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Introduction 

About the Company 

Mission 
Our mission is to provide our clients with the highest quality available technical and 
functional services across the enterprise. Our commitment is simple – customer 
satisfaction. Our means are invaluable – hard work and dedication. 

 

Overview 
Akash Infotech is a professional services provider specializing in Enterprise Resource 
Planning, Enterprise Relationship Management, E-Commerce applications and 
Customized Software Development. Akash Infotech has vast experience in full-scale 
IT implementation, integration and development services, staff augmentation and 
individual tasks.  
 

Akash Infotech is one of the fast upcoming IT companies committed to providing the 

best business application solutions.  
 
We undertake projects from the pre-implementation to post-implementation stage 
including Software evaluation, Project management, Analysis, Customization, 
Design, Development, Testing and implementation of application software.  We have 
vast pool of consultants with project experience.  

 
Our Quality Motto of the company has been „Commitment towards Perfect & 
Accurate Software & Service Support to the Customer‟ with an objective of 
promoting professionally managed Software Business houses to provide excellent 
Software Support globally all over India. 

 
The company has well infrastructure & SETUP with the latest state-of-the-art 

hardware including Higher end servers & Latest PCs, ISDN connectivity with private 
secured web Server, in house multimedia equipments & peripherals like scanners, 
digital camera and audio-video blaster pro card and adequate power backup for the 
whole system. 

 

About the AutoLib NG  
AutoLib NG is the real-time online Library solution. AutoLib NG has been designed 
for integrated information management. This comprises of independent modules for 
facilitating library management, querying, porting the information. The software 
package covers all areas within the librarian for efficient information management. 
Simultaneously, it provides a priceless tool to all members, to have these resources 

at their fingertips. 
 
Database Security Data security is of most important aspect in Library. Unique 
Login feature for each user ensures safety of data. AutoLib NG has rights definable 

as per Users profile to Every Menu option. The Login and Passwords may be 
assigned to groups of individuals depending on their designation or department. In 

addition, every User can have an individual password to access his personal 
information (e.g. Books outstanding etc.). For e.g. you may allow public access only 
to the book search, book reservation features and not to the features of adding, 
modifying book record or for that matter to the facility of making a book return 
entry, while the Librarian should have access to all the features. AutoLib NG makes 
this easy. 
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Installation on Server Machine 
 

As a client server technology we have to create one Machine as Database Server and other 
machines as clients. 

 
Before you start the installation, make sure that any windows or windows server operating 
system is already installed on your system. (AutoLib NG is not supported on windows XP / 
Linux) 
 
To install the “AutoLib NG” Library software on server: 
 

If you installing software first time on computer follow following procedure. 
 
1. Step 1 – Install .Net Framework 4.5 

First Check for .Net Framework 4.5 version is installed on the computer. If not please 

Install .Net Framework 4.5 version. 
 

2. Step 2 – Install MS-SQL Express 

 
Install MS-SQL Express 2008 R2 setup from AutoLib NG CD. (If you have already MS-
SQL Express / Server Installed please check for version of MS-SQL Server. It should be 
MS-SQL 2008 R2 and above) 
 
For MS-SQL Installation please follow following procedure.  

 
Double click on file given in CD on following File. 

 
SQLEXPRWT_x86_ENU 
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Click on Sellect All Button then Click on Next Button 

 
Click on Next Button 

 
Click on Next Button  
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In following figure (Database Engine Configuration) – 
Select Mixed Mode (SQL Server Authentication and Windows Authentication). 
Assign password for default SQL Server User  
 

 
Click on Next Button 

 
Click on Close Button 
 

3. Install Crystal Reports Runtime 
 
In CD open folder CRforVS – double click on CRRuntime_32bit_13_0_11 to install.  
 

 
4. Step 4 – Install AutoLib NG Setup 

 
 
 
5.  
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Installation on Client Machine 
 
Before you start the installation, make sure that any windows or windows server operating 
system is already installed on your system. (AutoLib NG is not supported on windows XP / 
Linux) 
 
To install the “AutoLib NG” Library software on server: 
 

If you installing software first time on computer follow following procedure. 
 
1. Step 1 – Install .Net Framework 4.5 

First Check for .Net Framework 4.5 version is installed on the computer. If not please 
Install .Net Framework 4.5 version. 

 
2. Step 2 – Install MS-SQL Express Runtime files for Client 

 
Install SQLSysClrTypes 

 
Install sqlncli7 or sqlncli8 

 
Install SharedManagementObjects. 

 
 
3. Install Crystal Reports Runtime 
 

In CD open folder CRforVS – double click on CRRuntime_32bit_13_0_11 to install.  
 
 

4. Step 4 – Install AutoLib NG Setup 
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Using “AutoLib NG” Library Software 
Once the setup is complete, it creates a program group called 
“AutoLib NG” Library. 
Click on “Start” from windows menu and select “Programs”. 
Select program group as “AutoLib NG” Library 
Click on the “AutoLib NG” Library item. 
When software is run first time, user has to set Path for database 

file. Following screen will display. (Database Path Setting) 
 
To set database path for local Machine follow following procedure. 

Select the drive letter on which software is installed from look in, then 
double click on the AutoLib NG folder, again double click on Database folder, 
select the dbLibrary file from database folder and click on open button. 

 
To set database path for Client Machine from Server follow following 
procedure. 

Click on My Network Places, 
Select the Server computer name from displayed list 
Select the drive letter on which software is installed from look in, then 
double click on the AutoLib NG folder, again double click on Database folder, 

select the dbLibrary file from database folder and click on open button. 
 
Now a Login screen will appear.  
Enter the necessary information for login and Click “OK” to move further, or 
click on “Exit” to quit from the system. 

OR 
Double Click on Short cut of AutoLib NG Icon on your Desktop. 

Icon as shown in Figure 

 
 
Minute  
  

 

For reinstallation of software please check for existance to AutoLib NG folder on any drive. If 
found take backup o entire folder and follow the Installation procedure as described above.  
 
Copy Existing Database dbLibrary.mdb file from backup to newly installed AutoLib 
NG\Database folder. 
 
If 52 bad file error occurs then open MS_SAN_SERIF.INI file from AutoLib NG\Ini folder. Go 

to at the end of file delete DatabasePath Line. Save the file. Follow the Database path 
Setting procedure give on previous page. 
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AutoLib NG Menu Options 

 
Fig.1 AutoLib NG Main Menu 

 
List of Menus Options 
 
Master 

 College Master 

 Institute 

 Series Mapping 
 Master Entries 
 Material Type 
 Serial Type 
 Supplier 
 Holiday 

 Budgets  
 Budgets Amount 
 Accession 
 Serial Control 
 Serial Control Renewal 
 News Paper 
 Project Reports 

 Time Slot 
 

Member 
 Member Category 
 Member Info 
 Update Member Info 

 Change Class 
 Change Category 

 
Acquisition 

 Books Request 
 Books Approval 
 Order 

 
Circulation 

 Reader Info 
 Issue  

 Return 
 Reservation 
 Class Wise Issue 

 Change Material 
 Change Book Status 
 Penalty 
 Dues Collection 
 Deposit Refund 
 Indexing 

 Serial Binding  
 News Paper Daily Entry 
 News Paper Payment Details 
 Newspaper Article  

Tools 

 OPAC 
 AACR2 Card 

 OPAC for Advanced Users 
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Search 

 Book Search 
 

Reports 
 Reports 
 Book History 
 Member History 
 Title List with Group Accession Nos. 
 Selected Accession Nos. 
 Multi Select Reports 

 
Prints 

 Books Bar Code 
 Students Bar Code 

 Spine Labels 
 Book Card 

 Receipt Print 
 
System Admin 

 Financial Year 
 Parameter 
 Login Monitor 
 Stock Checking 

 Generate Bar Code 
 Bulk Updating 
 Update Database 
 Update Accession (Book Cover and Abstract) 
 Import Export Date 
 Import Photo Sign 

 Export Photo Sign 

 Email Template 
 Send Email Templates  
 Backup 
 Announcement 
 Media Links  
 User Creation 

 Backup 
 Internet Settings 

 
Help 

 Help Index 
 About 

 

Exit 
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Common Screen Information 

This section includes the information regarding screens that are commonly 

used in the system. 

 

Button Bar Information 

 
Fig. 2 Button Bar 

 

The user can use the following buttons or the Hot-keys: 

 

Click on Button 1 or F2 key to Add a new record. 

Click on Button 2 or F3 key to Modify an existing record. 

Click on Button 3 or F4 key to Save a record. 

Click on Button 4 or F5 key to Search an existing record. 

Click on Button 5 or F6 key to Delete an existing record. 

Click on Button 6 or F7 key to Cancel the current operation. 

Click on Button 7 or F10 key to Exit the selected form. 
 

 

Fig. 2 Common Objects Used in Description  

 

 Blue Color Labels indicates as the compulsory entry. 

 

Login Screen Information 
 

The user has to enter user name 

and the password in the respective 

textboxes. After entering the data 

click on “OK” button to go to main 

menu. The user can click on the 

“Cancel” button to cancel the login 

operation. Unless user logs in 

successfully user is not allowed the 

access to any menu option. User 

Name and password is case 

sensitive.  

Grid Data 

Text Box 

Combo Box 

Date Picker 

Check Box 

Option Button 

Button  

Button 1 Button 2 Button 3 Button 4 Button 5 Button 6 Button 7 
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AutoLib NG Main Screen 

 

User Logged   College      Tree Menu  Menu Favorite      Library Status        Alerts 
     Name    Name                         

 
Menu Short Cut: User can access frequently used menus by just clicking on any shout cut 

buttons. User can access accession master, Indexing, Barcode Issue, Barcode Return, 
Member Info and Reports 
 
User Logged Name: It displays the name of User who have logged in currently. 
 
Library Books Status: It shows total no of Books available in library and currently issued 

books count. 
 
Tree Menu: Tree menu displays all menu options given in main menu. User can operate 
from tree menu all menu options easily by keyboard just pressing enter key on highlighted 
menu or by mouse double clicking. 
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College Information 
 

College Information is stored using this form. User can edit only college information.  

 
To Modify existing information 
1. Click on Edit button.  
2. Combo Box will appear on screen along with other text boxes. 

3. Change the data which is to be modify 
4. Don‟t Change the society Name. 
5. To change college, Society logo click on browse button 

6. To change Principal, Librarian signature click on browse button 
7. Click on Save button to save the data. 
8. Confirmation Box will display asking about Save record Yes or No. Click on Yes to save 

the data.                   
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Institute Master (Accession Series) 
 
In any Library, user has to maintain multiple Accession registers, Using this windows user 

can create Series code for multiple accession registers. e.g. User can maintain its Junior 
College, Senior College, and Post-Graduation Accession Registers separately with giving 
some Accession series code.  

