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Chapter 1
General Considerations
1.

System Setup
1.1

Date Setup
Date of the system (Server PC as well as Client PCs) should be set to US
Format i.e “MM/dd/yyyy”
How to setup date format
1.
2.
3.
4.
5.
6.

1.2.

Go to START >> Settings >> Control Panel
in Windows Server 2000: Under “Control Panel” >> Regional
Options >>Select DATE Tab
In Windows XP : Click “Regional Options” >> Customize >>
Select DATE Tab
Under the DATE Tab >>in “Short Date Format” type the format
i.e. “MM/dd/yyyy” and save it
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”

Date format in the Forms (for Data Entry)
While entering the data in the software the format of the DATE should be
in Indian Format i.e “dd/MM/yyyy” e.g. 25/11/2005. Year should always
be in the 4 digit

2.

Meaning of Action Buttons
ADD NEW
EDIT
DELETE
SAVE
UPDATE
CANCEL
OK
EXIT
RETRIEVE
SEARCH

=
=
=
=
=
=
=
=
=
=

To add new record
To edit/change the existing Record
To delete the existing record
To Save the new record
To save the changes after edit/change
To cancel the current event
To go for further option
To exit from the form
To retrieve the existing record
To search the existing record

NOTE: use TAB button on the keyboard to go to the next available field

NIC-LIB-EG2-2005
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Type of Fields
Mandatory Fields
Optional Fields
ID

4.
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: Shown in the Red Color, values are mandatory

: Users can leave such fields blank
: ID filed is system generating, no value will be
assigned while adding new or editing the existing
record. However, this field can be used to retrieve
the existing records
CODE
: This field is mandatory, requires alpha-numeric
value, must be unique
The fields which are not enabled / write protected, users are advised not to
try to add any value in such fields.

5. Automatic Filled Fields
In the following fields, values are “Automatically” filled while saving the
records on New addition or on Editing.
USER CODE:
The USER CODE who is logon to the software
DATE ADDED:
Current Date of the System
DATE MODIFIED: Current Date of the System

ID Field
System
Generated,
Automatically
filled

CODE
Unique, Alphanumeric, User
defined
Title /
Copy
Info

DATE
ADDED
Automatically
filled as system
date

NIC-LIB-EG2-2005

User
Logon

Current
Date

DATE
MODIFIED
Automatically
filled as system
date
USER CODE
Automatically
filled as Logon
User

Library
Name
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6. How to Blank / Clear the Drop Down
To clear the drop down value selected, press the Back Arrow button of Delete
button from the Keyboard
7. Enabled or Disabled Fields / buttons
While working with this software, you will find that many of the text fields and
buttons are enabled or disabled. Enabled controls can be used while disabled
controls are locked. This process of enabling and / or disabling is pre-decided,
therefore, user should not worry about the controls.
8. Bar Code Option
The software is fully compliant with bar code technology and bar code can be
used to perform many functions such as circulation, etc. However, we have a
separate field for BAR CODE while adding the Holding Record which accepts
any numeric value.
However, it is recommended to generate BAR CODE on
the ACCESSION Number

NIC-LIB-EG2-2005
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Chapter 2
How to Start the Program
2.1.
After successful installation of the e-Granthalaya software, user can run the
program by choosing the program shortcut available under the “Programs ”, as given
below:

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

NIC-LIB-EG2-2005
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2.3. From the drop-down (tiny arrow), select the name of the library by clicking it, next
screen will appear:

2.4. Select the user code from the drop-down and type the Password and press OK
button or press ENTER key on the keyboard….Then all modules will become
available to the users for data entry, as shown in the below screen:

NIC-LIB-EG2-2005
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2.5. There are the following modules in this software:1. Admin
2. Acquisition
3. Cataloging
4. Circulation
5. Serials
6. Articles
7. Budget
8. Search

For making users, entering the default values, etc
For purchasing the new books in the library
For generating the full catalog entry of the books
For Issue and return of the documents
For subscription of the Journals and Magazines
For articles indexing
For budget controls and bill processing
For searching the OPAC

NOTE: System administrator can set the module wise permission for each and
every users using the USER menu under Admin > System data

NIC-LIB-EG2-2005
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Chapter 3
Admin Module
“Admin” module is used for making users, setting their permissions, making entry of the
default values in the master tables and then using such values in the subsequent modules.
This module contains the following menu and sub menu:3.1. System Data
3.1.1. Users
Buttons
RETRIEVE

-

For making Users (library staff)

ADD NEW DELETE
EDIT
CHANGE PWPRINT
-

Action
To search the existing record based on the
fields available on the screen
add new user
delete the existing user
Edit / Change the existing users
Change the Password of the user
Print the users details

Mandatory Fields:USER CODE:
NAME :
PASSWORD:

10 Character Length, Alpha-numeric
Name of the User
10 Characters in length, only in running

-

NOTE : While adding new user or Editing the existing user, you
can set the MODUEL Permissio n for the users

NIC-LIB-EG2-2005
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3.1.2. Bibliographic Level -For adding bibliographic level
S.N.
1.
2.

CODE
B
S

Name
Books / Monographs
Serials

Description

NOTE: Users are advised NOT TO delete/edit the existing
Bibliographic Level. However, new level can be added here
3.1.3. Materials Type
S.N.
1.
2.
3.
4.
5.
6.
7.
8.

BIB_LEVEL
B
B
B
B
B
S
S
S

-For adding Type of Materials
CODE
B
M
E
S
T
A
N
P

NAME
Books
Manuals
Patents
Standards
Reports
Annuals
Newspapers
Periodicals

NOTE: Users are advised NOT TO delete/edit the existing
Materials Type. However, new material type can be added
3.1.4. Document Types

NIC-LIB-EG2-2005

-For various kinds of the documents

S.N.
1.
2.
3.
4.

BIB_LEVEL
B
B
B
B

MATERIALS
B (Books)
B (Books)
B (Books)
B (Books)

CODE
BK
AM
BB
CB

5.

B

B (Books)

CP

6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

B
B
B
B
B
B
B
B
B
B
B

B (Books)
B (Books)
B (Books)
B (Books)
B (Books)
B (Books)
B (Books)
B (Books)
E (Patents)
M (Manuals)
S (Standards)

DT
DR
EB
EN
HB
MV
TH
YB
PE
MN
ST
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NAME
General Books
Almanacs
Bibliographies
Composite
Books
Conference
Proceeding
Dictionaries
Directories
Edited Books
Encyclopedias
Hand Books
Multi-Volume
Thesaurus
Year book
Patents
Manuals
Standards
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17.
18.

B
B

T (Reports)
T (Reports)

GR
TR

19.
20.

S
S

A (Annuals)
A (Annuals)

AR
AN

21.

S

NI

22.

S

N
(Newspapers)
P (Periodicals)

23.
24.
25.
26.
27.
28.

S
S
S
S
S
S

P (Periodicals)
P (Periodicals)
P (Periodicals)
P (Periodicals)
P (Periodicals)
P (Periodicals)

AT
JR
NL
RT
SP
MG

AI

General Reports
Technical
Reports
Annual Reports
AnnualsGeneral
News Items
Abstracting/Ind
exing Services
Articles
Journals
Newsletters
Reprints
Special Issues
Magazines

NOTE: Users are advised NOT TO delete/edit the existing
Document Type. However, new document type can be
added Here
3.1.5. Acquisition Modes
E
G
P
S

=
=
=
=

Exchange
Gratis / Gift
Purchased (for books)
Subscribed (for periodicals)

NOTE: User can ADD NEW record, EDIT the dxisting
record, can DELETE the existing record, can take the
PRINT of the records
3.1.6. Currency Codes
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME :

NIC-LIB-EG2-2005

Actions
To search the existing record based on the
fields available on the screen
add new Currency Code
delete the existing record
Edit / Change the existing record
Print the existing Record

3 Character Length, Alpha-numeric
Name of the Currency
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3.1.7. Status of the Book
Buttons
ADD NEW
DELETE
EDIT
PRINT
RETRIEVE

-

Mandatory Fields:CODE:
NAME :

Actions
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record
To search the existing record based on the
fields available on the screen

3 Character Length, Alpha-numeric
Name of the Status

3.1.8. Frequencies
Buttons
ADD NEW
DELETE
EDIT
PRINT
RETRIEVE

-

Mandatory Fields:CODE:
NAME :

Actions
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record
To search the existing record based on the
fields available on the screen

2 Character Length, Alpha-numeric
Name of the Frequency

3.1.9. Languages of the Document
Buttons
ADD NEW
DELETE
EDIT
PRINT
RETRIEVE

-

Mandatory Fields:CODE:
NAME :

NIC-LIB-EG2-2005

Actions
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record
To search the existing record based on the
fields available on the screen

3 Character Length, Alpha-numeric
Name of the Language
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3.2.Master Data
3.2.1. Accompanying Materials – comes along with new books
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME :

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric
Name of the materials come along with
books

3.2.2. Message and Text
This form is used to add text messages to be printed in the reports
of various kinds. These text messages are printed in the green
sheets / letter /orders issued from the library e.g. Approval List,
Orders, Reminders, etc.
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

Mandatory Fields:FILE NUMBER:
FORM NAME:

100 Character Length, Alpha-numeric
50 Chr length, alpha-numeric, any name of
the form
SIGN AUTHORITY The name of the Librarian / Head, etc

NIC-LIB-EG2-2005
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3.2.3. Sections
This form is used to add the various kinds of sections in the library
such as Children section, Text Books section, General Section,
Special Section, if any. It is recommended to have at least one
section i.e General
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:

NIC-LIB-EG2-2005

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
100 Chr length, alpha-numeric, any name of
the section
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3.2.4. Committee
This form is used to add at least one Library Committee using the
action buttons available. Users are advised to add at least one
committee.
NOTE: As the name of the Chairman of the Committee is
mandatory and selected from the Drop-down, it means that the
name pf the Chairman should be included in the list of library
members. This can be done using the CIRCULATION module of
the software. For details how to add library members, please refer
the documentation of the CIRCULATION Module.
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:
CHAIRMAN:

MEMBER:

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
100 Chr length, name of the Library
Committee
Select the Name of the Chairman from the
Drop-Down, if not included, add the name
using the CIRCULATION Module.
At least one member of the Library
Committee is mandatory

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

NIC-LIB-EG2-2005
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3.2.5. Countries
This form is used to add the Names of the Countries to be used
for the books published.
Buttons
Actions
RETRIEVE To search the existing record based on the
fields available on the screen
ADD NEW add new Record
DELETE
delete the existing record
EDIT
Edit / Change the existing record
PRINT
Print the existing Record
Mandatory Fields:CODE:
NAME:
REGION:

3 Character Length, Alpha-numeric, unique
100 Chr length, name of the Country
Select the value from drop-down

3.2.6. Library Details
This form is used to store the details of the Library which is using
the software.
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:
PARENT BODY:

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
250 Chr length, name of the Library
Name of the Parent body

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

NIC-LIB-EG2-2005
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3.2.7. Manage Library Files
This utility is unique to the software where us ers can store (full –
text) their computer files (doc, pdf, image, etc) in the library
database and later can retrieve these files for display / editing
/printing, etc.
Buttons
RETRIEVE

-

ADD NEW DELETE
EDIT
PRINT
VIEW FILES BROWSE FILESMandatory Fields:FILE NUMBER:
SUBJECT:
NOTE:

NIC-LIB-EG2-2005

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record
To get / dislay the selected file (full- text)
To select the file from Local Hard Disk to
be stored in the database in full- text
100 Character Length, Alpha-numeric,
unique
100 Chr length, Subject of the File
Other fields are extracted automatically by
the software, can not be changes
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3.2.8. Publisher Directory
This form is used to generate Published Directory by adding the
details of the Published once as authority file. Then these records
will be used in the subsequent modules while adding the details of
the books and journals
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:

NIC-LIB-EG2-2005

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
200 Chr length, Name of the Publisher
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3.2.9. Type of Binding
This form is used to add Type of Binding. Already we have
included three types of Binding found common in the library.
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
200 Chr length, Name of the Publisher

3.2.10. Vendor Directory
This form is used to add VENDOR details using the fields given in
the form. Later, these details will be used while purchasing the
books and subscribing the journals, etc.
Buttons
RETRIEVE

-

ADD NEW
DELETE
EDIT
PRINT

-

Mandatory Fields:CODE:
NAME:

NIC-LIB-EG2-2005

Actions
To search the existing record based on the
fields available on the screen
add new Record
delete the existing record
Edit / Change the existing record
Print the existing Record

10 Character Length, Alpha-numeric, unique
200 Chr length, Name of the Vendor
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Chapter 4
Acquisition Module
This module is used for acquiring / purchasing documents (books and monographs,
standards, manuals, patents, etc.) in the library. The process of purchasing starts from
checking the Duplicate documents (if any) to the following steps:1. Checking duplicate
2. Author Directory
3. Adding New Title
4. Generating Acquisition Record
5. Generating Approval List (Sending the list of books to approval authority)
6. Updating the Approval List (Selected / Rejected)
7. Add Order Info
8. Generating Order
9. Receive Documents
10. Accessioning of the received documents
11. Adding Billing Info
12. Adding Payment Info
Then the documents so acquired become available for the CATALOGING process.
During the Acquisition process, the STATUS (Called as PROCESS STATUS) of the
acquisition gets changed automatically in the following order:1.
2.
3.
4.
5.
6.
7.
8.

