

2. Select the desired title from the drop down

3. Press TAB button to display the Cataloging details of the selected title

4. On pressing the TAB key, catalog details of the title will be displayed in the
Catalog Info area

5. Press the CLOSE SUBSCRIPTION button to activate the fields

6. Type the data in the fields Close Vol No, close Issue no, close Period, etc

7. Press UPDATE CS button to save the record

Title Continue As
In case the Title of journal changed to the next successive title, please follow the steps:-

Press the RETRIEVE button to populate all the titles in the drop down
Select the desired title to be changed

Press TAB key from keyboard to display the cat details

Press “CONTINUE AS” button from the screen

Select the new title from the active drop down

Press UPDATE CA button from the screen to save the title

ok wdE

Continue From
This is also true to change the reference of the previous title, follow the steps below:

Press RETRIEVE button to populate all the titles in the drop down

Select the desired title

Press TAB key from the keyboard

Press the CONTINUE FROM button to activate the drop down

Select the title from the active drop down which was the previous title of the
journal selected

6. Press UPDATE CF button to save the record

ko E

Title Split into Parts

In case an existing journal title Split into various parts, then you have to save the
references of these parts to make relationships of the new titles to parent title. To do so,
follow the steps:-

1. Press RETRIEVE button to populate all the titles in the drop down
2. Select the desired parent title from the drop down and press TAB key
3. Press the SPLIT INTO button to activate the drop downs
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4. Select the new split titles from these drop downs and press UPDATE SI
button to save the records

NOTE: A title can be split into maximum three titles in this software
16. ADD JOURNAL HOLDINGS (Bound Volumes)

This form is used to add bound volumes of the journal available in a library known as
journal holdings. This is just like we add books holdings in a library. The form can be
accessed by selecting the menu “ADD Journal Holdings” from the SERIALS menu

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMAT! f inalst I

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets

Add Journal Holdings Exit

—Journal info
CatHo |3u117 124 Record(s)
Title ACM JOURHAL OF LIBRARY SCIENCE
Publisher IMadaan Publishers PLACE IHew Dethi
Corp Author I
Full Text F Subscribed? |T
(1T Record(s} ) VDY
Q I Q I Copy no: Actions
Hold ID 91495 | Acc Ho IJ1 7 Acc Date 121,05,.2009 Volume I55 ISSUE l1 5
Yol Title l
Class Ho Book Ho I Pagination
I I Add Hew
Status IAuailable vl Period l Location I —_—
Edit
Bindings I v[ Acc. Materials I ,I Section l L’ —_—
Library |HP Secretariat Library i) Reference: )|
Save
Bar Code l Missing Issues ’
. Update

Year I Collection ' = Reference & Circulation t

Cancel

= :
Remarks it
2
User Code Ianmm Date Added |z1m5rzuns Date Modified |
fapamn | HP Secretariat Library Titles = 30051 { Copies = 38368| 1310972010

Bistat| | @ gi (v 7| @uc. | | Te.. | Bwn.. [[5 —or | g | @@ |«mB@s 1253mm

How to Add Journal Holdings

To add the journal holdings in the database, you have to add the details of the bound
volumes of the journal, one by one, available in a library. The copy details are added in
the records along with the Accession Number, call number, pagination, etc. To add the
new bound volumes, follow the steps:-

1. Press the SEARCH button to populate all the titles in the drop down

2. Select the desired title from the drop down

3. Press the TAB key from the keyboard to display the bibliographic details of
the journal selected
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4. Pres the ADD NEW button to activate the fields for data
5. Enter the data in the corresponding fields
6. Press SAVE button to save the record

NOTE: The fields in Red Color are mandatory. Enter the Accession Number of the
bound volume in the ACCESSION NUMBER field. Enter date in “dd/mm/yyyy”
format.

Edit the Holding Record

To edit / modify the existing holding record, follow the steps:-

Press RETRIEVE button to populate all the titles in the drop down
Select the desired title from the drop down

Press TAB key from the keyboard to display the details of the title
Press EDIT button to activate the fields

Change /modify the data/contents

Press UPDATE button the save the changes

ok wbdpE

NOTE: Select the collection type from the option given on the screen. The Reference
collection will not be issued.

Print the Journal Holdings

You can take the print of the journal holdings along with the title details by pressing the
PRINT button, report will be generated on the screen which can be saved to hard disk or
can be send to printer direct.

[{® e Granthalaya Report 3.0

L T T~ S . B — LT 1
I Main Report
HP Secretariat Library £
Himachal Praodesh Socretariot
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NG QaENOT e
1 RULEYS ACM JOURNAL OF LIBRARY SCIENCE : A Magazine for Librarians
< ] Bibliographic Level £
Matarial Tvpe "
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Catalon Loval Full
Languaage
ISSN 887-u908-00
Editor (s) Bubhash, & N
Place MewDalhi
Publishor Madaan Publishems
Kevwordis) IMDIA, GlE, PO
URL hitp e nile in
Bound Volume(s)
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Chapter 8
Micro Documents Manager
(Articles Indexing Module)
(Digital Repository Creation)

This module is used to manage the Articles Indexing Bibliographic service provided by
the libraries. Under this service, the important articles from journals and chapters from
books and news items from newspapers are indexed in the database and provided
through Web OPAC of the e-Granthalaya software. Besides, Module is used to upload
full text files (pdf, doc, etc) in the record which are accessed using OPAC, thus, libraries
can build their institutional repositories of micro-documents.

The module contains two menu only:-

1. Add Micro documents (articles from Journals/Magazines, Chapters from Books)
2. Search Micro Documents
3. News Clipping Manager (News Items from Newspapers)

e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIONAL lNFBRMﬁTIE?L‘@_ = ]5’ _>_$_|
Admin Books Acquisition Cataloguing Circulation Serials | Micro Documents | Budgets Search  Exit
Add Micro Documents |

Search Micro Documents

News Clipping Manager

HP Secretariat Library

start| | @ g 0 7| Buc. | wes. |Bews | Bwn. [[Teor. Gme.| @@
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1. ADD MICRO DOCUMENTS (Articles from Journals and Magazines and
Chapters from Books)

This form is used to add/edit/delete the bibliographic details of the useful articles from
journals and chapters from books in the database. This module can be used to build a
DIGITAL REPOSITORIES of micro documents as it provides the facility to upload the
digitized files along with meta data. For adding the articles/chapters/special issues of the
journals, first a Catalog Record of the parent/source Title must be added using ADD
NEW TITLE in BOOKS ACQUISITION/RETRO-CONVERSION/SERIALS module
of the software. There are three important types of articles added in the database:-

1. Articles from journals (A)
2. Special Issues of Journals (S)
3. Chapters of the Books (B)

To access the form, select Add Articles menu from the ARTICLES module, following
screen will appear:-

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATIES CENTRE | 18]
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Search  Exit
@ MyLibrary (" all Libraries Add { Edit Micro Documents Exit
—Get Sources —Article Details
Cat Ho | 122 Record(s) Search I Cat Ho 13011? Document Ho I
ISSHASBH | " Books ' Serials | Source ACH JOURNAL OF LIBRARY SCIENCE
Source Title | Type Article v] Upload File |
Yol I
Sources: 122 iy i lasue
Cat No 3 Period I Year I
> (30117 Title l
29768 sub Title |
Authors l
|
< Abstract
[ Articies
Articles 122 Ll
| Document No | Document Title Pagination [ File. |
ASP technology for libranes y
Subject | _:'
Keywords I
URL I
l |
Remarks __'
"\
Add Hew I Edit | Delete I Print V l Print Detail I Update | Save l Cancel I Print this Record |
faomm | HP Secretariat Library Titles = 30051 { Copies = 38368| 131092010

Bistart] | @ gk () 7 | Bnc. | |Bea. | B [[Teor. S | @ @

7« HAPs e

NIC-LIB-EG3-2007 139 04/07/2011



NIC

e-Granthalaya User Manual For eG3 users only

Add New Article Details
To add the new article details in the database, follow the steps:-

