
Contact Person: Mr 

Qty Unit Rate Amount

Nos

1 11,500.00 

11,500.00 

18% 2,070.00 

1. Payment to be made in favour of  Webpros Solutions Pvt. Ltd.

2. Interest @18% will be charged if the bill is not paid within the stipulated time.

Packing Details:

Destination:Buyer’s TIN No.:

Terms of Delivery:Vardhaman College of Engineering

Ship to:

Contact No:

100 % Against Delivery

Terms of Payment

July  2018 to June 2019

Nagarguda Shamshabad Road, Kacharam, Hyderabad

Dispatch Date:

Invoice No: 821

Buyer’s Name & Address:

WEBPROS SOLUTIONS PVT. LTD.
Reg.Office:No.303, K.M.Towers, Opp.Timpany School Main Gate,

C.B.M.Compound, Visakhapatnam – 530 003. Ph:0891-3097980,

Dispatch No:

P.O. Date:

Supplier’s Ref. No:

PROFORMA  INVOICE

Nagarguda Shamshabad Road, Kacharam, Hyderabad

Vardhaman College of Engineering

Dispatched Through:

Date: 21-6-18

P.O. No:

Total before tax

Annual  Maintanence

Buyer’s TIN No.:

Description of Goods

Engineering college  automation package 

Sl. No.

(Authorized Signatory)

3. Goods once sold will not be taken back.

4. No Warranty for burn and physical damage.

5. All disputes subject to Visakhapatnam Jurisdiction only.

Terms & Conditions

13,570.00          0

For Webpros Solutions Pvt. Ltd.

Total after TaxThirteen thousand  five hunded and seventy only

Add : VAT

Round off 

All User Manuals
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Scopus is the largest abstract and citation database of peer-reviewed literature, with bibliometrics tools  

to track, analyze and visualize research. It contains over 22,000 titles from more than 5,000 publishers around 

the world, covering the fields of science, technology, medicine, social sciences, and Arts & Humanities.  

Scopus has 55 million records dating back to 1823, 84% of these contain references dating from 1996.

Quick Reference Guide

www.elsevier.com/scopus

An eye on global research.

www.scopus.comScopus | Quick Reference Guide
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Scopus Quick Reference Guide / Search & Discovery

www.scopus.comScopus | Quick Reference Guide

Documents 
This tab is the main search window of the homepage.
To begin, enter the search terms in the space provided.
(see page 8 for input rules for search terms).

1

Authors 
Choose the Author tab to search for a specific  
author by name or by ORCID (Open Research  
and Contributor Identifier) ID.

2

Affiliations 
Choose the Affiliation tab to search for a specific
affiliation.

3

Search Items 
Select which fields you wish to search.

4

Add search field  
Click on the “+” button to add a search field using multiple 
keywords (See bullet 6).

5

Limit to Section  
Click on the “Limit” drop down link to control search by 
limiting to: published years, recently added, document type 
and subject areas.

7

Search History  
When you return to the search window after carrying out a 
search, your search history will be displayed at the bottom. 
The search history is cleared for each new session.

8 Sources  
Search and browse sources ( journals, book series, 
conference proceedings and trade publications)  
and access CiteScore, SJR and SNIP metrics for free. 

10 Help, tutorials and help desk  
On the help page you can find pages explaining all 
the features in Scopus and watch tutorials. Use the 
live chat to ask the helpdesk for assistance.

12

Set Alerts or RSS Feeds  
Hover over a search result in Search history and click on  
the icons that appear: Set alert (to receive email alerts),  
Set feed (to receive RSS updates), Save query, Edit query,  
or Delete query.

9 Alerts  
Login with your credentials to receive email alerts 
to stay up to date with the latest developments.

11 Register  
Personalize your Scopus experience.

13

Boolean Operators  
Select from AND, OR, AND NOT to combine search terms.

6

1

6

7

8

4
5

9

10 11 12 13

2 3
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Document Search  / Sorting Options & Refining a Search

www.scopus.comScopus | Quick Reference Guide

Set Alert 
Notifies you by email or RSS feed when a new article that
matches your search conditions is listed (requires login).

1

Search within Results 
Add additional terms to your search by directly
entering them here.

4

Analyze Search Results 
Click to see an analysis of your results, showing the
number of documents broken down by various criteria,
including year, source, author, affiliation, and so on.

2

Refine Results 
Use the Refine Results pane to limit your results list to
certain categories of documents. For example, you can
limit the display to documents from a certain author, or
those published in a certain year. You can also exclude
certain documents from the results list.

5

Batch Processing Results 
Export bibliographic information using reference  
managers Mendeley or RefWorks, or in file formats RIS, 
CSV, BibTex or Text. If you use RefWorks, you can add your 
RefWorks ID/PW to seamlessly link Scopus and RefWorks. 
Click on the  in the navigation bar and go to Export and 
reference management settings found under the Personal 
profile access menu.
Download multiple PDF files and automatically assign 
them names based on specified rules. The file names  
can be a combination of author, publication year, article 
title, journal, and more. The maximum number of files  
you can download at one time is 50 if PDF is available.  
Firebox or IE 9, 10, 11 required. 
View citation overview to analyze documents that cite  
the selected articles.
View cited by displays all documents that cite the  
selected articles.

6

Number of Search Results 
Displays the number of documents results.

3

Display Document Details Page  
Click the article title to view the document details (the 
abstract and referenced works) of the article. Hovering 
over a search result will show the following links:
• Full text on each publisher’s website if authorized
• Show abstract
• Related documents

7

Add to List adds the articles to a temporary list.  
Later, you can find them from the Lists menu or save  
the list under a new name.
More (see bullet 10)

Source details  
Click on a document’s source title to view the source 
details, including Scopus journal metrics.

9

Author details  
Click on an author’s name to see the author profile 
and a list of his/ her documents. 

8

More  
View references displays all documents referenced by the 
article(s).
Create bibliography change the output to the typical 
reference list format.
Email allows you to send articles as an email.
Print displays  articles in a format suited for printing.

10

3
4
5

6

7 8

2

9

10

1
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Analysis  / Citation overview

www.scopus.comScopus | Quick Reference Guide

Cited Documents 
Includes the number of times the documents were cited by 
publication year. You can view, print, or export a list of the 
cited documents.

