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Chapter 1
Introduction
1.1. General

Libraries are social institutions and integral part of every academic institution,
Government offices and other organizations. Libraries play very important role in
overall development of the society and thus, the nation. Libraries help to find out
the relevant reading materials to the students, researchers, scholar and citizen of
the nation.

Now a days, Libraries are becoming more relevant in providing information and
information resources in digital format. This has happened due to applications of
ICT technologies in the libraries. As a result of this, now traditional libraries are
transforming to e-Libraries where library collection exists in both the format i.e.
Print as well as digital.

In order to convert traditional libraries to e-Library, ICT infrastructures and one ICT
tool (Software) are required to be implemented to manage the libraries in order to
provide various online services. Desktops, Internet connectivity, Wi-Fi, Printers,
Barcode Printers, Kiosks and other kinds of electronic items are important for
libraries to implement the any ILMS software.

There are a number of Library Automation software available in Indian market,
developed by various kinds of agencies, Government, private and others. These
software are available either Free as Open Source Software or on payment basis.

There are mainly two kinds of activities in the library to convert them in e-Library:-

1. Computerization of Libraries
a. Automation of In-House Activities
b. Automation of Members Online Services

2. Building/Managing Digital Repositories

It has been observed that mostly libraries are using two different software - one for
library automation and another for building Digital Repository.

1.2. Nextgenlib - Digitization Of Libraries

This software has been developed keeping in view the requirements of Indian
Libraries where these libraries can be converted into e-Library with the following

outcomes:-

e Automation of in-House activities
e Automation of Member Services
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e Building and managing Digital Repository of e-documents

e Networking with other libraries for sharing the resources

e Access using OPAC and Mobile App over desktops, Laptop, Mobile and other
devices

NextGenLib is an Integrated Library Management System developed for Indian
libraries and suitable to all kinds of organizations i.e. University Library, Colleges,
Schools, Public Libraries and other kinds of libraries.

1.2.1

1.2.2.

1.2.3.

. Architecture

The software has been developed with latest technologies available, using
three-tier web based system, easy to update and with better version control.
The backend database is in PostgreSQL 14.2 which is a Free and open source
tool. The front end is in ASP.NET 4.7.2 while it is running on .NET framework
4 on windows platform.

The software is a multi-tenancy application with sharing of library data among
Many libraries by participating in the same instance of software and database.

NextGenLib Mobile App has been developed using MAUI technology based on
.NET Core 8. The API for Mobile App has also been developed in .Net Core 8
with c# scripting language.

Implementation

NextGenLib software is hosted on Cloud and not given on any media for local
installation. On the contrary, software is hosted in Cloud and maintained by
an expert team. Thus, software is provided in SaaS mode (Software as a
Service) where libraries need to subscribe the software services for desired
period in order to utilize it for providing online member libraries. This kind of
mode eradicates the requirement of server PC in library and staff are free
from installation, maintenance, backup activities, etc. In this way, library
staff can focus on providing better member services.

Features

e Web based software, used online for LIVE data entry and member
services

e Simple work-flow with bulk data import at user end.

e Minimum data required for information sources

e Shared cataloguing where single master catalog record in created by a
library and other libraries may utilize same record.

e |t is a multi-tenant application where many libraries can participate in
the same instance and thus can share catalog entries of the documents.

e Software provides features for generating library catalogs using Meta-
data of the documents.
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1.2.4.

5|Page

Software provides features to upload digital copy of the document in
any format which can be accessed by member using mobile and other
devices.

The digital copy of documents uploaded by a library can also be
downloaded by members of other libraries participating in the same
instance of the software.

Module-wise permission to library staff

Library members can access catalog (meta-data) of the documents as
well as digital copy if uploaded.

Software provides facility to hyperlink or upload external resources /
Open access resources / paid resources and members can click any
resource direct from OPAC

Modules

Group Admin

Library Admin

Master Data

Books Purchasing Module
Cataloguing Module
Circulation Module

Serials Module

Articles indexing module
Search and Reports Module
Library Visitors Attendance Page
OPAC

Mobile App
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Chapter 2

How To Run Software

NextGenLib software is a cloud based software provides access using any browser
in a desktop where faster internet connectivity is established. The data entry is done
online LIVE where data is stored on cloud maintained by agency.

After getting library Login from the implementing agency, Library in-Charge /
Librarian can run/access software online using any browser installed in the desktop
with internet connectivity.

Step 1: Type URL given by agency in a browser, following screen will appear:

© Martloelib A Vuti i livwmt | % - o »

€ @ locabme b0’ 1 Owimt g = o D& |

NextGenlib Press

DioaTzATION OF Linnany

vt WoRoias Loy K LK Button for

B Q s ‘&‘B'q."r'bl_ﬂ_,@‘_’@ "I:"’Dn'n'l.in")

Step 2. Press Staff Login button given on the left top corner side of above screen
and enter your USERCODE and PASSWORD. Then press Submit button. In case
usercode and password are correct then software will be login and different modules
will be access based on permission/roles granted.

Usear Cooe: DEMOUSERY / PW: Dem§122

S

Library Staff Login
User Coge

Paswwors

P e (T e stmee

MELP Puarmers & wwem CAs s wmnt

| Q- SBr W - B G 0 &M 0 &% 2 N e o~ L% VAL A -
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Weicome: R K Matoria m

NextGenlLib

Digarizanos oF Linaany
Comvert Tradismsl Library (o o Ubrary

oA B puEoquEE)

ﬂQ _lcﬂ'- t/"b"u. %G_'Oi “‘: ""Dmvu.".:::o

Once Login is successful then library staff can open various forms for working
different tasks.

NOTE: In case password is forgotten then link is given to reset the password.
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Chapter 3
Group Admin

This module is used by Group administrator for:-

e Monitoring of all libraries activities participating in the same instance of the
software
e Performing some special task affecting data of all libraries:-
o Rectification of Cataloging data in order to de-duplicate the
collection
o Rectification of other kinds of common data
o Generation of monitoring reports.

Generally, if complete instance is dedicated to all libraries of a single organization
then this module permission is given any designated office for monitoring purpose.
For heterogenous group, permission may be granted to any library staff for
rectification and de-duplication of catalog records.

This module is also used for data migration i.e. import of excel data where data may
belong to any library participating in the group. The work of Importing data from
excel is done based mutual understanding so that data of one library are not
disturbed.

Group Login is given to selected libraries only.

Group admin can use same login form, once login is successful then below screen
will appear where group admin can perform various activities:-

Cuaaley Ladels bt - Welcome. Cluster Adman

¥ NextGenLib

3, DiGITIZATION OF LInaany
& Conmvert Tradionst Library (o o Library

= DP S Ghazabad Ubeary, Deihi Public School, Ghariabad, UP

Homme Geoop Acme

L L

Upaate Dt Shes Enmies

“ “ L G n - "/‘ ' L] ‘ a « € o_! A ‘::' *h n.nn.::‘:;;o
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Update Group Details

Monitor group services and generate reports

Can view Group dashboard

Rectification and de-duplication of Titles data entered by participating
libraries

Import Book data from excel for participating libraries

e Update digital files entries made by various libraries.

3.1. Update Group Details

Group admin can change/edit/update group details given in the following form.
The details will be displayed in the software whenever it is run. Details can be
saved in English or in any regional language (RL).

© g Pty x 4 . - 0 %

LigrarIES GroOuP DETAILS

Enter Librarkes Group Details and Save af Update

}School Libranes Group

TEwTEY

Choose file | No file chosen (Max Size 100 KB)

Choose file | No file chosen (Max Size 100 K8)
Ghaziabad

:’-‘JGB'—',WBOQG_QE ":h"’.m:c";x:io

0

3.2. Group Services

This form is used to monitor data entry made by various libraries under the group.
Summary list of activities and details can be viewed and reports can be generated.
Data entered by all libraries or individual library can be viewed easily.
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NextGenlLib

v Digimizanion oF Liananies
Coovert Tradionsl Library to o-Libraries

GRrOUP ADMIN SERVICES

Group Statistics Foem

Select Libeary: All Libraries ~ Maonthly Data Entry Statistics Of.. Books -

View Dustaibe Lilwury Code Litwary Marvws

1 Wi APSGZE APFS Ghasiabod Lilwery 9 0 0 . 0

Q mcﬂ'-‘,'bbﬂ*ﬁ_' 'l:'°.m~:cg;°

3.3. Edit User Profile

This form is used to edit the group admin details, can change password, etc.

NOTE: Default Language setting is required to display the Labels of the software in
desired language. However, before it, labels must be entered in regional language
using Label Text Form under LIB ADMIN Module.

NOTE: Security question and answer must be saved to RESET password if forgotten.

© atimelit & Vsl bt Cawwemt | % T - o »

EpDiT MY PROFILE

Enfes Stal User Detuiin and Save of Update
GRPEXLADI 3-10 Chra Length, Alpha, ENG Only, Distinct User Code.
School Group Admin

Group Admin

rimatoriafdnic in
Dafautt Language 7 Enghah ~
Dinplay Record 7 ° Yeor v Re-Display Catalog Record after SAVEEDITY

St Swcurity G wel e

5 € B .0 S Weo el €@

o

3.4, Group Dashboard

This form is used to display group activities in dashboard/chart format.
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3.5. Titles Corrections

This form is used to de-duplicate titles records and to merge same titles records
with single correct titles.

TITLES RECTIFICATIONS FORM (DE-DUPLICATION)

This Form is used to De-Dupli Title R ds {Catalog R

Read Instructions Before Title De-Duplication +

STEP 1. Senth Tithe. Wivbe start typing Sthe, wedt T second after typing Sowt bmer. Than pich the desired Tale andt Pross SEARCH Datton . teials of the MATUHED Tithes will b disgbeped in Dol

ISTEP 2- Now from 1w baiow grid’ racos 1| riv ) )9 t\c whet o o !)& r\n 4 : ' " Te n #h Record 16 Cennct s will be sotamed as Moster Facond of D Bock In balow SHg - paw can
;m-)- chid seter s of o ugticale T ere Master |wih Cenect Dy Recod T l JH»« 1Y J Supbcats Thies s barviwed Lo Vadter Tl flecond fran Qupbone Tokh records sas be
[fedted

ISTER 3 Mow from 1 ahaws Grid Select SingiaOne Maser Record hom LEFT side 4ng Seiect Dupiicate Recests frore Fight Side a0¢ prass TRANSFER OO RECORDS TO MASTER Bty ARCYM

{

{2pravtn Soem salncind duplicn Thies W by tramainens o Mot ln-u.:—ni

Gt

i nmnucnudmm«mmmunm-nommmmummtm

[-,rrvt Now stwr De-Cupicaten Yoo can deels Bark Cataiog Recuros where o Rrary taving any chid recands Ta Deiete Selected Camalog Rlacarsx from sewe Grid Chc the Dot Rocovdy Bution

‘ Mhhb:udtnﬂooﬂuovtmnbmummcm«
¥

Q [‘-‘Jfﬂ-."bbﬁ*g .a",.m»c’x’:::o

3.6. Import Catalogs Data From Excel

This form is used to import catalog/copy data into software by following the steps
given below:

Mandatory Columns in excel:

ACCESSION NO - Text

ACCESSION DATE in MM/dd/yyyy or dd/MM/yyyy format - Date
TITLE - Text

SUBTITLE- Text

AUTHORT1- Text

AUTHOR2- Text

AUTHOR3- Text

EDITORS: All editors names separated by semicolon- Text
PLACE- Text

YEAR in yyyy format Numeric Only

PULISHER- Text

PAGES- Text

ISBN - Text (Optional)
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OPTIOANL COLUMNS can be added in excel as per your requirement

Step 1: Browse Excel File from desktop and select File - press Upload.
Step 2: Read Excel File after uploading-

Step 3: Select Sheet from drop-down where data is stored - once sheet is selected
the rows and columns of excel data are loaded in Grid where user can have a look
at the data and if any modification required then it may be done excel file and
upload same again.

Step 4: On this stage un-necessary columns and rows can be deleted from grid.
However, it is suggested to deleted un-wanted columns and rows from excel file
itself.

Step 5: Select Destination library where data will be ported
Step 6: Select User from existing drop-down

v O Nechest:A el 1 Conve * + o x

MPORT ExceL Data (Books)
Read Inutrucsions Datare Data Migration

STEP 1: Browse Excel Flle

Diowse Excet 5. Chooss File | No file chosen m Sefect Shont: | Export_EXCEL_Books_211220248 ~

STEP 2: Dolote Blank, Un-Wantod Column and Rows from Orid

setect Cotumn to Desete: || G o st cowmn o1 Rows - 10 §

Dalete 22 % NG ~ . " " " Dash, N
Paychabaygy
A Toxt ook of
Migtwitery sad Moelam, Sharma, Gupts
Delete 64 7 NG ~ L] 8K 978-93-81390-20-0 . et '
Moarsing
A teatbook of
Delote 2 53 €0 L L] BK foransic P
Marmacy
A Texttook of ¥
Dalete 59 S NG - " e Pharsacclogy: .:' )
f: > - | . ~ [LE 4%
| Q _.')W-ﬂ@bmﬂ,‘tgﬁ“‘ o TER o

Step 7: Map database field with corresponding columns of excel - for example
Document type - select doc type field from drop-down, in case column not exists
the you can select default document type from drop-down.
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Lesgrage hom orop down 15 seve wih €1 ieconie
Lang code wil b fhrat Swwe letter of asch lang, Delest
Laag wil B ENG (F 00 lang cote & selecied]

SUME SECTHm MARDy CToIRT 18 NASINTIE (i
i e — : e o o i
|SBNISBN v 0 o 13 g Wik ne aece
cewen v A0 T D TC Oy O Spha PN iR
T Rpace Dot s

Accrenasss Dute rount be 0 MVGL yyyy Saret oy,

Fotraal type 19 Tassl wmust be DATE oedp wg.
OXI22017. W cane, AcCadate Dt el brcuded e
EXCEL Bwery you tam give & Dulaut Dale wivch will be
S I A T e (RCOND whre AL D 8
A e

E
£
:
§
%
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Step 8: Press Verify button before migration and read the report generated and
make the changes in excel if required and repeat above steps

Step 9: Press Migrate Data button to migrate the records

NOTE: Invalid records will not be migrated. In valid means where mandatory fields
are not filled in, etc.

Once data is migrated then check all migrated data thoroughly.

3.7. Update Digital Files Uploaded

NextGenLib Software is a Library Automation Software plus a Digital Repository
Management Software, as it provides facility to upload digital files (full-text files)
along with meta-data of information resources.

This form is used to update the digital files details uploaded as sometimes files
may be deleted or changed on the server but meta data records are not updated.
By pressing various buttons, the digital files entries will be updated in meta data
records. If files are deleted or moved then link will be deleted from meta-data.
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Welcome: $chool Group Admin m
NextGenLib

Digimizanion oF Linaasies
Conmvert Tradionst Library o o Librosies

e
DATA SYNC SERVICES '1
3}
APS Ghaziabad Library « el
Upomqunisn-s Update Dugital Flies - IR 'uoammg-ime;.nms; Upc*Cuv-rPhnﬁ
M Q- 25 RB.H%YeoelueE€ i L
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Chapter 4
Library Admin

This Module is used by Librarian or Library in-charge and managed various data
which are used in various modules of the software. Library admin can login the
software using same STAFF LOGIN form given on the first form of the software. Once
login is successful then Library admin can access following forms: -

Edit his/per profile

Edit Library Profile

Create and manage Login for library staff

Manage Global Data

Manage Data Entry Fields required during data entry of various kinds of
documents by library staff

Manage Library staff profile

Manage Photo Gallery

Manage Payments made by library members for different reasons
Export catalog records

Manage Software labels for displaying in local language

Manage Library activities Logs generated by Library staff and members
Manage Feedbacks submitted by library staff and members

Manage Inter Library Loan Requests

Approve entries of external resources made by library staff

Manage Data Entry statistics

No Due Certificate Approvals

Approval of Guest Members Requests

Update My Profile

This form is used to Edit/Update Profile of Library staff who login the
software. Library details, software user details, mail, phone no. etc. can be
updated.

Default Language is saved to display all Labels in desired language.
However, first labels must be saved in desired language using LABELS form
under LIB ADMIN Module.

Security question and answer can be saved to RESET password if forgotten.
Password can be changed on this form

Library staff / Software user can upload his/her photo with max size 100 KB.
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re  Ubeary Adole Masiet Data Sooks

Epir My PROFILE

Enles Siaff User Detnls and Save of Updale

REMADM  3-10 Chirs Length, Alpha, ENG Only, Distinet User Code.
Library Admin

Libranan

264558570

matceia.riemgmall.com

v

!

Yes v Re-Display Catalog Record after SAVEEDIT?

Se1 Secutity Q andd Al

§
Il

o

:“‘IGB'-Z'C:OE%G_‘ 'l.:.""’.mu:;:::o
NOTE: Fields with * are mandatory

4.2. Update Library Profile

This form is used to update library profile, details given on this form will be
displayed on OPAC and other interfaces of the software.

Welcome: Demousert
NextGenLib

Digitization of Libearies
Coment Tradiansl Likraries o o Libenrios

Va0

SIOUSIA AN

[Demo Library No.1

T - > =
T = < v

@ a- B W.BEReELELDEe A% oval Lt 0

-

e Fields with * are mandatory
e Enter Library Name in English and in Regional Language
e Enter all other details in English and one regional Language
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e Select your Barcode Printer if integrated with the software so that it will be
selected automatically in cataloguing module while generating be barcode

e PRINT THIS TEXT ON BARCODE LABEL: While generating barcode label - ur
library code is printed on each label, but in case you wish to change it then
save NEW TEXT here which will be printed on top of each label.

e SEND MAIL: select Y in case you wish to send email on each issue and return
in circulation module

e AUTO-ACCESSION? This feature enable to add multiple copies on single click
by specifying from which accession no. to which accession no in Direct Data
Entry form under cataloguing module.

e INTER-LIBRARY LOAN? If set to Y then it means your library allow to submit
Inter Library Loan request by registered members of other libraries in the
same instance of NextGenLib.

e SHOW CIRCULATION HISTORY - In case you wish the show circulation history
of a copy in OPAC then select Y.

e ONLINE RESERVATION? Select Y in case you wish to allow your registered
member using OPAC to reserve a copy in their names.

e Upload a big image of your library / parent organization building

e Upload a small Logo

e Upload a smaller Logo for report. You need to adjust the size as per your
requirement by changing the uploaded file.

e Press UPDATE button to save the changes.

4.3. Manage Library Staff Login

This form is used to CREATE AND MANGE LOGIN FOR LIBRARY STAFF. Library In-
Charge can create as many login as staff member are there with the permission of
Modules should be given to work on their own module only.

Conabiy | ahels ¥y ~ Welcome: Library Admin

f § NextGenlib
5 - Diarmzatron oF Lisuauiss

Lponte My
- MANAGE LIBRARY STAFF ACCOUNTS Z
£ Ltwwry Frote o
Trarage Lteary $ur Logn Clhigk 10 Search Exiafnng Records o
? - Glose Duea - - Enter Data and Save or Update
Manage Didta Erdy Pt Emtor Data and Press SAVE Biion 10 save the record
3-10 Chrs Langth, Alpha, ENG Only, Distinct User Code
m Tarags Uteary S Detate
| Degian ol
;| - 5@ B =B 4% WGedwe -
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MANAGE LIBRARY STAFF ACCOUNTS

Click to Search Exivting Recorfos

Enter Data and Save or Update

MGR (3-10 Chrs Length, Alpha, ENG Only, Distinct User Code ) g
M. G. Railkar

Librarian

= i

madnusudanraskar@gmall.com

“Active Closed

L AW .BEUomLT L2 Ee AN vam 00

How to create new Login for Staff

Enter staff member details

Select ACTIVE from status / Closed if staff has left the institution or retired.
Select Default Language in which labels of the software will be visible.
Select particular MODULES for staff member where he will work.

Click RESET Staff User Password (with min. 6 digits with special characters
and numbers)

Press SAVE button to save the request.

e Once record is saved then email will be delivered automatically to the staff
member.

How to Edit existing Login for Staff

e Search staff login record from SEARCH PANE given on the top of form by
clicking it and it will get expanded.

e Press EDIT button from left side - staff details will be displayed in the form
below

e Change the details

e Press UPDATE button to save the changes

NOTE: In case staff member resigns or retired then his/her profile should be
updated with the change in STATUS as CLOSED.