1. Decide from which source you are going to add the
articles/books/special issues of the journals.
2. Select the Type of Source by clicking the radio button given in the
Green color
a. Books - For adding chapters
b. Journals - For adding articles/special issues
3. Press SEARCH button to populate all the parents/source documents in the
Data Grid from the category you selected
4. For a specific title, you can search the source by typing the keyword
in TITLE / ISSN / ISBN fields and then press SEARCH button
5. Select the desired source title from the first Data Grid by clicking the
title from the left side
6. If you have already added articles for the source title you just selected,
these articles will be displayed in the lower grid otherwise it will be blank
7. To add the new articles/chapters/special issue, press ADD NEW button to
activated the fields in the right part of the screen
8. Type the details of the articles/chapters/special issues in the
corresponding fields
9. Select type of articles from the drop down
10. In case you have full-text file (in any format) of the concerned articles, you
can add the same by pressing the UPLOAD FILE button — browse /select
the file from hard disk
11. Assign one main subject of the article from the SUBJECT drop down
12. Assign keywords , separating by semicolon(;) in the KEYWORD fields
13. BROWSE the Digital File (in any format) to UPLOAD with the record
14. Press SAVE button to save the new record
Edit Articles
To EDIT / MODIFY the existing articles/special issues of journals/ chapters, follow
the steps :-
1. Search the Source Title (book or Journals) by its TITLE or
ISBN/ISSN number and press RETRIEVE or
2. Press RETRIEVE button to populate all the source titles in the
selected category
3. Select the desired SOURCE title from the data grid1 by clicking it
4. On clicking the source title, all the existing articles will be displayed in
the Data Grid 2
5. Select the desired articles to be edited from the data grid2
6. Press EDIT button to activate the fields
7. Change / modify the contents
8. Press UPDATE button to save the changes
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Delete Articles Record
To delete the record, follow the steps:-

1. Populate the desired SOURCE title either by searching by
TITLE/ISBN/ISSN number or populate all the source titles in the Data
Gridl by pressing the RETRIEVE button

2. Select the desired Source Title from the Data Grid 1 by clicking it

3. On clicking/selecting the source title from the Data Gridl, all the
existing articles will be displayed in the Data Grid2

4. Select the desired Article to be deleted from the Data Grid2

5. Press DELETE button

6. Press YES button to confirm the deletion

Reports of Micro-Documents

The existing articles can be printed by pressing the following three PRINT
buttons depending the type of reports to be generated:-

Print Summary — To print the summary of the articles
Print Details - To print the full details of the articles
Print This Record - To print a single record displayed

=18x]
4 4 1of1s > M = [ & & ([100x ]| Toel  100%  fof2215
=
NIC Library (Headquarters)
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ISSUE NO 48
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VEAR 2004 |
PAGE NUMBER | [5141-5149
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How to Upload Full Text file of Article (Digital Library)

In case you have digital file of any article, you can upload this file with the record of
the concerned article. This can be added either while adding the new article record or
later while Editing the existing article record, just by pressing the UPLOAD FILE
button and then select the file from your computer and SAVE or UPDATE the record.

2. SEARCH MCRO DOCUMETNS
This Form is used to search and print the existing articles / chapters / special issues of

the journals already indexed in the database. The form can be accessed by selecting the
“Search Articles” menu from ARTICLES module, following screen will appear:-

INFORMAT) ==
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit
¢ MylLibrary " AllLibraries Fak
[~ Searchk [~ Articie Details
(" Books ' Journals | Find Source I Find Articles I Article Ho Iq Cat Ho |14391
ot [ Title [Definition of Cycle
ArticleNo | Detailed Report | 8! ¥ Report | Sub Title [a study
Source I :I g |
Keywords In
l l L‘ Source |0xford junior encyclopaedia
Subject:
e l ZI Yolume I Issue |
Date of Entry | To | Period | vear [2008
Yea l T I i
ear o Article Type All s K orde IINDIA; prr
Order / Group By Is._mject vl Sort By ASC ¥
Pages |234.90
View File
[~ Resuits Type IBook Chapter :j
Art No | Title Record(S): 9 [
|4 D efinition of Cycle
20 Govt set to d trol sugar industry from Ocl e
19 ASP technoloay for libraries Stract
5 A Systematic study of the nano technoloay
2 A nanao stydy -
21 PF Act likely to cover firms with 10 employee Libracy I"PSECL'B
1 A sysmmetrical study of the Zylem URL I
3 Key i with the public media :
Subject ACTIVITIES OF THE LOCAL CHURCH
18 The Supreme Technoloagy for Desian l ;,
<« { | Print This Article I
aomm | HP Secretariat Library Titles = 30051 { Copies = 38368| 131092010

it{start| | @ g o ” | @nc. | woa. | @ec... | Bwn... [Teor. 4w, | | I @

= l« HaAPs tosem

How to Search Articles

Articles / special Issues of journals / books chapters can be searched with the
following access points:-

1. By Cat Number i.e. by a particular Book or Journal Title

2. By an articles number which is unique and generated automatically by
the systems on addition in the database

3. By Keywords from various fields of the Articles
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Title
Authors
Keywords
Abstract

o0 ow

To search the Articles, first select the article Resource type (Journal or Books) With the
FIND SOURCE you can display all the Titles of Books or Journals and then articles
can be displayed by clicking these parents sources.

To populate all the articles, press FIND ARTICLES button

In case you want to see the details of an individual articles, click the desired article
, details will be shown in the right side of the screen.

Print the Results
The list of articles or individual article details can be printed by pressing the

corresponding PRINT button to generate the reports on the screen. This report can
be printed over printer.

@ e-Granthalaya: A Digital Agenda for Library Automation and Networking from NA ORMATICS CENTHIE - [ i@ x|
9 Admin  Books Acquisition  Cataloguing  Circulation  Serlals  Articles  Budgets  Search Ho!p Exit ]
| % & & & Taloon =] || W 4] 1 of 14 P il

Froviaw |
-
NIC Library (Headqgquarters)
16-Decenber- 05 Tt ot etiaiee Raport Tie (St
[, | [ |
HOURCE | [ECONOMIC AND POLITICAL WEEKLY |
Indian Elactricity Act 2003
mm fox veview
Rejiloumar
39
R
A0th Oct
2004 __|
47784781
Indian Electricity Act;Powsr;Privatisation;Fixcal Hualth ]
Axticle |
2 J
-~ |§0URC! | IBCONONIC AND POLITICAL WEEKLY . — I . '
[HEM | NIC Libiary (Headquarters) [Titlex = 21802 /7 Coples = 2086% 1671272008
igstart ||| 0 @ G K e || Yecz_visrma,. | fy cranth - M | [P e-Grantha., | DS G A 1014 am

4. News Clippings Manager

This Form is used to provide the News Clipping Services in the Library where library
adds the useful news items from newspapers/newsletters and any other resources as
micro-documents and these news items become accessible over Internet / Intranet using
Web OPAC. In the form also, full text file / digital file can be uploaded along with the
meta data which can be accessed later in Web OPAC.
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How To Add News Items

Before adding the News Items in the database, it is assumed that you have added catalog
record of the Newspaper/Newsletter using the SERIALS module (Add New Serial).
While adding a master record / catalog record of each newspaper/newsletter, it is
reminded to select the ‘Newspaper or Newsletter’ from the Document Type drop-down
and ‘Newspaper’ from Materials Type drop-down.

To add News Items, Select the Name of the Newspaper from drop-Down in the left side
of the screen below and press ADD button to activate the data entry form. Then press
the ADD NEW Button and type the meta data of the news item selected. In case, you are
having digital file (in any format or pdf, images, etc) of the news item then for
uploading the file press UPLOAD FILE button and browse the file. To save the record
and digital file press SAVE button. Once you saved the news items, it becomes available
in the Web OPAC for searching. In the SUMMARY text box, you can past the full news
items also. In case internet connection is there then you may copy the details of the news
items from web edition of the newspaper.

e.Granthalaya; A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [N,.. [= |[& ][]

Admin  Books Acquisition  Catal Circul Serlals  Micro Documents  Budgets  Search Bt
@ My Libraty O All Libraties News Clipping Manager [Seaen [ Exn |
Soarch News Roms Nows Dotatls
Howspaper }Ecouowc TIMES v | i 2 | W ‘
Keywords i | n iALL .,‘1 " AR (ECONOMIC TIMI [
Subjects { vi Volume | taaue | \
Date of Entry \ [ To | ||| Date [07/07:2011 [ | uprowd Fie | Yoor 2011 |
Year [ [ To. | [ Add Newspaper J{jii e fLokp.ﬂ bill discussion ‘
Order / Group By [Hews Date v | Sort By ip[sc v ‘ Sub Title in roport ‘
Novws Romis Reporter R K Handa 1