 

 
Fig. 4 Institute Master Window 

 
To Add Accession Series Code  
1. Click on Add button. Series Code Name is Short Name, which is used throughout the 

operations as a Institute Code.  Series Code Name should be maximum of 3 characters. 
2. Enter all the fields Information. 
3. Click on Save button to save the data. 

4. Confirmation Box will display asking about save record Yes or No. Click on Yes to save 

the data.                   
 
To Modify existing information 
1. Click on Edit button.  
2. Combo Box will appear on screen along with other text boxes. 
3. Either type the Institute Id In text box and press Enter Key or Select the Institute name 

from Combo box.  On Enter key of Text box selection of Institute name from combo box 
all data is displayed. 

4. Change the data which is to be modify 
5. Follow the step 4 of add procedure. 
 
To Delete Accession Series information 
1. Click on Delete button.  

2. Combo Box will appear on screen along with other text boxes. 

3. Either type the Institute Id In text box and press Enter Key or Select the Institute name 
from Combo box.  On Enter key of Text box selection of Institute name from combo box 
all data is displayed. 

4. Click on save button to delete the  



      
       Users Manual 

..  

 
15 

 
To Search or View Institute information 
Follow the step 1 to 3 of delete procedure 
 

Cancel Button 
Cancel button cancels the selected operation and clears the displayed information. 
 
Exit Window 
Click on Exit button to close the window. 

 

Series Mapping  
 
In AutoLib NG we have functionality of auto entry to accession register of accompanying 
material, Journals etc. Using this window user can map the accession series as parent to 

child. E.g. if user is having books accession register series name as, E and for CD‟s 

accession register series is CD. Whenever new books entry will takes place and it has 
accompanying material in that case entry of accompanying material CD will automatically 
updated in CD series accession register. 

 
To add Institute information  

5. Click on Add button. Institute id is Short Name, which is used throughout the 
operations.  Institute ID should maximum of 3 characters. 

6. Enter all the fields Information. 
7. Click on Save button to save the data. 
8. Confirmation Box will display asking about save record Yes or No. Click on Yes to save 

the data.                   

 
To Modify existing information 
6. Click on Edit button.  
7. Combo Box will appear on screen along with other text boxes. 
8. Either type the Institute Id In text box and press Enter Key or Select the Institute name 

from Combo box.  On Enter key of Text box selection of Institute name from combo box 
all data is displayed. 

9. Change the data which is to be modify 

10. Follow the step 4 of add procedure. 
 
To Delete Institute information 
5. Click on Delete button.  
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6. Combo Box will appear on screen along with other text boxes. 
7. Either type the Institute Id In text box and press Enter Key or Select the Institute name 

from Combo box.  On Enter key of Text box selection of Institute name from combo box 
all data is displayed. 

8. Click on save button to delete the  
 
To Search or View Institute information 
Follow the step 1 to 3 of delete procedure 
 
Cancel Button 
Cancel button cancels the selected operation and clears the displayed information. 

 
Exit Window 
Click on Exit button to close the window. 
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Masters Entries 
 

User can add various master entries from this window. User has to select any one 

master type from 31 different masters. By default Department is selected. User 

can click on any option button, for which user wants to do operations like add or 

modify the data. When user selects any master that selected master name color is 

changed to blue and its name in bold font. 

 

 

First click on master option button for which master type user wants to operate. On 

Selection of master selected types existing data gets filled in List Box. As shown in 

above fig. 

 

To Add New Data 

1. Click on Add button.  

2. Enter the fields Information. 

3. Duplicate Data is not allowed. 

4. Click on save button to save the data. 

5. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the date. 

6. If user select Subject one more filed will appear known as Classification no 

which is compulsory that is user has to enter classification number or just give 

dash „-„ if not having classification no. 
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7. Also, if user select class, then a field will be displayed known as Projects, select 

this if for particular class member have to submit projects at the end of that 

year then only these class name will be displayed in projects window. 

8. Bin Stack 

 

To Modify Existing Data 

1. Select the Data to be modified from List by click on it and click on Edit button.  

2. Change the data  

3. Follow the step 3 and 4 of add procedure. 

 
To Delete Information 

1. Follow the step 1 and 4 of add procedure.  

2. If data is used in accession entry. Deletion is not possible. 

3. To delete the data first remove the entry from accession entry. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Book Type / Sub Type Master 
 

Serial Control Type / Sub Type Master 
 

 

User can enter Book Type / Sub Type entries from this window. User has to select 

any one type from 2 different types. By default Book Type is selected. User can 

click on any option button, which he wants to enter or modify the data. 

 

First click on option button for which master type user wants to operate. On 

Selection of master selected types existing data gets filled in List Box. As shown in 

above fig.  

 

To Add New Data 

1. Click on Add button.  

2. Enter the fields Information. If Book sub type is selected then first select the 

Book Type from combo box and then enter the book sub type description. 

3. Click on Save button to save the data. 

4. Confirmation Box will display asking about Save record Yes or No. Click on Yes 

to save the date. 

 

To Modify Existing Data 

1. Select the Data to be modified from List by click on it. 

2. Click on Edit button.  

3. Change the data  

4. Follow the step 3 and 4 of add procedure. 

 
To Delete Information 

1. Follow the step 1 and 4 of add procedure.  

2. If data is used accession entry. Deletion is not possible. 

3. To delete the data first remove the entry from accession entry. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window.  
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Supplier Master 
 

User can enter supplier‟s personal details from this window (Form) 

 

 

To Add New Data 

1. Click on Add button.  

2. Don‟t Enter the Supplier Id. It is generates automatically while saving the 

entry. 

3. Enter all Personal information about supplier. Select Supplier category and Its 

Active status from combo box. Supplier active status can be YES / NO 

4. Click on save button to save the data. 

5. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the date. 

 

To Modify Existing Data 

1. Click on Edit button.  

2. Combo Box will appear on screen along with other text boxes. 

3. Either type the Supplier Id In text box and press Enter Key or Select the 

Institute name from Combo box.  On Enter key of Text box selection of 

Suppliers name from combo box all data is displayed. 

4. Change the data which is to be modify 

5. Follow the step 4 of add procedure. 

 
To Delete Supplier Information 

1. Follow the step 1 and 4 of add procedure.  

2. If data is used accession entry. Deletion is not possible. 

3. To delete the data first remove the entry from accession entry. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Holiday Master 

 

For every new academic year user can enter Holidays details like date and reason 

from this window. Holiday details are taken into account while calculating Fine / 

Penalty dues from the member.  

 

To Add New Holiday Details 

1. Click on Add button.  

2. Enter the holiday From date to date. To date should be grater or equal to from 

date. 

3. Specify the Holiday reason. 

4. Click on save button to save the data. 

5. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the date. 

 

To Modify Existing Holiday Details 

1. Select the Data to be modified from Grid List by click on it. 

2. Click on Edit button.  

3. Change the holiday date or reason. 

4. Follow the step 4 and 5 of add procedure. 

 
To Delete Information 

1. Follow the step 1 and 4 of Modify procedure.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Budget / Scheme Master 
 

User can 

maintain the 

books purchase 

budget heads 

and various 

schemes entries 

from this 

window. 

Schemes are 

defined under 

budgets. 

 

User has to 

select any one 

type from 2 

different types. 

By default 

Budget is 

selected. User 

can click on any option button, which he wants to add or modify the data. 

 

First click on option button for which master type user wants to operate. On 

Selection of master selected types existing data gets filled in List Box. As shown in 

above fig.  

 

To Add New Data 

1. Click on Add button.  

2. Enter the Budget Head name.  

3. If Scheme is selected then first select the Budget Head from combo box and 

then enter the Scheme description and scheme start date and end date. Budget 

head selection is compulsory.  

4. Click on Save button to save the data. 

5. Confirmation Box will display asking about Save record Yes or No. Click on Yes 

to save the date. 

 

To Modify Existing Data 

1. Select the Data to be modified from List by click on it. 

2. Click on Edit button.  

3. Change the data  

4. Follow the step 3 and 5 of add procedure. 

 
To Delete Information 

1. Follow the step 1 and 4 of add procedure.  

2. If data is used in accession entry. Deletion is not possible. 

3. To delete the data first remove the entry from accession entry. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Budget Amount 
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Accession Master 

 
Fig A1 

 

Fig A2 
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Fig A3 

 

 

Fig 4 



 

 
26 

This system has an Exclusive benefit of accessioning new records. Keeping in view 

the previous record, the system provides the old information; by which user can 

enter the new record using previous Books accession number. While entering for 

most fields selection list is provided. Because of these facilities lot of data entry 

time and manpower time is saved. It also maintains the uniformity of data. 

 

Accession number is Generated Automatically depending on user setting if user has 

set Auto number generates parameter to Yes it generates automatically other wise 

user can enter Accession number manually. 

 

To Add New Title (Book) 

1. Click on “Add” button.  

2. Select Book Language option from English or Marathi. Default English is 

selected. 

a. If Book Language is selected as Marathi, Book Title and Author name 

has to type in Marathi. Software automatically changes the English front 

to Marathi font. For Marathi keyboard layout see Utilities Menu – 

Keyboard Layout Sub Menu. 

 

3. Select the Institute Code. Default first alphabetical institute selects code. 

 

4. If book title is New then click on New Title option button. 

 

5. If Book of specific Title is already exists then select Existing book option.  
 

 

a. Enter the Accession no of existing book and press enter key. Otherwise 

press F10 function key to search the title. Search window will appear on 
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screen as shown in fig. Search the title and press enter key to go back 

to accession window and press enter key to display existing titles data. 

Change the desired information (Like Order no, edition, price, invoice 

no, purchase date etc) 

 

b. User can Type title in Title text box and click side button having picture 

of binuclear to get list of matching titles. View the accession number 

from list repeat the procedure of point a  

 

c. User can Type Authors in Authors text box and click side button having 

picture of binuclear to get list of matching Authors. View the accession 

number from list repeat the procedure of point a 

 

6. If specific title is exist with different author or you know few words of that title 

then user can search title by pressing F10 key from Title field which show 

Following window 

 

Type title name, which shows search result as shown in above fig. and 

select desired title and press enter key or double click on selected title 

which appears title in title field at accession window. This reduces typing 

time for same title. 

 

 

7. Also, for authors and keywords user can follow same procedure, then following 

windows will appear 

 

Keywords are those words by which user want to search the book. Keywords 

should are other than Book title, Authors. Use F10 function Key from keyword 

field to display above keywords selection window. By default Entire keyword 

option is selected. Thru this option user can select set of keywords given to 

existing books. if user wants single keyword then click on single keyword option 

and type required keyword in search textbox then select that keyword and 

double click on that row. After getting all keywords click on select button to 

return to Accession window. 
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8. Duplicate Accession number is not allowed. If user enters duplicate accession 

number system popup message with duplicate Accession Number. Retype the 

accession number.  

