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LIBSOFT SERVER VERSION 4.1
User’s Manual

1. ABOUT LIBSOFT

Libsoft is an integrated, multi-user, user-friendly Library Management Software Package
developed with the help and advice of a team of experts from library profession. This software
can manage all library routines like book accession, multimedia accession, journal accession &
indexing, classification based on DDC, membership, circulation and Information Retrieval
(OPAC). This software is systematically checked with various working conditions.

1.1. Features

o Fully Flexible-Local variations possible

o Supports more than 10 Lakh of Records

o Data conversion from CDS/ISIS

o Reduced Rate

o Fully Integrated

o High Data Security

o Exhaustive Information Retrieval Tool

o More User-Friendly

o Printouts in desired formats

o Various report generation

o Simple and Boolean search

o Search result can sort with all fields

o Multi-user Facility

o Network Implementation

o Software Consistency

o Barcode Facility

o ISBN support for Book Accession

o Member Photo support

o Title reservation

1.2. Before you begin

Information in this document is provided in connection with Libsoft Server Version 4.1. Any
part of this document or software should not be used with any other software or operating
system other than specified by the Libsoft.
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Warning: This software is protected by Copyright Law. Unauthorized reproduction or
distribution of this software may result in severe civil and criminal penalties.

1.3. System Requirements

o Operating System : Windows 95 or above

o Processor : Pentium Il or above

e  RAM: 64 MB (Min)

o Hard Disk: 200 MB Free Space.

o CD-ROM

o Barcode Reader (optional)

1.4. Installation

Run the setup program of the Libsoft in the compact disc. The setup program will guide you
through the rest of the process.

1.5. Operation Manual

After successful installation, Libsoft will appear on your programs list. Use the ‘start’ button to
access the programs menu, and select the Libsoft icon Alternatively, if a shortcut icon has
been set up on desktop, then you can activate Libsoft by double clicking on this icon .By
double clicking, a welcome window will display asking User ID and Password. You can set
password for a specific user to use only a specific area of the software. So the software is

protected from unauthorized use. The password window will display as shown below.

¥ WELCOME TO LIBSOFT [

g User Name ||ihrarian OK

Password

CANCEL
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By giving the User Name and Password the front page will get displayed as sho

fll LBSOFT 2 Wednesday Janz
file Circulation

wn below.
=t

For Typing the College Name or Licensee Name Here

IACCESSION CIRCULATION
BOOK . I S ISSUE
JOURNAL

BETURN

MULTIMEDIA
RENEWAL
CLASSIFICATION

RESERVATION =

MEMBERSHIP

ABOUT LIBSOFT] b B il " EXIT]

-
01:58 PM

1.6. Menu |

The main menus of Libsoft are File, Circulation, Information, Settings, Reports, Help, (See fig)

B LESOFT 2 Wednesdiy Toncay O
Circulation  Information Settings Reports  Help

1.6.1. File Menu

The File Menu consists of seven sub menus. They are Book Accession, Journal Accession,
Membership, Multimedia, Classification and Exit.

1.6.2. Circulation Menu

The Circulation Menu consists of four sub menus. They are Book Issue, Book Return, Book
Renewal, and Reservation.

1.6.3. Information Menu

The circulation Menu consists of one sub menu. That is Information Retrieval.

1.6.4. Setting Menu

The Setting Menu consists of three sub menus. They are Category, Library Name and Back up.
1.6.5. Reports Menu

The Report Menu consists of three sub menus. They are Books, Member and Issue.

1.6.6. Help

The Help Menu consists of sub menus. They are Help Topics and About Libsoft.
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2. BOOK ACCESSION

This is mainly used for creating the database of the books into Libsoft. We can also edit
already entered books, by updating or by deleting etc. You can take the Book Accession either
from the file menu or from the main screen of the Libsoft or by shortcut keys (Ctrl+B). On

clicking on the ‘Book Accession’, a window is displayed as shown below.

Eile

Title: IGuide to contentment

ADD NEW

Author(s): ISheen, Fultan J
Imprint.  [StPaul Publications, Landon vear. [ 2010 ADD COPY
Series: | Editiu:nn:l

Frice: |$5.E|5 Fages: I231 Book Statuﬂ”x] j

SUbjECﬂ:S)iIGuides to Christian lite for specific classes of persons UFPDATE

DELETE

Acc.No: [23607 | CallNoi[248.8 SHE-G |

| dd/mm FIND
ISBN: |9?ana1aau??39 Date of Release: [21-02-2014 s

Bill Mo: | Keep W Supplier |balu

Dept: | Fesersation Status: I 57

Femarks EXIT

LIST ALL

Fead ISBM 13 I

Mewe P Status |9| Countis 8

0 v 30

23607 126116 » M

2.1. Command Buttons

There are seven command buttons in this window. They are Add New, Add Copy, Delete,
Update, Find, List All and Exit.

2.1.1. ADD NEW: This button is used to enter a new book. On clicking on this button all the

fields become blank to enter new book. (See Book Entering)
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2.1.2. ADD COPY: This button is used to enter a copy of previously entered book. On
clicking the details of the selected book will come on the new screen.

2.1.3. DELETE: This button is used to delete already saved, displayed record in the window.
On clicking this button, a confirmation window will appear making sure to delete the current
record. On clicking “YES’ will delete the record and ‘NO’ will cancel the action.

NB: You cannot undo this action.

2.1.4. UPDATE: This button is used to edit already saved record. For update select a particular
record and click update button. On clicking, a window will display with the details of the
selected record and you can make changes and clicking ‘OK” button will save the current
changes. By clicking ‘AUTO EDIT’ Button the software automatically edit the wrong entry
styles like Double space, space before comma, etc.

2.1.5. FIND: This button is used to find a particular book by accession number. On clicking, a
window will appear on asking, “Enter the accession number”, on entering the accession
number and clicking ‘OK” button will locate the particular record of the book, if exist.

2.1.6. LIST ALL: This button is used to list all the books in the order of accession number. On
clicking a database window will appear listing the records row by row. After viewing, click on
the button ‘CLICK HERE’ on the bottom of the window to go back to the book accession
screen and selected recode will display.

2.1.7. EXIT: This button is used to exit from the book accession to the main window.

Each record can be selected as follows.

One Record Forward

,7% the Last Record
4] 4 21319136514 ‘ “
|

To the First Record—————

% Total Record

One Record Backward

Current Record
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2.2. Book Entering
In this window you can see ‘New R Status’ box. It is used for Barcode & Spine printing. For

entering new book you must read the ISBN barcode of the book in the ‘Read ISBN 13’ box.
If you added similar copy of the same book then the all fields of the Book Accession window
will come automatically copied from the previous book. If you added two or more similar
copies of the book then a window will come and select suitable title and press ‘A’ for coping
the book or press ‘Z’ for closing the window. If there is no similar book entered previously
then the ISBN will come on the ISBN box and all other boxes will become blank.

File
Tite: |

Authar(s): I

Imprint; I j Year: I
Serias: I j Editiun:l
Frice: I Fages: I Book StamsilN j

Subject(sj:l j I

CANCEL

Ace Mo | ‘ Call Nn:u:l

| ddfmm ALl NO
ISEM: |9?auanzan:2149 Date of Release: [21/04/2014 —_I

Bill No: | Keep W Supplier

Dept: | Feservation Status:l 3

Femarks EEFRESH |

Fead ISEMN 13 I

|9

b 30

For adding new book type keywords of the title separated by “*’ in title box then press enter
key. If you there is any title has similar keywords then that records will come on the new
window. Select suitable title and then press ‘A’ for copy the record. If you don’t get suitable
title then press “Z’ then it will return to the previous window. There are some rules to enter the

Title, Author, Imprint, etc.
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2.2.1. Title
Here we will type the book’s title and subtitles. Title and subtitles are separated by full colon
(). Books with VVolumes, Parts, Book, etc. should put them after the main title by inserting
comma (,) then one space then VVol.1 (Part or Book whatever given in the book). The first letter
of the Vol., Part, and Book must be in capital letters. After Volume you must put a full stop
then number (Vol.2). In case of Part, Book no need of full stop or blank space (Partl) (Book2)
Eg: Marketing research: Text, applications and case studies
Note:
. The first letter of the title and subtitle should be entering in capital letters.
Eg: Computer programming: An introduction
. Articles, “The, An, A” should be avoid from the beginning of the title. (Non literature
books)
. Nouns, Names of languages should be in capital letters.
Eg: Temples of Kozhikode district, Advanced English grammar
. Books written in other languages other than English must put the first letter (lower case)
of the language name in closed bracket at the end of the title.

Eg: Hindi (h), Malayalam (m), Sanskrit (s)... so on.
. In the case if there is Volume and Part in the book you must give the two.
Eg: Marketing, Vol.1, Part2: Indian economy
. Avoid the use of ‘&’ Symbol within the title
. If there is Vol. No, Part No, and Book No in the same book, then you must enter the
order given here.
Eg: World history, Vol.7: Indian history, Partl, Ancient history, Book3
2.2.2. Author(s)
In this textbox we enter the name of the author. The first part and second part of the names
must start with capital letters. For entering this field follow the following instructions.
a. Foreign authors

¢ In the case of one part, then there is no change, show the table below:

Actual Name Entry Format
Dowell Dowell
Dricks Dricks
Dostoyevsky Dostoyevsky
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¢ In the case of two part , then the last name should enter first and put a comma(,),then enter

first the first name, show the table below:

Actual Name Entry Format
Gary Adams Adams, Gary
Tessie Agan Agan, Tessie
Walter Allen Allen, Walter
Billy Graham Graham, Billy

Barack Obama

Obama, Barack

Ernest Rhys

Rhys, Ernest

Rex Shelley

Shelley, Rex

William Shakespeare

Shakespeare, William

Bernard Shaw

Shaw, Bernard

Cornelia Spencer

Spencer, Cornelia

Carl Stephenson

Stephenson, Carl

Graham Storey

Storey, Graham

Lytton Strachey

Strachey, Lytton

Michael Swan

Swan, Michael

Jonathan Swift

Swift, Jonathan

¢ In the case of three part, then the last name should enter first, then put a comma(,), then

enter the first name middle name, show the table below:

Actual Name

Entry Format

Margaret Levine Young

Young, Margaret Levine

William Ernest Hocking

Hocking, William Ernest

Norman Vincent Peale

Peale, Norman Vincent

James Edwin Creighton

Creighton, James Edwin

Robert Louis Stevenson

Stevenson, Robert Louis

Ernest Belfort Bax

Bax, Ernest Belfort

Neale Donald Walsch

Walsch, Neale Donald

William Kelley Wright

Wright, William Kelley

David Woodruff Smith

Smith, David Woodruff

James George Frazer

Frazer, James George

Arthur Berriedale Keith

Keith, Arthur Berriedale

initials, show the table below:

¢ In the case of Initials coming first, we must separate the name with comma (,) and put the

Actual Name Entry Format

C H Waddington Waddington, C H
C G Jung Jung, CG

J S Turner Turner,J S

C A Sheppard Sheppard, C A

G F Lamb Lamb, G F

E A Wodehouse Wodehouse, E A
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G C Thornley Thornley, G C
V A Shahane Shahane, V A
G N Ridley Ridley, G N

W B Ronnfeldt Ronnfeldt, W B
J B Priestley Priestley, J B

b. Indian authors

¢ In the case of one part, then there is no change, show the table below:

Actual Name Entry Format
Devraj Devraj
Nagarjun Nagarjun
Dhananjay Dhananjay

¢ In the case of two part, then there is also no change, show the table below:

Actual Name

Entry Format

Achutha Menon

Achutha Menon

Anand Kumar

Anand Kumar

Arun Sharma

Arun Sharma

Devendra Bharadwaj

Devendra Bharadwaj

Dhruba Duttachowdhur

Dhruba Duttachowdhury

Gokul Sinha

Gokul Sinha

Jagdish Chandra

Jagdish Chandra

Kapildev Diwedi

Kapildev Diwedi

Maithreyi Pushpa

Maithreyi Pushpa

Manhar Chauhan

Manhar Chauhan

Meera Sreevasthav

Meera Sreevasthav

¢ In the case three part, then the

enter the first name middle name,

last name should enter first, then put a commag,), space then

show the table below:

Actual Name

Entry Format

Madhukar Kumar Bhagat

Bhagat, Madhukar Kumali

Pramod Kumar Singh

Singh, Pramod Kumar

Vijay Kant Thakur

Thakur, Vijay Kant

Janak Kumari Gupta

Gupta, Janak Kumari

Mrinal Kanti Bhadra

Bhadra, Mrinal Kanti

Hans Raj Bhatia

Bhatia, Hans Raj

Basant Kumar Lal

Lal, Basant Kumar

Jitendra Nath Mohanty

Mohanty, Jitendra Nath

Kshitish Chandra Banerjeg

Banerjee, Kshitish
Chandra

Syam Sundar Misra

Misra, Syam Sundar

Vinod Chandra Pandey

Pandey, Vinod Chandra
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¢ In the case of Initials coming first we must separate the name with comma (,) and put the

initials, show the table below:

Actual Name Entry Format
P J Joseph Joseph, P J

K P Prabhakar Prabhakar, K P
S S Shashi Shashi, S S

P Chandran Chandran, P

P G Rajendran Rajendran, P G
M K Harikumar Harikumar, M K
R K Narayan Narayan, R K
O NV Kurup Kurup, ON V
O V Vijayan Vijayan, O V

N N Kakkad Kakkad, N N

C V Suresh Suresh, CV

¢ In case of Malayalam authors with place, then enter the name should enter first, and then

enter the place. The changes should separate with commayg,), show the table below:

Actual Name Entry Format

Francis Cherunilam Francis Cherunilam
George Irumpayam George Irumpayam
Sudheer Kidangoor Sudheer Kidangoor
Balachandran Chullikkad | Balachandran Chullikkad
Ramakrishnan Ramakrishnan
Desamangalam Desamangalam

Malayattoor Ramakrishna| Ramakrishnan, Malayattoor
Karoor Neelakanda Pillai | Neelakanda Pillai, Karoor

Unnikrishnan Puthur Unnikrishnan Puthur
Kattakkada Divakaran Divakaran, Kattakkada
S K Pottekkad Pottekkad, S K
Punathil Kunjabdulla Kunjabdulla, Punathil
George Onakkoor George Onakkoor

Aymanam Krishna Kaima] Krishna Kaimal, Aymanam

¢. South Indian authors
¢ In the case there is Caste name (Nair, lyer etc) with name, then the ‘caste name’ should not

enter first except in the case if there is only initials with the cast name, show the table below:
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Actual Name Entry Format
M T Vasudevan Nair Vasudevan Nair, M T
C Achutha Menon Achutha Menon, C

G Parameswar Ayyar

Parameswar Ayyar, G

M V Krishna Warrior

Krishna Warrior, M V

P Subba Rao

Subba Rao, P

Moothiringotte Bhavathratan
Namboothiripad

Bhavathratan Namboothiripad,
Moothiringotte

T K Ramachandra lyer

Ramachandra lyer, T K

G Sankara Kurup

Sankara Kurup, G

Mani Madhava Chakyar

Madhava Chakyar, Mani

K Ramakrishna Pillai

Ramakrishna Pillai, K

Kodungallur Kunjikkuttan
Thampuran

Kunjikkuttan Thampuran,
Kodungallur

Ragava lyyankar

Ragava lyyankar

Lalithambika Antharjanam

Lalithambika Antharjanam

the table below:

¢ In the case if there is caste name and initials only, then can enter the caste name first, show

Actual Name Entry Format
M K Nair Nair, M K

E K Warrior Warrior, E K
V N Rao Rao, V N

O NV Kurup Kurup, ON V

Names like V KN, EM S, M R B are written as like with spaces between the letters.

In case of more than one authors, the name of the authors are separated by semicolon (;),

remember to change each author to the entering format, Show the table below:

Thorpe, Edgar; Thorpe, Showick
Agarwal, O P; Agarwal Deepak
Gulati, G L; Phull, D S
Malhotra, AM; Bright, P S
Thorpe, Edgar; Thorpe, Showick
Knight, Rex; Knight, Margaret
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If there are more than two authors, then enter the first author name, then after a comma and
space write “et al.” remember to change the first author name to the entering format, Show the

table below:

Darnell, Rick, et al.
Wallerstein, Immanuel, et al.
Andrews, Emily R, et al.
Agarwal, N N, et al.
Ebenstein, William, et al.
Amin, A, etal.

Kothari, D S, et al.

d. Editors and compilers
In some books there will be only editors and compilers. In case of editors you must put

‘Ed.’, at the end of the name after a comma (,) and a blank space, Show the table below:

Rajeev C R, Ed.

Rakesh Dwivedi, Ed.
Ramakrishnan, M N, Ed.
Sachdeva, S K, Ed.
Fenves,Peter, Ed.
MacDonald, Paul S, Ed.
Mendel, Alfred O, Ed.
In case of compilers you must put Comp., at the end of the name after a comma (,) and a

blank space, Show the table below:

Mubashshir, Comp.
Phillips, Hubert, Comp.
Ranganna, S, Comp.
Balkrishna Rao, Comp.
Nagendra, Comp.

e. Translators
In case of translators, you must put “Tr.”, at the end of the name after a comma (,) and a

blank space, Show the table below:

Radhakrishnan, S, Tr.
Arnold, Edwin, Tr.
Shamasastri, R, Tr.
Bhattia, Omprakash, Tr.
Tolstoy; Mishra, M P, Tr.
Anand, Tr.

Sivadas, P K, Tr.
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In the case editor, compiler, translator are in a same book, Show the table below:

Gopal, Madan, Comp.; Gautam, K S, Ed.
Rann-Kennedy, Charles, Tr.; Rhys, Ernest, Ed.
Bhatt, G P, Ed.; Deshpande, N A, Tr.

Rhys, Ernest, Ed.; Macdonell, Anne, Tr.
Meadd, G R S, Ed.; Taylors, Thomas, Tr.

In the case there is more than two editors, compilers or translators in a same book, the entry

format is shown in the table below:

Adams Maureen, Ed., et al.
Muller, Max F, Ed., et al.
Springer, Otto, Ed., et al.

Bose, D M, Ed.; et al.

James, Charles J, Tr., et al.
Akhmanova, O S, Comp., et al.
Edmondson, J E, Comp., et al.

2.2.3. Imprint

In the textbox, enter the Imprint of the book which is a combination of publisher name and
place of publication separated by a comma (,). After entering the name of the publishing
company put a comma (,) then space then you must give the place. User can select the imprint
from the drop down list. Please avoid the article ‘The’ from the beginning of the imprint. Show

the table below:

Macmillan India Ltd., New Delhi
McGraw-Hill Book Inc., New York
National Book Stall, Kottayam
Navajeevan Publishing House, Ahmadabad
Orient Black swan Pvt. Ltd., New Delhi
Prentice-Hall of India Pvt Ltd, New Delhi

Rajpal & Sons, Delhi
2.2.4. Year

In the textbox, enter the latest edition year, the copyright year or reprint year. Use only AD
year. Eg: 1990
2.2.5. Series
In this textbox, enter the series of the book. If no series is given just leave it blank.
Eg: Schaum'’s Outline Series
ABC Series in Mathematics
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2.2.6. Edition
In this textbox we are giving the edition of the book. Entries must be in number format (eg: 2,
3, 10). First edition of the book need not to be enter.
2.2.7. Subject(s)/Keywords
In this field we are entering the subject of the book. There are two methods for entering the
subjects,
1. Select the appropriate subject from the DDC table and type this in the subject box then press
enter key it will generate the Call No. automatically on the Call No. box
2. If you know the DDC Class No. of a particular subject, then enter it to the text box right of
the subject field and press ‘Enter’ key it will generate the Subject name and Call No.
automatically in the respective boxes (Refer Call No.).
2.2.8. Acc. No.
The accession number of the book is entered here. Libsoft prefers five-digit number in
accession number, if it is a three digit number put the appropriate number of zero’s to the left
hand side of the number to make it a five-digit format.
Note: Do not leave the box empty and no duplication is allowed.
Eg. 971 ----- 00971

1122 ----- 01122
2.2.9. Call No.
This textbox is used for the Call No. of the book. There is no need to enter the Call No., here
because the system will automatically create the call number using the blank textbox or by the
subject box or by the call no command button. The call number is divided into two parts 1)
Class No. 2) Book No.

First three letters of the author

First letter of the title

Call No: |3Jt.E. GAL-NZ Edition number

Class No! Book No.

The first part of the Call No. is called the Class No [338.6] which represents the subject or
keyword and the second part is called the Book No., [GAL-N2]. In the Book No., the last
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numerical part is the edition [GAL-N2], here 2 indicates the edition of the book. If it was like
[GAL-N.2], this *.2” indicates the Volume or Part or Book No., of the book.

Call No: | class No Book No[Edition].[Volume/Part/Book]
|

Two Spaces
NB: In case there is no author given the software will automatically fix first three letters of
the title in the Book No., and first letter of the title part will be absent.
In case there is both edition and volume you must give the two in the Call No.,
Eg. 338.6 GAL-N2.3 here ‘2’ indicates Edition and *3’ indicates the Volume
If Edition, Volume, Part is given, the Call No., will be 338.6 GAL-N2.3.2 here ‘2’ indicates
Edition, *3” indicates Volume, ‘2’ indicates Part of the book. If the book is a reference book we
add ‘R’ at the starting of the call no separated by double space.
2.2.10. ISBN
In the textbox, enter the 13 digit ISBN number of the book without any hyphen. Usually ISBN
number is given on the back side of the book above the barcode. If there is no ISBN numbers
just leave the column blank.
2.2.11. Price
In this textbox, enter the price of the book, it is entered in rupees. Paisa. [34]
2.2.12. Pages
The total number of pages is entered in this text box.
2.2.13. Date of Release
The date that a particular book is entered into the software is indicated here. Libsoft is
connected to your system date and time, so the software will update this field with your system
date. So there is no need to enter this field.
2.2.14. Bill No.
This field is used to store the Bill No and date of book purchase. If ‘Keep’ checkbox is selected
the content of this field will be retained by Libsoft for next entries.
2.2.15. Supplier
The name of the supplier who supplies the book to the library is indicated here. Usually there

will be usual suppliers to the library. If the same supplier is giving the books you are entering
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no needs to type the name each time instead select the Check Box named “Keep”. Libsoft will
keep the name of the supplier up to when you exit the Book Accession.

2.2.16. Book Status

In this Select Box you must select the status of the book entering. There are 8 options for

selection.

They are
IN Indicates that the book is available for circulation.
ouT Indicates that the book had been issued to someone else.
THESIS Indicates that the current document is a Thesis.
BINDING Indicates that the book had gone to the binding section.
REFERENCE Indicates that the current book is a Reference Book.
DAMAGED Indicates that the current book is Damaged so unable to issue
LOST Indicates that the current book is Lost.
WEEDED OUT | Indicates that the current book is Weeded Out or Discarded from the

Library.

2.2.17. Reservation Status

This field is used for to keep a few books together for spine printing purpose and other
applications. This field indicates the number of reservations for this book. Normally the status
is zero. Default reservation status during entry is ‘9’ after creating the spine you must change it
to ‘0’ in the spine creation section.
2.2.18. Remarks

This textbox is used to enter some remarks about a book. It can be valuable

information’s or tips regarding the book.

SAVE button saves the record. For saving the record the Acc.No field must not be blank and the
Acc.No. is a unique number.

CANCEL button cancels the current action.

CALL NO button is used to create call no automatically after entering the details of the book.
The Call No. contains 3 parts. 1. Class number (DDC). 2. First 3 letter of the author. 3. First
letter of the Title. (See fig.)

REFRESH button is used to refresh the current window. It is used to refresh the newly added

Classification table.
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3. CLASSIFICATION
Classifications of books are entered here. Libsoft supports 21 edition of Dewey Decimal

Classification Scheme. This module is linked to the Book Accession for classifying books. We

can also search for classifications here or enter new classifications

% DEWEY DECIMAL CLASSIFICATION » o | 3 |
Class No: Subject / Keyword: | 4| 4 |Record: 1 Al
|bDD Generalities
CLASS MO SUBJECT "
b |00D Generalities ]

o1 General Knowledge —  ADD NEW
001.076 Competitive exams study materials; Study andt ——————————
ant.2 Scholarship and learning: Knowledge
0013 Humanities; General Knowledge DELETE
0o1.4 Fesearch activities
not1.42 Fesearch methodology UPDATE
001.424 Operations research
0015 Infarmation and communication
001.53 Cyhernetics; Information and communication SORT
o014 Controversial knowledge
001.94 bysteries FIND
001.942 Undefined flying abjects (UFO). Flying saucers -
001.96 Errars. Superstitions, Delusions
001.9603 Errors, Superstitions, Delusions dictionaries SEARCH
anz General books
003 General Systems
0033 oystem Simulation ExIT
nna MCarmmitar crianre b

Lol | [

3.1. Command Buttons

3.1.1. ADD NEW: - To add a new classification class no and subject. On clicking a new
window will appear with buttons Save and Cancel. After entering the class no and subject save
it or cancel to quit. The Class no must be in DDC 21 scheme.

3.1.2. DELETE: - To delete a current classification number and subject which are displayed
on the upper textboxes Class No and Subject/ Keyword will get deleted on clicking.