1

View Citation Overview on Author Profile 
The same display option is available at the Scopus author 
profiles: Author name, Affiliation, Name, Country, 
Document type, and Subject area.

3

Total Citations 
Per reference, total citation counts by year.

2

View Citation Overview 
Analyze citations by clicking View citation overview. This 
will display, in table format, the number of citations per 
year for each article. This multipurpose tool allows you to 
see at a glance the citation trend for any given article.

4

h-index 
This metric calculates the number of articles in an author’s 
collection (h) that have received at least (h) citations over 
their publication history. For example, an h-index of 28 
means that 28 of the author’s articles have each received  
at least 28 citations.

5

1

2

3

5 4
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Analysis / Gain competitive insights

www.scopus.comScopus | Quick Reference Guide

On a given search, users can click the Analyze search results 
button and a window opens with several tabs. Each tab in the 
Analyze search results window contains a set of graphical 
displays and charts that can be manipulated to better 
understand the search metrics. Additionally, the graphics 
offer contextual boxes that provide insight into specific 
points along the graph.

Analyze Search Results 
The link to Analyze search results can be found on the 
Results page.

Search Metrics 
Search metrics are organized by the following: Year,  
Source, Author, Affiliation, Country, Document type  
and Subject area.

1

2

1

2
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Author Tools  / Starting an Author Search & Author Profile

www.scopus.comScopus | Quick Reference Guide

Authors 
Select Authors tab to search by author name.

1

ORCID ID 
Search for authors using an ORCID ID.

3

Author Name 
Enter surname and initials or given name of author in
the Author fields and a list of authors that may match
will be shown. You can also search in combination with
his/her affiliation.

2

Display Author Profile 
Click on the author’s name to see the author profile.
Hover over the author’s name and View last title and
Documents for this author will appear.

4

1

2

3

4
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Author Tools  / Assess Key Opinion Leaders and Collaborators

www.scopus.comScopus | Quick Reference Guide

Author Profile 
Displays the author’s articles, affiliation, ORCID ID,
documents that cite the author, h-index, and can
analyze the citations.

1

Follow this author 
Login to set an alert to receive new documents published
by this author. Login to set an Author Citation Alert email
when author’s articles are cited.

6 Request author detail correction 
You can request for a correction of the author profile
e.g. to update the affiliation you are based on.

8

Graph 
The graph shows the number of documents published by
the author and the number of citations received in the 10
most recent years. Clicking on a data point on the graph
shows a list of documents and citations.

9
ORCID
Add documents to your ORCID profile and/or create
your ORCID profile.

7

Tabs 
The three tabs show Documents, Cited By documents  
and 150 co-authors.

5

Documents
In the Documents field, check all articles by this author.
Click on the Analyze author output link to view the  
author’s research results (such as documents and h-index) 
as graphs.

2

Citations in Other Documents
In the Citations field, check which documents cite this
author’s articles. Analyze the citations of all this author’s
articles from View citation overview.

3

h-index
This is an index that evaluates the author from the number
of published works and number of citations in other
documents, and is shown as h for articles that have been
cited more than h times since 1996. This can be displayed 
as a graph by clicking on View h-Graph.

4

1

5

2
3

9

7
8

6

4
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Registration  / Staying up to date

www.scopus.comScopus | Quick Reference Guide

By registering as a user, you are able to set up useful personal functions such as email alerts.  
Your username and password are the same as for ScienceDirect and Engineering Village.  
You only need a single sign-on.

Login 
If you already have a username and password then click Login and enter them in the Login box.  
If you check Remember me, your login information will be stored in your computer and you will  
be permanently logged in.

User Registration
To register as a new user, click Register. Enter the required information, such as your name  
and email address, in the registration window.

Alerts
You can create and manage email alerts to stay up to date in your field.

• Search Alert
• Author Citation Alert
• Document Citation Alert

Check My List
You can check your articles in the temporary list or the list you saved.

Change Individual Settings/Password
You can change your email address, RefWorks username/password,
and more in the My Settings menu.

Customize
Registered users can customize the look and functionality  
of their Scopus search experience.
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Search Term Rules

www.scopus.comScopus | Quick Reference Guide

General Rules 
Not case sensitive
Entering singular nouns will also search for plural nouns and possessives (with some exceptions)
Entering either variation of Greek letters (a OR alpha, b OR beta) will search for both variations
Entering either British or American spellings (colour, color, or tyre, tire) will search for both variations

Phrase Search
Multiple words set off by spaces will be processed with the AND operator.
To search as a phrase, enclose it in double quote marks or curly brackets.
 •  Double quotes “ ” will search for fuzzy phrases. 

It will also search for both singular and plurals (with some exceptions). Symbols are ignored. Wildcards can be used. 
“heart-attack” will search for heart-attack, heart attack, heart attacks, and so on

 •  Curly brackets { } will search for a specific phrase. 
It limits the search to only the specified character string, and symbols can be used. 
{heart-attack} will only search for heart-attack

Wildcards
* replaces any number of characters, toxi* will search for toxin, toxic, toxicity, toxicology, and so on
? replaces only one character sawt??th will search for sawtooth and sawteeth

Logical operators and proximity operators
And searches for articles containing both words food and poison
Or searches for articles containing either or both words weather or climate
And Not searches for articles that do not contain the following words tumor and not malignant
W/n restricts to n words between the two words, the word order is not set Pain W/5 morphine
Pre/n restricts to n words between the two words, the word order is as set newborn PRE/3 screening
Operator priority order (it is possible to change the priority order by using parentheses)
1. OR 2. W/n or PRE/n 3. AND 4. AND NOT

Find announcements about product releases as well as  
exploration of product features and content on blog.scopus.com
For more information on searching, see the 
in-product help files or visit www.elsevier.com/scopus



11 www.scopus.comScopus | Quick Reference Guide



For more information about Scopus, please visit www.scopus.com 04/17

Copyright ©2017 Elsevier B.V. All rights reserved.            

http://www.elsevier.com/scopus


   
 

 - 1 - 
 

 
 
one last question 

 

 
 

 

 

   

Program Guide 

Microsoft  
Campus Agreement 
 

 