Requested
Sent for Approval
Approved / Rejected
Ordered
Received / Partially Received
Accessioned / Partially Accessioned
Billed
Paid

Similarly, there are three CATALOG STATUS (called as CAT LEVEL) of any
document namely:1. New

-

2. Initiated

-

3. Full

-

NIC-LIB-EG2-2005

When new book details exist but no acquisition process
(acquisition Record) started and no copy exist
When at least one Acquisition Record exist (i.e. process of
acquisition started), but no copy exist
When at lease one copy of the book exist
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In fact, there are three main tables of the database where the details of the documents are
stored in the following manner by making the relationships among these:1. CATS
2. ACQUISITIONS

3. HOLDINGS

- holds the cataloging details of the document – parent record / cat
record
- holds the acquisition details of the documents purchased in the
library – Acquisition Record – As many acquisition records as
many times book was purchased. One acquisition record for one
time purchasing of the title ( single copy / multi copy) – Child
record
- holds holdings / copy details – as many records as copy available
in the library for a title – child record
CAT RECORD
(Cataloging Details)
Parent Record
(Unique Cat No.)

Acquisition Record
Acquisition Record
Acquisition Record
Acquisition Record
(Purchase Details)
(Unique Acq. ID)

Holdings / Copy Record
Holdings / Copy Record
Holdings / Copy Record
Holdings / Copy Record
(Accessioning)
(Unique Acc. No.)

The process of the Acquisition starts in the order as Menu is available in the Software.
The details of the process is being given below:1.

AUTHORS DIRECTORY
Here Author record is created once, if not already exist. The question of Sur
Name first of Fore Name first should be judged by the Cataloging Code you are
following. On clicking the Menu – Author Directory, following screen appears
which shows all the records already exist in the database. These records can be
retrieved by typing the value in the fields available and the pressing the
RETRIEVE button.

NIC-LIB-EG2-2005
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On this screen, following action buttons are available where user can do the many
things as mentioned below:
Name of the Button

Action

EXIT
To exit the form
RETRIEVE To search the existing records of the Authors for displaying /
editing / deleting / printing
ADD NEW To add new Author if not already exist
EDIT
To edit / modify the existing record
DELETE
To delete the selected record from the Database, if the author does
not have any reference in the database
PRINT
To generate report (summary or Detailed report)
How To Select the Existing Record : To select the existing record from the Data
Grid, please click the Record on the left
corner of the data grid where small arrow
(? ) is seen, then you can press the action
button for manipulation of the existing
record. At a time only one record can be
selected from the Data Grid.

NIC-LIB-EG2-2005
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Add New Record
To add new record, press the ADD NEW button, following screen will
appear with blank fields.

Fields
ID
NAME
ADDRESS
EMAIL
URL
REMARKS
Button
SAVE
CANCEL

NIC-LIB-EG2-2005

Meaning
- System Generated / filled automatically
- Name of the Author – Mandatory
- Optional (Address of the Author)
- Optional (Email of the Author)
- Optional (Web address of the Author Site)
- Optional
Action
- To save new record
- To cancel the process
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Edit / Delete Existing Record
To edit / modify and to delete the existing record , first select the record from the
Data Grid and then press the Action button. For editing the record, over write the
contents and press to UPDATE to save the changes or CANCEL the process.
Similarly, for DELETING the existing record, first select the record from Data
Grid and the press DELETE button and confirm the process by press OK button.
NOTE: If an author name has been used in any record in the database (with
cataloging record) then the record will not be deleted as there is a relationship
exist in the database. To delete the record, first remove it from all the records in
the Cataloging record (if exists).
2.

CHECK DUPLICATE BOOKS
Before purchase of the books in library, it is necessary to check the existing
records for the same title. The database can be searched using the following
fields:ISBN
AUTHOR
TITLE
For searching the records of existing books, type the keyword in the text boxes
and select the Boolean options. On pressing the RETRIEVE button, results will
appear in the data grid.
The upper data grid will show the “Catalog” record and lower grid will show the
holdings/copy record of the title selected.
Catalog
details
Records

Holding /
copy records
of the
selected title
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Meaning

Add New Title

- To add title (already exist) as NEW Title (new cat no will
be generated automatically and this title will be treated as
separate entity. This can be done in case where new
edition of the book published.

Add Acq. Info

- To add new Acquisition Record of the same book in
case if you are going to purchased more copies of the
books in library

Print Summary
Print Details

- To generate the Report summary of the list of hits
- To generate detailed report with full bibliographic details

Print This Record

- To generate the report of the single record selected and
displayed in the Details area

EXIT

- To exit from the form

ADD NEW TITLE
This form is used to add / edit / display / delete the Catalog Record of a title
where bibliographic details are entered. The meaning of action buttons on this
screen is given below:Type
Select field to
Search
Cat Number
be searched
String
from the Drop
down

Arrow
Button for
forward/back
ward
scrolling
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Retrieve Record
To retrieve the existing catalog record from the database and to display the
record details, type the Catalog Number in the field CAT NUMBER. In case no
catalog number is known, then search the catalog record by typing the value
(Accession no, Title, Author) in the Search field and select the Field to be
searched from the Drop down. Then press the RETRIEVE button. In case, more
than one records appear, then browse forward and backward by pressing the
ARROW button.
Edit Record
To edit the existing Catalog Record, first display the record details either by
typing the Catalog Number in the CAT NUMBER field or search the database by
pressing the RETRIEVE button discussed just in the above heading.
Once the catalog record is displayed the press the EDIT Button. Re-write /over
write the contents and press UPDATE to save the changes or press CANCEL to
cancel the process.
Delete Record
To delete the existing catalog record, first display the record either by typing the
Cat Number in the CAT NUMBER field or by searching the database with the
field mentioned against the SEARCH field.
Once the desired catalog record displayed, press DELETE button to delete the
record and confirm it by pressing the YES button.
NOTE: The catalog record where child records exist (Acquisition Record /
Holdings Record) can not be deleted.
Add New Record
To add new Catalog Record, press ADD NEW button and type the value of the
respective fields on the screen. The fields in Red Color are mandatory. In case
where drop-down available, select the values from the existing one by pressing
the small arrow (? ) and click the value to be selected.
In case of Authors and Publishers, select the names from the drop down. If
desired names are not available in the respective drop down, then you can add
new author / publisher name here itself by pressing the …(Three dots button).
On pressing this button, new form will be displayed where you can enter the new
record of Author / Publisher by pressing the Add New and then SAVE the record.
The EXIT the form (Author / Publisher) , on exit again you will be on the “Add

NIC-LIB-EG2-2005

28

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

New Title” form where you were entering the Catalog record. To save the record
press SAVE button and to cancel press CANCEL but ton.
NOTE: when you save the new catalog record a unique CAT Number will be
generated automatically by the system which can be written on the book itself for
future displaying / manipulating the catalog record in the software.
NOTE: While adding the new record, you can select the type of materials and
type of Documents from the drop down on the upper part of the form
Add Cover photo
To add cover photo of the book to the database, first save the image in your hard
disk in the “gif” format. While editing the catalog record press BROWSE Button
and select the image file from the hard disk and save the changes by pressing the
UPDATE button.
Print Record
To print the desired record (one at a time), first display the desired catalog record
in the form then press the PRINT button. A report will be generated on the screen
which can be saved or printed in the printer.
Clear the Screen
To clear the current screen press the CLEAR button.
4.

ACQUISITION INFORMTION
This form is used for adding “Acquisition” details for the purchase process. It
means that for each and every purchase (either for single copy or multi copies),
one record has to be generated. Whatever number of copies library is going to
purchase in one go, one Acquisition Record has to be created.
NOTE: While generating Acquisition Record, a unique systems generated
“Acquisition ID” is assigned to it which is used to make relationships of the
Acquisition record with Cat Records as well as Holdings/Copy records of that
particular title.
This form has two parts, upper part displays the Catalog Info of the titles selected
while lower part is used to hold the Acquisition Info. For any title there may be
one or more that one Acquisition records depending on how many times library
has purchased the copies of the book.

NIC-LIB-EG2-2005

29

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

Display the Catalog Record
To add the new acquisition record, it is necessary first to display the parent record
in the Catalog Info area. It can be done in two ways:1.Type the Cat Number in CAT field
2. Search the specific title by typing the keyword in the SEARCH field and then
select the Field from the drop down. Then press the RETRIEVE button.
3. Once results appear, scroll Forward or Backward by pressing the ARROW .

Add New Acquisition Record
To start the Purchase process for any title, one Acquisition Record has to be
created by following the steps given below:1. Once Catalog Record is displayed in the CATALOG Info area, press ADD
NEW button
2. Acq ID, Cat Number and Process Status fields are not enabled and filled
automatically
3. The fields shown in RED Color are mandatory, other fields are optional
4. Add the contents in the fields
5. Add Data in “dd/mm/yyyy” format
6. Select the value from drop down, if available
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7. “Reference Number” field can be used for local purpose
8. To save, Press SAVE button
9. To cancel press CANCEL button
10. To clear the screen press CLEAR button
11. On saving the new Acquisition Record is created with a unique, system
generate “Acq. ID”
12. APPROVAL Number is the Approval List Number (anything alpha –
numeric) which should be unique (not already available in the database)
13. On adding new Acquisition Record, A process Status is assigned
automatically i.e. “Requested”.
NOTE: While taking approval for many titles in one approval list, assign the
SAME Approval Number in all the Acquisition Records created for
corresponding titles.
Edit Acquisition Record
In case any change or editing is required in the Acquisition Record, first you
display the Catalog Record of the title and press the EDIT button. Change /
over-write/ re-write the contents in the corresponding fields and press
UPDATE button to save the changes.
NOTE: Acquisition Record with the following PROCESS STATUS can only
be edited:Requested
Rejected
It is due to the approval number unique value. Once an Approval number is
processed, its status gets changed, then no more titles can be added in this
approval number.
Delete Acquisition Record
To delete the desired Acquisition Record, first display the Catalog Record of
the Title and then select the desired Acquisition record, press the DELETE
button.
NOTE: In case, Acquisition Record has been processed it can not be deleted.
Acq. Record with “Requested” or “Rejected” process staus can only be
deleted.
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Print the Acquisition Record
To print the Acquisition Record, first display the Catalog Record and then
press the PRINT button to generate the report on the screen. This report can
be printed directly of can be saved on the hard disk to manipulate later.
Add Vendor
In case no vendor name is available in the VENDOR field (drop – down), the
name of the vendor can be added here by pressing the button “ADD
VENDOR”. On pressing this button , Vendor Form will appear where you can
add vendor record by pressing ADD NEW button, then SAVE the vendor
record and EXIT the vendor form. On exit of the vendor form, the newly
added vendor name will become available in the Vendor drop down.
5.