3.1.3. UPDATE: - To make changes to already entered classifications. On clicking the window
will change to buttons with OK, FIND, and SORT. After making changes click OK to save the
changes.

3.1.4. SORT: - To arrange the classification table by selecting any of the columns. Enter 1 for
Class No. or 2 for Subject/ Keyword. This will be sorted on ascending order only.
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3.1.5. FIND: - To find a specific Class No or Subject/ Keyword. On clicking on this, a window
will display asking to enter the expression for searching. The find result is only displayed when
the expression matches the field completely.

3.1.6. SEARCH: - To search a specific Keyword we can use the search. On clicking on
‘Search’ a window will display asking for the search keyword. We can enter a part of the text
for searching or put * symbol for a character to a group of characters, clicking OK will display
the search result. If any similarity is found with the searching word it will get displayed. For
displaying the result the window will change and search results only get listed. For changing to
normal click on the List All button which will be active now.

NB: The difference between Find and Search is that find will look for the whole class number
and that particular record will get displayed, but in search if any subject part get matched it will
display it. We can replace characters with * symbol so as to truncate part of the keyword.

3.1.7. EXIT: - This button helps us to exit from the classification window

3.2. Different Classification of Books

CLASS NO | SUBJECT
000 Generalities
100 Philosophy & related disciplines
200 Religion
300 Social sciences
400 Language
500 Pure sciences
600 Technology (Applied sciences)
700 The arts
800 Literature
900 General geography & history
CLASS NO | SUBJECT
000 Generalities
010 Bibliography
020 Library & information sciences
030 General encyclopedic works
050 General serial publications
060 General organizations & museology
070 Journalism, publishing, newspapers
080 General collections
090 Manuscripts & book rarities
100 Philosophy & related disciplines
110 Metaphysics
120 Epistemology, causation, humankind
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130 Paranormal phenomena & arts
140 Specific philosophical viewpoints
150 Psychology

160 Logic

170 Ethics (Moral philosophy)

180 Ancient, medieval, Oriental philosophy
190 Modern Western philosophy

200 Religion

210 Natural religion

220 Bible

230 Christian theology

240 Christian moral & devotional theology
250 Local church & religious orders
260 Social & ecclesiastical theology
270 History & geography of church
280 Christian denominations & sects
290 Other & comparative religions
300 Social sciences

310 Statistics

320 Political science

330 Economics

340 Law

350 Public administration

360 Social problems & services

370 Education

380 Commerce (Trade)

390 Customs, etiquette, folklore

400 Language

410 Linguistics

420 English languages

430 Germanic languages German
440 Romance languages French

450 Italian, Romanian, Rhaeto-Romanic
460 Spanish & Portuguese languages
470 Italic languages Latin

480 Hellenic languages Classical Greek
490 Other languages

500 Pure sciences

510 Mathematics

520 Astronomy & allied sciences

530 Physics

540 Chemistry & allied sciences

550 Sciences of earth & other worlds
560 Paleontology
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570 Life sciences

580 Botanical sciences

590 Zoological sciences

600 Technology (Applied sciences)
610 Medical sciences; Medicine

620 Engineering & allied operations
630 Agriculture & related technologies
640 Home economics & family living
650 Management & auxiliary services; Business
660 Chemical & related technologies
670 Manufactures

680 Manufacture for specific uses
690 Buildings

700 The arts

710 Civic & landscape art

720 Architecture

730 Plastic arts Sculpture

740 Drawing, decorative & minor arts
750 Painting & paintings

760 Graphic arts Prints

770 Photography & photographs

780 Music

790 Recreational & performing arts
800 Literature

810 American literature in English
820 English & Anglo-Saxon literatures
830 German literature

840 French literature

850 Italian, Romanian, Rhaeto-Romanic
860 Spanish & Portuguese literatures
870 Italic literatures Latin

880 Hellenic literatures Greek

890 Literatures of other languages
900 General geography & history

910 General geography & Travel

920 General biography & genealogy
930 History of ancient world

940 History of Europe

950 General history of Asia

960 General history of Africa

970 General history of North America
980 General history of South America
990 General history of other areas
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4. BOOK SPINE
Book Spine is used to create the Spine of the book, Barcode and Book Card. It consists of two
parts first part is the Book and the second part is the Spine. You must create spine for taking

the printouts of the Spine, Barcode and Book card.

BOOK SPINE -
Book: 78 Spine: 0
Acc Mo Cal_Mo Title Authar Rezer Stat «
a2h24 B10.6YEL-O Organizational Beha|Welun Sarma W5 e
32827 3E6.065 MIT-B Buzzinessz Ernvironme|dgrawal R aj
32541 9104 BUCA A Journey Fram Mad | Buchanan Franciz
32556 6531 DES-P3 Project Management | Desal, YWazant
32663 001.076 ARU-H How to prepare for D] Amn sharma
32670 020 POR-S Seeting Up a Mew LI Porter, Kirby
32673 025 431BAD-D Digital Library Archite| Badhusha, Mazeer K
| 22674 020 MUL-A A Librarian's Guide to| kuller; Jeanne Froide
32675 025431 ARKM-D Digital Libranes Arms; willam Y
32676 0251 kAS-T The Practical Library | b agziz; Bruce E
22706 a24.08 05H Ozho new man for th
B27aE 001.076 Jal-B BAME. Clerical Cadre [Jain T 5
32788 0251 PRA-L Library administration | Krizhan Kumar
22850 022 Ra- IT for Librarians R avindran Azarni
33800 k43 BEM-b Aatujeevithanm Benyamin
23945 akdd. 08 ARL-Y Wettukkilikalkku K.att| Arundhati Boy
33350 and3.01 BAR-K K.adha Ithuvare Babupaul, O
23374 223 COE-B Brida Coelho Paulo
34506 hd3 Lahai-L Lady Chatterley's Los| Lawrence
04902 03 LOKM Longman Hustrated £ .
p(uDa470 a3 DOS-K K.aramazow Sahodar | Dostopewsky -
| r|
M| 4 |Bock: 72 » | M| RStatus IE‘_ Select Books Change R5tatus of Books | ID_
4| 4 |Spines0 | M

I Clear Spine | Create Spine | E it | I

4.1. Functions in Book Spine

4.1.1. RStatus: This text box is used to select books of a particular reservation status. The
reservation status of the book which you are going to select must be entered here. The default
reservation status is ‘9’.

4.1.2. Select Books: This command is used to select the books from the database of a particular
status. Before selecting the books you must enter the status of the book in the ‘RStatus’
textbox. Then clicking on the button will select the book and display it in the book window.
4.1.3. Change RStatus of the Books: This command is used to change the Reservation Status
of the Book from one number to another. For this you must select the books using the current
Reservation Status of the book in the ‘RStatus’ textbox and clicking on ‘Select Books’

command. Entering the new reservation status in the text box provided and clicking on the
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button will change the reservation status of the books selected. After printing one status, you
must change the status 9 to 0.

4.1.4. Clear Spine: This command is used to clear the spine (if any created earlier). Clicking
on this will clear the Spine window. Once you created the Spine and want to create a new one
then also we can clear the current spine using this command.

4.1.5. Create Spine: This command is used to create a new spine. Before creating Spine you
must select the books for creating spine by using the *Select Books’ command. After selecting
the books, clicking on *Create Spine’ button will create the spine for the selected books. Only
after creating spine you can take the print outs of the Book Card, Barcode and Spine of the
selected books. Spine can be viewed by clicking on the spine part of the window.

Note: Before creating new spine remember to clear the previous spine if it is not needed.

4.1.6. Exit: This command is used to exit from the Book Spine.

|4| 4 |Bock: 21 | M . . L .
This two data tool box is used to indicate the number of books in the

4| 4 |Spire: 21 | M

book part and number of books in the spine. Total number of Books and

Spine were also indicated at the upper side of the window. You can move between records
using the button provided and also move to the first or last part of the record also. You can
switch over to the book part or spine part using the mouse.

You can select book or create spine in Book part or Spine part of the window. For viewing the
selected books or for viewing the spine created you must switch over to the respective window.

This window can also be used to change the reserve status of a group of books as a whole.

After creating spine, go to the Libsoft Folder; open Spine.mdb, then from ‘Reports’
Note: Create a desktop shortcut for easy use

Open “Barcode’ for printing Barcode

Open ‘Book Card’ for printing Book Card

Open ‘Book Card Small’ for printing small Book Card

Open ‘BS’ for printing Barcode and Spine

Open ‘BS with Card’ for printing Barcode, Spine and Small Book Card

Open “Spine’ for printing Spine

Open “Spinel’ for printing Spine without College Code
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Show the figure below:

Reports v o«
Barcode
= R 4.8
Boak Card 308 SIN-F TANE BENN BHA
- VIIL-HO4
Boak Card Small
R 505 WiL-rO4 am SHMF masss TANS .S SRM-N 2202 @A
BS { (VT 1 11 1
BS with Card 00021 121221 55555 75315 72378
E3 - - - Ea
Spine il = BML 2 eI 2 §583 = R £
- P Ry 3 DEVD £ MAT-A 2 Dav-RlD B SEHE =
- ) MAN-V.2
Spinel

s wan-w = osvO 483 MAT-A =3 oavonn Bomms MaMw2

msz
TEooE TeE0Z

o819 20281 20412

| e |
o4z £ M03 = widz = iz = A
HOT-RZ & KARAZ  E SREM 2 SREM 2 TIE-EE £

meazsorar s s a2 pp— cwmsma @i a
80452 81382 81515 51518 51535
[ csrc. I - . - [ s I
160 z Bhid z B381 = e84 = w7 =
RUSL = HRUMO 2 DES-F? 2 DES-F2 2 MARFZ &

180 AJSL M HAU-C e=: OREF2 esat OS2 EET.T NARFI

81578 81878 81701 81702 81728 !
[ esrc: I - N - [ e I I
208 = s = 08 = 08 = 423 z

ARYC 2 ARY-C 2 BHAC 2 BHAC 2 SHEA &

3205 ARv-D =as AR-C IWE BmAD 3305 @=aS 23 5EA

81744 81745 81748 81748 81887 I
= | - - - | 7 c

423 = 473 = 47 = [T —— gsels £ |
SHE-R £ SHE-A £ SHEA & THoF B KHA-F4 T

Et-§ 1Y 223 T 23 T ooioTe THOS m1zom mass

=

81890 818 81892 81998 82114

Mum Lock “rﬁpﬁug

4.2. Steps in Barcode and Spine Creation and Printing
4.2.1. Spine Creation

First Click (Open) Book accession from Libsoft main Window.
* Click on file menu.

» Select Book spine from File menu.

» Clear all the previous items by click on Clear spine.

* Enter printing status (Default 9) in RStatus textbox.

* Click on select books Button.

* Click on Create Spine button.

« Exit from book spine by click on Exit button.

* Minimize the Libsoft window.
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4.2.2. Spine Printing

* Go to desktop.

» Select shortcut to spine.

* Double click on shortcut to spine.

» A Window will appear. Then double click on BS (Barcode and Spine).
» A new window will appear. Then click on file menu.

* From the file menu, click on print option.

* A print Dialog box will appear.

* Enter the number of pages in page number column.

* Click on OK button.

4.2.3. Change the Reservation status (After taking Printout Only)
* Go to Book accession.

» From book accession window click on file menu.

» Click on Book spine, a window will appear.

* Then enter the printed status in RStatus textbox (Default 9).

» Click on select books.

* Enter the new status in ChangeRStatus of books textbox (Default 0).
* Then click on ChangeRStatus of books.

* Exit.

5. INFORMATION RETRIEVAL
One of the amazing features of the Libsoft is that it’s unique Information Retrieval. This is
mainly used for searching purposes.

File
Document Field Name Operator Look For Ordering Circulation Details
- - - [ : ) Mem. No : 12822
|Book = ke~ Sorting Field | [ AR
Acc_No - Issued on: 0941172012
- Due on  : 2371172012
¥ Asc{ Desc Reservation Status: 0
BOOLEAN | DETAWEDVIEW | PRINTOUT | [ 5477713373 SEARCH | EXIT |
BOOK DETAILS
[ACC WO [CALL MO AUTHOR TITLE Edn. |vYEAR |SUBJECT IMPRINT -
65730 954 DAM-C |Daman Singh, Sarva | Culture through ages: Pro. B M Puri felicitation 1996 |Indian History Agam Prakashan, Delhi
» 907.2 MAJ+ |Majumdar, R K; Srivas |Historiography 9488 Historiography SED Publishers, Delhi
68735 954.01 LUN-|Luniya, B M Life and culture in ancient India 411994 |Indian Historys-Ancient (Ug [Lakshmi Marain Agarwal, Agre
|58745 F 330.03 P#|Pande, G C; Mithani, C|Encyclopaedic dictionary of econamics, Yol 1)1 1980 |Economics Dictionaries  |Anmaol Publications, New Delh
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5.1. SIMPLE Search

5.1.1. Document Select box

Document Select Box is used to select the document for which you are going to retrieve the
information. Default selection is the Book. You can select any other by just clicking on the
button, a drop down menu will appear and you can select from it. You can select Book, Book
Title, Member, Issue, Reservation, Journal, Journal Issue, Indexing, Multimedia,
AllBooks and Return. On selecting the document the fields in the ‘Field Name’ will change to
the fields of the document you selected.