 

   

 
EEMEA EEMEA 

Microsoft  
Campus Agreement 

 
 

(Europe, Middle East and Africa) 

Program Guide - EMEA 



   
 

 - 2 - 
 

Table of Contents 

INTRODUCTION ........................................................................................................................................... 3 

ACADEMIC VOLUME LICENSING OVERVIEW ................................................................................................... 3 
PURCHASING CAMPUS AGREEMENT COVERAGE ........................................................................................... 4 

CAMPUS AGREEMENT FEATURES .......................................................................................................... 4 

SIMPLE COMPLIANCE AND ADMINISTRATION .................................................................................................. 4 
COUNTING FACULTY/STAFF FTE EMPLOYEES............................................................................................... 5 
PROGRAM ELIGIBILITY ................................................................................................................................. 5 
TERM .......................................................................................................................................................... 5 
PRODUCT AVAILABILITY ............................................................................................................................... 6 
MINIMUM ORDER REQUIREMENT .................................................................................................................. 7 
CAMPUS AGREEMENT DOCUMENTS .............................................................................................................. 9 
SPECIAL USE RIGHTS .................................................................................................................................. 9 
SOFTWARE ASSURANCE ............................................................................................................................ 11 
MSDN ACADEMIC ALLIANCE MEMBERSHIP ................................................................................................. 13 

DEPLOYING YOUR CAMPUS AGREEMENT ........................................................................................... 14 

AGREEMENT AND ORDER CONFIRMATION ................................................................................................... 14 
RECEIVING YOUR SOFTWARE ..................................................................................................................... 14 
PRODUCT SYSTEM REQUIREMENTS ............................................................................................................ 15 
ACTIVATING YOUR PRODUCTS ................................................................................................................... 15 
DISTRIBUTING MEDIA TO FACULTY AND STAFF ............................................................................................ 16 
REPLICATION RIGHTS ................................................................................................................................ 16 
ADMINISTERING SOFTWARE ASSURANCE BENEFITS .................................................................................... 17 

THE STUDENT OPTION ............................................................................................................................ 17 

CALCULATING STUDENT ............................................................................................................................. 17 
MINIMUM ORDER REQUIREMENT FOR STUDENT OPTION .............................................................................. 17 
STUDENT PRODUCT SELECTION ................................................................................................................. 18 
OBTAINING AND DISTRIBUTING STUDENT MEDIA .......................................................................................... 18 
STUDENT USE RIGHTS ............................................................................................................................... 18 
PERPETUAL USE RIGHTS FOR GRADUATING STUDENTS ............................................................................... 19 

RENEWING YOUR CAMPUS AGREEMENT COVERAGE ...................................................................... 19 

CHANGING YOUR RESELLER ................................................................................................................. 20 

NOTIFICATION TO TERMINATED RESELLER .................................................................................................. 21 
NOTIFICATION TO MICROSOFT .................................................................................................................... 21 

REDISTRIBUTION OF SOFTWARE UPDATES TO STUDENTS ............................................................. 21 

ADDITIONAL RESOURCES ...................................................................................................................... 23 

GLOSSARY ................................................................................................................................................ 24 



   
 

 - 3 - 
 

Introduction 
This guide provides information to help you understand the Microsoft

®
 Campus Agreement subscription 

licensing program and help you deploy and manage your software licenses. It is provided for 
informational purposes only. Your licensed product use is governed by the terms of your licensing 
agreement. The Microsoft Licensing Product Use Rights (PUR) document, which is updated regularly, 
provides additional details regarding use rights for specific Microsoft products acquired through Volume 
Licensing programs. For a copy of the current PUR, please go to 
http://www.microsoft.com/licensing/userights/.  

Academic Volume Licensing Overview 
For education customers who purchase software in quantity and manage it across multiple computers, 
purchasing through Microsoft Volume Licensing programs is an effective way to reduce the total cost of 
ownership (TCO).  
 
Microsoft offers both “subscription” and “transactional” Volume Licensing programs for education 
customers. 

Subscription Licensing  

With subscription licensing programs, you have the right to run a selection of products, and any upgrades 
or downgrades of those products, for a designated term. For application, system, and Client Access 
License (CAL) products, even if the number of computers or users grows, you remain fully licensed 
throughout the designated term, and you only need to report increases on your annual order. 
 
Microsoft has two subscription licensing programs for education customers. Campus Agreement is for 
higher education institutions and offers the simplicity of counting people instead of computers. School 
Agreement is for primary and secondary schools and makes it easy to license all of a school’s computers 
by counting them just once per year. 
 
Subscription licensing offers many benefits, including: 
 

 Easy compliance. Because all of your institution’s computers and users are covered throughout 
the subscription term, it is easy to ensure that your institution is fully licensed for the products you 
have selected. 

 Low administration. Subscription licensing helps eliminate the need to track licenses for the 
selected licensed products on every computer. This is especially helpful for managing licensed 
product assets in a decentralized environment. 

 Current technology. With subscription licensing, your licensed users can run the most current 
version of the licensed products included in your subscription. Plus, your institution automatically 
receives installation media for products that upgrade during your licensed term.  

 Simple budgeting and purchasing. One annual payment covers all of the licensed products 
you have selected for the year. 

 Excellent value. By standardizing on a platform of products, you reduce your total cost of 
ownership while helping to increase productivity and access to current technology. Software 
Assurance Membership—including support resources, tools, and E-Learning courses—is 
included with your license coverage at no additional charge. You also receive one complimentary 
membership to the MSDN® Academic Alliance program. 

http://www.microsoft.com/licensing/userights/
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Transactional Licensing 

With transactional Volume Licensing programs, you acquire perpetual product licenses (meaning your 
institution owns the licenses permanently) while eliminating the costs and packaging of retail software.  
 
Microsoft has two transactional Volume Licensing programs for education customers: Microsoft Open 
License for Academic and Microsoft Select License for Academic. 

Open License for Academic 

Open License for Academic is a widely accessible and cost-effective way for education institutions to 
license Microsoft software, starting with as few as five (5) licenses. You simply determine the number of 
product licenses your institution wants to acquire and place the order with a Microsoft Authorized 
Education Reseller (AER). You also have the option to include Software Assurance with your licenses. 
After obtaining licenses, you can order installation media from a Microsoft-approved fulfillment source, 
eliminating bulky boxes and the associated expense. License confirmations are distributed electronically 
and posted on a secure Internet site. 