GENERATE APPROVAL
After the Acquisition Records are generated for the titles to be purchased using
the above mentioned form (Acquisition Form), the “Approval List” will be
generated which will be sent to the “Approval Authority”.

To generate the Approval List follow the steps given below:-
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1. Select the “Approval Number” from the drop down
2. Press tab from the keyboard to display the list of the Titles included in the
same Approval Number
3. Select the Name of Library Committee from the drop down
4. Select the Text Message form from the drop down (Approval Form)
5. Press the SUBMIT button to process the approval list
6. Press the PRINT button to generate the Approva l List and take print

NOTE: on submit the approval list, the PROCESS STATUS of all the
Acquisition Records gets changed to “Sent for Approval”.
6.

UPDATE APPROVAL
The Approval List which was sent to the Approval Authority (Library
Committee) will come back to the library where some of the titles may be
approved while some may get Rejected. This form is used to UPDATE the status
of the Acquisition Records accordingly. Follow the steps:1.
2.
3.
4.

Select the “Approval Number” from the drop down
Press “SUBMIT” button to display the list of the titles
Click the Check Box (? ) if the title Approved
Uncheck the check box if the title gets rejected
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5. Enter the number of copy approved for each title
6. Press the UPDATE button to save the changes
7. Scroll the “Scroll Bar” available to the Right side for viewing the
complete list of titles

Check it
for
approved
title

Scroll Bar
Press Arrow
to move

NOTE: The titles which get approved will be assigned “Approved” process
status automatically and the titles not approved assigned “Rejected” in the
Acquisition Record Status
NOTE: The Acquisitions Record with the “Rejected” status can be put up
again to the approval authority by assigning the new approval number on
EDIT of the record.
7.

ADD ORDER INFO
This form is used to Add / Edit the Order Information to the “Acquisition Record”
with the process status “Approved” or “Ordered”. The titles approved will be
ordered by generating the Order form in the next menu. Follow the steps:1. Display the desired Catalog Record of the Title
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2. Select the desired Acquisition Record by press Forward or Backward
Arrow (in case more than one Acq. Records exist)
3. Press ADD / EDIT ORDER INFO button
4. Enter the contents i.e. Order Number, Order Date, Copies Oredered,
Expiry Date
5. Select the appropriate Vendor from the Drop down
6. Press SAVE button to save the information
NOTE: In case no Vendor exist in the drop down, press the ADD VENDOR
to add new vendor record on the Vendor Form. After adding the Vendor
record EXIT the Vendor form and select the vendor name from the drop down
Print the Record by pressing the PRINT button , press the CLEAR button to
clear the screen.

8.

GENERATE ORDER
This form is used to Generate the Order so that library can place the Order in
print. The Order will be generated only when Order details have been filled in the
acquisition record using the Previous form i.e. Add Order Info form. To generate
the Order form follow the steps:-
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1. Select the desired ORDER NUMBER from the drop down
2. Press SUBMIT button to display the list of titles included in the same
order
3. Check or Uncheck the “Check Box” to include / remove the titles in a
particular order of a vendor
4. Select the Vendor name form the VENDOR drop down
5. Press UPDATE button to save the info
6. Press PRINT Button to generate the Order report for print

NOTE: A unique “Order Number” will be assigned to a specific Vendor while
adding the Order Info in the previous form. Similarly, to include many titles in
the same Order Number, assign the Same Order Number while adding the
Order Info in the previous menu.
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RECEIVE DOCUMENTS
This form is used to receive the documents ordered to the Vendor in the previous
menu. There may be possibilities that the copies being received may be less that
the copies ordered. Therefore, while receiving the documents, it has to be noticed
the no. of copies being received. For receiving the ordered documents, follow the
steps:1. Click the “Receive Documents” menu from the ACQUISITION module
2. Select the appropriate Order Number from the drop-down
3. Press SUBMIT button to view the list of titles ordered along with the
number of copies ordered
4. click the “Check Box” given against the Title in the Left side with the sign
[? ] to receive the title
5. Type the number of copies being received given in the right side against
the Title
6. Leave the box unchecked against the titles which is not supplied by the
vendor
7. Press UPDATE button to save the changes
8. In case you need to scroll the all the titles on the screen, please use the
“Scroll Bar” available on the right side of the screen.
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titles

Scroll Bar
to move
below
/above

NOTE: On receipt of the documents ordered the PROCESS STATUS of the
Acquisition Record changed to “Received”. However, in case, less number of
copies received the PROCESS STATUS will be “Partially Received” and it
means that it is a Pending Order. Whenever, you receive the rest of the copies
of the pending order , the status will become “Received”.
10.

ACCESSIONING THE RECEIVED DOCUMENTS
Once you document(s) is/are received, then “Accessioning” will be done of these
documents. In India, generally, accessioning is done manually in the Accession
Register then these can be entered in the software. To accession the received
documents, following steps are required:1. Select the “Accessioning” menu from the ACQUISITION module
2. The documents received (either Partially or fully received) become
available in the data grid on the form
3. Select the Title from the data grid and click
4. Press ADD NEW button available in the bottom of the screen
5. Enter the details of the fields as available
6. Fields in Red color are mandatory (Accession No and Accession Date)
7. Select the appropriate “Collection Type “ (Circulation or Reference)
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8. In case of multi- volume books, there may be Copy ISBN
9. Select the Section of the Library to which title belongs
10. In “Location” field, enter the physical location of the book on the Shelves
11. REFERENCE NO field can be used for local needs
12. Press SAVE button to save the Holding/Copy Record
13. In case of more that one copy of the title, do the same steps again
14. Browse the “Arrow” button forward or backward to view all the copies

NOTE: In this way you can add as many copy as you have received, one by one,
generating similar number of Holding / Copy records. The accession number field
is alpha – numeric in nature and 50 Characters in length. System will not accept
the Duplicate accession number. On accessioning the copies, the status of the
Acquisition will become “Accessioned” or “Partially Accessioned”.
11.

ADD BILLING INFO
This Form is used to add Bill / Invoice details to the “Acquisition Record” for
which documents have been received (with the Process Status of “Received” or
“Partially Received” or “Accessioned” or “Partially Accessioned”).
The Invoice details required in this form includes the Invoice / Bill no as printed
on the Invoice/bill, bill date, etc. Following steps are required:-
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1. Select the “Billing Info” menu from ACQUISITION module
2. Display the Catalog Record either by typing the CAT NUMBER in the CAT
No field or by searching the title using RETRIEVE button
3. Select the desired “Acquisition Record” from the bottom portion of the form
by pressing the ARROW button (in case there are more than one Acquisition
Record of the same title)
4. Press ADD BILL INFO button to activate the writing
5. Add Bill no, date, etc. in the corresponding fields enabled
6. Fields shown in Red are mandatory
7. Press SAVE button to save the changes

NOTE: The Invoice / Bill number should be enter as printed on the bill. Same bill
number / invoice number will be used in the BUDGET module to process the bill.
Once you save the invoice details to the record, the status of the Acquisition
Record changed to “Billed”. Now the record is ready for the next step where
Payment details will be added.
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PAYMENT INFO
This form is used to add payment details (cheque no., date, etc) to the
Acquisition Record with the status “Billed”. Following steps are required to
follow:1. Select the “Payment Info” menu from the ACQUISITION module
2. Display the Catalog Record of the title either by typing the Cat Number in
the CAT NUMBER field (if known) or by searching the desired title with
the RETRIEVE button
3. Select the desired Acquisition Record from the lower portion of the form
by browsing the records with ARROW button
4. Press ADD / EDIT PAYMENT INFO to activate the fields for writing
5. Enter the Cheque number and date in the corresponding field
6. press SAVE to update the record

NOTE: On updation of the Acquisition Record , process status changed to
“Paid”.
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WORK FLOW of the ACQUISITION PROCESS
START

Check
Duplic

Yes

No
Add Author(s)
Add New Title
Add New
Acquisition
Record
Generate
Approval
Update
Rejected
Approval
Approved
Add Order Info

Generate
Order
Receive
Document
Accessioning
Add Bill
Info
Add Payment
Info
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BACKWARD MOVEMENT OF the ACQUISITION PROCESS
In e-Granthalaya software, backward movement is possible which means user can
go backward step – by – step , from process status “Paid” to the “Requested”.
This can be done by removing the appropriate contents from the Acquisition
Records. In this way it is possible to delete the Catalog Record as well as
Acquisition Record from the database.
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Chapter 5
Cataloguing Module
This module is used to add rest of the data elements in the cataloging records to generate
full catalog records. The additional data elements constitute the foundation of the
Cataloging Code being used by the library. Besides, in this module many other utilities
have been provided to update / refine / complete the three main type of records :Cataloging Record
Acquisition Record
Holding Record
This module consists of the following menu:1. Full Catalog
2. Change Status
3. Update Holding Info4. Retro Conversion 5. Status Wise Collection-
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Used to change the status of the Copy of a title
Used to update/modify the Holding Records
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1. FULL CATALOG
This form is used to add additional data elements in the Catalog Records of the
books generated during the Acquisition module or by using the Retro conversion
utility. The additional data includes the extra fields in the database which are
needed to generate the full cataloging . These fields are Translator, Illustrator,
Abstract, etc.

Title Area
Tab

Edition
Area Tab

SeriesArea
Tab
Browse
button to
add photo
cover of the
title

To add the full catalog information of an existing catalog record, following steps
are required:1. Select the “Full Catalog” menu from the CATALOGING module
2. Display the Catalog Record in the form either by typing the Cat Number in the
CAT NUMBER field (if cat no is known) or by searching the desired catalog
record using SEARCH button available on the form
3. Press EDIT button to activate the form /fields for data input
4. Re-write / over write the contents in the corresponding fileds
5. Press UPDATE button to save the changes
6. The fields in Red color are mandatory
7. In case, you want to add the Photo cover of the book, press the BROWSE
button and browse the image file from local hard disk and save the record
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NOTE: On this form, there are three tabs overlapping to each other, these tabs are
1. Titles and Responsibility Area, 2. Edition and Publisher Area, 3. Series and
Note area. These three tabs contains their own fields where content is typed. To
switch over to the another Tab, please click the tab heading
NOTE: The rules for data entry are similar as in case of “ADD TITLE” menu
under the ACQUISITION module.
NOTE: On this form the Catalog Record can also be printed with PRINT button,
deleted with DELETE button. The records which has relationship in the database
can not be deleted
2. CHANGE COPY STATUS
This form is used to change the STATUS of the copy of a title. There are various
status of the copies in a library such as Available, Issued, Damaged, Lost,
Withdrawn, etc. These status are first added in the master table of the STATUS in
the database using “Status of the Books” menu under the SYSTEM DATA in
ADMIN module. The details has been given in the manual under the ADMIN
module.
To change / update the STATUS, following steps are required:1. Select the “Change Status” menu from the CATALOGING module
2. The form has two parts i.e. Upper part at the top which displays the Catalog
Record and the bottom part displays the Holding Record
3. Display the Catalog Record / Holding record either by typing the CAT
NUMBER in the field and press TAB or ENTER. In case, no catalog number
is known, type the Accession Number in the field under Holding Record
portion and press Enter
4. Select the desired Status from the drop down menu of the STATUS fields on
the form
5. Press UPDATE button to save the changes
NOTE: In this form, only STATUS of the book copy can be changed and not
other fields. For taking the print of all the copies with a particular status, please
use the next menu i.e. Status Wise Collection
In case, you need to add more status type in the master table, please used ADMIN
module. This form can also be used for “Stock Verification” by adding the unique
status in the master table.
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3. STATUS WISE COLLECTION
This form can be used to view or generate the report of the collection in a library
depending on the STATUS of the copies such as Issued, Lost, damaged, etc. On
this form no updation is required. To search the library collection status wise,
follow the steps:Search the Collection
1. Select the menu “Status Wise Collection” from the CATALOGING
module
2. Select the desired “Status” from the drop down menu given under Status
heading
3. To view complete list, press the SEARCH button
4. List of titles with the selected Status will be displayed in the
5. The records can also be searched on the basis of specific Title, Cat
Number, Accession Number
6. Select the Order by / Sort by option to display the results in the desired
fashion
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View the Details
7. Click the desired result item (title) from the Data Grid to view the details
of the Record in the right side fields
8. Take PRINT in various modes by pressing the corresponding PRINT
button

4. RETRO CONVERION
This form is used to add library records for the existing Collection without
purchasing process while ACQUISITION module is used to add new /current
collection with purchasing process. IT means that the Retro Conversion utility is
the short cut to the ACQUISITION module where you can add the data in a single
form in one go. This utility is very useful to save the time of the library staff
where they can add the library data direct avoiding the various steps required in
the ACQUISITION module.
This form has been divided in the following three parts:1.