D News Item(s): 3 : \ This 18 a news item from today paper 1
Fr— 1

20 | MMC wants 10 lakh to uparade library | Summary [
21 WEYTT Y ST I [

Pagination |y | Library HpsECLn \
[ viewrwe ] File | |
Subject [Aceounting v |
Keywords
Nows URL | |
|
Remarks | !
[
[ | > | 1
[ Add New “ Delete ”'_.umm.«v epornt ][ Detall Report ] Hriot ¥ neel [ Edn "Pllm this Recov(l]

HP Secretariat Library Tities « 30060 / Coples « JN392 I

20072011

m oGd_UserManual doc, !* weGranthalayas: A Digl, EN WOy N

NOTE: The same form is also used for SEARCHING the news items from
various access points from the database.
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Chapter 9
Budgets Module

This module is used for the following functions:-

1. To add budget info on yearly basis
2. Processing of the Invoice
3. Generating Payment Request to be sent to the Accounts Section
4. Updating Payment Request / Cheque delivery to the Vendors, etc
5. Budget Analysis
e-tranthalaya: A Digital Agenda for Library Automation and Networking feom NATIONAL INFORMATICS CENTRE =@ x|
Adl Dooks Ac Cataloguing  Circulation  Sevlals  Micro Documents | Budgets | Search  Exit

Invoice Details

Generate Payment Request
Update Payment Request
Cheque Delivery Form

Budget Analysis

[ ehemewmimey | Twiew 30051 Conee - 30308 1v000]
Hiseon| | @ ah o | @BNc | Lytens | B, | s, | Bes |[Teon. | @] @[Lim@c BO 0w

NOTE: Before working with this module or processing the Invoice, First the invoice/bill
in question must be entered in ‘Add Bill Info’ under BOOKS ACQUISITION or
SERIALS modules. Bills entered direct in Full-Cataloging can not be processed here.

1. ADD LIBRARY BUDGETS

This form is used to add/edit/delete/print the Budget details of the library every year.
To access the form, select the “Library Budget” menu from the BUDGETS module,
following form will appear:-
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e-Granthalaya: & Digital Agenda for Library Automation and Networking from NATIONAL INFDRMQ'FIEKL: V E- [ £ Budg & x|
Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets Exit
Library Budgets Exit
—Search — Action Buttons ——
Id || Year I [Len 3 Chr. alpha-numeric. English Only)
Budget Head l 4 Record(s) IE
Add Hew
Budget: Record(s) -4 -
ID |BudgetYear |BudgetHead | Budgef it
» 5 2908 PJ s Delete
1 2008  PALIBRARY s
i 2093 ::: !.IBBAHY Report
e — Detailed
Report
—Add/Edit Record — Action Buttons —
iD I Year l
Budget Head I
Update
Period |
Save
Amount (Rs.) I
Cancel
Remarks R
User Code I
Date Added I Date Modified I
fapmmn | HP Secretariat Library Titles = 30051 { Copies = 38368

Bistart| | @ gk (0 7| @nc.. | DTeme | Bwin... | .. | Fecs.. [[Teor. | @ @ MB PO w02mam

Add Library Budget

To add library budget for a specific year, follow the steps:-

Enter Budget Head

Enter amount in Rupees (40000.00) Forty Thousand
Press SAVE button to save the record
Thus you can create one Budget Record every year

NooprwNE

Press the ADD NEW button to activate the blank fields
Enter YEAR in yyyy format e.g. 2005 (for F/'Y 01/04/2005 to 31/03/2006)

Enter Period i.e Financial Period (e.g. 01/04/2005 TO 31/03/2006)

NOTE: Do not enter data in ID field during ADD NEW or EDIT process, it is

system generated field
NOTE: Many Budget Heads can be entered in one Year
Edit Budget Record

To edit the existing budget record, follow the steps below:-
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Select the desired record from the Data Grid by clicking it
Press EDIT button to activate the fields

Change / Edit the contents by re-writing / over writing
Press UPDATE button to save the changes

NS

Delete Record
To delete the existing budget record, follow the steps:-

Select the desired record from the Data Grid by clicking it
Press DELETE button to delete the record

Press YES button to confirm the deletion

Record deleted with the message of deletion

PO

NOTE: If the Budget Record has some links / relationships in the database, it will not
be deleted. For deletion of a record, first remove its all the references

Print Budget Record

To print the records, first select the print option for Summary / details and the press
the PRINT button to generate the report. Then you can send it on the printer

2. ADD INVOICE DETAILS (Bill Processing)

This form is used to process the Invoice/bill details. However, the invoice/bill must be
entered in ‘Add Bill Info” of BOOKS ACQUISITION or SERIALS Module. To access
the form, select the “Invoice Details” menu from BUDGETS module , following
screen will appear:-
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: e x|
Admin  Books Acq ion Cataloguing  Circulation  Serials  Micro Documents  Budgets  Search  Exit
i ooveon |
“Invoice Processin T e T T T T e e T oLt e e o o A EOn SNANE

Bin Budget Yo v .

[ duet Yoo |zo1o I Budget Head Im _vJ RO
SupplLoin? N Invoice No

i | Tion
invoice Date  [FEmAZOTH Amount [foooo™ | curreney [us nottars [ ] (e ere—

. Delote
Conversian Rate I‘lu.'m Rupeos Iz VI60.00 Discount % I‘" e}
Amount on Discount [m]_ charges |1llu.uu Amount Billed (Rs.) [“)‘IOT —————td“
Duduction ||Illl ) Amount Passod I’"‘“"""" Updaty
vendor  [Asia Book House Shimis 2| Cancel
Payment Request No I)ll Paymgnt Request Dute |IM.'|I-N’?IHO Stutus INI\M __JEB..*
Dite Added [vamar2010 Date Modiflad [ user code [fomm | Process
Invoice 1

Invoice No | BILL 1D | Inngpte [Inv. Amount | Currency | Conversion Ra Amoutn
INV/01 8 20072010 0,00 usp A6.90 2445000
Ll »

istart| | @ g} (o * | @c Ik_‘)‘remp Iﬂwm [ o e | W) oc3.. || = e-Gru |m| @ |y /Mm@ WD 1050 M

How to Add Bill Details

To add the bill details, first add the Invoice Number in “Add Bills Details” form in
BOOKS ACQUISITION or SERIALS Module in the related CAT Records. Then you
need to add Invoice Details here under BUDGETS module to process the invoice.

To add the bill details follow the steps:-

Access the form by selecting the “Invoice Details” from Budgets module
Select Budget Year from the drop down

Select Budget Head from the drop down menu

Say Y/N for type of Invoice (Supplementary or not)

Enter Bill / Invoice no (As given in the printed copy) , date, amount etc.
Select Currency from drop down, enter conversion rate, if any

Enter Discount Percentage, additional charges, your deduction, etc if any
Select Vendor Name from the drop down

Enter Payment Request Number ( a unique no, i.e. green sheet number
which will be sent to the accounts section) — you can add many
invoice/bill nos. in the same Payment Request Number

10. Press CALCULATE button to calculate the bill

11. Press SAVE button to save the invoice

12. After Saving the Invoice, it becomes available in the Data grid, from here
you can again select the bill no for editing , if required — Status of invoice
will be NEW.

CoNoO~MWNE
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ATTACH THE TITLES

13. Select the Invoice Record from Grid and press EDIT button

14. To process the Items (Titles under this bill no), press the ATTACH
TITLES button to add the titles in this invoice (The same Invoice must be
saved with corresponding Acquisition Records in the BOOKS ACQ and
SERIALS module)

15. In case, no title is there or you have not given the same Vendor / invoice
number which you entered under “Add Billing Info” — then a message will
be flashed ...No title exist

16. Then Press the PROCESS button to process the titles along with the bills

17. Now you can take the print of the Bill payment Request form to send to
the accounts section for making payment

NOTE: After processing the Bill here on this form, the status of the Bill becomes
“Billed”

NOTE: You must enter a unique PAYMENT REQUEST NO for n number of
Invoices to club these in one Request.

NOTE: Many bills can be processed together under SAME PAYMENT
REQUEST NUMBER which are to sent to Accounts Section for payment.

How to EDIT the Bill

You can EDIT the bill before sending it to the Accounts section , it means before the
STATUS of the bill changes to “Posted” in the next form. To edit the bill, select the bill
and press EDIT button — then follow the steps given above.

