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Modules

1. DATABASE ADMINISTRATOR (Owner of Database) — Accessible to NIC Only

a.

Sm e a0 T

Create Administrator Account
Login the Application using above account
Create Member Library Account

Create Librarian / Library Administrator Account (Super User Account)

Create Library Cluster

Edit Profile (Database Administrator profile)
Database Backup

Manage Database Logs

2. CLUSTER ADMIN

a.
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Cluster Services

Update Cluster Details

Dashboard

Title Correction

Import Book Data from Excel (For any library in the Cluster)

3. LIBRARY ADMINISTRATOR (Super User) - Librarian

a.
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Update User Profile

Update Library Profile
Manage Library User Accounts
Manage System Data

Data Entry Formats

Manage Library Team

Manage Notice Board

Photo Gallery Manager
Receipt Manager

Export Records

Covert Your Labels in Your Language
Access Users / Visitors Log

. View Users Feedback

Send Messages in Email

Inter Library Loan Manager
Internet Resources Approval
Data Entry Statistics

NDC Approvals

Guest Members Management

4. MASTER DATA

a.
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f.

Update User Profile

Manage Library Committee

Manage Library Committee Members
Holiday Calendar

Publishers Director

Vendors Directory
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g. Library Sections
h. Subject Directory

Letter Template

5. BOOKS ACQUISITION (Purchasing Module)

a.

Add New Title

b. Manage Approvals

C.
d.

Manage Orders
Accessioning

5. CATALOGING

a.

e

Retro-Conversion / Direct Data Entry of Books
Change Copy Status

Stock Verification

Generate Bar Code Labels

E-Resource Manager

Update Holdings

Authors Directory

Internet Resources

6. CIRCULATION

a. Members Management

b. Issue / Return of documents

c. Circulation Transactions

d. Manage Member Payments

e. Import Members Data from EXCEL
7. SERIALS

a. Add New Serials

b. Manage Approvals

c. Manage Orders

d. Manage Subscription

e. Manage Schedules

f. Receive Loose Issues

g. Generate Reminders

h. Manage Bound Volumes of Serials

8. MICRO DOCUMENTS

a. Article / Chapters Indexing
b. News Clipping Manager
9. BUDGETS
a. Manage Budgets
b. Bill Processing
c. Bill Analysis / Bill Register

10. SEARCH AND REPORTS

a.
b.

Accession Register

Faceted Search
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Search from Internet
Documentation Bulletin
Bibliographies

Acquisitions Queries and Reports
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e NOTE: Existing Collection of Books and Monographs must be entered using
‘Retro-Conversion’ form under CATALOGUING Module.

NOTE: Every TITLE must be entered as a Single/master Record in Catalog Table.
This master record of TITLE will be used by all libraries in the same cluster to add
their holdings/copies in HOLDING Table along with separate Purchasing record.
For example, a Title — ENCYCLOPEDIA OF BIOLOGY —in 10 Volumes, may be
available in many libraries of the same cluster. Here a SINGLE CATALOG Record
will be created (First Time) in CATALOGING part and every library will add their
HOLDINGS/COPIES with VOL NO / multi-copies under same catalog Record.
Other libraries should not create CATALOG RECORD again of the same title.
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Chapter 1
Introduction

1.1. History of e-Granthalaya

e-Granthalaya: A Digital Agenda for Library Automation and Networking — is a Web-
Based Integrated Library Management Software developed in National Informatics
Centre (NIC), Department of Electronics and Information Technology, Ministry of
Communications and Information Technology, Government of India. The software has
been developed by a team of experts from Library Science, Systems and Architecture,
Database Technology and Software Engineering discipline. The current version of the
software is Version 4.0 — web based, Enterprise Edition with a centralized database
option for many libraries under one organization.

Following Tables shows the releases of versions of the software:

S.N. | Ver Released By Year | Technology Used DBMS
1. NIC, Bengaluru 2003 | VB6/Desktop Based MS ACCESS/MS
1.0 Application/Client -Server Mode sSQL Server 7
(Public Library Edition)
2. NIC HQ, New Delhi 2005 | Vb6/Desktop Based MS SQL Server
2.0 Application/Client-Server Mode 2000

(Government Library Edition)

3. 3.0 NIC HQ, New Delhi 2007 | VB.NET 2.0 Desktop based

Application / Web-Based OPAC in MS SQL Server
ASP.NET 2.0 (Network Edition) 2005
4, 4.0 NIC HQ, New Delhi | 2015 | ASP.NET 4.7 / Web-Based PostgreSQL 14.4

Application / Enterprise Edition with
Centralized Database for all libraries
of one organizations. Available in NIC
Clouds also.

1.2. Technology, Architecture and Library Standards

e-Granthalaya has been developed using Microsoft .NET Technology i.e. ASP.NET 4.0
with various functions and features developed using open-source tools and technology
such as AJAX / JQUERY/ LINQ /Silverlight/Z239.50/SRW/SRU, etc. The current version of
e-Granthalaya (4.0) is a web-based application installed in web server and uses
PostgreSQL — an Open Source Database Management System. The application is using
web-services based RFID integration based on NCIP/SIP2 protocol where RFID
Driver/Middleware needs to consume the web service.

e-Granthalaya 4.0 architecture is based on the requirements of Indian libraries where a
centralized database can be used by n number of libraries / branch libraries across the
country under one organization. The application may be installed in a windows web-
server, runs on Internet Information Server (IIS) along with a database which may be
reside in a separate Database Server Pc. This application runs in Cloud environment
only.
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As the software is web-based and hosted in Cloud therefore, no need to install it in
each PCs in the Library, it needs Internet connectivity to access the application by
libraries. Online Public Access Catalog (OPAC) is also not required to install separately,
rather, it is integrated with the main application which is used for data entry. eG4 will

be provided with a compiled program and thus, source codes will not be provided to
the users.

e-Granthalaya 4.0 is well integrated with email/SMS/smart card/RFID technology and
support various international standards prevalent in libraries such as Z39.50, AACR2,
UNICODE, MARC/MARCXML/1SO:2709 exchange formats. Efforts will be made to
provide mobile based apps for various services to the users.

E-Granthalaya on Cloud Archireeture

Clients Web Servers DB Servers
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e-Granthalaya 4.0 in NIC Cloud

Architecture — Library Automatig Metworking — Remote database
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1.3. Distribution and Hosting Policy

Since 2003 to 2013 — the software were distributed to all kinds of libraries in the
country at no cost — simply to get feedback/inputs from all types of libraries to make it
a standard tool for library automation and networking. During 2014 to 2017- Cloud
version 4.0 was started and implemented in Government Libraries on NIC Cloud at no
cost. Since 2018 and onwards, as per NIC new Policy, Ver.4.0 of the software is being
provided at zero cost, however, Rs.21,275/= are charged from each library towards
operationalization of services on Cloud with Help Desk Support for five years period.

e-Granthalaya Ver.4.0 (eG4) is only available in NIC/NICSI Data Centre/National Cloud
for Ministries and Government Departments libraries, from both Central as well as
State Governments, and other Government funded organizations / autonomous
bodies. Indian Army / Indian Navy and other Para-military Organizations will host the
application and database in their own Network which is generally INTRANET with their
maintenance and support. Software will not be available in CD.

Government of Indian has setup an excellent hosting facility in NIC /NICSI at many
locations viz National Data Centre / National Cloud in Delhi, Pune and Kolkata. Besides,
NIC is maintaining State Data Centre (SDC) in each state capitals which have been
setup by the State Government. Hosting of the e-Granthalaya software is also available
for Government libraries in NIC Data Centre / National Cloud as well as State Data
Centre as per NIC Hosting policy. Besides, Ministry of Electronics and Information
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Technology, Government of India has also setup a National Cloud called as ‘Meghraj’
where hosting facility is available for all kinds of organization on payment basis
(https://cloud.gov.in). The clouds provide the availability of Virtual Machines (VMs) as
well as Co-Location of Server in the Data Centre on payment basis. Presently there is
no charges for NIC Cloud.

As per NIC Policy, 2018 and onwards, it has been decided to charge Rs.21275/= from
every library wish to utilize eG4 on NIC National Cloud. This Charge is one time for a
period of five years and is towards hosting, maintenance and Support to the users
and software is provided at zero cost.

1.4. Training and Support

NIC organizes 3-Days training program on e-Granthalaya software regularly in many of
the users’ Departments / in-service course of JNVs/KVs and sometimes in NIC Centre.
Those users who are having training facility in their organizations and wish to organize
training on e-Granthalaya Software, such users may invite us for resource person from
NIC, TA/DA will be given by NIC/User Department/Organizer. Besides, efforts will be
made to organize training programs in various ATls and UGC sponsored departments.
Agency have been empanelled in NIC/NICSI to provide various library end services
such as on-site training, data entry and manpower deployment in libraries.

1.5. E-Granthalaya Rolling Out Services in NIC/NICSI

Following services of e-Granthalaya Software are empanelled in NIC for Government
organizations which can be availed on payment basis where Order and payment has to
be made directly to the empanelled agencies on the following rates::

e On-Site Training (5 days/ per physical site).

e Data Entry —Basic / Detailed Data Entry modes

e Data Migration

e Man-Power Deployment for Post Implementation Support (data entry operator /
Asstt Librarian / Librarian).

1.6. What’s New in the Version 4.0

e |tis Web-Based Application.

e Available in NIC Clouds for Government Organizations as per NIC hosting Policy

e Cloud Ready Application with Multi-Tenancy, a single instance application will
connect to many database, each database for a cluster of Libraries, every

cluster with many libraries, every library with many users to operate/use the
software.

e Centralized Database for N number of Libraries under one Organization
e Controlled by Database Administrator

e User will access/use the application online.

e Uses latest technology and Open-Source tools

e Uses Postgresql — an Open Source DBMS.

e User Customized Data Entry Formats

e Retro-Conversion and Full Cataloging merged in single form

e Acquisition Data optional with Retro-Conversion
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e Manages cataloging for Non-Book Materials also.

e Manages cataloging for Legal Documents.

e E-Books manager built-in / e-Book Viewer for displaying pages in book flip style.

e Integrated with Barcode/email/sms/smart card/RFID

e Based on Library Standards AACR2/MARC21/239.50/Shared Cataloguing

e Resource Sharing among libraries

e |Inter Library Loan Manger integrated to support lending of books across the libraries
in the same cluster.

e New Look of forms and Grid

e Web-based Reports in PDF/DOC/HTML Format

e Auto-Accession Number generation and Accessioning of many documents
automatically with single click

e Document — wise varying rates of Fine in circulation module

e Document categories with varying due-days, different rates for cluster of days.

e Holiday calendar built-in

e Book Bank Facility for long term issue.

o New look of OPAC and OPAC is integrated with main application, no need
of installing OPAC separately.

e Online Reservation / request of books

e Password managed by Members themselves

e Transfer of members (students) to new class automatically with single click
by selecting all the students of one class.
Inter-Library Loan work-flow integrated for Resource Sharing
Indexing of Internet Resources/Free ebooks / useful Links can be indexed
where such links will be visible on pain page of WEB OPAC.

e E-Granthalaya Mobile App can be downloaded from Google App store. This
App is useful for library members registered with their libraries.
No Due Certificate generation.
Guest Membership Registration for limited period

e Access of Digital Library behind the Login
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General Considerations

2.1. System Date Setup

Chapter 2

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 Software in
“dd/MM/yyyy” style , e.g. 27/02/2010. Date must be entered in 8 digits plus 2 digits
for ‘/’ date separator. For example, in case there is first January then you need to
enter day as 01 and Month as 01 for January, and year must be entered in 4 digits

(01/01/2015).

How to setup date format

1. Go to START >> Settings >> Control Panel
In Win 7 / 8/Win Server 2008/2012 — under Control Panel >> Region

and Languages >> Press Additional Settings Button.

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” or

other formats.

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.

e &
R R e— | et —
» . e .
[ g Pe—r— L et det 28000
a lh Long sheme [y Y-y :
it | WOV T S rg— !
v R BittoR) e e MMigd/yyyy
; 3 iy o) sk Madey : — £ p '
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NOTE: 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.

2.2. Meaning of Action Buttons
DELETE: To delete the selected record(s) SAVE: To
Save the new record
UPDATE: To save the changes after edit of selected Record CANCEL: To
cancel the current event
OK: To go for further option SEARCH: To search the
existing record(s) PRINT/REPORT: To generate the
Report
ADD COPY: To Add New Copy in selected Catalog Record. ISSUE :
To Issue the displayed Document

RESERVE: To Reserve displayed Document RETURN:
To Return displayed Document

2.3. Type of Fields
Mandatory Fields  : Shown with * sign
Optional Fields : Users can leave such fields blank if no data exists
CODE : This field is mandatory, requires alpha-numeric
value, must be unique.
Wherever International Standards/Codification
is there — must be used.

CAT NO : This value is numeric in nature and generated automatically on saving a

new catalog record in the system — it is a Record Number and not an Accession
Number. The fields which are not enabled / write protected, users are advised not to
try to add any value in such fields.

2.4. Automatic Filled Fields

The following values are saved “Automatically” in the database fields while saving /
updating the records.

USER CODE: The USER CODE of Logon User
DATE ADDED: Current Date of the System
DATE MODIFIED: Current Date of the System
LIB_CODE Current Login Library Code

2.5. 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 and works as per the
program status, therefore, user should not worry about the controls.
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2.6. Browser / Screen Resolution

The software can be run in any Internet Browser, and the best viewed with the screen
resolution 1280x720. You can control screen resolution of the browser as well of your
PC screen resolution.

2.7. How to Enable Local Language for Data Entry in e-G4

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

2. Win 7 and later OS comes with pre-loaded “Language Pack” and thus, no need
to install it separately

3. E-Granthalaya 4.0, if runs on the PC with net connectivity, is having a built-in
tool to use any Indian Language by just selecting from ‘Drop-Down’. This drop-
down is visible on the top part of each web form of eG4 as given in below
screen.

.‘=r srtbdmym & Dagtal 4 % e

.

L]

CA demotemp-lid ] L vcin

RSE RN

= = MNIC HO= Library, Mationa! Informatics Centre, Deibd | Ve 4 DRt | (Frtwamsans Fadion
Add New Title

CONTRE Gomemrtuvans of

§ -, T——

For selecting desired language either you can select it from language drop-
down available on each form and press “Control g” to activate the selected
language. The Language Drop-Down will not available if Net connectivity is
not available in the PC.

Besides, you can use other tools for typing in local language which you need to
install any UNICODE compliant software in your PC.

Google provides such tool called as ‘Google Transliteration IME Tool’ available
free and can be installed online from the following URL:

http://www.google.com/ime/transliteration/
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Choose your languages

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. Also
you must read the instruction for the tool you wish to use.

NOTE: Besides, many free software are also available on net which can be installed
and used for data entry in local language. These programs must be UNICODE
compliant to work with eG4.

NOTE: In Win 10 and 11, user needs to install a tool for typing in their local language.
The tool should use UNICODE fonts only for typing in local language.

2.8. How to Display Logo and Background Image

In eG4, Logo and Header Image can be saved in database using the form — ‘Update
Library Profile’ form under LIBRARY ADMINISTRATOR module. These images will be
displayed on the header of the OPAC — you need to upload the image with a proper
height and width to get fit in the area of OPAC header.

The Logo which u upload will be displayed on all the Reports and on Web OPAC
Header. While uploading the Logo Image and Library Photo should be compressed one
and smaller size in terms of bytes. The Size of these must be appropriate, not too
bigger or smaller.

NOTE: After uploading of images, you must check how these images are displayed on
Web OPAC Page and in Reports. In case, size is not appropriate then it may distort the
look of the page.

2.9. Email Integration

e-Granthalaya 4.0 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.
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eG4 uses SMTP (Simple Mail Transfer Protocol) Service of Windows Server which is
already available in NIC Cloud and thus all the users will use this facility at no cost.

As eG4 is hosted in NIC Cloud where email integration is provided officially and mail
can be sent without any configuration by user libraries.

2.10. 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 kinds/sizes, and reads the barcode labels during
issues/return, etc.

How to Integrate Bar Code

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

1. How to Integrate Laser Printer for Barcode Generation

As eG4 is hosted in NIC Cloud where these barcode fonts are already installed and
thus no need to do anything by user libraries to generate barcode labels from their
client PCs.

2. How to Integrate BarCode Printer with e-Granthalaya 4.0

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 designed/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 of bar tender
software there is a check box ‘PRINT TO THE FILE’ option — check it and press PRINT
button - it will generate the PRN file which you save in the drive and send us in the mail
to integrate your printer with eG4.

Installation of “PrintFile” Utility

For getting print on Barocde Printer — user needs to install “PrintFile” utility in their PC.
PrintFile utility is free and can be downloaded from http://www.lerup.com/printfile/ or
search from google. Following screen will appear from download option:-
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: 3 - -
<« Cc | @ lerup.com/printfile x|

L]
=
o Current version number of PrintFile is 2.1.6, dated December 13, 2007. This version is a very small update of version 2.1.5

Pl'lntFile New and updated functions:

s The help files have been updated to html help format as Windows Vista doesn't support the old help
Easy file printing in ¢+ New command line qualifier /r added. When present the last selected printer will be saved in the registry and set as default during next run of
Windows PrintFile

Overview

Requirements
Version information

wnload Download PrintFile

S;:?; sebuzie The program is delivered as a ZIP archive file. Click on one of the available archives below in order to download it from this site.

Archive name | Description size
rf32-216.zip Version 2.1.6. For any version from Windows 95 to Windows 7| 138 KB

1207199 visitors e 2

since Nov. 9, 1997 prf16-216.7ip Same as above but for Windows 3.1x

prf-215.zip Previous version (2.1.5), combined package

Installation

In order to install PrintFile you first have to unzip the contents of the PrintFile zip archive file into a temporary directory. Then run the setup program.
When the installation has finished you can remove the temporary directory. If you are using WinZip you can do all this just by pressing the install
button in that program.

The installation will prompt you for a directory to install PrintFile into and if startup menu item should be created. The dialeg alse coentains a list of file
types that can be associated with PrintFile. Double clicking on a file of that type in the Windows Explorer will automatically launch PrintFile

Possible Help file problem

In some versions of Windows you may experience problems with the PrintFile help file. The window may look like tl

Desktop 11

Once the PrintFile utility is downloaded then Un-zip the utility and double click ‘Setup’
file to install it in your PC. Following screen will appear:

\VII’KU

I”vn sght

contents_... supporthtm  Feedbacks G Tendera Tec OUIEE ke
. V15

A I ' Q B ‘
- This will nstall PrintFile version: 2.1.6 s
Computer v A training.htm PhotoGaller LG  ForWindows 3x, NT4, 2000, XP & Vista Wianl0lihiche

Options.
¥ Create startup menu item / program manager group

v o 9]

RecycleBin  Acrobat Nero * o RealPlay  headerhtm  Web.config

Reader DC

Atticles.htm  FileZilla 4 | Cluste... . Latestlink..." pg_hba.con

Client i Cancel

[V Create desktop shortcut

Associated file ypes: ~|-pe!
ps

eps  ~

Destination directory
[E:\Program Files (@8 FintFie

about eGA..

Feedbacka.. Mal TeamVi€wer KVSZIET.... about Ne. Document..
11

u-

Cmedia  TRANSPOR... contents.htm PRN_FILE.prn

Il

L

ST
Desktop 1B Libraries : )

10:56
12/15/2016

Press OK button to complete the Installation.
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g NOTE: As a number of models/makes of various barcode printers have already been
g integrated/added in the e-Granthalaya software which you can see in the BarCode
‘ Printer Drop-Down on the form —Generate Barcode Labels’ under Cataloging module .
7 After connecting your printer, first you must check prints from all these models. In
4 case, no suitable/desired labels are printed from all these models then you can get
. designed your desired labels from barcode vendor and generate PRN file of your
b finalized labels. Send this PRN to us to integrate your model.
: v
2 s
2 o
- .
+
2

1
12/15/2016

How to Set “PrintFile” Utility

e Once ‘PrintFile’ is installed properly then a shortcut is created on the desktop
with the name “PrintFile” — double click it to open it:

‘\’ll’Ky
[

Thsprogtam pns ot s or sonds PosSerpt. | | Pneriee |
and othr fs dreclly to apiier Dregand dop | ¢

files here or use the "Piint File' button to start S
pining. Press ight mouse button for menu

ViewFeedb PrintFile
.

10:59
12/15/2016

ENe ~ (s ] )

e Press ‘Setting’ button
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Clipboard = Font g Styles Editin
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=T - Cancel -
- = General —
I~ Enable spooler function &
o | | Show printer selection dislog Sharteut
. I Sheow this dialog when drag & drop Delete B
= P I Quit when handled command ine:
- [¥ Show settings name in header Help
~ I~ Show progress bar
- - I Save window placement on exit
= I I~ Show icon an the taskbar
- Mandatary for fle typefs):
= M
4 .
B [Use default =
E Mare
- NOTE: As a = oot |1 | o |fe already been
3 integrated/aq| et fle 0stS crpt up. onversion i the BarCode
: Printer DropH loging module .
o After connecti ese models. In

case, no suitable/desired labels are printed from all these models then you can get
g designed your desired labels from barcode vendor and generate PRN file of your
finalized labels. Send this PRN to us to integrate your model.

Desicap B9 Libraries 1100

Press “Text File” button given on the bottom of the above screen:

Select Option — “Send to Printer”

Then press OK

Then press SAVE.

Then press EXIT.

Now, you are ready to print the Barocde Labels on Barcode printer. How? Please read
“Cataloging” Chapter for details.

2 |
Home Insert  Page Layout References Mailings View > @
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Clipboard 5 Font By Text File Settings — Editing
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Text file action

E
15]
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= ancel

':* Formatting options Help

- Size Tabwidth [3

E Unesperpage:  [5 - | =l
2l Charactersperline: | r

: r

4| OEM translation |
g Header: [4fichdtiPage SH15) G -

5 -

- Fooer & i

z |

= | i

=z Test fle. PastS cript Neup. Conversion. 1

11:01
12/15/2016

B Libraries
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% 13 W)

NOTE: As a number of models/makes of various barcode printers have already been
integrated/added in the e-Granthalaya software which you can see in the BarCode
Printer Drop-Down on the form —Generate Barcode Labels’ under Cataloging module .
After connecting your printer, first you must check prints from all these models. In
case, no suitable/desired labels are printed from all these models then you can get
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designed your desired labels from barcode vendor and generate PRN file of your
finalized labels. Send this PRN to us to integrate your model.
e ——————.

- ChA demoterrg-Sbl Lnicin ' =

Barcode
Printer and
test it

Prive T Tt an e Lateie

"
e s Dorw
I L Ty |
eein e et

L .
FLUAS s of wt De ity of hasias
eamnTy wrone tves el vpuis !
TR D wasrrgpreesl eraurs (90T WO S0

178 DECORATTVE ALLIVER S&TITRS Fiin
IO

FEETINN

PR

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.

NOTE: Under the ‘Update Library Profile Form’ of LIBRARY ADMINISTRATION, you can
save your Barcode Printer and then same Barcode Printer will automatically be
selected in ‘Generate Barcode Form’ under CATALOGING Module.

P ARGOXBarcode.txt  Motepad

H10

191100300700050HPSECLIB
191100300560030800.88 M1198
1e22022003400305810
1911003001600305810

191 100300020030LOC

Qooo2

E

4 f292

1L

D1

H10

191 100300700050HPSECLIB
191100300560030800 88 M1198
1e2202200340030587777
191100300160030567777
1291100300020030LOC
Qo002

E

L f202
1L

‘4 Start

PRN File of ARGOX Barcode printer
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NOTE: While printing labels from Barcode printer attached in your Desktop, you need to make
it a ‘Default Printer’. In eG4, Barcode will not be printed direct from eG4 on pressing PRINT
Button. Rather once you give command from eG4 after selecting your barcode printer from
drop-down — a prn file will be saved on your client and then you need to open the file and print
if manually.

What data printed on Barcode Labels

e Accession Number — Mandatory

e Barcode Lines of Accession Number - Mandatory
e Library Code - Optional

e Call No — Optional

e Collection Type (C/R) — Optional

e Shelf No (Optional)

2.11. RFID Integration

RFID is the latest technology being used in libraries for circulation and other purposes.
RFID, has been integrated with eG4 where SIP2/NCIP Protocol guidelines followed
using a Web Service. RFID web Service is integrated with eG4 where service end points
are consumed by RFID GUI/Driver at user end. eG4 RFID Web Service is hosted in NIC
Cloud within every cluster. The Service END points are given to RFID vendor to
integrate service with their driver installed at user end.

NOTE: User library/RFID Agency needs to interact with NIC team for detailed discussion
before purchasing of RFID.

Efforts will be made to integrate the RFID systems with e-Granthalaya Software from
major vendor in the country. One such vendor i.e. RapidRadio has already been
integrated with e-Granthalaya Software.

2.12. 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. SMS service is already
integrated/enabled in NIC cloud and will be used at no cost.

How to send SMS

At present SMS messages can be sent in eG4 on Issue and Return of books in
circulation module as well as for getting OTP during Login at OPAC and Mobile App. 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 eG4.
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2.13. 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 eG4 for circulation of the books. For using smart
card, select the Option ‘Smart Card’ on ISSUE-RESERVE Form and swap the card in card
reader to display the member details of the corresponding Member No stored in Smart
Card. 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.

NOTE: Same Member Number must be stored in the smart card data to call the record
from MEMBERSHIPS Table.

2.14. When You Forgot Password

In eG4, There is no option to see the Password from Table as password is saved in
encrypted mode. Only possibility is to re-set password again by giving the correct
answer of ‘Security Question’ you have saved in your profile. Therefore, it is essential
first to set your Security Question and Answer in the ‘Update Your Profile’ form on

first Login.

[« Gravthsoye & Digew - =

. ca Sermcrarmp-Sbil L Wi =

¥ rooeee E'_&:r‘f&!&:\r |

Mxh At hbirg
frasn NA -mmma-—-—-d,g.

- = NC HOs Library, Nationad Informatics Centre, Dellv Vet 4 DDt ) e £t

Edit My Profile
F e P R —_—

H .

§ Ty L A PO Dvmy PRt fass Cmse

and Answer
here

. / Set Security Q

1.
M0

To re-set your Password, click ‘Forgot Password’ link available on the main form — a
password re-set form will be displayed where you will ask to re-set the password as
below:
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Click Forget
Password Link

On clicking the above link — below seen form will appear to set your password again.
Once Password is re-set/saved — a token will be mailed to you along with a link to
activate the password within few hours. You need to click the link given in the mail sent
to you — it will activate your recently set password.
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2.15. Print Options

e-Granthalaya provides various options for generating Reports of many kinds in all the
forms of data entry and search. Technologically, eG4 uses ‘Crystal Report’ tool for
designing and generating Reports of various kinds. Crystal Reports provide a free tool
for generating reports.
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To view the report, you must install ‘Crystal Reports Re-Distributable Package’ given in
the CD of the software as well as available at http://egranthalaya.nic.in web site. These
crystal reports program are separate for 32 Bit as well as 64 Bit Pcs. These programs
are also available as free download from Net.

Type of Reports — Generally there are following three types of common reports in e-
Granthalaya:-

Compact Report — Single brief record in one line
Summary Report — AACR2 format
Detailed Report — Report with all Fields for which data entered.

Special Report — Some function reports specific to the requirements.
Print Holdings — Print Catalog details along with Holdings data

You can generate Reports in the following Format:
PDF = Report in PDF format

DOC = Report in Doc format for editing, if any.
EXCEL = Useful for many purposes.

.- C A [ demotwrg-idl Lnicin =

Slrmrrmedl satrrrere oo seflnae
[ Ve
[Ty T S PP e —

FreperTeg procevtwys [
11 wivrnamme sl crrdarvere se satrmere

P -

Gropup By
Report
with
various
Fields

How to generate REPORT — To generate report on each form there are buttons given
which you can press to generate the report. Such buttons are named as
REPORT/PRINT, etc. Generally such buttons are enabled once data is displayed in the
Grid/form. Once data displayed and you press PRINT or REPORT or other related
buttons then report will be displayed on the screen.
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dﬂ . - Tﬁ " 4 » M % N -
Main Reporrss
~
NIC L
Mo
ABLOCK, BREKR BHAVAN
May 26, 2013 nlbllo_u_:mc L ovels L
1 Hibllographic Level  Monographs
Code M
Description Books, standards, manuals, etc
User Code RiM
Date Added Manday, December 27, 2004
2 Hibllographic Level  Scrials
Code g
Description Journals, Parlodicals, Gazzettes, Annuals
User Code RkM
Date Added Monday, Decambar 27, 2004

Other Report Options — Once Report is displayed on the Screen — there are
various options available on the top bar menu of the Report —

Send Report on Printer — There is small icon of Printer on the Left Top corner on
the Report — You can click this button to send the report on Printer.

Grouping of Report — There are one very important option for Report named as ‘Group
By In Report’ as given below screen. This option is for generating same report group by
different parameters. For example — you can generate a Summary Report of Data Entry
made by a users with group by ‘User’, Collection Type, Class No, Section-Wise,
Language Wise, Subject —wise and many more.

T .
- on demotermp FlalLasin =
- | -

Wiears

in Report
options.
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Example of Report — Language Wise

[ o-Granthalaya Report 3.0 (=[]

Main Report |

NIC LIBRARY
Moy
ADLOCK, BRI DHAVAN

May 26, 2013

Group By: Langue

-————
BNG

1006 VI’;I IAL BIASIC 6 SUPER BIBLE. /ERIC | INEMI[ L FR ('JAVID
ILING 1 ONEVW DELHE - TECH MEDIA |, 1990 Pages
| an
VISUAL BASIC 6 SUPER BIBILE /ERIC LINEMILLER |, DANVIC
JUNG = 1 NEVW DELHE @ TECH MEDIA | 1990 , Vol 2 [Pagex:
ris-

10 MINUTE GUIDE TO ACCESS 97, FA 12 HILL |, A RUSSEL JONES
and ED TAYLOR .« 20 . NEVY DELH - PRANTICE HALL OF
INDIA P LTD 1998 Pages: 214 ISBNASSKN 3469089076

10 MINUTE GUIDE TO EXCEL 97 f JERNMIFER FLULTON |, A B90.59 BHN
ARUNA - 2o Rev, Ed . MEVW DELHI | PRANTICE HALL OF
INDIA P o T[) 1998 Pages: 208

10 MINUTE GLIDE TO POVAER POINT 97 7 1FAITHE VWEMPER |
l;l::‘\;v DELHE & PRANTICE HALL OF INOIA P LTOD 1908 Pages
10 MINLITE GUIDE TO VWORD 97 IAII(I(EN MNEVY DELHI
PRANTICE HALL OF INDIA P LTO 1008 Pages: 212

uas 10 MINUH:‘ GUIL‘I: 1O VINDOVVESNT VWORIKSTAION 4.0, f SUE
PLLIMI DELHE - PRANTICE HALL OF INDIA PLTE
1997 Pla-l 2ID

BYOFRE 16812006, Bad Frankenhausen . Alkademisoher Vereln
Ky Tihviser , 2006 ISANASSN; 3920953004

O crystalteports 1 eGa_usermanua. ., N woGranthalaya: .., M a-Granthalaya R Lo 11110 AM

Paper Size — Generally reports is printed on the ‘Default Paper Size’ of the Default
printer. Therefore, in case you have made Barcode Printer as Default Printer then
reports will not be printed properly. Before generating the report you must check
whether A4 size or desired size paper is the Default Paper Size in your Default printer.
This can be done by right click of the Default Printer and go to the ‘Printer Properties’.

In case you wish to print Catalog cards on the Accession Register form — then you must
create a new paper size as 5x3 inches and make it default paper of your printer.

2.16. Search Options

eG4 provides a SEARCH PANE on every form of the application which hide/view
the search facility given there.
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Entar Data and Press SAVE Button to save the »
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Click to
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Once Search Pane is clicked — it shows various parameters and a SEARCH button which
can be used to search existing records. The results are displayed in the Search Grid
where various actions can be done to the selected/results.

EDIT Record

User can EDIT a particular Record by clicking the EDIT link displayed in the Left side.
Once EDIT button is pressed — the selected record will be displayed below where
record can be modified and then press UPDATE button to save the changes done.

Delete Records

The selected Records from the Result grid can be deleted by pressing the DELTE
RECORD Button — if any. Similarly, many other actions can be performed for selected
records.

Print Results

Results can be printed with various options and formats available in the drop-down on

every form.
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2.17. Digital Repository / e-Books / e-Documents Uploading

o Digital Files of Books/ Books Chapters / Articles Files / News Clipping / Loose
issues can be uploaded in eG4 while doing data entry of such reading materials.

e Digital files can also be uploaded during edit of records of book/journals or any
other materials also.

e Only copyrighted documents must be uploaded to avoid legal violation.

e E-Files must be compressed before uploading, compression may be achieved by
commercial software from Adobe or other player.

e Image/tiff, pdf, media files formats are supported.
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¢ The uploaded e-documents will be shared by other libraries in the same cluster
and will only be accessible after member login on OPAC.

o Multi files can be uploaded in one record. Better to upload chapter-wise files of
a book.

e E-files can be uploaded while adding/editing book/journals records, loose issues
records / article / news records.

o Digital file is pick from desktop by pressing browse button.

e Besides, content file can also be uploaded in pdf format with every catalog
records.