18 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

| Click to Search Existing Recoras

Entor Data ard Save or Update

MGR 13-10 Chrs Length, Alpha, ENG Only, Distinet User Code )

M. G. Railkar

Librarian

9833641557
madhusudanraikargmail.com

“hctive Closec

SIOURIA Arelen Va0

English  ~

HAcquisition BCircutation TArticks HSearch

SiCataloging MSenals  GiSudgets SMaster

flissue CReserve TUAJD New HDelete
CReturn GPrint  GEGH

N Re-set User Password Manually

o W LB OELEESEe AW eam 000

0

4.4, Global Data

The “System Data” is a kind of data which are common for all libraries using
NextGenLib Software. Thus, system data is a global data, based on some global
standards such as ISO or developed by agency for the sake of uniformity of value.
System data are uploaded while creating new group/instance of the NextGenLib
Software and member libraries can not modify or delete such data. System data is
used in different module of the software. Systems data include:-

4.1. Categorization of Reading Materials in Libraries
e Bibliographic Levels as per MARC
e Material Types with local coding/tags
e Document Types with local coding/tags
4.2. Accompanying materials received free while purchasing of new books
4.3. Purchasing Modes
4.4. Binding Types
4.5. Countries I1SO Codes
4.6. Currencies I1SO Codes
4.7. Languages ISO Codes
4.8. Physical Formats and Medium
4.9. Serials Frequencies

NOTE: Software Users can not change (Add/Update/Delete) these global values
except the following:
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4.4.1. COPY STATUS

Copy status is used to assign to each of the accession number records added in the
software. The common status are given there such as Available, Issued, Return,
etc. However, any library can add few more status if required.

Edne L} Availanite
Ednt (%] Wiaidery
Edin " Oamages
it w Olaplory
ran 2 Teniieml

Falit b 2 ].

PSRN PSP .., inpr |

Add/Edit Copy Status

113 Wor status - uptc 10 chr} Ches Length. Alpha, ENG Onity, Distingt Code )

= Mandsinry Flelkds -
AW - BE® GE LA NS E e - vam Lt

c

4.4.2. ACQUISITION MODES

Acquisition mode is used to tell the way how copies are acquired in library. The
common modes are By Purchase, in Exchange and many more. In case library wish
to add more modes then same can be used to generate reports.

v.| © MateutATwntoven ¥ | - O %

% wetgeriizumidmnor Ly SubeOuts say ™~ o a

“ o

Edit L3

Edit l: Gratis)Fron

Edit NN Mww Scheme

Edit X Othury i

Edit " Purchase (for Bosks)

Edit s Subscription (Seriats) test ]
T g

Add/Edit Acquisition Modes

(1-3 JFor status - upto 10 chr) Ches Langth. Alpha, ENG Cnly, Distinet Code )

SIOURIA e

HELP: Country Code/Currency Code/Language Code must be Adoed 35 par ISO Standards mentioned In he Usar Manual

Q- AV PEeXGELEESEe A oval e 0
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4.4.3. COUNTRIES - can be added more countries with three digits code as
per 1S0:3166

4.4.4, CURRENCIES - can bee added more currencies with three digits code
as per 150:4217

4.4.45. LANGUAGES - can be added more languages as per 1SO standard with

three digits code (I1SO: 639)

tdn AFG  Abghmminten

Edit ALA Alasd Dxlands

Edir ~n Albesis

L DZA  Algert [

Fit s Amadcan Saimes :

Edit AND Andoey ] !
PRSP P ..., oo |

AGHEdI Country Codus

{13 Yor status - upto 10 chr) Ches Length. Alpha, ENG Only, Distinet Code )

{3 Chrs Lengin, Alpha ENG Ondy, Distinet Code. )

Save

HELP: Country CogeCusmency Cage/ll anguage Code must he Adoed as par 150 Stanaaras mentianed in e User Manual
W o LW BEU el T xS Re T eam s 0

4.5. Manage Library Staff Details

This form is used to manage the library staff details, data will be displayed on
OPAC Page so that members can contact them direct on their numbers.

Click to Search Exinting Recoros

Enter Detalls and SAVE/UPDATE the Record

S K Sinha

g
‘

1~ (1= Library In-Charge, 2 downwrds for lower rank)

=
=

Va0

SIOUSIA Aeien

Responishilities

Phoew
Mobede
Qualthication

“ W . B oL aE NS Ee AN TaR a8 0

HS
o
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Add New Record

Enter details of staff

Enter other details

Upload Photo

Writer responsibilities, etc.

Press SAVE Button to save the record

Edit Records

Search Staff members under Search Pane given on the top of the form
Press EDIT button of selected record - details will be displayed in the form
Change details

Press UPDATE Button to save the changes

4.6. Manage Photo Gallery

This Form is used to manage the photo in gallery. Sometimes, events are organized
in libraries where library can upload photos.

Cosatay Latehs v v Welcome: Demousert m

Coment Tradiansd Libraries ta o LBearios

PN,  NextGenLib
£ 93 Digitization of Libearies

E «« Demo Libeary No.1, Happy Public School, Delhi, Delhl NCR

MANAGE PHOTO GALLERY
HELP: Create / Delete Folder and Sub-Foldar for Uploading Photo g

e e e
Browse File: | Choose File Noﬁ...mn Delete Selected Photo
Photos

1 8 Total: 2 Flleds)

| .
@ a AR N R B N Ty

How To Upload Photo

Create Folder if required by pressing CREATE FOLDER Button

Browse the photo from your desktop

Press upload

Once Photos are uploaded, these will be visible in Photo Gallery in OPAC
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Delete Photo
e Select photo from left side
e Press Delete button
e Many photos can be selected and deleted with single click

4.7. Manage Payment Receipts

This Form is used to manage the payments taken from members in various sub-heads,
such as for registration fees, membership renewal fees, loss of books, etc. Fines
received during return of the books are entered automatically from circulation
module.

CICA TO SEETTH SXIRIMN] meRCOmos

| ¢

Moember No

Member Name

..

Va0

STEP2: Enter Data and press SAVE to Save Record,
3U0R2024  Payment Received For: v
n indlan Ruppes
Amount Received Feriod/Year
Cash v Chegue No Dats Transaction No.

Get Acceasion Number Detadls
Get Loose issue Detally

@ a- o W . BEWOUMELENoEe A% oram e 0

SIOUEIA Aeaen

How to Add New Payment Record

Step 1 - select registered member from drop-down

Enter payment details in the form

Select reason payment is being taken from drop-down

In case payment is taken for loss of books or loose issue then enter
accession number of book or item id of loose issue

Press SAVE Button to save the record

e On Saving record, a unique payment ID is generated.

Search and Edit Payment Records

Search payment records from search pane given on the top of the form
Click EDIT button of selected record

Update details
Press UPDATE button to save changes
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4.8. Export Data

This Form is used to export data/catalog records entered in the software. The
catalog records can be exported in various formats such as MARC21, CSV, EXCEL
and others. This data can be migrated into any other software.

v 0O weateut 4T o Zawe » + o

o -

suot Deta aas o o B =3

watgersd zum o Lt
Library No.1, Happy Public School, Deini, Delhi NCR
IR raasier Date « Purchasing FAoQUg  Cocusety Senaty ANk and News In0esssg HUSOES - Search and Repens

Hoos Litwary

ExPORT LiBRARY DATA

STEP 1: Ssarch Recrods

W Bocks sedl Monagraghin - Series
SATATORNOO N | RAO0SE ACopssian W) ACTes0n Wi
Warge of Accaasion NO - FROM TD  Seege of Accesaion Dete: - - TRON 1O
ACEAROOL MM BN LOMOON. | CRas | Copy WAt Celwe|
$00C _UDC . Oer v
Oy ™ v BnBe Aosang v Wew 10w [Resormn W 56 VRS 000 S0t

Totst Recoray) 4 E
STEP 2: Select Format to Export

How to export data

e Search the desired records by selecting parameters given on the form.

e Once results appear in grid then select all these from right side, if not
already selected

e Select format from drop down

e Press EXPRT button - a file will be saved in your desktop.

Convert MARC21 / MARC XML File to CSV and Then to EXCEL

e Many times, library may be having MARC XML data exported from KOHA or
SOUL - this xml file can be converted to EXCEL using utility given on this
form.

e In case MARC21 file - convert it to MARCXML using MarcEditor software

e Then convert MARCXML to CSV.

e Then convert csv file to excel

4.9. Convert Labels In Your Language

This form is used to convert ENGLISH Labels in your language. There are various
labels displayed on every form to indicate the description of fields. These labels
originally are published in English. But in case you wish to publish these labels in
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your language then this form provides facility to once enter labels of your language
equivalent to eng and then published in your language on every form. This will give
a look of software in your language.

MANAGE LABELS IN YOUR LANGUAGE

NOTE: This formm bs usad to croste Labials in gour Weguage otpiivalont 50 ENGLISH bels. Seloct Recood fomm Gald, Tater 1aaz 3 yourr Langoage and SEVE

Stap 1 mummwm

Powated by Nenton 2 Mxmm g

AT ', ‘I‘ o b 1 T T W wfaf o aw e W e s dm 2.9

s Fiwr fly ype TR ¥ 3w ey =Y
e Suoect e b s s o frra i o o (e i)
T AL VAL SN R Pt (1-3 o6 vt arvam, ey $oeh, Pty v )
{1+ Litvary 0 Charys, 2 (1= 2mead mard, Fradl Y ¥ B 2 Tewd)
v (IS ENCEAYAN e ONy bt (3-10 3o ward, e, v ik, faftey eveddh o)

g 0 8 8 0

4+

- Q o w .. [ /] c:- ® o m " ﬂ LW é < - ‘:‘ bafd -n'.»n:‘.'r.f:. <]
How to convert labels in your language

e Select your language from drop-down - it will display all English labels used
in the software

e Select desired labels from right side to enable them for writing

e Enter equivalent labels in your language - you can take help of google
language translation

e Press UPDATE button to save the changes

NOTE: While updating your profile - there you can select default language for
displaying all labels in that selected language whenever you login the software.

4.10. User Activities Logs

This form is used to search and view Logs of activities being performed in the
software by library staff users, library registered members and Library visitors.
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=Data Entry Logs OPAC Loga  Libeary Visitors
Seacch Tart

L T SEET ST P
Dste From Dake T Ulbary St
Sedect St . AN * Vw100 ~ Recordis):

1 DENOUSERTO1ISQ024 09 202 Memadelsstasps Y Login Successhl
2 DENOUSERT J1RA2024 0403 2T Mernolidetartasps Y Login Soccesstul
3 DEMOUSEST 10004 02:2%: 85 Mormaidehavitasps vy Login Succeostul =
- - i - i N mn
e 4o R .BE R 6 - E &2 8 9 AW PO L 8 D
Library Staff Logs

e This feature is for searching staff logs- when they login, when they logout,
etc.

e Here you can search that a particular record was created by whom, etc

e Logs can be filtered by various parameters given on the form

Library Members Logs

e This option provides facility to search logs of registered members, when
they login, when they logout, etc.

e This logs created only if when member login the OPAC or Mobile App.

e Various activities can be searched in this option

Library Visitors (Physically visiting Library)

e This option is very useful where library can get the logs of library registered
members when they are visiting library for various purposes.

e For this, library needs to keep one desktop at the entry gate of the library
where member will make attendance while coming in or going out.

e For faster attendance or footfall, barcode scanner or QR scanner can be
used by library.

e For this option - staff needs to run LIBRARY VISITOR FORM in the desktop
kept at the entry of library.

e Library staff needs to Login it daily in the morning once.

e Any library staff login can be used for this purpose.
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v O mateusAhsutone ¥ © Meteusivoy ek ¥ # - o x

O 5 sedigeniicumiteno/Vista i -~ o & 1

Display Labels In:

ax

LIBRARY VISITORS ATTENDANCE SYSTEM

CSingle View eDoubie View

@ a- e W LBEXGELENSEg A% o ST 0
v O mateutAhsutone * © Meteusitoy desske ¥ @ - o =
o T wentgeriiszum dmno/Viatuisnis
Type Member No and Submit* f Thanks SHARAD KUMAR for Visiting Library,
SCAN YOUR MEMBER NUMBER BARCODE
e =
wiianilic & Yoo \o ey ¢ Uisary Sy T
=
&
4
)
aQ' ’A '-u‘*bn fn‘.el. QM'GDWOL’IN‘Q

4.11. View Users/Members Feedbacks

This form is used to read and reply of feedbacks submitted by library members
using OPAC interface.

27 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

Doty Ladehs o1 - Welcome: Demouser! m
¢ . . -
< NextGenLib
: Digitization of Libearies
Comvant Teadiansl Likraries ta o Libenrios

Demo Libeary Mo 1, Happy Putilic School, Deltl, Delhi NCR

MANAGE FEEDBACKS g

Yy ————

Seloct Record from above Grid (After Search) far Updation

View in OPAC? Y v

L “RLBEEuoemLE s Ee AW e IR0
How to Read Feedbacks

e All feedbacks submitted by registered members are searched on this form
using various parameters given under search pane on the top of the form.

e Click EDIT button of desired record - this will display the feedback in the
form

e Respond/write the answer and press UPDATE button to save the feedback
response in the database and to send the reply in the mail of member.

e On this form, two parameters are given:=

1. Send Answer in mail - if Y is selected then mail will be replied to member

2. View in OPAC - Yes may be selected to display this feedback on the OPAC.

4.12. Send Information In Mails

This form is used to send mails to selected library staff or library members with
single click. This facility may also be used to send an attachment to selected
members. This is a push way of disseminating information to the library members.
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v O matrusinuniowven ¥ $ - [+ x

%o Tentgersdrum o Lbtary et Notses satn ™~ o &
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et S

Demo Libeary No.1, Happy Pulidic School, Delhl, Dethi NCR

[ Anary Adurmy

SEND INFORMTION IN MAILS
HELP: This Form is used 10 send notices and other kind of message 10 the Likrary members of Libeary Staff in mad
STEP 1: Seiect Target Group to whom you wish to send mail.* [IEETITITY

© STEP 2. SEARCH MEMBERS HERE BY VARIOUS PARAMETERS - HELP- Use : (Semi.colon) between two values o wish to search by Member No in Bulk! 2
Tyee Saxs kg St ikt | Merster 8o v S
Senct Camngery! v S aegones v o v
Drn Typs | v Ovowe By Mevne Wame v | Soet Ry ;&:im

Addimibssa
Member Name Catwgory BubCategory taail te " GoseDete B W@
"
Sharad Kumar TEACHMIRS  PGT syrgmail com W20 A0S 1075

Suriader Slagh TEACHERS PGT syn@gneit con 15/07/2004 10108/ 2025

@ a o R .BEe® ol o seEg AN vae e 0

How to Send Mails

e Step 1 - Select Library members or staff to search
e Step 2. Press Search Button to display records in grid
e Select desired records from right side
e Fill the mail details
e Attach the file if any
e Press SEND MAIL to deliver the mail to selected members
v O Wt ATmnoven ¥ - 0 %

b _

Demo Libeary Mo 1, Happy Pubidic School, Deitl, Delhi NCR

[ fwary Adura

SEND INFORMTION IN MAILS
HELP: This Form is used 10 send notices and other kind of message 10 the Likrary members of Libeary Staff in mall
STEP 1: Seiect Target Group to whom you wish to send meil.* [IEETITTE

© $TEP 2. SEARCH MEMBERS HERE BY VARIOUS PARAMETERS - HELP Use  (Semi.colon) between two values # wish to search by Member No in Bulk! 2
Type Saxe Srirg Selnct Piwkt | Merster 8o v S
Seact Comgenyt v L aegones v e v
Doee Type | v Ovowe By Mevne Wame v | Soet Ry :uivm

Catwgory BubCategory

Sharad Kumar TEACHIRS PGT il gmail com W20 18087005
Surinder Slagh TEACHERS PGT syn@gmait con 1570772004 1070872025

Q < ';ugﬁbu"a‘-e!‘ *‘:’aomoxar:c‘
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4.13. Manage Inter Library Loan Requests

This software is well integrated for Inter Library Loan as the software
implementation is done where many libraries can participate in the same instance
of the software with centralized database. ILL requests can be submitted by
registered library members only on OPAC interface where collection of all the
participating libraries can be searched.

v 0O Weateut 4 Tow o Zawe » + [+

T Mesgeridezom Ltsrary /L By ¢
3 NextGenLib
= F Digitization of Libraries

'og Comvert Tradienal Lilwaries 1o ol Bearias

g

Demo Library No. 1, Happy Pubiic School, Deihl, Deihi NCR

MANAGE INTER LIBRARY LOAN REQUESTS
Manage inter Library Loan Request - Apprave or Rejoct

#ULL Requests Sabwrtied bry car Mernbers L1 Sogaests Submstied by Versbars of Othar Lilvanes

9! Recoege! 3

SIEANRIEN  OVeEO

e 4 W BEe ol ENS2Ee AN T o T

There are two kinds of ILL requests - One where ILL request is submitted by your
library members to get books from other library in the same instance. Second type
of ILL Requests are which have been submitted by members of other libraries to
get book from your collection. Both kinds of requests are managed on this form

e First search the desired requests by pressing search button
Then select the request and click it - details of the request will be displayed
in the form.

e Either approve or reject the request - a mail message will go to the librarian
of originating library as well as library member who submitted the request.

e In case you have approved the request then request will be visible to the
library staff who then can issue the books to requested member.

e Similarly, book can be returned on the circulation counter.

e A separate option is given on issue/return form under circulation module of
the software to deal with Inter Library Loan issue and return
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CIRCULATION PROCESS FORM

15500 & Resarve Reoturn & Renaw Infer Library Loan Clrcuiation

Inter Library Loan Roquests
SILL Requasts Submitted by our Members ®ILL Requasts Submitted by Membars of Other Libraces

]

{
i
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'3
“

(L) (L)
-~ reo OWNOLINge ‘ Q

4.14. Manage External Resources

There are two kinds of collection in a library - One type which exist in a library
while another type is collection available on Internet in other libraries or online
available in web sites. Such collection may be FREE called as OPEN ACCESS or may
be paid in the form of digital library and subscribed by your library.

This form is used to index online collection either free or subscribed which can be
indexed for access by your members on OPAC page and Mobile access. Such
collection may have a web site address, a logo and description of the web site,
etc.
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NOTE: All entries saved hera must be approved by Libraian in internet Resources Approval Form under LIE ADMIN MODULE,

MnlSaul Digital Linrary of india
B S = Dicitat Litrary trom o Education, Goveenment of India
T o= . 1w 2 ,
The National Digital iibrary of India Is a virtual y of ) gr which is not just a repository with a
Description searchibrowss facilities but alsc provides a host of services including textbooks §
Main Subject
R o o' . Uensy. € 800Ks §
m Class X v HELP: Select UNIFORM Class/Standard'Course Name for which this material is useful for,
Uselul Links and Web Sites v §

i
|
?
s
i

. _Delete This Picture from Database on Updation?

A

# o e WLEBE® @Y

i e
-~ veo OWNOLINge . Q

How to Register External Resources

Search the useful resources, paid or free on the Internet

Create a record of each such resource identified useful for your members
Enter all necessary details in the fields given on the form

Download logo and upload with record

Register category of the resource from drop-down - Free/Paid, Useful
Hyperlinks etc.

Select Academic Levels from drop-down to indicate that this resource is
useful for what group of library members

Enter Web site URL

Upload any pdf or digital copy by downloading from online resource
SAVE the record.

Once saved then records will be visible on OPAC/Mobile App

4.15. Data Entry Statistics

This form is used to search the log of data entry statistics only in terms of number

of records created or updated by library members. Such statistics may be useful to
see the performance of data entry operator or to make the payment as per number
of records created by library staff ( for outsource person)
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How to Search Records

e Search can be made for staff member wise for whom login created or for
outsource persons temporarily login created for them.
e Cut of date can also be used.

e Entry type include various activities performed in the software - can be
selected from drop-down

e ACTION indicates for New Record or Edit of the existing Record

4.16. NDC Approvals (No Due Certificate)

This form is used to give approvals by Librarian of NOC created by library staff
working on circulation counter for outgoing members.

33 | Page User Manual Ver. 1.

