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NOTE 
You can Start Data Entry of Books in 

óRetro-Conversionô Under Cataloging Module. For 

Details, Read ñChaper 5: Cataloging Module ï Retro-

Conversionò 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 óRetro-Conversionô with Catalog, 

Purchasing and Copy Details in  a Single Form 

b. Update Details of Catalog and Holdings Records 

c. Generate Bar Code Labels 

d. Stock Verification 

e. Change Copy Status 

 

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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Chapter 1 

General Considerations 
 

1.1.  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 ñMM/dd/yyyyò while date separator must be set to ñ/ò 

only. However, you will enter the date during data entry in e-Granthalaya Client 

Program in ñdd/MM/yyyyò 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 ñControl 

Panelò >> double click the Regional And Language Options 

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

3. Under the DATE Tab >>in ñShort Date Formatò  type/select the 

format i.e. ñMM/dd/yyyyò 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 ñdd/MM/yyyyò 

 

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.  
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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 ñdd/MM/yyyyò 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 value is numeric in nature and generated 

automatically on saving a new catalog record in the 

system ï 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 ñAutomaticallyò 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 
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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 ñLanguage Packò 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 ï as 

given in the following screen (In Win XP/Vista), Win 7 Lang pack pre-loaded, so 

skip this step. 

 

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

and press OK  
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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 ólanguage packô, you can enable the local language on 

keyboard level for data entry in the local language option under Control Panel >> 

óLocal and Regional Language Settingô. 
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g. In the above screen press DETAILS  button to set the language for data entry 

 

 
 

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/   

 

 
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.  

http://www.google.com/ime/transliteration/
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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 -   

ñC:\LIBRARY/Client_Logo.gifò 

b. To display background, put your image file on the following location and file 

name must be ñLibrary.jpgò  , location : ñC:\LIBRARY\library.jpgò 

 

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: 

 

 
 

Step 2: In case no mail account set already, following screen will appear ï type your 

gmail address with password and press NEXT button 
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Step 3: Your gmail account will be set automatically..in the last press FINISH 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 

 

 
 










































































































































































































































