WHERE TO UPLOAD DIGITAL FILES:-
e ADD Title Form in BOOKS Acquisition Module
e Retro-Conversion Form in CATALOGING Module
e E-Resources Manager in cataloguing module
e Add Serials Title in SERIALS Module
e Article Indexing and News Clipping in Micro documents module

2.18. Inter Library Loan Work-Flow

Inter-Library Loan facility has been added in eg4 where lending of documents is possible
among the libraries participating in a cluster. The ILL is a work-flow based utility which
starts when ember of one library wish to get document available in another library.
While searching the document on OPAC after login by member — he/she may submit the
ILL request on Book Details page of OPAC against the desired copy. Then ILL Requests
travel to librarian of holding library through member librarian. Email messages are
delivered on each level in ILL work-flow. Following diagram depicts the ILL work-Flow:

Member Login OPAC and search document available in another library in same cluster

g

Request goes to his/her Librarian. ILL Request may be approved or rejected. If approved
the request is forwarded to Holding Library in-Charge, he/she may Accept or Not-Accept
the request.

In case, ILL request is accepted by Holding Library in-charge then request is forwarded to
Circulation Counter to deliver the document to lending library.

Once document is delivered to requester library, member will get ISSUE the book from
his/her library circulation counter. He/She will RETURN the document at his/her
circulation counter from where document will be returned to holding library circulation
counter. Here, on every step, mail messages are delivered to all concerned. ILL
transactions also generated. Participating libraries need to decide delivery mode.
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Chapter 3
How to Start the Program

e-Granthalaya 4.0 is a web-based application and can be run in any web browser. The
Application has already installed in NIC Cloud and ready for use. For accessing e-
Granthalaya, you need to following the steps given below:

Step 1: Run the URL in browser: https://eg4.nic.in

;]u e-Granthalaya 40 x Y B Printie. Easy e printin. x Y & Downlosds
& c ‘ ® eg4.nicin

Select Library Cluster from Drop-Down and Submit

v

Submit

Cluster Statistics
71

APS Asl ATl GOWLIBI CSIR GFGC AGRI RAILWAYS MCIT WATER PSU KVS JINV MIB  POLICE N NE IMD  LABOUR Tourism
ASSEMBLY AYUSH MINISTRY Law PYl MEDICAL NIFT uP UNIVERSITY GOVPOLY CAPF DELHIGOV STATE  J&K AMD
EMBASSY INCOME-TAX PUBLIC GOVCOLLEGE RAJASTHAN

‘Copyright (O Natiousl Informatics Ceatre 2015

% NATIONAL
INFORMATICS
CENTRE

? W8 4 OBPDER™] & o el oaeonog e

Step 2: Select your Library Cluster from drop-down and press CONNECT Button,
following screen will appear where you can login the application. In case, Captcha
value is not visible then you can REFERESH the page.
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Once login is successful then following main page will appear where you can work
with the application.

NOTE: In case, you do not see CAPTCHA on the above page below login then
refresh the page and captcha will be displayed.
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NOTE: eG4 provides 3-tier security in terms of type of Users who run the various
modules of the application. There are following three types of Users which will be
created for the application:

A. Database Administrator — This will be the first user which you will need to
create for the first Time as steps given below. This user will be database owner
and will create further:-

a. Library Account for Each and Every Library which will participate in
centralized Database.

Super User account (Library In-Charge).

Will take database backup

d. Will manage Log

o T

Database Administrator can access only DATABASE ADMINISTRATOR module and
can not access any other modules of the Application.

B. Library Administrator — This will manage library profile and will create the Account
for other general users (Library Staff) with the permission to respective modules
and Functions which they can perform in the software.

C. Simple User (Library Staff) — who will work with the different modules and will
do data entry and other jobs.
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FIRST TASK AFTER LOGIN FIRST TIME: When you login the Application for the first
time then the first most task you should do is to update your Profile (Link Update
My Profile) and Set SECURTY QUESTION and ANSWER — update it. Security Q and
Answer will help you to reset the password if u forgot it.

On First Time Login
For the First Time when you Login the application successfully, then you need
to complete the following tasks:-

e Update Your Profile — This form is available under LIBRARY ADMINISTRATOR as
well as under MASTER DATA module. You need to set Security Question and its
answer which will be used to re-set your password if you forgot it. The Security
Answer is case-sensitive and you must remember it for future use. You can set
other user-specific settings in this form like download records during data entry
automatically based on ISBN number, display records after SAVE and UPDATE.

You may upload your photo also.

Edit My Profile
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e Update Library Profile — You must update details of your library where you can
enter data in ENG as well as in your Local Language. You need to save Logo of
your library as well as Library Header Image which will be displayed in all the
Reports as well as in OPAC pages. Besides, you can enter Library and
Organization History, Services and other details also

Here on this form you can upload Library photo and Logo of the organizations
which will be displayed on OPAC Home page as well as in Reports.
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Update Library Profile
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e Data Entry Format — This form is available under LIBRARY ADMINISTRATOR
Module and can be used to create DATA ENTRY FORMATS of all Types of
Documents which will be entered in ACQUISITION and CATALOGING Modules.
Here you can select the Fields you wish to display for data entry in data entry
modules of the software.
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Chapter 4

Database Admin Module

(THIS MODULE WILL ONLY BE USED BY DB ADMINISTRATOR IF eG4
IS INSTALLED IN LOCAL /OTHER THAN NIC CLOUD)

This module will be used by ‘Database Administrator’ only and will create account for
(If not already created or whenever new library account is required):-

Will Create a new account for Library.

Will create a new account for Librarian/Library Administrator.

Will manage database Logs.

Will take database backup (if data base is hosted in local PC/Stand-Alone Mode)

4.1. How to Login eG4?

Once eG4 is run in any browser and if already Database Administrator Account is
created then Database Admin Module can be accessed by Login on the following
screen:

e
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- Captchavalue |

NOTE: During Login, you need to enter CAPTCHA value as seen and displayed on the
above screen. This value will be changed automatically with every login — this is
required for security purpose.

On Successful login, following screen of e-Granthalaya 4.0 is seen with the access
of Database Administrator Module:
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Click the DB Administrator caption to expand and to see what links / buttons are there
under the module. Following screen shows various links and buttons are available
under this module:
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Database Administrator can do the following tasks:
e Create Library Cluster with its details.
e Create Library Account.
e Create Super User Account (Librarian / Library Administrator Account).
e Edit his/her profile — can change security Q/Answer and set/reset password.
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e Manages Database Backup (if installation is in Stand-Alone/LAN based).
e Manages Database Log.

4.2. How to Create/Manage Library Cluster

‘Library Cluster’ denotes the Parent Organization under which many libraries exist and
wish to use e-Granthalaya for their automation and networking. For example, All
Kendriya Vidyalayas are working under ‘Kendriya Vidyalaya Sangathan (KVS) — a Cluster
with n number of libraries. In case, there is only one library exists or wish to use eG4
for its automation — still it is essential to create account for Library Cluster. Library
Cluster will contain details of the parent Organization as shown in the screen below. To
enter / create library cluster — do the following steps:

4.2.1. How to Add New Cluster - Steps

e Click ‘Create Library Cluster’ button given under the module in the left side of
the main form — a data entry form will be displayed as shown below.

e Enter Data in the Text Boxes — All fields are mandatory. Type the data in local
language also by selecting language from ‘Language drop-down’ given on the
top of the form.

e Once data entry is complete, press SAVE button to save the record. On saving
the record — you will get a message.

4.2.2. How to Edit/Update Cluster Details — Steps
e Over-write the Details and press UPDATE button to save changes.
e You can choose to upload Logo of the parent organization on this form.

4.2.3. How to Delete Details

e You can not delete the Details of the cluster/parent organization. These
details will be displayed on the first form of eG4 as well as on OPAC home
page.
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4.3. How to Create Library Account?

Click the button — ‘Manage Library Account’ from Database Admin Module —
‘Manage Library Account’ form will be displayed as shown in the below screen:
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4.3.1. View / Search Library Account Already created

In case, already few library accounts are created then you can view/search these
accounts on this form. This can be done by clicking the ‘Search Pane’ seen on the top of
the form under form heading — caption is ‘Click to View/Hide Search Pane’. Once you
click ‘Search Pane’ then it gets slide down and search options are seen where you can
search the existing records by typing the search parameters and by pressing the
SEARCH button.
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4.3.2. How to Create New Library Account

To create Library Account type/enter the data/details of the library. Enter a unique
Library code (Which you can not change later), Library name, etc. Library Type:

Select MAIN if it is main library and select ‘Branch’ if it is a branch library —in case

of Branch Library — first you need to create an account for MAIN Library.
Add Data / Details of the library

Press SAVE button to save the record.
Library Code must be unique (alpha-numeric with min 5 and max 10 characters.)

4.3.3. How to Update Library Details

e Search Record of existing library from ‘Search Pane’ — press EDIT button from grid
results.

e Change / edit the data
e Press UPDATE button to save the changes.
e You can not change the LIBRARY CODE.

NOTE: Library Records can not be deleted from database.

4.4. How to Create Librarian/Library Administrator Account?

Click the button —Manage Super User Account’ from the module in the left side
and you will get a new form where you can create/edit/search/print the Super
User Account. Super User Account means Librarian / Library Administrator
account.
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4.4.1. How to Add New Super User Account
e Enter data / details of the Super User / Librarian
e Enter a unique USER CODE which can not be changed later.
e Better to enter user code in alpha digits with pneumonic meaning.
e Automatically it will be seen in Caps.
e Mandatory Fields are marked with * sign
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e Enter the Strong password with min 6 digits — must be combination
of digts / alpha/ special characters. Must remember it.

e Select Library from drop-down for which account is being created.
e Press SAVE button the save the record
e Only one super user account can be created for one library

4.4.2. How to Edit Super User Account
e Search the existing super user records from ‘Search Pane’.
e Press EDIT button from the Result Grid.- It will display the
account details in the form.
e Change the desired data, you can not change user code.
e Press UPDATE button to save changes.

4.5. How to Edit his/her profile?

Database Administrator (who has login the this module) can edit / update details
of the profile with more fields. He/she can reset security Question and Answer
and can change other details. To view the form — click the button — ‘Edit My
Profile’ from the module in the left side, following form will appear.

How to Update Details
e Change the data / details.

e You can upload your photo (not bigger than 90 kb) to be displayed on the
form by browsing the file from your local drive.

e Press option ‘Reset Password’ if you wish to change it.
e Mandatory fields are marked with * sign

e User Local Language option from top of the form where you can select the
language for data entry.

e Press UPDATE button to save the changes.

4.6. How to manage Data base Log?

This form is used to manage the Logs of the users and members who are using e-G4
web site. This is very useful to get report on their activities, what forms/data they are
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using/searching frequently, how many times login failed/successful, and time they
remain on the web site, etc. To access Log, you need to click the menu button —
“Manage Database Logs” under DB ADMINISTRATOR module as given below:
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How to Search Database Log?

You can search database log by giving various parameters given on the top of the
form like User or Members code, actions along with Cut-off-date. You can search
either ‘Data Entry Logs’ or ‘Members/OPAC Logs’ by selecting it from appropriate
option button. In case, you do not select any parameters then all records will be
displayed in the Result Grid where you can further sort the records for convenience.

How to Delete Logs?

The web site logs must be deleted time to time as it takes time during login as well
as use of the application — thus it can make the application slower. For deletion —
select the records from right of the grid / or press ‘Select All button’ to select all
rows on the current page of the grid — then press DELETE SELECTED RECORDS.
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Chapter 5
Cluster Admin Module

This module has been created to manage the Cluster if whole cluster belongs to some
particular organization or managed by some designated authorized user.

The Cluster provided following facilities:-

Update Cluster Details

Update Cluster Admin Profile

View Cluster Details with all Libraries statistics/Reprots/Charts
Corrections of Title/Catalog Records (merging records created for same
title with different spellings etc. with merging all holdings under most
correct Title record)

6. Import of Excel Data of Books

uhwnN
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Chapter 6
Library Administrator Module

This module will be used by ‘Library Administrator (Librarian)’ only and will
create/manage his/her staff/user accounts with necessary permissions. Besides, some
of the utilities and functions will only be managed by Library Administrator such as
Import/Export of Data, setting up of System data, Creation of Data Entry Formats and
managing Receipts of the payment received. This module will manage following
functions:-

e  Will Create a new account for Library Staff (general users) with permission of
desired modules.

e  Will change/edit/update Library Profile.

e  Will manage System Data.

e  Will create ‘Data Entry Format’ for each kind of documents.

e  Will enter details of ‘Library Team’ members — this details will be published

on OPAC page.

e  Will manage Notice Board ltems.

. Will manage Photo Gallery of Library.

° Will manage payment / Receipt Manager received in library.

e  Will manage Export of the Records.

e  Will manage Import of the records.

e  Will process Inter Library loan request

| Ver4.0 Rel. 4 (Enterprise Edition)|

Display Labels In: ¥

My Titles : 194
My Copies : 619
Member Libraries : 2

Library Administrator
([ UpsateMyProfle |

| Update Library Profile |
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' Data Entry Formats |

| Library Team

| Notice Board |
E | Photo Gallery Manager |
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i Convert Your Labels

ss Log

NIC-LIB-EG4-2015

‘Welcome to e-Granthalaya 4.0

e-Granthalaya: A Digital Agenda for Library Automation and Networking - is a Library
Management Software, developed and maintained by National Informatics Centre, Ministry
of Electronics and Information Technology, Government of India. The software is being
provided atZERO cost to the Government Libraries in the Country. Besides, NIC is providing
support, training and hosting for the software to automate these Libraries. The Software is a
Cloud Ready Application; and uses PostgreSQL - an Open Source DBMS as back-end
solution. The Software is multi-lingual, UNICODE compliant, provides an online data entry
solution. The current version of the software is 4.0 - Enterprise Edition, web-based and hosted
in NIC National Cloud, suitable for cluster of libraries under one organization with a
centralized database. Read More.
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Union Catalog of Libraries

National Informatics Centre (NIC) has taken inititative to setup a Network of Libraries
powered by e-Granthalaya Software. NIC is making efforts to strengthen the libraries primarily
in the Government sector by computerization of these libraries. For this purpose, Government
libraries are being provided e-Granthalaya Software along with the training and support for
automation and networking. National Informatics Centre (NIC) also provides FREE hosting
facility for Catalogs ofthe Libraries powered by e-Granthalaya Software in a shared database
to make the Union catalog access online. Besides, every participating library is provided a
Home Page with valid URL to access its catalog online. In the first phase, only those libraries
catalog are hosted which are using e-Granthalaya Software developed by NIC, later catalogs
fom other ILMS will also be accomodated. Union Catalog is available at
http:/iwww.eGLibNet.Gov.in. Read More.
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6.1. Update User Profile
Here, you can update your Profile with some more fields like security Question,
Answer, change of password and some other settings. To load the form — click
the menu button — Update My Profile, following form will be loaded with pre-
saved data.
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Enter all details of the user logon the software

Set Security Question and Answer in the Form. These two values are
useful to recover the password later.

Mandatory Fields are marked by * sing
Display Record? Yes/No — For displaying the catalog record automatically

just after save new record in ‘Add Title’ and ‘Retro-Conversion’ Forms.

Select Default Language — This will display the Labels in the selected
Language on each form of the application.

Reset the Password — if required
Browse Photo — To upload the user photo — photo must be compressed.

Once you modify the data then press UPDATE button to save changes in the
database. User can upload his/her photo also here.

6.2. Update Library Profile

On this form, library administrator can update the Library Profile with more
advance settings as given on the form, some of special settings are listed below:

Enter full details in ENG as well as in Local/Regional Language (RL). You
can use built-in facility to enable local language by selecting the Language
from the top of the form — select language and press Ctrl+g

SMS Account details required to create the SMS Profile.
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e Select Default Barcode Printer Name which library will use to print
the labels in the cataloging module.

e Classification Scheme and Cataloging code being used in the Library just
for information purpose only.

e Want ACQ Fields? - PURCHASE DATA — This value (Yes/NO) indicates
that during Retro-conversion Data Entry of Books — whether library wish
to enter Purchasing Details of the book or not. If YES is saved that
ACQUISITION Fields will be visible in the Retro-Conversion Data Entry.

e Can upload Library Logo and Library Profile Photo to be displayed in
the applications.

e EMAIL of Library / librarian needs to be given where copy of the all the
messages will also be receiving in this mail.

e Select name of your “Barcode Printer” if any , from drop-down where
it will be selected automatically in “Barcode Generation” form during
generation of the barcode labels.

e Send Mail — Select Y in case you wish to send the mail message to the
member during issue/return and other services.

e Auto— Acession : This feature will allow to enable “Auto Accessioning”
utility during “Accessioning” process under Books Purchase Module
where Accession Numbers will be assigned automatically. This will
allow for bulk accessioning of copies of the same book.

e Online Reservation — This will allow to enable Online Reservation by
the library member while accessing the catalog using OPAC Interface of
e-Granthalaya after login.

e Generate Fine Receipt — This will allow to generate Fine Receipt, if any
during Return of the Book using Circulation Module.

e Auto Gate Pass — This will allow to generate Gate Pass during Issue of
the books.

e Group Code - This can be used to enter group name among all the
libraries participating in same cluster such as “Region” can be entered
in case of JNVs and KVs. Various group can be entered for related
libraries.

e In other fields, fill the data about your organization and library where
bulleted paragraph may also be used.

e Upload Library/Organization Building Photo and Library/Organization
Logo which will be displayed in OPAC pages. Library Logo must be
uploaded of appropriate size as it will be displayed on all the reports
and Member Card. After Uploading these images you are suggested to
check these over OPAC pages and in case large size is there then you
can re-size the image and re-upload again.

e Upload Smaller Logo for Reports

NOTE: RL means data in Regional Language

Once, data is changed then press UPDATE button to save the changes.
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6.3. Manage Library Users/Staff
This form is used to create account for Library Staff with particular module
permission and other users related settings. This can be accessed by Library
Administrator only. Click the menu button — ‘Manage Library Users’ from the
module in the Left side — following form will be loaded.
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Search Records

On this form, you can search the existing records of the users/library staff for
which accounts were created earlier. This can be done by pressing the ‘Search
Pane’ on the top of the form — which will slide down and will show various search
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parameters to be used to search the existing users records. In case, no search
parameter is selected and press SEARCH button — it will show all the records in
the Result Grid. Once results appear in the Result Grid then you can EDIT / Print
details of the selected users.
Create New Login for User

For creating new user account — load the form and :-

e Type the data in the text boxes.

e Enter unique USER CODE which can never be deleted and changed.

e Enter other details.

e Select Modules for which permission are assigned.

e Set strong password with minimum 5 digits with special characters, etc.

e Select Default Language from drop-down —to display the labels on every
form to display in selected language if you have saved these labels in
local language using utility given in Library Administrator — ‘Manage
Labels in Local Language’ Form.

e Mandatory Fields are marked with * sign.

e Press SAVE button to save the record.

Edit User Record

Search the existing users in the Search Pane and press EDIT button in the Result
Grid or type USER CODE in the user code text box and press ENTER — it will isplay
record with full details where you can modify the data and press UPDATE button
to save the changes.

NOTE: Users can type the data in local language — to enable local language press
Ctl+g after selection of Language from the Language Drop-down on the top of the
form. This feature only works when net connectivity is there in the PC.

NOTE: User records can not be deleted, rather you can CLOSE the status of the
existing user by modifying the record and select ‘STATUS’ of the user.

Reset User Password

While creating new Login for user and during Editing of User Record, you can
reset the User Password as given in the bottom text boxes on this form. For
Resetting password during editing of User Record — click the option “Reset User
Password” — two text boxes will appear where you need to type and re-type new
password. Password must be strong type — min 6-8 characters, alpha-numeric,
one letter Caps and with at least one special character.

Report can also be generated on this form by pressing the REPORT button
available on this form.

6.4. System Data

This form is used for setting the System data which is generally pre-loaded in the
database with Global values. It is requested not to delete/modify the system data
as it may give run-time error. Rather new systems data can be added only if
required.
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5.4.1. Bibliographic Levels — There are three bibliographic Levels:-

e M = Monographs and books

e S =Serials

e X = Non-book Materials
5.4.2. Materials Types: There are various types of Materials categories under

above bibliographic Levels which are given in the below:

e M = Monographs and Books

o Books - CODE(B)
o Manuals - CODE(M)
o Patents - CODE(E)
o Reports - CODE(T)
o Standards Specifications - CODE(S)
e S=Serials
o Periodicals - CODE(P)
o Newspapers - CODE(N)
o Annuals - CODE(A)
e X =Non-Book Materials
o Manuscripts - CODE(X)
o Cartographic Materials - CODE(Q)
o AV Materials - CODE(V)
o Others - CODE(O)
o Academic Materials - CODE(l)

5.4.3. Documents Types — There are various types of documents categories under

each Bibliographic Levels and Materials Type as given in the following table:

S.N. | BIBLEVEL | MATERIALS | CODE | DOC TYPE | |

1. M B (Books) AM Almanacs

2. M B (Books) AB Autobiographies
3. M B (Books) BA Bare Acts

4, M B (Books) BB Bibliographies

5. M B (Books) CB Composite Books
6. M B (Books) CP Conference Proceeding
7. M B (Books) DT Dictionaries

8. M B (Books) DR Directories

9. M B (Books) EB Edited Books

10. M B (Books) EN Encyclopedias
11. M B (Books) BK General Books
12. M B (Books) GP Govt Publications
13. M B (Books) HB Hand Books

14, (M B (Books) IC Indian Codes

15. M B (Books) LA Local Acts

16. M B (Books) MV Multi-Volume
17. M B (Books) TH Thesaurus

18. M B (Books) YB Year book

19. M B (Books) TB Text Books
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20. M E (Patents) PE Patents

21. M M (Manuals) | MN Manuals

22. M S (Standards) | ST Standards

23. M T (Reports) GR General Reports

24, M T (Reports) TR Technical Reports

25. M T (Reports) DS Dissertations

26. M T (Reports) TS Theses

27. M T (Reports) LR Law Reports

28. M T(Reports) CR Commission Reports

29. M T(Reports) PR Project Reports

30. M T(Reports) RR Research Reports

31. M T(Reports) SX Students Reports

32. S A (Annuals) AR Annual Reports

33. S A (Annuals) AN Annuals

34, S N NL Newsletters

(Newspapers)
35. N NP Newspapers
(Newspapers)

36. S P (Periodicals) | Al Abstracting/Indexing
Services

37. S P (Periodicals) | JR Journals

38. S P (Periodicals) | EJ e-Journals

39. S P (Periodicals) | MG Magazines

40. S P (Periodicals) | RT Reprints

42, X C GL Globes

43, X C MP Maps

44, X C ML Models

45, X C AT Atlas

46. X (0 AC Accessories

47. X (o) FS Fabrics Swatches

48. X 0] FC Fashion Collection

49, X 0] GM Garments

50. X (0] JW Jewellery

51. X 0] X Textile Collection

52. X Vv CcD CDs

53. X Vv IM Images

54, X Vv PH Photographs

55. X Vv SL Slides

56. X Vv SR Sound Recordings

57. X Vv VR Video Recordings

58. X X XW Hand-Written Manuscripts

59. X X XM Transcript Manuscript
Assignment

60. X X e-Lectures
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Lession Plans
Question Papers
Syllabuses

Time Tables

M B RB = Rare Books

6.5. Data Entry Formats/Template

This form is used to define the Data Entry Format for each kind of documents
required for data entry. In eG4, there is flexibility for selecting the desired fields
for data entry and user needs to select the fields required and will be visible
during data entry of books and monographs using BOOKS ACQUISITION Module
as well as CATALOGING module. Click the menu button — ‘Data Entry Format’
from the module in the Left side — following form will be loaded.

[ &-Granthalaya: A Digital % =

& C | ® eg4.nicin/training/Library/DEFormats.aspx h*d

[A Theme ! Background [FFFFFF |Clear Login: Pallavi Jadhav

RO TR N

| Ver4.0 Rel. 4 (Enterprise Edition)|

Display Labels In: Data Entry Formats

My Titles : 194 HELP: Select the Document Type from drop-down and Create Data Eniry Format by Selecting the Related/Desired Fileds!
My Copies : 619 n ’—‘
Member Libraries : 2 Select Document Type: | Monographs and Books ¥ || Books v || General Books v |and Press ENTER

Update Delete |1

HELP: Here Data Entry Formats for a particular Document Type can be created with Desired Fields by selecting the Fields, Mandatory Fields already Selected. Selected Fields will only be
available during Data Entry.

MODULE E-General Fields

+ Language
Library Administrator General Fields i-o#Bib Level L4 Mandatory Fields
Update My Profile -+ Material Type
Update Library Profile iof Document Type
| ana, sers 1

E-1SBN/ISSN/ISMN
- ISBN/ISSN/ISMN
i ¢ Doc ID

ce
Photo Gallery Manager

Reoeipt Manager ]
Export Records : =-Title Statements

263 To eG4 Migration o Title
Convert Your Labels | :
¥l Sub Title
Variable/Alt Title

Canference Title

o » "
Desktop [ Libraries N . o 1217
= %520 ngame "

Two Main Categories of the Fields:-
7. Cataloging Fields

o General Fields (Mandatory) — Language/Bib Level/Material/Doc Type
° ISBN/ISSN

. TITLE Fields

. Contributors

. Edition

° Imprint

° Series

. Note/Remarks

. Abstract & Indexing

. Other Fileds
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8. Holding Fields

S.N. | For Type Group/Family | Name of Filed Natur | Related with
of Data e Document
M/0
1. Cataloging Bib Lever M All
2. Data Material Type M All
3. General Field | Document Type M All
4. Language M All
5. ISSBN/ISSN/ISMN 0 All Except Non-Book
Standard No Materials
6. Title M For all
7. Sub-title 0 For All
8. Var Title 0 For All
9. Conference Title 0] For Conference
Title Proceeding Only
10. Conf. Start Date 0] -DO-
11. Conf. End Date 0 -DO-
12. Conf.Place 0 -DO-
13. AUTHOR1 0] For All
14. AUTHOR2 0] -DO-
15. AUTHOR3 0] -DO-
16. EDITORS 0] -DO-
17. TRANSLATORS 0] -DO-
18. ILLUSTRATORS 0] -DO-
19. COMPILERS 0] -DO-
20. COMMENTATORS 0] -DO-
21. Contributors | Rpv|SED BY 0 -DO-
22. CHAIRMAN 0 Legal Documents
Only (Law
Reports/Acts)
23. GOVERNMENT 0] -DO-
CORPORATE 0 All Documents
AUTHOR
24. EDITION 0] ALL DOCUMENTS
25. REPRINTS 0] ALL DOCUMENTS
EDITION EXCEPT NON-BOOK
MATERIALS
26. PLACE M ALL DOCUMENTS
27. IMPRINT PUBLISHER M -DO-
28. YEAR (YYYY) M -DO-
29. SEREIS TITLE 0] ALL DOCUMENTS
SEREIS TYPE
30. SEREIS EDITORS 0] -DO-
31. NOTE 0] ALL DOCS
32. NOTE AREA REMARKS 0] -DO-
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33. REFERENCE NO 0 -DO-
34. MULTI-VOL (Y/N) M -DO-
35. TOTAL VOL 0 -DO-
36. URL 0 -DO-
37. COMMENTS o -DO-
38. ABSTRACT/IN | SUBJECT M -DO-
39. DEXING KEYWORDS o -DO-
40. ABSTRACT o -DO-
41. OTHERS COUNTRY OF M -DO-
PUBLICATION
42. TRANSLATED 0 -DO-
FROM
43, ACT NO M LEGAL DOCUMENTS
ONLY
44, ACT YEAR M -DO-
45. | HOLDINGS ACC NO M ALL
46. ACC DATE M ALL
47. PAGINATION M Mandatory for Print
Publication/ Not
Required for Non-
Book Materiasl
48. STATUS M ALL
49. FORM/MEDIUM/F | M ALL
ORMAT
50. CLASS NO 0 ALL
51. BOOK NO 0 ALL
52. ILLUSTRATION 0 PRINT ONLY
53. DIMENSION 0 ALL
54. COLLECTIONTYPE | M ALL
55. LOCATION M ALL
56. BINDING TYPE @) MANDATORY FOR
PRINT
PUBLICATIONS
57. ACCOMPANYING @) FOR PRINT ONLY
MATERIALS
58. SECTION 0 ALL

How to create new format

For creating a new format for any kind of document type follow the steps:-
e Select Bibliographic Level, Materials Type and Type of Document from
drop-down at top of the form.
e Check the Filed required for data entry
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e Mandatory fields are automatically selected with green yes sign
and included in the format.
For special type of document — you need to select related fields

[ ]

e Fields are grouped based on their affinity for the document type.

e You can modify the format any time

e Press SAVE button to save the format

e Now, you can start data entry of the documents type for which data

entry format is saved.
e Fields related with HOLDINGS are listed at the bottom of the form

™ e

& G | ® eg4nicin/training/Library/DEFormats.aspx
:

E-General Fields

MODULE
-+ Language
Library Administrator General Fields i Bib Level L4 Mandatory Fields
Update My Profile i-of Material Type
Update Library Profile ..o Document Type

=-1SBN/ISSN/ISMN
i I ISBN/IS SN/ISMN
Doc ID

E-Title Statements
i~ o Title
I sub Title
i L VariablelAlt Title

Conference Title

Title Statement

Conference From Date
Conference To Date

Conference Place

=-Statement of Responsibility
b I Authort
i ¥l Author2
i ¥l Author3
& ¥ Editor

web% PAC Moy

Online Users: 2

Compiler

Commentators

I

Desktop 1B Libraries 09
01/06/2017 | |

BN - (% 4 0y

-
CTE— . s o g L —— el

< C | ® egd.nicin/training/Library/DEFormats.aspx

@ Corporate Author

Edition Statement

Government (Law KeportsiActs) .

E-Corporate Author
- ¥l Corporate Author

E-Edition Statement
i~ ¢l Edition
Reprints

S-Imprint Information
I Publisher
i~ ¥l Place

ol Year

Imprint Area

E-Series Statement
i~ ¥l Series Title
* ¥l Series Editor

Series Statement

E-Note Area

b4 Note
Remarks
Reference No

f+ Multi Vol ?

& 4 Total Vol

b IURL
Comments

Note Area

=-Subjet and Keywords
I ! Subject
i ¥l Keywords

) "e

Abstract & Indexing

||

Desktop IR Libraries 09:
01/06/2017

EN = o [m 47 )

T "Bl m 8
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.
Do i < T R b S [SET-S

& - C | ® egdnicinfaining/Library/D

mats.aspx

i~ Country of Publication -

Other Fields For Legal Documents

Translated From
Act No
Year of Act

=-Holdings Fields

+ Accession No

i~ Accession Date

i [#| Pagination

|-+ Status

| ¥l FormatiMedium

I Class No

i I Book No

& iilus

i Dimension

i ¥l Collection Type

i ¥ Lacation

- @ Binding Type

I ¥ Accompanying Materials

i ¥ Section

I #IVol I1SBN

# || Reference No
Remarks
Bound Volume Issue No (From/To)
Missing Issues (Bound Vol)
Bound Volume Period {From/To)
Bound Volume Year
Medium (Non-Book)

2 Wl 4 O ’)@@

How to Update Format

In case, format is already saved, then you can modify the format again for
any desired change:-
e Select Document Type from drop-down
e Selected fields will be displayed and UPDATE button will be visible
instead of SAVE button
e Check / un-check the desired field
e Press UPDATE Button to save the changes

6.6. Library Team

This Form is used for entering the details of the Library staff which will be
displayed on the OPAC page under Introduction part where details of the library
staff will be displayed on pressing the button —‘Library Team’. The purpose of the
details is to provide name and other contact details along with their
responsibilities of the library staff required by the library members. Click the link
‘Library Team’ on the left side of the page to load the form as shown below:
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—
Manage Libcary Team

e Ee—— S——a

Search Records

On this form, you can search the existing records of the Library Team for which
details were entered earlier. This can be done by pressing the ‘Search Pane’ on
the top of the form — which will slide down and will show various search
parameters to be used to search the existing records. In case, no search
parameter is selected and press SEARCH button — it will show all the records in
the Result Grid. Once results appear in the Result Grid then you can EDIT / Print
details of the selected Library Team member.

o -

B yarar |

S Manage Lirary Toam
lonw  ab - " ! R e L
.

Ok T Viww ot Samch D

F— -

~ Search

1 Aremepaye
L

e Record here

Press UPDATE Sumion 19 save B Changes It sy

How to Create New Record?
e Enter the details of every staff member in the given fields
e Mandatory fields are marked with * sign
e Rank —can be selected based on the hierarchy of Library Staff designation
—wise. For example Rank 1 can be selected for Library in-charge and then
down to the rack for other staff members.

e Qualification and Responsibilities — can be entered line wise by
using bulleted format.
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Select Language — from drop-down on the top of the form for typing data
in desired language and press Ctrl+g to activate the language. This
feature is enabled only when net connectivity exists in the PC. Otherwise,
other tools can be used for typing in local language.

Photo — of the team member can be uploaded.

Press SAVE — button to save the record.

How to Edit Record?

Search the existing record under ‘Search Pane’ given on the top of the
form

Click EDIT button for selected record from result grid — it will fill the
existing data of the team member

Modify the data and press UPDATE button to save changes.