SIOUSIA Arear Va0




NextGenLib: Digitization of Libraries

v © Mt AT e ¥

“ o 2 rentgeride zum mmenoLbtay O 2y b

— _—

Demo Libeary No.1, Happy Putidic School, Delhl, Dethi NCR

[ Anary Adurmy

NO DUE ArpPr

HELP. This Form s used to Accord the Approval to Members Tagged for No Due Cenificate. Once Approval I8 accorded by Library InCharge, then
cicylation Staff can gonerate No Due Cortificate for approved members in Ciroulation Module
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How to Create and Approve NDC

e First of all NDC will be created by library staff sitting on circulation counter

- he/she will display the member record in Members Registration form under
circulation module

TR Catipnon i Nixk d News indesmng Nuosorn

Current v No Due Date
Surity Name Date of Birth
Qualification

Online izsue? No v Online Reservation? No v Onfine Renewal? No v
Set Passvword Automatically and Send In Membaer Mall

TR : o e ot chosen  (Max Sz 308

\ Cm MMMRM& Mlhmborlm | Vlnrlbokﬂmod
|

hg this member mf No Duu (.m:m

Q ’J'-!G*bnliul.ﬁ.‘ A ™MD et W

- WOLINSe

e Press “Tag This Member” for No Due.

e During TAGGING the member for NDC - system will check if any book or
payment is due - if yes then member can not be tagged for no due.
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e Once Member is tagged successfully - this record will be displayed in the
form - “NDC Approvals” under LIB ADMIN module

e Librarian may approve or disapprove the record.

e If approved then circulation counter staff can complete the process of NDC
by pressing NO DUE CERTIFICATE button on the Member Registration form
and then NDC can be downloaded in pdf format.

e |F NDC is rejected then member can be again taken as regular member by
deleting NDC tag on the Member Registration form under circulation
counter.

NOTE: NDC can be generated if no due found (in terms of book issued or payment
is pending) of member.

| bere LRwary Ao Moasier Dy ooks Purchasng Ssogung  Canutatos Senads  Artickes and News indeng Tospel warth and Reports

HELP: This Form &5 usod 1o Accord the Approval to Members Teggedt for No Due Canificate. Once Approval Is scoorded by Library InCharge, then
circuistion Stalf can ganerate No Due Cartificate for approved members in Crnutason Module

FFav Ao

Fepon Bawo By v S Repen Faval  FetFomat v

“R.EBEEvemove e AN raD e 0
4.17. Manage Guest Members

This form is used to manage the Guest Members registered on OPAC. On this form
their memberships can be managed, approved or rejected. Th is form is used for
Non-Members who may be public and wish the access library services for a fixed
period.

How Members Submit Request

e Any public person may submit temporary member request by pressing Guest
member button given on the OPAC form - top right corner
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e Once click a form will be displayed where person can fill his details and

submit
v O mateutAhsulons ¥ QO NeCeusiTomizwe ¥ @ - (] x
“ o o neigeriie zum dmen o OPAN Ol astaigs o o &
Eeessessssssssess———lll - __________________J}
Member Number
Srowse Coliection
£ omber No e Employee oo ¢ mry of nque numbor Mamber No. may be assgned § ihnry
| v
Name *
Endor F il Nuy
Select Gender~  Make ~
Address *
Email *
Mobile Number * £ it 1) thigrts mobis
g Remarks
g Select Library *  Demo Ltrsry No 1 (DEMOLEY) v
== 3
- o »u
| Q- ’waﬂgﬁbﬂ'rﬁ.‘-SQU AN reD L 8 D

e Once submitted then OTP will be created and sent in the mail of submitter

e Enter OTP and submit the request finally to the Librarian

e Librarian will use Guest Member Form under LIB ADMIN Module and will
either approve or reject the request submitted.

e In both cases, mail be delivered to requester.

e Members can be registered with fixed period
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Chapter 5
Master Data module

This module is used to manage various master data entered and required during
operation of various modules of the software. Following forms are given under this
module:-

Welcome: Demousert m

NextGenlLib

Digitization of Libraries
Comant Tradiansd Likraries ta o Libendios

PMAasier Dats

Eat vy Pwf
Marage Lavary Cummtiees

! rarage Commnes Members Detasg 0 OF 1% Soek

SIOUSIA Arean Va0

1 A al g Putinhers Diectory e

@ < AW BERGELENDE e A% ram e 0

5.1: Create / Manage Library Committees

This form is used to Manage library committee records with other details. These
committees are required for approval in the Books Purchasing Module and Serials
Module.

MANAGE LisrarRY COMMITTEES

Click 1o Search Exivting Recores

Enter Data and Pross SAVEUPDATE Button to Save/Update the Record
ST /5com1 « Enter Distinct Commities Code - ENG Onéy Alpha-Numeric: Min 3. Max 10 Char

commmeeame— [

M Sarmhi

IV

S K Tysgi and M 8 Nigam

sgs) Aean

oo

20122024  Emter Date in | SA/MMYyyyy Format
[ upsste | Cancel Select Report Format: TIZNITIRS | Reven
Q s« 9 W . BEeEwWwolyad vy 2 Ee - eaw L TN D
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Add New Committee

Enter Library Code (unique)

Enter Library Name

Enter Chairman and members. Members can be separated with semicolon
Duration of the committee (Strt date and end date)

Press SAVE Button to same the record

Edit Committee

Search the Committee from search pane given on the top of the form
Press EDIT button - record details will be filled in the form

Change the details

Press UPDATE button to save the changes

NOTE: Committee records can not be deleted if used in some approvals.

Y " r—t1 % LU . - 0 %

Click to Search Existing Recores ff;.“}

Enter Data and Press SAVE Button to save the record..

Emter Distinct Commitiee Code - ENG & Digits Only; Min 2, Max 10 Char,

Enter Date in : dd/MMYyyyy Format

| save || cancet | Select Report Fomat (ZTLETIITIRD

_‘en.- ":‘wb“" “gm A‘:‘ "".'mn.]::::o

5.2: Create / Manage Library Committee Members

This form is used to add committee member details with their names, designation
and rank in the hierarchy , committees created in the previous form.
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Add Committee Member Record

Enter Member Name and other details
Select Role from drop-down

May upload photo of the member
Press SAVE button to save the record

Edit Committee Member Record

e Search existing records from search pane given on the top of the form

e Select record and press EDIT button - member record will be filled in the
form

e Change details
e Press UPDATE button to save the changes

5.3: Publishers Directory

This form is NOT used to create the publisher records. Publisher records are create
automatically while catalog record is created where publisher name is entered as a
mandatory field in NEW TITLE and RETROCONVERSION Form

This form is used to edit the publisher records if required or to generate various
reports including Publisher wise bibliography.

NOTE: Publishers records are common for all libraries participating in the same
database
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PuUBLISHERS DIRECTORY

Click to Search Exinting Records

Enter Data and Press SAVE Button to save the recard..
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Edit Publisher Record

e Search publisher record from search pane given on the top of the form.

e Publisher can be search either whose books are in your library collection (My
Publisher) or all publishers (may be entered by other libraries participating
in the same instance)

e Press Edit button - record will be filled in form

e Change details

e Press UPDATE button to save the changes

NOTE: Publisher record can not be deleted if its reference is saved in any catalog
record.
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5.4: Vendors Directory

This form is used to manage the Vendor records. Vendor records may be created by
any library participating in the same instance of the software and thus are
commonly used.

. Marier Dasa

= Demo Libeary No. 1, Happy Public School, Delhi, Delhi NCR

MANAGE VENDORS

Click to Search Esiating Recorda

Enter Data and Press SAVE/UPDATE Button to Save/Update the Record
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Add New Vendor

Enter Vendor Name in the form
Enter other details

Select Country from drop-down
Press SAVE Button to save the record

Edit Vendor Record

Search Vendor from search pane given on the top of the form

Select record and press EDIT button - details will be filled in the form
Change details

Press UPDATE Button to save the changes
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©  Marioy Data

we« Demao Libeary No. 1, Happy Public School, Delhi, Delhi NCR

MANAGE VENDORS
Click to Search Existing Records
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NOTE: Vendor record can not be deleted if it has been used with any purchasing
record or other tables

5.5: Create / Manage Library Sections

This form is used to create Library Sections. These sections are created and used
by particular library only and records are not shared among libraries participating
in the same instance of the software.

Welcome: Demousert m

NextGenlLib

Digitization of Libearies
Coment Tradians Lilwaries ta o Libearios

[T

AGE LIBRARY SECTIONS

sarch Exivting Recorfos

N &

Click to

Entor Data and Press SAVE/UPDATE Button to Save/Update the Record

Emter Distinct Section Code - ENG & Digits Only; Min 2, Max 5 Char.

@ a AW Bl T ™2 Ee AW eal a0 0
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Add New Section

e Add a unique Section Code (it can not be changed later)
e Write Section name and other details
e Press SAVE button to save the record

Edit Section Record

e Search section record from search pane given on the top of the form
e Press EDIT button to display the record in the form

e Chane details

e Press UPDATE Button to save the changes

NOTE: Section Record can not be deleted if it has been used/saved with any other
table

5.6: Subjects Directory

This form is used to create Subject directory to be used by any library in the same
instance of the software. The records are commonly used by all libraries.

Cosatay Latehs v v Welcome: Demouser! m
nlg, - -

9,  NextGenlib
: Digitization of Libraries

Comvent Teadians Likracies ta o Libenrios
oy 10
=« Demo Libeary No.1, Happy Public School, Delhi, Delhl NCR

MANAGE SUBJECT HEADINGS

Click to Ssarch Existing Recoros

Entor Data and Press SAVE/UPDATE Button to Save/Update the Record

v NOTE: Select Subject Heading which s Parent of the Subject being added.

L 1 PRS-

@ a AW.BEOWGELEEDEG Ry

Add New Subject

e Enter Subject Heading

e Enter broader class number as specific class no will be assigned at the time
entry of each copy

e Enter related Keywords which will be saved with catalog records. Keywords
can be separated by semicolon

e Press SAVE button to save the record.
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Edit Subject Record

e Search Subject with various parameters given under Search Pane on the top
of the form.

e Select desired record from Grid and click edit button - record will be
displayed in the form

e Change the details

e Press UPDATE button to save the changes

NOTE: In case subject heading has been used in any of the Catalog record then this
subject can not be deleted.

i N1 AL IV
Edi B0LOGY 057,90 BBy, T00k0gy '
Lt BoOKS 0
FAIt ENGLISH LITERATURE 1
[ TJAFAMILY & ALLATIONSIPS 3 |
it i 0
EAR LIBRARY AUTOMATION ]
Flit LIBRARY SCIENCE 4
LdmoLyumes i
£di POLTCAL SCIDMCE
it RANNG
Ldit sociaL scipnce s
Cdit SO00L0GY

soect ropart Format (LTI  MinRepon | FullReport

Enter Data and Press SAVE/UPDATE Button to Sava/Update the Record
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FAMILY & RELATIONSHIPS s

SIOUSIA e

+ NOTE: Select Subject Heading which Is Parent of the Subject being added.
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-
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5.7: Create /Manage Letter Templates for various
communications

There are various communications made by library such as approval form is
generated, order form, reminder to members and reminder to publishers, etc. All
these communications are generated with some standard format.

This form is used to create the communication format for above mentioned letters.
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MANAGE LETTER TEMPLATES

Clion 20 Searoh Exiating Recorads

¥

Ervier Data and Pross SAVE Button to save the record..
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How to Create a Format

Enter details of the format in the form

Write Form Name for identification, e.g. Reminder to the Member
Write Top message with a paragraph

Write Bottom message

Press SAVE button to save the record

NOTE: These all communication formats are used in other forms, for example when
you wish to generate books approval in purchase module then you need to select the
format from drop-down to generate report in the selected format.

Va0

HELP: Acquisition Recard(a) with Status ‘Requested’ will only be processed!

SIOUSIA e
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5.8: Holidays Calendar

This form is used to create Holiday Calendar, once in a year where you need to tag
all the holidays and closing days in your organization including SAT and SUN (for 5
days week). These all holidays are marked so that when system calculates the fine
(in case you library takes fine for overdue books) for over due books.

Cosabey Ladehs ¥ v Welcome: Demousert m

N NextGenLib
9 e Digitization of Libearies

> Comant Tradiansd Likraries ta o Lidenrios

%p ot ’
g Demo Libeary No.{, Happy Putiic School, Deltl, Dethi NCR

Click ¢ reh Exivting

Salect { De-Select Date from Calendar and Press SAVE Button to save the record(s)..

1 3 ‘ 3 o

. l L] 0 u 1 {E] u
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Example: Suppose a book due date is on SUNDAY, Sunday is closed. Then it is
assumed that member may return book on Monday - in this way when book is
returned on Monday then system should not calculate fine of Sunday. But in case,
book is returned on the day next to due date i.e. on TUESEDAY - then system will
calculate fine on Sunday also.

How to Tag dates for Holiday
e C(lick the desired date or dates on the calendar.

e You can scroll left or right for more months
e Press SAVE button the save the record
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Edit / Delete tagged dates

e These dates tagged for holidays can be edited by selecting from search pane
on the top of the form

e Select entries from right side
e Add festival name or other details of the day
e Press UPDATE Button to save changes
e In case wish to delete tagged tags, click delete button.
v O Wateus i + o X

MANAGE HOLIDAYS CALENDAR
Click to Search Existing Records -
e
L LR Delete Selecind Rowle) | Updets Selected Rowls) @ §
t G024 nu |
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5.9: Academic Levels

This form is used to create entries for classes, standards, courses being run in the
parent institute. For example, in a school, various classes must be registered in
this form e.g. CLASS V, CLASS Vl...and so on.

MANAGE ACADEMIC LEVELS/COURSE MASTER

Click to Search Exlsting Reoords

Entar Data and Press SAVEIUPDATE Sutton to Save/Update the Record

Class X1

SIOUSA ARar

[ opasn | cot_ st gt rorme (TR | en
** Mandatory Fields

@ avNsBedocmE RS AN van o000

NOTE: These classes registered here are used while books and other materials
entries are made. For example when a book catalog is created then a class needs
to be selected from drop-down for which this book belongs to. Similarly, while
members are registered then appropriate class should be selected. These classes,
later, are used to access the books to the members on OPAC and Mobile App.
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Chapter 6:

Books Purchasing Module

This module is used to purchase the books in a library. This module is optional,
means books may be purchased manually and then in one go all details of each title
can be entered using “Direct Data Entry Form” given under CATALOGING Module.
However, it will be a kind of shortcut for making data entry in “Direct Date Entry”
form and thus, many of the fields are not there due to technical limitation which
required during book purchasing process. It is therefore recommended to use this
module for entry of complete data as per work-flow.

Weicome: Demousert

Digitization of Libraries
Comvent Teadiansl Libracies o o Libenrios

Demo Lirary No. 1, Happy Public School, Delbd, Deiti NCR

@ a “NsBEenecE TS e AN el 00

Activities performed on this form

Add New Title of Books

Manage Approvals

Manage Orders

Books Accessioning

Subscription of Digital Library Package

NOTE: Before working on this module, it is necessary to complete data entry in
master data because such data are required in this module.

6.1. Add New Title Record

This form is used to add records or update existing record of the Books and other
type of materials except SERIALS AND MAGAZINES. During creating new entry of
book, it is necessary to keep the book with you or you must have all details. The
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fields which are marked with * are mandatory. Books entry must be as per
Cataloguing standard. e.g. Surname, Fore Name. Before making entry of title, better
to check duplicate if any.

How to Check Duplicate Titles

Before making data entry of new books, sometimes you may need to check weather
title already saved or not. As NextGenLib software is unique where many libraries
can participate in the same instance of the software with centralized database,
therefore, catalogue entries are made by various libraries but are saved in the same
Table. It means if a library has create a master catalog record entry of a book then
other libraries in the same instance can use this entry of title and no need to re-
create it again for the same book. Software does not accept duplicate titles.

Therefore, before making entry of any book, first make sure that entry already not
exist. You can search by ISBN No or Title or other parameters given under search
pane.
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NOTE: In case Title already exist then display it and check in full as sometime title
may be same but book may different.

Another solution is that you don’t worry for duplicate, start typing title of the book
and software will automatically match the title from existing database.
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Enter Data and Fress SAVE/UPDATE Button to SavaiUpdate the Record
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In above screen when M is typed in the title field - then it matches all titles and if
you find that title already existing then select the title and press DISPLAY button to
display the record details. Make sure book is same. Then in this case, no need to re-
enter the book, just remember its master catalog record no. which required to
display record in approval form.

Following tasks are performed under the module with no skip of any previous steps:-

Data Entry of New Title

This form is used to enter details of the new book to be purchased by library.
Cataloging data may be downloaded from internet, if available. Before making data
entry, user must check for duplicacy if titles record already exists. As the software
is used by other libraries therefore, there are possibility that books records may
exits already in the database.

While starting typing of books title - the software will match it with already exiting
record of the same book. If it is so then record should not be created new rather
display the existing record and go for next step.
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How to Create a New Title Record

e Enter Title and other details as per catalog standard
e Add Author with Surname first and coma and then one space and then fore
name
e Write all Editors in the Editors field, separated by semi-colon
e Enter Edition, if any
e Enter Publisher - when starting typing publisher name and after typing first
letter - wait for a second - then all matching publisher will appear - select
book publisher from list. In case, new publisher then type it and it will be
saved from here.
e Add 4 digits year
e In case Book is multi-volume then select YES from drop-down of muti-
volume
e Upload Digital Files with each record
o You can upload pdf or other digital files on this form. You can upload
content file in pdf
o You can upload Book Cover photo in jpg or gif / png format
o You can upload full ebook file in pdf or other format.
e Press SAVE button to save the record.
e Once record is saved, a unique MASTER CATALOG RECORD NUMBER will be
generated for each entry. This MCR no is used for displaying the record on
other forms of the software.

Edit the Title Record
e Search Books records in search pane with various parameters
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e Alternatively, you can type Record no or isbn no in the search text box and
press enter to display the existing record

e Matching records will be displayed in the grid.

e Click EDIT button from grid of selected record - record will be displayed in
the form

e Make changes of details

e Press UPDATE button to save the changes

Delete Title Records

e Search catalog records from search pane
e Select the desired record from right side
e Press DELETE Button to delete the record
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NOTE: In case copies have been added under title or title is used for adding the
approval then you can not delete the titles. For deletion, title should not have any
child record either in your library or other libraries in the same instance of the
software.

How to Upload e-Books

e While creating a new Title record or later editing a title record, you can
upload three files - cover photo file in image format, content file in pdf
format and e-Book file in pdf or any other format.

e While uploading any digital file - you need to select the one option out of
three to give permission to read the file.

o Permission to read books to public anybody
o To your Members only
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o To members of other libraries in the same instance of the software
e On SAVE or UPDATE - file will be copied on the server.
e Uploaded files can only be downloaded by registered members on OPAC or
Mobile App after Login only as per permission set during uploading.
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Choose File No file chosen Dulete This Picture from Detabase on Updation?
Choose File No file chosan
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NOTE: Multiple digital files can be uploaded under one title, one by one only. File
should be compressed so that it takes less space on server and can be downloaded
quickly. Big files can take much time during download.

6.2. Manage Books Approval

Once titles are entered or already exists, then new purchasing records are need to
be created on this form, in three steps:

Step 1: Add Approval details for each title to be purchased. In case book is multi-
volumes then approval form is to be created for each volume with cost details etc.

e Press Search button to see last 100 titles or enter Catalog record number or
ISBN to search the exiting record.

e Select title from drop-down - on selection details will be displayed on the
form

e Enter Unique Approval No. Single Approval No can be used to add multiple
titles in the same approval. In case approval no already processed then this
approval no. can not be used to add more records

e Enter No. of Copies to be purchased with cost etc.

e Press SAVE button to save the Approval record
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N
SYEP 2: Creata New Purchasing Rocord and SAVE it
Enter Data and Press SAVE/UPDATE Button to Save/Update the Record
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Then you can search another title and add new record with same Approval No to
include this title in the previous approval.

NOTE: You can Edit the Approval Record with status - REQUESTED. In case approval
has been processed in the next steps then you can not change the approval record.

Delete Approval Records

55 |

Display the Title where approval records will be displayed at the bottom of
the form.

In case Approval record is with REQEUSTED status - u can select it from right
side and press DELETE button to delete the record

In case Approval record has been processed further then you need to come
back step-by - step and then delete the record on this form.
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Busget

Enter Data and Press SAVE/UPDATE Button to Save/Update the Record

Vol No
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Step 2: Generate Approval form entered in previous steps and submit to Library
Committee for approval. On this Tab - all approval records you created in the
previous step can be processed further and Approval will be generated in print.