Catalog Info – Shows Catalog Info for add/edit/delte/print, etc
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2.

Acquisition Info – Shows the Acquisition Details of the title for
add/edit/delete/print, etc
3.
Holding Info – Where Holding Info is displayed for add/edit/delet/print
NOTE: All the three parts of the forms are arranged on the same one below
another, these can be scrolled down / up by using the Vertical Scroll Bar given in
the right side of the form.

Backwar
d button

forward
button
Search
Button
Press arrow
button to
move up
/down

NOTE: As we have mentioned that there are three records created to copmplete
the data entry of any title in this software. These three type of records are created
in the following manner:Catalog Record – Parent Record with full bibliographic details of the title
Acquisition Record – Child/ren record(s) (relationship with Catalog Record)
which contains details of the purchasing process of that title
in the library
Holding Record - child/ren record(s) contains the copy information of the title
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4.1. CATALOG INFO
Search the Catalog Record
1. Before doing anything on this form, you need to display the desired Catalog
Record in the upper top part of the form.
2. For displaying the Cat Record, type the Cat number in the CAT NO field
3. In case you don not know the Cat No. then search the desired cat no. by
pressing the SEARCH button given on the top part of the form.
4. While searching the Catalog Record and you get many records, browse the
records in forward / backward direction using the ARROW buttons.
Add New Catalog Record
To add new title (Catalog Record) , follow the steps are required:1. Click the “Retro Conversion” menu from the CATALOGING module
2. Press ADD NEW button given in the Catalog Info Part (Top most part of the
form)
3. Add the contents / data elements in the corresponding fields
4. Select the value from drop down wherever available
5. In case of Author and Publisher value is not available in the drop down, add
new record by pressing the corresponding button with three dots (…) given
against these fields, on adding new record, EXIT these (Author / publisher /
subject) form
6. Fields in Red color are mandatory
7. Use semicolon in case more than one value is typed in one field e.g.
KEYWORD field
8. Select the appropriate Bibliographic level, materials type, documents type
from the drop down
9. Type ISBN data only and not the word (ISBN) as printed on the book
10. Browse the image to be added with the record by pressing the BROWSE
button
11. press SAVE button to save the Catalog Record
12. Other rules for data entry are similar as given under the ACQUISITION
module
Edit Catalog Record
For editing the Catalog Record, please follow the steps given below:1. Display the desired Catalog Record in the top portion of the form by typing
the Cat Number in CAT NO filed given on the left top corner
2. In case cat no is not known, search the desired Catalog record by pressing the
SEARCH button and browse the record using ARROW button in forward /
backward direction
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3. Once desired catalog record is displayed, press the EDIT button to activate the
fields
4. Re-write /over write the contents and press UPDATE button.
5. Press OK to confirm the updation
6. In case you want to add/update the cover photo to the record, press the
BROWSE button and select the “gif” file from the local hard dsik and press
UPDATE and save the changes
Delete the Catalog Record
1. display the desired Catalog Record by typing the Cat Number in the CAT NO
filed.
2. press the DELETE button and confirm the deletion by pressing YES button.
NOTE: Catalog Record will only be deleted when there is no Acquisition Record
and /or Holding Record in that Cat no. First Delete all the child records and other
references of the Catalog Record and then delete it.
Print the Catalog Record
To print the Catalog Record (one at a time), first display the desired catalog
record and then press PRINT button to generate the report
CLEAR button is used to clear the form
4.2. ACQUISITION INFO
The Acquisition Record can be displayed/added/edited/deleted in the middle part
of the Form. You can scroll down the screen by pressing the small ARROW
button given on the Vertical Ba r Strip in the Right Side
Display Acquisition Record
Before doing anything with the desired Acquisition Record, first you should
display the Acquisition Record. This can be done by displaying the parent record
of the title i.e. Catalog Record. The Catalo g Record can be displayed by typing
the Cat Number in the CAT NO filed given on the Top left corner of the form
Add New Acquisition Record
After adding/displaying the Catalog Record of a title, you can add Acquisition
Record where purchase information can be stored corresponding to the title.
Following steps are required
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1. First display the Catalog Record in the top most part of the form either by
typing the Cat Number in the CAT NUMBER field (if cat number is known)
or by searching the desired catalog record using the SEARCH button.
2. After display of the desired Catalog Record, scroll down the Vertical Scroll
bar by pressing small arrow given in the right bottom, and thus go to the
second part of the form i.e Acquisition Info part.
3. Press ADD NEW button to activate the Acquisition form for adding data
4. Enter the acquisition data (purchase details) in the corresponding fields
5. Save the acquisition data by pressing the SAVE button
6. On save Acquisition Record is created with the unique ACQ. ID generated
automatically

Acquisition
Record

Vertical
Scroll
Bar

NOTE: On this screen you can add as many Acquisition Record as many times
copies of the same title have been purchased i.e. one acq. Record for one go
purchasing
NOTE: The Acquisition Record is an optional Record, if you do not want to add
purchase Information in the database then you can leave this part of the Retro
Conversion
Edit existing Acquisition Record
You can edit the Acquisition Record up to some extent if the Process Status of the
Record is Requested, Approved, etc. Once you have processed the Acquisition
Record, it is locked can not be edited much.
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To edit the Acquisition Record, do the following :1. Display the parent record i.e. Cat Record
2. Scroll down the screen to the middle part of the form where Acquisition
Record is displayed by pressing the small arrow given in the Vertical scroll
strip on the right side
3. Press EDIT button if it is enabled (in case Record is locked, the EDIT button
will not be enabled) to activate the fields
4. Re-write / over write the data and press UPDATE button to save the changes
Delete the Acquisition Record
1. First display the Catalog Record in the top part of the form
2. Scroll down the screen to the middle part where acquisition record(s) is /are
displayed
3. Select the desired Acq Record using the Backward / forward ARROW button
(in case more that Acq Records exist)
4. Press the DELETE button to delete the record
5. Confirm the deletion by pressing the YES button
NOTE: Before deleting the Acq Record, first remove all the references of this
record from the database.
Print the ACQ Record
To pint the Acquisition record, press the PRINT button to generate the report.
Similarly to “add / Edit” vendor record press the ADD/EDIT VENDOR button
and do the things on the form , EXIT the form and you will back on the same
Retro Conversion form
4.3. HOLDING INFO
On this part of the Retro Conversion Form, you can add / edit /delete /print the
Copy Information added to the Title.
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Arrow to
move to
the Next /
prev copy
record

Holding
Record
(copy
Info)

Display the Holding Record
To display the Holding Record of a title, first display the main record i.e. Catalog
Record in the upper part of the Retro Conversion Form either by typing the Cat
Number in the CAT NO field or by pressing the SEARH button. Once you
display the Catalog Record, all its child records get displayed (Acquisition
Record(s) and Holding Record(s) in their respective parts.
Add New Holding Record
This is third record under Retro Conversion where you will add Holding Record
to hold the copy details, one holding record for one accession number. To add
the Holding record for a given title, follow the steps given below:
1. Press ADD NEW button to activate the fields to be added in the Holding Part
2. Add data in the corresponding fields
3. Select the corresponding ACQ ID from the drop down to link the Holding
Record with Acquisitio n Record, if any. In case, no purchase information has
been added, leave the ACQ ID field blank.
4. Press SAVE button the save the record
5. On saving the Holding Record, a unique Hold ID is created automatically
6. In this way you can add as many holding record as there are copies of the title,
one by one by pressing ADD new button again
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EDIT Holding Records
You can edit the existing Holding Record using this part of the fprm, by following
the steps:1. Display the Catalog record by typing the Cat Number in the CAT NUMBER
field on the top portion of the Catalog Form.
2. In case, you don not remember Cat No, search the desired Catalog Record by
press SEARCH button available on the top part of the form.
3. When you display the Catalog Record , then you can edit the existing Holding
Record by pressing the EDIT button
4. Re-write / over write the Holding Info and press UPDATE button to save the
chagnes
Delete Records
Similarly, you can delete the Holding Records by pressing the DELETE button
available on the Holding Part of the form. First delete all the references of these
records from the database and then delete these records.
Print the Record
Similarly, you can take the print of these records using PRINT button in each part
of the form.
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Chapter 6
Circulation Module
This module is used to automate the Circulation Desk activities and services such as
making membership, issue and return of the documents, generating over due reminders,
etc. The module permission can be set using the USER form under ADMIN module.
There are various menu under this module which are given below:Add Groups/Faculties/Division of the Parent organization
Add Designations / Categories
Add Membership
Issue / Reserve
Return / Renew
View Circulation Transactions
Generate Over due notice
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1. GROPUPS / FACULTIES / DIVISIONS
Search / View the Groups / Faculties / Divisions
This form is used to add/edit/delete/view/print all the Groups or Faculties or
Divisions exist in the Parent organization to which library is serving. In case of
Government libraries, divisions, in case of Academic libraries, Faculties are the
main elements which can be added here.

On first screen load, all the existing records will be shown in the Data Grid as in
the above screen. These records can be retrieved/filtered further using the text
fields visible on the screen and pressing the RETRIEVE button.
Add New Records
To add the new records, follow the steps given below:1. Click the “Groups/Faculties/divisions” menu from the CIRCULATION
module
2. Press the ADD NEW button to activate the fields
3. Enter the data in the corresponding fields
4. Press SAVE the record
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5. The field(s) in Red color is/are mandatory
6. ID field is system generated, automatically filled on saving the new record

NOTE: In this way user can all the divisions/section, etc. in the database.
Edit Record
To edit the desired record, do the following steps –
1. Select the desired record from the Data Grid by clicking the mouse on the left
side of the record in the grid
2. Press EDIT button to activate the fields
3. Re-write / over write the contents
4. Press UPDATE button to save the changes
5. Confirm the updation by pressing the YES option
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Delete Record
To delete the existing record, follow the stpes:1. Select the desired record from the Data Grid by clicking it .
2. Press the DELETE button
3. confirm the deletion by pressing YES button
NOTE: Records can be deleted one at a time. Before deleting the record, first
delete all the references (relationships) of the record from the database
Print Record
The report can be generating of the existing record by pressing the PRINT button.
There are two option for print – one is summary and another option is details.