How to Delete Records?
Search the record as mentioned above in the ‘Search Pane’

Select the Records you wish to delete either manually of all by clicking the
image button given on the right top corner of the result grid
Press DELETE SELECTED RECORDS button to delete records

T A~ =2
- c demonemp-iB11n Q=
| ey Aemeiene |
- ‘ 4\,', Press UPDATE Button 10 sdve the Thangss if soy
TN e
| s acemem |
| cwewns |
| cowtee |
e
——— Select
T
=] Record and
web 6 A -
€S b

6.7. Notice Board

This form is used to manage the Notices which will be displayed on the
application and will be visible to library staff / user of the software as well as to
the members of the library during OPAC access. The notice may only be
submitted by the Librarian/In-Charge, Library and Super User of the software.
Later notice may be make hidden once the time of the notice is over by editing
the Notice Record and by selecting NO value in the drop-down —‘Show?’. The
Notices Form may be load by clicking ‘Notice Board’ Button given under the
module — LIBRARY ADMINISTRATOR. Following screen show the form:-
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o o Erwthatape A Degew -

e S demmemp-tb1 Locin 0=

Preas UPDATE Sxmton 10 save T Changes if sowy.

Click Search
pane to

Search Records

Existing records of the Notices uploaded in the database can be retrieved with
many of the parameters in ‘Search Pane’ of the form given on the top of the
form. Main search parameters are any word or words which may exist in Heading
or Message part of the record and / or with a target. Target means that the
notice was uploaded for a). Software User — Library Staff or b). for Library
members. In case you do not specify any parameter and press SEARCH button
then all the records will be retrieved. Another parameter for search is the Date of
Notice which is very useful. Once results are shown in Result Grid then you may
do many tasks with the results. You may DELETE or EDIT the selected Record.

.
s c dwoterg-ih ] L pic e D E

| O o o G G RS T I ARRAY B8 W

“* = NIC HQ»s Libracy, Mational informatics Centre, Dol

VA0 e s £ Ry
Manage Notices
v

Tow fmam g
Debaw Sebeirnd Zomts|

Add New Record
e Enter the details of the notice/message in the text boxes
e Select the ‘Target’ for whom you wish to upload the notice
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e Select ‘Show’ value from drop-down to make the notice visible to the
selected target during data entry / OPAC search

e Use Language of Typing from drop-down given on the top of the form.
This utility works only when PC is having net connectivity.
e Press SAVE button to save the record.

Edit Record
e Search the existing record under ‘Search Pane’ — click to show/hide the
‘search pane’
e Type the value in various search parameters and press SEARCH Button
e Results will be appear in Result Grid
e Press EDIT button for the selected record from the Result Grid.
e Modify the contents in the desired fields
e Press UPDATE Button to save the changes.

Delete Record(s)

After Searching of the Records as mentioned in the above heading, you may
DELETE the Selected Record(s) from the Result Grid. For selecting all records —
you may click ‘All’ tiny image on the right corner of the Result Grid. For selecting
desired random records, click the check box given against each record in the right
side of the Result Grid.

Where Notices will be displayed?

The Notices created by Librarian will be displayed on Staff Interface/Data Entry
Interface as well as on OPAC. Notices will be displayed as a popup on the top-
right corner of the screen where it will be clicked to view/read full message.

[ e-Granthalaya: A Digital X fammd X

< C ) | @ Secure | https://egd.nicin/training/Library/SystemData.aspx
@, Buy HP 15-bg007AU m NPTEL :: Mechanical . GMAT versus CAT. W @ Maulzana Azad Natio

Last Login: 26/02/2013: 08:48:23

@ e-Granthalaya on Cloud
% A Digital Agenda for Automation and Networking of Government Librarigs

From NATIONAL INFORMATICS CENTRE, Government of India

La k] iy - »
|=="= SIPARD Library, Govt. of Tripura, Agartala | Ver4.0 Rel.7, 20 prise Edition)|

Display Labels In v Manage System Data
My Titles : 584 [FELP: Piz Do Not Delete System Data}
My Copies : 1915 Select System Table v | and Press ENTER

Member Libraries : 2

Record(s)

i

Logout message

MODULE

Library Administrator

Update My Profile

Select Print Format:
Code* 1-3 Chrs Length, Alpha, ENG Only, Distinct Code.
Name *
Remarks

MARC Code

3 Chrs Length, Alpha, ENG Only, Distinct Code.
Bibliographic Level

On Click of above message count — message of the Notices will be displayed in a popup window as
seen below:
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[ e-Granthalaya: A Digital X

<& C () | @ Secure | https;//eg4.nic.in/training/Library/SystemData.aspx

@ Buy HP 15-bg007AU  [ll NPTEL : Mechanical £ . GMAT versus CAT. W (@ Maulana Azad Natio

Notifications

Notice
Library will remain closed for 7 days in view of severe heat
wave
by Librarian

Blood Donation camp at GBPIT LIBRARY

All students are informed to attend a blood donation camp
if they wish

by UG LIBRARY

<
H o Type here to search

6.8. Photo Gallery Manager

This Form is used to upload the desired photo/images related with the library /
organization and you wish to publish over OPAC interface of the application. The
uploaded photo and images will be displayed over OPAC page under ‘Photo
Gallery’ link of the OPAC. The uploaded photo can be stored in a particular
folder/sub-folder to make separation and can also be deleted either all or
selected.

Click the ‘Photo Gallery Manager’ link/button under LIBRARY ADMINISTRATOR
module — following form will be displayed:

| B elmtbonn 20gen - »

. C | demcteme-Sbllsicing ns " ! B &

b e

Managar

HELP: Conate | Dnbote Fotsior srsl Scb Folier for Uplesdioy Phatn

Merwies | Beartes: | Swac Parerd Fobber 1t e Comuen Labdnr  Dwinte Sabacies | mater
Chccas the Mo bl chosen Updenel Phrare Dekite Sewatud Fhate
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View uploaded Images

In case you have already uploaded images either in root folder or in a folder/sub-
folder — you may see all the images uploaded so far. To view the images you need
to expand the Tree View given on the top left corner of the form — click + sign to
expand the folders, if any. Then click the Folder to view all its images — images
thumbnail are displayed in the left side of the Image Viewer. To view a particular
image you need to click the image which will be displayed in the Centre of the
Image Viewer as shown in the above screen.

Create New Folder

To create new folder — type the name of the folder (without space between the
name of the folder) in the text box and press CREATE FOLDER button. Now, folder
will be created and will be visible to you under ‘Tree View’ +. Now you can upload
the desired photo in any of the selected folder.

Delete Existing Folder

First select the folder from ‘Tree View’ by clicking over the name of the folder —
the selected folder name will be displayed in the label. Press DELETE FOLDER
Button to Delete the folder along with deletion of all the images uploaded in the
selected folder

Upload Photo

First select the Folder (if not in the root) where you wish to upload photo. Then
browse the photo from you PC or from LAN device. You can select / upload only
one image at a time. Once photo is browsed then press UPLOAD PHOTO button.
Once photo is uploaded- it is visible in the left side of the Image Viewer.

Delete Photo

You can delete photo from the Root or from any folder selected from ‘Tree view’
under + sign. Select ‘ALL’ photo or desired one and press DELETE PHOTO button
to delete the photo from the folder.

NOTE: All the photo/images uploaded here on this form are not saved in the
database, instead are saved in a PHOTO folder under your application root
directory.

6.9. Receipt Manager

This Form is used to manage the Receipts of the amount received for various
purposes in the library viz. Membership Fee, Renewal Fee, Fine Charges or
against loss of books. The receipt records are created automatically during return
of the book if fine is due by selecting ‘Create Receipt’ check box. For other kind of
receipts, you may create the new record manually by typing the details here on
the form. You may also create receipt record for partial payment where status of
such record will be marked as ‘Pending’ which you may later any time can update
and receive full amount.

Status of Records:

Pending — where full amount not received
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Paid — Where full amount taken

Click the link / button — ‘Receipt Manager’ under LIBRARY ADMINISTRATOR
module, following form will be displayed:

2.5 =

Prymem Recept Marager
-~

Search Existing Records of the Receipts

You can search the existing records of the Receipts in the ‘Search Pane’ here
given on the top of the form. Click ‘Hide/View Search Pane’ to expand it
downwards — you can search the records by giving value for various search
parameters given there. Press SEARCH button to see the results in Result Grid. In
case you do not specify any parameter and press SEARHC button — it will show all
the records. Once results are seen in the Grid then you may perform various tasks
with the selected Records such as Deletion and EDIT of the selected records.

= -
[ TN, . e e B e oo -

5 C | @ eg4.nic.in/training/Library/Receipts.aspx r

—~= ——— — L~ ST SR T LT %

|= = Jawaharlal Nehru Library, University of Mumbai, Mumbai | Ver4.0 Rel_4 (Enterprise Edition)|

Display Labels In v Payment Receipt Manager

My Titles : 229 Type In Indian languages (Press Clri+g o 1oggle between English and India Language)
My Copies : 665 =i
Member Libraries : 2
Click To View ] Hide Search Pane
E Select Parameter from below and press SEARCH button
g RectiD) Member No Member Name Accession No

) Loose lssue 1D / Copy ID: Payment Recd For v | Status: v
Payment Date FROM: o

Library Administrator

Total Recordis): 8

S.N.Edit Accession No L““‘fn'“"" Security Deposit Amount Due Amount Received Period/Year  Status

Received 5]

Cataloging For
1 |EditjN14 600.00 600.00 15/12/2016 2016 Paid F =]
h : 2 |Edit]nis 600.00 600.00 15/12/2016 2016 Paid F 5]
| flembes Mensgsment ] 3 |Edi 500.00 500.00 16/12/2016 2016 Paid F ]
| | 4 |Edit2s 38.00 38.00 16/12/2016 2016 Paid F 5]
5 |Edit 1 780.00 700.00 03/01/2017 2017 [Pending F o
6 |Editn1 05/01/2017 2017 Pending F o
7 |Editnt 05/01/2017 2017 Pending F O
8 |Editc7s 05/01/2017 2017 Pending F o
Select to
Delete
Pdf Format ¥ | Report Group By v || Summary Report || Detail Report |
WebA A ~ .
»
- 3) I 1] B Lbraries  ” gy o gy 03|
! - 4 m ‘| Desktop = - OO e

Create New Receipt

You can create new record here for any kind of receipt of payment in the library
where some amount is being received from registered for —
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Steps:

New membership fee

Renewal Fee

Amount charged for loss of book
Security Deposits

Any other payment

Select the Member Name from drop-down. It means you can generate the
Receipt record only for registered member in ‘Members Registration’
form under CIRCULATION Module.

Enter Date of Payment in ‘dd/MM/yyyy’ format

Select the Reason for payment — various options given in the drop-down
e.g. New Member, Renewal, Overdue fine, Lost/Damage of books,
Security deposits and Others.

Enter Amount in Rupees being received from member

Select Payment Mode (Cash/Cheque/Electronic Transfer/Others)

In case receipt is for ‘Loss/Damage of Books’ then select Accession No

from drop-down or select Item ID if it is for loss of Loose issues of
journals.

Press SAVE button to save the data

Receipt for Overdue Fine

A new record will be created automatically during RETURN of the book in
CIRCULATION Module if any Fine is due. For this purpose a check box is given on
the RETURN Form with the text —“Generate Fine Receipt” as shown in the below

screen:

T ———————— || V10 (N

-

c

dermaisrmp- Ll Lnen <

e NIC MO Library. Netionsd Infoematics Centre Dulhl

s O~
Wecroweft Worskoms & g by ey
Frese T4 Wy

3 W02 Lo e

Check the Check box ‘Generate Fine Receipt’ — this can be done only
when overdue fine exist during return of the book.

Type the Amount being taken during return of the book.
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e |If fine taken is equal to Fine overdue then status of the record will be
marked as ‘Paid’ otherwise records will be saved automatically with
‘Pending’ Status. The records with ‘Pending’ Status can be searched later in
the ‘Receipt Manager’ from and rest of the amount can be taken later with
the full amount entered in AMOUNT DUE text box — Such record can be
edited and once record is edited here with Full amount the status of the
record will become ‘Paid’. You can Edit such record as given below:

Edit the Receipt Record
You can edit the selected record from the Result Grid under ‘Search Pane’ when
results appear in the Grid.

e Press EDIT button from the Grid of the selected Record.

e Type / modify the data in the text boxes.

e In case any record is with ‘Pending’ Status due to the fact that less amount
was received earlier during return of the book then you need to type the
Full amount in the text box.
e Press the UPDATE Button to save the changes.
Delete Records

Selected Records can be deleted either from the Result Grid under Search Pane —
here you can select all/few records at a time and press DELETE SELECTED
RECRODS button to delete all the selected records. Also, during editing of the
record — you may delete single displayed record by pressing DELETE Button given
on the bottom of the screen.

NOTE: Once you select the Member from drop-down — all the receipt records of
the selected member is displayed in another Grid at the bottom of the screen.
Here you can perform the Deleting / Editing task for selected record(s).

NOTE: Those Records which are with status “Pending” means that you have not
taken full amount which was due. Such Records can be edited and get full
amount and press UPDATE. Once you take full amount and process the record
then status will be changed to “Paid”.
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6.10.

Grwthwlepn A Dighw

Generate Reports

Various kinds of reports of receipt taking can be generated on this form under
‘Search Pane’ or by selecting Member Name from drop-down. The Reports can be
saved in various formats where total amount is reflected in all the reports.

Export Records

This form is used to export the records (Cataloging and Holdings only) of your
library holdings in any of the standard format like CSV / MARC21 / MARCXML /
ISO:2709 / EXCEL, etc. The exported data can be used to import these records in
any other database / application. The form does not provide the facility to export
Members records — such facility is available in the Members Registration Form
under CIRCULATION Module.

You can load the EXPORT Form by clicking the link / button — ‘Export Records’
under LIBRARY ADMINISTRATOR module of the application, see below
screen:

c dernaterrg-lib] L nicin ! B =

tScanthaloys

¢ e
LN

e Search the records by using various search parameters given on the
top part of the form. These parameters are :-

o Search Monographs and Books / Serials — select the

option

o You can search ‘All Records’

o Can Search ‘Random Accession No’ just by typing in the
appropriate text box in the manner —e.g. N1; N3; N345; 345;
890..s0 and so forth. Use semicolon between two

Nos.

o Can search by ‘Range of Accession No’

o Can use ‘Range of Accession Date’ in dd/MM/yyyy format

o Can select a particular ‘Acquisition Mode’

o Similarly can search by a particular ‘Section / Location / Class No /
Copy Status etc.

e Press SEARCH Button to get results in the Grid

NIC-LIB-EG4-2015 Page |64 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

e Select ‘Export Format’ from drop-down
e Press EXPORT SELECTED RECORD Button to save the file .

NOTE: You must export few thousand Records at a time otherwise much time
may be taken in case more records are exported at a time.

Print Holdings Records

This form can also be used to generate various reports in many formats such as
PDF/DOC/HTML. Three kinds of reports viz. Compact/Summary/Detailed can be
generated for various purposes. The reports can be ‘GOUPED’ by various Fields by
selecting the value from ‘Report Group By’ drop-down. This will generate the
same reports order by various fields selected from Group By drop-down.

6.11. Convert Your Labels in Your Language

eG4 provides facility to display all the Labels/Tags in the application in your own
language. By Default all the Labels are displayed in ENGLISH, however, in case
you wish to get display all the labels in local language then your need to create
corresponding labels in your language and save all these in this form. This activity
will be done once only.

How To Create Local Labels

Select the desired language from drop-down and then all the English labels will
be displayed where you need to type labels in your language and then

SAVE/UPDATE all.
_/E e-Granthalaya: A Digital X
5 C | @ eg4nicin/training/Library/Labels.aspx Yo

(A4 Theme 2 Background Clear Login: Pallavi Jachav

e-Granthalaya on Cloud = =
A Digital Agenda for Library Automation and Networking Z. &
“ from NATIONAL INFORMATICS CENTRE, Government of lndia P~

|==="Jawaharlal Nehru Library, University of Mumbai, mumbai | Ver4.0 Rel_4 (Enterprise Edition)|

Display Labels In v Manage Your Labels
My Titles : 195 Type in Indian languages (Press Ctrl+q to toggle between English and India Language)
My Copies : 620 Select Record from Grid, Enter Label in your Language and SAVE
m Step 1: Select Your Language from Drop-Down! EITEd
\i\?’ Total Record(s): 0

Member Libraries : 2

Logout
MODULE

Library Administrator

Update My Profile
Update Library Profile

E H g n’) @ r @ Deskiop B braries  ” e L g " ) 1211;,22‘:)152
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6.12. Access Log of Users/Visitors

This form provides provision to search/view the users Log and Visitors Log who visited
after doing Login on the application. Whenever, any user login the application for data
entry or any member login the OPAC for searching then a Log is saved in the database.
Two kinds of visitors: - For Data Entry and OPAC.

< C | ® eg4nicin/iraining/Account/DatabaseLogs.aspx +

(A4 Theme 2 Background Login: Pallavi Jadhav

—

- 1\; P TN ¥ ﬁ’%\ F

| Ver4.0 Rel. 4 (Enterprise Edition)

Display Labels In:
My Titles : 195

My Copies : 620
Member Libraries : 2

Manage Database Logs

Delete Logs from time to time to save the space in database

' DataEntry Logs '/ OPAC Logs

Delete Selected Row(s)

m Date From: Date To: User Code v | Action | All A
N Search
Logout Report Group By: v | SelectRepart Foramt:| Pdf Format v || Summary Report | Detailed Report
MODULE Total Record(s): 1561

Library Administrator

Update Wy Profile

Login

12345678910111213141516

Logout

Update Library Profie SrNo usercode Login Date o8 Page Visited Success  Action “e"":]"e' L‘[‘g‘;’t s

1 [DLLKOUP (231212016  [03:56:28 |ftraining/dcfault.aspx \d o 10.1.12.251
2  [DLLKOUP (22422016  [03:57:06 |IDefault.aspx v Login 2211212016 (04:00:41 124
3 [DLLKOUP (2211212016  [03:40:32 |itraining/default.asp: v Login 10.1.12.156
4 [DLLKOUP 2211222016  [03:06:45  |/Defauit.aspx \ ‘o0 221212016 [03:08:28 |1
5 |DLLKOUP  |22122016  [02:54:11 [IDefault.aspx \3 Login 1
6 |[DLLKOUP (221212016  [02:47:49 |IDefault.aspx \ Lo 21

_____ 7 |DLLKOUP (221122016  [02:43:27  |IDefault.aspx \4 Login =l
8 [DLLKOUP [221212016  [02:31:48  |Default.aspx \d Bl o i1 -

1031 | |
12/23/2016 | |

Desitop IR Libraries BN s %t O

6.13. View Users Feedback

This Form is used to view the feedback submitted by the users and visitors of the site.
The Library Administrator can update the Feedback and submit the Answer which will
be shown on OPAC page. Library Admin can also hide or view the feedback submitted. If
hide- the feedback will not be displayed on OPAC page. Feedback submitted may also be
deleted.

e Press Search button to get Feedback Records in Grid
e Then other tasks can be performed.

=
<« c

8. Buy HP 15-bgaa7AU
—

-Granthalaya: A Digital %
O | @ Secure | httpsi//egd.nicin/training/Library/ViewFeedback.aspx .

I NPTEL = Mechanical | a. GMAT versus CAT, W

@ Maulana Azad Natio:

h Like v | Status Date From Date To

t || Detiled Report
MODULE

Library Administrator
{ u e |

Organization

1 1011012017
2 |editfom o 1011012017
3 Kant Sharma sTD Nic oriz017
4 |Edit|Ran Mat chm Nt 2

ﬂ QO Type here to search fin}
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6.14. Send Email message to Library Staff and Members

Many times librarian needs to send email messages in bulk to his/her staff or members.
This utility has been added recently in eG4 where messages along with attachment can
be delivered to all/desired members of staff or library members.

[ e-Granthalaya: A Digital X {Pecsonyi) = X

& C () | & Secure | https//egd.nic.in/trai

A, Buy HP 15-bg007AU m NPTEL :: Mechanical . GMAT versus CAT. W @ Maulana Azad Natio

Last Login: 20/03/2019: 15:43:13 rr———
[ E-Granthalaya

e-Granthalaya on Cloud You have 2 notfications
A Digital Agenda for Autemation and Networking of Government Librarigs — 1
From NATIONAL INFORMATICS CENTRE, Government of India

| Ver4.0 Rel.7, 2019 (Enterprise Edition)|

Display Labels In v Send Notices / Messages
My Titles : 648 Type in Indian languages (Pre: 1+g to toggle between English and India Language)
My Copies : 2030 H v
Member Libraries : 2

HELP: This Form is used to send notices and other kind of message to the Library members or Library Staff in mail.

¥ Select Target Group to whom you wish to send mail.* | Library Members v
Logout SEARCH MEMBERS HERE BY VARIOUS PARAMETERS - HELP: Use ; (Semi-colon) between two values if wish to search by Member No in Bulk!
MODULE Type Search String: Select Field: Member No v
Library Administrator Categories: v | Sub-Categories: v Status: v
Update My Profile Date: v Order By:| Member Name v |SortBy:| Asc v || Search |
Update Library Profile
% Subject* Useful Articles for library members
ystem Data
‘Data Entry Formats All library members may find the attachment in this mail, an articles published about our institutions.
Library Team
Notice Board

Photo Gallery Manager
Reoeipt Manager .
Export Records nssage
263 To eG4 Migration
G4 To eG4 Migration
Convert Your Labels

View Brcace tnn

H O Type here to search

Step 1: Search Library staff or library members
Step 2: Select desired names from grid

Step 3: Write text of email.

Step 4: Attach File if any

Step 5: Press SEND button

{Bersaniif — *)

[ =-Granthalaya: A Digital X

< C (O | & Secure | https://eg4niciin/training/Library/EmailNotices.aspx @&

A, Buy HP 15-bg007AU m NPTEL = Mechanical £ = GMAT versus CAT. W' (g Maulana Azad Natio:

Logout SEARCH MEMBERS HERE BY VARIOUS PARAMETERS - HELP: Use ; (Semi-colon) between two values if wish to search by Member No in Bulk! -

MODULE Type Search String: Select Field: Member No v

Library Administrator Categories: 7 Sub-Categories: v Status: v

Update My Profile Date: v Order By: Member Name ~ |SortBy:| Asc v || Search
Update Library Profie
%‘M“?‘ ‘“""D'“:“’s Subject” Useful Articles for library members
=
Data Entry Formats All library members may find the attachment in this mail, an articles published about our institutions.
Library Team
Notice Board
Photo Gallery Manager
e
Export Records
=53 To 2G4 Migration
<G4 To <G4 Migration
Convert Your Labels
T j
View Feedback
Send Messages in Email Submitted By *

Attachment Choose File | No file chosen Browse File

$ oo T

Message*

Select Record from below Grid to send messages in mail

SN Me:::]her Member Name Category SubCategory Email Phone Mobile M'I';ai"" Close Date

1 [TBeo1 |ajay TBP F.r.8.cOM 08/07/2018 |10/08/2019 v
2 |MGSU1 [amitkishor LIBRARY Fxs.com 2999999909 [16/01/2019 [31/01/2019 | ¥
“ 3 |0z anit SENIOR CITIZEN |MALE stgmumbai7@gmail.com 26/02/2019 |20/03/2020 | ¥
4 |c123456  |AshaB. Naik general sector  |FY.B.COM ashanaik@gmail.com 15/11/2018 |15/11/2019 | &
5 [s002 |ASHOKUMAR LIBRARIAN S AN 9003563205 |20/03/2019 |28/02/2020 v
6 |z018 D.PREMA LIBRARIAN LIBRARIAN  [dpremababu@gmail.com 01/03/2019 [30/04/2020 | ¥ -

H O Type here to search ] ! !‘i“. «d
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6.15. Inter-Library Loan Requests

This form is used to approval the ILL Requests submitted by members of other
libraries to get book of library. Librarian can approve or reject the request accordingly as
given below:

@ Emait ProbablySpam X ( [ e-Granthalaya :A Digits. % ) [ e-Granthalaya: A Digital X fammd | — X

& C () | @ Secure | https://eg4.nic.in/training/Library/ILL_Requests.aspx * B & 2@

@, Buy HP 15-bg007AU |Gl NPTEL = Mechanical £ GMAT versus CAT. W' (@ Maulana Azad Natior I3 Through The Wormh [l There is something 2l [ https:/gbu.epravesh [ HTTP to HTTPS redirc

2020: 11:38:39 rrr——r———
[ E Granrha/aya

e-Gran 'ﬁa[ﬂya ~Youhave 2 notfications
D o wAToAL MEHMATS : !é% £ i —1

|= = GOVT BRANCH LIBRARY,, DEPT OF ART &CULTURE, puducherry |Ver4 0 Rel 9, 2019 (Enterprise Edifion)|

Display Labels In v Inter Library Loan Requests Manager
My Titles : 715 Manage Inter Library Loan Request - Approve or Reject.
My Copies : 2313
Member Libraries : 3 © ILL Requests Submitted by our Members . ILL Requests Submitted by Members of Other Libraries

[ logow | Date From: Date To: Status| ALL v | ftem Type | ALL

Search |

MODULE

Library Administrator

Update My Profile

Report Group By: v |Select Report Foramt | Pdf Format v || Summary Report I Detailed Report |

Total Record(s): 3| Delete Selected Row(s) \

Holding Member Member

Sr No ues Date 4
View Library  TemMo Title Vol.Issue Member No — Req status Req.10 M B
1 \View |NICHQLIB INH1 DDC 20 1 1233 s:'{“o:f:"“’ DLLKOUP 2710912019 Approved 3 v

2 View [NICHQLIB  |NH2 DDC 20 1 1233 RamKumar |niikoup 071092019 |Approved 2 v

3 \View |NICHQLIB INH1 DDC 20 1 1233 am Kumar  |DLLKOUP 2610612019 Received 1 v

Request ID*

Similarly, request submitted by our users for getting books from other libraries also
required approval. Once approve then ILL requests are automatically forwarded to
librarians and member who requested the ILL book.

6.16. Internet Resources Approval
This from is used to approve the Internet Resources entered/saved/indexed in

Cataloging module. Here these materials indexed are required approval from librarian
then these resources will be visible in OPAC page.
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@ Emaik ProbablySpam ' [ e-Granthalaya :A Digital - x )/ [ e-Granthalaya: A Digital - X sl - X

< C () | & Secure | https://egd.nic.in/training/Library/InternetResourcesApprovals.aspx W a @ e

@, Buy HP 15-bg00TAU m NPTEL = Mechanical ©
OV I BIRA A LIS

. GMAT versus CAT. W/ (@ Maulana Azad Natior I3 Through The Wormh: [l There is something s [Y htpsi//gbu.epravesh  [7] HTTP to HTTPS redir

URE, puau
Display Labels In v Inernet Resources

My Titles : 715 Type in Indian languages (Press Cirl+g to toggle between English and Indian Languages)
My Copies : 2313 v
Member Libraries : 3

[ logow ] Read Instructions
MODULE Click To View/ Hide Search Pane
Library Administrator select Category: All_*

Search Text In| Sub Heading ¥ | with| All Words ¥ | Show| 1 v |Records
Update My Profile Search
[ Update Library Profile | ety
Manage Library Users
System Data Delete Selected Row(s) H Approved Selected Record(s) ‘
| patmaEntyFormats | Select Report Format:| Pdf Format ¥ || Compact Report Detail Report | Record(s) Showing:: 4
Library Team
Notice Board
| Photo Gallery Manager |
Receipt Manager
Export Records
2G3 To £G4 Migration
<64 To 2G4 Migration
Convert Your Labels
[ View Access Log |
View Feedback
Send Messages in Email
ILL Request Manager
Internet Resources Approvals

Master Data
m NOTE: All entries saved here must be approved by Libraian in Internet Resources Approval Form under LIB ADMIN MODULE.
Catalogi

H £ Type here to search

Resource Heading
Edit|[ACM Digital Library IACM USA Paid https:/dl.acm.org/ 2

[full Digital Free _part_full.pdf|4

Edit|Constitution of India Gocument Lf

Edit|IEEE Digital Library IEEE Explore DL [Paid https: lfiesexplore.iess.orgiXplore/ome.jsp 1

ER TSR -

developed by IITK
]

Edit|National Digital Library of India for MHRD, GOl

Free nttps:/ndLiitkgp.ac.in/ 3

° Load the Form

° Go to SEARCH PANE — click it

° Press SEARCH Button to view the IR Entries made in cataloguing module.
) Select / De-select and press “APPROVE” button

) Librarian can delete /edit these entries

° Once approved then these entries are visible on OPAC

@ Email: Probabl x (3 A Digital x ' [ e-Granthalaya: A Digital  x ) [If] e-Granthalaya OPAC:AT X fmmd X

C () | & Secure | https://egdnicin/training/OPAC/Defaultaspx LA AN O]
@ Guy HP 15-bg007AU [l NFTEL + Mechanical © = GMAT versus CAT. W (@ Maulana Azad Natior I3 Through The Wormb [l There issomething s [ hetpsi//gbupravesh [ HTTP to HTTPS redin

oGSO Toaln
Member Libraries: 3 Don't have an account? Then
Contact Library

Get OTP for Login

UNION TALOG ) -
OF GOVERNMENT Reset Password

LIBRARIES

T
e-Gra rzthawya

WARC21 Character Set
Bibliographic Test Record _— COBOL PRO
- WITH PAPER
Closing Curly Bracket ROY, MK

MOJE, 5w

2020 DLLKOUP [2313 [89 |
. 2011 =0

2000 HICHOLIB |4 o .2
[TRNGLIB o o B

DBOOK OF

FRESSURE —Internet Resources

© Siumis) View All
= Free

DIGITAL

Recent News Items. View
All News [tems
National
Digital
“Library of

India
. Constitution
Broken Arrow S 4 -

of India 2

Asp migration

ArrevTion Thangkhiew, s
BooEwoRMS DiGITAL .Paid
2019

. = IEEE Digital
Library
Granthalaya 4.0 on Cloud. e-Granthalaya ACM Digital

L@

nd Member Services T Library

6.17. Data Entry Statistics
This form is used to get Data Entry statistics made by library staff using various
forms. In eG4, whenever any record is added or edited then staff login name is saved
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with that record which can be searched here on this form and report can be generated
or excel export is done for later use.

< c egd nic.in/training,

™M Gmail @B YouTube Q Map 2 Mi

W e-Granthalaya

A Digital Agenda for and of Libraries
from NATIONAL INFORMATICS CENTRE, Government of India
s 7o < -
- Eﬂaﬂﬁﬂ HEATTY YD1, Ministry of Electronics and Information Technology, Government of India, Bangalore | Ver4.0 Rel 15, 0512022 (Enterpnse Edition)|
Display Labelsin| Data Entry Statistics
My Titles : 816 STEP 1: Select Parameters.
My Coples : 2579 P
My Members : 445 Select Staff Member All Users v
My Full-Toxt : 89 L
Libraries in Cluster : 3 Select Data Tables [MicroDocuments V]
Logout Date FROM ™
Action Addition v |

Library Administrator

Update My Profilo

Dota Entry Statistics
NOC Approvals

L Type here to search
Either reports for all staff or a particular staff can be selected for searching an
functionality name is selected from drop down.

< C & eg4nicin/training/Libr

Gmail @B YouTube @ Maps § Mi

@ e-Granthalaya

A Digital Agenda for and
TICS CENTRE,

P R, s
= * TAITEH YEIET GEIDIE, Ministry of Electronics and Information Technology, Government of India, Bangalore | Ver 4.0 Rel. 15, 0572022 (Enterpnse Edition)
v Data Entry Statistics

My Titles : 816
My Coples : 2579

My Members : 445 Select Staff Member All Users v
My Full-Text : 89
LSrarten ks Chisiar':3 Select Data Tables. Micro Documents v
Logout Date FROM T0|
Action Addition v |
MODULES
Data Eny Stastics GMEIDBEEns Table: 74 Record | e Granthalaya: A Digtal Agenda for Automation and
SN. Title Date Added Added By Date Modified Edited By Year Type NO
1 PMModivisits US: a brief report 25108/2015: 12:00:00  DLLKOUP /ey Ims: DLLKOUP 2015 Article 1
17/08/2016:
= [ — -
2wt 2022016: 120000 DLLKOUP 17/08/20 ouixoue 2016 Chapt 2
3 test2 12102/2016: 12:00:00  DLLKOUP 2016 Chapter 3
« wo 12022016: 120000 DLLKOUP 2016 Chapter a
5 e 12102/2016: 12:00:00  DLLKOUP 2016 Chapter 5
5 et ot 12022016: 120000 DLLKOUP 2016 Chapter .
7 catwave clims aver 100 e ia Andhea Piadest, Tolangana 08NZ016:12:00:00  BLLKOUP 2016 Artice )
S Gewlormente wniforme 00 UK sckocks e 15062016: 120000 DLLKOUP 20/07/2018 T 2016 News 10
Sl s 10T2016: 120000 DLLKOUP 0706 oo 2015 chapter 11
10 Parameters 12107/2016: 12:00:00  DLLKOUP 2015 Chapter 12
11 From shooters to wrestlers: Report card of Indian athlates at Rio Olympics 23/08/2016: 12:00:00  DLLKOUP b ot DLLKOUP 2016 Nows 13
12 26/002016: 120000 DLLKOUP 2016 Artice 1
13 26/08/2016: 12:00:00 DLLKOUP 2016 Article 15
" e couapbwkation ot erer vitt, PO agnaoett 1aeaes o iie s e =

13009/2016: 12:00:00 2016 Article

DLLKOUP

P Type here to search

Once results appear then these can be saved in excel or as pdf documents.
6.18. NDC Approval

This form is used to give approval of “No Due Certificate” cases which are tagged
by library staff for those members who are going to complete the courses in an
academic institution or resigning / superannuating in offices. First such members need
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to be tagged by concerned library staff for NDC in Circulation module / Member
Registration form. Once tagged then these records will become available on this form
for approval of Incharge — Library.