5.1.2. Field Name Select Box

You must select a field name here. The default field name will be “All’, means selected all the

fields. All the fields are listed here with respect to the content in the document box.

Book All, Acc_No, Call_No, ISBN, Author, Title, Subject, Series, Imprint, Year,
Edition, Supplier, Bill_No, Date_Release, Book_Status, Reser_status,
Remarks

Book Title All, Acc_No, Call_No, ISBN, Author, Title, Subject, Series, Imprint, Year,
Edition, Supplier, Bill_No, Date_Release, Book _Status, Reser_status,
Remarks

Member All, Mem_No, Branch, Mem_Name, Address, Email, Phone, Date_Birth,
Sex, Over_Due, Expiry_Date, Date_Entry, Category, No_Book,
No_Reserved

Issue All, Mem_No, Mem_Name, Acc_No, Issue_Date, Due_Date, Title, Author

Reservation | All, Acc_No, Mem_No, Mem_Name, Reserv_Date, Priority, Title, Author

Journal All, ISSN, Periodicity, Publisher, Place_Pub, Last Vol _Bd, Renewal

Journal Title, Volume_No, Issue_No, Year, Date_Publication, Date_Receipt

Issue

Indexing All, Title, Author, Keyword, Abstract, Journal_Title

Multimedia | Acc_No, Title, Subject, Producer, Language, Colour, Duration, Format,
Details

AllBooks All; Acc_No, Call_No, ISBN, Author, Title, Subject, Series, Imprint, Year,
Edition, Supplier, Bill_No, Date_Release, Book _Status, Reser_status,

Remarks

Return All, Mem_No, Mem_Name, Title, Author, Issue_Date, Due_Date,
Return_Date, Over_Due

Renew All, Mem_No, Mem_Name, Acc_No, Title, Author, Issue_Date, Due_Date,

Renew_Date, Over_Due, SLNO

Fine List All, Mem_No, Mem_Name, Acc_No, Title, Over_Due, TotalO_Due, Fine,
Reciept, Date, SLNO

Activities All, Date_Time, User, Event, Mem_No, Name, Acc_No, Title, Date, SLNO
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5.1.3. Operator Select Box

You must select an Operator here. There are 7 operators listed here. The default operator is
‘Like’. Like operator is used to display similar words or like things which are given for
searching. Other operators are

BEGINS | Begin With
‘=’ Is Equal to
‘<>’ Is Not Equal to
>’ Is Greater than
‘>z’ Is Greater than or Equal to
‘<’ Is Less than
‘<=’ Is Less than or Equal to

5.1.4. Look For Text Box

What you are searching must be added here. You can replace space, character or a group of
characters with the asterisk (*) symbol here. You can use more than one Asterisk (*) symbol in
one search item.

For Eg: Searching for “Modern English Literature” Book can be entered like this
“Mod*eng*lit*” will display the text if it is present.

Searching for Malayalam Text “ Nalukettu” can be entered like “*al*ke*tu “ will display the
book.

NB: You can use this facility if you don’t know the spelling correctly of the author, title or any
field of a book.

For displaying total book in the computer select ‘Book’ in the document, ‘All’ in the Field
Name, ‘Like’ in the Operator and Asterisks (*) in the Look For will display the total books that
had entered in Libsoft.

5.1.5. Ordering

The displayed search result can be sorted in Ascending order or Descending order in respect to
any field you select in the select box. Clicking the check button before Asc/Desc will get it
sorted ascending otherwise descending. The fields available for sorting the results are Acc_No,
Call_No, ISBN, Author, Title, Subject, Series, Imprint, Year, Supplier, Bill No, and
Date_Release.
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5.2. BOOLEAN Search

The Boolean Search does searching based on more than one condition. Just clicking on the
Boolean command button can make changing from Simple search to Boolean search. The
window will change as shown below and Boolean command button will turn to Simple

command button.

Eile —
Document Field Name Operator Look For Ordering Circulation Details
- i - - . . Book Status :IN
|B':'Dk J |TItIE J|LIKE J|gramm Sorting Field Reszervation Status: 52
Logical Operator Field NameOperator Look For Call_No  ~
|AND | fputhor Y JUKE ] /Amin, A ¥ AscjDesc
SIMPLE | DETAILED VIEW | PRINTOUT | 175 SEARCH | ExiT |
BOOK DETAILS
ACC WO JCALL MO AUTHOR TITLE Edn. [YE&R [SUBJECT
p |52780 425 AMI-G  [ERIE Grammar builders 2008 |English structural sys
82774 425 AMIFG |Amin, A etal. Grammar builderd 2008 [English structural sy
82778 425 AMIFG |Amin, A etal Grarmrmar builder3 2008 [English structural sy
Bevdy 425 AMI-G  [Amin, A, etal. Grammar builderz 2008 |English structural sy
82776 425 AMIFG |Amin A etal Grammar builderl 2008 [English structural sy

5.2.1. Logical Operator
Logical operator select box is used to select a logical operator. Three logical operators are
given AND, OR, AND NOT

a. AND Operator: If AND operator is used, the results will display when the two
conditions are true.

b. OR Operator: If OR operator is used, the result will display if any of the condition
becomes true.

c. AND NOT Operator: If this operator is used, the result will display only the first
condition must be true and the second condition must be false.
5.2.2. Field Name Textbox
Same as the simple search will change the contents based on the field selected in the
document box
5.2.3. Operator Textbox
Same as in the simple Search
5.2.4. Look For Textbox
This is same as that of the Simple Search. You can follow the same rule as that of the Simple
Search. You can use asterisks (*) here also.
5.3. SEARCH
Command button is used to start the searching. Giving the conditions and clicking on the
button ‘SEARCH’ the system starts searching for the records according to the condition given
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in Look for. After entering the conditions in “‘Simple” and ‘Boolean’ or Simple search just click
on the search button or press the enter key, this will activate the search.

NB: You cannot execute a Boolean search with giving conditions only in the Simple search
Look For.

5.4. DETAILED VIEW

This button is used to view the details of the book as shown below. All details of the book will
appear in the window with the ‘OK” and ‘CANCEL’ button. Clicking on the *‘OK” will move to
the next record and its details will be displayed. Cancel will cancel the window. Seeing the

details of a particular record select that record and click on detailed view.

[ uBsoFT -t

Record Mo# 16
ACC_NO : 79933
CALL_NO : 0051 DUN-A2
AUTHOR : Duncan,Ray
TITLE : Advanced M5 DOS Programming
IMPRINT : BPE Publications, Mew Delhi
YEAR : 2002
EDITION : 2
SUBJECT : Computer programming
PAGES : 669
DATE_RELEASE : 24/10,/2005
BOOK_STATUS :IN
RESER_STATUS :0
PRICE 1330
BILL_MNO : Commerce
SUPPLIER : Vimal

! QK Cancel

L

Displayed record number will be displayed at the top of the window. All fields will be

displayed like this. Fields with null values will not be displayed.

5.5. Circulation Details

Circulation Details of the book are displayed here. Details include Member Number, Name,
Issued On, Due Date and Reservation Status of the Book issued. If we are searching with
‘Book’ in the document it is displayed. For book that is not issued, Circulation Details will be

Book Status and Reservation Status.
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Circulation Details
Mem. Ho : 60

Hame : LEEKSHMI
Izsued on: 3051042012
Due on : 1371152012

Reszervation Statusz: 0

Circulation Details of the member will be different. If you are searching with Member in the
document circulation details will display the details of the books taken by the selected member
in accession number order. You can check any Members using circulation details. Acc. No.
and Title of the books will be displayed.

Circulation Details
Acc.No Title
(1): 76355 Midnight's children
[2): 82703 Zobra the greek
[3): 82714 The Inheritance of Loss

(4): H04955 Christ recrucified

5.6. PRINTOUT

For taking the printouts of the search results we are using the “PRINTOUT” command button.

Clicking on this button will display the window ‘Print Option’ as shown below.

~Print Option

Field Listing Printing Fields
AUTHOR ~ ACC _NO ~Properties
TITLE Print CALL_NO [ Print Field Name
IMPRINT — BOOK_STATUS . .
YEAR ™ Print Serial No
EDITION s
SUBJECT Hiblia
SERIES
PAGES

[~ Append Mode

: Cancel Il j
DATE RELEASE | — 5 :
RESER STATUS ¥ Field Separation
ISBN " Line Seperation
PRICE v
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5.6.1. Field Listing and Printing Fields

In this “Print Option” window there are two Select Boxes. The first box “Field Listing” and
the second box are “Printing Fields”. In the ‘Field Listing’ window all the fields of the Book
Accession are listed. You want to select the fields from the ‘Field Listing’. You can select a
field by just clicking on that field in the ‘Field Listing” automatically that field will move to the
‘Printing Fields’.

So you can select the appropriate fields you want and it will move to the ‘Printing Fields’. If
you want to remove any selected field from the ‘Printing Fields’ just click on that field name
on the *Printing Fields’ and it will automatically remove the field from the list and move back
to the “Field Listing’.

a. Print Button

This button is used to take print outs of the listed item of the search, using the “Printing Fields’
selected. On clicking on this “Print’ button a Text document file will be generated with the
details of the books selected named “Information.txt” in the specified folder.

b. Biblio Button

This button is used to take the Bibliography of the searched books. The ‘Biblio’, contains
bibliographical details of the book. On clicking on this button will generate a Text document
file named “Information.txt” in the specified folder. The fields presented in ‘Biblio’ are
Author, Title, Imprint, and Year.

c. Cancel Button

This button is used to cancel the *Print” option and move back to ‘Book Details’.

5.6.2. Properties

Properties associated with the *Print” and “Biblio’ is given here.

a. Print Filed Name: This checkbox is used to print the Field Name while taking Print or
Biblio. If it is selected the field names also get printed; if not, only the details are printed.

b. Print Serial No: This checkbox is used to print the Serial No. in the Print or Biblio. If it
is selected the Serial No gets printed.

C. Append Mode: This checkbox is used to append or add more contents to the file
‘Information.txt” which already exist. More details can be added to an existing file without
replacing the contents of the file.

d. Field Separation: This checkbox will be only active when “Print Field Name”
checkbox is not selected. If “Print Field Name” is selected “Field Separation” checkbox will
get inactive. This is mainly used to separate the contents of fields from one another using
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special symbols like “|”, “- *“, “#”. Or you can give your own field of separation. On selecting

the checkbox of the ‘Field Separation’ a select box will appear above the ‘Field Separation’

and you can select the appropriate symbol from the box by clicking on the side button a pull

down menu will appear indicating the symbols and you can select from these.

5.6.3. Convert to Microsoft

Word

Properties
[ Print Field Nam

[~ Append Mode
| -
¥ Field Separation

" Line Seperation

If the field separation is used, we can convert the text into table format based on the symbol

you selected from the list box. For that you open the ‘information.txt” document in Microsoft

word (click right click on “information.txt” and select ‘open with Microsoft Word), then select

all (Ctr+A) follow ‘Insert” menu >Table>Convert Text to Table. , then a screen like this will

appear

~

Convert Text to Table

7 - |

Table size
Mumber of columns: 1
Mumber of rows:

AutoFit behavior
(@ Fixed column width:
() AutoFit to contents
() AutoFit to window

Separate text at
(71 Paragraphs

(") Tabs @ Other:

Auto

Ak

(71 Commas

QK.

l ’ Cancel

b

In “‘Separate text at” select * Others’” and put the pipe symbol (“Ctrl+\” see figure). After editing
in MS Word SAVE AS any Microsoft Word Document format.
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5.6.4 Convert to Microsoft Excel

Right click on Information.txt then open with Excel. Then all data will come on ‘A’ column.
To split it into 2 or more column select ‘A’ column.

e Then Select Data menu

e Text to columns then Convert text to columns wizard will come. It has 3 steps

Convert Text to Columns Wizard - Step 1 of 3 ?