NIC-LIB-EG2-2005

59

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

2. DESIGNATIONS and CATEGORIES
In an organization, there may be various designations and categories of the
members which can be entered here.
Display/Retrieve Records
The existing records in this form can be viewed in the Data Grid on accessing the
form. To access the form, first click the “Designations/Categories” menu from the
CIRCULATION module.
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The existing records can be retrieved on the basis of inputs from the available
fields and by pressing the RETRIEVE button.
Add New Record
To add the member categories and designations, follow the steps:1. Press the ADD NEW button to activate the new and blank form
2. Type the contents in the corresponding fields
Fields
ID
NAME
ENTITLEMENT
DUE DAYS
FINE

Type

Meaning

System generated, filled automatic on saving new record
Name of the Categories/Designations
No. of documents will be issued to this category (numeric)
For no. of days, documents will be issued (numeric)
Rupee(s) fine every day (Currency)

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

Edit Record
This option used to edit / modify the existing record, by following the steps given
below:1. Click the desired record by selecting it from Data Grid
2. Press EDIT button to activate the fields
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3. Re-write / over write the contents
4. Press UPDATE button
5. Confirm the updation by pressing YES button

Print Record
The existing record can be printed either in Summary or in Details depending the
print option you selected. To generate the report, press PRINT button and wait for
the report generated on the screen.
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3. MEMBERSHIP RECORDS
This form is used to add/edit/delete/print/retrieve the Membership Records to
whom books will be circulated. To access the form, click the “Membership
Record” menu from the CIRCULATION module. On display of the form,
existing member records will be shown in the Data Grid as given in the below
screen:

Display / Retrieve Member Records
The existing member record can be searched and displayed to view the details
using the following steps:1. For searching the desired record(s), type the string/value in the fields enabled
on the screen
2. Press the RETRIEVE but ton.
3. To display the desired record, select it from the Data Grid and press EDIT,
full record will be displayed.
Add New Record
To add new member record, follow the steps:-
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Press ADD NEW button to activate the new and blank form
Type the contents in the corresponding fields
Fields in Red color are mandatory
Press the SAVE button to save the record

Field

Meaning

ID

System generated, filled automatically on saving new
record
Unique no., user defined, alpha- numeric, 50 chr length
Select from drop down (more can be added using
GROUPS/DIVISION form in the current module)
Select from drop down (more can be added using
DESIGNATION / CATEGORIES form under the
current module)
Select from the drop down
Select from drop down (YES means circulation rules will
be over-ride for this member, NO means no)

MEM NO
GROPUD
DESIGNATION

GENDER
OVERDUE

Nature

ADMISSION DATE: Date of Entry/Admission (Format = dd/MM/yyyy)
CLOSING DATE
Retitirement/Leaving the organization (dd/MM/yyyy)
SUBJECT /KEYWORD These are used for SDI service
NOTE: no circulation transaction will be done beyond these two dates by the
Software
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How to Add Member Photo
To add member photo to the individual record (during the Add New or EDIT
process), press the BROWSE button, select the photo/image file (jpg image) and
SAVE/UPDATE the record
Edit Member Record
To edit the existing member record, follow the steps:1.
2.
3.
4.
5.

Click the desired member record from the Data Grid
Press the EDIT button
change / over write the contents
Press UPDATE button
Press YES button to confirm the updation

Delete Record
Member record can be deleted by selecting the desired record from the Data Grid
and then by pressing the DELETE button. Press YES button to confirm the
deletion.
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NOTE: Member record can only be deleted if no circulation transaction exists for
that member.
Print Record
Reports can be generated (summary of Detailed) by pressing the PRINT button.
On generation of the report, this can be printed or saved in the hard disk.

NOTE: each and every library member must be assigned a unique MEMBER
NUMBER for ever
4. ISSUE and RESERVE
This form can be used to issue the library documents to the library members
entered using the member form in the current module. The process of Issue and
Reserve is similar and is very important for a library. Before issuing the book,
please verify the identity of the library members.
The form can be accessed by selecting the “Issue/Reserve” menu from the
CIRCULATION module. Three kinds of documents can be issued on this form
i.e. Books, Loose Issues, Bar Code given on the form. On first access, following
screen will appear:-
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the BAR
CODE
filed

NOTE: It is suggested to
generate bar code on
ACCESSION NO field

Issue / Reserve the Document
To issue or reserve the document, follow the steps:1. Type the “Membership No” in the field on the left top corner
2. Press TAB or ENTER button from the keyboard
3. Select the option button given on the top portion of the screen:a. Books / Bound Journals
b. Loose issue of the Journals
c. Bar code number (if generated using BAR CODE field in the
Database. If bar code is generated using ACCESSION NUMBER ,
then select first option i.e. Books/Bound Journals
4. Type Accession Number in the ACCESSION NO field
5. Press ISSUE or RESERVE button
NOTE: IF ISSUE / RESERVE button is not enabled, it meant that :i.
either the book belongs to “Reference” collection
ii.
book status in not “Available”
iii.
Member quota has been exhausted
iv.
Member date expired
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NOTE: In case, you want to issue the “Loose Issue” of the journal, then select the
option “Loose Issues” given on the top portion of the screen in Green color. Then
type the loose Issue ID (Loose Issue ID is generated by system automatically
while receiving the issues using SERIALS module.), press the ISSUE/RESERVE
button.
NOTE: The issue/reserve function is BAR CODE enabled where bar code reader
can be used to perform these functions.
NOTE: While issuing the record, when you type the Member number in the field,
if some books are OVERDUE, then messages are flashed during the circulation
process.
5. RETURN and RENEW
This form is used to “Return” the Issued documents. To hook the form, click the
menu “Issue / Return” from CIRCULATION module, a blank form will appear
which you can use for Return of the documents.
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How To Return
To return the issued document (books, bound volumes of journals , loose issues of
the journals), follow the steps:1. Select the appropriate type of document from the Radio button given on the
top of the screen in Green color
a. Book/Bound Journal (also for the Bar Code, if generated on
Accession No)
b. Loose Issues of the Journals
c. Bar Code (when Bar code is generated on the field BAR CODE (and
not on Accession No.)
2. Type the Accession No. of the book to be returned in the field ACCESSION
NUMBER .
3. Press TAB or ENTER from keyboard
4. Check the fine to be collected, if any
5. Press RETURN button
6. That is all

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

NIC-LIB-EG2-2005

69

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

6. VIEW CIRCULATION TRANSACTIONS
This form is used to view the circulation transaction done in the library. The
circulation Transactions shows the details of various kinds about the transaction.
The transactions can be filtered based on various inputs available on the screen as
given below:1.
2.
3.
4.
5.
6.
7.
8.
9.

Based on Materials Type
Accession No (in case of Books/bound Journals) and Loose Issue ID
Library Member
Library Staff
Book Circulation Status wise (Issued/Returned/Reserved)
Designation/Categories wise
Group wise
Date Wise
In various Combination

How to Search
1.
2.
3.
4.

Type Search String in any of the fields given on the screen
Press Search button
Results will be shown in the Data Grid
You can print the results by pressing the PRINT button
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7. GENERATE OVER DUE NOTICE
This form is used to generate the “Over Due Notice” or “Reminder” to the library
member to request them to return the books in the Library. The Over due notice
will be generated to the individual member, one by one, however, the overdue
books can be seen in group.
To generate the Over Due Notice, follow the steps:1. First you must add the Text Message for Over Due Notice, once for all time,
using the “Messages and Text” menu under “Master Data” in ADMIN module
2. This text message will be inserted automatically in the overdue notice
3. To generate the overdue notice for a specific member, type the “member
Number” in the field “MEMBER NO”
4. Press TAB from the keyboard
5. The list of overdue books will be displayed in the Data Grid (if any)
6. Select the “Text Message Form” from the drop down of “TEXT MESSAGE”
7. Press PRINT button
8. The report will be generated which can be saved to hard disk and printed
direct
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Chapter 7
Serials Module
This module is used for managing the “Subscription to the Journals and Magazines” in
the Library. The process of subscribing is slightly different from purchasing the books in
the Library.
While using this module, users are advised to follow the step by step process to complete
the subscription, no menu should be skipped. The module contains the following steps
and menu:1. Check Duplicate Title
2. Add New Journal
3. Update Journal Details
4. Add Acquisition Info
5. Generate Approval
6. Update Approval
7. Add Order Info
8. Generate Order form
9. Subscription maintenance
10. Schedule maintenance
11. Receive Loose Issues
12. Generate Reminder
13. Add Billing Info
14. Add Payment Info
15. Update Journal History
16. Add Journal Holding
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1. CHECK DUPLICATE TITLE
This form is used to check whether the journal title is already in the master
database or not. To check the duplicate title follow the steps:1. Click the “Check Duplicate Title” menu from SERAILS module
2. On the form appear you can filter / search the journal title with the following
three Fields:i.
ISSN
ii.
Title
iii.
Editor
3.
4.
5.
6.
7.

Type the keyword / value in any of the fields and select the Boolean “Search
Option” given on the form
Press RETRIEVE button
Result(s), if any, will be shown in the Data Grid arranged in alpha manner
Click the Title from Data Grid to view the details of the journal
You can do many things on this form depending on the “Action Button”
available on the form as given below:a. EDIT TITLE – you can edit the selected title
b. ADD NEW ACQ INFO – you can add new Acquisition Record to start
the subscription for the year
c. PRINT SUMMARY – To print the summary of the results
d. PRINT DETAILS – To print the details
e. PRINT THIS RECORD – To print the Acq and Holdings details of the
selected title
f. BOUND VOLUMES – To view the bound volumes of the selected
title
g. LOOSE ISSUES – To view the loosed issues received for the title

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

Add New Title
To add new title follow the steps:1.
2.
3.
4.
5.
6.

Press the “ADD NEW: button to activate the fields
Add the data in the corresponding fields
Fields in Red color are mandatory
Add ISSN number using the hyphen (-) in between the number
Press TAB to jump to the next field
wherever value is available in the Drop Down, select the value from drop
down
7. In case value is not available in the drop down, press the “Three Dots Button
[…] to add the new Publisher, Subject, country – add the value by pressing the
ADD NEW button , save the value by pressing the SAVE button , exit the
form and come back to the same form i.e. Add New Journal title
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8. In case desired value is available in the drop –down , there is no need to do the
action given in the step no.7
9. Press SAVE button
10. On saving the new record, a unique CAT NUMBER will be generated
automatically
11. Thus, you have added new journal title