[ e-Granthalaya: A Digital Agenda X v - 0 x

€« C @ egdnicin/training/Lit

M Gmail @B YouTube @ Maps 2 Microsoft VisuslStu

‘& e-Granthalaya

A Digital Agenda for and
TICS CENTRE,

My Tities : 816 This Form is used to Accord the Approval to Members Tagged for No Due Certificate. Once Approval is accorded by Library InCharge. ‘approved members in
My Coples : 2579 Circulation Module.
My Members : 445
My Full-Toxt : 89
Libraries in Cluster : 3

Logout

Report Group By. | v | Select Report Foramt:| Pdf Format v Summary Report
MODULES 2 .

®pendng ) Approved

ordCount(s|

Tag
SrNo Member No Name Category  Sub Category for Tagged Date Tagged By Approved By Approved Date a8
NDC?

nz1 Adit Gupta admin ¥ 12092022 DLLKOUP

[ Approve selected Records for NDC || De-Tagged Setected Members |

P Type here to search

How to Approve:-

e Select the desired record from result grid by clicking checkbox given at right side
of each record
e Press Approve button

NOTE: Those members approved can be DE-TAGGED again by selecting desired record
and pressing DE-TAGGED Button. Once member de-tagged then such members become
normal member of library. De-Tagged may be required for various reasons to back
process the steps.

6.16. Guest Members Management

This form is used to manage guest members who registered themselves using utility
given on OPAC page of e-Granthalaya. Once registered, these members become
available on this form where each member record is selected for: - 1) Assigning Member
No (it can be anything unique e.g. G1) G stands for Guest. 2). Set the no.of days of
member validity. Then approve. Now such approved members will be treated as normal
member where they can get access of online library services, issue /return etc. and
downloading of ebooks.

NIC-LIB-EG4-2015 Page |71 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

@ Email Inbox (5) x [ e-Granthalaye: A Digital Agend:  x [ e-Granthalaya OPAC: ADigital A X | +

ovals.aspx

< C @ egdnicin/training/Library/Gu

ft Visual Stu

@ YouTube @ Maps £ Mi

Login: Athokpen Jiten Singh

e-Granthalaya

A Digital Agenda for and
from TICS CENTRE,

| Ver 4.0 Rel 16, 0872022 (Enterprise Edition)

est in OPAC page.

My Titles : 891
My Coples : 2857
My Members : 5§13 ® ~ Ay
My Full-Text : 102 © Pending ) Approved ) Closed

Libraries in Cluster : 3

Logout Report Group By: - | Select Report Foramt:| Pdif Format v |
MODULES Record found. 0
Library Administrator For Number of Days:
Update My Prof

Update Library Pr
Manage Library Users
System Data
Data Eniry Formats

omation and Networking

Notics Board
Photo Gallery Manag
Receipt Manager
Export Records
9G3 To eG4 Migration
5G4 To 864 Migration
Convert Your Labels.
View AccossiVisitors Log
View Feedbock

Type here to search

0
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Chapter 7
Master Data Module

This Module is used to update various master tables containing the global data which
will be used in subsequent modules of the software. These master tables are updated
before starting the data entry of the books. However, few of the master tables are not
required to be updated separately. Like PUBLIHSERS Table will be updated
automatically during data entry of books where Publisher details will be saved in this
table from other modules.

The master data modules consists of the following master data:-
e Update User Profile
e Manage Library Committee
e Manage Library Committee Members details
e Holiday Calendar
e Publishers Director
e Vendors Directory
e Library Sections
e Subject Directory
o Letter Templates

3 e-Granthalaya: A Digital X
< C | ® egdnicin/training/Account/EditUserProfile.aspx +

|=<~= Jawaharlal Nehru Library, University of Mumbai, Mumbai

Display Labels In v Edit My Profile
My Titles : 229 Type in Indian languages (Press Cirl+g to oggle befween English and India Language)
My Copies : 665 v
Member Libraries : 2
ﬂ User Code * DLLKOUP 3-10 Chrs Length, Alpha, ENG Only, Distinct User Code.
User Name * Pallavi Jadhav
Logout
Designation * Librarian
MODULE Phone

Mobile
Library Administrator
Email * siescomslib@gmail.com
m Download Record? * No v | Download Record from Internet Automatically based on ISBN in Add title and Retro-conversion?

i Update My Profile i Display Record ? * Yes v | Re-Display Catalog Record after SAVE/EDIT?

Manage Library Commitiee yes

Committee Members Detalls || pgmane
Holiday Calendar ]
Publishers Direstory : 4
Vendor ny ; Set Security Qand Answer

| Re-Set Super User Password
i SelectPhoto Choose file |No file chosen

Update || Cancel || Report ||PdfFormat v |Select Print Format

w3 | |
01/06/2017

»
Desktop [ Libraries BN - (o oy
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7.1. Update Profile

This Form is used to Update the User Profile who has login the software for data
entry. For details you must read the Chapter 5: Library Administrator.

7.2. Library Committee

This form is used to manage the Library Committee details required for sending
approval in the Books Acquisition and Serials Modules. There may be various
committees in a library with different roles and period. This form can be loaded
by clicking the link / button — ‘Manage Library Committees’ given under MASTER

DATA Module. On this form you can Add New Committee, can Edit existing
committee details and can Delete the Committee, however, it is advisable not to
delete the Committee Records if the committee has approved books and their
reference is saved in the Acquisition Table of the database.

§ Dectmtbonn2igtn ) »

- c demcteme-Shl ] Micin B E

e ) ~ b PN

Tt = e e (N 041 Ty . —— S e e
.

Entor Daln and Frans SAVE Tution 10 seve the recami

P Lyt S o 0§ S Sy B 2, Sy 1§ e

‘ nn
BN

Search Existing Records

Existing records can be searched under ‘Search Pane’ — click the ‘Hide/View
Search Pane’ given on the top of the form — it will slide down and will show all the
records already saved in the database. You can perform various tasks such as
Delete Records by selecting the records from the Result Grid and pressing the
Delete Button. Also, you can modify the selected record by pressing the EDIT
button.
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[ e-Granthalaya: A Digital - x = ]

5 C | @ eg4nicin/training/Master/Committees.aspx T
B ——— ———— L~ . A AL

|="="Jawaharlal Nehru Library, University of Mumbai, Mumbai | Ver4.0 Rel_4 (Enterprise Edition)|
Display Labels In v Library Committees
Wy Titles : 229 Type in Indian languages (Press Ctri+g to toggle between English and India Language)
My Copies : 665 Hq v

Member Libraries : 2

[ togow ] Total Recordisy 11

Select Report Format: | Pdf Format v || Compact Report || Detail Report |

MODULE Delete Selected Row(s)

Library Administrator ‘Chairman

1 [EditlLac Library Advisory Committee Dr. V.A. Patil R.A. More 5
m 2 [EditlLiL Library Advisory Committee Dr. V.A. Patil Prof. PD. Gathade B
Update My Brofie 3 |Edit]LC Library Committee M XY Z PGR, STU 10
fonsge Ly Bontee 4 |Editjcom LIBRARY COMMITTEE |ANUJA JADHAY KA EAN DUTT; SWATL g,
5 [Edit|Liscom Library Committee aaaaaa bbb; coc; ddd; eee it |7
6 |Editlase Library Committes for Selection of rare books shri. xyz Shri, Ahire o
7 |Edit|Liscom Library Committes Not M Moni A Mishra; P K Shan 1
| Dr. Pavan Kumar Yadav, Dr.
| 8 [Edit|1234 Library Development Committee Dr. Rameez Khan Pradecp, Dr. K M Siddiqui, |6
H Dr. Salcem Siddiqui
) 2

m Edi NIC Library Committee No.1 M Moni P K Upadhyay; R K Matoria
Cataloging Enter Data and Press SAVE Button to save the record..
Committe Code * Enter Distinct Committee Code - ENG & Digits Only; Min 2, Max 10 Char.
Committee Name *

\E O]

w31 | |
01/06/2017

&)
-’ |

Desktop [ Libraries BN fm . [m i )

Add New Committee

e Type the unique Committee Code e.g. LIBCOM1 , COM1, etc. It must be in
ENG only

e Enter Committee Name

e Members and Chairman details

e Start Date and Closing date of the committee

e Mandatory Fields are marked with * sign

e You may type the data in local language by using the built-in utility by

selecting the language from drop-down given on the top of the form and
pressing the Crl+g.

e Select Date from Date Picker or enter date in dd/MM/yyyy format
e Press SAVE to save the record.

Edit Record

You may edit existing record by selecting the record from ‘Search Pane’ after
search and press EDIT button. The details of the selected record will be displayed
in the fields, change the desired field and Press UPDATE button to save the
record.

NOTE: Library Code can not be changed later. Also, once you started use of
Library committee for Purchasing approval then you must not delete the
committee records.

Delete Record
You can delete newly added records from ‘Search Pane’ after performing the

Search there. Please do not delete Committee Records if you have saved their
reference in any of the approval record.
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7.3. Library Committee Members

This Form is used to manage the details of the Committee Members. The details
of the committee will not be used in any module of the software, rather will be
displayed on Introduction page of the OPAC interface for library members. The
form can be loaded by clicking the link/button —‘Committee Member Details’ and
following form will be displayed:

J Decimtbonn 2t/ »

. c demcteme-Sh 11 Mcing ' B8 E

o o —

Manage Commitiee Members

-
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Enfet Data sned Press SAVE Button 1 save The resard.

o

-
T
Praee

Search Records

You can search existing records of the committee members which were saved earlier.
Records can be searched under ‘Search Pane’ given on the top of the form and slide
down once you click the button text — ‘Click to View/Hide Search Pane’.

e The records can be searched by typing the word(s) along with other
parameters
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e Select the Boolean operators, if any from the drop-down

e You can type the searching word in local language by using built-in utility
on the top of the form

e Press SEARCH button

e In case no search parameters are used and press search button — all the
records will be displayed in the Result Grid.

e Once results appear in the Grid then you can perform various tasks for
selected record Like Deletion and Editing.

_/ [ e-Granthalaya: A Digital X =n

&« C | @ eg4.nicin/training/Master/Commiittee_Members.aspx T

e-Gr a on Cloud

e, (B O Amiral s

=="Jawaharlal Nehru Library, University of Mumbai, Mumbai | Ver4 0 Rel_4 (Enterprise Edition)|
Display Labels In; v Manage Committee Members
My Titles : 229 Type in Indian languages (Press Ctri+q to toggle between English and India Language)
My Copies : 665 Eil]
Member Libraries : 2
n Click To View  Hide Search Pane
:Lw,m Search Text In[ Name v |with| Like v | Status| Search
SEEILLE Select Report Format | Pdf Format v || Compact Report || Detail Report |
[Ty pr—— Delete Selected Row(s)
Master Data Total Record(s): 4
: : .N. Edif Designation Rank [ Responsibility
H Update My Profile ; TR s F
h Manage Library Committee . ent
2 |Edit|P K Upadhyay ITD 3
3 |Edit|R K Matoria ITD 2
4 |Edit/Raini scD 5
Selectto
Delete
Circulation

———— i Lobel -

09:39
01/06/2017 ||

»
Desktop I Libraries EN e . o v )

Add New Record
To add record for committee members, follow the steps:-
e Enter details of the committee member
e Select the Role from drop-down (Chairman / Member / Convenor, etc.)
e Mandatory fields are marked with * sign
e Data can be typed in local language by selecting the desired input language
from drop-down on the top of the form
e Upload the photo of the member
e Press SAVE button to save the record.

Edit Record
e Search the existing record under ‘Search Pane’
e Press EDIT link button for the individual record from Result Grid
e On pressing EDIT — details will be filled in the fields
e Modify the details and press UPDATE button to save changes
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Delete Record
e Search existing record(s) under ‘Search Pane’, use search parameter if
required.
e Select the record(s) from the result to be deleted
e Press “Delete Selected Record(s)” button to delete

7.4. Holiday Calendar

This form is used to enter the Holidays of an year which will be taken into
consideration while calculating Overdue Fine for late Return of the book. The
date which will be saved in the database will be skipped for calculation of the
fine, if any.

The Form can be loaded by clicking the button — ‘Holiday Calendar’ — following
form will be displayed:

[ S Guemers Al = SNEY
e e —————— i

- c derrotemp-Eb ] nent 0=
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You can search and view the existing record year-wise if already saved in the
database. This can be done under the ‘Search Pane’ — it will slide down the pane

e Select Year from drop-down — dates will be shown
e You can perform various tasks with the results — can delete the selected

< C | ® egd.nicin/training/Master/Holidays.aspx r

2] [AT[A% Theme 3 Background Login: Pallavi Jadhav

|= = Jawaharlal Nehru Library, University of Mumbai, Mumbai | Ver4.0 Rel_4 (Enterprise Edition)|

Display Labels In Holiday Calendar
My Titles : 229

My Copies : 665 =
Member Libraries : 2 Click To View/ Hide Search Pane

Select YEAR:[ 2016 v |Record(s): Select Report Format.| Pdf Format v

Total Record(s) 30| Compact Report || Delete Selected Row(s)
[ temow | |G Holiday Date Yoar Day D I

070112016 2016

MODULE

0810112016 2016

1
2
Library Administrator 2610112016 2016 5
18102/2016 2016 3
Master Data
231022016 2016 3

Update My Profile 2410312016 2016 6

Banage Libeary, Commitie 14042016 2016 11
co et

16104/2016 2016 12
22104/2016 2016 10
2710512016 2016 13

Add New Record
e C(Click the date shown on the calendar.
e You can change the Year/Month by clicking < > sign
e Current month will be displayed in default on load of the calendar
e Press SAVE button to save the added Records
e You can select first multi-dates and can save at one click

Edit Record

Search the existing record under ‘Search Pane’

Press EDIT link button for the individual record from Result Grid
On pressing EDIT — details will be filled in the fields

Modify the details and press UPDATE button to save changes

Delete Dates/Records
e Search the saved record under ‘Search Pane’
e Select the Record(s) and press ‘Delete Selected Row(s)’ button

7.5. Publishers Directory

This Form is used to manage the Publishers details required during the data entry
of Titles of the documents. However, there is no need to add the new record here
on this form as the new records for publishers are created automatically during
data entry of documents in other modules of the application.
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Search Records
e Records for existing publishers can be searched under ‘Search Pane’ given
on the top of the page.
e Click ‘Click to View / Hide Search Page’ text on the top of the page
e Enter word(s) / Search string along with other search parameters
e Press SEARCH button to get results

e Once results appear in Result Grid then you may perform various tasks for
the selected records.

(& =-Granthalaya: A Digital X

& C | ® eg4nicin/training/Master/Publishers.aspx S

B o 3 == Py :
~an X, i i i

-~ B VN F i F

| Ver4.0 Rel. 4 (Enterprise Edition)

Display Labels In v Publisher Directory

Wy Titles : 229 Type in Indian languages (Press Ctri+g to toggle between English and India Language)
My Copies : 665 v
Member Libraries : 2

w wu
m A Digital Agenda for Library Automation and Networking
,,,,,, from NATIONAL INFORMATICS CENTRE, Government of lndia

|=="Jawaharlal Nehru Library, University of Mumbai, Mumbai

Click To View ! Hide Search Pane

EI Search Text In| Publisher Name v |with | All Words * |Show| 10 v |Records | Search
MCDULE Record(s) Showing: 10|  Next Page
Delete Selected Row{s)
Report Group By v |Select Report Format | Pdf Format ¥ || Compact Report || Detail Report || Publisher Bibliography Report
I ) e — e
Usdaie My, Erofie ] 1 Edit |McGraw Hill [New Jersey i
Ct:;?;: bw:::::;;:\: 2 | Edit|Tata McGraw Hill Lucknow 2
Holiday Calendar 3 |Edit|Library Delni peini s
Publizhers Dirscta 4 | Edit|Azad Publications Basti 4
5 | Edit|Azad Knan Bombay 5
6 | Edit|indian Bibliography Bureau [New Delni 5
7 | Edit|Eisevier science [New Delni i
8 | Edit|Gyan Publications Pune ]
9 | Edit|Palgrave Macmillan Newvork o
o

» (al
Desktop [ Libraries BN . [m iy

09:
01/06/2017

Add New Record
e Enter the details of the Publisher
e Mandatory fields are marked by * sign
e For typing data in local language — use built-in utility given on the top of
the form by selecting desired language and press Ctrl+g to activate it.
e  Press SAVE Button to save the record

Edit Record
e Search the existing record under ‘Search Pane’
e Press EDIT link button for the individual record from Result Grid
e On pressing EDIT — details will be filled in the fields
e Modify the details and press UPDATE button to save changes

Delete Records
e Search Publisher Records under ‘Search Pane’
e Select the record(s) from the Result Grid
e Press “Delete Selected Record” button

e If publisher record reference is saved in any of the cataloging record then
record will not be deleted.

NIC-LIB-EG4-2015 Page |80 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

How to Print Publisher Bibliography

Press ‘Search Pane’ given on the top of the form

Press SEARCH Button to get all results

Press ‘Publisher Bibliography’ button to generate report of bibliography
Save the Report in desired format.

[} e Granthalaya: ADigital - X ¥ [ Jawaharlal Nehru Library X W

C | © file:///C:/Users/nic3745/Downloads/Report_Publishers_Detail_06012017.pdf | i

Jawaharlal Nehru Library

Jawaharlal Nehru Library
University of Mumbal

January 06, 2017 Publisher Bibliography of Books.

Group By: Publisher

: »
Deskiop I Libraries EN g » Pz & 09:45
— B0 geomy ||

7. 6.Vendors Directory

This Form is used to manage the Vendor details required during the use of
Purchasing module of the software. The vendors records are essential to place
the orders of books and serials, etc. To load the Vendor form click the button —
‘Vendor Directory’ under MASTER DATA Module.

W Y i W

Ver 48 M | e Eution)

Search Records

e Records for existing Vendor can be searched under ‘Search Pane’ given on
the top of the page.
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Click ‘Click to View / Hide Search Page’ text on the top of the page
Enter word(s) / Search string along with other search parameters
Press SEARCH button to get results

Once results appear in Result Grid then you may perform various tasks for
the selected records.

Ve 40 e | Cmmenne Cutton))

Vendors Derectory
N Ty T = E——

Clck Tr Vew / i bomety Paew
4 - the B e . Sanieh

Te Sy

P11 | e S s

= e B im0 B3
e = .

¥ |G resmnn e | s LY e

T Nt i Ehbe

Enter Data and Press SAVE Bistion to aave the recarm

Add New Record

Enter the details of the Vendor
Mandatory fields are marked by * sign

For typing data in local language — use built-in utility given on the top of
the form by selecting desired language and press Ctrl+g to activate it.

Press SAVE Button to save the record

Edit Record
e Search the existing record under ‘Search Pane’
e Press EDIT link button for the individual record from Result Grid
e On pressing EDIT — details will be filled in the fields
e Modify the details and press UPDATE button to save changes

Delete Records

Search Vendor Records under ‘Search Pane’
Select the record(s) from the Result Grid
Press “Delete Selected Record” button

If Vendor record reference is saved in any of the Purchasing record then
vendor record will not be deleted.

How to Print Vendor Bibliography

Press ‘Search Pane’ given on the top of the form

Press SEARCH Button to get all results

Press ‘Vendor Bibliography’ button to generate report of bibliography
Save the Report in desired format.
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7.7. Library Sections
This Form is used to manage the Sections in the Library. Before starting data
entry in the software, library needs to create sections records accordingly. During
addition of copies of a book, user will need to select the section where copy of
the book will be shelved. Later, based on sections, list of books can be generate
in search module. To load the Vendor form click the button — ‘Library Section’
under MASTER DATA Module.
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Search Records
e Records for existing Library Sections can be searched under ‘Search Pane’
given on the top of the page.
e Click ‘Click to View / Hide Search Page’ text on the top of the page
e Enter word(s) / Search string along with other search parameters
e Press SEARCH button to get results

e Once results appear in Result Grid then you may perform various tasks for
the selected records.
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Add New Section
e Enter the details of the Section in the text boxes
e Mandatory fields are marked by * sign
e For typing data in local language — use built-in utility given on the top of
the form by selecting desired language and press Ctrl+g to activate it.
e Press SAVE Button to save the record
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s C dernotermp-ldal L nicin ( 0=

YD T (Lt Bl

Library Sections
M e I
.

Frttor Data soxt Frane SAVE Sation W awve 1w recerd.

|10t Bt A Tatt  FID & gy Dty W 3 gt & e

Edit Record
e Search the existing record under ‘Search Pane’
e Press EDIT link button for the individual record from Result Grid
e On pressing EDIT — details will be filled in the fields
e Modify the details and press UPDATE button to save changes

Delete Records
e Search Section Records under ‘Search Pane’
e Select the record(s) from the Result Grid
e Press “Delete Selected Record” button

e |f Section record reference is saved in any of the Purchasing record then
vendor record will not be deleted.

How to Print Section Bibliography (List of Books in sections)

Press ‘Search Pane’ given on the top of the form

Press SEARCH Button to get all results

Press ‘Vendor Bibliography’ button to generate report of bibliography
Save the Report in desired format.
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NOTE: These SECTIONS added here will be available for selection from Drop-Down
in HOLDING part of the BOOKS ACQUISITION and RETRO-CONVERSION FORM
during data entry.

NOTE: SECTION Field must always be selected/included in DATA ENTRY FORMAT
so created in LIBRARY ADMIN Module.

7.8. Subject Directory

This Form is used to manage the Subject Heading List / Directory on which books
are available in the Library. A library must use the Standard Subject Heading to
represent subject of the collection. A standard tool for subject heading may be
used to define the subject heading. Besides, related keywords may be added here
with each subject heading which can be used to search the catalog based on
either main subject heading or related keywords. The related keywords will be
included in the KEYWORDS fields of catalog record. To load the Vendor form click
the button — ‘Subject Director’ under MASTER DATA Module. Class No and
Keywords saved here along with SUBJECT HEADING will be entered in Cataloging
Records of the book when you will select the SUBJECT from drop-down.
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Search Records
e Records for existing Subject Headings can be searched under ‘Search
Pane’ given on the top of the page.
e Click ‘Click to View / Hide Search Page’ text on the top of the page
e Enter word(s) / Search string along with other search parameters
e Press SEARCH button to get results

e Once results appear in Result Grid then you may perform various tasks for
the selected records.
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Add New Record

e Enter the details of the Subject Heading / Class No, etc in the text boxes.

e Select Parent Subject as broader subject heading — it will present the
subject tree in hierarchical manner and will be available for search Subject
tree under OPAC.

e Mandatory fields are marked by * sign

e For typing data in local language — use built-in utility given on the top of
the form by selecting desired language and press Ctrl+g to activate it.

e Press SAVE Button to save the record

Example of Hierarchy:

-SCIENCE
--CHEMISTRY
---ORGANIC CHEMISTSTRY
----IN-ORGANIC CHEMISTRY
-PHYSISCS
-BIOLOGY

Edit Records
e Search Record under ‘Search Pane’
e Press EDIT button from the desired record in the Result Grid
e Change the data
e Press UPDATE Button to save changes

Delete Records
7.9.  Search Section Records under ‘Search Pane’
7.10. Select the record(s) from the Result Grid
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7.11. Press “Delete Selected Record” button

7.12. If Section record reference is saved in any of the Purchasing record then
vendor record will not be deleted.

How to Print Subject Bibliography (List of Books — Subject Wise)

Press ‘Search Pane’ given on the top of the form

Press SEARCH Button to get all results

Press ‘Subject Bibliography’ button to generate report of bibliography
Save the Report in desired format.

Select the record(s) from the Result Grid
e Press “Delete Selected Record” button

e |If SUBJECT record reference is saved in any of the Cataloging record
then SUBJECT record will not be deleted.

7.9. Letter Templates

This Form is used to create and manage various letters template / text which
needs to be generated in other modules of the application. For example, you
need to create a template for ‘Reminder’ where you can write the desired
message in desired language. This form can be loaded on clicking the link button
— ‘Letter Template’ under MASTER DATA Module.
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Search Records
You can search the existing letters which have been created and saved earlier.
This can be done under ‘Search Pane’

e Records for existing Letter can be searched under ‘Search Pane’ given on

the top of the page.

e Click ‘Click to View / Hide Search Page’ text on the top of the page

e Enter word(s) / Search string along with other search parameters

e Press SEARCH button to get results
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e Once results appear in Result Grid then you may perform various tasks for
the selected records.

Lrter Dot wvd Prese JAVE Button o tawe e secord

Add New Record

e Enter the details of the Letter Template with all the sections of the letter.

e Enter ‘Top Message’ and ‘Bottom Message’ in paragraphs, can be used
bullet or any other formatin.

e Mandatory fields are marked by * sign

e For typing data in local language — use built-in utility given on the top of
the form by selecting desired language and press Ctrl+g to activate it.

e Press SAVE Button to save the record

Edit Records
e Search Record under ‘Search Pane’
e Press EDIT button from the desired record in the Result Grid
e Change the data
e Press UPDATE Button to save changes

Delete Records
e Search Subject Records under ‘Search Pane’
e Select the record(s) from the Result Grid
e Press “Delete Selected Record” button
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Chapter 8
Books Acquisition Module

This module is used to automate the purchasing process of books in a library and it is
an optional module where data entry of new books are done through various steps
executed in this module. In case user does not want to use this module then data entry
of books can be done direct in ‘Retro-Conversion’ Form under CATALOGING Module.

While using this module — user needs to use all the forms — one by one — to complete

the purchasing process of the books, user can not skip any step. The following
functions can be performed in the module:-

e Add New Title

e Manage Approvals
e Manage Orders

e Accessioning

8.1. Add New Title

This form is used to enter new titles of the book to be purchased under this
module. Under this module, user can enter the details of the titles of Books and
Monographs, Non-book Materials. For adding serials/magazines/periodicals
details, user must use SERIEALS Module. This form can be loaded by clicking the
link/button — ‘Add New Title’ under BOOKS ACQUISITION Module — following
form will be loaded:
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Search Existing Titles

Existing Titles of Books/Monographs and Non-book Materials can be search here
under ‘Search Pane’ by specifying the search string/keywords in the search text
box and by applying various search parameters like :-

Search in the Field — Select the Filed to be used for search
Boolean Operators — Use Like, And, Or, End With, Start with

Result can be ordered by various fields. Once SEARCH button is pressed then
results appear in the Grid. In case no search parameter is used and press Search
button then all results will be appear in Result Grid. Once results appear then
many of the task can be performed with selected record like — delete of Record,
Printing the Result, Editing the selected Record, etc.
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Besides, a catalog record can be displayed by entering the CAT NO in the “Search
Record’ Text Box — select the Filed where it is being searched and press ENTER. If
record exists then the said record will be displayed in the corresponding form
fields.

NOTE: Before starting of data entry in this form — you must create ‘Data Entry
Format’ for all kinds of documents given under LIBRARY ADMINISTRATOR
MODULE.

How to Find if Title Already Entered by Your Library or other libraries
participating in the same cluster?

[ ISBN Field: Once start typing ISBN No in the ISBN Text box — stay for few

milliseconds, in case same ISBN already entered then it will be displayed — if
it is there it means title already exists and then you can display the same
title by searching it by its ISBN No under SEARCH Option
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Add New Title
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Once Start typing
ISBN, stay for few
milliseconds

e Title Field —
o Start Typing Title in TITLE text box
o Wait for few milliseconds after typing first letter

o If title already exists then you can select the Title from suggested
Items

o On selection of Item — its CAT NO will be written in SEARCH Text
Box o Press GET Button to display the Title Record

[ -Granthalaya: A Digital - X =&

<« C | ® egdunicin/training/Acquisition/AddTitle.aspx | i

(2] [A] A4 Theme £} Background [FFFFFF_|Clear

e-Granthalaya on Cloud

A Digital Agenda for Library Aulomation and Networking
1rom NATIONAL INFORMATICS CENTRE, Government of

<<= Jawaharlal Nehru Library, University of Mumbai, Mumbai | Ver4 0 Rel_4 (Enterprise Edition)|

Display Labelsin:| 7| Add New Title

my Titles : 229 ’W‘
Me’::bz?{:::ﬂ‘[iis: 2
E Display Record: Type Cat No/ISBN or Search in the Above Pane
Search Record l:“cm No v Press ENTER after Typing the Data

MODULE HELP: In case no fields are displayed to Enter Data - Create Data Entry Format for Selected Doc type in LIBRARY ADMIN Module.

Document Category * [Monographs and Books v |[Books  v||General Books v
Select Language”™ [English v |Multivol? [N * \Tnmlvm:l:anrmar\ Print v
Doomsfin =

oA e st ey '

h . Title® in]

| Add New Title | india 2016 =
Manage Approval | India Today book
Manage Orders | Authors indian Histo

i = N INDIAN INSTITUE OF TECHNOLOGY

... Editorisk indian Political History

Edition [(e-4- 2nd Revised EQ)

Publisher*

“ Publication Place* Country of Publication® | v
Publication Year* T | ¥YYY (eg.2013) -

i El@ O] 73 ) @@ m J Deskiop Bt 7 E e .m0 01/%)9%:/52117 L

How To Download Catalog Record from Internet?
e Enter ISBN No in ISBN Text Box
e Press DOWNLOAD button to download record from net (if exists
somewhere)
e Correct the data if required.
e Press SAVE button to save the Record
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Add New Title

e Select Document Type from three drop-down — default type is always
selected on load of the form. For example, in case you wish to create a
new catalog record of ‘Dictionary’ type of document then you must select
it from these drop-down.

e Select Language of the document from drop-down

e Select Value from ‘Multi-Vol’ / also select ‘Physical Format’ of the
document — PRINT is the default format

e Enter ISBN No as printed on the book with ”-“ or without hyphen.

e In case, you wish to download catalog record of the book from internet
then check the check box — Download Record. You can add this value in
Library Profile also to automatic selection of this value. Once ISBN is
entered and cursor is moved to next field — system will start searching of
catalog record from net, if available.

e Enter data in the relevant fields for which data available in the book

e Mandatory fields are marked with * sign

e Data may be typed in local language by using the built-in drop-down given
on the top of the form or by installing a transliteration software.

e The titles already entered will be viewed in the TITLE field based on
matching the title

e Author names already saved in the database will be displayed
automatically on starting the typing of the author name.

e Publisher Name if already exist in the directory will be selected
automatically.

e Publication Place and Country are selected auto if already saved with
selected publisher record

e Pickup main subject from drop-down. Related KEYWORDS are entered
auto if already saved with the selected Subject Heading.

e Enter as many keywords as you wish, put semi colon ; between two
KEYWORDS.
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Select cover photo by browsing the image file. Please make sure that size
of the cover photo must be compressed and minimum to save the
database space.

Also, you can upload the ‘Content’ file of any format (pdf, images, text,
dog, etc.) of the book which will be displayed with the catalog record over
OPAC.

Press SAVE Button to save the record- on saving a CAT NO will be
generated which is regarded as Unique Record No. This is a permanent No
and can not be re-generated manually if deleted. This is not linked with
Accession no.

NOTE: CAT NO is used by the system to link the related Acquisition and
Holdings Record and can be used to re-display the record for editing/deletion.

Edit Record

Already saved record of book can be re-displayed for Editing just by
selecting the record from Result Grid under ‘Search Pane’ or by typing the
CAT NO or any other field and press ENTER.
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First Search the desired catalog record from database under ‘ Search Pane’
using various parameters given there. Once Result appear then click “EDIT”
button from the result and record will be displayed on the form for Edit.
Also, You can display existing record by typing CAT NO / Accession No /
ISBN No in the above shown screen and press GET button to display the
record

Modify the desired data

Can Delete the Cover photo if already saved or Content file — by selecting
the option given against these text boxes — ‘Delete.....”

Press UPDATE to save changes
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The displayed Record can be saved as new Title if required by pressing
‘SAVE NEW TITLE” Button — if edition is changed for example and you wish
to add old title as new title.

How To Delete Record(s)

Records can be deleted under ‘Search Pane’ in bulk by selecting all or few
records from Result Grid.

Single Record can also be deleted after display of the record and by
pressing DELETE Button

Those catalog records will only be deleted where no acquisition
record/copy records added. In case, either purchasing record or copy
records added for a book then first delete Copy records, if any and then
delete Purchasing record and then you can delete finally Catalog Record.

Once Catalog Record is deleted then related CAT NO is also deleted
forever, will not be regenerated again by the system.

NOTE: To delete Catalog Records — First you need to delete all its holdings
and Acquisition Records.

NOTE: In case, any TITLE is being used by other libraries in the cluster, or
other libraries have added the Title in purchasing record or have added
their holdings, in such situation — you can not delete the Title.