Select License for Academic 

Select License for Academic provides Volume Licensing for medium and large institutions, with 
approximately 250 or more PCs, who are able to forecast their license needs during a three-year period. 
Your institution receives a volume price level for each pool of products selected (applications, systems, 
servers). Each product within Select License for Academic has an assigned point value, which allows 
your institution to establish a discounted price level by meeting a minimum forecast of license 
acquisitions. You receive a complimentary media kit subscription containing installation media for the 
products covered by the agreement. Your institution may immediately reproduce and use these products 
based on the licenses it acquired.  
 
With Select License for Academic, you can add Software Assurance to individual license purchases, or 
you can select Software Assurance Membership (SAM) for an entire pool of products. You can also pass 
on the savings of Select License for Academic to your students by including a Student Select enrollment 
with your Select License for Academic agreement. Select License for Academic is available through a 
Microsoft Authorized Education Large Account Reseller (LAR).  

Purchasing Campus Agreement Coverage 
Campus Agreement coverage is available for purchase through any Microsoft Authorized Large Account 
Reseller (LAR). LARs are authorized to sell Microsoft Academic Edition products and volume licenses to 
qualified education users. To participate in Campus Agreement, or any of our other academic Volume 
Licensing programs, or to obtain current pricing, please contact a LAR. To find a LAR please visit your 
regional Microsoft Volume Licensing Web site. To locate your regional Microsoft Volume Licensing Web 

site, go to http://www.microsoft.com/licensing/index/worldwide.mspx. 
 

Campus Agreement Features 

Simple Compliance and Administration 
Because you license the products selected in your subscription for use on all of the institution-owned or 
leased computers within the participating department(s) (excluding server products), Campus Agreement 
makes it easy for administrators and users to know that the product use is compliant. Although you report 
a specific FTE employee count when submitting your order, any new faculty or staff members added to 
the participating department(s) are licensed to use the product on the covered computers during the 
subscription year.  

http://www.microsoft.com/licensing/index/worldwide.mspx
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Your students can use the licensed product on computers in classrooms or open access labs. To license 
your students for use of the licensed product on a personally owned machine or on an institution-owned 
machine designated for an individual student’s exclusive use, your institution may enroll in the Student 
Option (see The Student Option). 

Counting Faculty/Staff FTE Employees 
Campus Agreement pricing for any application, system, and CAL products you select is based on a count 
of your total faculty/staff FTE (Full-time Equivalent) employees and requires organization- or department-
wide coverage.  
 
To that end, you must include all FTE employees in the participating institution(s) or departments(s) 
(including student employees) categorized as “employed over 200 hours per annum”.  You may exclude 
non-PC users such as maintenance, groundskeepers, cafeteria, etc. 

Program Eligibility  
Higher education institutions (or administrative offices of qualifying institutions) can participate in the 
Campus Agreement program if they meet the specific eligibility requirements within EMEA.  To qualify an 
institution must be accredited by the applicable government regulatory agency in the country in which 
they have its principal offices. 
 
Hospitals, healthcare systems and research laboratories are not eligible to acquire Campus Agreement 
unless a qualified educational institution wholly owns and operates them. “Wholly owned and operated” 
means that the educational institution is the sole owner of the hospital,  healthcare system or research 
laboratory (including all of the organization’s assets) and the only entity exercising control over their day-
to-day operations. 
 
You can find additional information on eligibility at 
http://www.microsoftvolumelicensing.com/userights/DocumentHome.aspx 
  

Aggregate Groups/Consortia 

Special approval from Microsoft is required for aggregate groups (such as a consortium of independent 
colleges) to enter into a Campus Agreement. Please contact your Microsoft representative for more 
information. 

Term  
You have the option of choosing a one-year or three-year licensed period when completing the 
subscription enrollment. In either case, you submit an annual order with your reseller specifying the 
licensed product selections for the year.  

One-Year Subscription Option 

This option provides you with temporary license coverage for 12 months. At the end of the licensed 
period, you can extend the coverage for another 12 months by submitting an extension order through 
your reseller. You must place the extension order before the expiration of your current licensed period. 
With your extension order, you need to include an updated FTE count, any changes to your product 
selections, and a new Student Option count (if you chose the Student Option).  

http://www.microsoftvolumelicensing.com/userights/DocumentHome.aspx
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Three-Year Subscription Option 

You also have the option of subscribing for a three-year licensed period. If you choose the three-year 
option and comply with the ordering requirements identified below, Microsoft will not increase the per-unit 
pricing to your reseller for your anniversary orders above the prices for the initial licensed product order. 

 
Note: Your reseller determines your actual annual pricing. For this reason, Microsoft cannot guarantee 
that your per-unit pricing for years two and three will not change. Please discuss pricing details with your 
reseller. 
 
By choosing the three-year subscription option, in addition to your initial order, you agree to submit an 
anniversary order prior to (or on) the first and second anniversaries of the effective date of your 
subscription enrollment. If you do not submit an order, your subscription enrollment will be terminated.  
 
The anniversary orders must be for at least the same quantity of all licensed product ordered in the first 
year. For example, if the total number of FTE employees for Year 2 decreases from 250 to 245, the 
anniversary order would include 250 FTE employees. If the number of FTE employees increases for Year 
2, but decreases for Year 3, the Year 3 anniversary order can reflect that decrease in FTE employees, 
but the decrease must not fall below the number of FTE employees included on the Year 1 order. 
 
If the number of FTE employees increases, you must include those FTE employees on your anniversary 
order. For example, if the total number of FTE employees increases from 250 to 300 during the first year, 
you must include 300 FTE employees on the anniversary order for any application, system, or CAL 
products.  
 
If you selected the Student Option in your original order, you may also increase, but not decrease, the 
number of students included in your Student Option.  
 
The individual license prices we charge your reseller with respect to all additional FTE employees and/or 
students will be consistent with the prices charged for your original order.   
 