STEP 1: Select Approval from Drop-Oown and Process it
v Approval Date *
:

HELP: Acquisition Record(s) with Status '‘Requested” will o

Aggroval Na Apgeoval Durs Vol Wi S  armnie. Copy Pwpont Cormancy  Noww Cowt

1 Theoey of clansification RITIARICUSIN A Requeated i L ssem
7 Cliwssifcation theory WITIAPICS TN S04 Hequestiad ? e 3050
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How to Generate Approval Form

e Go to Tab - Generate Approval in the Form
e Select Approval No from drop-down
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e Select Committee name from drop-down. In case Committee name does not
appear in drop-down then create a committee in Library Committee Form in
MASTER DATA Module

e Press PROCESS button to process the record.

e Once processed then you can take print and can submit the approval to the
committee for approval

e Once Processed then select LETTER TEMPLATE from drop-down to generate
the approval in one format. In case, there is no entry in Letter Template the
create a Letter Template under MASTER DATA module.

e Select Print format from drop-down (pdf or word)

v 0 Weateut 4T o Zawe * + - x

1 Prodscng Ogen Scurte Sultwers LIN) 2034/ 13
2 Prodwcing Ggen Sowce Sowaes LIB2004)02
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And Approvals Generate Approvals Upoate Approvais
Appr LIB/2024112 Approval Date * [ Process |
Sebect Commitien * Books Approval Committes v Print Purchased Recards
Select Report Format: m| Print Approval | Select Letier Tomptate: [T T T T i
LS ]
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NOTE: Once Approval is sent to Committee then committee will take the decision
and may approve or reject the case. Accordingly then you need to UPDATE
APPROVALS in the next tab on the same form.

How to UPDATE Approvals

Update Approval Form received back from Library Committee. In this step, check
the titles approved by the committee and un-check the titles not approved by the
committee and process the form.

e Go to UPDATE APPROVAL Tab on the Books Approval form

e Select Approval Number from drop-down

e Select Title records from right side if approved. Do not select the Title from
right if it is rejected - on updation it will be tagged as Rejected Title

e Change of Copies approved from each title as some times less copies may be
approved than you proposed.

e Press UPDATE APPROVAL to save changes
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NOTE: Now you can go to next MANAGE ORDER Form to process the orders for
approved books

6.3. Manage Books Orders
On this form, following tasks are performed in work-flow without skip of any step:-

e Add Order details in approved titles
e Generate Orders
e Receive Documents from vendor

How to Add Order details

e Go to ADD OREDER Tab in the form - MANAGE BOOKS ORDERS under Books
Purchase Module

e Select Approval No from drop-down

e Add Unique ORDER No in the text box. In case you wish to add same order
for many titles then copy order no and add in desired number of titles.

e Order No already processed can not be re-used again

e Select Titles from grid by selecting from right side

e Press ADD OREDR IN SELECTED RECORDS
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STEP 1: Select Approval No from Drop-Down and Add Ordar info in the Selected Acquisition Record{S) in the Grid

LIBI202412 Agproval Date: 01/09/2024 Committes: LIBCOMY
STEPZ: Enter Order No and Press ADD ORDER Button to save the data in selecied Record(s)

LIB202412/0RD m Pf Format ~
T W

STEPJ: Select Record(s) For Adding Order No.

Yotal Record{s): 2 E
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1 wen o sl
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NOTE: In case you wish the delete Order no already assigned the select the titles
from right side in the grid and press DELETE ORDER NUMBER FROM SELECTED
TITLES. Then you can go to previous step to re-assign the new order.

Once Order number is added in desired titles then you can go to the next step -
GENERATE ORDER

Generate Order form

Here ORDER Form can be generated in print format and can be mailed to the
vendor for supply of books. For this purpose, you must created vendor records in
the MASTER DATA Module and also ORDER FORM TEMPLATE in the same module.

e Go to Generate Order Tab on MANAGE ORDER FORM under BOOKS
PURCHASING MODULE

e Select ORDER Number from drop-down

e Select Vendor from drop-down

e In case Vendor not added then can add here by pressing the button ADD
NEW VENDOR on the same Tab

e Press PROCESS button to save the record

e To generate Order form - select ORDER Form Letter Template from drop-
down and select print format (pdf or doc) from drop-down. In case no Letter
template created then first create it in Master Data module.
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Once Order is printed then send it to Vendor. Then vendor will supply the books
along with Bills in triplicate. Following step is then required to RECEIVED the
supplied documents.

Receive books from Vendors

This tab is used to receive the copies of the books ordered in the previous step.
There may be possibility that vendor is not supplied all copies/total copies and
thus you need to received no. of copies supplied. Orders with shot copies will be
tagged as PENDING ORDERS and can not be billed until all copies are supplied.

Select Order from drop-down

Select Titles supplied from grid

Enter No. of Copies being supplied, it may be short than quantity ordered.
Press RECEIVE Button
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MANAGE BoOks ORDERS

Receive Documents

Select Order No from Drop-Down and Process it

« Ovder Date: 010812024

HELP: Selected Record(s) will bo Recarvad /! Not Salected Rocord(s) will be Un-Recetved.

Q “ ';BE“UNUQ ‘.sg‘ A‘:""'mmi’rzz.a

NOTE: Same Tab can be used to un-receive the copies already received by un-
checking the Titles from the Grid and press RECEIVE/UN-RECEIVE Button. Such
titles status will be roll back as ORDERED and you can mange these titles again in
previous step.

NOTE: Once Copies are received then you can go to the next step - Accessioning of
the received copies

6.4. Books Accessioning Form

This form is used to accession the copies received from vendors under the module.
The book titles ordered and received in the previous step will be available here on
this form for further processing. You can accession here as many copies as you
have received in the previous step.
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How to Accession Received Copies

Select Order number from drop-down

Order details will be displayed in the grid below
Click Title for accessioning

Form will be visible below

Enter Accession no and other details

Enter all mandatory fields marked with *

Press SAVE Button to save the record
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Type Dota and Press SAVEUPDATE Button!
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NOTE: Copies can be accessioned, either one by one, or can be accessioned in bulk
as given below.

Accessioned Copies in Bulk (Accession multi copies with single click)

e Select Accession All copies check box

e Write Alpha Letter (Accession Series) in text Box against acc. Series, if any
e Write start accession No. (Numeric only) in the Acc.No. text box

e Enter all other details

e Select applicable values from drop-downs

e Press SAVE Button

Display Holdings/Copies Record{s); Total Record(s): 1 Last Accession No saved: 16
HELP: Chick the ‘Ect’ link from Grid below %o Edit Copy Record!

SNEm AccessionNo AccDate Vol  ClassNo Mook Mo Pages Location Collection Library  Gun :‘:‘ :":'"”wmll
Carmal

g » Edin v PN S0 NG A58 paguep. C DEMOLSET  USE 3200 Franny
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NOTE: NOW YOU CAN GO TO BUDGETS MODULE TO COMPLETE BILLING AND
PAYMENT DETAILS
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Chapter 7:
Cataloguing Module

This module is used to do cataloguing of the books either:-
1. Recently purchased using Books Purchasing Module or
2. Books already exist in library (Retroconversion)

This is a direct entry of books form where complete details should be feed. Library
administrator can create Data entry format for each document type using “Data
Entry Format” form given under LIBRAY ADMIN Module. In data entry format, desired
fields must be selected which will be visible during data entry of books in this form.

NOTE: Before creating new record for books, it must be checked for duplicacy as
title records may already exist entered by any library participating in the same
group/instance of the software.

NOTE: Once start typing the title in the text box - software will match with already
existing titles saved earlier, it it is matching then display the records and make sure
it should not be duplicate. User need to add their copies under the same record
already created by other libraries.

v 0O Wt 4 Taw w Zawe » + o
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Digitization of Libraries
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4 m:"m:! W - is an e-Library Management System has been developed for Autamation and Networking of Libraries using
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7.1: Direct data entry of Books (Retroconversion)

This form is used to add new books records along with purchasing details and
copies - all three things on the same form. Libraries can use BOOKS PURCHASING
MODULE to procure the books in library in work-flow manner. In such case, this
form is not used for data entry.
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However, in case library opted not to use BOOKS PURCHASING Module and decide
to make entry using this form or books already exist in library - this form is used to
create new catalogue entries of the books and other type of materials except
SERIALS AND MAGAZINES.

During creating new entry of book, it is necessary to keep the book with you or you
must have all details. The fields which are marked with * are mandatory. Books entry
must be as per Cataloguing standard. e.g. Surname, Fore Name. Before making entry
of title, better to check duplicate if any.

How to Check Duplicate Titles

Before making data entry of new books, sometimes you may need to check weather
title already saved or not. As NextGenLib software is unique where many libraries
can participate in the same instance of the software with centralized database,
therefore, catalogue entries are made by various libraries but are saved in the same
Table. It means if a library has create a master catalog record entry of a book then
other libraries in the same instance can use this entry of title and no need to re-
create it again for the same book. Software does not accept duplicate titles.

Therefore, before making entry of any book, first make sure that entry already not
exist. You can search by ISBN No or Title or other parameters given under search
pane.
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LI Delete Selacied Rowin) | Delete Cover Fhoto fram Selected Row(s| EI
M Gl 1itke ”gﬂ sn
: b i MARE 21 Compersion Format: & practical guide 1 g

[ evsse aot e-Livery Syt | Salect 10 ODebetn

Sadern Pywt Foveme | POt Foe v | Resy) Gross By E

Display Record: Typa MCR No / ISBN or Search in the Above Pane

4 R B ol TN SEe “e  Tes 0
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NOTE: In case Title already exist then display it and check in full as sometime title
may be same but book may different.
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Another solution is that you don’t worry for duplicate, start typing title of the book
and software will automatically match the title from existing database.

Enter Data and Press SAVE/UPDATE Bution to Sava/Update the Record

Monographs and Bocks v Booka ~ | Genersi Books

English  ~ Multh-Vol?* N+ Total Vol Format® Print v

Downdoad Record from internet
MARC 21 Conversion Farmat
Mother to Daughter

:
:

(8.0 2nd Revised Ed )

Country of Publication: * v
2026 YYYY {e.g. 2013)

W Be@olmL e s 2 Ee AN T o

-9

In above screen when M is typed in the title field - then it matches all titles and if
you find that title already existing then select the title and press DISPLAY button to
display the record details. Make sure book is same. Then in this case, no need to re-
enter the book, just remember its master catalog record no. which required to
display record in approval form.

NOTE: There are three parts on this form:-

1. Top part is for Catalog Details of the Book - it is mandatory to create Master
Catalog Record for each book

2. Middle Part is for Purchasing details (cost, vendor etc.) and Optional

3. Third and bottom part is for adding copies of the book - mandatory

Data Entry of New Title - Create New Master Catalog Record

This top part of the form is used to enter details of the new book to be purchased
by library. Cataloging data may be downloaded from internet, if available. Before
making data entry, user must check for duplicacy if titles record already exists. As
the software is used by other libraries therefore, there are possibility that books
records may exits already in the database.

While starting typing of books title - the software will match it with already exiting
record of the same book. If it is so then record should not be created new rather
display the existing record and go for next step.
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How to Create a New Title Record

e Enter Title and other details as per catalog standard

e Add Author with Surname first and coma and then one space and then fore
name

e Write all Editors in the Editors field, separated by semi-colon

e Enter Edition, if any

e Enter Publisher - when starting typing publisher name and after typing first
letter - wait for a second - then all matching publisher will appear - select
book publisher from list. In case, new publisher then type it and it will be
saved from here.

e Add 4 digits year

e In case Book is multi-volume then select YES from drop-down of muti-
volume

e Upload Digital Files with each record
o You can upload pdf or other digital files on this form. You can upload

content file in pdf

o You can upload Book Cover photo in jpg or gif / png format
o You can upload full ebook file in pdf or other format.

Then go to middle part which is for cost of the book

Add Cost Details

¢ In the middle part - enter Cost of the book after selecting currency
e Write conversion rates if currency is other than Indian Rupees

e Select Acquisition mode. New Mode can be created in Global Entries under
LIB ADMIN Module

67 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

e Enter Vendor Name - while typing vendor name - it will pick name
automatically by matching already saved in database.

e In case vendor does not exist then add new vendor here by clicking button

e Go to next part where you need to add accession number detials

mummmew - By DEMOUSER! For Library | DEMOLIB1 Dated: 1410772024

PART 2: ACQUISITION | PURCHASING DATA - OPTIONAL

Purchase (for Books| ~ 10 Currency” Indian Rupess ~ Ham Price * S878.00

ftem Cost{Rs) 5678.00 NOTE: In case, copy |s purchased using BOOKS ACOUISITION Module then cost can
not be changed here.

Owrect Accessioned
Click to Add New Veador

PART 3: HOLDINGS/COPY DATA

- Accession Multi.Copies with Single Click. NOTE: This Option must be selected  you wish to add multi copies of the
same book wm- Amatlon number generation
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A
[
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Add Copies in the Title

e Add Copy details such as accession no, date etc.
e Software will not accept duplicate accession number.

Edit the Title Record

e Search Books records in search pane with various parameters

e Alternatively, you can type Record no or isbn no in the search text box and
press enter to display the existing record

e Matching records will be displayed in the grid.

e Click EDIT button from grid of selected record - record will be displayed in
the form

e Make changes of details

e Press UPDATE button to save the changes

Delete Title Records

Search catalog records from search pane
Select the desired record from right side
Press DELETE Button to delete the record
Press SAVE Button to save all the three parts on single click.
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NOTE: In case copies have been added under title or title is used for adding the
approval then you can not delete the titles. For deletion, title should not have any
child record either in your library or other libraries in the same instance of the
software.

How to Upload e-Books

e While creating a new Title record or later editing a title record, you can
upload three files - cover photo file in image format, content file in pdf
format and e-Book file in pdf or any other format.

e While uploading any digital file - you need to select the one option out of
three to give permission to read the file.

o Permission to read books to public anybody
o To your Members only
o To members of other libraries in the same instance of the software

e On SAVE or UPDATE - file will be copied on the server.

e Uploaded files can only be downloaded by registered members on OPAC or
Mobile App after Login only as per permission set during uploading.
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NOTE: Multiple digital files can be uploaded under one title, one by one only. File
should be compressed so that it takes less space on server and can be downloaded
quickly. Big files can take much time during download.
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How to Add more copies

e First copy of the title is always added along with Title record.
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e In case you wish to add more copies of the same book then first display the
catalog record of the book in Direct Entry Form - u can display by typing
Record no or isbn no and press DISPLAY Button.

e You can also search title under Search pane where you can search titles with
more parameters

DirRecT DATA ENTRY OF BOOKS
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Once Record of the book is displayed then press ADD COPY from bottom
Enter details of the copy along with cost details (optional) if any

Press SAVE NEW COPY button to save the copy record.

In this way you can add as many copies under same title as you need

How to add copies in Bulk

On this form you can add multiple copies of a book by selecting option given on the
COPY PART of the form as shown in below screen:
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Display Catalog Record of the book if not already displayed

Press ADD NEW COPY Button

Go to COPY PART of the form and check the option - Multiple copies
Enter Alpha device only in Accession Series Field, if any (Not mandatory)
Enter No. of copies to be added as quantity

Enter First accession number in the Acc.no text box - next accession
numbers will be added in sequence but in case any acc.no already exist
within the range then next blank accession number will be assigned

e Press SAVE NEW COPY Button to save the records

How to Edit Catalog Records

e Display catalog record either by entering Record No or ISBN No in the text
box and press DISPLYA button.

e Record can also be searched under search pane given on the top of the form
where you can search existing titles with various parameters and Boolean
operators. Once result appear then click EDIT button of desired record -
record will be displayed in the form

e Change the details

e Press UPDATE Button to save the changes

NOTE: In case you have added a title record then you can update its all fields. But
in case title records was created by any other library in the same database then
you can update title except ISBN AND TITLE Fields. In this case, if you wish to
modify the ISBN/TITLE of the book (if spellings are wrong etc.) then you can send
the mail to library who has create this record by pressing a button display there -
SEND MAIL TO CREATOR OF THIS RECORD. This has been done so that record can
not be over written by any other library by mistake or advertantly.
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NOTE: Title Records (Master Catalog Records) are shared among libraries
participating in the same instance of the software.

How to Edit Copy Records

e Display main catalog record by typing record no or isbn and press DISPLAY
button

e Record can also be displayed after searching in the search pane

e Once record displayed - you can see all copies in the grid at the bottom of

the form
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e Select the copy record from right of the grid
e Press Delete copy record (s) button
e All selected copies will be deleted along with their purchasing details

NOTE: In case copies have been issued then can not be deleted. In such case first
delete all circulation transactions of the copy in circulation module and then
delete copy.

NOTE: In case you wish to delete TITLE Record - then first delete children records
of the title, its copies circulation transactions, copies and purchasing records then
you will be able to delete catalog record of the title. But in case title is used by
other library in the same instance then you can not delete the title record.

7.2: Change Copy Status

This form is used to change the status of the copies of the books entered because
sometimes copies may be lost or damaged, etc. The master data of copy status are
managed under Master Data module where new status can be entered.
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NOTE: Status of Issue / Return is done automatically under circulation module and
library staff can not alter status of copies issued.

How to Change Copy Status

e First of all you can add new status in the Global Data Form under LIB ADMIN
module if required.

e Search copy records by various parameters

e Select copy or copies from right side of the grid

e Select New Status from drop-down

e Press Update Status button to save the new status in selected copies records
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Add Remarks in Copy Record

e In case book copy is lost and member has paid the amount then you need to
change the status of copy - Lost and Paid

e Then add remarks of this copy with payment details made by member
against loss or damage. For this click Add/Edit Remarks button from above
screen and enter details

e Press Update button to save the remarks

7.3: Stock Verification

This form is used for completing the process of Stock verification where attendance
of each and every copy is marked in the software on this form. Once attendance is
marked for each copy then reports can be generated for list of copies not marked
and found mis-placed.
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NOTE: Provision is given for making attendance in bulk using processing of files with
list of accession numbers in excel or CSV format.
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Steps for Stock verification

e Open the Stock verification form under CATALOGUING Module

e Enter four digit year and press INITIATE Button

e Then enter Accession no, one by one and press enter - attendance will be
marked and message will be displayed every time.

e In case any accession no coming again - message will be displayed that this
accession no already processed - in this case you need to check whether
same copy pick again or there is duplicate accession no.

e Accession nos. in bulk can also be processed where you type the accession
nos separated by semicolon. E.g. 12;15;82;83;90...

e A file of csv or excel sheet with single column without header can be
created where acc.nos can be saved. This file can be processed on this
form.

e In case, library has barcoded and then barcode reader can also be used to
process each accession no, one by one.

e After making attendance report can be generated for un-traced books which
can be submitted to authority for approval.

NOTE: There is a facility on this form to generate print of the accession nos in bulk
for manually marking accession nos.on paper sheet and then making attendance in
the software. This can be printed by clicking button - GENERATE ATTENDANCE
SHEET
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7.4: Barcode Generation

This form is used to generate the barcode of each accession number to be pasted on
the books at three places. Spine labels can also be generated on this form. The
barcode can be printed either on Laser printer or using barcode printer.
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BARCODE GENERATION
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Barcode can be generated on Laser Printer as well as Barcode printer if later is
integrated with the software. For integration, please contact software provider.

How to generate Barcode Label on Laser Printer

76 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

Search copies with various parameters given on the form

Once result appear in the grid - select desired records from right side

Select Option - Laser Printer, Barcode Printer or Spine Label

IF Laser printer is selected then select Paper size from the drop-down

e You may adjust label margin (Left and Top only) by entering some number of
pixels and test print out.

e Press Generate Labels

e Labels will be generated as pdf document which you need to send on the

printer each time
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How to generate Barcode Label on Barcode Printer

In case, labels are printed on Barcode Printer then library needs to provide PRN
format of their label required to integrate barcode printer with the software. PRN
file needs to be taken from printer seller agency.

Download and install “PrintFile” utility from Internet

e Before using Barcode printer - you need to download and install “PrintFile”
utility from Internet and run its setup to install it in your desktop

e Search Google with the keyword “Download Print File” utility - following link
will appear

e Click below link to download
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e Double click the downloaded file for installation
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e Press Ok and Finish the installation
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e After installation, a shortcut will be visible on the desktop of your pc
e Double click the short cut (PrintFile) - a new window will be opened
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e Click SETTING from above screen - a new window will be appear
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e Select TEXT FILE button from bottom of screen mentioned above - click it a

new window will appear
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There are three options on the top of above screen - select middle option
(Send to Printer)

e Then press SAVE BUTTON to save the setting
e This setting will be done once only

Then whenever you click GENERATE LABELS for barcode printer - every time
a notepad file will be created and saved on your hard disk - open the file in

printfile utility and select your printer and press PRINT button to send it on
barcode printer.
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e Every time notepad file so generated need to send to printer using this
utility by browsing file. File generally are saved in download folder - you
may check it carefully where files are saved.
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NOTE: For any modification in label design - you need to get changes by printer
agency and pass the new modified PRN to software agency.