NOTE: All Title Records entered by any participating library in the cluster,
will be available for all, no separate title for separate library.

How to Upload Digital Files with Catalog Record

Em

Keywords
Select Cover P [ Choose file | Ne file chosen
upload

toa Book

Three kinds of Digital Materials can be uploaded with each Book (Catalog
Record)- a). Cover Photo in Image Format, b). Content Page in pdf format
and c). e-Books/Chapters digital files in pdf and other formats.

These files can be uploaded by browsing the files and selecting from local
hard drive / network drive.

Once File is selected then on SAVE/UPDATE — the digital files will be saved
on server pc.

Browse Digital

ail- egrar aya@nic in
Phone. 011-24306467/59 S8 2
wam susject ile

| Shoose fila | N

| Choose file | M

| Delete Selects
102.440.2.pb. pdf

Update || Del
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NOTE: Due to some reasons, in case a catalog record is created by any library then any
other user can EDIT this catalog Record except ISBN and TITLE fields. In case, any user
finds any mistake in these two fields (ISBN and TITLE) then user can send a mail
message to the creator of this record and suggesting him/her to edit the record. Mail
can be sent by pressing a MAIL BUTTON given on the bottom of the screen where
catalog record is displayed.
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8.2. Manage Books Approval

This form is used to manage the Approval process where few steps are required
to be complete during purchasing process of the book. The approval process
starts by creating a Purchasing / Acquisition Record for each book for each
purchasing. For example, a book is having 10 copies of it and has been purchased
in a library three times — once 3 copies from different vendor, approved by
different committee; 3 copies after few months/year from same/different
vendor/committee and 4 copies once. In this way three purchasing records will
be created whenever new purchasing is done for the same book. During
purchasing of the book — following three steps are required to be completed on
this form:-

a). Create a new purchasing record for every title with unique Approval No.
However, same APPROVAL NO can be used for many titles in clubbed purchasing
mode.

b). Generate Approval for Approval No in current purchase

c). Update Approval accordingly after getting approval from library committee.

The Approval form is loaded by Clicking the link button — ‘Manage Approval’
under BOOKS ACQUISITION Module, following form is loaded:
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Manage Approval

Add Appruval
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Enter Data and Press SAVE Button fo save the record

Fopronad linte

Three Tabs are there on the form containing three different part of the form — for
each — Add Approval; Generate Approval; Update Approval.

Add New Approval

Select the Title from drop-down to display the book record. You can

‘Search Record’ by many fields and by pressing SEARCH Button given on
the top of the form

Once catalog of the selected book is displayed then enter purchasing
details in the relevant text boxes. Purchasing record for the selected title
which already created/processed will be displayed in the bottom Grid just
to show the old history of purchase.

Mandatory fields are marked with * sign

Enter Unique APPROVAL NO which has not been used before. Once an
App no is processed then same app no can not be used for new
purchasing.

Enter No of copies being purchased

Enter Vol No if book is multi-vol. In case a book is Multi-Vol then a
separate Purchasing Record is created for each Vol.

Enter Item cost on original currency

Press SAVE Button to save the purchasing record

This way create a separate Purchasing Record for each Vol/title with a
same APP NO for purchasing many titles in the same purchase.

Once purchasing record is saved — it will get displayed in the Grid at bottom
which you can EDIT again to change the field value, if any. This can only be
done before the purchasing record is processed further for next

step — Generate Approval.

NOTE: On creation of new Purchasing Record Status will be ‘Requested’
Automatically. This status gets changed automatically with the next step.
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NOTE: This way you can create new purchasing record for many titles to be
submitted for approval, for example if you wish to submit say 100 titles for
approval in the same list then create one record for each vol/title with the same
APP NO.

Generate Approval

This tab/part of the form is used to process the Approval Records just
added/created in the last step. To view the newly created purchasing record with
Status — ‘Requested’ are displayed in the APPROVAL NO drop-down.
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To process these records — follow the steps below:
e Select APPROVAL NO from drop-down

e Purchasing records with the status — ‘Requested’ will only be available in
this drop-down. Once record is processed for further step — it will not
available for selection here

e On selection of the APP NO — its title records are displayed In the bottom
Grid.

e Select Committee to which list of approval / titles will be sent for
approval.

e Press the PROCESS Button

e On processing — Status of these purchasing records will become — ‘Sent for
Approval’
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Print Approval List — Once records are processed as above then user can take the
print of the approval list as given below:

e Select Print format (PDF/DOC)

e Select Letter Template — if not available then create a letter/Report
Template under MASTER DATA Module.

e Press PRINT APPROVAL Button to generate list.

e List can be printed or saved for later use

e The approval list must be sent to the Library committee for
approval/rejection of the title purchase. Once file of approval come back
then you need to UPDATE same approval as given in the below part.

Update Approval

Once file of approval came back then you can Update it here on this Tab/Part of
the Approval form.

<« o dernoterno- b1 L ncin i ' ‘ G =

e Select the APPROVAL NO from drop-down. Here approval records with the
Status — ‘Sent for Approval’ or ‘Approved’ or ‘Rejected’ will be available.

NIC-LIB-EG4-2015 Page |98 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

e Select the Records from Grid by clicking all given on the right —top corner
of the Grid to process

e Select only those Records which are approved by the Committee. While
do not select the Records if rejected by the Committee.
e Press UPDATE APPROVAL Button

NOTE: The Records which were selected before pressing the above button —
their status will changed to ‘Approved’; while other records will be marked as
‘Rejected’ — see below:

L~
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Now, these records are available for further processing in the next form — Manage
Orders.

8.3. Manage Books Order

Once Books approval process is complete and you update acquisition records set to
‘Approved’ then all such approved records can be managed under ‘Manage Book
Order’ form. On this form, you will add the Order details in each acquisition record and
then will place the order to the desired vendor. Please make sure that you must
already added the records of vendor in the Vendor directory — if not done then you
need to add vendor details under ‘Master Data’ Module.

Book Order Form can be load once you click the button — Manage Orders’ under
BOOKS ACQUISITION Module- following form will be displayed:
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There are three tabs on the form — ‘Add Order’ ; ‘Generate Order’ and ; ‘Receive
Documents’. Accordingly you need to complete task in all these three part of the form,
one by one, in the same order.

Add Order

e Select Approval Number from drop-down given on the top of the form — all
titles approved in the selected approval no will be displayed in the grid at the
bottom.

e Type uniqgue ORDER NO — Order no already processed can not be re-used. You
can make some pattern for deciding the unique Order No.

e Select the Titles from the Right of the Grid to include in the order no. You can
press ‘Select All’ button given at the right top corner of the Grid to select all the
titles.

e Press ‘Add Order in Selected Record’ button to save the data

NOTE: you can delete acquisition records at this stage by selecting the desired
record(s) and press ‘Delete Order for Selected Records’.

Generate Order
e Go to next Tab —‘Generate Order’ and select ORDER from drop-down — all
records will be displayed in the Grid at the bottom of the page.
e Select Vendor to which you wish to place the Order
e Enter Data of Order in dd/MM/yyyy style — current date will be taken in default.
e Press PROCESS Button to save the data
e The record status will become ‘Ordered’
e Take print out of the order by pressing ‘PRINT’ button
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NOTE: You can cancel the Order by pressing ‘UnOrder’ button given on the
above screen.

Receive Documents

Select the Order from drop-Down

Select the Record(s) manually of by pressing ‘Select All’ button given on the top
right corner of the Grid

Enter the Copy being received — sometimes less copies may be supplied. Later
you can receive rest of the copies in the same manner.

Press RECEIVE / Un-Receive Button to process the selected records.

Now you can do ‘Accessioning’ of the received books in the next form.

Once records are processed — selected Records status will be ‘Received’.

NOTE: Same button can be used to Receive / Un-Receive the records. Those records
which are not selected will be ‘Un-Received’ on pressing this button.

NOTE: Those orders where all the copies are not received will be treated as
‘Pending Order’ — later remaining copies can be received. In this case finally enter
the total no. of copies being received so far.
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8.4. Accessioning

This form is used to do ‘Accessioning’ of the received books. Here you need to enter
full details of the copies of the book being accessioned — thus it will complete the
Cataloging of the book also. Before, Accessioning of the book — you need to check your

‘Data Entry Format’ for the type of documents you have already created. Later also you
can update ‘Data Entry Format’ where you can select what holdings fields are required
to enter on this form. The Data Entry Format can be changed/modified under ‘LIBRARY
ADMINISTRATOR’ Module.

This form can be displayed by pressing ‘Accessioning’ Button from the left side under
‘BOOKS ACQUISITION’ Module — following form will be displayed:
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How To Accession
e Select Order from Order Drop-Down. Only Orders with ‘Received’ status will be
available for selection in this drop-down.
e List of Titles will be displayed in the Grid with Status ‘Received’, Copy Ordered,
Copy Received and Copy Accessioned.
e You can do accessioning only those copies which are Received.

e Click the link ‘Click to Accession’ in the Left of Grid. It will fill the text boxes with
the data.

e Enter details of the Copy - Accession Series (if any), Accession No, Accession
Date (Current Date of the day will be filled in default) — enter date in
dd/MM/yyyy format.

e Enter mandatory fields marked by * sign

e Only those fields will be visible which have selected in the DATA ENTRY
FORMAT of the current document type — u can modify it any time.

e Press SAVE button to save the copy/holding record.

e Once Accession Record is saved it is displayed in another grid given at the
bottom of the form.

e Acquisition Record will be ‘Partially Accession’ (If all copies are not
accessioned) or ‘Accessioned’ on accessioning of all the ordered copies.

Duplicate Accession Number

Duplicate Accession No for a particular library will not be accepted. However, in
case many libraries are using centralized database then all the libraries can have
same accession number.

NOTE: Enter Accession Number in ENGLISH Language only. Accession Number may
be alpha-numeric, can use Alpha device. Do not use punctuation mark, braces,
hyphen, etc to avoid the bad performance of the software.

Centralized Purchasing

In case you are from MAIN Library Type and wish to do centralized purchasing for
the branch libraries — then select the Library from Library drop-down for which
copies will be added. At the time of creating LIBRARY RECORD you need to define
the type of Library: M for Main Library and B for Branch Library. Main Library can
do centralized purchasing/accessioning for branch libraries. Branch Library will do
purchasing only for its branch and not for centralized library.

Bulk Accessioning
You can do bulk accessioning on this form with Automatic Accession generated by
the system. This is very useful for those libraries where many copies of the same
book are purchased with system generated Accession Number. Moreover, Alpha
device can be used as a prefix with Auto generated Accession No. For example, you
wish to add 50 copies of one book with Auto generated accession no:

e Check the Option — “Accession All Copies” given in the Red color

e Enter Accession Series Alpha device if any (ENGLISH Only) in a separate field

given on the form .E. g. N
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e Total No of Copies will be taken from the Order records you have selected
from top Grid. You can not do accessioning of more copies what you have
received.

e Enter First Accession no (Numeric Only) in the text box from which
Accession will be started.

e Enter data in the relevant fields

e Press SAVE button

e It will add all the received copies with auto- accession no.
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NOTE: While generating Auto-Accession Number in the required counts, in case any
accession number is already added — system will not over-write the existing
accession no, rather it will jump one number next to the already saved number. The
Accession number creation will be started with the Accession Number you have
typed in the ACCESSION NO text box.

Delete Accession Records

You can delete all the accession Records from the Grid displayed at the bottom of
the form after you ‘Click’ the Receive Records from top Grid. The Accession number
with ‘Available’ status will only be deleted.

Edit Accession Record

Copy records can be edited here which are displayed in the Grid at the bottom of the
page. These all Accession Records belong to the Title Record which is selected from
Top Grid.

e Press EDIT Link from the left side of the Grid displayed at the bottom of the
page

e Accession Record will be displayed on the form

e Modify the Text / fields

e Press UPDATE Button to save the changes
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7.5. WORK FLOW of the ACQUISITION PROCESS

No Duplicate/New Copy

Add New Title
Details

Add New
Acquisition
Record
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NIC-LIB-EG4-2015 Page |105 28/12/2019




NIC

e-Granthalaya 4.0 User Manual For eG4 Users Only

I

Generate
Order

I

R
Document

[ Accessioning J:i{ Bill Processing J:G[ Circulation

8.5. Backward Movement of Acquisition Process

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

Delete All Accession Records — Acquisition Record Status will be ‘Ordered’
Un-Receive the Records in ‘Manage Order’ form

Delete Order Info and save the records

Delete Vendor name from order

Delete Order No from purchasing records

Reject the Titles in the Approval form

Delete Approval Number and other data in ‘Approval’ form

Delete Purchasing records

Now either you can re-start fresh purchasing or can delete CATALOG Records
from database.

8.6. Bill Processing

After Accessioning of the books purchased in the above steps — now you can do ‘Bill
Processing’ for accessioned books under Chapter 9: Budget Module.
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Chapter 9
Cataloging Module

This module is used to enter the full cataloging details of the books purchased under
BOOKS ACQUISITION Module as well as provide facility for ‘Direct Data Entry’ for
existing/new collection in the Library. Following Forms are available under the
module:-

1. Retro-conversion — For direct data entry of Books and Monographs.

2. Change Copy Status — To change / update of the copy status in bulk.

3. Stock Verification

4. Generate Barcode Labels

5. E-Books Manager — Manages e-Books contents

6. Update Holdings

7. Authors Directory

8. Indexing of Internet Resources
FEin v s
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9.1. Retro-Conversion

This form is the biggest attraction of e-Granthalaya software as the most users are
using this utility. This utility provides the facility to enter full cataloging details of a
book in the library. The following details of the book can be entered here in a
single form:-

a). Cataloging Data (Title/Author/Publishers, etc. details.)

b). Acquisition Data (Purchasing data — Cost/vendor/bill details

etc.) c). Copy/Holdings Data (Accession no details)

In eG3 there were separate three parts of the form with separate SAVE button to save
three kinds of the data mentioned above. Now, in eG4 — A single form is used with
single SAVE button to save all these three kinds of the data — data is saved with single

NIC-LIB-EG4-2015 Page |107 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

click. Moreover, Acquisition fields are optional and can be set Visible to YES or NO in
the default setting under LIBRARY Profile in Library Administrator Module.
9.1.1. Before using Retro-conversion

You need to do following two tasks before start of using the Retro-Conversion utility
for direct data entry:-

e Acquisition fields are optional and can be set Visible to YES or NO in the default
setting under LIBRARY Profile in Library Administrator Module. In case, you set
the value as YES then Acquisition Fields will be visible for data entry otherwise
fields will not be visible. This can be done in the ‘Update Library Profile’ form
under LIBRARY ADMINISTRATION MODULE — open this form and select the value
YES/NO from drop-down against —“Purchasing Data” label as given below:

Y "’l
Purchasing Data — Do You wish to Include Purchasing Data (Cost)

in Retro-Conversion?

o Define your Data Entry Formats for all kinds of documents. This can be done in
the ‘Data Entry Format’ form under LIBRARY ADMINISTRATION Module. The
format can be changed /edited any time. Whatever fields you will select in the
format and will SAVE - only those fields will be available during data entry in
Retro-Conversion.

9.1.2. Search Existing Catalog Records

Before start of the data entry of the books and monographs in Retro-Conversion form —
it is always better to search existing records. For Searching existing records, you need
to click on ‘Search Pane’ given on the top of the web form, following screen will
appear:
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In the above screen, you can search the existing catalog records by giving a number of
parameters such as Title, Author, Publisher etc. In case you do not type any of the
parameter and press SEARCH button - then all results will appear in the result grid.
Once results appear in Grid then you can perform many functions on the records —
such as can delete records, can delete photo of selected records, etc. By pressing EDIT
button you can display the Record in the EDIT area and can modify the data.

How to Find if Title Already Entered?

e ISBN Field: Once start typing ISBN No in the ISBN Text box — stay for few
milliseconds, in case same ISBN already entered then it will be displayed — if it is
there it means title already exists and then you can display the same title by
searching it by its ISBN No under SEARCH Option

Add New Title

I—Wﬁ—ﬁﬂﬁ‘immm
L3 e Ve | vre

Once Start typing
ISBN, stay for few
milliseconds

e Title Field —
o Start Typing Title in TITLE text box
o Wait for few milliseconds after typing first letter
o If title already exists then you can select the Title from suggested Items
o On selection of ltem — its CAT NO will be written in SEARCH Text Box
o Press GET Button to display the Title Record
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Once Start typing
Title stay for few
milliseconds

How To Download Catalog Record from Internet?
e Enter ISBN No in ISBN Text Box
e Press DOWNLOAD button to download record from net (if exists somewhere)
e Correct the data if required.
e Press SAVE button to save the Record
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How to Display Already Existing Catalog Record?
e Type CAT NO / ISBN / ACCESSION NO in the SEARCH Text Box (As seen in below
screen) of the existing record
e Press GET Button
e Record will be displayed

_
aumﬂ-——-—-d'i-. E__Ls 1‘ M!Am

Retro-Conversion: Dwect Data Entry of Books
TEE e BT GG T3 Iy © SEE tsteaat Logw Iives La234nse

wos EUTER stwe Typu the (e F18

Type Cat No / ISBN/
Accession No n press
GET Button

9.1.3. How To Create New Record for Books and Monographs
e Load ‘Retro-Conversion’ Form if not already loaded.
e Start Typing appropriate data in the fields appear with labels. In case, you wish

to modify the fields then you can do it by modifying your DATA ENTRY FORMAT
created under LIBRARY ADMINISTRATOR Module.

e Enter Document Category / Language of the books, Format etc.

e If book is multi-volume then select YES from drop-down.

e Enter ISBN as printed on the books (In case, you have set to download the
Record from Net automatically and your Checkbox is selected then during
typing of your data system will search the catalog record and will display on the
screen if exist) — You can set to download catalog record automatically YES/NO

by changing the setting in LIBRARY ADMINISTRATOR MODULE under LIBRARY
DETAILS Form.

e Enter all the data as per cataloging rules
e Enter Purchasing Data if any. (You can control availability of purchasing data

fields by entering YES/NO value under LIBRARY ADMINISTRATOR MODULE in
Library Details Form)

e While typing data in AUTHOR1, AUTHOR2, AUTHOR3 and PUBLISHER drop-
down, you need to select the value if already exist. In case, new entry then you
need to type the value in the respective drop-down.

e You can upload the cover photo/image of the book
e You can upload content file (in pdf or other format) if any.
e Enter holding data in the lower part of the form.
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e Date must be entered in ‘dd/MM/yyyy’ format
e Press SAVE button to save the record.
e On saving the record — a record number (CAT NO) will be created automatically.

e Once copy(ies) is / are saved — these holding records will be visible in the lower
Grid at bottom of the form.

9.1.4. Add More Copies in the Existing Record
e Once Catalog Record is saved then you can add more copies in the existing
record by pressing ADD COPY.

Type the copy data and press SAVE COPY Button to save the Record.

9.1.5. How to Copy Holding Data for New Copy
e You can use existing record of holding to add new accession number.
e Press EDIT button from the holding / copy Grid at the bottom of the form.
e Enter new accession number and other information and SAVE COPY button to
save the copy.

9.1.6. How to SAVE as NEW CATALOG RECORD

e You can press EDIT Button form the copy Grid at bottom of the page (IF
copy records exists)

e The modify the data for new title/copy and press SAVE AS NEW TITLE button
to save record.
e This is very useful if new edition appears of the same book.
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9.1.7. How to Add multi-copies in Bulk

e Display the Catalog Record of book

e Check the option —‘Accession Multi-Copies with Single Click’ on the Copy data
part of the screen

e Enter Accession Series Alpha Device if any.

e Enter No. of copies to be accessioned in bulk.

e Enter Start ‘Accession No’ — On saving copies in bulk next accession numbers
will be saved automatically.

e Press SAVE COPY Button to save all the copies.

NOTE: During bulk saving Accession Number will be created automatically in the next
order. However, in case, in between any accession no is already exist then this
accession no will be skipped to next available accession number.

9.1.8. How to Edit existing Record

For editing any existing record, first you need to display the record. You can display
record either by searching it from ‘Search Pane’. You can also type cat number in the

CAT NO text box and press ENTER — if record exists then it will be displayed as shown
below:
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Once data is displayed then you can change the text entered in various fields.
After changes are made, press UPDATE button to save the changes.

9.1.9. How to Edit Copy Data

Once you display the Record as mentioned above, the holding/copy records are
displayed in the Copy Grid at the bottom of the Record as seen in the below screen.
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e Press EDIT button from the Data Grid displayed at the bottom of the form —the
Copy Record will be displayed in the form.

e Change / modify the data.
e Press UPDATE button to save the changes

9.1.10. How to Delete Copy Records

Once catalog record is displayed along with its copy records are displayed in the data
Grid at the bottom of the form — you can delete selected copy records. In case any
circulation transactions available for any of the copy record (Accession Number) then
first you need to delete Circulation Transactions of the desired Accession Number and
then you can delete copy record.

e Select the Copy Record from data grid by clicking the delete check boxes
given at the right side
e Press ‘Delete Selected Record’ button to delete the copy(ies)
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9.1.10. How to Upload Digital Files/e-Books with Catalog Records

e e-Granthalaya 4.0 provided facility to upload digital files of any document along
with the data record of a book.

e The Digital Files can be uploaded one by one, one file during one save/UPDATE.

e Digital file can be uploaded during data entry of new book with SAVE Button

e Digital file can also be uploaded during Editing after display of existing catalog
record and while pressing UPDATE button.

e During new record — browse the file by pressing Browse File button — select
digital file and the press OK. Now press SAVE/UPDATE button.

e Format supported — TIFF/IMAGE/PDF/EPUB/HTML/MOVIES

NOTE: Once file uploaded with catalog records, same may be displayed/downloaded
during display of the record in Data entry program or on OPAC search page.

B2 e-Granthalaya: A Digital X

&« C | ® eg4nicin/training/Cataloging/Retroconversion.aspx h g
‘Main Subject -
Keyword(s);
Abstract
P
Select Cover Photo Choose file | No file chosen [l Delete This Picture from Database? press UPDATE Button.
Upload Content Page!File Choose file | No file chosen
Upload Digital File/e-Book/e- Choose file | No file chosen Upload i files. Only Ci files are
Chapter allowed!

(711024402 pb.pdf
* Mandatory. NOTE: Put semicolon (; ) between two items in the same text box
[ Repor |

View Digital Files

—
01/20/2017
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9.2. Change Copy Status

This form is used to change the status of every copy entered as holding record. Every
copy of the book available in the library must have a particular status. These status
are stored in the Master Table and can be added/modified under ‘System data’ under
LIBRARY ADMINISTRATOR module.

NOTE: Issued/Returned/Available status are changed automatically during circulation.

To change the copy status, press ‘Change Copy Status’ button from the main menu
under CATALOGING module, following form will be displayed:

st e * o — — [

B9t mecadhast 2448 ey e B v 81 B e Grawtulans A Digasi Ag.

= B S v a \

N F i

~

o o -} Change Copy Status
S———— . A Sw CE Y b R —
.

e Search the existing copy records , filtered by various parameters, by pressing
SEARCH button, results will appear in the Grid. There are various options
available on the form to search existing records. You can select all Accession
number or Random Accession Number (give ; and space between accession
number).

e Select particular record/all records from right of the grid by selecting
check boxes displayed against each record.

e Select the new STATUS from drop-down given above the grid.
e Press UPDATE STATUS button to save the changes.

How to Generate Status-Wise Reports

You can get three kinds of the Reports — Compact/Summary and Detailed Report. The
format of the report may be PDF, DOC and HTML format. Press appropriate Report
button to generate the report. Once report is generated then you can print or save the
report.
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9.3. Stock Verification

This form is used to do ‘Stock verification’ of the library holdings which can only be
done once in a year. To start with —first load the ‘Stock Verification’ from by
clicking ‘Stock Verification’ button from the main menu of CATALOGING Module:

[ e-Granthalaya: A Digital - X

& C | @ eg.nicin/training/Cataloging/SV.aspx T

[A4 Theme ! Background FFFFFF_|Clear Login: Pallavi Jadhav

RO N

Display Labels In: Stock Verification

My Titles : 199 Type in Indian languages (Press Ctri+g to togale between English and India Language)
My Copies : 630 Eil
Member Libraries : 2

Click To View/ Hide Search Pane
STEP 1: Type SV Year in YYYY Format and Press Initiate Process Button!
SV Year 2017 ‘ Initiate Process | ‘ Delete SV Data ‘ ‘ Export SV Data ‘ ‘ Generate Attendance Sheet of Acc.No. |

| Ver4 0 Rel. 4 (Enterprise Edition)

MODULE STEP 2: Transfer Circulation Status Except ‘Available’ by Pressing the Below Button!

Transfer Status Transfer Current Status | Transfer Status other than AVAILABLE Automatically!
Library Administrator

STEP 3-Make Attandance of Available Copy / Update Acc.No Records

Master Data
m Update Accession No. Type Acc.No(s) separated by semicolon (;) and press ENTER! Can User Barcode Scanner!
Camirons STEP 4: Generate Report of Un-Traced Collection
Get Un-Traced Books

Record(s):

» il
Desktop [ Libraries N S 08
== = e ROy

First enter Stock Verification Year in yyyy format in the text box and press ‘Initiate
Process’ button — it will create a columns with the name of the Year in the Table. You
can create only one SV Year Column ever year. Therefore, in case particular year SV
column exists then this step can be skipped.

Step 2:

Transfer current status of all the copies except ‘Available’ — for example the copies
already ‘Issued’ or with some other status needs to be transfer under SV year. Press
‘Transfer Current Status’ button to transfer the status of every copy.

Step 3:

o ShelsepdeyoditriliwgiabilaStittes fidad Mo Hints'& eldomles walichu holen Step
e Type Accession No in the Text Box

e Press ENTER — it will update the status of accession with status “Available”
Step 4:

In the last step, press UN-TRACED Button — it will display those copy records where no

‘Attendance’ is marked and such copies are regarded as un-traced copies. You can re-
check such copies and in case they are found then accordingly you need to update their
status as ‘Available’.

NIC-LIB-EG4-2015 Page |117 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

./ [ e-Granthalaya: A Digital - X E=RioE
&« C | @ eg#nicin/training/Cataloging/SV.aspx Y

[A4Theme i Background

Granthalaya
A Digital Agenda for Library Aulomation and Networking
from NATIONAL INFORMATICS CENTRE, Government of lndia

l=<"= Jawaharlal Nehru Library, University of Mumbai, mumbai | Ver4 0 Rel_4 (Enterprise Edition)|

Display Labels In; Stock Verification

My Titles : 199 Type in Indian languages (Press Ciri+a to toggle between English and India Language)
My Copies : 630
Member Libraries : 2 Click To View/ Hide Search Pane

STEP 1: Type SV Year in YYYY Format and Press Initiate Process Button!

»
i SV Year 2016 |1 Process || Delete SV Data || Export SV Data || Generate Attendance Sheet of Acc.No.

agout

MODULE

STEP 2: Transfer Circulation Status Except "Available’ by Pressing the Below Button!

Transfer Status Transfer Current Status | Transfer Status other than AVAILABLE Automaticall
STEP 3-Make Attandance of Available Copy / Update Acc.No Records
Accession No: N1 Updated Successfully!
Master Data Update AccessionNo.  |N1| Type Ace.No(s) separated by semicolon (;) and press ENTER! Can User Barcode Scanner!

T Focn

Cataloging

| ] Total Record(s): 541
Retro-Canversion Title Acc Date Class No -
j Change Copy Status | [Basti Ki Awaz 21/06/2016
Stock Verification ; [Treasures of Indian Wildlife 1910812016 743.6854K0T
Generate BarCode | i Drawing 160212016
i A Modern history of library science in India 16/02/2016
! |& Modern history of ibrary science in India 160212016
(A modern history of Pathology 16/02/2016 789.890
microsoft word 2000 0210312007
[practice work book for cgl [0711272005
|A modern history of Pathology [16i0212016 789.890 ~

‘e-Books Manager

Desktop [ Libraries

01/20/2017 | |

Bulk Attendance: You can update Accession Registers in bulk by typing (or
copying/paste) many Accession Numbers separated by ; (semi colon). E.g.
N1;4;67;89;N5......s0 on

Also, you can process an excel file or Notepad file where accession numbers are written
in first row (Excel) or left of each line (notepad). Once such file is created then browse
this file and select and process all given accession numbers with single click.

BB e-Granthalaya: A Digital Ager x [ e-Granthalaya OPAC: A Digital & X | + v - a ES
<« C @ eglnicintraining/Cataloging/SV.aspx 2 % » 0 &
™M Gmail @ YouTube @ Maps B Microsoft Visual St Courses

Login: AJ Liwang

<, ADigial Agengda for, Auomagion and,Neworidug,ol Goyerniuend Libagie,
from NATIONAL INFORMATIC S CENTRE, Goverment of India,

sﬁ e-Granthalaya

STEP 1: Type SV Year in YYYY Format and Press Initiate Process Button!

MODULES oz |
SV Year

Library Administrator Generate Attendance Sheet of Acc.No. hd

S—
- Update Single Accessian No. J Update This Acc. No | Type Acc.No and press ENTER! You Can Use Barcode Scanner!

HELP: Either Type or past Acc.Nos semi nos from; space and press ENTER!

gk [ [ update an acc. nos |

| Chang St
[ SwockVerlicaton | STEP1: | Choose File | No file chosen Read File |str_nL|T|sTeps: Show Data
STEP 3: Once attenda Granthalaya: A Digital Agenda for Automation and Networking of Government Libraries  adsiasilosaiuios it Rl U bl e ol

T Upaseriide | Transfer Status Transfer Current Status | Transfer Status other than AVAILABLE Automatically!

Authors Directory eport of Un-Traced Collection

Get Un-Traced Books Available Books te SV Data Export SV Data | Holding Statistics Report

Retro Conversion

Record(s}

Micro Documents

Bills Processing
T
P Type here to search

How to Generate SV Report
e Press ‘Un-Traced Books’ button
e Select the Report Format from drop-down
e Press Report button.
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How to Export SV Data
e Press EXPORT SV Data button
e Data will be saved in Excel sheet and will be saved on local disk.

How to Delete SV Data

e SV data can be deleted completely by pressing ‘DELETE SV DATA’ button — it
will delete only SV column of a particular year you have entered in the YEAR
text box.

e This may be required to re-start again the SV process for the same year.

9.4. Generate BarCode Labels

This Form is used to Generate Barcode Labels by Laser Printer as well as Barcode
Printer if installed with your Pc. The quality of barcode labels generated by Barcode
Printer is better than laser Printer. The barcode labels are always generated by
ACCESSION NUMBER and can be generated of all the accession numbers entered or
some selected Accession Numbers.
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How to Integrate Barcode Labels with e-Granthalya

When you purchase any barcode printer — it is always better to purchase it from local
market so that service may be get whenever required. Also, you must test the printer /
scanner before making payment. Any model/make of barcode printer will work with e-
Granthalaya Software, however, while purchasing the printer you need to get PRN File
of your labels from Vendor. PRN file contains the setting of the labels and is needed to
integrate your barcode printer with e-Granthalaya.
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How to Generate Barcode Labels from Laser Pinter

e Search the Records by pressing SEARCH Button.

e User various parameters for filtering the records

e Once Results appear in the Grid then select Option - Laser Printer

e Select Label Sheet Size from drop-down (Various Sheets are available in the
market where blank labels are pasted over the A4 Size sheet)

e Press GENERATE LABELS Button

e Labels will appear as a separate file in PDF format —download file and Open it

e Print the File
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NOTE: Barcode Labels on Laser Printer can be generated in PDF format or DOC format.
Format may be selected from Drop-down given on the form.

How to Generate Barcode Labels from Barcode Pinter

e Search the Records by various parameters — press SEARCH Button

e Get integrated your barcode printer by providing PRN file from vendor — Please
Read First Chapter for Details.

e Select the Option — Barcode Printer if not already seleted

e Make sure that your barcode printer is installed properly

e Select the Barcode Printer from List already integrated with eG4.

e Press GENERATE LABELS

e A Text/PRN file will be created and shown on the bottom of the screen

e Print this file on barcode printer using the utility — “PrintFile” which you need

to download and install in your PC from google.com or from
http://www.lerup.com/printfile/descr.html

How to Print “Generated PRN” file on Barcode Printer:-

e Install “PrintFile” utility and set it once as given the steps below
e Run “PrintFile” utility after installation by double click of its icon on desktop

Pnr
L B PrintFile - ings [
Recycle Bin  TOURLOG pg_| < contents_. &sf G -
- [PwFie.. |
This program pint tex s or sends PostScrpt i
| and other files directly to a printer. Drag and drop e
PO files here or use the "Print File" button to start i
% = pinting. Press right mouse button for menu. Tl
. e
Dec fi

epu  TRANSPOR.

‘WIPRO

Applying Thought

- Clganer tOMOIow...