The Text Wizard has determined that your data is Delimited.
If this is correct, choose MNext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
C : - Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

02358| 79Z.62541 SHO-B| Shovana Narayan| Bharatanatyam ﬁ
02355 79Z_.8254 FRR|| Earanas: Cosmic Shiwva 108 bBharatha pose
02354 792 _.62541 2DARc|| Adavu: Bharathnatyam beginner's guide
02353 79Z.82541 MUD|| Mudras: Bharatanatya manual

02352 79Z.62541 EKEAM-N.1| Eamals Bani| Mattuvangam, Bookl: 15w

Cancel Mext = Finish

1. Stepl: Select ‘Delimited’ option and click next button
2. Step2: Select “‘Other’ option type ‘|” symbol (Ctrl+\) in the box and click next button
3. Step3: Select General then click finish button.

Then information data will come on respective columns. You can edit the excel file and
Save As an Excel Workbook.

5.7. EXIT Button

This command button is used to exit from the Information Retrieval of the Libsoft.
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I\?cl) Questions Document Field Name :)perato Look for
1 How can we find total number BOOK ALL LIKE .
of books
5 Total number of reference BOOK Book Status | LIKE REFEREN
books CE
3 ggg”l‘('snumber of damaged BOOK Book_Status | LIKE DAMAGED
4 Total number of issued books | BOOK Book_Status | LIKE ouT
Details of a particular book _
5 (Eg. Acc No.12521) BOOK Acc_No = 12521
H *
6 Searching of a t_)ook BOOK Title LIKE compu arch
(Computer architecture) i
Find list of books which
7 subject is 'Successful living; BOOK Subject LIKE succ*living
Applied psychology'
List of books Acc. No. less
8 than 20000 BOOK Acc_No < 20000
List of books Acc. No. greater
9 than 20000 BOOK Acc_No > 20000
10 | List of Malayalam books BOOK Title LIKE (m)
11 'B'j(t)g Malayalam literature | g~ Call_No BEGINS | 8M
12 List of books which author is BOOK Author LIKE Shakespear
Shakespeare e
Books entered in a particular Date_Releas
13 date (Eg. 2014 July 18) BOOK e LIKE 18/07/2014
Books entered in a particular Date_Releas
14 month (Eg. 2014 July) BOOK e LIKE ##/07/2014
15 Books entered in a particular BOOK Date_Releas LIKE 2014
year.(Eg.2014) e
16 | Newly entered books BOOK Reser_status | LIKE 9
Searching of albook (Title: BOOK Title LIKE _compu*arch
17 | Computer architecture & I
Author: Sunitha Aggarwal)
AND Author LIKE suni*aggar
Books entered in particular BOOK (E})ate_ReIeas >= 06/13/2013
18 | period (Between 2013 June
13 and 2014 March 31)
AND Eate—Re'eas <= 31/03/2014
10000
, Sorti
19 | Listof books (Acc. No. BOOK Acc_No >= ]Eieﬁ; o
between 10000-20000) '‘Acc_No)
AND Acc_No <= 20000
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. . . th ti
50 | List of mathematics books BOOK Subject LIKE ;na ematic
issued AND Book_Status | LIKE ouT
21 List of Biology books in BOOK Subject LIKE z;llglgi;EN
Reference AND Book_Status | LIKE CE
: , BOOK Book_Status | LIKE DAMAGED
List of books in damage or
22 - WRITE
write off OR Book_Status | LIKE
OFF
23 Tota_l number of book titles in BOOK TITLE | Al LIKE .
the library
* (Sorting
24 Flnq the maximum copy of a BOOK TITLE | Al LIKE field Coqnt
perticular title Descending
)
Find total number of
25 | members entered in to MEMBER ALL LIKE *
Libsoft
Find total number of students
26 entered in to Libsoft MEMBER Category LIKE student
27 | Find members have overdue | MEMBER Over_Due > 0
. MEMBER O D > 0
28 | Find students have overdue ver_-ue
AND Category LIKE student
Find the students has MEMBER No_Book > 0
29 | borrowed books from library 1385
in particular branch -BoC
p AND Branch LIKE ZOOLOGY
30 Find students have overdue MEMBER Over_Due g 0
in particular branch 13-BSc
AND Branch LIKE Z00LOGY
Find list of members entered
31 | into the computer in specific | MEMBER Date_Entry LIKE 25/04/2014
date
32 Find list of members have MEMBER No_Reserve S 0
reserved books d
33 Flnd total number of books ISSUE ALL LIKE .
issued
34 | Findissue details of a ISSUE Acc_No = 01521
particular book
35 | Find books issued to a ISSUE Mem_Name |LIKE | Anil
particular member -
36 | Find books issuedto a ISSUE Mem_No LIKE 13UG1421
particular member
Find the list of books issued
37 | in particular date and not ISSUE Issue_Date LIKE 25/05/2014
returned yet
Find the list of books issued
38 ISSUE Issue_Date >= 01/15/2014

between two days and not

b inem m ) .
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AND Issue_Date <= 06/30/2014
List of issued books which mm/dd/yyyy
39 has due date is over ISSUE Due_Date < (Enter date)
40 Find the_llst of total number of | RESERVATI ALL LIKE .
reservation ON
41 Flnq the reservation in a RESERVATI Reserv Date | LIKE 25/03/2014
particular day ON -
List of members reserved
42 books before a_partlcular RESERVATI Reserv Date | < 01/01/2010
date (for removing ON -
reservation)
List of reservations of a RESERVATI
43 particular member ON Mem_Name | LIKE saneesh
44 | List of journals JOURNALS | All LIKE *
45 | Listofjournals has monthly | ;5 ,pNALS | Periodicity | LIKE monthly
periodicity
a6 | Listorjournals have renewal | ;4 pnAls | Renewal LIKE August
date in August
Total number of journal JOURNAL , .
4T | issues ISSUES Title LIKE
. : . JOURNAL
48 | Total journal issues in 2014 ISSUES Year LIKE 2014
Total journal issues received | JOURNAL :
49 in a particular date ISSUES Date_Receipt | LIKE 18/06/2014
50 _Total number of indexing in INDEXING All LIKE .
journal
51 _L|st of indexing of particular INDEXING Journal_Title | LIKE Electronics
journal for you
Search journals using
52 keywords INDEXING Keyword LIKE keyword
53 | Find all multimedia W OETIMERE ] Ace No LIKE .
54 | Search a multimedia "X'ULTIMEDI Title LIKE brit*encyclo
55 | Search all audio multimedia XULTIMEDI Format LIKE Audio
56 F_|nd all books entered in ALL BOOKS | All LIKE .
Libsoft
57 | Find hidden books in Libsoft | || pooks | Reser status | >= 90
like damaged, write off etc. -
58 F_md all returned books in RETURN All LIKE .
Libsoft
59 dR:tteurned books in a specific | peryry Return_Date | LIKE 25/03/2014
60 sgﬁmed books in March RETURN Return_Date | LIKE ##/03/2014
61 | Returned books with overdue | RETURN Over_Due > 0
62 Returned books with overdue | RETURN Over_Due > 0
in March AND Return_Date | LIKE ##/03/2014
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All books returned by a

63 i RETURN Mem No LIKE 13PG5214
specific member -
64 | Circulation history of a book RETURN Acc_No LIKE 01252
65 F_|nd all renewed books in RENEW All LIKE .
Libsoft
66 s:t’;ewed books in a specific | pepEy Renew Date | LIKE 30/07/2014
67 | Renewed book in July 2014 RENEW Renew_Date | LIKE ##/07/2014
68 | Renewed book in 2014 RENEW Renew_Date | LIKE #H##/2014
69 Renewed books between RENEW Renew_Date | >= 01/01/2014
01/01/2014 and 31/06/2014
AND Renew_Date | <= 06/31/2014
70 | Find all renewed books by a | ey Mem_No LIKE 1866
specific member —
Find all renewed books by a | RENEW Mem_No LIKE 1866
71 o X
specific member in July 2014
AND Renew_Date | LIKE ##/07/2014
72 Elonodkall renewal of a specific RENEW Acc_No LIKE 01254
73 gli:ewed books with over RENEW Over Due S 0
74 Find all fine list FINELIST ALL LIKE *
75 | Fine list of a specific member | FINELIST Mem_No LIKE 1866
76 Fine list of a specific member | FINELIST Mem_No LIKE 1866
and accession number
AND Acc_No LIKE 01256
77 | Fine list of specific date FINELIST Date LIKE 30/07/2014
78 | Fine list of July 2014 FINELIST Date LIKE ##/07/2014
79 Fine list between 01/06/2013 | FINELIST Date >= 06/01/2014
to 31/05/2014
AND Date <= 05/31/2014
80 ;5”5622“ of receiptnumber | bine ST | Receipt LIKE 23525
81 | Fine list of a specific book FINELIST Acc_No LIKE 52458
82 | Find total circulation in Libsoft | ACTIVITIES | ALL LIKE *
ga | Findtotal circulationinthe | ycr\iTiES | Date Entry | BEGINS | 2014
year 2014
gq | Find total circulationinthe | A ~r1v/7iES | Date LIKE HHIH12014
year 2014
85 | Find total Issue list ACTIVITIES Event LIKE issue
86 | Find total Return list ACTIVITIES Event LIKE return
87 | Find total Renew list ACTIVITIES Event LIKE renew
88 | Find total Reservation list ACTIVITIES Event LIKE reserv
. . . ACTIVITIE E LIKE i
89 | Find total issue in July 2014 ¢ S vent ISSUe
AND Date LIKE ##/07/2014
. . ACTIVITIE E LIKE
90 | Find total return in 2014 ¢ S vent return
AND Date LIKE H#i##/2014
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Total circulation details of a

91 ACTIVITIES Mem_No LIKE 5675
member
92 ggg”l‘(' circulation details ofa | \c1yiTiES | Acc_No LIKE 12532
93 Circulation details of a ACTIVITIES Mem_No LIKE 5675
member in 2014 AND Date LIKE #i##/2014
94 Circulation details of a book | ACTIVITIES | Acc_No LIKE 12532
in 2014 AND Date LIKE #H##/2014
95 Ségr“'at'on details of specific | \riviTIES | User LIKE librarian
Circulation details of specific | ACTIVITIES | User LIKE librarian
96 . .
user in April 2014
AND Date LIKE ##/04/2014
97 Total issue list by a specific ACTIVITIES | User LIKE librarian
user AND Event LIKE issue
98 Total renew list by a specific | ACTIVITIES | User LIKE librarian
user AND Event LIKE renew
99 Total circulation details of a ACTIVITIES | Mem_No LIKE 1525
member and a book
AND Acc_No LIKE 52542
Find all circulation details
>=
100 | between 01/06/2013 to ACTIVITIES Date 06/01/2013
31/05/2014 AND Date <= 05/31/2014

6. JOURNAL ACCESSION
This is mainly used for creating the database of the journals into Libsoft. We can also edit

already entered journals, by updating or by deleting etc. You can take the journal accession

either from the file menu or from the main screen of the Libsoft or by shortcut keys (Ctrl+J).

On clicking on the “journal accession’, a window is displayed as shown below.
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ISSM: 0970-1710 Feriodicity: |gj manthhy - Type: General - Add Journal
Title: [Frantline Nation: |Indian -

Publisher: [Kagthuri & Sons Ltd. Pub Place{Chennai LDelete Journal

Last%ol. Bd: | Acquisition Mode: |Purchase j Upda‘re

MName & Address
of Wendor/Daonar: |

Frice: 0 Find

Renewal layg 11
ListAlldounal | [M]4] 9747  |»|w|

Yolume No: 06 [ssue Moo |02

Add lssue
Oate of Publication: |01/01/2013 Year: [2013
Date of Receipt: 09/01/2013 Bemove [ssue

Edit Issue

[MNDEXIMNG |M‘ P ‘ | > ‘H| List &l Issue

Journal Accession consists of mainly three parts, Journal adding part, Issue adding part and

Femarks

Exit

indexing part.

6.1. Journal adding part

The buttons used in the Journal adding part are Add Journals, Delete Journals, Update,
Find, List All Journals and Exit.

6.1.1. Add Journals: This button is used to add new journal to the journal database of the
Libsoft. On clicking this button, a window will appear with blank fields.

6.1.2. Delete Journals: This button is used to delete already entered journal. On clicking this
button, there is a confirmation window will appear, if you click “Yes’ the current journal will
delete and if you click *‘No’ the action will cancel.

6.1.3. Update: This button is used to update entered journal details. After update click ‘OK’
button to save the updated data.

6.1.4. Find: This button is used to find a particular journal. On clicking, you will find a
window asking ‘Journal Title’. Enter the title and click, you will find the journal you needed.
6.1.5. List all Journals: On clicking this button, all the journals entered will display. From the
list, you can select the journal you need. Then by clicking ‘Close Journal List’, the journal list
will close and the selected journal details will appear in the respective textboxes.