When you submit your anniversary order, you may also order any licensed product that was not part of 
your initial order. Additionally, you may step-up to a higher product edition of any of your licensed 
products. For instance, if you order Microsoft Core CAL Suite on your Year 1 order, you may order 
Microsoft Enterprise CAL Suite in its place at your anniversary order. The price that Microsoft charges 
your reseller for products not ordered previously will be the current price on our price lists. Microsoft will 
not increase this price for the remainder of the licensed period.  

Additional Orders 

Whether you choose the one-year or three-year subscription, you may place licensed product orders with 
your reseller at any time during the year after your initial order. When you place an additional order, you 
will be charged a pro-rated price based on the number of months remaining in your annual term, with a 
minimum price of 50 percent of the full annual per-product price. For instance, if you order a product at 
month three, you will pay for nine months (.75 x the annual per-product price). If you order a product at 
month nine, you will pay for six months (.5 x the annual per-product price).   
 

Product Availability 
You may order subscription licenses for a wide selection of Microsoft software through the Campus 
Agreement program. Please refer to the Microsoft Volume Licensing Product List at 
http://www.microsoft.com/licensing/userights/ for a complete list of currently available products. 

http://www.microsoft.com/licensing/userights/
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Campus Agreement Desktop Packages 

If you prefer to license your computers and users for a standard set of desktop PC licensed products, 
Microsoft provides the following “Desktop” packages, which offer a discounted price over the cost of 
licensing the products individually.  
 
The Campus Desktop package includes: 

 Windows Vista® Enterprise Upgrade 

 Microsoft Office Enterprise 2007 and Microsoft Office for Mac 2004 Professional Edition 

 Microsoft Core CAL Suite 
 
The Campus Desktop with Enterprise CAL includes: 

 Windows Vista Enterprise Upgrade 

 Microsoft Office Enterprise 2007 and Microsoft Office for Mac 2004 Professional Edition 

 Microsoft Enterprise CAL Suite 
 
As with all products licensed through your Campus Agreement, you have the option of deploying 
downgrade versions (previous versions) in place of the current licensed version. For instance, you may 
choose to deploy the Windows® XP Professional operating system instead of the Windows Vista 
Enterprise operating system. 

Minimum Order Requirement 
You have the ability to select the individual product(s) you want to license through your Campus 
Agreement. Pricing for application, system, and CAL products is based on a count of your total 
faculty/staff FTE employees and requires institution- or department-wide coverage of the products 
selected. 
 
Your first order under a Campus subscription enrollment must be for a minimum of 300 units. You 
determine the total units covered under your subscription enrollment by combining your application, 
system, and CAL units with your server units. You can choose any individual product or combination of 
products to meet this requirement.  
 

Calculating Units for Application, System, and CAL Products 

To determine your total units for the application, system, and CAL products you have selected, multiply 
the total number of application, system, and CAL products selected by your total number of faculty/staff 
FTE employees. (Non-knowledge workers, such as maintenance, grounds keeping, and cafeteria staff 
may be excluded from the faculty/staff FTE employee count if they do not use institutional computers.) 
Unit values for application, system, and CAL products are not weighted—each has a unit value of one. 
(Please refer to the Volume Licensing Product List at http://www.microsoft.com/licensing/userights/ to 
verify unit values for individual products.) 

 
Note: You cannot select application, system, and CAL products for only a portion of the FTE employees 
included in your subscription. For instance, if your subscription is for 300 FTE employees, the application, 
system, and CAL products you select will be for all 300 FTE employees, even if only a portion of those 
FTE employees will use a particular product. We realize that not all products are used at the same rate. 
Pricing is set to reflect the typical use rates for each product. For instance, the per-FTE employee price 
for Microsoft Office Project is priced based on fewer FTE employees using it than some of the other 
products. 
 

http://www.microsoft.com/licensing/userights/
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For example, an institution with 300 FTE employees could submit an order for just one application, 
system, or CAL product and meet the minimum requirement of 300 units. The institution would then 
calculate their total units for application, system, and CAL products as follows: 
 

 
 

Calculating Units for Server Products 

For server products, you multiply the unit value for the server product by the number ordered. Each server 
product is assigned a unit value, which is published in the Volume Licensing Product List at 
http://www.microsoft.com/licensing/userights/.  
 
If the same institution as in the example above orders two Microsoft SQL Server™ Standard Processor 
Licenses, it would calculate their server units like this:  
 

 
 

By combining their application, system, and CAL units with their server units, they reach a total of 400 
units—exceeding the 300-unit minimum requirement. 
 

 

Tiered Institution Pricing 

Some application and system products are offered at tiered pricing levels, depending on the total number 
of FTE employees included under your subscription enrollment. In these instances, pricing levels are 
determined as follows: 
 

# of FTE Pricing Level 

Less than 3000 Level A 

3000 or more Level B 

 
Please contact your reseller for specific pricing for the appropriate level for your institution. 

 
 

+ = 

 
 

400  
(Total units) 

 
 

100  
(Server units) 

 

300 
(Application, 
system, and 
CAL units) 

x = 

 
 

100  
(Server units) 

 

2  
(Number 
ordered) 

50 
(Unit value of 
SQL Server 

Standard 
Processor 
License) 

x = 

 

300 
(Number of 
application, 
system, and 
CAL units) 

 
 

300  
(FTE count) 

1 
(Number of 
application, 
system, and 

CAL products 
selected) 

http://www.microsoft.com/licensing/userights/
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Campus Agreement Documents  
When licensing Microsoft software through Campus Agreement, it is important that you review and 
understand the specific use rights granted by your license coverage.  
 
Below is an overview of four important documents that detail those rights—the Microsoft Campus and 
School Agreement, the Microsoft Campus Subscription Enrollment, the Microsoft Volume Licensing 
Product Use Rights (PUR), and the Microsoft Volume Licensing Product List. 

Microsoft Campus and School Agreement 

The Microsoft Campus and School Agreement contains an overview of the program and general terms 
and conditions, plus details on such topics as distributing software to licensed users and Work at Home 
rights. The Campus and School Agreement has no expiration date. Once this agreement is in place, you 
do not have to sign another one when renewing your annual coverage.  