Desktop I Libraries BTN o P )

0959 |
01/20/2017

e Click “Setting” button from the above screen
e Following Screen will appear
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e Press “TEXT FILE” button from the above screen given on the bottom,
following screen will appear
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. 2

53 copy 24 Replace
Paste S : L A Change
S romatpainter B 4 U 7 sbe X x - A L i Title Subtitle  SubtleEm.. - Stylesg' & select~
Clipboard 5 Font .| B Text File Settings Editing
[i] (33t [ | Texfie o]
= ’7 " Piintformatted @ Send to printer  Ignore ‘ -
L Cancel
: ace v | .
5 Tab width: [3 e
= Lines per page: 75 o S
o ™ wirap lenglines -
- Chascetieline I Showline numbers
) I Pretty Frint
Font Courier x|
OEM translation
B Header: [ifickdiPage k) & Never
N  Automatic
- Fonter & b
= I Paper bound headsr and facter
H * Press
B NOTE: Before pasting Labels on all the documents, you must test the reading of these
- labels by Barcode Scanner/Reader.
& -
2 8.5. E-Books Manager ;
Z s
Page: 111 0f 203 | Words:1/29,368 | (i  English india) | | = = (+)

—~— I = I - .. . 2w
v Lib > N I 10:01
',; ‘EI 9 | > g ., Desktop M Lirares S

e Select “Send to Printer” option from top of the screen as above

e Press OK

e Press SAVE Button

e Now Utility is ready for printing PRN file being generated

e To print the PRN file generated every time when you press Generate Barcode
Label button — press PRINT FILE button

e Browse the file and select it

Then select the Barcode Printer
Press PRINT — label will be generated on barcode printer
NIC-LIB-EG4-2015 Page |122 28/12/2019




NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

NOTE: Before pasting Labels on all the documents, you must test the reading of these
labels by Barcode Scanner/Reader. Sometimes barcode scanner reads the label with
only 4 digits or sometimes more than 4 digits only. While purchasing barcode scanner
please ask the vendor to set it so that it can read any digits (single or more).

9.5. Digital Files Manager

This form is used to manage the Digital Files like e-Books and full-text reading materials
- chapters of the books or full book in e-format, reports or other kinds of materials.
However, before uploading of digital contents/files, you need to enter the catalog
record of the documents using other modules where data entry of books/serials are
done. The format supported in eG4 are TIFF/Image/PDF/HTML , Doc, PPT and many
others.

NOTE: On this form, you can not upload digital files, rather you can delete or update
files metadata only.

e Search the Digital Files uploaded in other modules of the software. Search can be
made on many parameters.
e Edit the Files
e Edit the File meta-data:-
o File Tag — name of content
o File Description — one paragraph about file uploaded
o File Access — For public, for your library members only or for other
members of all libraries participating in cluster.

B e-Granthalaya: A Digital Agen x  [B e-Granthalays OPAC: ADigital A X | + v = a

<« C @& egdnicin/trai

Type of .
Remoume | AddedBy  Medium

DLLKOUP_MICRO_59_MM.pdf CLADMINTR

DLLKOUP_approval_list_02092022_MM.pdf 3 . DLLKOUP
DLLKOUP o MMppoxpptx 1309202 e DLLKOUP
DLLKOUP. o MMpptx pptx 1309 . DLLKOUP
DLLKOUP_sizwes_smils bookdash fkb_PB.pdf B CLADMINTR
micro_78.pdf 19052022 Micro CLADMINTR
DLLKOUP_basiccomputer_PB.pptx ppix 13092022 0-Dc DLLKOUP

DLLKOUP_manij ist_MM.pdf 01112022 eDocument  DLLKOUP

Record o 207502
Resouroe T 0 G g s
File Name DLLKOUP_MICRO_59_MM.pdf [ e-Granthataya: A Digital Agenda for Automation and Networking of Government Libraries
T
Comments Micro
-_
Webep A C I swP2UpdseMewDsmotDignaiFhes |
File LabelTag chaptert

R Type here to search
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Granthalaya: A Digital Agend: X [ e-Granthalaya OPAC: A Digital A X | + v - o X

=2
« C @ egdnicin/training
™

Gmail @ YouTube @ Maps

e=——nve—] DULKOUP_manipur_app_neet22_list_MM.pdf pdl  OUNR022  eDocument  DLLKOUP pdt L u] «
Display Resource Record
Micro Document its No 10022278

Resource Title Amodern history of Tamilnadu
File Name micro_78.pdf
e iz
Comments Micro
e ——————————————————————————————————————————————
File Label/Tag Chapter 1 |
This file &5 FOr..............

File Description
DIGITAL LIBRARY

Online Users: 1 4
ASSIGNTo  ©® Access to Public ©) Access to My Members Only () Access to All Members in my Cluster

Access Permission
Digital Contents.

Email egxlmn‘(]ﬂ?qm { Update Delete File and Record
24305480/24305813
€ I

Online Training: 9315543056

(Ms Nidhi)
(Mon-Fri/ 9.00AM to 5 30 PM)

P Type here to search

NOTE: File uploaded can also be deleted by pressing DELETE button.

NOTE: Digital Library can only be accessed by Library members on OPAC pages after
LOGIN. Login is done using Member No and Password provided and registered by
Library. Password for registered member can be generated and sent in the mail using
facility given on MEMBERS Form under Circulation Module.

R T T Onlete Seburmd | sithw  wow

MRSt B Ongons the | Ho Miw thessn yovndd Fl

(RIS T )
Detwtn St wt | ilw

N | s .

e-Granthalaya: A Digital Agenda for Library Automation

&Networking

v urser wy My snend!
b e e ek
B
.

e -
Aherwis bn e st s
Awh ot of comeminira!
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9.6. Update Holdings

This form is used to edit the copy records of the book i.e. Accession number records
which were entered in the software.

For editing, type your Accession Number and press ENTER — copy record the accession
number will be displayed ...Then edit the data and press UPDATE Button.

On the form —you can search accession number records with various parameters given
—then one by one you can EDIT.

@ Email: Inbox (5) x X 4 v = o X
€« C & egdnicin/train g * » 0 2
™ Gmal @B YouTube @ Maps
@ e-Granthalaya " gl p——
A Digital Agenda for and of Libranes E § ’
from NATIONAL FICS CENTRE, of lndia |

| Ver 4.0 Rel 15, 052022 (Enterprise Edition)|

Display Labels In | Update Copy Details

[ Click To View | Hide Search Pane

STEP 2: Copy Details and Press UPDATE

| searchAceio D Display Record |11 11 BK Type Ac. No and press ENTER o display the Record.

Title Details ASP.NET for Programmers: a workbook /By Sharma, Jaideep and Smith, John. 34th ed. , New Jersey, McGraw Hill, 2015, xxi, 678p.. ISBN: 830-098-765-X
Cost Details APP No: NIC/LIB/306/2015/01; APP DATE: 01/01/2015; Vendor: Central News Agency; Currency: USD; Cost: 50.00; Cost in Rs.: 2835.00

Ace. Number™ N Ace Date” | 1910812015 | View in OPAC?| Y v |Issuable? Y

Class No 789.90 BookNo | MAT

Pages’ xxi, 678p.

Collection Type™ Reference v

Status’ Weedout2021 v

Sinding Un-Known v

Section text book section v

Accompanying Materials cD | Select Accompanyling Materials received with books

Format’ Print v

Library” BRAUSS =
Location mouh

— T, - - | ----- I
B J

9.7. Authors Directory

This form is used to Edit/Change the Author Name spelling.

e Load the form by clicking the AUTHORS DIRECTORY Button under CATALOGUING
Module.

e Select desired AUTHOR Name from drop-down

e On Selection of Author —its books details are filled in Grid.

e In case you wish to change the name of the author then write correct name in
TO text box.

e Select Records from Grid where you wish to change the name of Author

e Press UPDATE Button
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[ «-Granthalaya: A Digital - X Faem - X

&« C 1 | @ Secure | hitps://eg4.niciin/training/Cataloging/UpdateAuthors.aspx T

&, Buy HP 15-bg007AU [l NPTEL : Mechanical ¢ # GMAT versus CAT. W' (@ Maulana Azad Natio
!

From NATIONAL INFORMATICS CENTRE, Government of India

Display Labels In: v

My Titles : 584
My Copies : 1915
Member Libraries : 2 ¥ | Change/Edit Author Name from |S K Agnihotri TO Agnihotri, § K

i
Logout
lII SN View Title First Author Second Author Third Author c":' B

Raviat, HS
2 View |COmmissions of inquiry S K Agnihotri 167 ’
Library Administrator -

3 View |the facts of books: reality Shah, Sharanam 'S K Agnihotri 31 td
Master Data Select to
Update

Cataloging
| Retro-Conversion ]
1 Change Copy Status H
i Stock Verification 1
i Generats BarCode 1
: e Resourses Manager :

{1 UpdateHolding  |: I
(L AwhorsDiectoy |} pecacsisning

-

HOTypeheremsearth 4 ] E‘;a‘_ od "\- 3 9 B

MODULE 1 View |Education psychology: psychology 'S K Agnihotri 313 v

EP 3: Copie:

9.8. Internet Resources

This form is used to index Internet Resources available either free or being subscribed
by library such as free web sites, useful links, syllabus files, subscribed digital resources
etc. These Internet Resources may be Open Access or available FREE / Copy right Free
on the Internet. These Resources should not be part of library Collection.

[ e Granthalaya: A Digital X {Person)) - a X
& C 1 | & Secure | hitps;//eg4nicin/training/Cataloging/InternetResources.aspx +# W & @ @

@, Buy HP 15-bg007AU [l NPTEL : Mechanical . GMAT versus CAT. W+ (@ Maulana Azad Natior  [@ Through The Wormh: [l There is something st [ httpsi//gbu.epravesh. [ HTTP to HTTPS redire

Display Labels In: v Inernet Resources

My Titles : 715 Type in Indian languages (Press Cirl+g to toggle between English and Indian Languages)
My Copies : 2313 ;v
Member Libraries : 3

| Logout Read Instructions
MODULE Click To View | Hide Search Pane
[ — Press UPDATE Button to save the Changes if any.
NOTE: All entries saved here must be approved by Libraian in Internet Resources Approval Form under LIB ADMIN MODULE.
Master Data Z
Resource Heading*® \ACM Digital Library
Sub Heading ACM USA

logi

URL *with hitp:/f or hitps:/  https://dl.acm.org/

f Retro-Conversion H The Association for Computing Machinery is an international learned society for computing. It was founded in 1947,
| Change Copy Status 1 and is the world's largest scientific and educational computing society. The ACM is a non-profit professional
il Siock Verificaion, ‘5 i membership group, claiming nearly 100,000 student and professional members as of 2019

i Generate BarCode H
| reere—— | §

Update Holding 1
i —— i Main Suject COMPUTER TECHNOLOGY v|| Click to Add New Subject
Keywords COMPUTER; SOFTWARE

| Internet Resources.

[ cocmion SR Paid €. i /Open Access Resources |
Open Access Journals / e-Books / Useful Links, efc.
Usload esaurce [ Choose il | ol chosen

webAapa

H R Type here to search

Full details must be entered and saved. Once saved then these records will be available
in LIB ADMIN module where librarian/moderator need to approve these records. Once
approved then these records will be visible on web OPAC pages under Internet
Resources.

Delete This Picture from Database on Updation?
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Add New Record
e Add Resource Heading

e Add Sub Heading

e URL address of Resource on Internet — Mandatory

e Description

e Select Main Subject of the Resource

e Enter maximum keywords separated by ;

e Enter Category ( Free or Whatever u wish to give/assign). When you start typing

category then just wait for one second and then already entered/saved
categories will be matching

e Upload Resource Logo/Image, can be taken from Internet web site

e And in case, u are uploading digital files along with meta data then browse the
file

e Assign Access Rights

NOTE: Records saved can also be deleted from Search Pane on this top of the Form.

[ eGranthaloya: A Digital Agene= X [0 e-Granthalays OPAC: ADigial - X | v - 8 x

< C @ egdnicin/training/Cataloging/Inter

M Grmsil @B YouTube @ Maps B

<= Sddt wrgad, saddt W IR 3TN AgTiaenay 399, 3 er 4.0 Rel 17, 111 erpe

Read Instructions

Click Ta View | Hide Search Pane
| MODULES | ——
- — Search Text | In[Heading | with| All Words  |Show[ 1+ |Records
Library Administrator i
Delete Selected Row(s) | el
Select Report Format.| Pdf Format_~ || Compact Report Detail Report  |Record(s) Showing 25
] m
1 1 ACMUSA Paid hitgs:lidlacm org) 2
| 2 ACMUSA Free https:lidLacm orgl n O
} 3 upload_flesinpifilesicol_part_full pdf i 0O
1 4 a O
| = 5 ' n 0O
| i =
o 6 u O
[ ciaton | 7 Edit e-Shodnsindhu onsortia cosss i iabout php 2 O
[ 8  Edit EGYANKOSH £ RESOURCE Open Access hitps:liegysnkosh.acin! ® O
9 Edit eGranthalaya computer  com puter 2a 0O
EESEE— NOTE: All entries saved here must be approved by Libraian in Internet Resources Approval Form under LIB ADMIN MODULE.

Resource Heading”

Web% pAC Sub Heading

URL (with http:// or https:/1)

T

2 Type here to search
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Chapter 10
Circulation Module

This module is used to manage members registration and issue / return of the
documents available in a library. The module must be used after completing data entry
of books and monographs. The module will manage the following activities:-

Creation of Member Categories and Sub-Categories
Member Registration

Issue/reserve/return and renew

Circulation Transactions Management

Reminder for Over-due issues

Fine /Receipt Management
Import Member Data from EXCEL
Issue/Return Inter Library Loan requests

LN UV A WDNPRE

10.1. Member Management

This form is used to create Member Categories / Sub-Categories and Member
Registration. The Form can be accessed by clocking ‘Member Management’ button
under Circulation Module, from the left side — following form will be displayed:

F O vervehpMmmger  * R
«~ Cc eqg4.nic.in '

TRGTONN 12 41 19

‘{!ii:.'mm:...ﬂ-'m _—t N 1 N

Var 4 0 Rt 1 (Eenrpriss C0ison )

Oreoimy Lubints it v Manage Memberships
My Titles : 39

My Copees: 204

Member Lwanas: 3 Member Cotegories  RENNISNN

audiatainn oo iiusal sltnciiadus o dadide s iy

w Momber Categories (Groups/Division/Section)

Logee ) Click 1o View | Hide Search Pase

Enter Data and Press SAVE Button to save the record..

NOOWE
STUDENTS

H
i

Litwary Aderyimestrator

* Mandatory
Save Cancel

Catalogmg

Vearner Mansgesrein
o Maluen

Jrestate Trancsafsm

Micro Documents
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There are three Tabs on the Form — Member Categories / Member Sub-Categories
and /Member Registration — These tabs are discussed in details below:

10.1.1. Member Categories (Division / Section /Department in the Organization)

Before Registration of any library member, it is useful to divide the members in various
categories and sub-categories. Member categories are depend on the type of
organization / library which serving to the users and users can be divided in various
kinds of categories. For example, in a School Library there may be following kinds of
Member Categories and Sub-Categories:

Categories Sub-Categories
TEACHERS PRT/TGT/PGT
STUDENTS CLASS | — CLASS XII (Even Section-Wise Also)
ADMIN LDC/UDC/Others
(4 e pre—— = 5. i

e C [ egibrwtnicin

A e ] (%) o
T2 al o

Manage Memberships

Mamber Categories [GroupaDivision'Section)

L0 10 Vw | Hte Sewron e
CEnber Dats and Press SAVE Bitton (o save the record..

| Erary 2amehaase

iy

-
= ATy

How to Add Categories
e Type Category Name

e Press SAVE Button to Save the Category
e Software will not accept duplicate Category Name

How to Edit Categories
e Click the Search Pane to expand it

e You will see all the Categories added

e Click the EDIT button — Records of the Category will be filled up in the text box
e Modify the Category name and other details

e Press UPDATE Button the save the changes
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How to Delete Category
e Click the Search Pane to expand it

e Select the Category(ies) from the right side by clicking checkbox against
each category

e You can select/Deselect all the categories in one click

e Press the ‘Delete Selected Rows’ — all the categories will be deleted.

NOTE: In case you have added / registered any member and used the category
which you wish to delete then selected category will not be deleted. First you need
to de-categories the member and then you can delete Category/Sub-Category.

Print / Report of the Categories
e Click the Search Pane to expand it

e Search the existing categories by various parameters or without any parameter

e Once results come in the search grid then you can generate various kinds
of reports by pressing the appropriate Report Button

e You can select desired format of the report — Summary /Detailed Report
and Format — PDF/DOC/HTML

'“ru Menteshio ‘-":;-‘)' » G Murne Gt -
‘- c egd.ucin 4

e T— .=
mm-uau CONIRE. Governoant of s s 1 1"

== NIC HQ Library - Demo, National lnlnrm-hcn Centre (NIC) , New Delhi

Oty Labves p . Manage Memberships
By Toes - 22
My Copws: 204
Momber Litearine ) Mamber Cutegories
o —— A T it D S\ T A2 10 A N
u Member Categories (Gmpﬁlmwdws«ﬁm)

Click To View | 16w Seaics Pure

Total Recordsr 6
Deiste Selectod Rows)

Solect Repoat Foramt:  I'df Formm  © Summary Haport

Datadled Hapert

tz“! Tutess 1
' }

10.1.2. Member Sub-Categories (designation of Members)

After creating Member Categories, you can create Member Sub-Categories. Member
Sub-categories also depend on type of library as given on the above heading. While
creating member Categories, you need to define their entitlement (no of books to be
issued / for how many days / fine rates).
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Tnaww Lavew it . Manage Memberships
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e CHS 1o View | Hae Samrch Pase
—— Press UPDATE Button 1o save the Changss if any..
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[ —— Maniial Typm Ersthnnath of Docs D Ehrpwts o [ayw Flist Darys Flow Py Dy (}:rlr;:-
| owwe IS - -—
Faten ¢ ] e ] 1 00
. - -
o m— Ty Dtamsmyis ] p i o
[ e B £ pe—rt et
Howrd Jovmaa g | L 1.7
U - ol E
[ > i i
Campare — = x
. - = i
Bzed Hard (Sarardd| ¥ ! p ] 12w
web Buh Bwe Fareo) i ] 7] ] 130

How to Add Sub-Categories

e Click the Sub-Category Tab
e Enter sub-Category Name
e Select the Fine System :-
o Flat for uniform rate for all the days /

o Variable Fine Rate — Fine Rate for first N Number of Days and Then
fine rate for rest of days

o No Fine
e Enter Entitlement (No of documents to be issued) for all kinds of documents
e Enter Due Days for all kinds of documents
e Enter Fine Rates
e Press SAVE Button to save the record

NOTE: There is no Fine for ‘Non-Refundable’ Category.

How to Edit Record
e Click the ‘Search Pane’ to expand it

e  Press SEARCH Button to search existing sub-Categories
e  Press EDIT Button to edit the selected Record
e Change the details and press UPDATE Button to save changes

How to Delete Sub-Categories
e Click ‘Search Pane’ to expand it

e Search Sub-Categories by pressing SEARCH Button
e Select the Record which you wish to delete
e Press ‘Delete Selected Row’ Button the delete the Records
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NOTE: In case any member has been registered using a sub-Category then such
records will not be deleted.

How to Generate Report

There are various Reports button which are visible if records are displayed in the
Result Grid — press the Report Button to generate Report of various format.

A —Coaamm e e

— < og4 nic.in

1ot | (Emerposs EQbon)
Manage Memberships
Member Sub-Categories

Member Sub-Categories {Designations/Claas)

" Chus 1o View | thde Seasc it Paie

Total Recordix: S
Datute Sabe g Roads)

Lle =t
i Seilect Report Formme Pl Farmmae Sammary fRupon Drutaibesd Ragaon
-m_ 5. Rewmarks

| l 1r~ ﬂ'l -
| 31:‘!*--0-.

10.1.3. Member Registration

After creation of Member Categories and Sub-Categories, now you can register the
members under third tab — Member Registration Tab as seen in the following screen.

Search Member Records
e You can search existing members by clicking ‘Search Pane’

e Press Search Button to display existing members
e Use various parameters for filtering member records

’n Mrenmiberiay g ;.';,.’Je ® ‘. Fhoevire Cligrt "
« @ | 1 eg4.nicin Han/he

| Viar 4 0 Aed 1 (Entepnse Eabon)

Sty Latan v M Manage Memberships
My Copies: 794
Membear Léwaries: ) Vien LS 4 ) v rRvi-Cav L Mamber Registration
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Bascer By Veste 0 Y Mewna liarve ¥ [ Caleguime v

el oy M Swarch

Tatet Moty &

| Delute Selucted Howls) | Deteta PRoto toe Setectud Mo beos I Changs Class of Selectod Mambars I
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\ Ganetate Momber Card for Selec M Hucmdln) Gennram Mmmm Barcode Labals Lol ban
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How to Add New Member
e Enter Member No, Member Name and other details in the form given at the
bottom of the form

e Enter Mandatory Fields

e Enter Member Mail (to receive messages in mail on every issue/return and other
messages from library).

e Select Member Category and Sub-Category from drop-down — In case wish to
add more categories/sub-categories then add these under first and second
tab of the same form

e Enter ADMISSION DATE and CLOSING DATE in dd/MM/yyyy format. Closing
Date may be given any date of future (retirement date or school / college
leaving date). System will do the transactions between these two dates.

e OVER-RIDE:- Yes means circulation Rules, No. of books to be issued to this
member will be over-ridden and un-limited copies can be issued.

e SUBJECT and KEYWORDS are used to generate SDI service for the members to
generate list of books available in library collection on these topics. (Optional).

e STATUS- must be CURRENT for new Members. Later, you can change the
status as CLOSED if required — no books will be issued to members with status
other than CURRENT.

e Maximum Reserve — Set the value in digits as no. of reserved copies allowed.
e Send ALERT in mail? Yes or NO to send many kinds of alerts in future.
e Send REMINDER Yes or No

e Allow ONLINE Issue / Reservation to members on OPAC after member Login.
Such members will be able to reserve the copy while searching OPAC.

e Can add photo image of the member. Image file type must be gif/jpg/png only
and name of the file should not contain lengthy name, only with alpha-
numeric characters (due to security)

e Browse Member PHOTO upto 90 KB File in image format for uploading. You
must compress the size of the member photo (thumb nail size) 1x1 inches only
to save the space.

e SET PASSWORD - if YES then on SAVE/UPDATE a password will be set for
member and will go in his/her mail where he/she can Login OPAC.

e Press SAVE Button to save the record
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How to Edit Member Record

Click ‘Search Pane’ to expand it

Press SEARCH Button to search the members

Press EDIT button at selected record

Change the details and press UPDATE button to save the changes

How To Generate Report

Search the members under ‘Search Pane’
Press Report button to generate the Report in various formats

How to Delete Member Records

First delete all the transactions of the members from ‘Circulation
Transaction’ form

Delete all other references of the member if saved in any other modules

Select the Record after SEARCH under Search Pane

Press ‘Delete Selected Row’ button to delete the selected record

You can select format of the card from drop-down given on the form, format
may be pdf or doc type.

Also, we have added six different designs of the member cards which can be
selected from drop-down.

How to Generate Member Cards

Go to Search Pane
Search the Members using various parameters

Once Results appear in Grid — select all records by clicking SELECT Image at
the right side/top of the Grid

Press “GENERATE MEMBER CARDS OF SELECTED RECRODS” — Member Card
will be displayed

NOTE: You can upload Logo of the Organization in ‘Update Library Profile’ Form
under LIBRARY ADMINISTRATION Module. This logo will be displayed on the
Member Cards

NOTE: There are 7 Design of Member Cards added with different Looks. These
designs can also be printed at Card Printer available in the market where plastic
cards are generated.

==

L &4 e o e 3TAS Down load ¢ Report_Member_Canss 30022006 pudf

Ve rn———

———
—— i ¢ b

T ———————————



NIC e-Granthalaya 4.0 User Manual For eG4 Users Only

NOTE: There are various design of generating the Member Card — you can select the
desirable card design from drop-down. Before generating member cards, you need to
test the card with barcode scanner — whether barcode is reading or not. Also, barcode
report may be generated in PDF format or in DOC format — select the format from drop-
down while generating member card.

NOTE: Before generating Member Cards, barcode generated on each card must be
tested for reading by Barcode Scanner.

How to Delete Photo of Selected Members with Single Click?
e Go to Member Management Form under CIRCULATION Module
e Go To Member Registration Tab
e Click to ‘View / Hide Search Pane’ — it will expand the form
e Search desired members by selecting various parameters given.
e Press SEARCH Button, Result will appear in Grid
e Select Members for which you wish to delete photo, in default all members in
results are selected
e Press ‘DELETE PHOTO OF SELECTED MEMBERS’

O Agar hum kahein aur 41 X ) [0 e-Granthalaya: A Digital X [2eonll - X
&« C {} | & Secure | https//eg4.nic.in/training/Circulation/Members.aspx |
@, Buy HP 13-bg00TAU m NPTEL :: Mechanical #n GMAT versus CAT. W @ Maulana Azad Natio:

== GSSS SANKHU FORT, Education Department CHURU Rajasthan, RAJGARH |Ver4 0 Rel 5/Dec 17 (Enterprise Edifion)|
Display Labels In v Manage Memberships
My Titles : 487 Type in Indian languages (Press Ciri+g to toggle between English and India Language)
My Copies : 1550 e
Member Libraries : 2
H Member Registration
i
MODULE Click To View / Hide Search Pane
Library Administrator
SEARCH MEMBERS HERE BY VARIOUS PARAMETERS - HELP: Use ; (Semi-colon) between two values if wish to search by Member No in Bulk!
Categories: 7  Sub-Categories: v Status: v
Cataloging

Date: A Search
Total Record(s): 23

Delete Selected Row(s) Delete Photo for Selected Members Reset Password for Selected Members

Change Class of Selected Members [UGNCENREReg |

Change Dates of Selected Members ESCEIEXIIEE Admission Date * [ZECITIRELETUWATILEY |
SoctFomat Pt Formn |seectCaa Desin Design 1+ Logorekt: 0 |Logowam(o | Generate Member Card fr Slected Rocords |
=

Label size: | Laser Printer Size (8x5 Lables) ~ |Label Margins in Pixels: TopMargin: 0 |LeftMargin: 0 || Generate Member Barcode Labels |

Select Report Foramt:

H 0 Type here to search

How to RESET Password of selected members with single click for using OPAC?

e Go to Member Management Form under CIRCULATION Module

e Go To Member Registration Tab

e Click to ‘View / Hide Search Pane’ — it will expand the form

e Search desired members by selecting various parameters given.

e Press SEARCH Button, Result will appear in Grid

e Select Members for which you wish to reset PASSWORD, in default all members
in results are selected

e Press Button — RESET PASSWORD FOR SELECTED MEMBERS
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e Password of selected members will go in their mail.
How to generate Member No Barcode Labels to be pasted on Member Cards
separately?

e Go to Member Management Form under CIRCULATION Module

e Go To Member Registration Tab

e Click to ‘View / Hide Search Pane’ — it will expand the form

e Search desired members by selecting various parameters given.

e Press SEARCH Button, Result will appear in Grid

e Select Members for which you wish to generate member no barcode labels, in
default all members in results are selected

e Press Button — GENERATE BARCODE LABELS OF SELECTED MEMBERS

e Barcode labels can be printed on laser printer

e Member Barcode labels can also be printed on Barcode printers if PRN is
provided of the same printer.

How to change Class / Sub categories of selected members in bulk ?

e Go to Member Management Form under CIRCULATION Module

e Go To Member Registration Tab

e Click to ‘View / Hide Search Pane’ — it will expand the form

e Search desired members by selecting various parameters given or by selecting a
particular Class or Sub-Category

e Press SEARCH Button, Result will appear in Grid

e Select Members for which you wish to change class or sub-category, in default all
members in results are selected

e Select new Class or sub-category where selected members to be assigned.

e Press Button — CHANGE CLASS OF SELECTED MEMBERS

How to change Closing DATE of selected Members in Bulk?
e Go to Member Management Form under CIRCULATION Module
e Go To Member Registration Tab
e Click to ‘View / Hide Search Pane’ — it will expand the form
e Search desired members by selecting various parameters given.
e Press SEARCH Button, Result will appear in Grid
e Select Members for which you wish to Change CLOSING DATE in Bulk, in default
all members in results are selected
e Press Button — RESET PASSWORD FOR SELECTED MEMBERS

10.2. Issue / Reserve / Renew and Return

This Form is used to Issue and Return the documents in the Library as well as to Renew
and Reserve the documents if already issued. This form can be loaded by clicking the
‘Issue/Return’ button from the left side main menu under CIRCULATION Module:-
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3 =-Granthalaya: A Digital - X 2ecoull - X
<« C (3 | & Secure | https//egd.nicin/training/Circulation/IssueReturn.aspx @ ¥
8, Buy HP 15-bg007AU |G| NPTEL = Mechanical £ . GMAT versus CAT. W' (@ Maulana Azad Natior I Through The Wormh: [l There is something 2l [3 hitps:i//gbu.epravesh
. —

S O I T A A

T

l="= GOVT BRANCH LIBRARY,, DEPT OF ART &CULTURE, puducherry ) ) | Ver4 0 Rel 7, 2019 (Enterprise Edition)}

Display Labels In - Issue/Reserve/Return/Renew
My Titles : 705
My Copies : 2300 Issue/Reserve Igsee Liggziey Lezig) =g =ases
Member Libraries : 2

Logout Issue and Reserve Documents
MODUEE STEP 1: Display Member Record:

Member No* 3745 Member Name RAM KUMAR MATORIA 2
ADMINT v | Member Sub Category| LIBRARIAN v Status
Member Cat
Entitlement 15 Due Days [15 Already Issued |10 OverRide? N | Mobile No 9968658570 Py
" Email rkmatoria@nic.in Admission Date|17/02/2015 | Closing Date 07/05/2020
Cataloging | E—

" STEP 2: Select Category of Documents & Display Doc Record: © Books and Bound Journals ® oose Issues

irculation

_ Acc.No * N43 2344 Bibliographic Level Monographs and Books v

| Member Management | Material Books v |[ General Books v

: Issue Return : b - —

| —————— { Title Details Yayati /By Khandekar, V S, AURANGABAD, ASHU PUBLICATION, 2017, 890p.

il ReceiptManager | ! (Collection Type Circulation v | Current Status: | Available * | Language: ENG

i Import Members Data : —_—
STEP 3: Circulation Data

Issue Date 27109/2019 Issue Time 9:19:00 AM | Due Date |12/10/2018 Reserve Date |27/09/2019 Reserve Time |9:19:00 AM

T -WI Reserve I Cancel I View Payments I Generate Gate Pass  [Select Design:| De-Reserve -
= & & I w & e F19AM
H O Type here to search =} m ! E}‘. - + ! ENG  orarsa0ta

NOTE: All kinds of documents entered in the software (Books and
Monographs/Reports/Manuals/Bound Volume of Journals/Loose issues of the
Journals/Audio-visual materials — everything will be issued here on this form.

Conditions for Issue

Before using the form for Issue of the documents, it is necessary to know that those
documents can only be issued which will passed through the following four
rules/parameters:-

¥ The Member Closing Date should not be in the Past

¥ The Number of Books can be issued must not be equal or lesser than the
Number of documents already issued

¥ The document STATUS must be ‘Available’ only

v

The documents should not belong to ‘Reference Collection.

These all four parameters are displayed during issue of the documents and in case
ISSUE Button is not enabled then it means any of these conditions are not passed.

How to Issue or Reserve the documents?

e Enter/Scan the Member No when cursor is in MEMBER NO text box or select

Member Name from Drop-down given under STEP 1 on the form — press Tab or

enter — If member no is correct and exists in the database then member details
will be filled in

e Select the Type of Documents options given on the top of the form — (a). Books
and Bound Journals and (b). Loose Issues
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e Type Accession No (if Books and Bound Journals selected) or ITEM ID (If Loose
Issues selected) — Press Enter or Tab — If no is correct and exists in database the
documents details will be filled in

e Check the optional check boxes given on the bottom of the screen for (a). Send
SMS (b). Send Email and (c). Generate Gate Pass for some other utility while
issue the documents.

e Press ISSUE Button to issue the documents

NOTE: In case ISSUE Button is not enabled then check the four parameters listed above
and see the Member Closing Date / Entitlement and Already issued books / Book status
and collection Type.

v a-
-

S PR

c ~ s
r“m
A e
= freas MATIO
| Nahorat Informatice (NN} . 2 ormd ¢
Issue and Reserve Documents
. Sz Ko Mars e B
. -
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(4 g""." N 2 i

SICP A D Maintae Frcont

@ | | Goammest Db
MARCTT bov Everpone: 4 procicel gulde 1By Frm
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16U 2762

o Datoornde A wedd 5z, Fchand L Niar ndiee sl | Mew Dvile bntiasn a I
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STEF X Chrovlation Dats
Weew Tty N sy e - * e g N i L L P B Bewwan buw  BUATIIONS Suneree Tame 200N P

| Camont manes.] loatre * Language ENG

Once document is issued then the issued document list if visible at the bottom of the
screen where you can generate various Reports in different format. In case, there is any
message or error during Issue/Reserve then it is displayed on the form in yellow color.
Detail of recently issued book is also displayed on the issue screen.