 

9. Select the Book Type and sub Book Type from combo box  

 

10. Type the Title. Press F9 function key for existing titles List.  

 

11. Other title means if book is having other title in Marathi or user wish to enter 

title in Marathi then enter that title in other title field. 

 

12. Type the Author. For multiple authors separate author names by Slash (/).  

Press F9 function key for existing titles List. Please Follow Rules for Authors 

Entry. 

a. Enter Authors start with Surname then comma (,) then space then 

either Initials separated with dots. 

b. Follow one method of entering data to produce proper output. 

 

13. Type Keywords. For multiple authors separate author names by Comma (,). 

 

14.  If user is adding information in Marathi then user has to enter Author short 

name in English Letter, first three letters of Authors Surname in English. 

Otherwise system generates author‟s short name automatically. 
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15. Enter all the information of title carefully in respective text boxes or Select from 

combo boxes. In combo box user can select the data by typing first few letters 

of data. If Desired data is not available in combo box then user can add from 

misc master without exiting from current window 

 

16. In Date Picker move between dd/mm/yyyy by arrow keys. User can directly 

type the numbers. 

 

17. User also can save content pages , to save content pages go to accompanying 

material tab as shown in Fig A3 in that if Load content page if it is JPG or BMP 

image(Photo) file or user can scan pages by clicking on Scan picture. After 

loading picture click on save picture button. 

 

18. While adding new data if in the no of copies field user mentioned more than 

one copies then user can save that much number of content pages. 

 

19. Click on “Save” button to save the data. 

 

20. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Modify Title (Book) details 

1. Click on “Edit” button 

2. Select Book Language option from English or Marathi. Default English is 

selected. 

3. Select the Institute Code. Default first alphabetical institute selects code.  

4. Enter the Accession no of existing book and press enter key. Otherwise press 

F9 function key to search the title. Search window will appear on screen. 

Search the title and press enter key to go back to accession window and press 

enter key to display existing titles data.  

5. Accession Number is not changeable. 

6. Change the data  

7. Follow the step 12 and 13 of Add title procedure. 

8. To load previously added content pages click on list showing content page 

name. 

9. To clear view click on cancel button. 

10. To delete content pages select content page name from list and click on delete 

button from accompanying material tab. 

 

To View Title (Book) details 

1. Click on “Search” button 

2. Select Book Language option from English or Marathi. Default English is 

selected. 

3. Select the Institute Code. Default first alphabetical institute selects code.  

4. Enter the Accession no of existing book and press enter key. Otherwise press 

F9 function key to search the title. Search window will appear on screen. 

Search the title and press enter key to go back to accession window and press 

enter key to display existing titles data.  

5. In search user can‟t change any data.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Note 

 

If desired data doesn‟t found in select combo box then, first add that data 

from master window of the particular filed e.g. if user wants select Subject as 

“English” but the data is not available then add the data first from Subject 

master window.   
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Serial Control 

 

Serial controls and Periodicals are subscribed in the college. Use can add master 

details from this window. Thru this window use can add basic information of serial 

controls like name, language, periodicity etc as shown in above figure.  

 

To Add New Serial Control 

1. Click on “Add” button.  

2. Select the Institute Code. Default first alphabetical institute selects code. 

3. Journal number is Generated Automatically depending on user setting if user 

has set Auto number generates parameter to Yes. 

4. Select Journal Country from Indian or Foreign option. Default Indian is selected. 

5. Select the Serial Type and Serial Sub Type from combo box. 

6. Type the Journal name to be subscribe  

7. Select Language, Subject, Form which department Journal belongs to, Vendor 

Name.  

8. Select Periodical Status, Normal means currently subscribing and other status 

are Discontinued, Suspended, and Owned etc. 

9. Select Periodicity of journal like Monthly, Weekly etc. Using this periodicity 

expected Issue are Calculated for further use. 

10. Click on “Save” button to save the data. 

11. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Modify Serial Control details 

1. Click on “Edit” button 

2. Select the Institute Code. Default first alphabetical institute selects code.  

3. On screen next to Institute Code Journal No text box and combo box will 

appear. Select the Journal name from combo box or enter the Journal number 

in text box and press enter key to display Journal‟s information. 

4. Journal Number is not changeable. 
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5. Change the data  

6. Follow the step 10 and 11 of Add Serial Control procedure. 

 

To View Serial Control details 

1. Click on “Search” button 

2. Select the Institute Code. Default first alphabetical institute selects code.  

3. On screen next to Institute Code Journal No text box and combo box will 

appear. Select the Journal name from combo box or enter the Journal number 

in text box and press enter key to display Journal‟s information. 

4. In search user can‟t change any data.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 

 

Note 

 

If desired data doesn‟t found in select combo box then, first add that data 

from master window of the particular filed e.g. if user wants select Subject as 

“English” but the data is not available then add the data first from Subject 

master window.   
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Serial Control Renewal 

 

 

 

This menu is to add Journals Subscription details, like Publication Date, 

Subscription From and To Date, Subscription Period, Total Issues etc. Using this 

form user can renew journals which he subscribed previously. 
 

To Renew Serial Control 

1. Click on “Add” button to renew the journal or magazine.  

2. Select the Institute Code. Default first alphabetical institute selects code. 

3. Enter Journal number or Type Journal Name in combo box next to Journal No 

Textbox and press Enter Key. 

4. Publication Date – Date of Issue Published from publisher, using this date 

software generates expected issues dates. 

5. Enter Subscription From Date. Enter Subscription from Date same as 

Publication Date or less than Publication Date. 

6. Enter Subscription Period in Months or Years like 1 Year or 12 Months and press 

Enter which automatically generates Subscription to date accordingly.  

7. Enter number of Issues Expected  

8. Enter Volume No. 

9. Enter Issue Start No. 

10. Enter Invoice Date, Invoice No, Amount, Currency, Bank Name, Cheque/DD 

date, Cheque/DD No and Remarks 
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11. Enter all the information of Serial Control carefully in respective text boxes or 

Select from combo boxes. In combo box user can select the data by typing first 

few letters of data. 

12. In Date Picker move between dd/mm/yyyy by arrow keys. User can directly 

type the numbers. 

13. Click on “Save” button to save the data. 

14. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Modify Serial Control Renewal details 

1. Click on “Edit” button 

2. Select the Institute Code. Default first alphabetical institute selects code.  

3. On screen next to Institute Code Journal No text box and combo box will 

appear. Select the Journal name from combo box or enter the Journal number 

in text box and press enter key to display Journal‟s information. 

4. Journal Number is not changeable. 

5. If user has marked any one issued as received from Indexing entry, then user 

can change the date of publication. To change publication date first delete 

received issues from indexing windows. 

6. Change the required data 

7. Follow the step 12 to 14 of Add Serial Control procedure. 

 

To View Serial Control Renewal details 

1. Click on “Search” button 

2. Select the Institute Code. Default first alphabetical institute selects code.  

3. On screen next to Institute Code Journal No text box and combo box will 

appear. Select the Journal name from combo box or enter the Journal number 

in text box and press enter key to display Journal‟s information. 

4. In search user can‟t change any data.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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News Paper Master 

 

User can add the entries of daily newspaper. This is a master entry which user has 

to enter once after that user do news paper daily entry from News Paper Daily 

Entry window.  
 

To Add New News Paper 

1. Click on “Add” button.  

2. Enter News Paper No, Name, Publishers Address, City, Pin code. 

3. Select Paper Start date from Date picker  

4. Enter No of Copies subscribed per day.  

5. Select Paper Language. 

6. Enter deposit amount if any. 

7. Select Vendor Name and Paper Category like General, Economics. 

8. Then go to Price Detail Tab as shown above. 

9. Enter amount and No of Copies for each week day. 

10. Click on “Save” button to save the data. 

11. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Modify News Paper details 

1. Click on “Edit” button 

2. On screen next to Journal No text box News Paper combo box will appear. 

Select the Journal name from combo box or enter the Journal number in text 

box and press enter key to display Journal‟s information. 

3. Journal Number is not changeable. 

4. Change the data  

5. Follow the step 10 and 11 of Add News Paper procedure. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Project Report 
 

 

User can add the project reports and thesis submitted by students at year-end. 

To add project report user has to set for which class projects are allotted only 

those class names will be displayed at class combo box and at selection of class 

name only selected class members will get filled in member‟s combo box. 

User can not add more than one project report details for a member. 

 

To Add Project Report 

1. Click on “Add” button.  

2. Select the Class from combo box. 

3. Enter the Member No or Select member name from Combo Box list.  

4. Type the Subject, Project Title, Company name 

5. Front End and back End may blank for thesis. It has to enter for computer 

department projects. It is not compulsory. 

6. Academic Year is system generated, Project Partner, Internal Guide, External 

guide, and External guide phone number. 

7. Click on “Save” button to save the data. 

8. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. IF user clicks on Yes button system displays the project 

number generated by system. Class wise generates Numbers. 

 

To Modify Project details 

1. Click on “Edit” button 

2. Select the class name first  

3. Type the Project Number to be edited.  

4. Change the data  

5. Follow the step 7 and 8 of Add procedure. 

 

To Delete Project details 

1. Click on “Delete” button 

2. Select the class name first  

3. Type the Project Number to be deleted.  
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4. Follow the step 7 and 8 of Add procedure. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 

 

Time Slots 
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Member Category 
 

User can create number of categories for issue return purpose. Use set the 

different rules for like Maximum limits for books issue, Reserve Days, Landing 

Period, Book can reserve, Reissue book, reissue days and Late book return fine per 

day for students, teaching staff, non teaching staff. In short user can define his 

own rules as per his requirement for library operation. Category is assigned to 

member at the time of adding member‟s data in member info window. 

 

 

 

To Add new member category 

1. Click on Add button. 

2. Don‟t enter the Member category number. Number is generated automatically 

by system. 

3. Enter all the information in respective text boxes. 

4. Click on “Save” button to save the member category. 

 

To Edit member category 

1. Click on Edit button. 

2. On screen next to Category Code combo box will appear. Select the Category 

name from combo box or enter the Category Code in text box and press enter 

key to display Category information. 

3. Change the information in respective text boxes. 

4. Click on “Save” button to save the modified details of category. 
 

To View Member Category details 

1. Click on “Search” button 

2. On screen next to Category Code combo box will appear. Select the Category 

name from combo box or enter the Category Code in text box and press enter 

key to display Category information. 

3. In search user can‟t change any data.  
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Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Member Master 

 

 

To Add New Member Information 

1. Click on Add button. 

2. Member Number is generated automatically by system if the Parameter is set 

to ONLINE. Other wise user has to enter manually Member Number and in that 

case Last member number gets displayed by the system.  

3. Enter all the information in respective text boxes. 

4. Select the Sex, Department, and Designation from combo box. 

5. Every member is given login name and Password (Tel. No).  

6. Enter Birth Date of Member. If user doesn‟t want to enter birth date, uncheck 

the box in date picker. If check box is unchecked then blank date is stored in 

Database. 