7.5: Managing Digital Files uploaded

This form is used to manage / delete /edit digital files (e-Books) uploaded into the
software during data entry of books and serials, etc. by your library.
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Note: On this form, permission may be granted to each efile for giving or not giving
access to members of other libraries or public, if not already given.
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This form is used to EDIT and DELETE the digital Files already uploaded. Files may
be uploaded during following activities:-
e Files uploaded with Books
Files uploaded with Journals
Files uploaded with Article Indexing
Files uploaded with News Items
Files uploaded with loose issues of journals
Files uploaded with external resources

How to Edit Files

Search the file with various options given on the form

Press EDIT button from results appear in grid - file details will be displayed
Enter File Label of flag, File description with abstract and File access modes
Press UPDATE button to save the changes
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STEP 2: Update Meta-Data of Digital Files

File Label/ Tog

File Description
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How to Delete File
e Search file with various options given

e Click EDIT button to display file details
e Press DELETE Button to delete the selected file

7.6: Edit Copy details

This form is used to edit the details of copy/accession no. already added under

library collection. Simply display the copy with typing accession no and alter details
and update.
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STEP 2: Edit Copy Details and Press UPDATE
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How to Edit Copy Details

e Type Accession no in the text box and press enter - copy details will be
displayed

e Or Search copies from search pane given on the top of the form, using
various parameters. Press edit button from desired record to display the
details in the form

e Change the details

e Press UPDATE button to save the changes

7.7: Edit Authors Names

This form is used to edit/rectify authors name, as authors are common and with
single record entered by any participating library. Sometimes, spellings may be
wrongly entered by other library staff then such corrections are done here.
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STEP 1. Select Author Name: lyer, Prakash (2) v
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How to Change Author Name

e Select Author Name from drop-down

e On selection - his/her details will be displayed along with titles exist in the
database will also be listed below

e Type Correct Name (As per AACR2) in the text box

e Select Title(s) from below grid to make changes in the selected records

e Press UPDATE Button to save new name of author in selected records

7.8: External Resources Entries

This form is used for entry of external resources / open access resources / Internet
resources either available free or paid. These resources are hyper linked as external
collection and list is accessible by library member using OPAC.

NOTE: Then entries made on this form should be approved by librarian under
LIBRARY ADMIN Module.
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ManAaGE OPEN ACCESS ENTRIES

fpad (nstructions +

Click to Search Exivting Records

Pross UPDATE Button to save the Changes if any..

NOTE: All entries saved here must be approved by Libralan in internet Resources Approval Form under LIB ADMIN MODULE.
a
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How To Add New Record

e I|dentify the External Resources (which may be open access, free or paid,
and useful links) from Internet

e Download logo of selected Resource

e Download any pdf file if wish to upload same in your library

Enter details of the Resource in the text boxes, Mandatory fields are marked

with *

Upload Resource Logo of appropriate size

Enter Resource URL

Upload file if any belong to this resource

Select desired Access Type to give access of this resource

Press SAVE Button to save the record

NOTE: Once saved the record - it needs to be approved by librarian in LIB ADMIN
Module

How to Edit Record

Search Saved resources in search Pane using various parameters given there
Press EDIT button from selected Record to display it in the form

Change the details

Select desired Access Type to give access of this resource

Upload file if any belong to this resource

Press UPDATE Button to save changes
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How to Delete Records

e Search Records from Search Pane using various parameters
e Select desired records from right side in the grid
e Pres DELETE button to delete the records
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Chapter 8:
Circulation Module

This module is used to manage the following:-
e Member Registration

Issue / Reserve / Return / Renewal

Transactions Search

Reminders

No Due Certification

o
)
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8.1. Form No.1 - Manage Members

This form is having following three Activities:-
e Create Member Categories
e Create Member Sub-Categories and define due days, entitlement and fine
rates / day

e Members Registration - Generation of Member Card, Barcode, Reports etc.
8.1.1. Manage Member Categories

In this tab - member categories are created with just name of the category.
Category may be as per parent organization. For example in a school - following
member categories can be created:-

STUDENTS
TEACHERS
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ADMIN
GUESTS

How to Add Member Categories
e Go to Member Category Tab of the form

e Enter Name of the Category
e Press SAVE button to save record

MANAGE LIBRARY MEMBERSHIPS

Mambes Sub Catagries  Membar Regestrasion

STEP1: Croate Momber Categories (Groups/Division'Saction)
Click A Ssarch Existmg Rocords

Enter Data and Fress SAVE/UPDATE Bution to Save/Update the Record

7]
||

I STUDENTS

B Q o w;ugx«,mq',.s.gig AN eam UNg 0N
How to Edit Member Category

Go to Member Category Tab on the form

Go to search pane

Press SEARCH button

Click EDIT button from desired record in the grid - category details will be
displayed on the form

Make desire change

e Press UPDATE Button to save changes

How to Delete Member Categories

Go to Member Category Tab on the form
Go to search pane

Press SEARCH button

Select desired records from right side
Press DELETE Records

NOTE: Categories in which member has been added can not be delete. First
remove all members from said category and then delete category.
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Catipmnon

STEP1: Croate Momber Categories (Groups/Division'Section)
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8.1.2. Manage Member Sub-Categories

This Tab is used to manage the Member Sub-Categories. Following sub-categories
may be created in a School, however, member sub-categories should be created as
per Parent organization nature wise:-

CLASS | to CLASS Xili

Member Sub Categries Member Registration

STEP 2: Croata Member Sub-Categories {Designations/Class)

Clich o Soarch Existing Records £y

Fiat Fine Rae

Verabie Fre Rate
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Va0

SIOUEIA Aeaen

H

ﬁiiiii

o W . BEWUEE L0 Ee A% vas 28 0

91 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

ENTITLEMENTS - It means the number or quantity of books can be issued to
members of this sub-category

FINE SYSTEM TYPE - There are following three kinds of fine systems in a library:-
1. NO Fine
2. FIXED FINE - Means fixed rates of fine per day for all overdue days
3. VARIABLE FINES - Means First 5 days Rs.2.00 per day and rest of days Rs.8.00
per day (For example)
NOTE: There may be different entitlements, fines etc. for different type of
documents listed on the form

How to Add Sub-Category

e Enter Sub-Category name e.g. CLASS XII

e Select Fine Type from drop-down

e In case VARIABLE Fine System selected then Enter number of first FEW days
in the text Box

e Define Entitlement - Enter Number of copies can be issued maximum for
desired type of document type listed

e Enter Number of Days book can be kept (DUE DAYS)

e Enter Fine Rate per day in Rupees

e Press SAVE Button to save the record

CLASS XII Fime System” Variable Fine Rate v (Rs.Day)

You have selected VARIABLE FINE Option - Separate Fine Rate for n no of initial Days and Then rest of Days regular Rate will

%

EntitlementNo. of Coples tobe  Due DaysiNo of | Rest of Dayn Fine Par
il Days Fist 7 | Days Fine Per Day Day
1% | £.00 200 g
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How to Edit Record

e Go to Sub-category Tab on the form

e Go to Search Pane and press SEARCH button

e Click EDIT button from result grid of desired record - details will be filled in
the text box
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¢ Change the details, if any
e Press UPDATE button to save the changes

How to Delete Records

e (o to sub-category tab on Member Management form
e Go to search pane and press SEARCH Button
e Select the desired records from right
e Press DELETE button to delete selected records
> 9 + 8 %

Member Categories Member Sub Categries Member Registration

STEP 2: Craata Member Sub-Categories (Designations/Class)
Clich 10 Search Existing Records -

e o e

Toest Recordini: 3

1ot Member Suh Categories .
1 Felit CLASS Xn | /]
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3 Edit Par

Select 1o Deletn

SIOUSIA Arean Va0

s o -
Enter Data and Press SAVE Sutton to Save the Record!
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NOTE: In case sub-category has been assigned to any member then sub-category
can note be deleted. First remove sub-category from members and then delete.

8.1.3. Manage Members Registration

This Tab is used to Register members with all details required.
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Pross UPDATE Button to save the Changes if any..
Organzaticnal Members v Plz Select Member type: Our Member / ILL Member / Guest
Type Mamber No and Submit to Display Member Record,

w

SUKHADA JOSHI

g

Of1, Add-

Jayashresdevifyahoo.com Phone No: Mobde No.:
2nd yr che student v OwrR .

SECTION CFFICER v
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How to Register New Member

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Enter Member Name with other details

e Select Member Category from drop-down. In case category not exists then
first add categories under Member Category Tab

e Select Member sub-category from drop-down-. In case sub-category not
exists then first add sub-categories under Member Sub-Category Tab

e Select ACADEMIC LEVELS (Class of standard in which student is student) from
drop-down

e Enter Admission date as dd/MM/yyyy format

e Enter Closing Date as dd/MM/yyyy format - Mandatory where any future
date can be assigned and later can be extended

Enter Mail and Mobile number where few online services are received.
STATUS should be CURRENT for new member. If status is CLOSED then no
book can be issued to the member

Upload Member Photo of smaller size

Press SAVE button to save the record

How to Edit Member Record

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Go to Search Pane to search the member with various options
Press SEARCH Button to search the records

Click EDIT button from desired member list - details will be displayed on the
form

e Change the details
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e Press UPDATE Button to save the changes
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How to Delete Member Record

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

Go to Search Pane to search the member with various options

Press SEARCH Button to search the records

Select desired member records from right

Press DELETE Button

NOTE: Before deletion of member - all his/her transactions should be deleted, all
reference in any table should be deleted first.
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Other Utliities based on above Results
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How to Delete Photo of Selected Members

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Go to Search Pane to search the member with various options
e Press SEARCH Button to search the records
e Select desired member records from right
e Press DELETE PHOTO OF SELECTED MEMBERS to delete the photos uploaded.
It will save the space on the server.
- 0 © + 8 %

Catipenon

Va0

cdn m,‘”‘b"' Membey Name  Category  SubCategory
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Other Utliities based on above Results
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s
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How to Reset Password of Selected Members

e (o to Member Registration Tab on the Member Management Form under
Circulation Module of the software

Go to Search Pane to search the member with various options

Press SEARCH Button to search the records

Select desired member records from right

Press RESET PASSWORD Button

New password will be delivered in the mail of selected members. In case no
mail saved in member record then password will not be notified.

v
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o
o
»
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NOC NI 1)¢ '
¥ 0 4

Kumar EMCH o l‘ll!f}ﬂn 13/08)302%
NtMﬂ Siogh TEAC NI‘“! A 13/87/3024 10/08)202%

N
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Other Utliities based on above Results E
Hﬁm‘ Salact Letter Tenplate v| Select NDC Format: Pdf Format ~

Ll v o s e

Select Type of Date: Admission Date v Eneter New Date in dd/MMiyyyy Format:

Wuam
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Change Class(Sub-Category) of Selected Members

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Go to Search Pane to search the member with various options

e In an academic library, say in school library, after students passed and
promoted to next class - accordingly their records need to be migrated from
existing class (sub-category) to new class (sub-category)

e This can be achieved with some tricks

e Either delete all members of 12t class and then shift 11t class students to
12t class. OR Create a Temp class (sub-category) and shift 12 class students
in Temp class.

e Search 11the class sub-category by selecting class from sub-category and
select desired member records from right side in result grid

e Then select new class from another drop-down of sub-category

e Press CHANGE CLASS OF SELECTED MEMBERS - all records will be moved to
new selected sub-category
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Print Member Cards

Select Type of Date: Admission Date ~ Eneter New Date
Design:

Change Detes of Selected Memben
Dnlgnl v Select Format: Pdf Format v Set Logo Dimension: Logo Height 0 Logo Width: 0
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How to Change Dates of Selected Members

e Admission Date and Closing dates are mandatory in NextGenLib at the time
of registration of members

e Admission date may be current date but sometimes Closing date not fixed
and thus can be given any future date.

e Sometimes, in academic libraries, members are registered class-wise and
Closing date is assigned for one year session. On passing the existing class
the students are promoted to next class. In this case, Closing date is
required to changed in bulk for selected members.

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Go to Search Pane to search the member with various options

e Search based on sub-category e.g. Class XI students and press search button.
All class XI students will be appear in result.

e Select all these students from right side

e Enter a new date of future or one session in the New Date text box in
dd/MM/yyyy format

e Press CHANGE DATE OF SELECTED Members
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Print NO DUE CERTIFICATE

L LR D s oy e S Select Letier Template: ~ | Select NDC Format: Pdf Format ~

Change Class (Sub-Category) of Selected Members
e sy

Change Dates of Selected Members

Select Type of Date: | Closing Date v | Eneter New Date in ddiMMlyyyy Format: 28/08/2023

of Selected
"

Va0

SIOUSIA A

Design 1 ~ Select Format Pdf Format + Set Logo Dimension: Logo Helght-0  Logo Width: 0
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How to Print Member Cards

e Member cards can be printed of selected members after search.

e Member cards can only be printed either on Laser Printer

e Go to Member Registration Tab on the Member Management Form under
Circulation Module of the software

e Go to Search Pane to search the member with various options

e One result appear then select the option :- Laser Printer or Barcode Printer

e In case Laser Printer is selected - then select the Design Number as there
are about 12 designs. Designs are added as per requirement of the library.

e Optionally you can enter desired text in the Text Box namely - ENTER TEXT
TO BE PRINTED ON EVERY MEMBER CARD

e Few of designs print cards on both side, back side may have rules. Library
rules to be printed on back of the card should be enter here in the text box
given. Rules must be entered in bullet fashion

e Press GENERATE MEMBER CARD of Selected Members button
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Change Dates of Selected Members

Select Type of Date: Closing Date v Eneter New Date in da/MMiyyyy Format: 28/00/2028

Change Dates of Selacied Members

Va0

.................................................................................

SIOUSIA A

Laser Printer Size (825 Lables)
Label Margins in Pixets: Top Margin: 0 Left Margin: 0

Y L LY AN vl it O

How to Print Member Barcodes

e Member Barcards can only be printed either on Laser Printer or Barcode
Printer

e For barcode printer - library needs to provide PRN file from printer vendor
to software agency required for integration of barcode printer with
NextGenLib Software.

e Go to Search Pane to search the member with various options

e Select the desired member records from result grid

e In case, Laser printer is selected then select the size of the label from drop-
down

e Optionally type some text to be printed on every barcode label

e Press GENERATE BARCODE LABELS

NOTE: Left And Top margin of the print may be adjusted with two text boxes given

in the same place where you need to enter some numbers as pixel and make test
for some printouts.
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8.2. Form No. 2 - Issue / Return / Renewal / Reserve

This form is used for issue and return activity where Member No. is typed and
accession no. is submitted for issue of the books. During issue, system checks
entitlement, due days etc. defined under sub-category of members.

8.2.1. How to Issue and Reserve Copies

e This Tab is used to Issue and Reserve the copy

e Enter Member Number in the text box and press enter - details of member
will be filled in

e Enter Accession number of the copy being issued

e Copy details will be filled in

e Press ISSUE or RESERVE Button

NOTE: Books can only be reserved if it is already issued to any other member
NOTE: On issue, message will go in email of member and librarian with due date
and other details.

NOTE: A copy will be issued after following four conditions are found true:-

1. Member account should not be expired.

2. Entitlement of member should not be full / quantity of books already issued
should not be equal to quantity of books to be issued less

3. Copy status should be available only
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CIRCULATION PROCESS FORM

Issue A Reserve Return & Renew Inter Libeary Loan Crodation

Issue and Reserve Documents

STEP 1: Display Member Record:
HELP: Type Mambes Number and prass Tab or Scan from barcode, 7
SURINDER SINGM
Sints Clrrent

Due Days 30 Already lssued 1 Over-Ride? N Mobile No
Admission Date 15072024  Closing Date 1008/2028

1 Nomore Issue it any copy is Overdue (Libeary Setting): N

STEP 2: Select Category of Documents & Display Doc Record: ©

|

Accession Number * 5 & Bliographic Level

B .‘r:-?'.ﬂ{*bmu,‘ﬂiﬁ AN Tae T8 0

8.2.2. How to Return / Renew Copies

Go to Return Tab on the Issue/Return Form under Circulation module
Enter Accession number of copy to be returned

Check the details and Fine calculated if any

Press RETURN Button to return copy

On Return - mail will be delivered to Member as well as to Librarian

In case Fine is implemented in your library and you have entered fine mode
and Rates of fine per day in MEMBER SUB-CATEGORIES in Manage Members
form - then fine will be calculated on return time.

e In case you wish to RENEW Copy if already issued to the same member -
then after displaying copy details - press RENEW button - on renewal due
date will be extended as per DUE DAYS saved in Member sub-category
starting from current date.
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STEP 1: Selsct Category of Documents & Display Doc Record: ©

Bib Lavel Mooogiupha and Boces « 8

Document Category Ceneral Looss

e ots. Methodciogi

?

| ;

2200712
02/08:2

Exempt No.of Due Days
- Sand

Current Status Language ENG
STEP 2: Circulation Data

028 Issue Time 14.07:27

024 Fine Due (Rs) 6500

HELP: Type here No. of Due Days 1o be deducted from Total Due days

Mail  Send SMS?

Fine To be Collected (Rs)  64.00

Appi! Tools, and Applications: Concepts, Methodologies, Tooks, and
Applications By Tiako, Plerre F, New York, IGI Global. 2009, 678p

Due Date 21002024 Return Date 0302024 Return Time 10:44:01 AM

ISBN: 9781605680018 No GST ‘\
&
|

Exempt Total Fine?  Exempt Fine? 2
Over due Days; 13
Ganerate Fine th NaCe

g

STEP 3: Membar Record:

e TTT—— =
CT < - o oy
PP .. - . [P [P O R SR gy PR v

@ a >V =PBER oML L 8 Ee L

How to manage Fine for Overdue

Fine is calculated based on settings entered in member sub-categories
Fine is calculated at the time of Return only

There are two text boxes on Return form - Fine Due and Fine Taken. For
example, sometime fine due is Rs.68 but member not having money - or
member having Rs.10/= only. So in this case, Fine Taken should be entered
Rs.10.00 only.

On Pressing of Return Button - if overdue fine exists - then a payment
receipt number is generated. When fine is taken short of due fine - then
receipt status will be set to PENDING.

Fines taken - all records with pmt receipt no. can be managed in RECEIPT
MANAGER Form under LIB ADMIN Module

There is another facility - on RETURN Form - there is a check box with the
option -“Waive off Fine” by librarian. This will be recorded in the
circulation transaction record that fine was due but waive off by librarian.
Librarian should have standing approval for this power.

Fine receipts can also be downloaded by member using OPAC or Mobile App
after login.
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HELP: Type hare No. of Dus Days 16 bs deducted from Totsl Doe days  Over due Days: 13
Generate Fine Receipt

| Rest of Days Fine Per Day: 500  Receipt Size x mm ‘
Adm Date: 1507/2024  Closing Date: 10/08/2025
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NOTE: In case copy is reserved by any member and when same copy is returned at
circulation counter and if it is reserved by one member of more than one member
then at the time of return - message will be popup that this copy is reserved first

by this member and then by this member..so on.

How to Manage Payment Receipts for Overdue Fine

e Once Copy is Return with Fine, if any, then a Record of payment/Fine is
created automatically in the name of the member with unique Receipt ID
which is displayed as a popup message during return.

e In case Fine is taken short of what DUE, then rest of the fine can be taken
later (before issuing NDC) and this PENDING Record status of Payment needs
to be updated in Receipt Manager Form under LIB ADMIN Module

e So Go to Receipt Manager and search Pending Status records or search all
payment records for a particular member by selecting his/her name from
drop-down
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Oatasson
AYMENT RECEIPTS
[ CicktoSeachEsistingRecores 0 €3
I soroecsoonn viTotalRecods)2
Momber No 2 o
Momber Name Surinder Singh Z

TEACHERS

g
STEP2: Enter Data and press SAVE to Save Record. <
Payment Received For: v E
In indian Ruppes
Amoum Received PericdYear
Cash v Cheque No Date Transaction No.
# a- s W2 B0 OEE LD Ee AN vam o070
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STEP2: Enter Data and press SAVE to Save Record.

R d For. Overdue Fine v 1§ Pending

Amaount Received 100.00 ForlodYenr 2024

v Cheque No Date

Looss Security
fan Accession No

Issue 0  Deposit

03/09/ 2024 Pending
3 fditz 615.00 41500 12/00/3004 1024 Paid () a
Marbinshiz
T Fdit 1200 00 1000 00 12002024 J024 Pending Rasssral 1
- ) o nn
Q P ' = ﬂ E * @ ﬂ ﬂ S LS 3 ! L 3 A TR a8 Q

e View the Records at the Bottom of the form after selecting Member name
from drop-down

e Click EDIT button of pending Record - details will be filled in the form

e Fill Amount taken/received in full with other details

e Press UPDATE Button to save the changes - now amount due and amount
received are same and record status becomes PAID.
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STEP2: Enter Data and press SAVE to Save Record.