3. GENERATE PAYMENT REQUEST

After processing the Bill and titles, you can generate the Payment Request Number
to send to the accounts section. To generate this , follow the steps:-

1. Access the form by selecting the menu “Generate Payment Request”
from the BUDGETS module, following screen will appear
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2.

Noasrw

Select Payment Request Number from drop down and press
SUBMIT button

The bill(s) will be displayed

Click the Check boxes to include the bill(s) in the request

Press POST button to process the Payment Request Number

The bill status will become “Posted”

Access again the form to take print of the Payment Request No by
pressing the PRINT button

E L

PAVMENT REQUEST FORM -

PMT RIG NO: 8 PMT REQ OATE: 1212.2005

Tive FoROwang o) ( nwoiond ) 10ane 10rwardad her owin 10 e DOOICS A ), NIC 100 dhvad 1 59 oMot tvough chegus
{draft i the rae of party mectioned £ the bols

VENDOR BVOICENO  WWOICE DATE AMOUNT
ADITE TECNCL OGS P LTD L e 1N2200% 157702
Teotal Rapunn: 157762

OO (C8R), NC
P R Bpadinay)

-l
RS Ao [ Wes | i | De [[Grey. IO EOSTRHG e
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4. UPDATE PAYMENT REQUEST

This form is used to update the Payment Request Form sent to the Accounts section
after you receive the Cheques. The following steps are required:-

1. Access the form by selecting the menu “Update Payment Request” from the

BUDGETS module
e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTHRE 'E'}‘_” - Pay ‘Jﬂﬁj
Ad ks Acq Cataloguing  Circulation  Serials  Micro Documents Budgets Search
Upidate Payment Reqguest _ Eat I 2
Bla. i e d (O T T T e e ST TR TG PTEETHTT] TR A T TG T U L G S b
Payrmsnt Request No ':‘——_—'Zl Payment Request Date IJ?IIH 2000
= Inolude - Exolude I
Invaice No Invoice Date Vend A it P d Ch No Cheque Date Amount
¥ [mnam [p102008 | [Cantral Nows Agency | [500 {8907 [01/01,2000 (500 |7

faommn | Titlns = 30061 / Goplex = 30360

Wistort] | @ g o * | @nc | Carems | B | oo | 86 [[Teon. @] @ [cim@c 20 wman

Select the Payment Request No from drop down
Press SUBMIT button

Check the Check boxes at the left side

Enter the Cheque details in the fields

Press the UPDATE button to save the changes

oMW

NOTE: Now you can generate the Check Delivery forms to send the check to the
concerned vendors in the next menu

5. CHEQUE DELIVERY
This form is used to generate the check delivery form for sending to the vendors. To

access the form select “Check Delivery” menu from the BUDGETS module, following
screen will appear:-
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Admin  Books Acquisition  Cataloguing Circulation  Serials Micro Documents Budgets  Search  Exit

Cheque Delivery Exit

—Payment info

Payment Request Ho I2 :I, Payment Request Date |22i01:2008 | Generate cheque Delivery Form |
Vendor -
Letter Texts I ;‘
Bills/Cheque Detais 1
|Cheque No | Cheque Date | Cheque Amou| Invoice No | Inv. Date | Inv. Amount | Vendor
0170172009 500.00 MMM 0171072008 500.00 Central News Ac

HP Secretariat Library Titles = 30051 / Copies = 38368 | 14/09:2010

Bistar]| | @ g (0 » | @nc.. [Carem | Zwn.. Ivimsré..."lﬂ'@'ees;.. [Feo- @ @M@ 29 w0

How to Generate Check Delivery form
To generate Cheque delivery form, follow the steps given below:-

1. Access the Form by selecting the menu “Cheque Delivery Form” from the
BUDGETS module

Select the Payment Request No from the drop down menu

Select the Vendor Name from the VENDOR drop down menu

Select the Text Message to be printed from the MESSAGE drop down

Press PRINT button to generate the report

Print the report generated

oM wWN
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¥ e-Granthalaya Report 3.0

NIC/LIB/2009
HP Secretariat Library

Himachal Pradesh Secretariat
A-Block, 11th Strae, Shimia(HP)

Check ery Form

TO

Central News Agency
A-Block, CGO Complex, Lodhi Road, New Delhi -110003
New Delhi

Subject: Pavment RequestFom...

Dear Sir, Please find enclosed the list of bills processed for purchasing of the documents in library.
All bills are verified and entered in the bill register

5 | | Caa i) ]

1 MMM 500.00
10/012008 120000AM

Total: 500.00 8907 01-Jan-2009 500.00

Please prepare the check and deliver the same to the us for updation fo the record. Library will forward
the cheques to the verndors

{ P K Hnadhvaw)

=31

v

@istan| | @ - 7| Brc. | reme [ B | o | B [Tov.s (@ @ SING #O 10w

BUDGET ANALYSIS

On this form Analysis of Budgets from various angles are done and various reports are
generated. Budget analysis of one year or all the years can be done. Here, expenditure
report of one year of many years can be generated.

1.
2.
3.

Generate Summary of total expenditure of library

Generate Report of Books/Monographs and SERIALS expenditure
Generate Bill Register Year — wise / Budget Head wise / with Vendors/Bills
details
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e-Granth 1I.)y.) A Ulmnl Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [B..

Rion Cataloguing Circlstion  Serials  Micro Documents  Budgets  Search Bt o563 Rev. No.22

Budget Analysis

lud.us-—-y Recodis) 1 [ Print Budget Summary
o re ovowamouns e S
Clich the DataGrid to view the Details

<

Collectmn Wise Budget  Hecords) |
Year BibCode  Total Amount Spent
i 24845 80
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® o-Granthalaya Report 3.0

NIC LIBRARY

mcr
ABLOCH, BRIKR BHAVAN

May 09, 2012 Bill Rogister

SN, MMVOICE HO iy, Amount  Rrupers  BAme passen jouroue no  BC AMounT

Oudget Head: Py :

Vendor: ALLIED PUBLISHERS LTD

INVID1 560.00 2738400 9089765

22-Apr-2008 UKP 10 31-May-2008
Budget Year Total

® paatis
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Chapter 10
Database Utilities Module

This module provides many utilities related with the database as given below:
1. How to Take Database Backup and RESTORE/RECOVER database over

existing one (IF new / blank)

Data Entry Statistics

How to Export Data in various Formats

Feedback Manger

Receipt Manager

How to change database connection

Merge Databases

Import Records from other Sources

Import Catalog Records from EXCEL

©CoOoNDOA~ WD

e Granthalsya: A Digital Agenda for Library Astomation and Networking freen NATIONAL INFORMATICS CINTRE

Books Acquistion  Cefologung  Orcelotion  Serisls Moo Documents  Bodgets  Search  [at 63 Ray Mo 30

Dalobase Utfities  » Database Bockup ond Recovery  Ctrl=8
Data Entry Statistics

Expoct Dala

Feedback Manager

Receigh Manager

Chanye Dat abuase Cunnetuom

Merge Two oG Databases

Import Catalog Records

Import Catalog Records from EXCEL

11.1. How to Take Database Backup

As e-Gratnhalaya™ uses MS SQL Server database management system to store the data
of the library. Therefore, it is essential to keep the backup of the database of the library
so that it can be restored later any time.
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The backup of the database is always performed by the System Administrator on the
Server PC where database system is installed. The database must be backup on the hard
disk and later the backup file must be stored in CD ROM or pen drive, etc

11.1.1. Perform Backup from e-Granthalaya Data Entry Program

To take the database backup from e-Granthalaya Data Entry Program, do the
following steps:-

1. Create a LIBRARY folder in C/D Drive of the Server PC where your database
is residing.

2. Go to Database Utilities >> Database Backup menu in ADMIN module of

the software

Press BACKUP button to perform the backup

4. Once backup process is complete, it gives message about the path of the
backup file and its name.

w

e-Granthalaya: & Digital Agenda for Libeary Autome

Admin Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit

— Perform Database Backup
Database Backup

HELP: Before taking the backup. you must create a LIBRARY folder in C:\ drive in the
PC where Database is residing [Server PC). Bakup file will be created/dump in
‘C:ALIBRBARY * folder. Keep the backup file in Pan Drive/CD /some other system. Also,
do not open the backup file in notepad/word, etc

W

AeR A e

L N YT T KT
Wstart]| | @ g 0 | @nc. [Greme [ Ewin. [ [Bew. | Teo.| @@ [CIRBEBO 052am

NOTE: While performing the backup you must not use the e-Granthalaya.
NOTE: Make sure that you must have the Write Permission of the file in the
LIBRAY folder to over-write the existing backup file

NOTE: In case u receive any error then first delete the old backup file from
the LIBRARY folder then perform the backup
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11.1.2. Perform Backup from MS SQL Server 2005/2008

Following steps are required to take the database backup:-

1. Runthe MS SQL server 2005 Management Studio from Programs >> MS SQL
Server 2005

ﬁ@GJ_Us,erM;nual. doc - Microsaft Word
_Iﬁile Edit View Insert Format Tools Table Window Help

JD@@‘5@\@@’n.‘g{@?[jnmeswewnoman Y w|ls g\%g]

=

e

.?. EREERS B R BRSNS S S BRI S S- S S S SSRGS SRR -SSR BUR R

Ll . R O, | )l :

i !
New Office Document, here database systera is installed. The database raust be backup on the hard
ackup file must be stored in CD ROM.