7. Enter Roll No; here user can use combination of Letters and Numbers. 

8. If member has taken the admission for another course in same institute then 

check the check box of Dual Course and Select member‟s dual class and enter 

dual course roll no. 

9. Enter library deposit Receipt date, Number and deposited amount. 

10. In office use frame select Category of Member like student, Staff etc.  

11. Set the members Registration date i.e. Admission date and valid till date e.g. if 

student member has taken admission on 01/07/2009 for 4 years degree course 

then 01/07/2009 is a Reg. Date and 30/06/2013 will be Valid till date 

12. Select member ship Active status as YES or NO. If Active option is set to NO 

software doesn‟t allows books issuing to this member. 

13. Select member Class, Class-year from combo box.  

14. Enter any pending dues to be recovered.    

15. User can store the member‟s photograph and Signature. User can scan directly 

Photo from scanner by clicking on Acquire from scanner directly or can from 
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Existing Picture file by clicking Acquire form picture from Click on “Save” button 

to save the new member details. 

16. Click on “Save” button to save the member information. 

17. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Edit Member Information 

1. Click on Edit button. 

2. On screen next to Member no combo box will appear. Select the member name 

from combo box or enter the member no in text box and press enter key to 

display member information. 

3. Change the information in respective text boxes. 

4. If user wants to change the member photo then only click on Acquire from 

Scanner or Acquire from file buttons. 

5. Click on “Save” button to save the modified details of category. 
 

To View Member details 

1. Click on “Search” button 

2. On screen next to Member no combo box will appear. Select the member name 

from combo box or enter the member no in text box and press enter key to 

display member information. 

3. In search user can‟t change any data.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 

 

Note 

 

If desired data doesn‟t found in select combo box then, first add that data 

from master window of the particular filed e.g. if user wants select 

Department as “ACCOUNTS” but the data is not available then add the data 

first from Master entries window.   

 



 

 
42 

Update Member Information. 

 

  

User can update member information from this menu.  
 

Edit information. 

1. Select Class name and Division (Division Selection is optional) from combo 

box and click on OK button. 

2. After clicking on OK button system will display active member‟s information 

of selected class and division. If division is not selected the system will 

display all records for selected class. 

3. User can change required information. 

4. After changing information click on Save button. 

5. If user wants to save members information in EXCEL, then click on Save to 

Excel button which will save member information for selected class to excel 

with the name Report.xls in the AutoLib NG folder on your system. 
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Change Class  
                       

 

 

Before operating this menu option it is strictly recommended to 

take backup of the Database compulsory 

 

It is compulsory to Pass out Students first then change the class of 

students. Change class option has to follow down to up Trend. 

 

Pass Out 
 

To pass out students click on Pass out option as shown above Fig 1. Select the last 

year class that is Third Year or Last/ Final Year class and click on Ok button as 

shown in above Fig 1. This transfers all Third year BA students as a pass out and 

their active status become No so their name will not come in Issue/Return. 

 

Change Class 

Change class option has to follow down to up Trend. i.e. least most class to least 

most second class. e.g.  2nd Year to 3rd Year then 1st Year to 2nd Year.  
 

Select Change class option as shown in above fig 2. Select the least most class as 

current class and least most second class as new class. Enter the Academic Year 

end date as Valid Till Date. 
 

If user wants to Transfer second year students to BA to third year BA. Select 

current class as SYBA and new class as TYBA and enter next years date as valid till 

date and click on ok button. This will transfers all SYBA students to TYBA class 
 

Follow same step to transfer FYBA student to SYBA class. This reduces your time to 

type same information again and again. If some students get failed then for those 

members you have to set active status No manually from Member Info window. 
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Request 
 

Any member of the library can request 

any type of Book not available in the 

Library. This request is further sent for 

approval concern authorities for 

approval.  Concern authorities can 

approve or Reject the request. While 

doing any request member has to log on 

first. Only valid members can make a 

request. 

 

 

To Add New Request 

1. Click on Add button. 

2. Don‟t enter the Request Number. Number is generated automatically by 

system. 

3. Enter all the information in respective text boxes. 

4. Click on “Save” button to save the request. 

5. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

To Edit Request Information 

1. Click on Edit button. 

2. On screen next to Request no combo box will appear. Select the Book Title 

from combo box or enter the Request no in text box and press enter key to 

display Request information. 

3. Change the information in respective text boxes. 

4. Click on “Save” button to save the modified details of request. 
 

To View Request details 

1. Click on “Search” button 
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2. On screen next to Request no combo box will appear. Select the Book Title 

from combo box or enter the member no in text box and press enter key to 

display Book Title information. 

3. In search user can‟t change any data.  

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 

 
Books Approval 

 

The librarian is informed with the new request. He evaluates the request and 

processes it to Library in charge. On Approval from authority the letter is sent to 

the vendors according to the approved request. 

 

 

Each request is checked and approved by the concern authority. 

 

To Approve Request 

1. Click on Add button. 

2. Select the Approval type from Request Approval or Direct Approval option 

button. By default Request Approval is selected. 

a. Request Approval – Approve the Book titles, which had been requested 

either by students or any staff members. 

b. Direct Approval – Without request titles are approved by concern 

authorities.   

3. If Request Approval option button is selected then select the request from grid. 

On selection selected data will be displayed like Title, Author, and Publication. 

4. For Direct Approval user has to key in all information. 

5. Don‟t enter the Approval Number. Number is generated automatically by 

system. Enter all the remaining information in respective text boxes. (Like 

approved by, request status etc.) 

6. Click on “Save” button to save the request. 
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7. Confirmation Box will display asking about save record Yes or No. Click on Yes 

to save the data. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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 Purchase Order  
 

  

On books approval Purchase order is given to vendors. To give order to vendors 

this window is used. All approved books list is display in the list box. To place the 

Purchase orders follow following steps. 

 

1. Click on “Add” button.  

2. Select order date from calendar. 

3. Either enter the vendor id in vendor text box and press enter key or select the 

vendor name from listbox. 

4. Specify the discount expected on the books. 

5. Enter the books expected deliver date. 

6. Click or press space bar on check box which books order has to be given to 

selected vendor.  

7. Click on Save button to save the order data. 

8. On successful saving system will ask for print the Purchase order as shown in 

above fig. Click on Yes button to print the order otherwise click on No to cancel 

the order printing. 
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Reader Info 
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User can keep track of how many members used reading hall facility. Their usage 

time and at what time particular member came in to reading hall and at what time 

he/she leaves reading hall, with this module. 

 

To add information 

1. Enter member number or use barcode scanner to read barcode from Card. 

2. If user has entered the member number manually click on OK button or 

press enter key after entering member number. 

3. This will add member number with In Time as shown in above figure. 

4. If user again enter same member number then software record Out Time 

for that member number.  

5. Again if user entered same number Out Time for that member will be 

added. 
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Material Issue 

 

This is the most important part of any Library Management. Using this window user 

can issue the Books to the valid members. While issuing user can view the No of 

books issued, dues pending and Photograph (if attached).  

 

 

 

To Issue Book  

1. Click on “Issue” button 

2. Select the Issue Type.  

a. Library Card – For Home Lending 

b. I Card Issue – For Reference Books Issue  

c. Journal Issue – For Journal issue on Library Card 

3. Select the Institute Code. Default first alphabetical institute code selects  

4. Enter the member no text box or select the member name from combo box and 

press enter key.  

5. System will display the total Books issued, dues pending and members 

Photograph. The system checks all limits set to member category including 

dues. 

6. Depending on member category issue period in days is displayed. 

7. Enter the books accession number. 

8. User can change the Issue Date If the parameter is set YES for Allow issue date 

entry then Issue date can be changed other wise system takes system date as 

default issue date. 
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9. Click on “Save” button to issue the book or press F4 button. 

 

User can‟t edit the issued details. By mistake user enters the wrong accession 

number or member number. User has to do return entry of the book from return 

window. Reissue the book with corrected information. 

 

To ReIssue Book  

1. Click on “Issue” button 

2. Enter the member no text box or select the member name from combo box and 

press enter key.  

3. System will display the total Books issued, dues pending and members 

Photograph. The system checks all limits set to member category including 

dues. 

4. Depending on member category issue period in days is displayed. 

5. Select the row which book is to reissue. After selection Double Click of row to 

reissue the book. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Material Return 
 

 

To Return Book  

1. Click on “Return” button 

2. Enter the member no text box or select the member name from combo box and 

press enter key. System will display the total Books issued in Grid List  

3. Or in Book name text box enter the Accession number. System will display the 

member details along other issued books. 

4. Select the book to be return by member from Grid List. On Selection Book title 

and Accession no is displayed is respective boxes below member name combo 

box. Also calculates the fine due till date. 

5. Check on Fine Y / N check box. if check box is checked fine added to his fine 

account.  

6. Click on “Save” button to return the book. 

7. Also if to return more than one book double click on book list displayed in data 

grid, then a confirmation box will appear asking to return book Yes or No. Click 

yes to return book. 

8. User also search for specific book by searching book no in data gird by entering 

accession no. 

 

User can‟t edit the Return details. By mistake user enters the wrong accession 

number or member number. User has to do Issue entry of the book from Issue 

window. Return the book with corrected information. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Book Reservation 

 

 

 

To Reserve Book  

1. Click on “ADD” button 

2. Select the Institute Code. Default first alphabetical institute code selects  

3. Enter the member no text box or select the member name from combo box and 

press enter key.  
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4. System will display the total Books reserved, dues pending and members 

Photograph. The system checks all limits set to member category including 

dues. 

5. Enter the books accession number or select the book name from combo list. 

Priority is set by system for books reservation. E.g. member no 1 reserves the 

Accession 10 book morning then 1st priority will be to member no 1. same Book 

is reserved by member no 12 in afternoon then his priority will on no 2. 

6. Click on “Save” button to issue the book or press F4 button. 

 

User can‟t change the priority details. By mistake user enters the wrong accession 

number or member number. User has to cancel the reservation, as per the 

following procedure.    

 

To Cancel Book Reservation 

1. Click on “Delete” button 

2. Select the Institute Code. Default first alphabetical institute code selects  

3. Enter the member no text box or select the member name from combo box and 

press enter key.  

4. System will display the total Books reserved, dues pending and members 

Photograph. The system checks all limits set to member category including 

dues. 

5. Select the row from grid, which books reservation, want to cancel.  

6. Click on “Save” button to cancel Book reservation. 

 

Exit Window 

Click on Exit button to close the window
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Change Book Type / Sub Type 

 

 

To change the Books Type and sub type  

1. Click on Edit button 

2. Select Institute code for which institute user want to change books type and 

sub type. 

3. Select the language 

4. Enter the accession no or press F9 function for search book title window. In 

search window select the book title and press enter key to return to main 

window. Press enter key to display information press enter key. 