Pay R d For: Qverdue Fine v |6 Pending

.........

Amount Received 160.00 [Parlcd/Year 2024

v Cheque No Date
Get Acceasion Number Detads

Transaction No.

[Dvhhhb:bdﬂﬁeoﬂh 4MF\A&A‘I‘M¢¢WMMR«:«&

Looss Security Rexetved  Recsipl
S tan Accession No Amount Dise Amsumt Secreves! 1l Persod ] Y Stat U
e Issue 0 Deposit , - Uneaad - Fowr Mo,

Pending Fine

1 Edite b

02/00/2004 024

7 fditz 615.00 a1%00 12/00/3004 2024 Patd T a
- Martinrshiz
T Fdit 1200 00 1000 08 1/0N/2024  J024 Pending N 1
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8.2.3. Inter Library Loan Requests

This Tab is used to issue and return of documents on Inter Library Loan. The book
is issued to another institutional Member - thus member or Institution should be
registered first in Member Registration form with Member Type as INTERLIBRARY
LOAN

Catipmnon

MANAGE LIBRARY MEMBERSHIPS

Membar Categories Memter Sub Categnes Member Regstration

STEP 3: Momber Registration Form
Click o Ssarch Existiog Rocords L3

Enter Data and press SAVEUPDATE to Save/Update the Record)

Va0

FLP: Type Member No and Submit to Display Member Record.

SIOUSIA Aeien

v OverRide? No ~ I
M Q s "o BEK oEO 4 &8 8 AN el ot 0

NOTE: Books can also be issued to Guest Members who has been registered with
the approval of Librarian in Manage Guest Member Form under LIB ADMIN Module.
In this case, member should be registered as Guest in above form.
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8.3. Form No. 3 - Circulation Transactions

This form is used to search transactions based on various parameters as given in the
form. The form also provides options for generation of various reports.

CIRCULATION TRANSACTIONS

STEP 1: Select Category of Documents OBooks and Bound Journals ®Looss issues

View Overdue floms Afer. | .Dly!

Select Latter Tomplate: v

Total Record(s); 461 IE

a- LERZBLTCeT % ED SR

e Load form “Circulation Transactions” given under CIRCULATION MODULES
e Select Parameters based on search is performed.
e Transactions can be searched separately for Books and Bound Volumes of
Journals as well as for Loose Issues
e One result appear then various reports are taken:-
o Summary Report
o Details Report
o Workload Report - to show statistics of the work done at circulation
counter
o Most Issued Books - Number of books issued in descending order
o Top Borrowers - List of Borrowers based on number of books issued in
descending order.

How To send Reminder For Overdue Books

e Press VIEW OVERDUE AS ON TODAY Button - list will appear in grid
e Select Letter format and generate the Reminder in print format
e Reminders can also be delivered on member mails if registered

How To send Reminder For Overdue Books in Advance

e Sometimes library needs to send overdue notice in advance, say 5 days in
advance to remind the member to return books before ourdue
e Enter value as no. of days in the text box
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e Press OVERDUE ITEMS AFTER..
e Select Letter Template for Over due Notice.
e Then take print of the overdue notice or send in mail

‘
(o]
+
o
»

Slep2: Select Optional Parameters from above and press SEARCH

Search 'MMmmambﬁy | Most Issued Books ! Top Borrowers:

View Overdue Rems After..

Select Letter Template: o

Toesd Recorany: &

@ a- T =BOWOEE Lo Eg A vl it 0

8.4. Form No.4 - Manage Payment Receipts

This form is duplicate, which is already under LIB ADMIN module accessible to
Librarian only. The payment of various kinds taken from members are managed on
this form. Payments for New Memberships, Member Renewal, Lost of Books, etc.
can be taken by creating a new record. While payment taken against OVERUDE
Fines are created automatically by the software during return of the book if fine is
due.

O

~ TYotal Record(s): 2

STEFZ2: Entor Data and press SAVE to Save Record.

Paymant Recerved For: -
n indian Ruppes

Amount Recstved Feriod/Year
Cash ~ Cheque No Dnte Trangaction No.
e w=-mn ! w o ﬂ q & g Q - - "-:‘ o= l»b)‘l‘l::. |
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How to Generate New Payment Record

e Select Member Name from drop-down

e Enter payment details in the form

e Select Reason of taking payment from drop-down

¢ In case payment is being taken for loss of books then enter Accession no. in
case of books or bound volume of journals or Item Id in case of loose issue
of journals

e Press SAVE Button to save the record

How to Search and Edit Payments Records

Go to search pane on the top of the form
Select parameter for search

Enter value of parameter selected

Press SEARCH button.

You can search all records without giving parameter and just press search
button

e Once result appear then press EDIT button to edit the record

lo Search Existing Reco

HELP' Sedact Paramelsr from bekw snd press SEARCH button

Recegt 1D Merner Nummbey Membar Name ACCussion Numts g
Loosa lssue 0/ Copy 1D Paymom Recaned For v | Stetes -
Faprrant Dads Frore D ™=
Selet Compoary v  Sakez Sub Categuny - g
Tt Reczrang) 3 “WM} E
S 5 ’

T Edn 100000 12/00/3004 3034 Penting iy
2 Eins 155.00 155.00 12/08/2029 1024 aid biro 2 T
1 b2 61500 81500 12/08/2004 2024 Faid Fie 248 g
4 FEdna 3.00 a5.20 n/0e/2034 1024 Paid Fian 2 g;{a""
s Edns 160,00 100.00 0X/00/2034 1024 Pending  Flan ares Pracas
ofan -
» 4 S - ~ i _ 6
- “ o W - BE o o ¥] L2 s ! < " Tow owosarae B <]

NOTE: There are PAID status of payment records if amount received in full, or
PENDING if payment has not been received full. Records can also be searched
based on status also.

8.5. Form No.5 - Import Member Data from Excel

This form is used to import member data from excel sheets.
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IMPORT MEMBERS DATA FORM

Read Instructions Ssfors Data Migration

STEP 1: Browss Excel Flle

Browse Excel File Choaso Flis No fis chasen m"‘“""‘" =
STEP 2: Delete Un-Wanted Column and Rows from Grid
Sslect Column 1o Delete: g
- a s W BEXR OGCEADT 5% &2 8 e @& AN vae e 0

The excel must contain the data for mandatory fields as given below:

Member No.

Member Name

Category

Sub-Category

Gender (M/F/0)

EMAIL

Admission Date (MM/dd/yyyy) - in 10 digits
Closing Date (MM/dd/yyyy) - in 10 digits

Besides, other columns may also be accommodated if given in the excel file. During
migration, default values can be given/selected for mandatory fields.

How to Import Member Data from Excel

e Step 1 - Browse Excel file saved in your desktop
e Step 2 - Press Read File Button to read the uploaded file - on reading all
available sheets in excel file will be filled in drop-down
e Step 3 - Select Sheet from drop-down in which records are seen in grid
below. Sometimes blank sheets may also be available in excel file
e Step 4 - You can delete rows or column if you wish before migration
e Step 5 - Map all available columns with the database fields listed in the form
o In case Member Categories and sub-categories already added in
software then write same categories in the excel. In case categories
not saved in excel then write the category name in default text box
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on the form against member category and sub-category. These names
will be saved with each record
o Admission date and closing date must be MM/dd/yyyy. In case, note
saved in excel then one date may be written in default text box
which will be saved in all imported records
e Press VERIFY RECORDS - it will generate a text report where you can see if
any mistake is there in any record.
e Finally press MIGRATE button to migrate in database
e Once members migrated then you can verify few records, and can edit
record if required.
e On Migration - Password will not be created, therefore, u need to search all
migrated records and create password to be sent in mail by pressing RESET
PASSWORD button under search pane.

STEP 3: Map Column Name with Database Fleld. Select matched Column from drop-<dwon. Ender Default Value if mandatory Column not
exist in EXCEL.

SelectEntor Ao

Defauit Value
Must be Unique for every member ( Numeric Only or Alpha-Numeric . keep
Alpha Character in CAPITAL LETTER / Do net use spl, characier and No Space.

v ©.9.; NJ456 Must be Unique for every member / Numeric Only or Alpha-Numeric

- keep Alpha Character In CAPITAL LETTER / Do not use spl. character and No
Space. ¢.9.; NJ4&56
Do not use Salutation (MriMRs etc. ) and Dont use DOT (). Write full rsame Onle.
©.g Rakesh Kumar Kapoor

Select Excel Column arks

Va0

i
£

Member Catagory must be and In Capital Letter, Write Category
Name as Default Value If Categories are not included in EXCEL Sheet. Default
Catagory name will be added in all the Mamber Records e g STUDENTS or
TEACHERS or ADMIN, etc.

Member Sub-Categery must be and in Capital Letter Write Sub-
Category Name as Default Value i Sub.Categories are not Included in EXCEL
Sheet. Default Sub-Category nane will be added in all the Member Records,
©.g. CLASS 0A or TGT or UDC, etc.

M=Maie

G W 2P E®WCEHD S &2 E g A% val ,,i%e 0

< <
SIOUSIA Areen

Member Category v

Member Sub-Category v

o

After Migration, a report is displayed for details
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Chapter 9:
Serials Module

This module is used to manage journals/magazine/newspapers subscriptions in a
library. Following forms are used:-

Form No.1 - Add New Serial Title Details
Form No.2 - Manage Serials Approvals
Form No.3 - Manage Serials Orders

Form No.4 - Manage Subscriptions

Form No.5 - Manage Schedule

Form No.6 - Receive Loose Issues

Form No.7 - Generate Reminders

Form No.8 - Manage Bound Volumes

NextGenlLib

Digitization of Libearies

Comvert Tradians Likraries ta o Libendios

M a s "B olE % &2 8 o AN TAR L 8 '3-
9.1. Form No.1 - Add New Serial Title Details

This form is used to add details of new serial title if not already exist. Library staff
should search for duplicacy and check if title already created by any other library.
If already created then use its MCR No. to display the title for verification.

Load Add New Serial form under SERIALS Module

Select Material Type from drop-down - Journals / Newspapers
Select Document Type - Newspaper, Journals, Magazines etc.
Select Language of the Title

Select Format - Print, Electronic or others

Enter ISSN No, if any
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e Enter TITLE - while start typing first letter in the Title text box - software

will match if already same title exists as there may be possibility that same

title already entered by your library or any other library in the same

instance. In case, Title exactly matched then you can display matched title

to verify further.

Duplicate Title will not be accepted

Enter other fields

Enter Place of Publication and select country of publication

Enter Publisher name - in case already saved in database - software will

match it

Upload Cover Photo Image, if any

e Upload digital files if any and define access permission to read and
download the digital file to be uploaded

e Add Serials History if known

e Add Subscription Details - Select YES against subscription if currently
subscribed

e Press SAVE Button to SAVE the record

ADD SERIALS TITLE

[ Click to Ssaruh Existing Resords £2

Display Record: Type MCR No / ISBN or Search in the Above Pans
LSRR e oo | o]

HELF: In case no Meids are displayed to Entar Data - Create Data Entry Format for Selectad Doc type In LIBRARY ADMIN Moduis,

Enter Dala and Pross SAVE Button to save the record..
Qm. v Periodicals ~| Jowrnals v

English  ~ Fermat® Print v

a LeEB-EYYGCeTweE i L
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Choose Flle | No fils chosen Upload pdfimage! TIFF/movies'mpd/imp3 flles. Only C:
Compliant with Copyright Act of India)

LR U BNl Access to Public . Access to My Members Only - Access to All Members in my Cluster
Sartal Siact History

CIoN Chom -
N =

Full Text?
Serial Subscription History

EN- COW CIoW -

ABOUT US USEFUL LN

& a o W= BEO® HET 4 &2 8o AN ram oty
How to Edit Serial Title

Go To Search pane given on the top of the form

Search existing serials title by using various options

Click EDIT button from results - Title details will be filled in the form
Change desired data

Press UPDATE button to save the record

NOTE: Title can only be deleted if no library using the title for subscription and no
child records exist

9.2. Form No.2 - Manage Serials Approvals

In case, you wish to subscribe the title then below steps are required. In case you
do not wish to subscribe the title and just wish to add bound volumes then you
may go on Manage Bound Volumes Form.

You may need to take approvals every year for new title as well as for renewal of
subscription

This form is having three tabs for the following steps:-

Tab No. 1: Add Serial approval details for each title every year

Tab No. 2: Generate Approval and send to the Library Committee for approval
Tab No. 3: Update approval record as per committee approval/rejection
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MANAGE JOURNALS APPROVAL

Add Approval
Search Record (5): Type Search String In Text Box and Pres ENTER

e
=
S
S
L
-
=
=
i
v
[}

In Cat Number v | All Words v OR BSearch Currently Subocnbed Titles only for Renewal
JOURNAL OF AGRICULTURAL v

Total Record{s): 100

2217

JOURNAL OF AGRICULTURAL »

Incian sgriculture ressarch institute New Debst; New Delhi, India

Entur Data and Press SAVE Button to save the rocord..

o
|

Approval Date Subs Year Copy™
..... £y Indian Ruoeses v Ham Ceost” Aca Mada: Subiscriotion (Sarials) v -
a teB-BYToenuwne o L

Tab No.1 How to Add Approval Records

e Go to Manage Approval Form under SERIALS Module

e Go to First Tab - Add Approvals

Search Title by various parameters. Or just press SEARCH button - last 100
records will be displayed in the drop-down

Select desired title from drop-down

On Selection - title details will be displayed below

On year basis - approval can be added one time in a subscription year

Add Approval number which should be unique and not already used.

Add other details including subscription year in yyyy format

Press SAVE Button to save the record

NOTE: To club many titles use same approval number.
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v.| © MatestATuntaven ¥ | P - 0 X

& o T3 metgeriizumidmmaSenakl foumdsis e s

Add Approvals Gererale Approvals Update Approvais
Add Approvi

Search Existing Record (8): Type Search String in Text Box and Pres ENTER
i Cat Number v At woras v (SR

LR LR e Search Currently Subscribed Tities ondy for Renewal

JOURNAL OF LEGAL AFFAIRS v

Total Record{s): 5

Va0

JOURNAL OF LEGAL AFFAIRS: Journal for Lawyers.
Shanti Bhusan Sharan and Gopd Nath
Incia Law House: New Deihd

SIOURIA Aresen

Entor Data and SAVE or UPDATE

o
|

WPS/2024112 Approval Date Subs Year 2024 Copy* 1
Indian Rupees v Item Cost® 500 Acq. Mode:  Subacrigtion |Serals) v
Status Recommanded Date
Q- > T2BEO® CET 4% %S E e N A% vam L0 0

NOTE: The saved record can be seen at the bottom of the form - and it can be
deleted if further not processed. It can be edited before going to next step.

NOTE: New Record status will be REQUESTED

- O = * 4+ o -
“ a
Subs Year 2024 Copy™ 1
Acq. Mode:  Subscrption {Senals) v
g Z
SN e Approval No
1 EOW whS 72024/ 22 E
E

Detete Bolected Approval Record(s) Seiect Report Format: [TIZTrTIRY | summary Report Fult Repant

ADOUT US USEFUL LINKS DISCLAIMER CONTACT US

& a- > W= BEW CEE 4 &0 8o O T
Tab No.2. Generate Approvals

e Select the Approval Number from drop-down

e Select the Committee from drop-down. In case committee record not there
then you need to create committee record in Manage Library Committees
under Master Data Module
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e Press Process Button to submit records to the committee

e Take Print - select Letter Template for Journals Approval from drop-down
and print format to generate print. In case, Journals Approval Letter format
not created then create it first under LIB ADMIN Module

e Now the status will be SENT FOR APPROVALS

Tab No.3. Update Approvals

e Go to third tab and select approval from drop-down

e On selection -details will be filled in

e Select selected records from right side if Approved. Rejected records should
not be selected

e Enter quantity approved

e Press UPDATE Button to save the records

AsdApprovals  Generate Approvals
Update Approval
Select Approval from Drop-Down and Process it

TR T TR - | o]

Books Approval Committee v

L —
HELP: Chedk the Record If Approved, Un-Check tha Record If Rejected - Press UPDATE Button

Va0

SN Title Subin. Yoar Sewtea Copy Proposed  Copy Apgrowed an

1 JOURNAL OF LEGAL ATTARS pron SustForApprovel 1 . —

Selest 11 Appurnved

SIOUSIA A

- o W aBEO® oHT 4 &2 E e N AN vl N0

0

9.3. Form No.3 - Manage Serials Orders

This form is used to manage the journals order. The form is having two tabs:-
Tab No. 1 - Add Order details in the record approved by library committee in last
step

Tab 1 - How to Add Order Number

Select Approval humber from drop-down
Enter Unique Order No not already used
Select Records from grid

Press ADD OREDER NO IN SELECTED RECRODS
Then go to next Tab - Generate Orders
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WPS/J2024112 v Approval Date: 03032024 Commsttee: LECOM1

Order No* WP2202412

I  Vaninors i

Add Order in Selected Records] | Cancel Delete Order From Setected Rocord(a)

SN Title Sabs. Year Copy Proposed Copy Appd Copy Orderet

1 JOURNAL OF LIGAL AFFARS pm——— . -

i wWBEe®eme L 280 A% vam N0 0

Tab No.2 - Generate Order and send copy by post to the selected
vendor.

e Select Order Number from drop-down

e Type Vendor - it will matched with saved vendor. In case no vendor exists
then first vendor in vendor directory under Master Data Module

e Press PROCESS button

Select Order No from Drop-Down and Process it
o
Tl v s s

swtect Print Format: [TTLTSUIRg | Print Orcier Lint  Saloct Latter Tompiate:

Yotal Record{s): 1 L]

HELP: All Records will be processed!

M Titke Sube Year Ovder Mo ecdat 1late st = Copy Moposed  Capy Apgeswved  Copy UrSessd

| JOURNAL OF LEGAL AFFAIRS 2004 WS4 ' 1 '

"Q' é‘a~;g!¢9nﬂ_‘>-.‘-2g‘ A‘:foa.am.‘"n::.a
e Now status of the records will be Ordered

e Generate Print copy of order by selecting letter template if already created.
e Select Print format and generate Print of the order
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9.4. Form No.4 - Manage Subscriptions

This form is used to save the subscription details of every journal title ordered in
last step. In case, it is renewal then data can be fetched from prev. year.

MANAGE JOURNALS SUBSCRIPTION

Add Subscription Record

STEF 1: Search Record (sj: Type Search String In Text Box and Pres ENTER 7 Display Title Details

I Cat Number | AllWords v| E28aarch Saslals Ordernd suring Clerent Year Cnly m

INDAN JOURNAL OF CHEMSITRY SECTION A  + Fress Enler Total Recordi(s): 43

How to Add Subscription Details

e Go to Subscription details form

Search the Title with various parameters or press SEARCH button - last 100
titles will be filled in drop-down

Select title from drop-down - all details will be displayed

Select Subscription year from drop-down below title details

Enter details in text box with correct dates and figures

Press SAVE Button to save the record

NOTE: This record can be edited in the same way before generating schedule in
the next form
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Enter Data and Press SAVE/UPDATE Button to Save/Update the Record

01012024  Subs End Date’ 3111272024 First issue Date” 0120172024

Quarterty (4/12) ~ No of Yol in One Year 1 No of Issues Every Year" 4
Start Vol No 28 Subs Start lasue No 1

Insus Continue? N~ Capy Subs No 34262

* Mardatory Fesidy

Save | Cancel " Get Datn From Prev Year

e e o

| Q- %';ag“0u°‘>"e!‘ "l:‘"".mos;?:.g

9.5. Form No.5 - Manage Schedule

This form is used to generate the schedule of every journal ordered based on
subscription details entered in the last step.