NOTE: In case, you want to add more than one value in the same field, then use
semicolon (;) between these e.g. Editors, Corporate Authors, etc
NOTE: Reference field can be used for local use. USER, DATE ADDED, DATE
MODIFIED, CAT NO fields are system generated, these are locked while adding
the new record
Edit the Record
To edit / modify the existing journal record, please follow the steps given:1. First, display the Journal Record to edit, by typing the Cat Number in the
CAT NUMBER field
2. If you forgot the cat number, search the desired title by typing the keyword in
the SEARCH field, and pressing the RETRIEVE button
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3. Once you display the Catalog Record of the desired title, press the EDIT
button to activate the editing
4. Re-write / over write the contents and press UPDATE button
5. Confirm the updation process by pressing the YES button
6. To add/edit/delete the Cover Photo of the journal (while editing ), press the
BROWSE button and select the GIF file from the hard disk
Delete Record
The existing record can be deleted from the database, if all the references have
been removed, by following the steps:1. Display the Title Catalog Record by typing the Cat Number in the field CAT
NUMBER or by pressing the RETRIEVE button
2. Once you display the desired Record, press DELETE button
3. Confirm the deletion process by pressing the YES buttn
NOTE: If any reference or child records or relationships exit, no Catalog Record
will be deleted
Print Record
To print the details of the journal, first display the Catalog Record of the journal
by typing the Cat No in the CAT NUMBER field or search the desired title by
pressing the RETRIEVE button.
Once you display the Catalog Record of the desired title, press PRINT button to
generate the report. Once report is generated, it can be saved to hard disk or print
on printer.
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3. UPDATE DETAILS OF THE NEW JOURNAL
This form is used to add the additional details (Journal Start Info) of the new
journal as well as to say YES / NO to the subscription of the journal.
Add Record
To add the details of the new journal, follow the steps:1. Select the menu “Update Details” from the SERIAL module
2. Display the Catalog Record of the desired journal either:a. By typing the Cat Number in the CAT NUMBER field or
b. Press the RETRIEVE button to populate all the journal titles in the
drop down given against TITLE
c. Select desired title from the drop down
3. Press TAB from the keyboard to display the Catalog Record of the selected
journal
4. Once you displayed the Catalog Record of the journal in the top part of the
screen (in Journal Information part), you are ready to add the details of the
journal
5. Press ADD NEW to activate the fields
6. Add the contents :a. CODEN – printed on the journal
b. START VOL – when the Title started first (volume no)
c. START ISSUE – Start Issue no
d. FREQUENCY – Select start frequency from the drop down
e. START YEAR – numeric year in “yyyy” formt
f. FULL TEXT – say Y /N (yes or No)
g. SUBSCRIBED – say Y/N, If you put N (for NO) – then you can not
subscribe the journal using the subsequent module
7. Press SAVE button to save the record
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Edit the Record
To edit the Record, follow the steps:1. Display the Catalog Record of the desired journal either
a. By typing the Cat Number in the CAT NUMBER field or
b. Press the RETRIEVE button to populate all the journal titles in the
drop down given against TITLE
c. Select desired title from the drop down
2. Once you display the Catalog Record of the desired journal, then “Journal
Start record” is also displayed in the bottom part of the screen (in case no
record exist for “Journal Start Info”, then first add new record by following
the steps given in the previous heading)
3. Pres the EDIT button to activate the fields
4. Re-write /over write the contents
5. Press UPDATE button to save the changes
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4. ADD ACQUISITION INFO
This form is used to Start the Process of Subscription by adding the Acquisition
Record of the journal title to be subscribed. This is similar to the process of books
purchase. On this form, user can add / edit /delete / print the Acquisition
Record(s) of the desired journal
NOTE: This process of adding new Acquisition Record is done every year on
annual basis, it means one Acquisition Record is added every year for a specific
journa l title.
The form can be accessed by selecting the menu “Acquisition Info” from the
SERIAL module.
Add new Acquisition Record
Please follow the steps:1. Display the Catalog Record of the journal either by typing the Cat No in the
CAT NUMBER field or by selecting the desired title from the drop down
menu after pressing the button RETRIEVE
2. After selecting the title from drop down, press TAB key or ENTER from the
keyboard
3. On display of the title details in the top portion of the screen, the existing
Acquisition Records is/are displayed (if available) in the lower part of the
screen
4. To add new Acquisition Record, please press ADD NEW button to activate
the fields
5. Enter the data in the enabled field and / or select the data from drop down
menu wherever available
6. The fields in Red color are mandatory
7. APPROVAL NO field is unique, it means that a unique Approval Number
must be entered in this fields, which has been used earlier.
8. Approval date must be in “DD/mm/yyyy” format
9. subscription fields must be in “YYYY” format
10. Press SAVE button to save the new record
11. In case you want to edit/modify the acquisition record, you can do it by
pressing the EDIT button
12. On addition of the new Acquisition Record, the Process Status will be
“Requested”
NOTE: Approval Number is just like an approval list where you can assign a
numeric value i.e. 1.2.3 ….n. However, you can also use the file number in
standard manner. For example in NIC Library case we assign the following
approval no
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for books
for journals

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

Press this
for filling
the drop
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ARROW
button

Edit the Acquisition Record
To edit the existing Acquisition Record of the Journal, follow the steps:1. Display the parent record i.e. Catalog Record of the desired journal either by
typing the Cat Number in the CAT NUMBER field or you can select the title
from the drop down menu after pressing the RETRIEVE button.
2. After selecting the title from the drop down, press the TAB or ENTER key
from the keyboard
3. After displaying the Catalog Record in the upper portion of the screen,
Acquisition Record(s) will be displayed in the lower portion of the screen.
4. In case there are more that one Acquisition Records belong to the same title,
then you can scroll forward or backward these records by pressing the
ARROW button.
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Select/display the desired Acquisition Record which you want to edit.
Press the EDIT button to activate the fields
Re-write /over-write the data
Press UPDATE button to save the changes
Press YES button to confirm the process of editing

NOTE: On this screen only Acquisition Records can be edited with the following
Process Status:“Requested”
“Approved”
“Rejected”
NOTE: In case title is Rejected, you can put the title again approval by assigning
the new Approval Number .
Delete Acquisition Record
To delete the desired Acquisition Record, from the database, follow the steps:1. Display the Catalog Record of the Journal title
2. Select the desired Acquisition Record by displaying it in the lower part of the
screen
3. Press the DELETE button to delete the record
NOTE: Acquisition Record with “Process Status” Requested, Rejected will be
deleted only. To delete Acquisition Record with rest of the Process Status, first
remove all references and then delete the record
Print Acquisition Record
To print the Journal details along with Acquisition Record, first display the
records on the screen and then press the PRINT button to generate the report on
the screen. You can directly print the report or can save the report on the hard dsik
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Add/ Edit Vendor Record
While adding / editing the Acquisition Record, you may need to add/edit the
Vendor record in this form, for that press the “ADD/EDIT VENDOR” button, a
new form will be appeared, Press ADD NEW , type the contents and SAVE the
record. After Saving the new Vendor Record, press EXIT the button to close the
form, again you will be on the same Acquisition form. Here you can select the
newly added record of the Vendor from drop down.
5. GENERATE APPROVAL
This form is used to Generate the Approval List of the journal which will be sent
to the Approval Authority mentioned in the “Committee” . The approval list can
be for one title or form many titles in group.
To generate the Approval List, follow the steps:1.
2.
3.
4.
5.
6.
7.

Select the “Generate Approval” menu from “SERIALS” module
Select the “Approval List” from the drop down
Press TAB key if required to display the list of titles included in the list
Select the Committee from the drop down
Press “Send for Approval” button to process the titles
Press the PRINT button to generate the report on the screen
Take print of the Report

NIC-LIB-EG2-2005

83

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

NOTE” After this step, the Process Status of the Acquisition Record will be
changed to “Sent for Approval”. Now, you can not add more new acquisition
record in this approval number.
6. UPDATE APPROVAL
Once you sent the “Approval List” to the Approval Authority, some of the titles
may get approved while some other may get rejected, accordingly, now you have
to update the status of the approval list.
To update the approval list, follow the steps:1.
2.
3.
4.

Select the “Update Approval” menu form the “SERIALS” module
Select the desired Approval list from the drop down menu
press the SUBMIT button to view the list of titles included in the approval list
Check the box (? ) given against the title in the left side (if the title is
approved)
5. Leave the box unchecked if title is rejected
6. Type the number of copies approved (numeric )
7. Press UPDATE button to process the records
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NOTE In case, you need to scroll down the screen to view the complete list of
titles, press the Vertical Scroll Bar given in the Right side
7. ADD ORDER INFO
This form is used to add Order info to the Acquisition Records which have been
Approved by the Approval Authority i.e. Library committee. The Order Info
includes the Name of the Vendor to whom Order will be placed, Order Number,
Order Date, etc.
The Order form can be accessed by selecting the “Add Order Info” from the
SERIALS menu, following screen will appear where you can add the order Info
after displaying the records:-

How to Add Order Info
To add the order info, the status of the Acquisition Record must be “Approved” or
“Ordered”. Follow the steps to add order info:1. Display the Catalog Record (Title Details) in the upper part of the screen
either by typing the CAT NUMBER in the Cat Number field and then press
RETRIEVE button or TAB key.

NIC-LIB-EG2-2005

85

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

2. In case you do not know the exact Cat number, press the RETRIEVE button
to populate the list of journals in the drop down
3. Select the desired Title from the drop down and press TAB key from the
keyboard
4. On pressing the TAB key, Catalog Info will be displayed in the upper part of
the screen
5. In case, there are Acquisition Record(s), this/these will be displayed in the
Acquisition area in the lower part of the screen
6. Select /display the Acquisition Record to which you want to add Order Info
7. In case there are more than one Acquisition Record , you can go forward or
backward by pressing the ARROW buttons
8. Once you display / select the desired Acquisition Record, press the
ADD/EDIT ORDER INFO button to activate the fields
9. Enter the ORDER NO in the field, It must be unique and must be same in all
the titles which you want to include in the same order
10. Enter ORDER DATE in the “dd/MM/yyyy” format
11. ORDER COPY must not entered in the designated field
12. Select the VENDOR name from the drop down, in case there is no the desired
vendor in the drop down, you can add new Vendor by pressing the
ADD/EDIT VENDOR. After adding the Vendor, press EXIT button to come
out from the Vendor form , aga in you will be on the Acquisition form from
where you can select the Vendor name.
13. Press SAVE button to save the record
NOTE: The nomenclature of the Order Number should be unique, and suppose
you want to add ten titles in the same order, then you must assign the same Order
no. in all the Acquisition Records. No space I allowed in Order Number.

Add New
Vendor
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Print the Acquisition Record
You can generate the Report for the title displayed by pressing the PRINT button
which can be saved to the hard disk or can be printed on the printer.

8. GENERATE ORDER
This form is used to generate the ORDER which can be mailed to the Vendor.
The form generate a report which can be printed on the printer. The form can be
accessed by selecting the “Generate Order Form” from the SERIALS module. To
generate the desired Order Form, follow the steps given:1. Select the desired Order Number from the ORDE NUMBER drop down and
press SUBMIT button to list the titles included in the order
2. Click the Check boxes given in the left side against each title in order to
include the title in the order
3. Enter the number of copy to be ordered
4. Press UPDATE button to process the Order
5. Later, you can display the order list again for generating the Print/Report
6. Press the PRINT button to generate the order report
7. Before generating the report, select the Form name (e.g. Order Form) from the
drop down to include the text message in the order print
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8. In case there is along list of titles in the order, you can browse the list by
pressing the Vertical Scroll Bar given in the right side by clicking the tiny
arrow sign in the right-bottom side.

NOTE: After processing the order, the Process Status of the Acquisition
Record becomes “ORDERED”.
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9. SUBSCRIPTION MAINTENANCE
This form is used to add / edit /delete Subscription Info of the title for a specific
year needed to generate the Schedule automatically. The Subscription info
includes:
Subscription Year
Frequency
Vol/Year
Issue/Year
Issue/Vol
Start Vol
Start Issue
Start Date
End Date
First Issue Date
Issue Continue?

=
=
=
=
=
=
=
=
=
=
=

yyyy (e.g. 2005)
to be selected from the drop down (e.g. Monthly)
No of Volume per year (e.g. 2 )
Total Issues per year (12)
Issues per Volume ( 6)
Start Volume of that year
Start Issue of that year
Start Date of your Subs. period (e.g. 01/01/2005)
End Date of your Subs. Period e.g. (31/12/2005)
Date of the First Issue in that year
Y/N (Yes or NO)