5. Change the type and sub type 

6. Click on save button to store the changes. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Change Book Status 
 

 

Whenever a book is lost, has become very old, damaged or given for binding user 

has to change book status to keep track of every book in library. Using this window 

user change the book status. Book status can define by user. In System by default 

following status are defined. 

e.g. ON SHELF, ISSUED, LOST, DAMAGED, FOR BINDING, WITHDRAWAN 

 

To change the status 

1. Click on Add button 

2. Select the option status change  

3. Select Book Language 

4. On status change selection status change tab is activated otherwise Issue for 

binding tab is active. 

5. In status change (As shown in Fig.  

6. Select the Institute code 

7. Enter the Accession no or Press F9 function to display search window. 

8. Select the status to be changed of book from combo list only.  

9. Type the remark for status change. 

 

 

To Issue for binding 

1. Click on Add button 

2. Select the option Issue for Binding. 

3. Select Book Language 

4. On status change selection status change tab is activated otherwise Issue for 

binding tab is active. 

5. In status change (As shown in Fig.  

6. Select the Institute code 

7. Enter the Accession no or Press F9 function to display search window. 

8. Enter the Reference No  

9. Select the binder name from combo box 

10. Enter the Send date and Expected date. Along with charges. 
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11. Click on save button to store the data. 

 

 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 
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Penalty 
 

 
 

To Add Penalty Information 

1. Click on Add button. 

2. Don‟t enter the Penalty Number. Number is generated automatically by system. 

3. Select the member name from combo box or enter the member no in text box 

and press enter key to display member information. 

4. Enter Penalty date , Amount of Penalty and Reason of Penalty. 

5. Click on “Save” button to store the Penalty information. 

 

To Edit Penalty Information 

Penalty can be edited once the Penalty is received.  

1. Click on Edit button. 

2. Follow the steps 2 to 6 of add Penalty procedure 
 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Receipts 
 

 
 

For New Receipt 

1. Click on Add button. 

2. Receipt No is generated automatically. 

3. Select the member name from combo box or enter the member no in text box 

and press enter key to display member information. 

4. Enter date of Receipt. 

5. Amount of Penalty Paid and Remark. 

6. Click on “Save” button to store the Receipt information. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Deposit Refund 
 

Using this user can add library deposit refund record. 

 

 

 

To Add Record 

1. Click on add button. 

2. Enter member number or select member name from list. User only select 

student category members. 

3. This will display deposit amount, fine amount if any. 

4. Enter refund date, refund amount and remark if any. 

5. Click on save button to save data. 
 

To Edit Record 

1. Click on edit button 

2. Enter member number or select member name from list. User can edit only 

those records to which refund given has added in software. 

3. Then change appropriate data 

4. Click on save button to save data 

 

To Delete Record 

1. Click on delete button. 

2. Enter member number or select member name from list. User can delete 

only those records to which refund given has added in software. 
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3. Click on save button to delete data. After deleting a record user can add 

refund details again for that member. 

 
Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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Indexing Entry 

 

 

Cataloguing information is stored or manipulated by this window. 

User can add number of articles from the serial controls and its search key words. 

 

To Add Issue Information 

1. Click on Add button. 

2. Select the Institute Code. 

3. Select the Serial Control name from combo box or enter the Serial Control 

Number in text box and press enter key. 

4. On Serial Control Selection List box will be filed with Expected Issues Details. 

Click on the issue no. 

5. Enter all the information about Main Title and other details. 

6. Enter Received date of journal issue. 

7. User can change Issue no, Volume no, Loose Issue No 

8. If all issues in the Issue list box does not appear then please check you have 

entered right publication and Subscription from date in Serial Control Renewal. 

Also, after adjusting system date from control panel remaining issues will be 

displayed. Like e.g. in above fig Up to Oct issues are displayed after adjusting 

system date to December remaining issues will be displayed. 

9. To enter Article Information click on Article Information check box and enter 

article name, author keywords and page number in pertaining pages and click 
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on Add button to add article information. User can add multiple article 

information as described.  

10. If you have already added some article information then to change article 

information double click on that information edit required information and again 

click on add article button to add information. 

11. To delete article select article from article list, press delete key to delete the 

article. 

12. Click on “Save” button to store the information. 

 

To Edit Issue Information 

1. Click on Edit button 

2. Select Institute code and enter journal no or select name from combo box. 

3. This will display all journal issue that you have marked as received in software. 

4. Change required information 

5. After selecting issue for editing information, user can view additional button 

besides Exit button named Duplicate Issue. Using this user can record selected 

issue to be received as duplicate issue. 

6. Now click on Save button to save data. 

 

To Delete Issue 

1. Click on delete button 

2. Select institute code, enter journal no or select name from combo box 

3. This will display all journal issue that you have marked as received in software. 

4. Click on save button to delete record. 

 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window 
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News Paper Daily Entry 
 

 

 

 

User can add news papers daily details. 

 

To add or Change News Paper Daily Details 

1. Select News paper from Combo box and Select Month and Year for which 

you want to add details and click on OK button. If user has already entered 

details for selected newspaper, month and year system will display existing 

data else it will display new data.  

2. Then enter Rate, Copies or Amount if it is changed for that particular date 

and click on Check box if selected news paper not arrived for that day. 

3. Enter the Article Information.  

4. Enter Keywords. 

5. Click on “Save” button to store the information. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed 

information. 

 

Exit Window 

Click on Exit button to close the window. 
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News Paper Payment Details 

 

 
 

Using this window user can add payment details with respect to vendor 

 

To Add Payment details 

1. Click on add button, Select Vendor Name which we have added while doing 

the entry in news paper master. 

2. Then in the list box below the combo box shows the news papers list for 

which payments for that vendor has not paid. Click on check boxes in front 

of news paper no to add them in paid list which also reduce due amount. 

3. Enter Paid Date, Select Payment Mode, default mode cheque is selected. 

4. If payment mode is cheque then enter cheque no, cheque date, bank name, 

remark. 

5. Click on save button to pay the bill. 

  
To Modify Payment Details 

1. Click  on Edit button Select Vendor Name 

2. Select Bill no from Combo box named as Paid bills, this displays details of 

paid bills where user can modify bills i.e. can add un paid news papers. 

3. Follow the step 4 and 5 to save data. 

 

To Delete Payment Details 

1. Click  on Delete button Select Vendor Name 
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2. Select Bill no from Combo box named as Paid bills, this displays details of 

paid bills. 

3. Click on Save button to Delete the Payment Details. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed 

information. 

 

Exit Window 

Click on Exit button to close the window 

 

News Paper Article Details 

 



      
       Users Manual 

..  

 
67 

 

On Line Public Access Catalogue 

 

 

Fig A  
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Fig B 

 

The important part of library is Online Public Access Catalogue (OPAC). This is 

useful in search of books, Projects and journals (periodicals).  

 

Any part – Display all books where the search text anywhere in the data. 

 

Starting with – Search those data which details starts with search text. 

 

To search type the text in search text box and click on search button to the book 

details. 

 

Book Search 

To search Book related information of Title, Author, Publisher, Subject, ISSN, ISBN 

any one or in combination. 

1. Select Search for Option. 
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2. Check the button in which user wants to search. For e.g. user wants to 

search Title data, check on Title check box. Type word(s) in text box and 

click on search button. 

3. System displays the result as shown in above figure. Click on row of grid to 

display the titles information like no of copies available and issued for 

selected title. 

4. To view the details of selected titles details press enter or double click on 

the row. (As shown In Fig B) 

 

Books Keywords Search 

1. Select Keywords Option. 

2. Type keyword(s) in text box and click on search button. 

3. System displays the result as shown in above figure. Click on row of grid to 

display the titles information like no of copies available and issued for 

selected title. 

4. To view the details of selected titles details press enter or double on the 

row. (As shown In Fig B) 

 

Periodicals / Journals Search 

1. Select Indexing Option. 

2. Check the button in which user wants to search. For e.g. user wants to 

search Title data, check on Title check box. Type word(s) in text box and 

click on search button. 

3. System displays the result as shown in figure A. Click on row of grid to 

display the titles information like no of copies available and issued for 

selected title.  

 

Project Search 

1. Select Project Option. 

2. Select the Class from combo box. 

3. Type word(s) in text box and click on search button.  

4. System displays the result as shown in figure A.  

 

Note 

 

If user wants to Print the searched data click on print button to print the 

result. Click on clear button to clear the current search data.   
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Advanced On Line Public Access Catalogue 

 

 

This is useful to search the books with multiple criteria‟s or without any criteria. 

User also can view particular fields as per his selection.  For example librarian 

wants to search the all the titles details like Institute Code, Accession no, Title and 

authors whose subject is CHEMISTRY. System will show the result as shown in 

above fig.  

 

How to search the Data 

Select the fields to be display in search data result from show field‟s list box. Click 

on check box to select the filed. For deselecting the filed click on check box again. 

It works as toggle button on and off. 

 

For conditional search 

Click on “where” Checkbox and select the conditional filed name from list box. 

If user doesn‟t click on “where” Checkbox system will retrieve all information of 

selected fields. 

 

Select the selection Condition from combo box like Accession No >= 300, in this 

while searching “>=” is condition that user have to select from condition combo 

box. Also if user wants to search on Department then select condition “Like” from 

condition combo box.  
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Enter the criteria in criteria textbox or select if combo box appears, combo box 

appears only for Subject, Department, Class, Book Type, Book Sub Type, Division 

etc. 

 

If user want to search on more than two conditions then use And/ Or buttons, e.g. 

Search Titles ,Authors  Where Department like Physics And Subject like Solid State 

Physics. In this we use “And” condition for search criteria Department and Subject. 

Also, Search Titles, Authors where Department like Commerce or Department like 

English. In this we use “Or” condition for search criteria. 
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AACR2 Card 

 

 

 
As shown in above figures user can view AACR2 card. This displays all information 

of a book like Authors, Price, Publication Year, and book status like 

Withdrawn/Issued/ONSHELF etc. 

Also if user scans content pages then in content page tab user can view all scanned 

pages for specified book. To view content pages click on list of content page name, 

this displays content pages as shown above. 

This card also shows to which member book is issued. 
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On Line Search 

 

Fig. Books Search Window 

 

User can search the book from this window. First select the search on field‟s option 

from following option button options. 

o Accession Number 

o Book Title  

o Author 

o Subject 

o Keyword 

 

Select Book Language for which Language user wants to search the book. 

 

Type the data in search textbox to be search. In grid system will display the 

criteria matching records. e.g. If user selects Book Title as search and types comp 

word in text box then system will display those records whose title starts with 

comp. In grid system displays the data as the text box contains get changed. 

 

To print search result click on print button which displays result in report format 

which can be printed directly from printer or export in word or excel. 