Microsoft Campus Subscription Enrollment 

The Microsoft Campus Subscription Enrollment is used to provide contact information, lists the 
participating departments, and enrolls you in the Student Option. This document also specifies the 
licensed period (one or three years) and the total FTE employee count that you will cover in the first 
annual order.   
 
Note: The same entity that signs the Campus and School Agreement must sign all Campus subscription 
enrollments under that agreement. 

Microsoft Volume Licensing Product Use Rights 

The Microsoft Licensing Product Use Rights (PUR) document contains the product-specific terms and 
conditions that govern how Microsoft products can be used in the Volume Licensing programs. It is the 
equivalent of the End User License Agreement (EULA) that you would receive when purchasing a retail 
licensed product. Much of the wording is common to both the EULA and the PUR. This document is 
updated regularly. The PUR that is in effect as of the beginning of the licensed period for a particular 
product version applies to the use of the product throughout the licensed period. The use rights for a 
particular product version lock when a product is first ordered. If a new version is released, use of the 
new version is governed by the most current PUR as of the time of that release. You can access the most 
current PUR at http://www.microsoft.com/licensing/userights/.  

Microsoft Volume Licensing Product List 

The Microsoft Volume Licensing Product List provides information monthly about Microsoft licensed 
product and Online Services licensed through Microsoft Volume Licensing programs. The information 
described in the Product List includes the availability of new software and products offered through 
Microsoft Volume Licensing, the point or unit value and unit count for each software and product 
technology, available promotions, migration paths from one version of licensed product to another version 
of that same product, Software Assurance benefits, and more. 
 
The Product List is updated monthly. You can access the most current Product List at 
http://www.microsoft.com/licensing/userights/.  

Special Use Rights 

Work at Home Rights  

Your institution may offer limited Work at Home (WAH) rights to your faculty and staff members only at no 
extra license charge. (The institution may incur some costs for obtaining and distributing the WAH media.) 
These limited rights permit using application, system, and CAL products on a personally owned computer 

http://www.microsoft.com/licensing/userights/
http://www.microsoft.com/licensing/userights/
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for work-related purposes only. You can choose to extend these rights to your faculty and staff members 
only for licensed products for which you have institutional licenses through your Campus Agreement.  
 
If you extend WAH rights, your institution accepts responsibility for communicating the terms and 
conditions to your faculty and staff members. This includes keeping accurate records of licensed product 
use and distribution and ensuring that your faculty and staff agree to the stated terms and conditions.  
 
For your convenience, we have provided a Faculty/Staff Acceptance Form that you may want to have 
your users sign when granting them WAH rights. This form is available at 
http://www.microsoft.com/education/WorkHome.mspx.  
 
Non-knowledge workers, such as maintenance, grounds keeping, and cafeteria staff are excluded from 
WAH rights if they were not included in the faculty/staff FTE employee count when placing the 
subscription order. 

Distributing Media for Work at Home Use 

You may distribute media to faculty and staff for WAH use using the following four methods only: 
 
Note: These are the same distribution methods as used for Student Option media. 

1. Purchase and distribute one copy of each applicable CD-ROM or disk set to each authorized 
user. You must purchase these CDs or disk sets (known as “student media”) from your reseller in 
minimum quantities of 25 per title up to the number of licensed users. You may not replicate 
media for Work at Home use. For a list of products for which CDs or disk sets are currently 
available, please visit http://www.microsoft.com/education/StudentMedia.mspx. 

2. Allow controlled download from your secure network server(s) or other storage device(s) using 
Volume Licensing media that you acquired from a Microsoft-approved fulfillment source for 
installation on your institution machines (i.e., Starter CD Kit media). 

3. Have users bring in their computers for manual installation by you at a central location that you 
control using Volume Licensing media acquired from a Microsoft-approved fulfillment source. 

4. Use a system of controlled short-term checkout of applicable Volume Licensing media (acquired 
from a Microsoft-approved fulfillment source) solely for purposes of individual user installation. 
This option is available only for products for which a Volume Licensing Key (VLK) is not required 
(products that do not include Microsoft Product Activation). For a complete list of products that 
require VLKs, see http://www.microsoft.com/licensing/resources/vol/default.mspx. You may not 
distribute VLKs to users for WAH use. Your reseller can assist you in determining which products 
require a VLK. For more information on VLKs, see Activating Your Products in this guide. 

Home Use Program Rights  

As a Campus Agreement customer, you may give your faculty and staff members access to the Microsoft 
Office system desktop PC programs to use on their personally owned computer through the Home Use 
Program (HUP). This is a benefit of Microsoft Software Assurance. With HUP, your faculty and staff 
members can get the Microsoft Office system programs to use on their home computer for both work and 
personal use at a nominal cost. Providing the HUP licensed product is easy for the institution, as the 
institution does not have to handle the distribution of the software. Once your Software Assurance 
benefits administrator activates the benefit, individual faculty and staff members can order and pay for 
shipping of their licensed product online. 
 
Note: You are not permitted to provide licensed product for the same title to any individual faculty or staff 
member using both HUP and WAH.   
 
 
 

http://www.microsoft.com/education/WorkHome.mspx
http://www.microsoft.com/education/StudentMedia.aspx
http://www.microsoft.com/licensing/resources/vol/default.mspx
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HUP and WAH availability by product pool: 

  HUP WAH 

Product 
Pool 

Applications  X* X* 

Systems   X 

Servers  X 

*You may not provide both HUP and WAH software for any given product to individuals. 

  
For more information on HUP, please visit: 
http://www.microsoft.com/licensing/sa/benefits/home_use_rights.mspx.  

Foreign Language Rights  

During the term of the subscription, you are granted the right to run the licensed product in any available 
language. This includes the right to run the Multi-Language version of Microsoft Office and its 
corresponding features, such as a global interface and multi-language proofing tools.  

Upgrade/Downgrade Rights  

You are allowed to run any new versions of the licensed products included in your subscription coverage 
that are released during the licensed period. Additionally, you may run any previous version of the 
licensed product in place of the current version. These upgrade and downgrade rights also apply to the 
individual components of the licensed product.  

Product Evaluation Rights  

During the term of your subscription, you can also download products for trial purposes. The evaluation 
software bits for certain products are available for download from the Microsoft Volume License Services 
(MVLS) site at https://licensing.microsoft.com/. The evaluation period will end in 60 days from the day you 
received the product bits.   