How to add New Subscription Record
1. Select the menu “Subscription Maintenance” from the SERIALS module
2. Press the RETRIEVE button to populate all the titles in the drop down
3. Select desired Title from the drop down and press TAB key from keyboard to
display the Catalog Record (journal details)
4. On display the Journal title in the top part of the screen, all the Acquisition
Records are displayed in the Acquisition Info portion of the screen, one record
for one year.
5. Select /display the desired Acquisition Record for the specific year by going
forward/backward using the ARROW button on the screen
6. Press ADD NEW button to activate the fields in the Subscription Info area
7. Type the data as required in the corresponding fields
8. Use numeric data only wherever prompted
9. Use “dd/MM/yyyy” format for date
10. Press SAVE button to save the Subscription Record
11. This information goes to the SUBSCRIPTION table in the Database
NOTE: the information must be given appropriately otherwise wrong schedule
can be generated for the year. First confirm the data from the past subscription
and loose issues of the journal.
NOTE: The fields which are not enabled, you do not try to write anything in such
fields.
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Edit The Subscription Record
In case you want to modify the Subscription Info (before generating the Schedule
in the next step) of any title for a specific year, follow the steps:1. Display the desired subscription record by displaying the journal title and
Acquisition Record
2. Press EDIT button to activate the fields
3. Change the data as desired
4. Press UPDATE button to save the changes
5. Confirm the modification by pressing the YES button
6. Now you are ready to generate the Schedule automatically in the next menu
Delete the Subscription Record
You can delete the subscription Record before generating the Schedule in the next
menu by pressing the DELETE button and then confirm the deletion by pressing
the YES button.
Print the Record
You can generate the report for the title by pressing the PRINT button .
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10. SCHEDULE MAINTENANCE
This form is used to generate / maintain the schedule automatically where records
for loose issues of the journals will be generated for receiving using the software.
The schedule generation is based on the yearly subscription information you
supplied every year using the previous menu.
The form can be accessed by selecting the “Schedule Maintenance” from the
SERIALS module.
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How to Generate Schedule Automatically
The Schedule is generated every year, using the features given in the form,
however, before generating the schedule, please confirm that you have supplied
the right data of the “Subscription Details” in the previous step.
To generate the schedule for an individual journal, follow the steps:1. Type the Year (yyyy) in the YEAR field
2. Press RETRIEVE button to populate the journals being subscribed during the
given year
3. Select the desired Title from the drop down and press TAB key from
keyboard
4. IF schedule is not generated already for the year, the GENERATE
SCHEDULE will be enabled
5. Press the GENERATE SCHEDULE button to generate the loose issued
automatically
6. After this action, loose issues will be generated filling the Data Grid
7. Now, you can EDIT / DELETE/ PRINT these loose issues for further action
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NOTE: In case, you seen any problem in the issue date, you can delete all the
issues by pressing the DELETE button and can generate again using the steps
given above.
Edit Loose Issues
You can edit / modify the loose issues so generated automatically, by following
the steps:1. Select the loose issue to be edited /modified from the Data Grid by clicking
the record
2. Pres EDIT button to activate the fields given in the right side
3. Change the data as you desired and press UPDATE button to save the changes
4. In this way you can modify the loose issues before receiving the loose issues
Delete the Loose Issues
You can delete the loose issues so generated automatically, by selecting the
record from the Data Grid and then by pressing the DELETE button. Please
confirm the deletion once more by pressing the YES button
NOTE: You can not delete the issues which have been received in the library
Add Loose Issues Manually
In case you want to generate the loose issues “manually” , you can add one by
one by following the steps:1. Display the Journal Details by selecting the title from the drop down after
pressing the RETRIEVE button
2. To add loose issues one by one, press ADD button given in the Right side
3. Type the Issue Details in the fields so activated
4. Press SAVE button to save the records
5. In this way you can add all the issues
Print the Loose Issues
To print the loose Issues, press the PRINT button, report will be generated on the
screen which can be printed.
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11. RECEIVE LOOSE ISSUES
This form is used to “Receive” the loose issues of the journals generated / added
in the previous menu. Whenever, loose issues posted by the vendor/publisher to
the library, it must be received in the system.
This form can be accessed by selecting the “Receive Loose Issues” menu from the
SERIALS module

NIC-LIB-EG2-2005

94

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

How to Receive Loose Issues
Follow the steps given below:1. Type the Year (in yyyy format) in the field YEAR
2. Press ENTER or TAB or RETRIEVE button to populate the list of journals in
the drop down
3. Select the desired journal from the drop down and press TAB key from
keyboard
4. After pressing the TAB key, all the loose issues will be published in the Data
Grid
5. To receive the desired loose issue, select it from the Data Grid
6. Press RECEIVE button to activate the fields in the right side
7. Type the Copy being received
8. Press UPDATE button to receive the issue
9. On receiving the issue its RECEIVE STATUS changes to “Y”
10. This way you can receive the loose issues
11. In case, you want to “Un-Receive” the issue, remove the COPY information
after displaying it in the right side fields
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NOTE: You can receive / un-receive many no of copies of the same issues.
Suppose you have received 8 copies of an issue, now you want the un-receive the
4 copies, then type “- 4” in the copy field. 4 copies will be deducted
Assigning the Unique Loose Issue ID
On receiving the loose issue, system will assign a unique ID (Loose issue no.) to
each and every copy of the issue which must be written on the Loose issue copy.
This unique ID / Loose Issue Number will be used as “Accession Number” for
Issue / Return of the copy of the loose issue.
You can generate BAR CODE based on these Unique Loose Issue Number which
must be pasted over the copy of the loose issue.
12. GENERATE REMINDERS
This form is used to generate reminders for non-receipt issues of the journals. To
Access the form, select the “Generate Reminder” from the SERIALS module.
Following form will be displayed:-
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How to Generate Reminder
To generate reminder for non-receipt of the loose issues, follow the steps:1. First display the missing issues in the Data grid by pressing the GET NON
RECEIPT ISSUES
2. You can filter the search by three fields viz.
a. YEAR of subscription (yyyy format)
b. Individual title from drop down
c. Vendor from drop down
d. Combination of these three fields
3. Select the FORM from the drop down for inserting the text message will be
included in the reminder.
4. Once you get loose issues which have not been received in the library, press
PRINT button to generate the report
5. Print the report so generated and post to the concerned vendor

NOTE: To view the details of the record appeared in the Data Grid, click the
record to display in the Details area.
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13. ADD BILLING INFO
This form is used to add/edit/delete billing info to the Acquisition Record to
process the concerned Bill/Invoice using the BUDGET module. It means that
before processing the Bill/Invoice, first it must be added in the related Acquisition
Records.
The form can be accessed by selecting the Billing Info from the SERIALS
module. You will get the following screen:-
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Add/Edit Billing Info
To add /edit the billing info to the related Acquisition Records, follow the steps
given below:
1. Display the Catalog Record in the Journal Info area on the top part of the
screen.
2. This can be done either by typing the CAT Number in the CAT NO field or by
selecting the titles from the drop down
3. To populate all the journals titles in the drop down, press the RETRIEVE
button
4. Select the desired title from the drop down list
5. Press TAB key or ENTER key from the keyboard to display the details of the
journal
6. Select the desired Acquisition Record from the array displayed in the
Acquisition Details area by going forward / backward using the ARROW
buttons
7. Once desired Acquisition Record is displayed, press the Add/Edit Bill Info
button to activate the fields
8. Press SAVE button to save the record
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NOTE: After processing the record, the Process Status of the concerned record
becomes “Billed” .
NOTE: The Acquisition Records other than “Ordered” or “Billed” can not be
edited on this form.
NOTE: To go backward, remove the billing info from the fields and save the
record, then process status of the record will become again “Ordered”
Print the Records
You can generate the reports by pressing the PRINT button

14. ADD PAYMENT INFO
This form is used to add/edit/delete Payment Info to the Acquisition Records.
The payment details include Cheque Number. Cheque Date, Amount , etc. This
information is added after processing of the bills using BUDGET module. This
form can be accessed by selecting the “Add Payment Info” menu from the
SERIALS module. After accessing the form, following screen will appear:-
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Add Payment Info
To add the payment info to the Acquisition Records, do the following steps:1. Display the Parent Record i.e. Catalog Record in the upper part of the screen.
For this press the RETRIEVE button to populate all the titles in the drop
down, select the desired title from the drop down and press TAB key from the
keyboard
2. On displaying the Catalog Info, all the Acquisition Records of that specific
titles will be displayed in the lower part of the screen.
3. Select the desired Acquisition Record, scroll forward/backward using the
ARROW buttons on the screen
4. On display of the desired Acquisition Record, press “Add/Edit Payment Info”
button to activate the fields
5. Type the data in the corresponding fields , such as Cheque Number and Date
(“dd/mm/yyyy” format)
6. Press SAVE button to save the record
7. Now you have added the Payment Info to the Acquisition Record
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NOTE: On addition of the Payment Info, the status of the Acquisition Record
becomes “Paid”.
NOTE: You can EDIT the payment info by applying the same steps mentioned
above.
To generate the report, press PRINT button.
15. UPDATE JOURNAL HISTORY
This form is used to update the history of journal. The history includes the
following Changes in the Title:a.
b.
c.
d.

Close the Subscription
Title Change (Continue As)
Title Change (Continue From)
Split the Title into various Parts

To access the form, select the menu “Update Journal History” from the SERIALS
module.
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Close Subscription
In case library stops the subscription of a specific journal title, it should be
updated to remove it from the current subscription list. To do so, follow the
steps:1.
2.
3.
4.

Press RETRIEVE button to populate all the titles in the drop down
Select the desired title from the drop down
Press TAB button to display the Cataloging details of the selected title
On pressing the TAB key, catalog details of the title will be displayed in the
Catalog Info area
5. Press the CLOSE SUBSCRIPTION button to activate the fields
6. Type the data in the fields Close Vol No, close Issue no, close Period, etc
7. Press UPDATE CS button to save the record
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Title Continue As
In case the Title of journal changed to the next successive title, please follow the
steps:1.
2.
3.
4.
5.
6.

Press the RETRIEVE button to populate all the titles in the drop down
Select the desired title to be changed
Press TAB key from keyboard to display the cat details
Press “CONTINUE AS” button from the screen
Select the new title from the active drop down
Press UPDATE CA button from the screen to save the title
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Continue From
This is also true to change the reference of the previous title, follow the steps
below:
1.
2.
3.
4.
5.

Press RETRIEVE button to populate all the titles in the drop down
Select the desired title
Press TAB key from the keyboard
Press the CONTINUE FROM button to activate the drop down
Select the title from the active drop down which was the previous title of the
journal selected
6. Press UPDATE CF button to save the record
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Title Split into Parts
In case an existing journal title Split into various parts, then you have to save the
references of these parts to make relationships of the new titles to parent title. To
do so, follow the steps:1.
2.
3.
4.

Press RETRIEVE button to populate all the titles in the drop down
Select the desired parent title from the drop down and press TAB key
Press the SPLIT INTO button to activate the drop downs
Select the new split titles from these drop downs and press UPDATE SI
button to save the records

NOTE: A title can be split into maximum three titles in this software
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16. ADD JOURNAL HOLDINGS
This form is used to add bound volumes of the journal available in a
library known as journal holdings. This is just like we add books holdings in a
library. The form can be accessed by selecting the menu “ADD Journal
Holdings” from the SERIALS menu
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How to Add Journal Holdings
To add the journal holdings in the database, you have to add the details of the
bound volumes of the journal, one by one, available in a library. The copy details
are added in the records along with the Accession Number, call number,
pagination, etc. To add the new bound volumes, follow the steps:1. Press the RETRIEVE button to populate all the titles in the drop down
2. Select the desired title from the drop down
3. Press the TAB key from the keyboard to display the bibliographic details of
the journal selected
4. Pres the ADD NEW button to activate the fields for data
5. Enter the data in the corresponding fields
6. Press SAVE button to save the record

NOTE: The fields in Red Color are mandatory. Enter the Accession Number of
the bound vo lume in the ACCESSION NUMBER field. Enter date in
“dd/mm/yyyy” format.
Edit the Holding Record
To edit / modify the existing holding record, follow the steps:-
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Press RETRIEVE button to populate all the titles in the drop down
Select the desired title from the drop down
Press TAB key from the keyboard to display the details of the title
Press EDIT button to activate the fields
Change /modify the data/contents
Press UPDATE button the save the changes

NOTE: Select the collection type from the option given on the screen. The
Reference collection will not be issued.
Print the Journal Holdings
You can take the print of the journal holdings along with the title details by
pressing the PRINT button, report will be generated on the screen which can be
saved to hard disk or can be send to printer direct.
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Chapter 8
Articles Indexing Module
This module is used to manage the Articles Indexing Bibliographic service provided by
the libraries. Under this service, the important articles from journals and chapters from
books are indexed (bibliographic details only) in the database and provided through Web
OPAC of the e-Granthalaya™ software.
The module contains two menu only:1. Add Articles Details
2. Search Articles indexed