 

Also, if user select particular book name and double click on that book name  then 

all details for that book will be displayed like Authors, Edition, Publication place, 

Publisher, Price etc. with books status as shown in Online Public Access Catloge 

menu on Page No. 5                         
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Reports 

 

Fig. Reports Window 

 

Reports are noting but statistical information and it is the backbone of the any 

Library. Reports give the librarian any required information on his fingertips. 

Click on Institute Code Check box for selected Institute‟s Information otherwise all 

Institutes information will display. 

 

Depending on Reports parameters settings combo box long with check box and 

Selected frame will display on screen. If check box is checked then it will display 

the information for selected items information from combo box otherwise all 

information will display.  

 

For example as shown in above fig Department check box displayed. If user checks 

the check box and selects the Department as Computer Science reports will display 

only those records information whose department is Computer Science in report. 

Else all records will in report.  

 

Same way for selected frame. On Date option selection user has to specify from 

date and to date. On Number wise option selection user has to specify the start 

and end number range. 

Click on + sign to expand the branch. Click on Report Name to be viewed. 

Depending on parameters select others details and click on Preview button to view 

the report. 

 

Click on - sign to collapse the branch. 

To clear the selected details click on the report name again. 
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Report Window Tool Bar   (Fig. rpt1) 

 

1. Close the Window 

2. Move on Page Number 

3. Print Report 

4. Printer Setup 

5. Refresh Report 

6. Export Report 

7. Group Preview on / off Toggle button 

8. Report Zoom 

  1        2         3 4 5 6 7      8           9    10 
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9. Search Data 

10. No of Records. 

 

Exit Window 

Click on Exit button to close the window  

 

Following reports can be viewed in detail  

 

Sr. 

no. 

Report name Same report can  

be viewed with 

this parameters 

Report Description (Output) 

1.  Purchase list 1. Department, 

2. Book type, 

3. Subject 

4. Date(c) 

Displays all information about 

titles and volumes purchased in 

specified period with copies price 

and total amount.  

2.  Purchase list 

details 

1. Department 

2. Class 

3. Date(c) 

Display all information about 

purchased book in specified 

period with accession no, 

accession date and invoice no. 

3.  Issue list-issue 

date wise 

1. Book name 

2. Department 

3. Category 

4. Class 

5. Book sub type 

6. Designation 

7. Date/number(s) 

As on date books issued list 

4.  Issue list-

accession number 

wise 

1. Book name 

2. Department 

3. Category 

4. Class 

5. Book sub type 

6. Designation 

7. Date/number(s) 

As on date books issued list 

accession number wise 

5.  Return list 1. Book name 

2. Department 

3. Category 

4. Class 

5. Book sub type 

6. Designation 

7. Date/number(s) 

 

As on date books return list date 

wise 

6.  Accession register 1. Department 

2. Book type 

3. Date/number(s) 

Display accession register as per 

date/number 

7.  Accompanying 

material list 

1.  Material Type Shows list of accompanying 

materials which are comes along 

with books. 

8.  Stock verification 

yearly 

No extra parameter Current years stock taking list of 

books according to their status 

like ONSHELF, ISSUED. 



      
       Users Manual 

..  

 
77 

9.  Library status 1. Department 

2. Book type 

Displays summary of books and 

non book available in library 

10.  Year wise book 

purchase details 

1. Department 

2. Date/number(s) 

This report shows summary of 

year wise  total purchase amount 

and no of copies along with bar 

chart 

 

11.  Stock Status 1. Department 

2. Book Type 

3. Year 

This report shows status of all 

books like On Shelf, Issued etc.  

12.  Stock not taken 

yet 

1. Department 

2. Book Type 

3. Year 

 

This report shows book list 

whose stock has not been taken 

yet for the current year. 

13.  Institute Master No extra parameter Displays institutes masters 

information with all Institute Id 

that user created in software. 

14.  Supplier List No extra parameter Displays all supplier list. 

15.  Accession number 

wise 

1. Department 

2. Book type 

3. Date/number(s) 

Report shows accession register 

accession number wise 

16.  Title wise 1. Department 

2. Book type 

3. Date/number(s) 

 

Report shows accession register 

title wise 

17.  Status wise books 

list 

1. Book status 

2. Department 

3. Book type 

4. Book sub type 

5. Year 

Report shows status wise book 

list like ONSHELF ,ISSUED 

,Missing etc. 

18.  Publication wise 1. Department 

2. Book type 

3. Date/number(s) 

Report shows publication wise 

book list 

19.  Author wise 1. Department 

2. Book type 

3. Date/number(s) 

 

Report shows author wise book 

list 

20.  Journal list No extra parameter Report shows general info about 

journals. 

21.  Journal list 

country wise 

No extra parameter Report shows  country wise 

journal list  

22.  Publication type 

wise list 

1. Publication type Report shows publication type 

wise journal list 

23.  Due for renewal 1. Date(c) Report shows list of date wise 

dues for renewal of journals/ 

periodicals  

24.  Expected journal 1. Date(c) This report shows list of 

expected journals by given date 

25.  Renewal date of 

subscription 

1. Date(c) This report shows list of renewal 

date of subscription  
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26.  Department wise 

Journal list 

1. Department Displays Department wise 

journal list. 

27.  Subject wise 

journal list 

1. Subject This report show subject wise list 

of periodicals or journals  

28.  Not arrived 

journal list 

No extra parameter This report shows list of journals 

that are not arrived in a 

expected date 

29.  Arrived journals 

list 

No extra parameter This report shows list of arrived 

journals 

30.  Arrived journal 

list-journal wise 

No extra parameter This report show  journal wise 

list of arrived journals 

31.  Accessioned 1. Department 

2. Date/number(s) 

This report shows list of titles 

which are acquired in a library by 

given department/date 

32.  Approved No extra parameter  

33.  Bills 1. Supplier 

2. Date/number(s) 

This report show bill wise list of 

books with specified supplier and 

date 

34.  Request No extra parameter This report shows book request 

from members 

35.  Titles and their 

copies 

1. Department 

2. Book type 

3. Subject 

This report shows title list with 

no of copies by given 

department/book type/subject 

36.  Titles department 

wise  

1. Department 

2. Book type 

3. Subject 

 

This report shows list of titles 

department wise 

37.  Titles class no 

wise 

1. Classification 

number 

This report shows list of titles by 

classification no wise. 

38.  Title and their 

copies author 

wise 

No extra parameter This report shows  author wise 

list of titles  

39.  Titles subject 

wise 

1. Subject This report shows subject wise 

list of titles 

40.  Member list-roll 

no wise 

1. Category 

2. Class name 

3. Department 

4. Designation 

5. Date/number(s) 

This report shows roll no wise list 

of members 

41.  Penalty due list-

ledger 

1. Category 

2. Class name 

3. Department 

4. Date/number(s) 

 

This report shows member wise 

penalty due list with members 

Fine and it‟s paid details 

42.  Penalty due list 1. Category 

2. Class name 

3. Department 

 

This report shows penalty due 

list in summary form for every 

member. 

43.  Members not 

visited 

1. Category 

2. Class name 

3. Department 

This report shows list of not 

visited members to library i.e. 

not Issued any book. 
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44.  Member history 1. Category 

2. Class name 

3. Member name 

4. Date/number(s) 

This report shows circulation list 

of members i.e. Issue return 

done by member. 

45.  Issue list member 

wise 

1. Category 

2. Class name 

3. Member name 

4. Date/number(s) 

This report shows list of issued 

books member wise with late 

days and fine. 

46.  Member history 

ex-student 

1. Category 

2. Class name 

3. Member name 

4. Date/number(s) 

This report shows ex-members 

histories which are passed out 

from the institute. 

47.  Member mailing 

labels 

1. Category 

2. Class name 

This report shows list of 

members address in label 

format. 

48.  Dual course 

members list 

No extra parameter This report shows list of 

members of dual course 

49.  Member list name 

wise 

1. Category 

2. Class name 

 

This report shows name wise 

member list 

50.  Male-female 

count 

No extra parameter This report displays male-female 

count for current year. 

51.  Expected fine list 1. Category 

2. Class name 

3. Department 

 

This report shows fine list 

expected from members. 

52.  Roll call list 1. Category 

2. Class name 

3. Date/number(s) 

 

This report shows roll call list of 

all members 

53.  Member wise 

book usage 

1. Category 

2. Class name 

3. Department 

4. Date/number(s) 

 

This report shows book usage of 

members 

54.  Member 

information 

1. Category 

2. Class Name 

3. Division 

This report displays all 

information of members which is 

entered in member info form 

55.  Refund Paid 

Details 

1. Category 

2. Class Name 

3. Date/No(s) 

Displays member list whose 

deposit has refunded. 

56.  Refund not paid 

details 

1. Category 

2. Class Name 

3. Date/No (s) 

Displays member list whose 

deposit has not refunded along 

with dues details. 

57.  Receipt Details 1. Category 

2. Class Name 

3. Date(c) 

 

Displays receipt of refund paid 

details from selected date. 
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58.  Department wise 

copies 

1. Graph type This report shows list of 

department wise copies of books 

with graphical representation 

59.  Subject wise 

books 

1. Graph type This report shows subject wise 

book list 

60.  Department wise 

titles and copies 

1. Graph type This report shows department 

wise list of titles and no of copies 

61.  Issue count 1. Category 

2. Department 

3. Date (c) 

This report shows issue summary 

by specifying date 

62.  Issue count-

category wise 

1. Date(c) This report shows summary of 

issue in a specified date by 

category 

63.  Issue count-

department wise 

1. Date(c) This report shows issue summary 

in a specified date department 

wise 

64.  Book on shelf 1. Book type 

2. Sub book type 

This report shows list of books 

which are on shelf 

65.  Book given for 

binding 

1. Book type 

2. Sub book type 

This report shows list of books 

which are given for binding 

66.  Books list No extra parameter This report gives all list of books 

in the library 

67.  Accompanying 

material list 

No extra parameter This report gives list of 

accompanying material 

68.  Book list with no 

of copies 

No extra parameter This report shows title list with 

no of copies and their accession 

no 

69.  Book list with 

copies and cost 

1. Book Type 

2. Book Sub Type 

3. Subject 

4. Department 

Displays book list with accession 

nos. according to their copies 

and cost with subject as their 

main group. 

70.  Title list 1. Department This report gives title list 

department wise 

71.  New arrivals 1. Department 

2. Date(c) 

This report give list of newly 

arrived titles in a specified date 

72.  Books issued list 1. Book type 

2. Sub book type 

This report gives list of issued 

books 

73.  Books circulation 

list 

1. Category 

2. Class 

3. Department 

4. Book type 

5. Sub book type 

6. Date(c) 

This report gives list of book 

circulation in a specified date 

74.  Books in demand No extra parameter This report shows which books 

are issued number of times 

75.  Books due list 1. Category 

2. Class 

3. Department 

4. Book type 

5. Sub book type 

6. Date(c) 

This report show list of books 

which are due in a specified date 
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76.  Not return till 

date 

1. Category 

2. Class 

3. Department 

 

This report shows list of titles not 

return till date with member no, 

name and expected and issued 

date 

77.  Notice 1. Category 

2. Class 

3. Department 

 

This report gives notice which 

asks to return of books with 

predefined notice format having 

member name with books due 

with them. 