Open Office Document

% ackup
@’ Set Program Access and Defaults ips are required to take the database backup;:

0 Windows Catalog he S SQL server 2005 Ianagerment Studio frora Programs == MS SQL

Windows Update = aigix
et ot Tk T W = £

WinZip

Programs
& Internet Explorer
4 Documents 4 Microsoft Access

@) 55 R Microsoft Word
ettings

A X
ﬁ @ CCESSOrIes

f@ Microsoft : 5
Search » () Microsoft visual Studio 2005 » |58

@ Microsoft Visual Studio 6.0 » Location: C:\Program FilesiMicrasoft SQL
€) Help and Support ) National Informaics Centre  » | 72| Server\90\ Taols\Binniy5ShellCommon7{IDE

=7 Run [ Crystal Reports 10

@ Shut Down...

f‘i’ start 7% Gran.., ; Wind...

| Windows XP Professional

2. After Connecting your Server, expand the Database interface up to your
database by just clicking the + sign
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F.. Microsoft SQL Server Management Studio Cxpress

(< &%)

File  Edt View Tools Window Community  Help
s Newquary U3y 5 el i B0 L) B RS o

Object Explorer - 43 X

L

= L GRANTHOO (SGL Server 9.0.3054 - NIC\nic3745) |

0y L-.‘(q:vﬂ

| NewshICS
| NewsNIC3_T;
| J ReportServer
L J ReportServerT
* L Security

L Setver Objects

* L Replication

® L Management

Select your
database
for backup

Click + Sign
to expand

7 ltem(s)

* o

Filw  Edit  View Tools  Window  Community — Help
L1 New Query RS W R j'j

Lo Mo 12106 MM

=

q-'m“ v X "
glume= 2. R
;’f. 1= [ gh GRANTHIO (SQL Server 9,0,3064 - NIC\nica745)
H 15 [ Databases
: i# [ System Databases
i+ |4 Databass Snapshots 7 Ttem(s)
@
# | GRANT| New Database. .,
[# | ) Hegrar  New Query
| INGAF,  Script Database as ¥ . -
W Nty Right Click
el ' the database
@ [J Reportl  pename shrink, ’
# [J Reportl  najate [
| Security [ |
1 [ Server Obj  Refresh Restore ’
¥ 4 Replication,  Properties | & te Setl
[# (2 Managemant™" { asnmrate Scripts,
< |1
Raady

' J start s Gran,, = wind.. Ko Micrar. | I Seak, y ‘. e i

L M 12108 PM

4. Press the ADD button to add the backup file name (First Time only) and

its location/path
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F Back Up Database - GRANTHI

Huloot o pag |

 General
A Options

ADD
button
& select
any

[ Press \

L5 Soript = Iy Help

Source
Database

Recavery model |
Backup lype: , Full
Backup companent:
(+) Database
) Files and filegroups
Backup et

folder,
Server type

RNt backup
Connec .
mewe  file

Yl name

Ready

T, Gran

I' ll \elatanthy

Desanption:

Back up to:

slava’\D alabate\GHAN T H

2 wind

Granriy ——— ————— ]

Name. | GRANTH3-Full D stabase Backup

v

ok | [ Cancel |

» %o 12107 PM

5. Browse the folder where you want to store the backup file and type the name
of the backup file (anything)

¥ BackUp Databass SGRANT ¥ | ocate Database Files - GRANTH90 |..H.D”g| = =1k
Suloot o page I :
A4 Ganeral f Select the file:
4 Optionz [ Common Files A
W ComPlug Applications
4 Cyberlink
# (4 GlobalSCAPE v
# [ Granth I
# _ HTML Help Workzhop
L InstallShield Installation Information v|
4L Intemet Exploret
L Mirosolt ActiveSyne [
W[ Microzolt Analysis Seivices ‘
W[4 Micrazoft Device Emulator |
W [ Microzoft Firewall Client
4 Microzoft Office
(=l [ Microzoft SOL Server
(80 Backup
# 4 90
I — 1 (2 MS5aLY folder and
(= [ MS5aL -
BRAN THa0 ( Backiss file name
o i # [ Binn
onnection: @ (@ Data
NIC\nic3745 di- (5@ FTDate
B9 View connection properties i Install
W g JOBS
ErrrE— am Lo
L repldata
Ready L MSANL 2 : >
Seectd poh [ Promon FlsWietorl 50, Z4Gan WSS 1t
Filez of type; lBéckun Fllaél;.ixik;” lrﬁj g ~ |
File name: [granthd_bask | | [ cancel |
; start o Gran, 3 wind, Riss,., ™ Soar, . WG 7 Gt [ 2] ik My 12106 PM
6. Select Over Write option from the screen
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¥ Back Up Database GRANTH3I

tioleol o paoe = e AN
 General | &5 Sorpt = I3 Help

& Options
Overwite madis
(%) Back up to the existing media set
O Appand to the existing backup set

Meadia set name:
(0 Back up lo a new madia et and e

New madia sel name
New media set description: ‘
[ETTII N Aababiiy

[T} Varily backup wher finished
[] Pestorm cheoksum before wilting to media

Over write
option

Server
GRANTHS0
Connection
MIC\nIc3745
B¢ View conneclion propettie: Transaction log
[Momese RN
Ready
Tape dilve

[ ok ) [ cancel ]‘

v Mo 1208 P

7. Press OK button to perform the backup

¥ Bank Up Database - GRANTHA [« [ ]
Snlant o pagm = [

0 Gimneral e IS Helo

7 Options

Souron
Database: ! GRANTHY M ‘
Fimcovary model I LILL |
Backup Wype! [ Ful ~|
Backup componant:
(&) Database

Microsoft SQL Server Management Studio Express

Backup
being taken

i ) The backup of database 'GRANTHS' completed successtully

Sarvar

GRANTHSO TR T
Connmetion: ) o ‘ 121422000 |
NICAnic3745

Dmstination
Y View connection propetties Baek up o] ) Disk
K 1A a G antalavas [ atabatesG AN T 13

D Executing (100%)
-
Slen.action new

el

®o Gran... L1 wind.\ Rizs -} Gl WG Gar m

an-La M 12109 PV

8. Press OK to finish the backup
11.2. Data Entry Statistics

This form is used to check the data / records quality as well as to calculate the number of
records entered during a particular period. You can SEARCH the database by USER
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NAME who added the records along with Cut-of —Date. You can generate various types
of reports order by USER NAME or some other fields.

o-Granthalaya; A Digital Agenda for Library Automation and Networking from NATIONAL INFORMA TICS CENTRE - [D,.. [ |[8 ][]

Admin  Book quisition  Cataloguing  Circul Sertals  Micro Documents  Budgets  Search  Exit

Data Entry Statistics [

Titho Dotails

(%) Book ) Bound Journal () Loose lssues b ita |
Usier Hame ‘ y v ! ( 1981 09’1 908.908 ‘
From ‘ | To | | | Search —
! ! | Title First tive year plan ‘
Order By | Acconsion_llo v | SortBy  (ASC v | Sub Tite ‘
Group By In Report rUnol Code et \ Var Title }
[_Compact koport ][ Sumunary Roport | Detalod Boport | Aunors Aaron, Jan \
Recocdin): 3634 Author? Haqg, Mahbub ul |
| CatNo  USaerCod Accassion No  Acc Date ~ Author3 ey, e ‘
3 5479 ADMIN 1 - 05712720m Corp Authoy |
5479 ADMIN 2 0571272000 Editor \
5479 ADMIN 2D 22/065/20E T TP |
< 1 > anulator )
Edition |
Gopy Datalie ‘ 2nd Ed |
Acolo [4 | Ace.pate ‘ M2 200 | Reprint ‘
Lapled T U Place Hew Dellii | vear |1952
R ‘ ’ ; Publisher Planning Commission |
‘ R ‘ Conference | |
SRRt aus.84 s Bavk o 21 | standard lo T
Collection Type | } Pages |1 ‘ Manual Ho |
besstion ‘ ‘ Report Ho '
Binding Section K
Accompanying