1. ADD ARTICLES
This form is used to add/edit/delete the bibliographic details of the useful articles
from journals and chapters from books in the database. For adding the
articles/chapters/special issues of the journals, first parent/source must be present in
the database. There are three important types of articles added in the database:1. Articles from journals
2. Special Issues of Journals
3. Chapters of the Books
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To access the form, select Add Articles menu from the ARTICLES module,
following screen will appear:-

Add New Article Details
To add the new article details in the database, follow the steps:1. Decide from which source you are going to add the articles/books/special
issues of the journals.
2. Select the Type of Source by clicking the radio button given in the Green
color
a. Books
- For adding chapters
b. Journals - For adding articles/special issues
3. Press RETRIEVE button to populate all the parents/source documents in the
Data Grid from the category you selected
4. For a specific title, you can search the source by typing the keyword in TITLE
/ ISSN / ISBN fields and then press RETRIEVE button
5. Select the desired source title from the first Data Grid by clicking the title
from the left side
6. If you have already added articles for the source title you just selected, these
articles will be displayed in the lower grid otherwise it will be blank
7. To add the new articles/chapters/special issue, press ADD NEW button to
activated the fields in the right part of the screen
8. Type the details of the articles/chapters/special issues in the corresponding
fields
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9. Select type of articles from the drop down
10. In case you have full-text file (in any format) of the concerned articles, you
can add the same by pressing the UPLOAD FILE button – browse /select the
file from hard disk
11. Assign one main subject of the article from the SUBJECT drop down
12. Assign keywords , separating by semicolon(;) in the KEYWORD fields
13. Press SAVE button to save the new record

Edit Articles
To EDIT / MODIFY the existing articles/special issues of journals/ chapters,
follow the steps :1. Search the Source Title (book or Journals) by its TITLE or ISBN/ISSN
number and press RETRIEVE or
2. Press RETRIEVE button to populate all the source titles in the selected
category
3. Select the desired SOURCE title from the data grid1 by clicking it
4. On clicking the source title, all the existing articles will be displayed in the
Data Grid 2
5. Select the desired articles to be edited from the data grid2
6. Press EDIT button to activate the fields
7. Change / modify the contents
8. Press UP DATE button to save the changes
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Delete Articles Record
To delete the record, follow the steps:1. Populate the desired SOURCE title either by searching by TITLE/ISBN/ISSN
number or populate all the source titles in the Data Grid1 by pressing the
RETRIEVE button
2. Select the desired Source Title from the Data Grid 1 by clicking it
3. On clicking/selecting the source title from the Data Grid1, all the existing
articles will be displayed in the Data Grid2
4. Select the desired Article to be deleted from the Data Grid2
5. Press DELETE button
6. Press YES button to confirm the deletion
How the Print the Articles
The existing articles can be printed by pressing the following three PRINT
buttons depending the type of reports to be generated:Print Summary – To print the summary of the articles
Print Details - To print the full details of the articles
Print This Record - To print a single record displayed
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How to Upload Full Text file of Article
In case you have digital file of any article, you can upload this file with the record
of the concerned article. This can be added either while adding the new article
record or later while Editing the existing article record, just by pressing the
UPLOAD FILE button and then select the file from your computer and SAVE or
UPDATE the record.
2. SEARCH ARTICLES
This Form is used to search and print the existing articles / chapters / special
issues of the journals already indexed in the database. The form can be accessed
by selecting the “Search Articles” menu from ARTICLES module, following
screen will appear:-
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How to Search Articles
Articles / special Issues of journals / books chapters can be searched with the
following access points:1. By Cat Number i.e. by a particular Book or Journal Title
2. By an articles number which is unique and generated automatically by the
systems on addition in the database
3. By Keywords from various fields of the Articles
a. Title
b. Authors
c. Keywords
d. Abstract
To search the Articles, first select the article Resource type (Journal or Books)
With the FIND SOURCE you can display all the Titles of Books or Journals and
then articles can be displayed by clicking these parents sources.
To populate all the articles, press FIND ARTICLES button
In case you want to see the details of an individual articles, click the desired
article , details will be shown in the right side of the screen.
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Print the Results
The list of articles or individual article details can be printed by pressing the
corresponding PRINT button to generate the reports on the screen. This report can
be printed over printer.
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Chapter 9
Budgets Module
This module is used for the following functions:1.
2.
3.
4.

To add budget info on yearly basis
Processing of the Invoice
Generating Payment Request to be sent to the Accounts Section
Updating Payme nt Request / Cheque delivery to the Vendors, etc

NOTE: Before working with this module or processing the Invoice, First the
invoice in question must be entered with the Acquisition Record concerned using
the “Billing Info” menu of the BOOKS ACQUISITION and SERIALS modules
1. LIBRARY BUDGETS
This form is used to add/edit/delete/print the Budget details of the library every
year. To access the form, select the “Library Budget” menu from the BUDGETS
module, following form will appear:-
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Add Library Budget
To add library budget for a specific year, follow the steps:1.
2.
3.
4.
5.
6.
7.

Press the ADD NEW button to activate the blank fields
Enter YEAR in yyyy format e.g. 2005 (for F/Y 01/04/2005 to 31/03/2006)
Enter Budget Head
Enter Period i.e Financial Period (e.g. 01/04/2005 TO 31/03/2006)
Enter amount in Ruppes (40000.00) Forty Thousand
Press SAVE button to save the record
Thus you can create one Budget Record every year
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NOTE: Do not enter data in ID field during ADD NEW or EDIT process, it is
system generated field
Edit Budget Record
To edit the existing budget record, follow the steps below:1.
2.
3.
4.

Select the desired record from the Data Grid by clicking it
Press EDIT button to activate the fields
Change / Edit the contents by re-writing / over writing
Press UPDATE button to save the changes

Delete Record
To delete the existing budget record, follow the steps:1.
2.
3.
4.

Select the desired record from the Data Grid by clicking it
Press DELETE button to delete the record
Press YES button to confirm the deletion
Record deleted with the message of deletion

NIC-LIB-EG2-2005

120

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

NOTE: If the Budget Record has some links / relationships in the database, it will
not be deleted. For deletion of a record, first remove its all the references
Print Budget Record
To print the records, first select the print option for Summary / details and the
press the PRINT button to generate the report. Then you can send it on the printer
2. INVOICE DETAILS
This form is used to process the Invoice/bill details. To access the form, select the
“Invoice Details” menu from BUDGETS module , following screen will appear:-
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How to Add Bill Details
To add the bill details, first add the reference of the concerned bill using “Billing
Info” menu from BOOKS ACQUISITION or SERIALS as the case may be.
Under this menu, you can select the acquisition record and can add the
bill/invoice number, date etc. in the specified text boxes. The procedure has been
given under these modules.
To add the bill details follow the steps:1.
2.
3.
4.
5.
6.
7.
8.
9.

Access the form by selecting the “Invoice Details” from Budgets module
Select Budget Year from the drop down
Select Budget Head from the drop down menu
Say Y/N for type of Invoice (Supplementary or not)
Enter Bill / Invoice no (As given in the printed copy) , date, amount etc.
Select Currenc y from drop down, enter conversion rate, if any
Enter Discount Percentage, additional charges, your deduction, etc if any
Select Vendor Name from the drop down
Enter Payment Request Number ( a unique no , i.e. green sheet number which
will be sent to the accounts section) – you can add many invoice/bill nos. in
the same Payment Request Number
10. Press CALCULATE button to calculate the bill
11. Press SAVE button to save the invoice
12. After Saving the Invoice, it becomes available in the Data grid, from here you
can again select the bill no for editing , if required
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13. To process the Items (Titles under this bill no), press the ITEMS button to add
the titles in this invoice
14. In case, no title is there or you have not given the same Vendor / invoice
number which you entered under “Add Billing Info” – then a message will be
flashed …No title exist
15. Then Press the PROCESS button to process the titles along with the bills
16. Now you can take the print of the Bill payment Request form to send to the
accounts section for making payment
NOTE: After processing the Bill here on this form, the status of the Bill becomes
“Billed”
How to EDIT the Bill
You can EDIT the bill before sending it to the Accounts section , it means before
the STATUS of the bill changes to “Posted” in the ne xt form. To edit the bill,
select the bill and press EDIT button – then follow the steps given above.
3. GENERATE PAYMENT REQUEST
After processing the Bill and titles, you can generate the Payment Request
Number to send to the accounts section. To generate this , follow the steps:1. Access the form by selecting the menu “Generate Payment Request” from the
BUDGETS module, following screen will appear
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2. Select Payment Request Number from drop down and press SUBMIT
button
3. The bill(s) will be displayed
4. Click the Check boxes to include the bill(s) in the request
5. Press POST button to process the Payment Request Number
6. The bill status will become “Posted”
7. Access again the form to take print of the Payment Request No by
pressing the PRINT button

4. UPDATE PAYMENT REQUEST
This form is used to update the Payment Request Form sent to the Accounts
section after you receive the Cheques. The following steps are required:1. Access the form by selecting the menu “Update Payment Request” from the
BUDGETS module
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Select the Payment Request No from drop down
Press SUBMIT button
Check the Check boxes at the left side
Enter the Cheque details in the fields
Press the UPDATE button to save the changes
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NOTE: Now you can generate the Check Delivery forms to send the check to the
concerned vendors in the next menu
5. CHEQUE DELIVERY
This form is used to generate the check delivery form for sending to the vendors.
To access the form select “Check Delivery” menu from the BUDGETS module,
following screen will appear:-

How to Generate Check Delivery form
To generate Cheque delivery form, follow the steps given below:1. Access the Form by selecting the menu “Cheque Delivery Form” from the
BUDGETS module
2. Select the Payment Request No from the drop down menu
3. Select the Vendor Name from the VENDOR drop down menu
4. Select the Text Message to be printed from the MESSAGE drop down
5. Press PRINT button to generate the report
6. Print the report generated
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Chapter 10
How to Take Backup
As e-Gratnhalaya™ uses MS SQL Server database management system to store the data
of the library. Therefore, it is essential to keep the backup of the database of the library so
that it can be restored later any time.
The backup of the database is always performed by the System Administrator on the
Server PC where database system is installed. The database must be backup on the hard
disk and the backup file must be stored in CD ROM.
1. Manual Backup
Following steps are required to take the database backup:1. Run the MS SQL server Enterprise Manager from Programs >> MS SQL Server

2. Expand the Database interface up to your database by just clicking the + sign
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Click + Sign
to expand
Select your
database for
backup

3. Right Click your database and select the All Task >> Backup database menu

Right Click
the database
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4. Press the ADD button to add the backup file name and location

Press
ADD
button &
select
any
folder,
type
backup
file
name

5. Browse the folder where you want to store the backup file and type the name of
the backup file (anything)

Backup
folder and
file name

6. Select Over Write option from the screen
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Select
Over write
option

7. Press OK button to perform the backup

Backup
being taken

8. Press OK to finish the backup

NIC-LIB-EG2-2005

131

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

2. AUTOMATIC BACKUP
Automatic backup is also taken by the system at a particular time by setting the
“Schedule” option under the Backup of the database. However, automatics schedule
will only be run if your SQL Server Agent runs. The steps are given below:1. First run the SQL Server Agent by right clicking the Agent listed under
Management tool of the server and just click the Start option (if not running
already)

2. Once your Server Agent runs , it becomes green in color as given in the below
screen

Run this Agent by
right clicking it,
choose START
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3. Now select your database, right click it, and choose Backup option

4. After selecting the Backup option , following screen will appear

5. check the Check box given under Schedule in the bottom of the screen

NIC-LIB-EG2-2005

133

21/11/2005

NIC Library

e-Granthalaya User Manual

For eG2 users only

Check the
Schedule
option

Click the
button to
setup the
schedule

6. To setup the Schedule, press button with three dots (…) given against this, you
will get the following screen

Press
Change
button to
set the
date and
time

7. Select the “Recurring “ option and press CHANGE button
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8. Set the various option as you need and press OK three times, now your backup
will be taken automatically at the date/time specified by you in the schedule
NOTE: Please cross verify the backup whether backup being taken at the specified
date/time
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