78.  Book reservation No extra parameter This report gives list of book 

reservation, by which member 

reserved it. 

79.  Daily issue return 

summary 

1. Date(c) This report gives date wise issue 

return summary 

80.  Books issue count 1. Department This report gives books issue 

count 

81.  Books not issued 1. Department This report gives list of titles that 

are not issued till date 

82.  Reader Details 1. Date (c) Displays readers details used 

reading hall facility for selected 

date 

83.  Reader Summary 1. Date (c)  Displays no of readers used 

reading hall facility for selected 

date. 

84.  Project list 1. Class 

2. Year 

This report gives list of projects 

85.  Cat loge 

Card 5*3 

1. Department 

2. Book type 

3. Date/number(s) 

This gives cat loge card in a 5*3 

size  

86.  Cat loge 

Card title 5*3 

1. Department 

2. Book type 

3. Date/number(s) 

This report gives title wise cat 

loge card in 5*3 size 

87.  Cat loge card 

author 5*3 

1. Department 

2. Book type 

3. Date/number 

This report gives author wise cat 

loge card 

88.  Cat loge card 

common 

1. Department 

2. Book type 

3. Date/number(s) 

This report gives common cat 

loge card 

89.  Total collection No extra parameter This gives summary of total 

collection of books  

90.  Subject abstract 1. Department 

2. Book type 

3. Subject 

 

This gives abstract report of 

titles subject wise 

91.  Purchase abstract No extra parameter This report shows summary of 

book purchase with year of book 

purchase. 

92.  Subject wise 

purchase list 

1. Department 

2. Book type 

3. Subject 

4. Date/number 

 

This report gives list purchased 

titles subject wise 
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93.  Subject summary 1. Department 

2. Book type 

3. Subject 

4. Date/number 

(S) 

This report gives subject wise list 

of no of titles, copies and 

amount. 

94.  Year wise 

purchase abstract 

1. Department 

2. Subject 

3. Book type 

4. Book sub type 

5. Date/number 

(S) 

This report gives year wise list of 

no of titles, copies and price 

purchased. 

95.  Department 

abstract 

1. Department 

2. Book type 

3. Subject 

This report gives list purchased 

titles department wise 

 

96.  Budget allotted 

amount 

1. Budget Head 

2. Scheme 

3. Year 

This report shows allotted budget 

amount year wise. 

97.  Budgetwise 

purchase details 

1. Budget Head 

2. Scheme 

3. Date(c) 

 

This report gives details of 

budget wise purchase of titles 

with budget head and scheme 

head. 

98.  Budgetwise 

purchase 

summary 

No extra parameter This report gives budget wise 

purchase summary 

99.  Book list with 

copies and cost 

1. Book type 

2.  Book sub type 

3.  Subject 

4.  Department 

This report gives subject wise 

book list including no of copies 

and cost 

100.  Purchase abstract No extra parameter This report shows summary of 

book purchase 

101.  News paper 

details 

1. Vendor 

2. Category 

3. Language 

This report gives general 

information of news papers 

102.  News paper cost 

details 

1. Vendor 

2. Category 

3. Language 

 

This report gives news papers 

daily cost details 

103.  News paper 

monthly bill 

1. Month 

2. Year 

3. Paper name 

4. Date (s) 

This report shows monthly bill of 

papers  

104.  News paper bill 

paid details 

1. Month 

2. Year 

3. Vendor 

4. Date (s) 

This report shows for which 

papers bill has paid 

105.  News paper bill 

not paid details 

1. Month 

2. Year 

3. Vendor 

4. Date(s) 

 

This report shows for which 

papers bill has not paid 

 

106.  Login Details 1. User Name 

2. Computer Name 

3. Date(s) 

Login details with login time and 

log out time. 
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In above table S means that parameter is optional, that if user wants report to be 

viewed by selecting that parameter then select that parameter otherwise do not. C 

means that parameter is compulsory, means that parameter should be selected or 

value for that parameter must be given otherwise proper result may not displayed. 

 

User can view these reports by selecting parameters as mentioned in above 

table as per their requirement. User can select one parameter at a time or all 

parameters at a time and preview report, then report generated according to 

selected parameter like if user select Department as a parameter then for selected 

parameter report will be previewed. 

 

   Other wise if user clicks on Preview button without selecting any 

parameter then report is generate with all default parameters. 

 

Note that above mentioned parameters can be change as per requirement. 

 

To export report in Word or Excel format use following procedure. 

 

As shown in fig rpt1 on page 62, click on button 6 named as Export report button 

then following window will be display, in that select Excel 8.0 (Extentded) as shown 

below and click on Ok button. 

 

 
 

 

 

 

 

 

 

 

 

This displays following window. 
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From this window select Tabular format which arrange all data in tabular format 

and click on Ok button, then you will get following window asking where to 

store/export a report, select path to store the report 

 

 

 

For example on Desktop, enter file name if any and click on save button, this will 

export your report in excel format. 

 

To export report in word select word for windows document instead of Excel which 

export report in word as it is.
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To print reports directly from printer then click on button 3 as shown in fig rpt1.  

If this button is disabled then click on button 4 as shown in fig rpt1 this shows 

following window, in that select correct printer name, set paper size and 

Orientation and click on Ok button. After this your Print report button will be 

enabled.  

 

 

Now click on print report button which displays following window, in that if you 

want to print all pages then keep Print range as All other wise give some specified 

range like From: 15  To: 50 and click on Ok button to print pages. 
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Books History 

 

 

 

User can view the books Issue and return details from this window. To view the 

details select the institute code. Enter the accession number or select the book 

name from combo box to display the book history.  
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Member History 
 

User can view the members books Issue and return details from this window. To 

view the details enter the member number or select the member name from 

combo box to display the member history. It displays details like total circulation 

count, fine due, expected fine, Total fine. Double click on Books to be received text 

to preview the books to be return reports. Same report can be printed.  
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Title List with Group Accession Nos. 
 

This is a new report which 

shows title list with accession 

numbers in groups like 40-50, 

125, and 1001 with Subject 

wise shows cost details 

according to no of copies. 

 

To preview this report 

1. Select Institute 

Code and click on 

Institute label. 

2. Then user can 

select subject and 

publisher to view 

report accordingly. 

3. Also, user can view 

date wise report 

4. Then click on 

Preview button. 

 
 

Selected Accession Nos. 
 

This view this report user has 

to enter accession numbers as 

non serial as shown in figure 

separated by comma (,) and for 

serial numbers separated by 

dash (-). 

 

To preview this report 

1. Enter accession 

numbers 

2. If user wants subject 

wise and / or 

department wise 

report then user can 

select it. 

3. Click on preview 

button to view report. 
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 Books Barcode  
 

 

 

User can print books barcode using this window.  

To Print Barcode 

1. Select Print Only Author or Print Author / Title option. Default Print Author / 

Title are selected. 

2. To Preview barcode select print preview option. Default print option are 

selected which directly prints barcode from attached printer. 

3. After selecting print preview option, Select Institute Code which is 

compulsory, because for selected Institute code only barcode will be 

generated. 

4. Then, select Serial Numbers if you want serial no barcode to be printed like 

1 to 65 and after selection of this option enter 1 in to From No and 65 in to 

no and click on Print barcode button. This will preview barcode as shown 

below in fig. BB1 

5. If you choose Non Serial numbers then enter number randomly like 5, 12, 

24-36 etc. and click on Print barcode. This will preview barcode as shown 

below in fig. BB2  

6. If you want to print more than one no of copies of the barcode for same 

number then enter that number in No of Copies field e.g. 2. This will print 2 

copies for each barcode as shown in below fig. BB3 

7. If your barcode printing page remain blank after printing some barcode then 

you can adjust barcode by giving appropriate row and column according to 

your barcode printing page as shown in fig. BB4. E.g. col is 2 and row is 3. 

8. To adjust Barcode, Spine labels according to printer before printing user 

have to adjust one parameter for each of them as follows 

9. Go to system admin menu, in that open Parameter menu, click on edit 

button and select TopMargin_Barcode parameter value from that. For this 

parameter default Param value is 0.55, user have to adjust this value by 

trial and error method. It may be greater than 0.55. After setting this value 

for Books barcode it can apply for Students barcode and spine labels. This 

adjustment is needed otherwise barcode not printed in proper format. 
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Students Barcode 

 

 

 User can print students‟ barcode as follows 

1. Select Print option to print barcode directly from printer or select Print 

preview option to view barcode. 

2. User can select class name from combo box to print barcode class wise or 

user can enter member no by clicking on Selected check box to print 

selected member numbers barcode or also user can select both class and 

selected member no to print barcode. 

3. It is as shown in above figure. Select class name check box and select class 

name. Then select selected check box and enter member no, in from 

member no and to member no. 

4. And click on Print barcode button. 

5. Other options are same like Books barcode. Like Row, col adjustment and 

No of Copies. 
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Spine Labels 
 

 

 

 

To print spine labels: 

1. Select Print only author/ Print both author / Print Author or Title option. 

Default Print Author / Title is Selected. 

2. If you choose Print Only Author then If for that accession number more than 

one author exist then only one author printed. 

3. If you choose Print both authors then if for that accession number more 

than one author exist then two of them authors first three initials are 

printed. 

4. If you choose Print Author/Title then first authors‟ first three letters and 

titles first three letters will be printed. 

5. Choose Print or Print Preview option which was explained earlier in Student 

barcode and Books Barcode. 

6. Select Institute Code 

7. Then enter Start no and End no if you choose Serial numbers otherwise 

enter accession numbers in random format like 5, 12, 24-36. Also explained 

earlier in Books barcode. 

8. And click on Print Spine Label button. 

9. Remaining options are same like books barcode 
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Book Card 

 

          

 
 

To Print Book Cards 

1. First check adjustment of book card Left, Right, Top Margin and Fields. If 

not proper then click on Printing Options menu and according to your book 

card enter margin values as shown in above figure 2. 

2. Also user can change Font Name and Font Size from given list, this font are 

applicable to all fields. 

3. Click on save button and close both the windows, Book Card Options as 

well as Book Card and reopen Book Card Window. 

4. As shown in figure 1 Select Institute Code from Institute list and enter from 

no, to no then click on preview button to view book card. To print book 

card from printer select Print option and click on Preview button. 
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Students ICard 

 

User can print student icard using following window.  Select Print Preview option to 

view Icards.  

Select With border option to print Icard 

with some background color. If 

Without border option is selected then 

Institute name and address text will be 

printed in that specified color. 