Software Assurance    
Campus Agreement includes Software Assurance, Microsoft’s enhanced maintenance program that helps 
you get the most out of your software. Access to valuable benefits such as training, deployment planning, 
software upgrades, and product support can help you increase the productivity of your entire 
organization. 
 
Note: Software Assurance benefits are subject to change. Please refer to the Microsoft Volume Licensing 
Product List at http://www.microsoft.com/licensing/userights/ to verify current benefits. 
 
All licenses acquired through your Campus Agreement are automatically covered under Software 
Assurance. Below is an overview of the Software Assurance benefits available to Campus Agreement 
customers.  
 
 
 
 
 
 
 
 

http://www.microsoft.com/licensing/sa/benefits/home_use_rights.mspx
https://licensing.microsoft.com/
http://www.microsoft.com/licensing/userights/
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Lifecycle 
Stage 

Benefit Description 

Plan 

New Version Rights 
You may upgrade licenses covered under Software 
Assurance to the newest version. 

Spread Payments 
Make one annual payment for your Campus Agreement 
License and Software Assurance coverage. 

Use 

Microsoft Windows Vista 
Enterprise 

For every Windows client license covered under Software 
Assurance through your Campus Agreement, you are 
entitled to one Windows Vista Enterprise Edition upgrade 
license.  

E-Learning 

For every Microsoft Office System program license 
covered under Software Assurance through your Campus 
Agreement, you are entitled to one license for Information 
Worker Software Assurance E-Learning. 

For every Windows client license covered under Software 
Assurance through your Campus Agreement, you are 
entitled to one license for Client Software Assurance E-
Learning. 

For every server license covered with Software 
Assurance through your Campus Agreement, you are 
entitled to one license for Server Software Assurance E-
Learning.  

Home Use Program 
(HUP) 

For each Microsoft Office program covered with Software 
Assurance, a user of the licensed device is entitled to one 
copy of the corresponding product to use at home. 

Maintain 

Corporate Error 
Reporting 

Use this software tool to help identify which systems are 
failing and why, map solutions to crashes, and connect to 
up-to-date knowledge and fixes. You are entitled to one 
media kit per Campus subscription enrollment.  

Cold Backup for Disaster 
Recovery 

For every server license covered with Software 
Assurance through your Campus Agreement, you are 
entitled to run one instance of the software on a “cold” 
server for disaster recovery purposes. 

TechNet Plus Direct 
Access tools, utilities, drivers, and how-to articles. You 
are entitled to one TechNet Plus Direct subscription per 
Campus subscription enrollment.

* 
 

TechNet Software 
Assurance Subscription 
Services 

Get timely answers to technical questions from industry 
colleagues. You are entitled to one user ID per Campus 
subscription enrollment.

* 
 

Transition 
Microsoft Windows 
Fundamentals for Legacy 
PCs 

Extend the life of your older computers. For every 
Windows client license covered under Software 
Assurance through your Campus Agreement, you are 
entitled to install one copy of Windows Fundamentals for 
Legacy PCs as the Windows client. 
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Extended Hotfix Support 

For every server license covered with Software 
Assurance through your Campus Agreement, the 90-day 
timeframe to sign up for two years of additional non-
security hot-fix support beyond the mainstream period of 
five years has been removed. An annual contract fee for 
Microsoft Exchange Server, Microsoft Operations 
Manager (MOM), Systems Management Server (SMS), 
SQL Server, and the Windows Server® operating system 
is included as part of the Software Assurance program. 

*Minimum of five server licenses must be acquired through Campus Agreement to qualify.  
For more information about Software Assurance benefits, please visit 

http://www.microsoft.com/licensing/sa/default.mspx. 

MSDN Academic Alliance Membership 
For each Campus subscription enrollment, we provide one complimentary membership to the MSDN 
Developer Academic Alliance (Developer AA) or Designer Academic Alliance (Designer AA) programs 
through electronic download only. This annual membership is available to customers as long as their 
Campus Agreement remains active. 
 
Developer AA is the same program that was previously referred to as MSDN AA. It is for institutions or 

departments that use IT technology in support of Science, Technology, Engineering, and Mathematics 
(STEM) courses. Developer AA provides Microsoft developer, operating system, and application software, 
including the Microsoft Visual Studio® development system, Windows Vista, and Microsoft SQL Server, 
for instructional use in labs, classrooms, and on PCs of student enrolled in STEM courses.  
 
Designer AA is for institutions or departments that use technology in support of Visualization, Illustration, 
Design and Art (VIDA) courses. Designer AA provides Microsoft Expression® design software and other 
Microsoft software for instructional use in labs, classrooms, and on PCs of students enrolled in VIDA 
courses. 
 
For more information about the memberships, including benefits and restrictions, the differences between 
Developer AA and Designer AA, and a complete list of the products provided, please visit 
http://www.msdnaa.net.  
 
While we provide the complimentary membership to customers with a Campus subscription enrollment, 
MSDN AA memberships are completely separate from the Campus Agreement program. The software 
licenses provided through the MSDN AA memberships carry certain restrictions that Campus Agreement 
licenses do not. You may use MSDN AA licensed product only for instructional and not-for-profit research 
purposes within the member department. You may not use the licensed product to run the infrastructure 
of the department or institution. You may not use licensed product provided through MSDN AA for the 
same institution-wide or department-wide use that is provided by ordering the same licensed product 
under your Campus subscription enrollment. For example, while Developer AA provides Microsoft Visual 
Studio to the member department for instructional purposes, this does not license you to use Visual 
Studio under your Campus subscription enrollment. If you want to license your faculty, staff, and/or 
students for the use of Visual Studio institution- or department-wide, you must order the product 
separately under your Campus subscription enrollment.  
 
You may use the MSDN AA membership for a single department. You may not share it among other 
member or non-member departments. You can acquire additional memberships through the MSDN AA 
Web site at http://www.msdnaa.net. 
 