6.1.6. Exit: This button is used to quit from the Journal Accession window.
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By clicking the ‘Add Journal’ button a window will appear like this
IBSM: [ Peradicity | < Type[ 4] SAVE
Title: | Mation: ’ﬁ - |
Publisher: | Fub Place:yi CANCEL
Lastol Bd: | Acguisition Mode: ’ﬁ

MName & Address
of Wendor/Daonar: |

Frice:
Renawal

Femarks

YYolume MNo: [ssue No:
Date of Publication: “rear:
Date of Receipt:

e | ] oo

The textboxes in this section are

a. ISSN: International Standard Serial Number is entered here.

b. Periodicity: From this Combo Box you can select the periodicity of the journal.

Eg: Monthly, Bi monthly, Yearly etc.

c. Type: You can specify the type of the journal here. You can select from the list or type it in
the combo box.

Eg: Electronics, Tourism, IT etc.

d. Title: This textbox is used to enter the title of the journal.

e. Nation: Enter the publishing country of the journal. You have two options, ‘Indian’ and
‘Foreign’ to select from the Combo Box.

f. Publisher: Enter the name of the publisher here.

g. Pub. Place: Enter the place of publishing.

h. Last Vol. Bd.: Last volume bind is used to specify up to which volume had been bind and
stored as a book.

I. Acquisition Mode: Here you must specify the mode of acquisition. Whether it is

‘Purchased’ or “‘Gifted” or any other mode you can specify.
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j. Name & Address of Vendor/Donor: Here specify the name and address of the vendor or
donor must be specified here.

k. Remarks: If any remark about a particular journal is there you can specify it in this box
briefly.

I. Price: Price of the journal must be entered here. If you are subscribing for a period of time
you must specify it here, whether it is Rs/year or Rs/issue.

m. Renewal: Renewal date/ month/ year of the journal should be specified here.

6.2. Issue adding part:

Once you entered a Journal you can add issues to it. Issues can be added according to the
periodicity of the Journal. Following details should be added for adding one issue to the
journal.

6.2.1. Add Issue: Adding a new issue to a journal. Before adding issue you must select the
journal by using find in the Journal Accession. After displaying the journal in the Journal

Accession you can add the issue to that journal using Add Issue command.

Yolume No: ||33 Issue No: |1E|

Add Issue
Date of Publication: | Year: IEDDS E——
Datfe of Receipt: |30;ua;2003 M

Edit Issue

INDEXING | "‘l‘l 111 \r|>|| List All |ssue

6.2.2. Volume No: Enter the volume number of the issue here. Volume number will be given
in the issue. Make sure that the journal you selected is the same in the issue.

6.2.3. Issue No: Issue no of the journal should be entered here.

Note: The Vol.No. and Issue No. are must be entered in two digit number.

6.2.4. Date of Publication: Publication date of the issue is entered here. The format for date
input is dd/mm/yyyy. You can use other format also but it’s recommended to follow a single
rule for the entire journal.

6.2.5. Date of Receipt: Date of the receipt should be entered here. Or the date of purchase
must be entered here. Usually system will update date from the system.

6.2.6. Year: Year of the Issue is entered here.

LIBSOFT SERVER VERSION 4.1



43

6.2.8. Remove Issue: This command is used to delete or remove an issue from the Issue list.
On clicking Libsoft will ask for confirmation, clicking yes will delete the current issue no will
cancel the action.

6.2.9. Edit Issue: Edit issue is used to edit the currently displayed issue.

6.2.10. List All Issue: This command is used for listing all the issues of the journal displayed
in the Journal Accession.

6.2.11. Indexing: On clicking on Indexing a new window will appear named “Indexing’ in the
Journal Accession.

6.3. Indexing part

Indexing is used to index journal articles in the journal issues for further reference. You can
save new articles and details in this window. Just clicking on the Indexing in the issue a new

window ‘Indexing” will appear as shown below.

[#8 JOURNAL ACCESSIO| [E=E—r—)

[ IMDESIMG
TITIe(S]I || Add

Author(s): |
Edit ‘

Keyword(s)|
Page(s) | Year: Remave

Abstract

List Al ‘ ‘N‘{‘ 0/0 ‘D‘N‘

The Options in Indexing Part

a. Add: For adding a new article to an issue just clicks on the ‘Add’ button. Then a new
window will appear for entering the details.

b. Edit: For editing already saved article can be done using the edit command. Clicking “OK”
will save the changes.

c. Remove: To permanently delete an article from the Indexing after confirmation. Clicking
“Yes’” will delete the current article, else “No” will cancel the current action.

d. Title(s): In this text box we will enter the title of the article
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e. Author(s): Author or authors should be entered here.

f. Keyword(s): You can also give keywords of the articles

g. Page(s): Number of pages of the articles is entered here.

h. Year: Year is entered here.

i. Abstract: A short description of the article can be entered here.

j. List All: For listing all the indexed articles in the window. Clicking on ‘Close All’ will close
the window and will be back to Indexing window.

k. Close: Clicking on close will exit the ‘Indexing” window and go back to the Journal
Accession window.

NB: Journal Accession, Issue Adding, Indexing are interconnected. Making changes in the
upper hierarchy will make the lower inaccessible. For example changes made in Journal
Accession will make Issues and indexing inaccessible. Accordingly changes made in the Issue
Adding will make its Indexing inaccessible. So changes must be made from the lower
hierarchy. Removing also must be done like this.

Hierarchy

Journal Accession % Issue Adding [ ®| Indexing

7. MULTIMEDIA

This is mainly used to enter the details of all multimedia items such as Cassettes, CDs, DVDs,
Tapes, Floppy and Electronic storage devices are entered here. This window is specially
designed for that purpose. We can also edit already entered multimedia items, by updating or
by deleting etc. You can select the multimedia either from the file menu or from the main
screen of the Libsoft or by shortcut keys (Ctrl+M). On clicking on the ‘Multimedia’, a window

is displayed as shown below:
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| &1 MULTIMEDIA

Aot Mo |E?4B?‘ Lu:u:atiu:un:| Al MNew

Title: |C|:|mputer reference library

Subject: |Cumputer5cien|:e

Producer: |CDRPInc:., USA

Language: | Colour: |

Ciuration: | Format; |

Status: I Fesersation Status:

List All

7.1. Buttons

7.1.1. Add New: Use to add a new multimedia

7.1.2. Delete: Delete the current displayed record after confirmation.

7.1.3. Update: Edit the currently displayed record. To update a record use ‘Find’ for searching
the record and then update.

7.1.4. Find: Search for a particular record using accession number.

7.1.5. Exit: Exit from the current multimedia window.

7.1.6. List all: List all the records as it was entered and you can edit here. On clicking the
records get displayed and the list all button will change to ‘close all'. Clicking on 'Close All'
button will close the current window and restore the previous window.

7.2. Entering Multimedia

7.2.1. Acc. No: This textbox is used to enter accession number of the multimedia device. It is
same as that of the book accession. Acc. No. text box cannot be blank.

7.2.2. Location: Location refers to the place where these devices are kept or the shelf no etc
can be entered here.

7.2.3. Title: This textbox is used to enter the title of the multimedia devices.

7.2.4. Subject: The subject of the contents in the multimedia device is entered here. You must

classify it before entering and it is arranged in the shelf with this number.
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7.2.5. Producer: The producer of the device is entered here.

7.2.6. Language: The language of the device is entered here.

7.2.7. Color: Color refers to colored contents or black and white contents are present inside the
multimedia devices are entered here.

7.2.8. Duration: Duration refers to the length or the duration of matter or program inside the
device.

7.2.9. Format: Format textbox we refer what is the device is for eg. Whether it is an
audiocassette, videocassette or such like things are entered here.

7.2.10. Status: Status of the device is that whether it is inside the library or out are indicated
here. When you enter the status will be 'in' when you issue it the status will automatically
change to 'out'.

7.2.11. Reservation Status: Reservation Status is used for members for reserving the device.

7.2.12. Details: If any details of the multimedia device are available, it can be entered here.

8. CIRCULATION

Circulation does the circulation of library documents among members. The circulation consists
of four parts 1. Issue, 2. Return, 3. Renewal, 4. Reservation

8.1. ISSUE

The issuing of book is done here. Before issuing, all details about the members, books, journals
and multimedia devices must be entered in the databasae of Libsoft. On issuing you will have
two textboxes of Member No. and Accession No. Enter the Member No. in the ‘Member No.’
textbox and press enter key, then the control will automatically transfer to ‘Accession No.’
Textbox, on the same time the previous Issue details of that particular member and details of
the current book will show below (refer fig), enter the accession number of the book and press
enter. Then Libsoft will automatically display the details of member (Member Name,
Category) and the details of the book (refer fig.). On clicking on the “Issue” button will issue
the book to the member and the status of the book (book status) will automatically change to
‘OuUT’.

Issue date (date at which the book issue) Due date (last date of return book without due), are
automatically created by Libsoft. Total overdue and total number of the books borrowed by the
member will also get displayed in the window.
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ISSUE RETURM FEMEYWWAL RESERYATION

Member No:  [13cE14185 | I55UE GROUPISEUE Focus
Group [

Accession No: | -] CAMNCEL ExIT lssue

Tatal Fine Total Over_Due
Ower_Due Rate: Pay Total Fine

rine Receipt eteis |

Issue Details of Member: 13CE14185% Roni Elizebeth Abraham
|[Acc_No|Title |Author [Issue Date [Due Date  |R:

Issue using barcode:

1.Read the barcode of the member card one time (make sure that the curser is in the ‘Member
No’ text box), then the member number will automatically entered and focus will go to the
‘Accession No’ textbox

2.Read the barcode of the book, then details of that member will display with previous issue
details and focus will go to the ‘ISSUE’ button

3.Read the barcode of the book once again, the book will automatically issue to that member.
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& Circulation = =
ISSUE 1 RETURRN 1 RENEWAL | RESERVATION
Merber Mot [s121 -l | ssE SROUPISSUE Focus
Group [
Accession No:[n3znn | CANCEL ExIT lsziz
Member NIVEDYA P V Category: |STUDENT-14

Title:  |Tyagaraja krithikal (m)

Althor: |Kumﬂrﬂk9rﬂ|ﬂuﬂrmﬂ. PR Call N':'3|?3|]-9|C TYAK
Book Status ||y Total CverDue | Issue Date |1 8/Junf2014
Total Mumber of Books Borrowed 1 Due Date ||]2;Ju|;2|]1 4

Issue Details of Member: 5121 NIWVEDYAP V

Acc_No|Title Author Issue Date |Due Date Ri
p |03261 Kerala samskaram (m} Achuthawarrier, S 18/06/2014 02/07/2014

=]

| 3

8.1.1. Group Issue:
If you want to issue more than one book to a member you can use group issue. By enable (click
group issue) group issue you can avoid entering the Member No. for each book. On entering
the accession number and press enter will display the details of the book , then pressing group
issue will issue the book and wait for the next accession number of the book by keeping the
Member No.
Group issue by using Barcode
1. Enable Group Issue by click on “Focus Group Issue’
2. Read the barcode of the member card
3. Read the barcode of the first book, then display the previous and current details of that
member and read the barcode of book again to issue that book.
4. Read the barcode of next book and continue the process till the maximum number of books
issued.
Note: In the case the book limit of a member is two, then after issue the second books in group
issue the ‘Member No:” textbox will clear

In the case the book limit of a member is five and the member take only two book at a
time, then even after issue the second book, the ‘Member No’ textbox remains the same
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member no:. In this condition before read the next membership card just cancel the process or
make sure the “Member No’ box is clear.

Remember: If you enable ‘Focus Group Issue’ for a particular member please disable the
option if the next member do not want more than book to be issue.

8.1.2. Cancel: Pressing this button will cancel the current action.

8.1.3. Exit: Exit button is used to exit from the circulation

8.2. RETURN

The Issued Books are returning here. On entering the Accession No. of the book and press

enter the details of the member (Member Name, Category) and books are displayed as shown

below (see fig.). By press ‘Return’ button or enter key the book is returned and the status of the

book changes to 'IN'. Details like Issued date, Due date, Return date, Reservation status,

Total previous over due, Current over due, Reservation status, Total numbers of books

borrowed and Fine Collection form (if enable) are also displayed in the details. Cancel: will

cancel the current action. Exit: Clicking this button will exit from the Circulation.

Return by using Barcode Reader

1. Read the Barcode of the book once, then details of current book and member will display
and the focus will go to the ‘Return’ button.(Remember: Make sure that the curser is in the
*Accession No.” textbox)

2. Read the Barcode of the book again, then the book will return

Note: There is no need of “Member Card’on the time of Return

8.2.1. Fine Collection form

If there is any overdue for the current book or any previous overdue for that particular member,
then there is a ‘Fine Collection’ form will appear in the bottom of the window.