How to Reserve Documents

e RESERVE - Reservation of the documents is done only when the same
document is issued to any other member and document Status is ISSUED.

e While any member will return the books which is RESERVED to any member
then a message will be displayed — giving details of the Reserve Members. In

case, many members have reserved the same documents then message will be
in the order of Reservation.

e Press RESERVE Button to reserve the document

e You can UN-RESERVE documents if user does not want the get the book. For
this you need to select the record from issued documents displayed at the
bottom of the screen and press UN-RESERVE button.
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Generate Reports

e While doing issue / return / reserve / renew then you can generate various
kinds of Reports by pressing the REPORT Button.

e Reports can be grouped by various fields and parameters

e Reports can be sent to printer directly or can be saved in PDF/DOC/HTM format

How to Return and Renew?

e There is separate TAB for Return and Renew on the same Form — Click RETRUN
and RENEW Tab

e Type Accession Number in the Text Box either by typing by hand or by
scanning barcode labels pasted on the issued documents.

e Document details will be displayed if it is issued. Three types of details
— document details; Circulation details and Member details

e Select other Options like a). Send SMS b). Send EMAIL and 3). Generate
Fine Receipt if fine is calculated and you have defined Fine rates in Sub-
Category Form

e Press RETURN Button to Return the document or press RENEW Button to
renew the document.

NOTE: In case you wish the RENEW the documents — then it must be done before due
date. In case, due date is passed away then you must RETURN the book and then fresh
ISSUE should be done.
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NOTE: In case barcode labels are pasted on the documents and member cards then
barcode scanner can be used to enter data during issue/reserve/renew and return

How to Take Fine?

e First Fine Type and Rate per day must be defined under SUB-CATEGORIES
in Circulation module.

e While RETRUN of the documents — if Fine is defined and document is
overdue then FINE will be calculated by system.

e You may exempt the fine on this form by selecting the option ‘Exempt Fine’.

e Enter the Fine in the text box — Fine Collected to save the fine taken in
the database.

e Here you can print the FINE Receipt by selecting the option given on the form —
‘Generate Fine Receipt’

e Press RETURN button to process the data.

NOTE: In case member is willing to pay the fine in partial then system will keep the
status of the Fine Records with the status ‘Pending’. Such Records can be managed in
RECEIPTS Form under LIBRARY ADMINISTRATOR Module.

How to Manage Payment received from Members

e Library can receive payment form Members for the following:-
o Annual Membership Fee
o Membership Renewal Fee
o Overdue Fine
o Payment against lost of book
o Other charges
e Load the ‘Receipt Manager’ form under LIBRARY ADMINISTRATOR MODULE

e Select the Member Name from drop — down
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All the records of payment of selected member will be displayed in the grid
Select Pending Record and press EDIT button

Enter the details of the payment / partial payment being received

Press UPDATE Button

STEFZ Eptnr D sl proews SAVE 1o Savw Hnoon?

PAAIIE | Pagopnst Ppasvvud for | Dverider 7lan o Vel

NOTE: Various kinds or Reports may be generated on this form in PDF/DOC/HTM
Format. Total Payment received for a particular head in a year can also be generated.

How To Issue Inter Library Loaned Books

Once ILL requests are processed by both the libraries and book(s) is/are delivered then
same record of the book will be visible in ILL Request under ILL Tab in Issue/Return
Form.
e Click ILL Request Tab in Issue/Return Form
e Click Option —two options are there, one for issue the book to ur member
received from other libraries or return the book already issued to ur member
belong to other library. Second option to deliver the book to member of another
library on ILL Request.
e Here books can be delivered / issue / return as per ILL Requests.

10.3. Circulation Transactions

This form is used to search Circulation Transactions performed during issue/return
of the documents at circulation counter. User may search the transactions by using
various parameters given on the form. The form can be loaded by clicking the View
Transaction button from main menu:
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Besides, this form can be used to view Overdue books based on cut-off dates and even
with no of days in advance and then overdue notice can be printed or sent in mail.

How to Search
e Select / Type the search parameters if any u wish to use
e Press SEARCH Button
e Results will appear in the Grid
e Then you can generate various kinds of Reports given on the form

Delete Circulation Transaction
e Search the Transaction
e Select Records from results (Click from right side top corner of the Grid) —
you can select/deselect all
e Press DELETE TRANSACTION Button

View Overdue Items

e Press VIEW OVERDUE ITEMS button

e Optionally you can type the No. of Days in advance you wish to
generate overdue notice.

e Select the Overdue Notice Letter Template from bottom

e Press PRINT REMINDER button to generate Reminders in Print. You can
also select Format of the Reminder like DOC / PDF / HTM

e You can also send the overdue notice by EMAIL also.

Send Gentle Reminder in Advance — A Gentle Reminder/Notice can be sent to the
members whose books are going to become overdue after certain days which can be
entered in the text box given on the screen — DAYS in ADVANCE. Once you type after
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how many days e.g. 4 — means after 4 days books will become overdue — search the
result by pressing “VIEW OVERDUE ITEMS AFTER... Button . Once result appear then
you can PRINT the reminder in Print or can send in mail by pressing the appropriate
button.

Most Issued Books — List is generated by No of times books are issued to get what
are the books issued maximum times.

Top Borrower — List of Top borrowers can also be generated who has issued
maximum number of books in a library

Workload Report — This report can be generated within the cut-off dates — once
results appear then press WORKLOAD REPORT.

NOTE: While generating overdue notice, you need to select a ‘Overdue Notice Letter’
Template which can be created once in ADMIN Module.

10.4. Receipt Manager

Receipt Manager Form is used to manage / Edit /Create new receipts for any
amount being taken from members for various reasons given below:-

1. Becoming New Member

2. Renewal of New Member

3. Fine due to over due (Record generated automatically at the time of RETURN of
the book)

4. Loss of the Book

5. Other reasons.

New Receipt can be generated by filling the fom and submit SAVE Button. Existing
Receipts can also be searched and Edit if required.

Sometimes member does not pay full amount due —in this case, receipt can be raised
for amount taken shot of due amount. Such Receipt can be fully paid / edited later.
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B2} e-Granthalaya: A Digital Agend= % [B] e-Granthalaya OPAC: A Digital x + ~ — s} x
« C @ egdnicin/training/! w R 0O &
M Gmal B YouTube @ Maps B Micr Courses
Click To View | Hide Search Pane
oo |
‘ Select Parameter from below a‘na press SEARCH bution
Rectig] Member Ho Member Name Accession No.
MODULES Loase Issue 10/ Copy ID: Payment Recd For ~] staws ~
Payment Date: FROM TO:
Select Category | Select Sub Category v
Total Record(s). 62

" Security Amount -
N. Edit  Acc.No Deposit  Amount Due  pIvu atus  Received For  MEM No
1 Edit 500.00 500.00 26/02/2019 2019-20 paid ] ey 0
2 Edit s00.00 s00.00 04/03/2019 2019 paid 1233
3 Edithz 80.00 s0.00 19/03/2019 2019 paid 1233
4 Edit 5.00 5.00 22/03/2019 i paid a6 daw
5 Edit 30.00 30.00 22/03/2019 1 Paid New Member 2661 MARY L)
6 Editiz 13.00 13.00 12/04/2019 019 paid Fine 10 simone
7 EditRi02sen 7100 7100 23/04/2019 2019 paid Fine 13005 jaipal sidana
B EditT! 155.00 155.00 25/04/2019 2019 Paid Fie JEETY. Jeetendra Yadav
web % P A C Pdf Format | Report Group By v_,[ Summary Report ][ Detail Report ]
STEP 1: Select Member from Drop-Down!
Select Member ~ | Total Record(s): 455
Display Member Details
Member No
DIGITAL LIBRARY Lol
Category
inline Users: 1 Sub-Categary
e
mail egranthalayaat)ni n . N 5
Help Desk: 011- Date of Payment 06/02/2023 | Payment Received For:
2430548924305613 Security Deposit In Indian Ruppes

£ Type here to search

Dues Pending with Members

In case payment is due (if not paid fully earlier or new payment is taken) then this form
is used to take the full amount from member and save the record with details to
generate receipt.

Records can be searched under SEARCH PANE on the top of the form — records with
“Pending” status can also be get and then press EDIT button to display the payment
details in form — Payment due and payment taken — if same then on updattion record
status will become Fully PAID.

To create a new Receipt — just type the details on blank form and save the record.

10.5. Import Members Data from EXCEL

This form is used to import member data from excel to e-Granthalaya. The format of the
excel should as per the excel sheet given on egranthalay web site with the following
columns:-

Admission Date (MM/dd/yyyy)
Closing Date (MM/dd/yyyy)

1. Member No. (Unique Member No.)
2. Member Name

3. Category

4. Sub-Category

5. Gender (M=Male / F=Female)

6. Mobile No

7. Email

8.

9.
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Once you have such excel sheet then:-

Step 1: Browse your PC directory and select the excel sheet.
Step 2: Upload Excel File

Step 3: Select Sheet from drop-down

Step 4: Map eGranthalaya Field with excel Column

Step 5: Press Upload/Migrate Button

eG4 provides facility to import members data from EXCEL file. Excel File must be with
Xlsx extension Excel workbook). In case, it is not in this format then open the file and
SAVE AS excel workbook. The EXCEL file must contains the following COLUMNS:

e MEMBER NO — may be alpha only / numeric only or Alpha-numeric. No space
between characters - Mandatory

e MEMBER NAME — without Title - Mandatory

e GENDER (M/F only) - Mandatory

e CATEGORY - if same category for all records then you can type Category in
DEFAULT Value Text box and do not select Category from drop-down -
Mandatory

e SUB CATEGORY —same as above for DEFAULT Sub Category - Mandatory

e PHONE NO - Optional

e MOBILE NO - Optional

e EMAIL - only single mail - Mandatory

e ADMISSION DATE in MM/dd/yyyy Format - Mandatory

e CLOSING DATE in MM/dd/yyyy Format - Mandatory

e Other fields are Optional.

STEP 1: Click the Link / Button ‘IMPORT MEMBER DATA’ from Main menu under
CIRCULATION Module — following form will be loaded

3 =-Granthalaya: A Digital - X 2ecoull - X

<« C () | @ localhost:50836/Circulation/ImportMembers.aspx e aD e

i1 Apps @ Buy HP 15-bg007AU

e-Granthalaya on Cloud

A Digital Agenda for Library Automation and Networking '* "- g— JL.-
Y  from NATIONAL INFORMATICS CENTRE, Government of india 'i m
|=<"= NIELIT LIBRARY ,JAMMU ( J & K ), AUTONOMOUS BODY, JAMMU | Ver4.0 Rel. 4 (Enterprise Edifion)|

Display Labels In v Import Members Data from EXCEL Sheet
My Titles : 264 - -

My Copies : 881
Member Libraries : 2

STEP 1: Browse Excel File

Browse Excel File| Choose File |No file chosen Read File | Select Sheet: | ¥
STEP 2: Delete Un-Wanted Column and Rows from Grid

Logout Select Column to Delete:

MODULE

Library Administrator

STFP 3: Man Column Nama with Datahasa Fiald. Salact matchad Column from dron.dwon. Fnter Nafault Value if mandatory Column not axist in FXCFL
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STEP 2: Press CHOOSE File to browse the excel file from your desktop — select File and
press OK. Plz note that Excel file must be EXCEL WORKBOOK with .xlsx extension. If not
in this format then open the excel file and SAVE AS Excel Workbook.

STEP 3: Read File — Excel sheet drop-down will be filled with sheets.
STEP 4 — Select Sheet from drop-down

2 =-Granthalaya: A Digital X sl - X

& C 1Y | ® localhost:50836/Circulation/ImportMembers.aspx T a3 e
225 Apps @, Buy HP 15-bg007AU

Login: SDP

|=-=~ NIELIT LIBRARY ,JAMMU (J & K ), AUTONOMOUS BODY, JAMMU | Ver 4.0 Rel. 4 (Enterprise Edifion)
Display Labels In v Import Members Data from EXCEL Sheet

My Titles : 264
My Copies : 881 Read Instructions Before Data Migration

STEP 1: Browse Excel File

Member Libraries : 2

Browse Excel File| Choose File | No file chosen Read File | Select Sheet:
STEP 2: Delete Un-Wanted C|

Logout : selectColii gl Date_Members_List_0608205

MODULE

Library Administrator

Cataloging

Select Sheet

Circulation

Receipt Manager
Import Members Data

I STFP 3: Man Column Name with Datahase Field. Select matched Column from dron.dwon. Fnfer Default Value if mandatorv Column not exist in FXCFI e

@ N NG

Once you select the excel sheet from drop down — records are filled in Grid.
You can delete un-wanted Columns here by selecting from Grid and press Delete
Column button. Similarly, you can delete un-wanted rows if requie.

3 =-Granthalaya: A Digital - X 2ecoull - X

<« C (O | ® eg4nicin/test/Circulation/ImportMembers.aspx T B S

55 Apps @ Buy HP 15-bg0OTAU

Login: SDP

| i NICHgq Library, NATIONAL INFORMATIC S CENTRE, New Delhi | Ver4.0 Rel_4 (Enterprise Edifion)|
Display Labsls In v Import Members Data from EXCEL Sheet

Wy Titles : 267
My Copies : 906 Read Instructions Before Data Migration

Member Libraries : 2 STEP 1: Browse Excel File
Browse Excel File| Choose File | No file chosen Read File | Select Sheet: |Export_Data_Members_List 0906208 ¥
STEP 2: Delete Un-Wanted Column and Rows from Grid

| togow | SelectColumnto Delete:| SN + | Delete Selected Column

UOPULE SHN# Edit Member No Member Name  Category SubCategory  Email Phone Mobile  Admission Date Close Date Delete |3
Delete|t ABC [ADMINI [OFFICERS1 it@gmail.com 07/07/2017 _|07/07/2018
Delete]2 12 abc [TEACHER assistant
Delete[3 145 Ajay Kumar Student [BTECH ME [abc@gmail.com [1912554482[9784578452]
m Deletelt 112233 [akvka 2nd yr che student|1 year 01/10/2016
m Delete]s arun BTECHT 1 year 06/10/2017|
Delete|s 2209 Happy Student M.Lib i iffmail 01/04/2013
Delete|? 7678 honey admin vice chancelor 06/09/2017|
Deletels Deetendra xyz abc it@gmail, 7840058663(11/01/2017 _[10/03/2018]
petetelp oo focuty encren EEET
ember ! |peletefio 725 kavita students M.Lib 06/10/2017|
— i |peletefi1 25 kavita students M.Lib 10/06/2017|
Circulation 1 Deleta|1 2 admin abc kinglibu@gmail.com 9402168839
! |Delete|t 71234 laran admin library [11/12/2016
Delete|1: 1 Meenakshi Student 1 year
Deletel1 FETEl nasreen [Unanu Director ;. icin 03/05/2017 _|o7/10/2017 M -
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STEP 5: MAP THE FIELDS WITH APPROPRIATE COLUMN - By selecting Column from each
drop-down. In case no column exists for a mandatory field then you can give value in
default text box — this value will be saved in all records during migration.

[ e-Granthalaya: A Digital X Fmmil X

< C () | ® egdnicin/test/Circulation/ImportMembers.aspx e a8 S0
i Apps @, Buy HP 15-bg007AU

Receipt Manager Delete|13 71234 kiran admin Library 11/12/2016

Import Members Data Delete|14 1 Meenakshi Student 1 year
B am IDeletelr: 1111 nasreen Unanu Director __|Assistant Dirs @nic.in 03/05/2017 07/10/2017 i
“ STEP 3: Map Column Name with Database Field. Select matched Column from drop-dwon. Enter Default Value if mandatory Column not exist in EXCEL.
Solect Excel Column Defautvawe ———  [Romas ]
Must be Unique for every member / Numeric Only or Alpha-Numeric - keep Alpha
- Character in CAPITAL LETTER / Do not use spl. character and No Space. e.g. N3456
MemE Member No Must be Unique for every member / Numeric Only or Alpha-Numeric - keep Alpha
“ Character in CAPITAL LETTER / Do not use spl. character and No Space. e.g. N3456
Do not use Salutation (Mr/iMRs etc.) and Dont use DOT (.). Write full name Onle. e.g
Member Name Member Name v Rakesh Kumar Kapoor
Web% PAC Res. Address v
Off. Address v
Online Users: 1 Member Category must be standardized and in Capital Letter. Write Category Name
Help Desk Member Category/ Catego! - as Default Value if Categories are not included in EXCEL Sheet. Default Category
- 2 — Group/Deptt gory name will be added in all the Member Records. e.g. STUDENTS or TEACHERS or
Email: egranthalaya@nic.in e

Phone: 011-24305489/87 Member Sub-Category must be standardized and in Capital Letter, Write Sub-

fhambar Sub- SubCateqo = Category Name as Default Value i Sub-Categories are not included in EXCEL Sheet.
De‘,%""n“ gory Default Sub-Category name will be added in all the Member Records. e.g. CLASS XIA
ot or TGT or UDC, etc.
Gender v
Email Email v
Telephone Phone v
Mobile Mobile v
Keywords v

ion Date must be in yyyy format only. Format type in Excel must be

Admission Date DATE only. e.g. 03/22/2017. In case, individual Admission Date not included in EXCEL

(MMiddlyyyy) Admission Date v then you can give a Default Date which will be saved in all the migrated member
records.
Closing Date T pre— Closing Date must be in MM/dd/yyyy format only. Format type in Excel must be DATE
{MMtdg!y ) \ Close Date v only. e.g. 03/22/2017. In case, individual Closing Date not included in EXCEL then you
vy can give a Default Date which will be saved in all the migrated member records.
Remarks v
Surity Name v -

STEP 6: Press Verify button to verify the records before migration.
STEP 7 — Finally Migrate data. See the report

NOTE: After migration, edit every migrated record if required.

NOTE: Guest member records which were entered using OPAC page — can also be
managed under Circulation module .
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Chapter 11
Serials Module

This module is used to manage Subscription of the Journals and Magazines in the
library. The module must be used starting from first menu to last menu and no item
must be left to complete the workflow of serials subscription in a Library. It is started
from taking approval for new/renewal of subscription up to making payment and
receiving loose issues. The module will manage the following activities:-

Add new Serials (Journals, Magazines and Newspapers)

Manage approval for new subscription and/or subscription Renewal
Manage Orders

Manage Subscription

Manage Schedule of the Loose Issues

e Receive Loose Issues

e Send Reminders for Non-Receipt of the Loose Issues and

e Manage Bound Volumes of the Serials

11.1. Add New Serial

This form is used to add the details of the new Serials (Journals, Magazines and
Newspapers). The form can be loaded by clicking the Button — ‘Add Serial’ from main
Serials Menu:-

B s Gaviwne A O tens A 0pw -« U ———— bl i .
«C \ -
oy ’ i
s |
o Hecoos Type Uat Mo ) ISDW o Search in the Abowr Pare

- _ _ 3 — Dhagipy S it o N - . Proos ENTER ahwe Tysng the Dats

Press UPDATE Dution i wave the Changes if uny..

L R e

Cncanm b | N e soocen PRI | Facom s ®ms S St b7 v s STUATE Ratbass

=

AN
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Search Existing Serials
e User can search / view existing records of the serials under SEARCH Pane —
click the Search Pane given on the top of the form.
e Use various search parameters for filtering the records
e Press SEARCH Button
e Once results appear then you can various activities like EDIT/DELETE/PRINT etc.

[ P [ Eee—v— —— bl lsmet 3. i
« c wyilrwh nicin =

O

lu MAMAA OF ( UM MIATEN
\ nn A unmvmanmr-nvcm
i N' MI"“I“'.M.“\'.'
Hs -u FRa o VIRTHE S
) ua NOAERS HGOE
.r-u_'m PNCUS TR VIS

n=s
v

How to Add New Serials
e Type the Serials Details in the form
e Select Document Category (Serials) — Select Sub-Category from (Annuals /

Newspapers/Periodicals) and then Select document Type
(Journals/Magazines, etc.) from drop-down.

e Add text in the text boxes given on the form as per cataloging rules.

e Wherever Drop-down is there — value must be selected from existing
entries visible in the drop-down

e Publisher must be selected from Drop-Down. In case, it is new publisher then
add its proper name in the drop-down itself from where it will be saved in
Master Table.

e Select Subject from drop-down. In case, no subject exist in the drop-down
then add new Subject details in Master Table under MASTER DATA Module.

e In case you wish to subscribe the Journals then select YES from
‘Subscribed?’ drop-down given in the bottom of the screen.

e The Fields mark with * are mandatory

e Press SAVE button to save the record

e Digital Files can also be uploaded at the time of SAVE/UDATE of the records.
There is a Browse Button at bottom of the Catalog Record where you can browse
digital file and select for uploading. Multi-Files can be uploaded with single
record.
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[ e-Granthalaya: A Digital - x (2
< C | ® eg4nicin/training/Serials/AddSerialaspx 7 |
I o ]
T a— Wiley Blackwell [

Manage Approval | Place® New York | Country* [ United States of America v

Manage Orders

Manage Subscription

Manage Schedules

s
Main Subject SOCIAL SCIENCES

T o . .
st Upload Digital Files

webapAC| ssesmess er .
Choose file | No file ch ' Delete This Picture fi Datal
S o file chosen & - Delete This Picture from Datal W|th every Cata|Og
Online Users: 1 Page/File

o o Nofile chosen record.

Email: egranthalaya@nic.in
Phone: 011-24305487/89

CODEN StartVolume
‘Start Frequency * Close Volume
Remarks

Subscribed? * [Yes v | Start Volume 1/2016 |StartIssue
74 N Close Volume | |cioselssue
* Mandatory. NOTE: Put semicolon () between two items in the same text box

[ Updsrs | sl | Conce |

L Pl 09:28
" 00707 | |

How to Edit Serials
e Search the Serials under ‘Search Pane’
e Once results come then press EDIT button of the desired serial
e Change the data and press UPDATE Button to save the changes
e OR
e Type Catalog Record no / ISSN/Accession No in the search Text Box and press
GET Button to display the record.
e Once Record is displayed then modify it and press UPDATE to save the changes.

[ e-Granthalaya: A Digital - X (|

& C | ® eginicin/training/Serials/AddSerial.aspx e | :

[A4Theme % Background [FFFFFF | Clear Login: Pallavi Jadhav

Display LabelsIn:| v |
My Titles : 202
My Copies : 656
Member Libraries : 2

Display Record

MODULE HELP: In case nuﬁel;!sa[e-.._, =4~ Fermat for Selected Type Cat
e ——— No/ISSN/Acc

Document Category* | Serials v | 295 Periodicals v || Journals

Language* English v |Format*| Print ] NO n press
Titer AFRICAN DEVELOPMENT REVIEW GET to dISpIay

SubTitle

rarnrd
Eators Anyarmwy, John €
TR oo

| Publisner Wiley Blackwell
| Place* New York | Country* [ United States of America

Add Serial Title
al

Deskiop I Libraries > 09:32
02/07/2017 | |

How to Delete Serial Record
e Search the Serials under ‘Search Pane’
e Select desired result from grid by clicking in the right side of the grid
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e Press Button — DELETE SELECTED TITLE

e During display of individual Title in the form — you can DELETE single record
by pressing the DELET button given on the bottom of the form

NOTE: Serial Record can only be deleted if its child record does not exist. So, first
delete all the loose issues/bound volumes/schedules / subscription and acquisition
records and then delete main catalog record.

Report Options — Various Reports can be generated once results appear or display a
record. Records can be generated in various formats like PDF/DOC/HTM, etc.

11.2. Manage Approval

This form is used to manage the Approval process where few steps are required to be
complete during subscription process of the Serials. The approval process starts by
creating a Purchasing / Acquisition Record for each Serial Title every year. In case, Title
of the serials does not exists then first add the Serial Title in previous form. Serials are
subscribed annually and thus only one Approval record is allowed for every serials
during a year.

During Subscription of the Serials — following three steps are required to be completed
on this form:-

a). Create a new purchasing/acquisition record for every title with unique Approval No.
However, same APPROVAL NO can be used for many titles to club the titles under one
approval list during a year.

b). Generate Approval for Approval No in current purchase
c). Update Approval accordingly after getting approval from library committee.

The Approval form is loaded by Clicking the link button — ‘Manage Approval’ under
SERIALS Module, following form is loaded:

Lary Autos

“ Enter Data and Press SAVE Bufton to seve the recard
e S o Yo ve

T
Cameny*

Fodmeever: By
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Three Tabs are there on the form containing three different part of the form —for each
— Add Approval; Generate Approval; Update Approval.

Add New Approval

e Select the Title from drop-down to display the Serial record. You can ‘Search Record’
by many fields and by pressing SEARCH Button given on the top of the form

e Once catalog of the selected Serial is displayed then enter purchasing details in the
relevant text boxes. Purchasing record for the selected title which already
created/processed will be displayed in the bottom Grid just to show the old history
of purchase.

e Mandatory fields are marked with * sign

e Enter Unique APPROVAL NO which has not been used before. Once an App no is
processed then same app no can not be used for new purchasing this year or next
year. However, same approval No can be used during current year for adding more
titles in the same approval list.

e Enter No of copies being subscribed

e Enter Subscription Year in each approval Record.

e Select ‘Subscription’ from Acquisition Mode drop-down

e Enter Subscription cost of every title during current year in original currency

e Press SAVE Button to save the purchasing record

e This way create a separate Purchasing Record for each title with a same APP NO for
purchasing many titles in the same purchase.

e Once purchasing record is saved — it will get displayed in the Grid at bottom which
you can EDIT again to change the field value, if any. This can only be done before the
purchasing record is processed further for next step — Generate Approval.

NOTE: On creation of new Purchasing Record Status will be ‘Requested’ Automatically.
This status gets changed automatically with the next step.

NOTE: This way you can create new purchasing record for many titles to be submitted
for approval, for example if you wish to submit say 100 titles for approval in the same
list then create one record for each title with the same APP NO.

Generate Approval

This tab/part of the form is used to process the Approval Records just added/created in
the last step. To view the newly created purchasing record with Status — ‘Requested’
are displayed in the APPROVAL NO drop-down.
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To process these records — follow the steps below:
e Select APPROVAL NO from drop-down
e Purchasing records with the status — ‘Requested’ will only be available in this drop-

down. Once record is processed for further step — it will not available for selection
here

e On selection of the APP NO — its title records are displayed In the bottom Grid.
e Select Committee to which list of approval / titles will be sent for approval. In case,

Committee name does not exist in drop-down then you need to New Committee in
Committee Form under Master Data Module.

e Press the PROCESS Button
e On processing — Status of these purchasing records will become — ‘Sent for Approval’
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Print Approval List — Once records are processed as above then user can take the print
of the approval list as given below:

e Select Print format (PDF/DOC)

e Select Letter Template — if not available then create a letter/Report Template under
MASTER DATA Module.

e Press PRINT APPROVAL Button to generate list.

e List can be printed or saved for later use

e The approval list must be sent to the Library committee for approval/rejection of

the title purchase. Once file of approval come back then you need to UPDATE same
approval as given in the below part.

Update Approval

Once file of approval came back then you can Update it here on this Tab/Part of the
Approval form. Go to UPDATE APPROVAL Tab of the form and do the steps further
given below.

8 neoe R e ﬁ_.&: Va2 Fal. e

Demo, Nationsl informatics Cantre (NIC), New Dalhi Vier 4D et ) (Erdmmrte (0900

Manage Approval

IPTTEN Update Approval

Sebe { Apgwannd hien Uy v vl Process 1
U Agprroval

e Select the APPROVAL NO from drop-down. Here approval records with the Status —
‘Sent for Approval’ or ‘Approved’ or ‘Rejected’ will be available.

e Select the Records from Grid by clicking all given on the right — top corner of the
Grid to process

e Select only those Records which are approved by the Committee. While do not
select the Records if rejected by the Committee.

e Press UPDATE APPROVAL Button

NOTE: The Records which were selected before pressing the above button — their
status will changed to ‘Approved’; while other records will be marked as ‘Rejected’

Now, these records are available for further processing in the next form — Manage
Orders.
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11.3. Manage Order

Once Serials Subscription/approval process is complete and you update acquisition
records set to ‘Approved’ then all such approved records can be managed under
‘Manage Order’ form under SERIAL Module. On this form, you will add the Order
details in each acquisition record and then will place the order to the desired vendor.
Please make sure that you must already added the records of vendor in the Vendor
directory — if not done then you need to add vendor details under ‘Master Data’
Module.

Serial Order Form can be load once you click the button = Manage Orders’ under
SERIALS Module- following form will be displayed:

Flie oo BRI ) B3 - Crotowms 2 0pr & S -
“ C [ eyitrwtnicn -

' B = N

Mot A0 Tt ) 1

2 Apprawet Bo from Diog Devan
N0 * | Approvel Dute: TAUNOT

STEF 2 Al Order Bo and Select lecosits Sue below God mnd Py

There are two tabs on the form — ‘Add Order’ and ‘Generate Order’. Accordingly you
need to complete task in all these two part of the form, one by one, in the same order.

Add Order

e Select Approval Number from drop-down given on the top of the form — all
titles approved in the selected approval no will be displayed in the grid at the
bottom.

e Type unique ORDER NO — Order no already processed can not be re-used. You
can make some pattern for deciding the unique Order No. In case you have
approval for say 100 Titles then you can place these titles in many different
orders in a group to various vendors.

e Select the Titles from the Right of the Grid to include in the order no. You can
press ‘Select All’ button given at the right top corner of the Grid to select all the
titles.

e Press ‘Add Order in Selected Record’ button to save the data

NOTE: you can delete acquisition records at this stage by selecting the desired
record(s) and press ‘Delete Order for Selected Records’.
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Generate Order
e Go to next Tab —‘Generate Order’ and select ORDER from drop-down — all
records will be displayed in the Grid at the bottom of the page.
e Select Vendor to which you wish to place the Order
e Enter Data of Order in dd/MM/yyyy style — current date will be taken in default.
e Press PROCESS Button to save the data
e The record status will become ‘Ordered’
e Take print out of the order by pressing ‘PRINT’ button
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NOTE: You can cancel the Order by pressing ‘UnOrder’ button given on the above
screen. Then again you can add different Order to different vendor and can re-order
complete lot.

NOTE: Now you are ready for next step — MANAGE SUBSCRIPTION

11.4. Manage Subscription

This Form is used to Manage the Subscription of Serials Titles (Journals / Magazines /
Newspapers) where Subscription Data is entered annually. For the First Year full Data
is entered for every subscribed serial — next year on Subscription Renewal some of the
data are used and updated automatically.

The Form may be load on clicking ‘Manage Subscription’ button from the mail
menu under SERIALS Module, following form is loaded:

[ p—————

Manage Subscription
v e
-“' Add Subscription Record
rber Ldvarwn 1
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How to Add Subscription Data

e Search or Select Serial Title from Drop-down. Here only those titles will be
appearing in Drop-down for which ORDERS are placed in the last
step/form under the same Module.

e You can search the existing Titles by various parameters given on the top of
the form.

e Once you Select the Title from drop-Down — its details will be displayed on
the form in Green Color along with its Image.

e In Step 2: Select the Subscription Year from Drop-Down where all the Years
will be filled-in automatically for which this title is being subscribed.
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e Once you select the Subscription Year under Step 2 — its acquisition details
for that year will be filled-in.

e In the Step 3:- Enter the correct Data in the fields given on the bottom of
the form
e Mandatory Fields are marked with * - must be entered

e Subscription Start and End Date must be entered correctly in
dd/MM/yyyy format. Subscription may be for more than one year.

e Enter First Issue Date in dd/MM/yyyy format — All these dates must be
taken from last issue of the serial.

e Enter other fields correctly

e Press SAVE Button to save the record
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NOTE: In case such data was entered during last year subscription of the same title
then the data in every field will be updated automatically on pressing the ‘GET DATA
FROM PREV YEAR’ button, however, before saving the record you must check its
correctness.

NOTE: On the basis of this data — Automatically Schedule will be created in the next
step/form. In case, Schedule is not created as per desired dates then you can edit this
data again and can re-generate the schedule correctly in the next step/form.

How to Edit Subscription Data
e Search Title with various parameters on this form
e Select Title from Drop-down — On selection of Title its details will be filled-in
on the form

e Select Subscription Year from Drop-Down — its subscription Details will be
filled-in at the bottom of the form

e Change the Data
e Press UPDATE button to save the changes

NOTE: Now you are ready for next Step /Form — MANAGE SCHEDULES
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11.5. Manage Schedule

This form is used to generate the Schedule of publication of loose issues to be
published for a Title during your Subscription Period. Once you generate schedule then
it becomes possible receive the loose issues as given in the next heading. The form is
loaded once you click the ‘Manage Schedule’ Button from main menu of the SERIALS
Module:
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How to Generate Schedule

e Select Subscription Year from Drop-Down on the top of the form. In case, there
is no entry in the drop-down then it means you have not completed the
previous steps under SERIALS module.

e Once you select the Subscription year then all subscribed Titles will be available
in the TITLE drop-down — select the desired Title

e All details will be displayed on the form

e Subscription Details are saved in the previous form — Plz make sure that these
details are correct.

e Press GENEARATE SCHEDULE Button. — It will generate the possible schedule for
loose Issues.

e In case, you feel that schedule is not correct then you can delete all the records
by pressing DELETE SCHEDULE Button and then re-Generate the Schedule again
after correction the Subscription details on previous form.

e You can EDIT the particular Record by pressing EDIT button given against each
record in the Data Grid at the bottom of the form.

e You can also interpolate/Add/ insert new Record by typing the issue details in
the form given on the bottom of the form and press SAVE button to save the
record.

e You can Merge two or more issues with a single one — by deleting extra records
and Editing single record.
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e You insert more records manually, one by one.