I Titlen - 30060 / Coples - 38382 | 2000772011

[Estl b
) ec3_UserManual.doe, ,, KR e-Grarthalaysl & Digl, [T WSSO S S )

NOTE: While generating Report, you can select option from drop-Down ‘Group By
in Report’ for various kinds of reports. Three kinds of reports:-

a). Compact Report
b). Summary Report
c). detailed Report

11.3. Data Export

e-Granthalaya Software is well compliant with International Standards and export
facility has been added. Using this form you can EXPORT the data in the
following formats:-
CSV Files
MS Access File
MARC 21 Display Format
MARC 21 Communication Format
MARC XML File
ISO: 2709 Format
7. Excel File
To generate the EXPORT file, first search the records with various access points,
once records appeared then press the corresponding button to export the records.

okl wdE
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Admin BooksAcwisition Catalogulng Circulation Serials  Micro Documents Budgets Search  Exit

o T =1 =]

Selection Random Acc.No ) B . |

[ " @ Al C Books C Journals }r— Se ] e bame | ;

= gr5.mrc all

Acc No [ To | gré.txt :I l

Cat Ho j1 To [100 granth3.mrc |

granth3.txt |

Acc Date l To | granthd.mrc :
OrderBy  |CatHo v| SortBy |asC ¥ g:: '::.:::s.m |

—Catalog Records — 38 Record(s) ~ —— _c‘e—"l Expost to Text Filesfone for each Cats/Holdings)

Export to Text File{Single File for Cats/Holdings)
Export Data with Labels in Text File

CatNo ' | Title

Storv of the world's literature

2
3 Essays on literaturre and society. Export Data in MS ACCESS File
4 What is literature. = I
5 Sk o BNG Export To MARC 21 Dlsp?ay f.-'omat ’
6 Theorv of literature. Export To MARC 21 Communication Format I
7 Critical approaches to literature. -| Export To MARCXML Format !
" _'[ Export To 1S0: 2709 l Export To Excel File [
~ Holding Records T 418 Record(s) Y S RO F i SN TR e

'Hold ID | Cat No | Accession Date

0571172008

| Accession No

|

|

|

|

91511 2 MNB 0770772010 | Story of the world's literature |
91453 2 XCV 2070372003 ; Story of the world’s lite|aluw

m_.
start| | @ gk o | @nc. [ gTem | Bwn... | woe. | Bes.. [[Te @ @ M@ FOD 1zam

11.4. Feedback Manager

This form is used to read the Feedback submitted by the users using Web OPAC. On
this form you can allow to view the feedbacks to other users in OPAC by putting Y/N in
VIEW text box. Put N in case you do not want to view the feedback to other users.

11.5. Receipt Manager

This form is used to generate various kinds of reports of the money library
received/charged from the member for new membership/fine, etc. Such payment is taken
in Circulation module.
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e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [R... [ |[&][X]
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search Exit PEEGTYALT¥I

Payment Receipt Manager

Search Action Buttons
Rect No ¥ Member Hame ~

Accession No ~  Item Id (Loose Issues) o
Pmt Recd For v  Order By Member Hame v Sort By ASC :

Pt Date To ] Group By in Report v

Total

Record{s) 0

Add / Edit Becords

Rect No Pmt. Recd. Date Recd.
Period/Year Pmt Recd For v
Member No Member Name

Ace No ISBN Ed.

Title

Place Publisher

Journal

Item 1D Vol Issue No Year
Publisher

Date Added | UserCode | Date Modified

m— = 30060 { Copies - m' ]

vy Start - T eG3_UserManual.doc,, "A‘ e-Granthalaya: A Digi.,

11.5. Change Database Connection

This form is used to Change the Database connection. Sometimes you may need to
shift your database from one server to another then you need to update the database
connection string on this form. On this form there are 4 parameters which you must
provide:

1. Database Server Name or IP address( With name of SQL Instance) — you can

get the name of the server from first screen of SQL Server Management Studio

2. Database Name

3. Database Login

4. Password
NOTE: After typing these parameters, you must TEST the connection. If it is
succeeded then SAVE it and close the form and run the application
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t# Set Database Connection D@@
Set Database Connection
Set Database Propeities

Database Server local)\SQLEXPRESS

Database GRANTH3_TEST
User ID granth3
Password granth3

[ Save J[ Test Jl Close J

Help
In case no Database connection is succeded then check the following:
1.C k whethet SOL Server 2005 is installed ?
2.C e a Hew Database (GRANTHS) and resotre it with the Database backup file which
de in CD

3. SOL Server 2005 must be running in "Mixed Mode of Authentication™

4. Create a Hew Login’ database user (SOL Type) with strong Password, assign all roles
and permission, do datbase mapping. etc

5. Get | Copy Database Server Hame from first Screen of SOL Server Management Studio
Express

> [0 e6a tseranu., | BN eGranthalayar.., G SetDatebaseC.. EN | L5+'9,® g 8:49M

MERGE TWO DATABASES of e-Granthalaya

This form is used to merge two or more databases of e-Granthalaya of the same library
if data entry is done in many independent PCs with separate Database. Many librarians
are doing data entry at home also. Once data entry is complete then these databases can
be merged into one to make a final database.

Source Database — The database which will be merged into Final Database.
(e.g. database in home pc)

Destination Database — The Final Database where all records after merge will
be residing — this database will be used finally with e-Granthalaya.

NOTE: Here data from all the Tables will be merged except CIRCULATION Data.

Stepl: Load the ‘Merge Databases Form’ from ADMIN>>Database Utilities
module and browse/select the backup (of source database) from local drive by
pressing BROWSE BACKUP button.

Step2: Press ‘RESTORE SOURCE DATABASE’ button — it will restore a new
(Source) database in your local system and after restore name of the database will be
printed in the text box. Put the name of login (granth3) and password (granth3).
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NOTE: In case already u have restored the source database in local/LAN PC then
skip the above two steps and just type the connection string of the source database.

Step 3: Press CONNECT DATABASE - it will connect the source database.
Step 4: Press SOURCE DATABASE TABLE button and then press
DESTINATION DATABASE TABLE button — it will show the records of all the
tables in both the databases.

Step 5: Press LOAD RECORDS FROM SOURCE TABLE button — records to
be migrated will be filled in the DataGrid.

Step 6: Press UPLOAD RECORDS Button finally to merge records. Once it is
finished then exit the software and re-run e-Granthalaya.

NOTE: After merging the databases you must check all the records properly.

e-Granthalaya: A Digital Agenda for Library Automation and Networking from NATIONAL INFORMATICS CENTRE - [M... [= (&[]
Admin  Books Acquisition Cataloguing Circulation Serials Micro Documents Budgets  Search  Exit

Merge Database of eGF
Merge eG3 Databases

Sowrce Dafabase
Backup File D:-1eG3 L.iN_.?)iDataba:elGi [ 1. Browse Backup ] r 2. Restore Source Database 1
Database Hame  |GRANTH3_SOURCE_Friday_875 | Database Server \'1'39?!),'{,59#!?3‘?‘355*5 T

= J s 3. Connect Database
Database Login |granth3 } Password \Lgramh,’i |

Sowrce Dafabase Tables Destination Database Tables
4. Source Database Tables 5. Destination Database Tables

[] CheckBox1 6. Load Records from Source Tables

Labeld

Step5: Upload Records

NOTE: After Merging Piz check alf the Records.