 

To choose different color click on 

Option menu and Change background 

colour sub menu. This displays 

following window (Change Color) 

Click on Change color button which 

Displays following window (Color) 

Select color from this window and click 

on Ok button. Selected color will 

display on change color window, click 

on save color button to save color and exit to close change color window. 

 

Now click on Print I Card button to print/ preview I card. Previewed I card will 

display as follows 

 

User also add institute logo on I card for that scan institute logo and paste copy of 

that logo in AutoLib NG folder with name as Logo in jpg file format. 
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Staff I Card 
 

User can print staff icard using following window. To print I card select print option. 

To preview I card select print 

preview option. 

Enter Start no and end no 

that is member no of staff 

members 

Enter row as 1 to print I card 

from row 1 

 

Here also user can specify 

different background color to 

Institute name and address. 

 

Change color procedure is as 

explained in Student I card. 

 

 

 

Staff I card is as follows 
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Financial Year 
 

                         

Fig 1 

 

User can create new financial year using this window. This is useful while adding 

budget allocation amount to library.  

After setting financial year If user add allotted amount using budget allocation 

window then for selected year budget will be allotted. 

 

To select year click on Select Year button and select appropriate year from list as 

shown in above fig 2. and click on Ok button. 

 

To add new year click on New Year button then a confirmation box appears asking 

that do you want to create new financial year click on yes button to create new 

year otherwise click on no button. 

 

New year will be created from previous year or year that is already in list. For 

example after year 2007-2008 new year will be added as 2008-2009 and so on. 
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Parameter Master 
 

 

To change parameter value 
1. Select param name from combo box then from Prompt text select valid text 

that you want to set and right click on this text and copy it and go to Param 

value field and again select param value and on that value again right click 

and paste copied prompt value. 

2. And click on save button to save changes. After saving data user have 

restart software to take changes effect. 

 

User can set various parameters to get result accordingly. 

 

Sr. 
No. 

Parameter 
Value Parameter Name Prompt Dropdown 

1 Yes Acc_Reg_Diff_PageNo 
Accession Register User 
Page Numbering 

Yes, 
No 

2 Manual Accession_Number 

Accession number 
generation method - 
Automatic/Manual 

Automatic, 
Manual 

3 Yes Backdated_IssueReturn 
Backdated Issue Return 
allow Yes / No 

Yes, 
No 

4 Bisque Background_Color 

Set the selected object's  
(for editing ) background 
color to a predefined 
color …. Textboxes 
(app.xml)  Bisque 
#FFFFFFE1 NULL 

5 AccessionNo Barcode_Footer 

Barcode print: print 
barcode number or 
"series code space 
accession number" on 
barcode 

AccessionNo, 
Barcode 
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6 InstituteCode Barcode_Gen_Type 

Barcode Generation on 
Institute Code + 
Accession Number  or 
Institute Code Name + 
Accession Number - 
check boxes to include 
these things and 

InstituteCode
Name, 
InstituteCode,
BookSerial 

7 
Classification 
Number Barcode_Header 

Heading: "College Short 
Name" OR "Title 3 chars / 
Author 3 chars - 
classification number" 

College, 
Classification 
Number 

8 9 Barcode_Length Barcode length - 9/13 
9, 
13 

9 Rack BinStack_Entry 

Bin stack entry from 
combo selection or 
manually by user 

Manual,  
Rack 

10 No EResource_Login 

Whether to ask for login 
when user access 
EResource page - Yes/No 

Yes,  
No 

11 Yes Fine_Adjustment 

Allow Fine adjustment 
option – Yes / No to user 
in while creating user 
(Fine Concession in DB??)  

Yes, 
No 

12 0 Fine_AfterDue_Period 

Fine period - no of days 
for which fine is not 
applicable after due date NULL 

13 No Fine_StopIssue Fine Stop Issue - Yes/No 
Yes, 
No 

14 No Fine_Window 
Display Fine Adjustment 
Window 

Yes, 
No 

15 82 HitCounter 
Number of Users Visited 
to WEB OPAC NULL 

16 No Holidays_Penaulty 

Include holidays for fine 
calculations - Yes/No 
(Sundays are considered 
for penalty calculations 

Yes, 
No 

17 Principal IDCard_Authority 

Principal_Director: 
specify whether to print 
principal or director on ID 
card NULL 

18 red IDCard_Bkg_Staff Staff background color NULL 

19 Blue IDCard_Bkg_Student 
Student background 
color NULL 

20 Yes Issue_Return_Confirmation 

Saving Issue Return 
records confirmation Yes 
/ No 

Yes, 
No 

21 Roll number Issue_Return_Mode 
Issue return on Member 
No or Roll Number 

Member, 
Roll number 

22 ffff0080 LibCard_Bkg_Staff 
Student Library Card 
background color NULL 
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23 Blue LibCard_Bkg_Student 
Student Library Card 
background color NULL 

24 Manual Member_ID 

Member number 
generation method - 
Automatic/Manual 

Manual, 
Automatic 

25 DOB Member_Pwd_Type 

User password 
generation method - 
Random/Mobile 
number/ DoB 
(DDMMYYYY) 

DOB,  
Mobile 
number, 
Random 

26 AutoLib NG NG MsgBox_Caption Message box Caption 
AutoLib NG 
NG 

27 No OPAC_Login 

Whether to ask for login 
when user access OPAC - 
Yes/No 

Yes, 
No 

28 No Overdue_StopIssue 
Overdue Stop Issue - 
Yes/No 

Yes, 
No 

29 1 Page_Start_No 

Accession Register 
Printing Start Page 
Number NULL 

30 20000 Penaulty_Limit_Amount 

Set Penalty limit beyond 
which user cannot take 
an item from library NULL 

31 No Project_AllMembers 

Display All Active / 
Inactive Member’s 
Names in List for Project 
Entry 

Yes,  
No 

32 Automatic ReaderInfo_AutoUpdate 

Reader Information 
Automatic or Manual 
Updation. 

Automatic, 
Manual 

33 1 Recepit_Copies 

Print the Student Fine 
Penalty Receipt Number 
of Copies NULL 

34 Yes Recepit_Print 
Print the Student Fine 
Penalty Receipt 

Yes, 
No 

35 Yes Renew_Overdue 
Allow renewals for 
overdue Items - Yes/No 

Yes, 
No 

36 
 

Send_Email_Password 
Email Address password 
of College to send emails  NULL 

37 
 

Send_EmailID 
Email Address of College 
to send emails   NULL 

38 Yes Set_Penaulty_Limit 
Set Yes/No option to 
trigger this limit 

Yes, 
No 

39 
 

SMS_AdditionalMsg 

Additional text to send 
with Every Issue Return 
SMS NULL 

40 No SMS_AttachMsg 

Send Predefined 
Message with every Issue 
/ Return SMS- Yes/No 

Yes, 
No 

41 No SMS_Facility SMS facility activated? Yes, 
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Yes/No No 

42 
 

SMS_Password NULL NULL 

43 
 

SMS_Sender_ID NULL NULL 

44 
 

SMS_Service_Provider Service Provider Details NULL 

45 
 

SMS_Username NULL NULL 

46 587 SMTP_Port 
SMTP server port for 
sending emails 587 NULL 

47 smtp.gmail.com SMTP_Server 

SMTP server address for 
sending emails 
smtp.gmail.com NULL 

48 No Spine_With_Barcode 
Print the Barcode and 
Spine label together 

Yes,  
No 

49 No SpineLbl_Dept 

Print department in spine 
label - Yes/No (At the 
bottom) 

Yes,  
No 

50 As it is Text_Case 

Text format while saving 
the data in text fields - 
Upper/Lower/As it 
is/Camel/Proper 

Upper, Lower, 
AsItIs, Camel, 
Proper 

51 8 TopMargin_Barcode_48 

Set this value to adjust 
barcode prints for 48 
Label Sheet NULL 

52 45 TopMargin_Barcode_65 

Set this value to adjust 
barcode prints for 65 
label sheet NULL 

53 2 TopMargin_SpineLabel 
Set Top Margin of Spine 
Label NULL 

54 2 
TopMargin_Student_Barcod
e 

Set this value to adjust 
barcode prints for 65 
label sheet NULL 

55 Yes Web_OPAC_Renew 
Allow Material Renewal 
thru WEB-OPAC - Yes/No 

Yes, 
No 

56 No WebOPAC_Login 

Web OPAC Login 
compulsory for all 
operations. 

Yes, 
No 
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Login Monitor 

 

User can view the Login and logout details from this window. Administrator can 

check the login details at any time. This is very useful to keep track of libraries 

working staff. Select the All login option button to display all information.  If user 

wants to view details of selected periods click on selected details. Select start date, 

end date and click on view button to display the login details.  

 

Exit Window 

Click on Exit button to close the window 
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Stock Checking 
  

 

 

User can take stock checking using this. 

To take stock checking  
1. Select Institute code and current year is selected in year combo box. 

2. Now type or scan accession number as per parameter that you have 

selected. If you selected parameter as manual then you have to type 

accession number or if you set parameter as barcode then scan barcode 

using barcode scanner on books. 

3. And click on save button. 

4. This will save entered accession number with current year‟s status as 

ONSHELF and for remaining books which do not save using this procedure, 

its status remain blank. 
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Bar Code Generation 
 

 

 

User has to generate bar code of new acquisition books. Enter the Accession Start 

and end number. Click on generate button to generate bar code. 

 

Exit Window 

Click on Exit button to close the window 

 

 

Update Database 
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 Creation 
 

 

 

Through this window 

Administrator can add 

the new user, or can 

modify the password 

and user rights of 

existing users. 

 

To add new user 

account 

1. Click on add 

button to add new 

user 

2. Don‟t Enter the 

User Id. System 

generates it 

automatically. 

3. Enter the users 

name 

4. Enter the login 

name  

5. Enter password  

6. Enter verify 

password (same 

password entered 

in password box) 

7. Select the user type as User or Administrator by clicking on option button. 

8. If administrator is selected then all rights are given to user by default. 

9. If user option is selected, then click on respective check box to grant the 

access. To revoke the access click again on the check box. 

10. Specify the user access to give rights of data addition, Data modification 

(alteration) and data deletion   rights to the user, select the respective check 

boxes to give rights.  

11. Click on save button to store the new users account information. 

 

To Modify User Account 

1. Click on Edit button 

2. Enter the User Id or select the user name from combo box. 

3. Change the information in respective text boxes. 

4. Specify users‟ rights in User Access frame.  

5. Select the user type as User or Administrator by clicking on option button. 

6. If administrator is selected then all rights are given to user by default. 

7. If user option is selected, then click on respective check box to grant the 

access. To revoke the access click again on the check box. 

8. Click on save button to store the modified information of users account. 

 

Cancel Button 

Cancel button cancels the selected operation and clears the displayed information. 

 

Exit Window 

Click on Exit button to close the window. 

 