In this form there are some textboxes named Total Fine (total of previous and current fine of
that member), Total Over_Due (total of previous and current overdue of that member), Current
Fine, Over_Due Rate (rate of one due, default is *1’), To pay the current fine and return, there
is a button named ‘Pay Current Fine & Return’, To pay the current fine and previous fine, press
‘Pay Total Fine & Return’ button, The fine details can be enter in the textbox ‘Fine Receipt
Details’. These fine details and return details are recorded in a database named
‘Circulation.mdb’ in Libsoft folder.
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Note: If you Click the “‘Return’ button with out collecting the fine, then that fine will added as

due fine and it will display as “Total fine’ when the same member returning next book later.

& Circulation - B
ISSIUE | RETURN 1 RENEWWAL | RESERVATION
Acc Noo IDSEET j i BETURM | CAMNCEL EXIT Collection I
Member No: 5121 Member. INIVEDYA P vV
Categony: ISTUDENT—1 4 Total Number of Books Borrowed |1

Title: IKerﬁIa samskaram {m)

Author: IAchulhawarrier, 5 Call ND:|954_33 ACH-KS

Feservation Status: |31 Issue Date |1 8/06/2014
Total Previous Chver Due II] Due Date Il]ZII]?I2I]1 4
Cutrert Ovar Due |31 16 Days Fine  Return Date |1 87Julj2014

Total Cver_Due Fay Total Fine & Return

Current Fine Over Due Rate:

. . . Fay Current Eine & Return
Fine Receipt Details

8.3. RENEWAL

This window is mainly used to renew an issued book to further period. By enter accession
number of the Issued book’s in the ‘Accession No.” textbox and press enter will display the
member details (Member No., Member Name, Category) and the book details and issue
date, old due date, renew date and new due date etc are also displayed as shown in the
figure. Already issued book will automatically get listed in the textbox, so you can select either
from there or just key in the number and press enter key. So the book will be listed below and
on clicking on the Renew button will renew the book for new period of time to the member.
Cancel: Cancel button cancels the current action of renewal and waits for the next accession
number to be entered. Exit: Exit button will exit from the circulation window and back to the
Libsoft main window.

Note: Renewal using Barcode Reader is same as “Return’
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5| Circulation - =
EENE I RETURM Il RENEWAL [ RESERWATION

o320 E ol | e |

hMember Mojg1 21 Member: INIVEDYA P v

Author: IKumarakeralavarma, P R Category: |STUDENT-14

Title: |Tyﬂgaraja krithikal {m)

CallNo:  [780.91C TYAK lssue Date  |18/06/2014

Total Books in Hand Izi P‘EHEWFDUHHS Old Due Date ||]1;|]3;2|]14

Total Previous OwverDue |417 Activate Fenew Date |13;Ju|;2|]14

Current OwverDue ||] Mew Due Date: |I]1,fAug,f2l]14

8.3.1. Fine Collection form
If there is any overdue for the current book or any previous overdue for that particular member,

then there is a ‘Fine Collection’ form will appear in the bottom of the window.

In this form there are some textboxes named Total Fine (total of previous and current fine of
that member), Total Over_Due (total of previous and current overdue of that member), Current
Fine, Over_Due Rate (rate of one due, default is 1), To pay the current fine and renew, there
is a button named ‘Pay Current Fine & Renew’, To pay the current fine and previous fine,
press ‘Pay Total Fine & Renew’ button, The fine details can be enter in the textbox ‘Fine
Receipt Details’. These fine details are recorded in a database named ‘Circulation.mdb’ in
Libsoft folder.

Note: If you Click the ‘Renew’ button with out collecting the fine, then that fine will added as

due fine and it will display as “Total fine” when the same member return/renew next book later.
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i Circulation
| ISSUE | RETURN | RENEWAL L RESERVATION |
CANCEL EXIT
Member No|5121 Member: INIVEDYA P vV
Author. IKumﬁrﬂkemlﬁVﬁrm& FR Category: ISTUDENT‘1 4
Title: ITyﬁgamjﬁ krithikal {m)
CallNo:  [780.91C TYAK lssueDate  [18/06/2014

Total Books in Hand Old Due Date ||]1;|]3;2|]1 4

|2
Total Frevious CrhverDue |4-| Fenew Date |1 8/Julf2014
Il]

Current OverDue Mew Due Date: II]1fAugf2I]14

Fine Collection

Tatal Fine Tatal Over_Due i
Fay Total Fine & Renew
_ Crwer_Due Rate:

Current Fine

. . . Fay Current Eine & Renew

8.4. RESERVATION

A member can reserve a particular book for a time period. First reserved member will get the
priority for a particular book when there is more than one reservation. When a member
reserves a book the reservation status of the book for that member will change from zero to 1.
If another member reserves the same book the reservation status of that book for that member
will be 2. So the first reserved will get priority for the issue of the book. So the reservation
status of a particular book can be viewed from the information retrieval of the Libsoft.

8.4.1. Add Button: This button is used to add the reservation of a book to a member. Enter the
Member No. and press Enter, then the control will transfer to the Accession No. By entering
the accession number a window named ‘New Book Reservation’ will display below and by
pressing ‘Add’ Button the book will get reserve to that member and the priority of the member
will get displayed in the Priority box.

8.4.2. Group Add: For reserving more than one book to a Member you can use ‘Group Add’
facility. Clicking on ‘Group Add’ button the Member No. is retained and waits for the next
accession number to be entered. On entering the accession number and pressing enter the
details of the Member (Member No., Member Name, and Category) and Book details and
‘Priority’ to that member are also displayed. Circulation details like ‘Total Book in Hand’,
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“Total Books Reserved’ are also listed in the window. Pressing the ‘Group Add’ button will
reserve the book and wait for the next Accession No. to be entered.

8.4.3. Remove: You can also remove reservation made to a book by a particular user. This is
done using the ‘Remove’ button of the Reservation window. Selecting the Member No. and
Accession No. of the book and pressing enter will display the Member details (Member No.,
Member Name, Category) and book details and the 'Remove’ button will get active and
pressing the button will remove the reservation of the book.

NB: Remove button will get active only if the book is reserved to that member. Entering the
member no and accession number of the book will activate the 'Remove’ button otherwise only
the 'Add' button will be active. If you are reserving a new book the 'Remove' button will be
inactive and if you are removing a reservation the 'add’ button will be inactive.

8.4.4. Cancel: Pressing this button will cancel the current action of Reservation or Removal.

8.4.5. Exit: Clicking on this button will exit from the circulation and back to the Libsoft main

window
& Circulation = ':'
ISSUE | RETURM 1 REMEWAL | RESERVATION
Member No:  [5121 | GROUP ADD ‘
ExIT

Accession Mo [0z515 - CANCEL

New Book Reservation

Member: [NIVEDYA P v Category: [STUDENT-14

Title: |Sri yvogavasishtam: Maharamayanam, Book?2

Author: |valmiki, Maharshi: Murthy, PN, Tr.  CallMo: {294 5922 VAL-S.2

Total Books in Hand 2 Friority [ Date |1 8/Julj2014
Total Books Reserved | Book Status: |IN
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9. MEMBERSHIP

All users of the library are registered here. Libsoft keeps separate accounts of each and every

user. On clicking on the Membership on the Libsoft main window a new window will appear

as below.
§ MEMBERSHIP - - I
File
Mernber Nol5721 Category |STUDENT-14 = apDNEW
Mame |N|‘*~“f|5|:"ﬂ'\'~F“‘*ff Eranch |2EI14—EES|: BOTONY
sddress | CHERUVILHOUSE, KATTAKKADA, Sex [Female | | STUATE
TRIVANDRUM
Date of Bith |30,09/1995 DELETE
Ehail | Phane | E—
dd/mrmyyyy Total

Expiry Date Over Due Total Books Barrowed lgi
Entry Date  |18/06/2014 41 Total Books Reserved |1

Femarks
CIRCULATIOMN DETAILS
ACC_MO |TITLE AUTHOR ISSUE_DATE| DUE_DATI LIST ALL
p (03200  [Mew bAmencan design: Products and (| Aldersey-Willams, Hi|  18/06/2014|  01/08/201 -
03261 K.erala zamszkaram [m) Achuthawarrier, 5 18/06/2014)  01/08/201
FirID
| v
14 4 142 b | EXIT
9.1. Buttons

9.1.1. Add New: Add a new member to the membership.

9.1.2. Update: Update the details of a current member.

9.1.3. Delete: Delete the current displayed record. On clicking a confirmation message appears
asking to confirm the action. Clicking yes will delete the current record, No will cancel the
action.(Note: Don’t delete any member who has not return the issued books.)

9.1.4. List All: To list all the records. Clicking on the button “Click Here” will regain the
original window.

9.1.5. Find: To search for a particular member using the Member Number.

9.1.6. Exit: To exit the membership window and back to Libsoft.

LIBSOFT SERVER VERSION 4.1



55

9.2. Entering Data in Membership

9.2.1. Member No: Member no is entered here. You can give any number including Alphabets
and numbers or both. Care should be taken to identify the member easily by number. The
member no is must be a unique number, no duplication is allowed.

9.2.2. Category: Category of the member is given here. Category like Student, Staff, and Non-
Teaching Staff etc are added. You can add more categories and select and give in this. (Refer
Category)

9.2.3. Name: Name is entered here. Normally the class is entered in bracket after the name in
school libraries.

9.2.4. Branch: Branch of the member is entered here.

9.2.5. Address: Address of the member is entered here.

9.2.6. Sex: Select the sex of the member.

9.2.7. E-mail: If the member had any e-mail id it should be entered here.

9.2.8. Date of Birth: Date of the birth of the member is entered here.

9.2.9. Phone: Phone number is entered here.

9.2.10. Expiry Date: Expiry date of the membership is entered here.

9.2.11. Entry Date: Entry date of the membership is displayed here. The system will
automatically update system date here.

9.2.12. Over Due: Any fine regarding failure of return of the book at due date is displayed
here.

9.2.13. Total Books Borrowed: Number of books borrowed by the member is displayed here.
9.2.14. Total Book Reserved: Total book reserved by the member.

9.2.15. Remarks: Remarks regarding the member should be entered here.

9.2.16. Circulation Details: Details of the book issued to the member are displayed here.

10. CATEGORY

Category is used to categorize the members like Student, Faculty, and Staff etc. By using it, the
number of books allowed for each member and the number of days allowed for each book can
be determined. There is mainly three options 1.ADD, 2.REMOVE, 3.MODIFY.
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[% catecons or v |

File

[ carecory OF MEVEH localn=fwiSl| [# cateconry oF MEMEER [P )

File

ADD; | PEMOVE | MODIFY

ADD | REMOVE: | MODIFY | PREMOVE | IMODIFY

Category Name:

MNumber of Books allowed:

Categony Name: - Category MName: -

Movatates @il Eieale Elteet Mumber of Books allowed:

MNumber of days allowed for each Book: MNumber of days allowed for each Book:

MNumber of days allowed for each Book:

Clear ‘ Close ‘

Clear | Close | Close |

10.1. ADD
It is used to add new category. Enter the new category name, number of books allowed for

each category and number of days for each book should enter the corresponding boxes, then
click ‘Save’ button.

10.2. REMOVE
It is used to remove the unwanted category. Select the Category Name you want to remove

from the combo box and click ‘Remove’ button

Note: If there are any members in the category you want to delete, should delete the member
first

10.3. MODIFY
It is used to modify the existing category. If you want to modify any category, select the

category name from

11. REPORT
It is used for quick report. By using this facility you can immediately print reports. Mainly

you can print the report of book and member separately. The report contains only limited
details.