Delete Loose Issues Records
e Select Subscription Year from drop-down on the top of the form
e Select desired Title from drop-down
e Select Loose Issue Record from data Grid and press EDIT button.
e Change the data and press UPDATE to save changes

NOTE: STATUS of the new record will be created automatically with N letter (N for
New), however, you may also change status as P for Not Published / S=Credit Note
Received. Such Status are required to change so that reminder will not be delivered to
the vendor for issues which either not Published (few issues may be suspended) or not
received for which vendor has sent credit note to adjust in future.

NOTE: Now you are ready to go to next form — RECEIVE LOOSE ISSUES

11.6. Receive Loose Issues

This Form is used to receive the Loose issues of the Journals for which you have placed
the Order to the Vendor and have generated SCHEDULES in the previous form. Click the
button — ‘Receive Loose Issues’ from SERIALS Module in the main menu in left side of
the application, following form will be loaded:
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How to Receive Loose Issues

e Select Year from Subscription Year Combo given on the top of the form. In case,
there is no YEAR in the combo then plz complete the previous steps.

e Select the TITLE from drop-down. In case no title exists in the drop-down then it
means you are not subscribing any Title.

e Once you select a Title then its Loose Issues are displayed in the Grid which
were generated in last form. In case, there is no loose issues filled in Grid then
you need to generate Schedule of the title in previous form.

e Click the SELECT button on the left of the Grid to display the issue details in the
text boxes given at the bottom of the form.

e On Click — details of the Issue is filled in text boxes, you must check the details
of the issue — if required then you can modify details before receive the issue.

e Enter/Modify the No. of copies being received, if required

e Please select proper Type of Issue — default normal.

e Press RECEIVE Button to receive the issue(s)

NOTE: While receiving the issue, an auto-generated Number will be created for each
copy of the issue and will be displayed as message. This No. is called as ITEM NO which
must be written on the copy of the issue and this no will be used to issue and return of
the issue to members. You may also generate Barcode labels of these numbers if u
need.

NOTE: On receiving the issue the STATUS of the Issue becomes Y. You can receive more
than subscribed issue. For example, you may be subscribing single copy of any serial
but during receiving process you may receive more than one copies of the same issue.

How to Un-Receive Copies

In case you have received single or few copies of the same issue and you wish to
delete/un-receive copy(is) then follow the steps given above and type the quantity
with Minus (-) sign in the ‘Copy Being Received’ text box. For example type -1 to un-
receive one copy from the copies already received.

11.7. Generate Reminder for Non-Receipt Issues

This Form is used to generate the Reminders for Non-Receipt of the Loose Issues. The
Reminder will only be sent once Titles are ordered. The reminder will be sent by mail to
the Agency or in Print. Bulk reminder is also possible to send for all the overdue loose
issues. The form can loaded by clicking the link button — Generate Reminder from
SERIALS module.
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How to Generate Reminder
e Non-Receipt Issues will be filled in the Data Grid once you press SEARCH Button.
e Once list appears in the Grid then you can print the Reminder

e If you wish to send the reminder by mail then reminder will be delivered in
Agency mail address saved in the VENDOR directory.

NOTE: You must create ‘Reminder Letter’ template in ‘Letter Template’ form under
Master Data Module.

11.8. Bound Journals Data Entry

This form is used to add/edit entry of Bound Volumes of Journals where Accession
Numbers have been assigned to each bound volume.

Add New Bound Volume
e Load the form and select Journal Title from drop-down
e All details of the journal will be displayed
e Enter details of the bound volume
e Press SAVE button to save the record

NOTE: You must use J or P as alpha device with Accession No to differentiate from
Books accession Number.
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Manage Bound Volumes of Journals
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Edit Bound Volume
e Load the form and select Journal Title from drop-down
e All details of the journal will be displayed
All bound volumes already entered will be displayed in a Grid on bottom side
Press EDIT button from Grid to Edit the recrod
Change details of the bound volume
Press UPDATE button to save the changes

Delete Bound Volume

Load the form and select Journal Title from drop-down

All details of the journal will be displayed

All bound volumes already entered will be displayed in a Grid on bottom side
Select the desired Record(s) from right side with check-box option

Press DELETE SELECTED RECRODS button

Print Bound Volume List
e Select Particular Journal from drop-down list
e All bound volumes will be displayed in a Grid at bottom
e Press Print/Report button to generate the various Reports.
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Chapter 12
Micro Documents Manager

This module is used to manage Micro-Documents in the Library. Micro-Documents are
the parts of full documents, for example, Chapters from Books and Monographs;
Articles from Journals; Stories from Magazines and News Items from Newspapers.
Modules provides facilities to index these micro-documents in the software and then
search these in OPAC. Full Text documents in PDF format or other formats may also be
uploaded along with their meta-data records.
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Micro-documents

e Chapters from Books and Monographs
e Articles from Journals

e Stories from Magazines

e News Items from Newspapers

12.1. Articles Indexing

This form is used to index Articles from Journals and Magazines and Chapters from

Books. This form is loaded by Clicking the “Articles Indexing” button on the left
side under Micro-Documents Manager Module —
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Search Existing Records

Existing Records can be searched under “Search Pane” where various search
parameters are given to filter the existing records. Press SEARCH button to search the
records after typing the search string in the text box and selecting various search
parameters along with Boolean combination.
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Once results appear in the Grid as in above screen then these records may be
EDITED/PRINTED/DELETED.
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Add New Record

Load the Web form

Select Documents Type (Serials or Books) — Step 1

Select Title from drop-down

Add details of the micro-document

Select Type of Micro-Document — Articles/ Special Issues (in case of journals
and magazine) / Chapter (in case of books)

Enter Volume/issue no and other details

Enter Title / Sub-title and other details

Browse Files for upload — only PDF files format are allowed

Edit Exiting Record

Search the Record under ‘Search Pane’ by using various Search Parameters.
Once results appear then you may press EDIT button given against each result.
On pressing EDIT button - Record will be displayed in the Text Box

Modify the record

Press UPDATE to save changes

Delete Exiting Record

Search the Record under ‘Search Pane’ by using various Search Parameters.
Once results appear then you may press EDIT button given against each result.
Select the records you wish to delete by clicking ‘select’ image in the right of
the grid

Press DELETE SELECT RECORD to delete the record

12.2. News Clipping Manager

This form is used to upload useful News Items published in various Newspapers and
Newsletters or any other sources. The full-text file in pdf/html format of the news item
may also be uploaded along with news item details and later these News Items may be
accessed on OPAC web pages. Recently uploaded news items are scrolled on main
OPAC Home page.

Before adding/uploading News Items, Source of the news items must be entered in
SERIALS Module (Add New Title) or in Books Cataloging Module (Add New Title). The

News Clipping Form can be loaded on clicking the Button “News Clipping Manager”
under “Micro-Documents Manager” Module — following form will be loaded:
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Search Existing Records

Existing Records can be searched under “Search Pane” where various search
parameters are given to filter the existing records. Press SEARCH button to search the
records after typing the search string in the text box and selecting various search
parameters along with Boolean combination.
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Add New Record
e Load the Web form
o Select News Paper from Drop-Down — Step 1. In case, News pater is not

available then first add new record of News Paper in SERIALS Module — Add
Title

e Type details of the News Item either typing by hand or copy and paste
direct from Newspaper Web Site.

e Type Vol No / Issue No if exists. Type Year in yyyy format and Date in
dd/MM/yyyy format

e Enter URL of the news item from web

e Save One Photo of News Item and then browse for upload (otional)

e Browse the pdf file of News Item if available

e Press SAVE Button to save the record

e Once Record is saved it is published in Grid at the bottom of the page.

Edit Exiting Record

Search the Record under ‘Search Pane’ by using various Search Parameters.
Once results appear then you may press EDIT button given against each result.
On pressing EDIT button - Record will be displayed in the Text Box

Modify the record

Press UPDATE to save changes

Delete Exiting Record
Search the Record under ‘Search Pane’ by using various Search Parameters.
Once results appear then you may press EDIT button given against each result.

Select the records you wish to delete by clicking ‘select’ image in the right of
the grid
Press DELETE SELECT RECORD to delete the record
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Chapter 13
Bills Processing and Budgets Module

This module is used to manage Budgets of the Library where Budget details are entered
every year and then bills are processed towards purchasing of books and monographs
and Subscription of Serials. Later, at the end of Financial Year — Bill Register may be
generated with full details of the payments processed in the software.

The Module contains Two Forms -

e Add Module Details — To added the details of the Library Budget received every
year

e Bill Processing Module — Where bills are processed steps after completing the
BOOKS ACQUISITION or SERIALS Module.

13.1. Add Budgets

This form is used to enter details of the Library Budget received every year. There may
be more than one Budget Head every year where funds may be received from various
sources.

The Form can be loaded by clicking the “Add Budget” button from the left of the
application under BUDGET Module —

Manage Bucgets
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How To Search Existing Records
Existing Records of Budgets added during last years may be searched under ‘Search”
Pane given on the top of the form.

e Click the Search Pane

e Search the existing records by using various search parameters

e Press SEARCH Button to view the records

e Once Results appear in Search Grid — you may perform various actions like
Deletion / Editing etc.
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How to Add New Record

e Type Budget Year in YYYY format , for example 2016 (means 2016/17) —
Mandatory field

e Type Budget Head if any (Mandatory Field)

e Type Amount in Rupees received under the Budget Head. Write the data in
financial terms e.g. 20000.00

e Optional Fields are — Remarks and Period

e Press SAVE Button to save the data

NOTE: Duplicate Budget Head will not be accepted within the Same Year. You may
add different Record for different Budget Head in the Same Budget Year.

How To Edit Record
e Search the Budget Record in Search Pane
e Press EDIT button given against each record
¢ Modify Budget Details
e Press UPDATE Button to save the changes
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How to Delete Budget Record
e Search the existing Budget Records under Search Pane
e Select the record from right side you wish to delete
e Press DELETE Button to delete the records

NOTE: In case a particular Budget Record is used in Bill Processing Form under the
same module then Budget Record will not be deleted. First you need to un-process the
Bills of the Budget Year then you can delete Budget Record.
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13.2. Bills Processing

This Form is used to Process the Bills which belong to BOOKS ACQUISITION Module as
well as SERIALS Module. These bills are received from vendors as per the ORDERS
Placed for purchasing of Books in BOOKS ACQUISITION Module and Subscription of
Serials under SERIALS Module. The bills may be posted under the SAME PAYMENT
REQUEST NO in bulk to club the bills of the same vendor.

The Form can be loaded by pressing BILL PROCESSING Button under BUDGET Module.
On Load — a blank form will be loaded. There are following 4 Tabs on the form:-
A. Add Bills Details
B. Attach Bills with a specific ORDER Placed under BOOKS ACQUISION Module or
SERIALS Module
C. Post Bills — to Account Section for payment
D. Pay Bills — Update and deliver Checks to the Vendor

13.2.1. Add Bills Details
e Select Budget Year from drop-down. If not available then first add Budgets in
the previous form
e Select Budget Head under which bill will be processed
e Whether Supplement Bill or Main Bill (Y/N)
e Enter Bill No / Bill Date
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e Select Currency from Drop-down (Assuming that the final figure/Total Figure of
Bill will be in same currency where individual Items may have cost in original
currency with conversion in Indian Rupees also. )

e Enter Gross Amount / Conversion Rate (if currency is other than Rupees)
e Enter Discount Percentage etc.

e Enter Additional Charges, etc (e.g. Handling/Postal Charges)

e Enter Deduction, if any (any amount pending on Vendor)

Select Vendor from drop-down.

Press CALCULATE Button

e Press SAVE Button to save the Bill details

e UNIQUE Bill No will be processed / No duplicate Bill from same Vendor will be
accepted

e Bill status will be “NEW” on adding new bill.

NOTE: In this way, you can process many bills to be clubbed during
Attaching/Posting bills under same Payment Request No.
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13.2.2. Edit Bills Details

e Un-Attached/un-posted bills will be available on this form in the Grid at bottom
of the form.

e Press EDIT Button from the Left of the Record in the Grid to edit the record
e Do modification in the bill details as desired

e Press CALCULATE Button

e Press UPDATE button to save the changes

NOTE: Once bills are attached/posted in the next steps then such bills will not be
visible in the Grid here on this form.
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13.2.3. Delete Bills
e Select Bill(s) from the Grid by clicking against record in the right side
e Press “Delete Selected Records” button to delete the bills
NOTE: Un-processed bills which are visible on this form can only be deleted. In

case, you wish to delete bills which have been processed then you need to reverse
back the process (un-post / un-attach) of bill processing.

13.2.4. Attach Bills
e The Bills Added under ADD BILLS Tab are visible here

e Click Edit/Attach Title button from grid left side

e Once Clicked above option, all Orders (un processed) will be filled in below given
drop-down. Select the related Order from drop-down

e Once Order is selected then all Titles which are included in the selected Order
are displayed.

e Enter conversion rates (if cost is given in foreign currency) by selecting the title
record from right of the Grid.

e Press ATTACH RECORDS Button to SAVE the information
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Once all steps are completed given above then processed bills will be seen in the next
step — Post bills to Account Section.
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13.2.5. Post Bills
Here Bills are posted to Account Section in bulk or alone / under a distinct PAYMENT
REQUEST ID.
e Enter a unique Payment Request No/ld (Which has not been used/processed
earlier)
e Enter Payment Request Date
e Select the Bills form Grid
e Press Post Selected Records
e All bills selected will be clubbed together as per Vendor and amount will be
sum-up accordingly.
e On posting these Bills — status will become “Posted”

Fost Setucna) fowcuts Uk Poat Sabmomd Hecinds

NOTE: bills may be un-posted by Selecting the Records and pressing “Un-Post” button.

13.2.6. Pay Bills

On this step — the bills which were posted at last steps — cheques are ready — Entry of
Cheques are made here

e Enter Cheque Details
e Press Update Payment Details

e In case, you wish to delete Payment Details — then press DELETE PAYMENT
DETAILS button.
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REVERSE PROCESS

In e-Granthalaya, you can go back — step by step in order to delete the information
processed under Budget Module.

e Delete Payment Details from PAY BILLS Tab
e Un-Post Bills from POST BILLS Tab

e Detach Bills form ATTACH BILLS Tab

e DELETE Bills from first Tab (Add Bills)
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Chapter 14
Search and Reports Module

This Module is used to Search the full database where data entry has been made by
library staff. This module will help to find out all the records so entered and to generate
various kinds of report required by library staff and administration.

14.1 Accession Register

This form is used to view all the copies entered under your library along with other
details. The form provide searching of accession register with various parameters given
on the top of the form. Some of the parameters are given below:

Options: You can select Document type from three drop-downs given on the top of the
search Pane — Bibliographic Level / Material Type / Document Type. In case you wish the
generate search for Dictionary, for example, only then select the document type —
dictionary and press SEARCH button.

All Accession Numbers

Range of Accession Numbers

Range of Data of Accession Number

Class No

Subject

Sections

Location

Status of copy

Collection Type

Acquisition Mode wise search and Report
Accession Nos start with....

No. of Records viewed in one page: Default 10 Records

0 O O O O O O O O O O O

After Selecting any parameter you need to press SEARCH button — result will appear in
Grid. Once result appear then following action may be done:-

e Generate various kinds of Reports

e Export Data in desired format

NOTE: There is one option on this page — VIEW NO OF RECORDS (10,100,1000 ....) so
that you can make choice of getting desired number of records at a time. While
migrating or taking report you need to goto next page and get report/export further.

Data results appeared in Grid can also be exported in EXCEL Format by pressing the
excel icon button given on the top of the Grid
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Type of Reports
e Compact Report — One Record in one Line
e Summary Report — AACR2 Report
e Detail Report — Report with all fields entered.
e Holding Report — Title details along with Copies of the Title
e Inspection Report
e Accession Register
e Compact Accession Register
e Library Asset Report- With Total cost of all the copies
e Library Register with Cost of every book (If entered during data entry)

14.2 Search from Internet Resources / Search External Catalog Databanks
e This form is used to Search the catalog from Other Internet Resources such as
Z39.50 Server / WorldCat from Library of Congress, USA and from Union Catalog
of Government Libraries hosted at NIC Server

e Search can also be made from Union Catalog of Government Libraries hosted in
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14.3. Faceted Search

[MARC21 Character Set Bibliographic Test Record Sharp ‘ ‘

This form can be used by library staff to search the exiting collection of their library
based on various parameters. A single text box is provided to type the keywords or
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search string. Once results appear the these can be further filtered based on various
parameters displayed.
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B |A History of India 21 9780230279610 |- [
[ cusin  Jp [A history of library science: a handbook for librarians 533 |90870.0987433 T Bo0KS
s [ history of library science: a handbook for librarians 52 (90870-0967-432 THESES AND DISSERTATIONS
s |A Modern history of library science in India 53 3 ‘
i |A Modern history of library science in India: an illustrated history |16 ES Language-Wise -
“ 8 history a 309 0987-0987-098-43 |2 B
- 9

_ 10 DATA BASE SYSTEMS USING ORACLE: A SIMPLIFIED TO SQL AND a9 9788120332362 |0
S = Year-Wise R

11 Data structures 431 9781259029967 |-= i
“ .~ DATABASE SYSTEMS USING ORANCE: A SIMPLIFIED TO SQL AND |.... nv0004anaaara |~ -

«
HOTypeheretosearch t L | !‘?‘. o "\'

14.4. Documentation Bulletin and Recent Arrivals

This Form is used to generate the Recent Arrivals list in a Library and preparation
of DOCUMENTATION BULLETIN and to circulate it among the library members. The form
is loaded after click the “Documentation Bulletin” Button in the SEARCH Module.

3 Hartaraf har jagha be 4 X [ e-Granthalaya: A Digital X 2ecoull - X
AN
& C () | & Secure | https//egd.nicin/training/Search/Documentation.aspx r

@, Buy HP 15-bgl07AU m NPTEL = Mechanical L 4. GMAT versus CAT. W' (@ Maulana Azad Natio:

Last Login: 17/08/2018: 10:03:28 Login: m r rudAPPA

e-Granthalaya on Cloud
A Digital Agenda for Library Automation and Networking
from NATIONAL INFORMATICS CENTRE, Government of

[Ver4.0 Rel. 5/Dec 17 (Enterprise Edition)|

Display Labels In v
Wy Titles : 487
My Caopies : 1550
Member Libraries : 2 ® Accession Date_ ' Date Added

e Edit

The Library Newsletter is published -
' LastOne Week ® Last One Month Last Six Months Last One Year regularly from Library for the benefit
of Library Members. Our Library is well
| topow | Autanatad wish the help of oo
DATE FROM|18/07/2018 To[17/0812018 Granthalaya Software from NIC. The M
MODULE current issue of the newsletter P

Library Administrator Search
m STEP 2: Select Document to be included in Bulletin.
SelectTo Incluge in Bullstin: ¥ Books (26} Bound Journals ¥ Loose Issues (1) | Aricles | News ltems

Printin Newsletter: Vol Issue No Month: Year.

Generate Bulletin in HTML Format ||_Send Bullstin to Members by Mail || Generate Bulletin for Print | Select Report Format| Pdf Format v
—

1 |reT 1910712018 |Computer Science distilled 5
Micro-Documents 2 [pws 1410812018 [PostgreSQL 9 administration cookbook 6 E
3 |p1o9 1410812018 [PostgreSQL 9 administration cookbook 6 v
4 |p11o 1410812018 [PostgresQL 9 administration cookbook 6 v
[ seen NIRRT 15002018 Ipndrres0t @ adminiciraion conkbook & - ©

«
H O Type here to search i [ | !,5‘, g i

How to generate Documentation Bulletin?

e Select the duration Option given on the top of the Form. Duration means the
books purchased during a specific period —
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Also — you can add Vol.No, Issue No and Month / Year of the Bulletin
Press the Appropriate Button to generate the output of the following kinds:-
Documentation Bulleting in HTML Format
Send Bulletin in Members Mail (HTML Format) — automatically send the

List of documents added in library during the selected period will appear in the
As options — you can select /de-select the type of documents to be included in

Optionally, you can write the small paragraph of Editorial Text — to be included in

bulleting in those members mail who have opted to receive the bulletin

o Last One Week
o Last One Month
o Last Six Months
o Last One Year
e Press Search Button
[ ]
Grid
[ ]
Documentation Bulletin
[ ]
the bulletin
[ ]
[ ]
o)
o)
given in their profile.
o)

purpose.

O Yeh jo zindagi ki kita= 4 X ' [ e-Granthalaya: A Digital X

Library Newsletter x
Y

C (Y | @ filey///C:/Users/Matoria/Desktop/Library_Bulletin_17082018 html

@, Buy HP 15-bg007AU m NPTEL = Mechanical o GMAT versus CAT. W

—

EDITORIAL

The Library Newsletter is published regularly
from Library for the benefit of Library
Members. Our Library is well Automated with
the help of e-Granthalaya Software from NIC
The current issue of the newsletter contains list
of recent arrivals of documents in library. We
hope the newsletter will be useful for all our
readers. For any Help, Please contact Us Yours
Sincerely

CONTENTS

Recent Books (28 documents(s))

Loose Issues.(1 Issues)

@ Maulana Azad Natio

€SSS SANKHU FO
Education Department CHUDU Dajasth
D

Dost And Vile=ze

ANKH

Library Newsletter

List of Recent Books
SN
COMPUTER TECHNOLOGY

Title Details

" Wladston 1st Ed [Place of publication not identified] -Code Energy. 2017. 2017. 56p.
ISBN: 9780997316023
AccNo.: FGT: Acc Date: 19/07/2018 . Call No: 436.90 ERG

“Packt Pub. 2010. 430p.
Acc.No.: D105; Acc.Date: 14/08/2018 . Call No: 681.32
HISTORY
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Computer Science distilled learn the art of solving computational problems /By Fihlo Ferreira

PostgreSQL 9 ad: kbook 6 /By Simon Riggs. Krosing Hannu. 1st Ed. New Dehli
2 “Packt Pub. 2010. 430p.

AccNo.: D106: Acc Date: 14/08/2018 . Call No: 681.32

PostereSQL 9 ad kbook 6 /By Simon Riggs. Krosing Hannu. 1st Ed. New Dehli
3 Packt Pub. 2010. 430p.

AccNo.: D109: Acc Date: 14/08/2018 | Call No: 681.32

PostereSQL 9 ad kbook 6 /By Simon Riges. Krosing Hanmu. 1st Ed. New Dehli
4 “Packt Pub. 2010. 430p.

AccNo.: D110: Acc Date: 14/08/2018 . Call No: 681.32

Pos OL 9 ad; kbook 6 /By Simon Riggs. Krosing Hannu. 1st Ed. New Dehli
5 ‘Packt Pub. 2010. 430p.

AccNo.: D111: Ace Date: 14/08/2018 | Call No: 681.32

PostereSQL 9 ad kbook 6 /By Simon Riggs. Krosing Hanmu. 1st Ed. New Dehli
6 “Packt Pub. 2010. 430p.

AccNo.: D112: Acc Date: 14/08/2018 . Call No: 681.32

Pos QL 9 ad; kbook 6 /By Simen Riggs. Krosing Hannu. 1st Ed. New Dehli

Generate the Bulleting in PDF or DOC Format for print or for other
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C () | O files//C:/Users/Matoria/Desktop/Recent_Arrivals_17082018.pdf .
@, Buy HP 15-bg00TAU m NPTEL : Mechanical ¢ a GMAT versus CAT. W @ Maulana Azad Natio:
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CUNTRE Government o

(S8S SANKHU FORT
D CHURU Raj

Post and viege SANKHU FORT

Library Bulletin

Date From: 18/07/2018 To: 17/08/2018

O Type here to search 0 =l m ] ! !lﬁ‘l o r\ ) ® BE » :n
D Yeh jo zindagi ki kita= 41 % ' [ e-Granthalaya: A Digital X / [} GSSSSANKHUFORT X fzmmd X
C ) | O file//C:/Users/Matoria/Desktop/Recent_Arrivals_17082018.pdf -3

A, Buy HP 15-bg007AU m NPTEL = Mechanical © o GMAT versus CAT. W' (g Maulana Azad Natio:

List of Recent Books
a1

1 PostgreSQL 9 administration cookbook / Riggs, Simon ; Krosing, Hannu ; New Delhi : Shroff
PublishersPACKT , 2010 p. 500p.
ISEN: 978-03-5023-286-6
Accession No: D101; Acc Date: 09/08/2018; CALL NO: 600.3 DSP123

FostgreSQL § administration cookbook / Riggs, Siman ; Krosing, Hannu ; New Delhi
Publishers/PACKT , 2010 p. 500p.

ISBN: 978-03-5023-286-6

Accession No: 113; Acc. Date: 02/082018

PostgreSQL 9 administration cookbook / Riggs, Simon ; Krosing, Hannu ; New Delhi
PublishersPACKT , 2010 p. 500p.

ISEN: 978-03-5023-286-6

Accession No: 110; Acc. Date: 02/082018

PosigreSQL § administration cookbook / Riggs, Simon ; Krosing, Hannu ; New Delhi
Publishers/PACKT , 2010 p. 500p.

ISBN: 978-03-5023-286-6

Accessian No: 111; Acc Date: 02/08/2018

PostgreSQL 9 administration cookbook / Riggs, Simon ; Krosing, Hannu ; New Delhi
PublishersPACKT , 2010 p. 5000,

ISBN: 978-03-5023-286-6

Accession No: 112; Acc. Date: 02/082018

PosigreSQL 9 adminisiration cookbook / Riggs, Siman ; Krosing, Hanru ; New Delhi
Publishers/PACKT , 2010 p. 500

ISEN; 078-93.6023-286-5

Accession No: D107; Acc.Date: 10/08/2018; CALL NO: 600.3 DSP123; Location: test

PosigreSQL 9 adminisiration cookbook / Riggs, Simon ; Krosing, Hannu ; New Delhi

O Type here to search St m H S !‘?‘_ ’d

14.5. Generate Bibliograhies
This Form is used to generate various types of Bibliographies, as given below:
. Author Bibliography
° Subject Bibliography
° Vendor Bibliography
° Language Bibliography
° Year Bibliography
° Document Types
. Class No Bibliography
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Bibliography contains the list of Books available in library on a selected parameters.
Options are also given either to generate full bibliography or on selected
value/member of parameters selected.

(= =-Granthalaya: A Digital X

& C () | & Secure | https://egd.nicin/training/Search/Bibliographies.aspx r
@, Buy HP 15-bgl07AU m NPTEL = Mechanical L 4. GMAT versus CAT. W @ Maulana Azad Natio:

|=<"= G555 SANKHU FORT, Education Department CHURU Rajasthan, RAJGARH |Ver 4.0 Rel 5/Dec 17 (Enterprise Edifion)}

Display Labels In
My Titles : 487 n Select Parameter(s)

My Caopies : 1550
Select Type of Bibliography: M

Member Libraries : 2
I
Logout STEP 3: Results

MODULE

Library Administrator

v Ascending ¥ | View:[10__ ¥ |Records

Cataloging

Circulation

Wicro-Documents
STEP 4: Select Print Format [ RS L g
Details
Accession No
| Tille
| Other Detalls

Waiting for egd.nicin...

O Type here to search

How to generate bibliography?

e Load the Bibliography Form under SEARCH Module

e Select Type of Bibliography from drop-down based on you wish to generate
bibliography

e Once you select the Type of bibliography — complete list of library collection will
be displayed in result Grid and all the values/members of selected type of
bibliography will be displayed as check boxes

e Select one or more values and click these — results will be filtered based on
selection.

e Generate Print in DOC or PDF Format
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5 C () | & Secure | https//egd.niciin/training/Search/Bibliographies.aspx i
@, Buy HP 15-bg007AU [l NPTE!

Mechanical ¢ & GMAT versus CAT. W g Maulana Azad Natio:

= GSSS SANKHU FORT, Education Department CHURU Rajasthan, RAJGARH

Display Labels In: v Generate Bibliographies

My Titles : 487 EP 1: Select T raphy and Then Select Parameter(s)
My Copies : 1550
Member Libraries : 2 View:[10 ¥ |Records
I Author-Wise (No. of Copies) - Select AUTHOR(S) to get Results
Logout
Co@ () Evangelos Petroutsos (2) [ Lala, RM (1) LI Ram (15) () smith, J H (1) 2
MODULE [ A Hussain () () F Elizabeth Prichard (2) [ Lall, Vinod Kumar (1) [ ramesh (2) [ Smith, John (18)
LI AK Singh (2) [ Faixan (3) ¥ Laudon (10) [l Ranganathan. S R (3) [ smith, Penrose (1)
L A Paslithil (4) L faizan (6) U lotiya, payal (1) L Rangarajan, TT (3) L smith. S K (2)
LJA R, DARGA (1) L FASH RANDY (1) ! lotiya, vijal (1) [ Rangnathan, S R (1) [ Socrattes (1)
LJ A Ramaiya. (4) O (1) LM L Kapoor (9) LI RANI, PREETI (3) Oss ()
m () Aalia (1) [ fhghghtgh (1) CIma (1) [ Rani, Sabhiyata (2) Css1(1)
L] AB RASHID (3) L Fihlo Ferreira Wladston (51 L MAHATRE. RAAMDAS (11) LI RASTOGI (1) Oss2(m -

Cataloging Total Recordis): 11
STEP

esults

Micro-Documents 1 microsoft word 2000: software operating 02/03/2007 |Available 13 I
2 Managemnet Information System 06/08/2017 908.90 |Available Cir I
3 S ——— I
“ 4 Managemnet Information System osnsi2017 505.90 [avaitabie cir £
—— 5 Managemnet Information System 610812017 908.90 lavailable cir 7]
Accession Register :
] - 08!
Faceted Search : 6 Managemnet Information System 06/08/2017 908.90 |Available Cir vl
Search from NET | 7 Managemnet Information System 06/08/2017 908.90 |Available Cir (&}
Dogmentzfopulleiy) ] 8 Managemnet Information System 610812017 908.90 lavailable cir @
Eiblioaraphics : 9 Managemnet Information System 0610812017 908.90 |avaitable cir @
Waiting for egd.nicin. 3 S 8 -
O Type here to search
[3 e-Granthalaya: A Digital X femmi - - X
&« C () | & Secure | https//egd.nicin/training/Search/Bibliographies.aspx | ot

@, Buy HP 15-bgl07AU m NPTEL = Mechanical L 4. GMAT versus CAT. W' @ Maulana Azad Natio:

2 | view [p2 Managemnet Information System osroaiz017 008.90 [Available cir @ -
udgets 3 | view [B3 Hanagemnet Information System osr0ai2017 008,90 |Available cir @
“ 4 | view [ss Hanagemnet Information System osroai2017 008.90 lavailable cir @

—— 5 | view [ss Managemnet Information System osroaizot7 908.90 |Available cir ¥

Accession Register ; .
; 6 | View |57 Managemnet Information System osroaizot7 908.90 lavailable cir @

Faceted searoh ;
Search from NET ] 7 | view [ss Managemnet Information System osroaizot7 908.90 |available cir @
LoD S ! 8 View B9 Managemnet Information System 06/08/2017 908.90 |Available Cir il
e : 9 | view |10 Managemnet Information System 06108/2017 908,90 |Available Cir vl
10 | view |p11 Managemnet Information System osroaizot7 908.90 lavailable cir @
select Print Format QIR L Rd Generate Bibliography | Summary Report | _Detail Report ||
Details

Pdf Format

Accession No

T Doc Format
Excel Format

Other Details

Library HomePag;

Online Users: 2

Email: egranthalaya@nic.in
Phone: 011-24305489/87

Waiting for egd.nicin...

O Type here to search
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C ) | ® file:///C:/Users/Matoria/Desktop/Bibliography_Report_18082018.pdf v
@ Buy HP 15-bg007AU [l NPTEL = Mechanical ©  a GMAT versus CAT. W' (@ Maulana Azad Natio:

GSSS SANKHU FORT

F
B Yarar
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Dugital Agenda for Automaion h*’

z :.mmnm:-—i
I

GSSS SANKHU FORT

CHURU Ralasthan
Post and viage SANKHU FORT

August 18, 2018 Authors Bibliography of Books

Group By: Author-Wise List of Books

Summarv of the Report
No of Copie
10

1

Title Details Location

Managemnet Information System. / Laudon
india : tata,h 2017 Pages: 890p.

Managemnet Information System. / Laudon -
india : tata, 2017 ;Pages: 890p.

Managemnet Information System. / Laudon -
india : tata, 2017 ;Pages: 890p.
Managemnet Information System. / Laudon
india : tata, 2017 ;Pages: 890p.

O Type here to search i R - L % m @ L A ENG

14.6. Acquisitions Queries

This form is used to query and generate Acquisitions/Purchasing related reports.

[ e-Granthalaya: A Digital X {Personi} = X

<« C ) | @ Secure | https;//eg4.nic.in/TRAINING/Search/AcquisitionsQueries.aspx @ |
@, BuyHP 15-bg007AU |Gl NPTEL = Mechanical £ GMAT versus CAT. W (@ Maulana Azad Natior I3 Through The Wormh [l There is something 2l [ https://gbu.epravesh

E-Granthalaya

’ e'grantﬂa[aya y You have 1 notifications

A Digital Agenda for ion and
TICS CENTRE,

Display Labels In: | Acquisition Queries and Reports

My Titles : 712 STEP 1: Select Document Type: © Books and Monographs ® Serials
My Copies : 2309
Member Libraries : 3

| Logout
Date From

Results Record(s)-

T

Bill Details
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