202~ | Titles Being Sudscribed in this Year: 16
JOURNAL OF BlOiECHNOLOGY

226
JOURNAL OF BIOTECHNOLOGY

anand kumar

medical callege; jaipar

Subscription Detalls

1204/2023 Subs End Date 12/04/2023  First Issue Date” 120412023 @1
Mantiwy (1217 Vol Per Year 12 Insue Pec Year" 12

Start Vol No 12 Start issue No 12
Issue Contioue? 1 - Copy 12 Subse No

iy G ﬂ - ﬂ Y ’ L ‘ & * g . ‘:‘ Tiie omu.,:‘:;o
How to generate Schedule
e Press GENERATE Button given on the bottom of the record details

e Software will generate schedule of loose issues date wise based on the
subscription details saved in prev. form
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e After generation of schedule - u can edit a particular records and can
modify dates etc to adjust it further.

e New Records can be added manually ty typing details in below form and
press SAVE record.

e Two records can be merged - delete one record and edit remaining record

€ O % sestgeriiecomidemoSenah foumescted s s & o & 1

—
| Deletn Setocted Records Roponl-’nmmm' Ruport WM

Far Vobuma No Issue No Part No o«:_um Sunb Year Copy Orderd
Lelitam 0100 (U2

Edit 20
Edit 20
Edit2s

01340024 01040024 nu 1 N
DAL ] 0107024 o 1 N
LALSr 2] U4 ] 1 N

- e w|-
- - oW

Sefoct to Dedete

Va0

Swus: N = Not Recelved / Y= Received | P = Not Pubished / X= Credit Nole Received

Update Loosue issue Details

28 Issue No Part No Issue Date 00002024 Due Date 010172028 o
N (Type any from:N(P/X)

SIOUSIA Areien

| upgate | cancet | Detete

o

s W 2BEWOCEO 4w x2 8 R Ty
How to Tag Record Not Published and Not supplied

e Select desired record and press EDIT Button - details will be displayed in the
text boxes

e Enter N for not published or X = if not supplied and credit note/amount
received from supplier

e Press UPDATE Button to save changes

e These tagged records will not be included in reminder to publisher
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-

| Delein Selected Records Ropoﬂl-‘ommm' Ruport u

far Vobuma No Issue No Part No

Copy Ordernd Sttus
1 Lditas 1 VUM VoM nn 1 “
1 Editan ? 0142024 01042024 P 1 ]
3 Editas 3 01704 0107 2024 nu 1 N
4 FEdites t 010024 UM Farl 1 N
Sefoct to Dedete
3
Swus: N = Not Recelved / Y= Received | P = Not Pubished / X= Credit Nole Received
Updste Loosue lssue Details g
28 IssueNo ! Part No tssue Date 00012024 Due Date 010172028 o
<
N (Type any from: N{P/X) E
]
| update | cancet | Detete
- y 3 L 140
| Q- -&y'-ﬂgﬂbﬂﬂk"e!i AN Tl Ll D

NOTE: Each issue can be added, one by one, manually by typing the data in case
journal is irregular. Even, each issue details can be edited/adjusted by pressing the
Edit link in the result grid.

NOTE: Issues can be deleted, two or more issues can be merged or splitted as per
library requirements.

9.6. Form No.6 - Receive Loose Issues

This form is used to receive loose issue whenever coming to library. While loose issue
is received, system generates a unique ITEM ID for each issue which should be written
on the issue or label may be pasted. The ITEM ID is used to issue/return the loose
issue in circulation module.
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il Masier Data Book Mediasing

SaSeOGgury [e18T = e ADOES 0 Nows Budgets

Sa2ecn A Ropats

STEP 2: Select Loose Issue from Below Grid and press Recelve Link Total Record(s) 12 1

3 St 35 3 VR [ E 1 N
4 Selmct 25 ‘ 01042021 (IR A TEPA) 1 N
s Sethict 25 ° 019287 oLvoVvMD 1 N
6 Select 25 3 0108827 VORI 1 ~
r Sojert 26 1 oo LA v al A\l N
& Sedocr 26 i Lol lr e (UL el 1 X
. St 20 3 01082023 [UR Vo7 A 1 ~
10 Semct 20 4 0UNE 01103 1 N
11 Seect 20 3 UM oV 1 N
12 St 26 L] v (U Pl Al 1 N

Status: N = Not Recelved | Y= Recsived [ P = Not Published / X= Creait Note Recaived

EC  octc  PatNo issueDate’ Due Date Date Recd
Copy Being Race”  [For Un-Recy Copy, Plz e Minas Sign (), 9. -2)
m “Normal  Supplement  Special Index Copy Already Recd

Romarks |

Upload POF File Only! Must be compliant with Copyright Act of Inclia

A :% 10 Oigital Full re SAccess 1o Public . Access o My Members Cnly  Access to All Menmbers in my Chuster 3
Q _l"e B’-n ‘7""‘_‘_ *g A‘:"‘z'bmn.::‘:;io

How to Receive Loose Issues

Load Receive Loose Issues Form given under SERIALS Module

Select subscription year from drop-down

Select Title from drop-down

All loose issues generated in last form filled in grid

Click SELECT from left side of desired record

Details of Loose issue will be filled in the form

Change the details, if required

Press RECEIVE Button

On receiving the copy(ies) - a unique ITEM ID is generated for each copy which
can be used for issue/return of loose issue and thus, better to write it on the
loose issue or print a barcode label from that id and past on the issue.

NOTE: You can upload a digital copy of loose issue, if any using browse button given
on the form with issue details. In that case you need to select access rights to be
given to members to download digital file.
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STEP 1: Select Record from Above Grid and Press Rocelve Button

28 Issue No 1 Part No Issue Date” 010172024 Due Date 010172024  Date Recd

N Copy Being Recd” 1 (For Un-Racy Conv Plz ume Minus Sign |-}, 9. -2)

*Normal  Supplement  Specisl . 17
W

Choose File No file chosen Upload POF File Onily! Must be compliant with Copynight Act of India

fo Pubilic A 1o My Members Only  Access to All Members In my Cluster

AW LBEYOEED LS

How to Un-Receive Copies

9.7.

Sometimes library needs to un-receive the received copies

Click the received record from grid

Enter MINUS with number of copies received. E.g. -1 means 1 copy will be

deleted

Form No.7 - Generate Reminders

This form is used to generate reminders for loose issues not received in library as
per schedule. Reminders can be send by mail or in print.

How To Generate Reminders

Load the Generate Reminder Form under SERIALS module

Select parameters to search un-received issues.

Reminder can be generated for single title or all title subscribed from

vendor or all titles being subscribed from various vendors

Reminders can be printed on printer or sent in mail of vendor
You need to create a Reminder Letter Format in Master Module

Press SEARCH Button to see the list of un-receive list

Select Letter format
Select Print format
Press GENERATE REMINDER
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lect Any / All Parameters from Below and Press SEARCH Button

-

8] Friet Raminder || Sand Reminder By Emasil|

12345678

Vi lanime !
8 S L COMPUTER JOURNAL 1 1 2MA8G0M AT 1 N FLd
2 Setwct Roesd indla 1 ] 002 IBTNND 1 L] n
3 Sevwect TIEE IINDO 1 1 v NN 1 N s
- Setect PREVENTION OF CHILDRS N FROM SEXUAL OFFEMCE 1 A} avne osnonn 1 L] e
5 SeRa SHROTH 1 L amgom #olon 1 L} wa
[ St POURMAL OF BOTANY 1 2 N1aezonm #Hioae 1 L] W
T St IMFORMATIOM MARAGERENY 1 2 e Nz 4 n wa
" Sahtl SHROTH 1 2 QIO nvaae 1 L o <
LEB=EL TG eE®weE A% el 00

9.8. Form No.8 - Manage Bound Volumes

This form is used to enter bound volumes details for journals available in a library.

STEP 1: Search Journal and Seloct Title from below Drop-Down to Display the Title Details.

Search Records ol + i

Total Record(s): 100

GRANTHALAY VIGYAN: Sbrary science
3p s00d

Imﬂ;'l GRANTH, jatpur

[Accessione | Accession Date" Vol No Issus No Yoor

oime |

Class No Book Ne Pages

Coliectson Clrcutation ~ Month Status  Available v

Hard Bound v Section v Format’ Print vl
Missing lasues Location

Remarks

a8 o LEBEE LT G EwE A D

How to Add Bound Volumes Records
e Load the Last form given in SERIALS Module

e Search Title with various parameters
e Select Title from drop-down
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Enter details of the bound volumes

Enter Accession number (may use P or J alpha letter with each acc.no)
Press SAVE button to save records

In this way you can add bound volumes of the journals

v @ mvhautss ¥ O NetCeuratomizee ¥ # - o x

& c % mextgeriezumidmnoSensh/Svandinutel s ™~ o kS

Total Record{s): 5§

19
JOURNAL OF LEGAL AFFAIRS: Journal for Lawyers
Shanti Bhusan Sharan and Gopl Nath

India Law Mouse; New Daihi

STEP 2: Enter Detalis and Press SAVE Button to Save the Data

Accession No* Accession Date” 04052024 Vol No 23 tasue No 1.2 Year" 2024
Vol Title

Class No 76590 Book No mjt  Pages 112.234 pages

Cofiecbon Circutation ~ Manth JAN-JUNE Status Available v

=
2
5

Senals Holdings / Copias: Total Record(s): 0 .

H
o

R T Y A% vaw LT
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Chapter 10:
Articles/Books Chapters/News Indexing Module

This module is used for special services in a library which include the documentation
services. Documentation services include:-

Form No.1- Articles/Books chapters indexing
Form No. 2 - News Clippings Services

Cosabay Labels ¥ v Welcome: Demousert! m

4 % NextGenLib
= 9 Digitization of Libearies

'& Comvent Tradiansd Libraries ta o Lienrios
Dyt

g Demo Lirary No. 1, Happy Public School, Delbd, Deitl NCR

. Q s W-BC:'O( bmﬂ % & o e ! "‘:‘”u'.'-n-yxi’r:.g
Form No.1- Articles/Books chapters indexing

This form is used to create records for articles from journals, stories from magazines
and chapters from books which may be useful for library members.

How to add new Article Record

e Load Article Indexing Form under Articles Module

e Select Title (Book or Journal) - by various parameters or press search button
- last 100 titles will be displayed

e Enter details , fields with * are mandatory

e Enter Main Subject - once you will start typing subject heading - software

will start matching with existing sub headings saved in database - select if

matched.

Entre maximum keywords, separated by semi-colon and one space

Enter URL if article web address exists

Upload digital file of article if any in pdf format only

Set access permission if digital file is uploaded

Press SAVE button to save the record
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~ Vol No

Book Chaptar
202¢ Chagpier No 12 Show in OPAC? ¥ v

An experiment with Al use in catalogng of books
A systematic analysis

M K Mathur and Sainin Charles

Keywaord(s) . ARTFICIAL INTELUGENCE; EXPERT SYSTEMS; CATALOGUING

TECHNOLOGY g
f

Upload Digital Fe Choose File No file chosen Upload POF Flie Oniy!

C TR LBEEeEd cEE L S E AN AL a8

How To view existing Records and Edit Records

e Existing records can be viewed and searched from search pane given on the
top of the form where you can search existing articles saved.

e Another way to see all articles of a particular Title (books or journals) -
search the journals in entry area of form - select desired title from drop-
down and then go to bottom. At the bottom - CLICK VIEW ARTICLES of THIS
Title button - records will be displayed in grid

e Once you got the articles records - then you can press EDIT button to edit
the record

e Change details, if any

e Press UPDATE Button to save the changes
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*+ 0 . o Le + o X
<« IS medigeriizom) 0 oA et e sty s a
. __ - M e e e
CEEETET I o ot ot s iy e
** Mandatory Fielda
Save | Cancel  Select Print Format XTSRS View Artices of this Title
Total Recordis): 2 | Fosionin i 00 10 sasope +-inesr Gover |
Delets Selected Recards  Sedect Print Format LU IR Report
§ =
g sk o Title Authors
1 ™ MR ALUNE ln CHMOROP ! oy Marhia and Saviia Charles n rordt
Soebn -
/ 3 Eip SoTPeerinerion of DeRiUsivershy LY 00 ¢ chah: Jalia Cherio aed Shalia Voest 2 N o 2012 4
Symers g
<
5
. - / i mn
B Q- "'-a‘_‘*bn"r"e‘!' i LR et B« ]

How to delete Records

e Get the desired articles/books records by searching in the search pane or
under the title at the bottom of the form by pressing the button - View
articles of this title

e Select desired record from right side

e Press DELETE Button to delete the records

e Digital files if upload will also be deleted

Artices and News Indesmg  Nosore

Save | Cancel  Select Print Formet [ITIEITITTHR = View Articles of this Title
Tolal Recordisy 2

K For Title Authors =
1 ™ WRALUSe 1o CHMOBID O o) o Mathie et Sabiin Thaiies n ‘ rorit 2022 a 8
<
2 g Soeeeeteaon of Dl Ualeeeahy LBEI i Shal: dalle Cherio and Shath Woesit 23 “ rod 201 &
Sywiare E
"}
- - ) e M
| Qe L I, H!_' * 0“ “E 8 g ! ' AN e o8 D
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Form No. 2 - News Clippings Services

This fom is used to a add news items details from newspapers and index these for
members. The form provides support for uploading news items in pdf format with
its meta-data.

MaNAGE News CLIPPINGS

Click to Search Esisting Records \;._,

STEP 1: Select Newspoaper from Drop-Downi If not exists then Add Newspaper in SERIALS Moduie,

In | Cat Number . All Words ~ m

FINANCIAL EXPRESS v | Total Recordis): 26
Désplay Document Record
218

FINANCIAL EXPRESS

STEP2: Enter Data and press SAVE to Save Record!

Month October Year 2016 34
Y v News Dals® 2011072016 Selsct Language English  ~

................................................................................

Q .Een‘- .7‘1"‘_1_ *_g A‘:‘ ,u"muf.z:

NOTE: You can copy and past news items details from internet edition of news
papers easily.

NOTE: you can upload pdf file of news items which you can download from
internet edition or by generating pdf copy of the news items form internet edition
by pressing control P and save to PDF option.

NOTE: You can upload a photo also with the news items after downloading photo
from news items given in internet edition.
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MANAGE News CLIPPINGS

Click to Semiuh Esisting Regords

STEP 1: Select Newspapet from Drop-Down! if not exists then Add Newspeper in SERIALS Module,

in ' Cat Number v Al Words v m

THE HINDUSTAN TIMES v Total Recordis) 2
Display Document Record §

1k
iiil

THE HINDUSTAN TIMES: I1SEN - 1088-3458X

SIOUSIA

STEPZ: Enter Data and press SAVE to Save Record!
23 Issus No 1 Meath August Year 2024 3
Y v News Date” 01082024  Select Language English

Delhi raina: Several weather stations record over 100mm rainfail overnight; ‘yeliow alert’ in place

' BHE
3

TN Y TS L AN ram e 0

I

How to add News Item

e Load the News Clipping Form given under Articles Indexing Module

e Search newspaper with various parameters or press SEARCH - last 100 title
records will be filled in drop-down

If newspaper record not added then go to SEARIALS module and add
newspaper record in the first form by selecting document type newspaper
Enter (copy and past from net edition) title and other details

Add summary

Add full news item body

Add URL of the news item - copy and past from net edition

Upload one photo downloaded from news items

Upload full pdf file of news item generated

Assign access permission

Press SAVE Button to save the record

How to Search and Edit news items

e Search saved news items from search pane using various parameters

e Or Search and display title and then go to bottom of the form and press
button -View news items

e Once records are searched then click EDIT button

e Change details if any

e Press UPDATE button to save the changes
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How to delete News items

e Search news items

e Select items form right side
e Press DELETE Button to delete selected records
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Chapter 11:

Library Budges Module

This module is used for :-
1. Create Library budgets details every year
2. Process the Bills
3. Budget Analysis and generation of Bill Register

Welcome: Demousert m
NextGenlib

Digitization of Libraries
Comant Tradiansd Likraries ta o Libendios

[T
SIOURIA AeIar IVE0

@ a VTR LB olmE LS e B Y *‘:‘.‘wb.ml’riil'.b-
11.1. Form No. 1 - Add Library Budgets

This form is used to define the library budges every year. There may be multiple
budget heads in a year.
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How to add Budget

Load budget form

Enter Budget year in yyyy format

Enter Budget head

Period should be as financial year

Amount in Rupees

You may add multiple Budget in a library in the same year with different
budget heads as fund may be received from various sources

e Press SAVE Button to save the record

How To Edit Budget Record

e Search Budgets records in search pane

e Click Edit Button

e Change the details, if any

e Press UPDATE Button to save the changes
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Click to Search Existing Records -
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How to Delete Budget Records

Search Budget Records in Search Pane

Select desired records from right

Press DELETE Button

You can not delete budget Record if it is used in bill processing
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11.2. Form No.2: Bills Processing

This form is used for processing of bills against the supply of books or journals for
which orders were placed in the software.

The form is having three tabs:-

Tab No.1. - Enter details of the bills and link bills with order placed to same vendor
Tab No.2 - Post Bills so processed to the accounts section for payment

Tab No.3 - Update payment details and generate payment form to be sent to the
vendor along with payment.

NOTE: Bills can only be processed against ORDER Placed using books purchasing
module or Serials control module. Order Number is required at the time of processing
the bills.

TAB 1 - Add Bill Details

e Go to first tab on Bill processing form

e Select Budget Year - in case no budget year exists then first add Budget in the
Manage Budgets form

e Select Budget Head - as there may be more than one budget head in same

year

Select Supplementary Bill : YES or NO

Enter Bill Number, date and Select Currency

Enter Total amount billed

Enter conversion rate if amount is in foreign currency

Enter discount percentage e.g. 10 (means 10% on total bill)

Enter additional charges, if any

Enter deduction amount if any (in case something pending your money over

vendor)

Select vendor by typing first few letter(s)

e Enter unique Payment Request Number in digits only (It must be unique, Pmt
Req. no already processed can not be reused)

e You can add same PMT REQ.NO in many bills to club many bills in single
request

e Press CALCULATE Button and check the figures. In case wish to change then
press cancel and re-enter again

e Press SAVE button to save the record
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STEP1: Add / Edit Bill Datalés - Press CALCULATE Button - Then Preas SAVE/UPOATE Button

QAN Blks #Digital Litwary Package Bifs Only

2024 ~ | Budget Hesd" | PS. Library Main Budget « SuppeBill2* N ~ | Title(s) Bllied:

81l No* 123020242 B Date” 08042024 Currency” Indian Rupees vl
Amount Billed” 6002 Conversion Rate: Amount in Rupees: 5200

[Gromamoune ST Amount After Discount 5400
Amount Billed 5500 Deduction. i Any 50
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Enter Distinct Payment Request No (N Only) - Can use same Payment Req No with many bills to cb them while

B Q- -lw;ﬂgﬁbﬂi‘r‘ﬁﬂlw AN vae T8
How to Edit Bill Records

In case saved bill has not been processed then you can still edit it
Click Edit button against the desired record

Again CALCULATE and Save/UPDATE the record

Once final - then go to next step - Attach Titles in the bill

How to Attach Titles in the Selected Bill

e Click EDIT/ATTACH Link button given on the left side or bill records displayed
in the Grid

e Go to bottom side and select Order number from drop-down

e Enter the details of each Title along with conversion rate if bill is of foreign
currency

e Select Calculate and another select from right side

e Press ATTACH TITLES Button - Selected Titles will be attached to said bill

e Now you are ready to go next Tab - POST BILLS to Account Section

137 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

Sedect Orger” 26010RD ~

Total Recordfs): 1 7]

STEP 4! Select Tites to Process with the Bill Selected - Press ATTACH bufton to include of DETTACH Bution to remove fram this Bl

&
EUITAIACH eia034/3 o0tacnad Aibed
Titles
g STEPI: Select Order of same Vendor from Drop-Downs Delow To Aftach Title with Above Bl

Q e 'IWLﬂgﬁbﬂﬁ‘r‘Qﬂgw AN Tae T8 0

NOTE: Bill records can also be deleted by selecting from right side of the bill
records and press Delete Button.

NOTE: Bills will be listed on this Tab until you process them on the next Tab - post
bill, once posted then these bills will not be listed in add bills tab. However, if you
UN-POST the bill from next tab - then again bills will be listed under first Tab.

TAB 2 - Post The Bills to Accounts Section

This Tab is used to further send the processed bills to account section for making
payments. Only processed bills under first tab will be listed here.

How to Post Bills to Account Section

Go to 2" Tab - Post Bills

Select Payment Request No. from drop-down

Select records from right side from the grid

Press POST SELECTED RECORDS

Then select Letter Format - you must create a letter format in the Master
Data module

Select Print format and generate post report to sent in print along with bills
e Now once payment is ready then you are ready to update payment details in
the next Tab - Update Payments
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Tab 3 - Update Payment Details

Select Payment Request from drop-down

Select vendor

Select Payment Mode

Enter details

Press UPDATE PAYMENT Button

Then you can generate the payment Letters by selecting the letter template
from drop-down and select print format.

e Cheque will be sent to vendor with payment letters
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11.3. Form No. 3 - Budgets Analysis

This form is used to generate Bill register or complete expenditure reports.
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STEP 1: Select Budget Year from Drop-Down and Then Select Budget Head from Drop-Down to Display the Budget Detalls.
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Chapter 12:

Search and Reports Module

This form is used to make search out of total library collections and generate various
reports. Following forms are there under the module:-

Form No.1 - Generate Accession Register and other Reports

Form No.2 - Catalog Search

Form No.3 - Internet Based Search - Google Books and Z39.50 Search
Form No.4 - Generate Documentation Bulletin

Form No.5 - Generate Bibliographies

Form No.6 - Purchasing queries
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12.1. Form No. 1 - Accession Register

This form is to search the copy records and to generate various kinds of reports for
library collection.