NIC LIBRARY Titles = 1043/ Copies = 1216| 06/0772012

‘4 start 728 & 7|/ Ramkuna,.. | @ Lectures B8 e-Granthal... T eG3User... EN & )f,-.,;! £:45 PM

How to Import Records from Other eG3 databases

Import of records can only be possible in e-Granthalaya from Standard format like
MARC, MARCXML, ISO: 2709, etc. Before import of the records it is advised
that backup of the database must be done for safe side.
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Import facility exists in ADMIN >> Database Utilties >> Import Records as given in the
following screen:

e Granthalaya: A Digital Agenda for Library Autemation anid Netweddng from NATIONAL MFORMATICS CENTRI
Admin | Gooks Acpssiten  Cetalogeng  Orculstion Seridy Moo Docwments  Dudgets  Seasrch Dot <63 Fler Mo 24
System Data .
[ Master Data .
Database LRIy . Database Backup e+
Data Intry Statistics
Export Dots
Feestback Manager
Recopt Manager
Change Dat abase [ onmection
Merge Two eI Databoses
~ Import Catadog Recoeds

Import can be done (at present) from a). from another database of GRANTH3 and
b) from MARC communication File.

Import from another database of eG3:

Step 1: Select option from drop down — Import from eG3 database.

Step 2: Browse the backup file of GRANTH3 database from which you wish to
import records.

Step 3: Press RESTORE database to restore a new ‘Source database’ of GRANTH3
with a new name. In case SOURCE database already exists in the local pc or on LAN
then this step can be skipped.

Step 4: Press Connect DB button to connect the Source database.

Step5: Press VIEW SOURCE DATABASE Table Button

Step 6: Press VIEW DESTINATION TABLE button

Step7: Press LOAD RECORDS FROM SOURCE Button

Step 8: And finally press UPLOAD RECORDS button
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Admin  Dooks Acquisition  Catalogeing  Orculstion  Sertals Moo Docwwents  Dudgets  Searth Dol o553 Flay Me 24

Import Catialog Records
1. ¥rgont Catmey Racords Bom 2 Gource Datatese Connectesn o

L npont Catabog Recotds from 2 #G3 Database Backup File | CTEWPGRANTHS kv (| | Browse | | Plestoe |

Sowmee File Datatane Server ecal) SOLEXPRESS

Pecond Sepa slor Fiebd Sepa ator Dasave Rone GRARTHI_SOURCE Wednasday, | o ¢ 0y
Dataduane Logen (1]

Tty £3 Lepat stor o weh )

Pasowaca w wen ‘

Saarce Detstase | ter Dustainten Dedndinon ! sbdes
{ 3 View Source Databass T alies ) | 4_View Dustination Databiasy T ables

Table Record sl ] :I'nhh Rnu;td

LI AT MATEFIALS ! LI ACE MATEFIIALS

7
e mon " = ACO_DaLS L)
< L4 | FRTITI

[¥] ChockSoxt 5 Lows Recurds llom Sowey Total Mo, of Petor @5 10 be Mev gt 6513

Sedect 00 CAT MO ALO O ALCESSON 80 ACCESDON DATE WOL_NO Lt S

» 5 7 T4 10002120

= 0 e “os

<

NOTE: After import of records, it is advisable to check all the records imported. In case,
you notice any error then you can restore your current database with your old backup taken
before import and report the error to us. After import, you must restart the eG3.

Import from MARC File:

Step 1: Select option from drop-down * MARC Communication
File’ Step 2: Browse MARC file and select it, press OK

Step 3: Press ‘Read MARC file’ button

Step 4: Finally press ‘Upload Records’ Button

NOTE: After import, you must check all the records, in case any error you must
revert back your database by restoring it with latest backup and report the error to us.
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7. Import Catalog Records from Excel:

This form is used to Import Catalog Data/Record from excel.

& Granthalsya: A Digital Agends for Library Avtomation and Networking fraem NATIONAL INFORMATICS CEINTRE | ]
Admin  Beoks Acquisition  Cetalogung  Crolobion  Serials  Micro Documents  Bodgets  Search  Dwt w63 Ry Mo 30

&) Bocks O Jornas Import Catalog Records From Excel ToN Recora: Ba |
I e ” a4 =

(2 St e o I

Select type of
Record

Books/Journals

1 Pkl Megeng

Fields EXCEL Coloumn Felds EXCEL Cotoutnn Fietds EXCEL Colowsnm Defaur Value
sen [ ——  LANGUAGE COUE v v
L v | ACCESSION M0 « ACCESROM.OATE v v
SUDTITLE v CLASS.WO v CURRENCY B -
AUTROR Y v  BOOK-NO w COLLECTION TvPE - v
AUTHOR 2 ¥ PAGNATION v

AMITHOR 3 ~ ENTION -

CHTORS VVOL-Wo -

PUBLISSER v CAT REFERENCE_WO v

PLACT ~ NOTE -

YEAR tyyyy) v SuesECT -

KEYWOoRDS v PHYSICAL LOCATION v

COST N RIFRTS v Sts e o

COST I ORIGINAL w  MOLLUNG BEFERENCE NO e

BiLL WO v BOLDNG REMARKS -~

BILL DATE v [ ~

luvmu Ih-nmh
-

!z::-__m ?

4 surx Hugle 2 08 M ™red, Do s * Ganh(. W o oath 5 Moot 2 o9 .

To Import the record, follow the steps:-

1. First you must browse excel sheet.

2. Excel sheet may have more than one sheet so select one by one sheet from

The drop down. After selecting the sheet grid will be filled with the selected sheet.

3. Now do start field mapping, select the column name from drop down according to

Your excel sheet.

Do the mapping carefully otherwise your data will be imported in wrong

manner.

4. Now press button “Import Records”.



O e Import Catalog Records From Excel Tot Records: 15

1 oo Menbey Racorde Yon

| 1. Miowse Excel File

(2 Galnct the showt | Sttt
AOCESSON

ACCESSION NG DATE SUBTITLE
(AN YY)

[ BT A Practon e | Worm, P Ko

" D403 2016 Sam Lokhan Sharma, Mad

"W M0 S

AUTHORT AUTHIRZ

TrewTh, ey

Saw Laktn T Srvrr, Macy
% >
) Mty Mageng

EXCEL Cotournn Fields EXCEL Colousnm Defaur Value

VENDOR o CLARGUAGE CODE  LANGUAGE CODE ¥
o ACCESSON OATE  ACCISSION BATI v
v CURRENCY »
o COLLECTION TYpe v
v

-

PUBLISHER
PLACE
YEAR tyyyy) VEAR (yryy)
KEYWORDS EVWORI
COST INRIFRIS  COST
COST M CRIGINAL COST
BILLHO
ILL BATE

Press Button
“Import Records”

P Weh Relerence Lo
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Chapter 11
Troubleshooting

11.1. Date Format Error — ¢Conversion from string to date....” Or
“Index is out of range...” Or any error during data entry.

During data entry if you receive the error message saying like ‘conversion from
string to date failed’ or “Index is out of range” or whenever error comes during data
entry then it may be due to wrong SHORT DATE FORMAT set in your PC. In such
case, you must exit the e-Granthalaya and must set the SHORTATE FORMAT as
MM/dd/yyyy with “/” as date separator. Short date format can be set in Control
Panel >> Region and Language Settings >> Press Customize Button>> Select Date
Tab and then correct SHORT DATE FORMAT as given above. In the drop-down of
SHORT DATE FORMAT either you can select the above format or Type the format
as given above. Then press APPLY button and check today’s date display on the
same screen. Today’s date must be displayed in: month, date and year fashion. For
details, please read the Chapter 1.

£ Control Panel @@@
Ry

File Edit View Favorites Tools Help

\\;:) Back \,_5) l} /‘OSearch L’L, Folders v lg:j Folder Sync @

I
Address |3 Control Panel v [ Go
— Lo ] "
— " == |
u/ Control Panel 2 6 § % % %%
| Accessibility Add Hardware Add or Administrative  Automatic Bluetooth CSHW
@ Switch to Category Yiew Options Remavy... Tools Updates  Configuration (
9 Wy o : (9]
B w @ v 9

—

See Also Date and Time  Display Flash Player Folder Options Fonts Game HP Wireless
Controllers Assistant

£ ‘Windows Update ‘2" :;f_-(’) @ @ *3 Q’)

(7] Help and Support

Intel(R) GMA Internet JavaPlug-in  Keyboard Mail Mouse Metwork
Driver for ... Options L v 2 Connections
L % & @ 8 D
Phone and  Power Options Printers and  RERIEHEIENEN Scanners and  Scheduled Security
Modem ... Faxes L3 2 Cameras Tasks Center
T\ 4 5
9 B L 8 @
SoundMAX  Sounds and Speech System Taskbar and User Accounts  Windows
Audio Devices Start Menu CardSpace
FRNY
mattd
<&
Windows Wireless

Firewall  Network Set...