11.1. Book Report
It is used to print the report of books. By clicking this there is a window will appear which

almost same to Information Retrieval. There is a button named *SIMPLE’ for Simple Search
and ‘BOOLEAN?’ for Boolean Search Which is same as Information Retrieval .But the ‘Field
Name’ contains only the fields of Book. The ‘Order By’ list box is used to print the report in

a particular order which is also contains only fields of Book. Show the fig below:

Field Name Operator Look For Order By

SIMPLE ‘ Title ~||BEGINS ~ [ Title -~

Logical Operator Field NameOperator Look For
AND | |Author ~|[BEGINS ~ ][~ Heport
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It is a Boolean Search. Based on the data entered in the above figure will display the books

which ‘Title’ AND

button, the report is like as follows:

'3 BOOK REPORT:- 172 Bool
H]|

Zoom | 100% -

‘Author’ Name must ‘BEGINS’ with ‘A’. By clicking the ‘Report’

BOOK DETAILS

210172013 Page:1

Acc No:

Call_No:

Author:

Title:

Books Status:

27018
21716
22621
22619
22451
21695
69564
69584
U06554
05440
N04807
78007
78008
72009
18575

8H2 ABB-A

8H2 ABB-A

H 8H4.09 AYY-A
8H4.09 AYY-A
H8H2.08 ASH-A
H8H2.08 ASH-A
M BM3 ANA-A

8M3 AMA-A

H 8H4 AVA-A

S 851 AAP-A
HE8H1 AJN-A

M 8M3.01 AKB.K-A
M 8M3.01 AKB.K-A
M 8M3.01 AKB.K-A
T 8T4 APP-A

M 8M3 AMA-A

M A3 ANA-4

11.2. Member Report

Abbas, Khyasa Ahamad
Abbas, Khyasa Ahamad
Ayyar, Susheela

Ayyar, Susheela

Ashk, Upendranath
Ashk, Upendranath
Anand

Anand

Awasthi, Om Prakash
Aapte, Hari Marayana
Ajney

Akbar, Kakkattil

Akbar, Kakkattil

Akbar, Kakkattil
Appusami, P N

Anand

Anandd

Aadha ensan (h)

Aadha esan (h)
Aadhunik Hindi gadya (h)
Aadhunik Hindi gadya (h)
Aadi marg (h)

Aadi marg (h)
Aalkkoottam (m)
Aalkkoottam (m)

Aalochana ki phisalan (h)

M
M

Aanandasram samskritha grandavali

(s)
Aangan kr par dwar (h)

Aaram kalam (m)
Aaram kalam (m)
Aaram kalam (m)
Aarpatha ulakam (t)
Abhayaarthikal {m)

Anhavaarthikal fmi

It is used to print the report of Members. By clicking this there is a window will appear which
almost same to Information Retrieval. There is a button named ‘SIMPLE’ for Simple Search
and ‘BOOLEAN’ for Boolean Search Which is same as Information Retrieval .But the ‘Field
Name’ contains only the fields of Members. The ‘Order By’ list box is used to print the report
in a particular order which is also contains only fields of Member. Show the fig below:

Field Name Operator Look For

BOOLEAN ‘ |Mem_Namej|EiEGlNSj|5

It is a Simple Search. Based on the data entered in the above figure will display the Members
details in which member name ‘BEGINS’ with ‘S’ in the order of their member number. By

clicking the ‘Report’ button, the report is like as follows:
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¥ MEMBERSHIP REPORT:- 479 Members found
@ Zoom m
MEMBERSHIP DETAILS 21012013 Page:1
Mem_HNo: Name: Rank: Address: Books Taken:
12033 SRUTHLS.L B.Sc PHY 2012-15 0
12034 SARAMNYAS B.5c PHY 2012-15 1
12102 SILDIA THOMAS B.Sc HOM 2012-15 1
12109 SAJITHA RAHUMAN B.ScHOM 2012-15 0
12121 SARAMNYA A _S BSC IMB 2012-15 1
12140 SHAHANA. H B3C MAT 2012-15 1
12156 SRUTHY.S B.Com 2012-15 1
12163 SULFATH BEEVL.S B.Com 2012-15 0
12168 SUCHITHRA . K. 8 BCom 2012-15 0
12170 SILPAVR B.AENG 201215 0
12171 SOORYAV.R B.AAENG 2012-15 0
12173 SWETHA ANANDASIVAN B.AAENG 2012-15 2
12194 SHEELAS BA MAL 2012-15 1
122 SARAMNYA MOHAN.G BAEMNG 2011-13 0 i
Pages MI4JT (M

11.3. Issue Report
It is used to print the report of Issue details. By clicking this there is a window will appear

which almost same to Information Retrieval. There is a button named ‘SIMPLE’ for Simple
Search and ‘BOOLEAN’ for Boolean Search Which is same as Information Retrieval .But
the ‘Field Name’ contains only the fields of Issue. The *Order By’ list box is used to print the
report in a particular order which is also contains only fields of Issue. There is three types of
reports, TYPE-1, TYPE-2, TYPE-3. Show the fig below:

ISSUE REPORT = é
Field Name Operator Look For Order By REFORT TYFE
BOOLEAN |r‘f-"~.|| j|L|KE j %l |MEm_ND j t* TvPE-1
" T¥PE-2
e C TYPE3
| - F|

Itis a Simple Search. Here TYPE-1 report is used which means the report will display details
contains Mem_No, Name, Acc_No, Title, Author. Based on the data entered in the above
figure will display the ISSUE as follows.
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|3 ISSUE REPORT- 6

@ Zoom

100% -

CIRCULATION DETAILS

28-Jan-2013 Page:1

Mem_HNo:

Hame:

Title:

Author:

001

001

001

001
0oz
0oz
0oz
0oz
0oz
00z
003

The following figure using the TYPE-2 report which means the report contains issue details of

Dr. P Laila
Dr. P Laila
Dr. P Laila

Dr. P Laila
SAJAN JOSE

SAJAN JOSE
SAJAN JOSE

SAJAN JOSE
SAJAN JOSE

BINDU
BINDU

SANDHYA 3
SANDHYA S
CHERIAN

MHERILR

ach member separately.

@ Zoom

100% hd

Taittiriya samhita of the krishna
yajur-veda, Vol.d (s)

3ri riksamhitha:
Thatsyayamashtamoshtaka (s)
Taittiriya samhita of the krishna
yajur-veda, Viol.10 (s)

Rig samhita, Parts (s)

Shuklayajurvedvachusaney
sahityabhashya (s}

Rig samhita: Ashtaka, Part1(s)

Samveda samhitha, Part1 (s)

=i Riksambhitha (s)

Taittiriya samhita of the krishna
yajur-veda, Vol.5 (s)
Rig samhita: Ashtaka, Part2 3&4 (s)

Rig samhitha, Part 5, 6&7:
Panchamashtakam (s)
Rig samhita, Part2-4 (s)

Rig samhita, Part1 (s)
Atharva veda sanhita (s)

Rin camhita- Achtalka Part ie)

Mahadeva Sastri, A Ed;
Rangacarya, K, Ed.
Bodsopahma

Mahadeva Sastri, A, Ed.;
Rangacarya, K, Ed.
Mirnaya Sagar Press

Sayanacharya

Mirnaya Sagar Press

Jeevananda Vidyasagar
Bhattacharya, Comp.
Sayanacharya

Mahadeva Sastri, A, Ed.;
Rangacarya, K, Ed.
Mirnaya Sagar Press

Mirnaya Sagar Press
Mirnaya Sagar Press

Sewaklal Karsandas

klirmauwa Sanar Prace

CIRCULATION DETAILS

29-Jan-2013 Page:1

Name:- Dr. P Laila

Acc_No

Title

Membership No:- 001

Author

00015 Taittiriya samhita ofthe krishna yajurveda, Vol 4 (s)

00oos Sririksamhitha: Thatsyayamashtamoshtaka (s)
00017 Taittiriya samhita of the krishna yajur-veda, Vol.10 (s}

o002z Rig samhita, Parts (s}

Mahadeva Sastri, A Ed.; Rangacarya, K,
Ed.
Bodsopahma

Mahadeva Sastri, A, Ed.; Rangacarya, K,
Ed

Nir-naya Sagar Press

Name:- SAJAN JOSE
Acc_Mo Title

Membership No:- 002

Author

00010 Shuklayajurvedvachusaney sahityabhashya (s)
0oo19 Rig samhita: Ashtaka, Part1(s)
00011 Samveda samhitha, Part1 (s)

00001 Sri Riksamhitha (s)
00016 Taittiriya samhita ofthe krishna yajur-veda, Vol.5(5)

Sayanacharya
Mirnaya Sagar Press

Jeevananda Vidyasagar Bhattacharya,
Comp.
Sayanacharya

Mahadeva Sastri, A, Ed.; Rangacarya, K,
Ed.

Name:- BINDU
Acc_No Title

Membership No:- 003

Author

00020 Rig samhita: Ashtaka, Part2 3&4 (s)
00025 Rig samhitha, Part 5,6&7. Panchamashtakam (s)

Mirnaya Sagar Press

Pages M4 T »|M — — )

The following figure shows TYPE-3 report which contains the details issue of each member
separately with the issue and due date.
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[ ISSUE REPORT:- 6 Members found [E=REE
=1 Zoom |100% -
CIRCULATION DETAILS 29-Jan-213  Page:1 e
Mem_Name: Dr. P Laila Membership No: 001
Acc_No: Author: Title: Issue_Date Due Date
00015 Mahadeva Sastri, A, Ed.; Rangacarya, Taittiriya samhita of the krishna yajur-veda, 27-Jan-2013 10-Feb-2013
K, Ed. Vold (s)
oooos Bodsopahma S riksamhitha: Thatsyayamashtamoshtaka 27-Jan-2013 10-Feb-2013
(s)
00017 Mahadeva Sastri, A, Ed.; Rangacarya, Taittiriya samhita of the krishna yajurveda, 27-Jan-2013 10-Feb-2013
K, Ed. Vol 10 (s) =
00022 Mirnaya Sagar Press Rig samhita, Part8 (s) 27-Jan-2013 10-Feb-2013
Mem_Name: SAJAN JOSE Membership No: 0oz
Acc_HNo: Author: Title: Issue_Date Due_Date
00010 Sayanacharya Shuklayajurvedvachusaney sahityabhashya 27-Jan-2013 10-Feb-2013
(s)
00019 Mirnaya Sagar Press Rig samhita: Ashtaka, Part1(s} 27-Jan-2013 10-Feb-2013
00011 Jeevananda Vidyasagar Bhattacharya, Samwveda samhitha, Part1 (s) 27-Jan-2013 10-Feb-2013
Comp
00001 Sayanacharya Sri Riksamhitha (s) 27-Jan-2013 10-Feb-2013
00016 Mahadeva Sastri, A, Ed.; Rangacarya, Taittiriya samhita of the krishna yajur-veda, 27-Jan-2013 10-Feb-2013
K, Ed. Wol.5 (s)
Mem_Name: BINDU Membership No: 003
Acc_No: Author: Title: Issue_Date Due_ Date
00020 Mirnaya Sagar Press Rig samhita: Ashtaka, Part2 3&4 (s) 27-Jan-2013 10-Feb-2013
00025 Rig samhitha, Part 5,6&7: 27-Jan-2013 10-Feb-2013
Panchamashtakam (s} -
Pages: M |4 |1 M 4 »

12. BACK UP

It is another facility of Libsoft, by using this we can keep the data for the future reference.
You can select the backup option from ’settings’ in the menu bar. By clicking the *backup’
the backup of database will copy to the ‘Libback’ folder (commonly it contains in the E:
drive)

A screen like this will appear, Press any key to continue.

BN C\Windows\system32yemd

D:=“Libsoft>COPY D:“~LIBSOFT-LIBSOFT.MDE E:-LIBBACK~22-LIBSOFT.MDE
1 fileds?> copied.

D:xLibsoft>COPY D:“\LIBSOFT-LIBSOFT.MDB E:-LIBBACK-~13Jan—-LIBSOFT.MDB
1 fileds> copied.

D:~Libzoft>PAUSE
Press any key to continuwe . . . _
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13. STOCK

There is a stock taking facility in Libsoft software. For this we use a database file named
‘Stock’ in Libsoft folder. The “Stock’ file contains two tables named “All Stock” and
‘Current Stock’. The table *All Stock’ contains 3 fields named ‘Acc_No’, ‘Call_No’, and

‘Status’ (Book Status). There is three steps in stock taking.

1. Reading Barcodes: First of all we read barcode of all books one by one to the table
‘Current Stock’. In this time we can note the starting time of the each shelf in to a
paper for future reference.

2. Transferring data from Libsoft to ‘All Stock’: It has two steps.

e Stepl: Open information retrieval. Search all books and export into text file by
using “Printout’ button. In the export file we only need fields ‘Acc No’, ‘Call No’
and ‘Book Status’. (The exported file normally saved in Desktop or Document

folder as text file named Information.txt)

e Step2: Import text file into the “All Stock’ using import text wizard.

3. Stock verification reports: There are three queries in ‘Stock’ file.

I. All STOCK Without Matching CUR_STOCK (MISSING)

This query is used to actual missing of the books in library compared to the Libsoft

stock.

Il. CUR_STOCK Without Matching All STOCK (EXCESS)

This query is used to find excess books in the library compared to the Libsoft stock.

1. DUPLICATION CUR_STOCK

This query is used to find the repetition of Acc. No. in two or more books.

14. MAIN SHORTCUTS USED IN LIBSOFT

Book Accession
Journal Accession
Membership
Multimedia
Classification
Exit

Book Issue

Book Return

Book Renewal

Ctr+B
Ctr+J

Ctr+M
Ctr+L
Ctr+O
Ctr+X
Ctr+l

Ctr+R
Ctr+N
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Book Reservation Ctr+E
Information Retrieval Ctr+T
Category Ctr+G
Backup Ctr+K

Other Shortcuts are using Alt+ (‘the underlined letter”)
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