How to Search and generate Reports

e Load Accession Register Form

e Search Collection based on various parameters or select option - ALL
ACCESSION NUMBERS and press SEARCH Button

e On Search all records will be listed in the grid and various reports button
will also be visible at bottom

e Mini, Summary and Full Reports are common for libraries

e Other reports are - Holdings Reports, Inspection Reports with no. of copies
of each title

e Accession Register and Compact Accession Register
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e Library Asset Report and Library Register with cost - are with cost of the
items

e Library Statistics Report - just display statistics of various types
e Missing Accession no report will generate report in notepad
e Excel Report will have full details of each copy
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STEP 3: Select Print Format m Repurt Geoup By: -
\ Minl Report \ kammavmpon[ Full Report ‘ Export Data for NODL

WPrint Full Report Hoidings Report ! ‘ Inspection Report | \ Accession Register ‘ Compact Accession Huﬂsuﬁ Library Asset Report

Title Copies Report || Subject wise Tin Cogiies Report| I
Q é‘ﬂ'—ﬂ';'tﬂga*_g Al:"”bmu’:,:go

NOTE: You can export full details in various formats such as MARC21, EXCEL etc on
the form

NOTE: Before generating any report - records must be selected from right side
NOTE: Selected records can be deleted on this form if no transactions exist

Class No, Book No, Shelf no can be added/changed in bulk on this form

12.2. Form No. 2 - Catalog Search

This form is used for faceted search where keyword is enter in search box and all
fields are searched and result is presented in grid. Then further result can be
filtered based on various parameters given in the right side of the form.
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12.3. Form No. 3 - Google Books and Z39.50 Search

This form is used to search the Google Books and Z39.50 databases of Library of
Congress, USA and then to download selected records and save in your library
database.

Load the form

Select Source from drop-down

Enter Keyword in search box

Press SEARCH Button

Result will appear in grid.

To copy the record - click COPY Link given in the right side of the record
On click COPY link - the detail of title will be pasted on Title Entry form
Correct details if required

Add additional details

Add copy and purchase details

Press SAVE button to save the catalog record
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STEP 1. Select External Sarver from Drop-Down, Type Words for Searching and Press Search Button
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Enter Data and Press SAVE/UPDATE Button to Save/Update the Record
PART 1: CATALOGING DATA
Document Category” Monographs and Books v Books
Language of Book ©
R - 0 s
ECT v vy s
_nmunmox Second Author- Third Author
Carporate Author
Close Pops~ Form -
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Click this button

to close form

12.4. Form No. 4 - Generate Documentation Bulletin

This form is used to generate Library documentation bulletin of a particular period
for books and other reading materials added in the collection.
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How to Generate Documentation Bulletin

e Load the form
e Select Period
e Press Search Button - records added during selected period will be visible
e Enter Documentation Bulletin heading
e Select document type to be printed in bulletin
e Enter Volume, Issue no, period, year etc.
e Generate Bulleting in HTML format to upload on a web site
e Send the bulletin in registered member email
e Generate Bulleting in pdf format for circulation
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12.5. Form No. 5 - Generate Bibliographies

This form is used to generate various kinds of bibliographies for circulation among
members
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How to generate Bibliography

Load the form

Select type of bibliography from drop-down

Select other parameter

List of books will be visible

Press PRINT BIBLIOGRAPHY Button given at bottom of the form
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12.6. Form No. 6 - Purchasing Queries

This form is used to make queries related to purchasing of books if BOOKS
PURCHASE module is used and Bills module is used.
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Chapter 13:
How to Upload Digital File in the software

NextGenLib is an Integrated Library management System plus it provides a tool to
build digital library / repository of full text resources available under the copyright
of the organization or copyright free materials or available on internet as external
resources or open access resources.

The digital files can be uploaded in all the data entry forms given under various
module in this software where file is browsed from local directory and saved along
with meta-date(details submitted). Such facility is given in the following forms:-

Add New Title under Books Purchasing Module

Direct Data Entry (Retroconversion) form under Cataloging module
Add Serial Title under Serials module

Add Articles Indexing

Add News Items

Receive Loose Issues in Serials module

@ Wl x + - o *

BO0RE PRl | Cateoguitg  Crosetoe  Senath  AToes a0 News  Boogets  Sasncn and Repods

HELP; Write UNS-ORM Class/Standara'Course Name for which this book is

m'ﬁ.
Upload Cover Photo Choose file No file chosen | ; ! Delete This Picture from Database on Updation?

Upload Content Page(Fie Choose file  No file chosen View Corment Fiw - Delete Content File? press UPDATE Button. Test mmm

Choose flls No file chosen Upload patimage TIFF'moviesimpdimpdlepub/docibtmiintf lles. Only Compressed
Upload Digital Filwe-Bockie-  [TERIESFTIS, e R 1)
ChepterQigttal Doc Resan. " e e e el

Access Permission Aasign to

Co Access to Public *Access to My Members Only

R Add Digital full
BN e text files

DO 4
03000 3
DL
OO 3
0000037 20

View Upioaded Digitsl Files o Cor el
PAAOnS <0 i
LEeEB-E%TOed wE i

P
o

NOTE: While uploading digital files, attention must be given for copyright.
NOTE: While uploading digital files - three options are given as mentioned below:
e Access of File to my Members only
e Access of File to members of other libraries in the same group/instance of
the software
e Access of File to Public

Proper option must be selected at the time of saving record.

Digital files uploaded can be managed further using Digital Files Management Form
under Cataloguing module.
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How to Managed/Edit/Delete Digital Files

e The digital files uploaded in various forms during adding or editing of
records - all these digital files can be searched , edited, and deleted in the
Manage Digital Files Form under CATALOGUING Module

e Here you can search the file based on various parameters

e Selected file can be deleted
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Stop 1: Type Search String in Text Box and Pres ENTER to Ssarch Digital Flles from Meta-Oata,
In Master Catasog Number v | All Words v m
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Viewing : 3/ out of Total Record{s) : 3
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Delete ~
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How Digital Files are downloaded

Digital files uploaded with titles are search and accessible in OPAC by the members
after they login the OPAC. Using Mobile App - digital files can be read
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Access Permission to be granted to uploaded files

Digital Files uploaded by any library can be downloaded and read by registered
members of all libraries depending on Access Permission selected while uploaded
the file. There are three kinds of permissions:-

e Access by members of uploading library only

e Access by all members of all libraries

e Access by public including guest members

152 | Page User Manual Ver. 1.0




NextGenLib: Digitization of Libraries

Chapter 14:
Library Attendance System

NextGenLib software is having a separate page (Web form) for making attendance
of library visitors where this form must be displayed in a desktop or kiosk kept on
the entry gate of library. Every member entering into library and exit the library
must mark attendance on this form just by submitting their member number.
Barcode scanner can be used for making attendance easy just by scanning the
member card.

Q
: 9
|
=)

Digitization of Libraries

Cunvert Tiadlunal Liliacies 1o ol wins

Click for visitor
page

;< S W aBER BT LESe B A vam e D

On Click, below form will be opened, where any library staff should login this form
with their login once only in one year or until it is logout by somebody.

© Nalkillh A N i Gt & X © WitGerlh Livaly Wstan i X v — 0 x

LIBRARY VISITORS 3 2

Total e

ATTENDANCE SYSTEM

LIBRARY VISITORS Al

In - Welcome out - Thank You
Type Member Na and Submit: * Type Membar No and Submit: *
Purpose: foedback
Study v Extedent v
Welcome to RAM KUMAR MATORIA, Thanks SUKHADA JOSHI for Visiting Library,
@ o LEB=EYTGetweE AN eue 000
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NOTE: At the time of making attendance for entry - member can select the purpose
of visits in library. Similarly, at the time of exit, member must select options given
on the form for rating of library services.

NOTE: Reports of the attendance system with full analysis can be generated from
Library Visitors Log given in the LIBRARY ADMIN Module.

There are two kinds of attendance systems in the software:-

1. Single Text box used to type the Member No. for IN and OUT - in this case,
there is no provision to select the purpose of visits at the time of entry and
feedback at the time of out.

2. Double Text Box - where one text box is for ENTYR with purpose drop-down
and another for OUT with feedback options

How Attendance Reports are Generated

Conven ENG Labels in Your Larguage

Vw U ACTend LOgs

\View Users Feedtntis

WArage ntey Litvary LOAn Reguesis
Managemant System has been developed for Automation and Networking of Libranes using
Narage Exteral Resowoes >
LU L etiimrugy. (e software provides faclity to automate In-housa aclivites of Lirariaes as well as Membar Services

The software i hosted on fastest Cloud and provides online access for LIVE Data entry and membaer sarvices. The Software =
well compliant with library standards and uses latest ICT tachnofogies to make it most efficient system for libraries, The software E
15 capable to manage both prntad documents in Library (catafog dataiMata data) as well as full-taxt digital documents (e-Books)
and thus halps in bulldng dignal repository of documents Software provides access of Library Resources 10 registered mambers

using standard OPAC (Onlne Public Accass Catalog) and e-Library Accass with 1l taxt digital documents using deskiops

Laptops and other devicas induding Maobile

e S TP O®eET Lo e A% val ST

e Go to User Logs form given under LIB ADMIN Module

e Select Library Visitors Logs option given on the top of the form
e Press Search button to search the logs

e Generate Reports

[ ]
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NAGE

Data Entry Logs  OPAC Logs “Library Visitors

Seerch Tant:
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Satect Acthon: Al v Vw100 v Recoodis)
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L %] Doiete Selected Row(o)
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Chapter 15:
Online Public Access Catalog (OPAC)

NextGenLib Software is a cloud based software where it is hosted in a cloud and
library catalogs and other services can be accessed by registered members online
using mobile or other devices.

NOTE: At the time of member registration, a mail will be delivered automatically
from the system to the member with details of the services, URL, member password
etc.

Members can run the given URL in the browser and following page will be displayed: -

- O LY 8 %

=

Schools Libraries Group - Demo
3&‘.‘ j N g S
N1, Ghaniabasl (1)

Member Needs
to Select His
Library

SIS

@ AN T T EE Y. A% ram ot

The OPAC provides following services:-

Search of library collection by various parameters

Looking at details, can view the copies details

Member can submit request for ILL or reserve the copy

Search can be made for types of reading materials such as Books, Journals,

News, Articles, External Resources etc.

Recent arrivals can also be displayed

e Member can view update his/her profile, submit a request for new title,
etc.

e Guest members can submit their requests for temporary memberships
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© Natilb A Nt Canmt ! X O Wteelb Al lamm . X  $ ~ - o *
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« c

Filler Results

Search Resulls

Your Search Returned 17 Record{s)

Revues Oomccon iy

H <

‘Click %o Filtes By Lidrary
i
A MANAGERS GUIDE TO — ASP HANDBOOK FOR o
Sortwake ENGINEERING — SOFTWARE
By Frassman Roge 5 ——— PROFESSIONAL
Material Type: Gooky ey By Malons, Rum Wt syl
) g Satra Hamd
L L Contributocs: £ dded
Format/Medium: P il i St WO
adadasiossatied Pubiiahed In: Engle atrar iy
v Uy Sargee: Publaned By: Mcmw-Hil atu Author Depar
Book Company. New Yok 10D Dt w [l
Muttl Volume?: N Edtian s
.Q" &‘ﬂ'—"r'@v’&_@‘_’ "":"'.wurogo

NOTE: In case digital files are uploaded with any of the titles then a button will
appear to read the uploaded file. However, files will be downloaded after login of
registered members only.

NOTE: Results appear after search can also be filtered further based on various
parameters given in the left side of the form

© Natbnlb A Nt Canmt ! X O Weteelb Al lanm . X  $ ~ - o »

O IS TR T M

« c

g
OPAC: Online Public Access Catalog - Powered by NexiGenLity

Select Your Library v
s cones. LSRG N @) < IR
= -3 .

Search Resulls

Your Search Returned 17 Record{s)

BTG et®eE A% ene 000
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How to Login OPAC by Member

v O Meageut

158 | Page

Load OPAC Page
Click Member Login Button given on the right top corner as seen in below
screen

¥ QO MetSeunat - i 2 o x

Coapkey Latehs it v

‘\.116‘"(,0

S,

OPAC: Online Public Access Catalog - Powsred by NextGenLib

Schools Libraries Group -

Login Button

N, Ghaniebasl (T

Select Your Library

S T BO0® oEE L ES e H A% eal 0000
A Login Window will appear as seen in below screen

et A Test 13 Covne ¥ QO NetSerur A - ¥ » o

o = o w a

Member Login

Demo Library No.1 (DEMOLIB1) v

Login With @humm ‘ow

Member No 745

S —

“— T Bt e@ma 2 e § A AR e @ B
Select Your Library from drop-down
Enter your Member Number
Enter Your Password
Enter Captcha
And Press LOGIN Button
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(o]

L i
Demo Library No.1 (DEMOLIB1} ~ - 4
Books :
g2
Cet Resuits from Other libraries Also Il
M Q- é'kﬂg*bﬂﬂx‘ﬂﬁg AN rae T8 D

NOTE: Once Login is successful then Top corner will display the member Name
And Number along with LOGOUT Button on Top Right Corner.

Member will access a separate module on OPAC after Login as seen in the below
screen:

Momber HPS Lbrary = & sl [Qrary whch &

situgted st the grouno Soor of school

Area
Fredae
My Tiewsctiomns
My Paymesty
Chargs Passmnt

oy Boce

reading

Objectives)

W Sorary In

icaming anc eaching wiih the supploment af Qood reading msterials The Steary &5 s

Recent News ltems
Viow AB Nows Tone

The Library provdey fokowing sesvices -

[ o
| Qe 2 e ! AR Tan e 8 T

After Login, Member can:-

e Search catalog
e (Can submit Inter Library Loan Request from other libraries
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Can submit email request to his/her librarian
Can download and read digital files uploaded
Can Change Password

Can Submit request for new books

Can View his transactions and payments made
Can submit feedbacks

News / Cities / Others / 20 messing, bridpes on Tessta washod awiy after possibie cloud barst in Séaam

30 missing, bridges on Teesta washed away after
possible cloud burst in Sikkim

By HY Correspondent

Oct 08, 2023 10256 AMIST Join Us (8

Sikiim flash Mood: Officials said that they were trying to verdfy whether it was a cloud burst or a

glacial lake-burst in the upper reaches of the mountains

Story continues betow advertisement

@ a S T PEO® GEE LS e B L L
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Chapter 16:
Digital Library Access

NextGenLib is a software which provides facility to develop/build digital repositories
of the books, journals, loose issues, news items and external open source resources,
where digital files can be uploaded along with meta data. These digital files may be
in any format including pdf. In case of external resources if digital files are not
possible to upload then just URL of the resources can be saved which will be
accessible to members on OPAC and Digital Libraries.

Digital library can be accessed by members on the given URL when run in any
browser. To read the resources in full text, member needs to login the site.

© Maiimelils & Yt wtl X @ Wl Ty et U X Q) Nyt ot X+ - o *

TETEY | ha - o )

DOC 20 GoC 20

E Wiew Dl Gy View Dyptat Gy
. Book s . Book I
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PDF PDF
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NOTE: Results appear after search can also be filtered further based on various
parameters given in the left side of the form.
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Chapter 17:
Dashboard and Statistics

NextGenLib is a complete Library Management Software plus Digital Library
solution, it provides dashboard and quick statistics also in various modules. The
main Library staff Interface is having glowing side button namely “Dashboard” and
“Statistics”.

X © Wealh Ui st e | Q8 NatGen e b sl e Cuvnn » + ~ - o x

NextGenlLib
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Dashboard
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Chapter 18
How to User NextGenLib Mobile App

In modern days, accessing information and online services using Mobile has become
a general features of any software system. NextGenLib also having online services
for registered members to access these over the mobile using MOBILE APP.

The NextGenLib Mobile App can be downloaded from Google Play Store for Android
users while for Apple users, similar app will be made available soon.

Mobile App is available for registered members Only. Once App is installed and run
first time - following screen will appear:

e Press GO TO LOGIN Page Button - new window will be opened as given
below

Registered Members Login
Here

NextGenLib
Digitization of Libraries

Your Library is automated using Select Library Group
NextGenLib Software which is a cloud

ready application,provides facilties for [derno

library staff and Library Members to
access digitized information in seamles Select Your Library
manner. After successful Login membe
can search Library catalog, view details [Demo Library No.1
of book based on various search
parameters and can view copies status ___ Member Number
of the books. Besides, member can [

download and read digital copy of the L3745
book if uploaded by library,

Password

In case you are registered members of [".__"
this library then please login the app by
clicking below given button,

Go To Login Page n

Not a Registered member? Then contact

Select Your library group from drop-down
Select Your Library from drop-down
Enter Member Number and Password
Press GO Button for login
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5:56

Welcome Sharad Kumar (3745)

Books
Journals
Articles
News items

External Resources
Demo Library No.1

Shaym Park, Shahdra, Delhl - 6

»yoolj@mo@
:

Member Profile

P

[B)rateriarmegmalt cong.u.aswag

.:4_

Library Statistics

Full-Text: 8 Members: 2

Library Rules

3

]

.
-

]
R
[
L

1. Keep Silence in Library

2. Display Member Card

3. One Book will be issued for one week

4. Rs.5/« will be fine per day for overdue books
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Search Books Catalog  rew

Q  Type word(s) to search
Group By
Sort By
D Search Books with Digital Copy Only

Total Records: 14

2024

The History of Uttar Pradesh: A
study by research scholars
Y 3 i, M

|

L
roup Total: 1

2023

e Y wmerfaart: o wETer Hir
Wmm

L]

| Main Page

Library Rules

1. Kaep Silence in Library

2. Display Member Card

1 One Book will be issued for one week

4. 6.5/« will ba fine per day for overdue books
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Status Wise Collection

saued
-,

Uamaged

.,

168 | Page

Document Details

General Books

The Uniform
Interpretation
of the UN Sales
Convention
(QISG)

MARC 21 Conversion
Format : A practical
guide
Mani, R K; Sharma, N K

Pub. By: Jannathan Publications,
Chennai; 2023

Member Profile

@ Sharad Kumar

Member No.: 3745
Category: TEACHERS
Sub-Category: PGT

Address

‘H-‘IOZ

Keywords

lLlBRARY SCIENCE

Main Subject

l

Get SMS Alert Get Mail Alert

D Change Password
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Document Details

guide

Mani, R K; Sharma, N K

Pub, By: Jannathan Publications;
Chennai; 2023

Pub. In: ENG

Edition: 3rd edition

Keywords: MARC; BIBLIOGRAPHY

Q)

View Copies

SN, AccNo VolNo Staus

f
I 1 a Damaged

NOTE: Copies with ISSUED Status can only
be Reserve,

Reserve Selected Emall Request to
Copiles Librarian

Read Digral Fées

APSGZB_MALALA_CM.pdf

Damaged ]

NOTE: Copies with ISSUED Status can only
be Reserve.

Auzerve Selected Emall Request to
Coples Librarian

Read Digital Fites

{APSGZB_MALALA_CM.pdf

e
MALALA YOUSAFZAIL y

AFATRICIA MeUORMIOE
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NextGenLib

Digitization of Libraries

About NextGenLib

NextGenLib: Digitization of Libraries-is a
Library Management Software developed for
computerization of libraries. The software has
been developed using latest technologies and
compliant with library standards.The software is
hosted on fastest cloud and used online for LVIE
data entry and member services.

Privacy Policy

The Mobile App - Is used by registered members
only which are registered by subscriber
libraries.The software agency does not directly
access and manipulate data gathered by
concerned library using software services,

The personal information of the user (library

e . - o ol |y o
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Technical Support

User of the App may contact for
technical support only at email and
mobile no. given below:

Contact Us

NextGenLib Support Team

Email: nextgenlib.2024@gmail.com

e Mobile: 9266234298

NOTE: For access of library data/
Services related issues, please
contact your library only.

Submit Feedback

O To Developer @ To Librarian

Your Comments
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