Customize settings for the display of languages, numbers, times, and dates.

‘4 start 728 @& 7 | T eaa UserManual.doc,.. £ Control Panel EN & ):E LN, s am
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Regional and Language Options

Regonst Dotons | Langusoe: | Advanced
Stardads and lomay

¥ hiz ogtion slfects howe tomm geogoems formmat raTbees Cunmnces
dates, and e

Seloct an Aum to mistch de preferercons.  ched. Custames 5 chouse
PR Dew foimastc

» ! [Customen |

Nuseber 123,456,769 00

Custency $120.4546 783 00

Forw 75128 AM

Short cale  gan 2zam2

Long date: Wadnesday, Septembe 12, 2012

Locotan

Yo halp swrvices provide you with kool riomaton. such ar news snd
weaihe: teloch youl pieserd locston

i Customize Reglonal Options

| Numbees | Cumency | Time Date

Calenda %‘
When s two-digh year is ertesred, rterpret it a3 2 your belween oW
and 2029 -
le)
See Also HP Wreless
Assstant
' Nondoys t&'-ivt Shot dade ‘__;
§ n s ey Short dote sample  03/12/2012 Netwark
Connections
Short date fomat v Securty
b ) Certer
ale separotor v
3
Loryg date Windows
Long dale sample.  Wedrmeday, Saplambe: 12 2012 CardSpace

Long dale fommal:  dddd. MMMM &d, yywy -

Lox J[ coce |

cmmmmmmm&,m,m,mm.

‘4 Start ~9e T 053 _UserMarisal doc.

NOTE: In Win 7 Go to Control Panel >> Region and Language Settings >> Press
Additional Settings Button and Type the date format in SHORT DATE
FORMAT drop down, Then press APPLY button to save the settings.
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11.2. Database Connectivity Error (“Plz set the database connectivity”)

Many times you may face this situation — when software was running well last day
and today when u started the software, it not starting and giving the message — “ Plz
set the database connectivity”. This error means database is not available to eG3
Client Program and there is no database connectivity. There may be many reasons
for this error. First you can check LAN connectivity if you have installed eG3 in
Client Server Mode. If the database is in stand-alone in the same PC then there may
be possibilities you SQL Server may get stopped. SQL service may be stopped in
two situations:-

a. When suddenly PC gets switched off without proper shutdown. In case you
are not using UPS then this situation may arise.
b. May be due to virus attack.

In this situation do the following steps to check the reason of database connectivity
un-availability:-

When you run the application (eG3 Client Program) and message comes ‘ Plz set
database connectivity’

w Granithatnga. A Digival Aganishin fus LiGrary Aot il sovdl Mo tossetling 1

R e e e ———— W

L e I e T

e e )

L DM atine i iz UM S v Cetiibe bt

Nt abiam (vrane e

A A - oAby -
BN Panse ok JeNTUGN
ARG Sorilee W AN M
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¥r SQL Server Configuration Manager

File  Action  View  Help
LT = I ca -S4
m S0L Surver Canflguration Manager (Local) Narms “tate Start Modw
B S0L Sarver 2006 Services #5561 Server FullTezt Search (SQLEXPRESS) Running Automatic
= N SQL Servar 200% Network Configuration [ 501 Serven(SQLENPRESS) stopped Automatic
B Protocols for SQLEXPRESS L3501 Server Nagorting Services (SQLEXPRESS) Running Automatic
14 2 SGL Native Client Configuration ﬂ)"-f)‘l Sorvor D RUNNING Automatic
This Service is
required for eG3
to run and it is
- b >

Lot ) ol ats s
- e Frogeeriss GMS Servor Datails - Dptionsl

Set Database Connection

Databoacs Nesved flocul) SOLEXIPESS

Databresn GRANTH "
o o Lathy
Ueer waran g BMEL Deo anthalays
2 “ s SIS Pamswoed  JGAH7Bgh
wnwwor o
S e WY EGHAMN T Hx
G I\ Tou

L e
w Databrians FEAMETIAL &

syt (i mtuch

ietarny e Tl Mueby wb Acstbrmases staon™
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Press TEST button and wait for message comes — if message comes —“Database
Connection Succeeded” then close the message and Press SAVE button to save the
connectivity. Close all the screens and re-run the software.

In case when you press TEST buttons and message comes — Connection failed’ then
check the four connection parameters given on the screen — Server Name, Database
Name, database Login and Password. These four parameters are required to set the
database connectivity. If you understand these four parameters are correct and still
connection is not successful then check the following settings:-
Go to All Programs >> Microsoft SQL Server 2005 >> Configuration Tools >>
SQL Server Configuration Manager. Following screen will appear:
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iv. As shown in the above screen the ‘SQL Server’ service is stopped. Right click the
service item and press START to start the service..if it is started then you can run the
eG3 successfully. If the service is not started then you need to format the PC
and install eG3 software again_and_restore your database again from the
backup. However, another solution is try to re-install MS SQL Server Manually
with different Name of Instance — as given in the next heading.

NOTE: In the above situation when you installed the eG3 again as fresh and with
new database and first time login the software after creating new account for Library
and User, then you can following the following steps given in next heading to
automatically restore your existing database from last backup using the utility given
in Database Backup and Restore form under Database Utilities >> ADMIN.

11.3. How to Recover/Restore your Data from last Backup

Many times your Database/e-Granthalaya PC may get corrupt and e-Granthalaya
does not run. In this case, when you will run eG3 it will give the error / message —
“Plz set the database connection in the next form” — in this situation you can check
the SQL Server Database Services Status as given in the above heading. If the
services status is STOPPED then you can right click it and can try to START it. If it
is started then your e-Granthalaya will work well. If it does not started then you need
to re-install the Software after format or without format as given below.

MS SQL Server services may to corrupted/stopped basically due to two reasons — 1.
Virus attack — so you must install latest anti-virus tools. And 2. When suddenly
electricity goes and pc switched off. You must use UPS for such situation and you
must properly shutdown the PC daily.

In case SQL Server Database Services not started then you need to do the following

solutions:

a. You can re-install the SQL Server 2005 manually with different name of the
SQL Instance (e.g. XYZ). Then you can create/restore GRANTH3 under this
instance and accordingly change the name of instance in the database connection
form of eG3 (instead of pc ‘name/SQLEXPRESS’ you must provide new
instance name e.g. ‘pc name\xyz’).

b. You can un-install all the components of MS SQL Server 2005 from control
panel >> Add/Remove Programs. Then remove the physical folder of Microsoft
SQL Server from C:\Program Files. And then delete MS SQL Server registry by
running the command ‘regedit’ at run command.

c. You can format the PC and Re-install the OS, and then e-Granthalaya from CD.
Once you install eG3 successfully, for the first time login the eG3 then you can
restore your current database automatically as given in the following section.
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RESTORE DATABASE AUTOMATICALLY FROM LAST BACKUP

1. After re-installation of OS/MS SQL Server 2005 and eG3 - run the e-
Granthalaya software and login it to access all the modules.

2. Go to ADMIN >> Database Utilities >> run Database Backup form from
following menu

Databose Uibes  » Darabase Backop e+
Oato Exfiry Stotistacs

Export Data

Feedhack Manager

Meceipt Manoger

Chamgs Owtabase Conme i

Mevge Two o) Datshases
Tt Catadog lecosds
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3. Click the ‘Browse Database backup file’ button and select database backup file,
press OK.

4. Press ‘Restore Database.....” button from the above screen. It will restore your
blank database with last backup. Close the e-Granthalaya and Re-run it..and
check all your records.

NOTE: This feature must be used only when it is required as it will over-write
existing database of eG3.

11.4. When PC gets Crashed and No Database Backup

In many situation, when your PC gets crashed and you do not have taken the backup
of your database, in this situation, before format of the PC you can recover your
database with the following steps:

1. Go to ‘C:\Program Files \ Microsoft SQL Server \ MSSQL.1\MSSQL\Data’
folder or where your SQL Server folder exists — you will find DATA folder
where all the database files exists. Each database contains two files — one is .mdf
and another is .Idf file (e.g. GRANTH3.mdf and GRANTH3_Log.ldf)

2. Copy these two files of your database name (mdf / Idf) and keep these files
at safe place.
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3. These two files contain your all data which can be restored later just by copy
and paste on the same location after system restore. For copying these files
again at the same location, you must stop the SQL Services
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