You can register for your complimentary membership at 
https://registermsdn.one.microsoft.com/msdnaa/aa/newstep1.aspx using your Campus subscription 

http://www.microsoft.com/licensing/sa/default.mspx
http://www.msdnaa.net/
http://www.msdnaa.net/
https://registermsdn.one.microsoft.com/msdnaa/aa/newstep1.aspx
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enrollment number and a special promotion code, which you will receive with your Campus Agreement 
acceptance letter. (See Agreement and Order Confirmation below for more information.)  

 
Once your registration has been processed, you will receive a welcome e-mail to access your MSDN AA 
subscription and any licensed product updates will be posted on the MSDN AA download center. 

Deploying Your Campus Agreement 

Agreement and Order Confirmation 
Within two weeks from submitting your subscription enrollment through your Large Account  Reseller 
(LAR), you will receive an acceptance letter from Microsoft. The acceptance letter will include the effective 
start and end dates of your licensed period, confirmation of your Campus Agreement reseller, and the 
promotion code for activating your complimentary MSDN AA membership. To avoid delays, you should 
submit your licensed product order to your reseller at the same time you submit your subscription 
enrollment. 
 
With your acceptance letter, you will also receive your Agreement Number and Subscription Enrollment 
Number. These are very important numbers as they are required to place orders for CDs with your 
reseller. You must place all CD orders with the reseller listed on your acceptance letter. If you want to 
change your reseller, see Changing Your Reseller in this guide. 
 
Once your software order is received, Microsoft will publish order confirmation information to the 
password-protected Microsoft Volume License Services (MVLS) Web site. The MVLS license 
management tool offers secure, personalized access to view your license agreements and status, online 
records, and other license information. You can also manage your Software Assurance benefits. You will 
need a Windows Live™ ID to access the site. 
 
On acceptance of the agreement and subscription enrollment, the contact you identified on the enrollment 
will be provided access to the site. Your order confirmation will also include any required Volume License 
Product Keys, part numbers for your licensed products, product descriptions, and quantities for the 
products you have ordered.  

Receiving Your Software  

Starter CD Kit and Update Subscription 

On activation of the subscription, you will automatically receive one complimentary Starter Kit containing 
installation CDs for the Campus Agreement licensed products you ordered. You will also be registered for 
an Update Subscription. With this subscription, you will automatically receive an installation CD for any 
upgrades or updates to your licensed products during your subscription term.  
 
Note: Customers choosing the three-year subscription option will receive a Starter Kit at the beginning of 
the first year only. Likewise, customers with a one-year subscription will not receive a new Starter Kit 
when they renew their subscription using an annual extension order. You can order additional Starter Kits 
through your reseller. You will continue to receive media for product updates and upgrades throughout 
your licensed term through the Update Subscription.  
 
Some products, such as Windows and Microsoft Office include Microsoft Product Activation technology. 
To install these products, you will need to enter a Volume License Product Key. See Activating Your 
Products below for details on finding and using your keys. 
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Note: Microsoft Learning Essentials is only available by downloading from MVLS at 
https://licensing.microsoft.com/. 

Finding Other Products  

Microsoft Encarta® Premium/ Microsoft Student with Encarta Premium 
When completing your media order form, you order your “Encarta Reference Kit” media along with your 
Starter Kit.  

 
Encarta Academic Online 
If you order Encarta Academic Online, you will receive instructions for accessing the service in your 
acceptance letter. 

 
Find a Complete List of CD Kit Contents 

For a complete list of the contents of your kit, visit the online User Guide at 
http://selectug.mslicense.com/.  

Ordering Additional Update Subscriptions 

Please contact your reseller to order additional Update Subscriptions or make the following changes: 

 Change Ship-to Contact Name  

 Change Ship-to Address  

 Increase existing subscription quantity  

 Decrease existing subscription quantity  

 Add product language/group to existing subscription  

 Remove product language/group from existing subscription  

Downloading Software  

You also have the option of downloading licensed product from MVLS at https://licensing.microsoft.com/.  

Product System Requirements  
You can find detailed product information, including system requirements, in Microsoft’s online product 
catalog at http://www.microsoft.com/products/. 

Activating Your Products   
Microsoft includes product activation technology in some licensed products that are sold through original 
equipment manufacturer (OEM), retail, and Volume Licensing channels. The Windows Vista operating 
system will require Volume Licensing customers to use a new type of activation, called Volume Activation. 
Volume Activation is a flexible solution that enables Volume Licensing customers to more securely and 
easily activate computers that are running Windows Vista. In the future, Volume Activation technology will 
be used for all Microsoft products, but it is being introduced in Windows Vista now. Learn more about how 
Product Activation works at http://www.microsoft.com/piracy/activation_how.mspx.  

Volume Activation 1.0  

Volume Activation 1.0 is the first generation of Volume License Keys. These keys bypass product 
activation. The 2007 Microsoft Office system will continue to use keys that bypass activation.   

 

https://licensing.microsoft.com/
http://selectug.mslicense.com/
https://licensing.microsoft.com/
http://www.microsoft.com/products/
http://www.microsoft.com/piracy/activation_how.mspx
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Volume Activation 2.0  

Beginning with Windows Vista, there will be two types of Volume License Keys: Multiple Activation Keys 
and Key Management Service. 

Multiple Activation Key 

The Multiple Activation Key (MAK) activates either individual computers or a group of computers by 
connecting directly to Microsoft servers over the Internet or by telephone. The keys can be used a limited 
number of times. You can increase this activation limit by calling your Microsoft Activation Center. You 
can find local Activation Center phone numbers at 
http://www.microsoft.com/licensing/resources/vol/numbers.mspx.  

You can activate a computer using a MAK in two different ways: 

1. Proxy Activation: With Proxy Activation, multiple computers are activated at the same time by 
using a single connection to Microsoft. Proxy Activation is the most similar to the Volume 
Activation 1.0 that customers have been using up to now. 

2. Independent Activation: Each computer connects to Microsoft servers and is activated 
individually. 

Key Management Service  

Your organization can host the Key Management Service (KMS) internally to automatically activate 
computers running Windows Vista. To use the KMS, you must have a minimum of 25 computers running 
Windows Vista that are connected together. Computers that have been activated through KMS will be 
required to reactivate by connecting to your organization's network at least every six months. 

 
You can retrieve your VLKs from the MVLS site at https://licensing.microsoft.com or by calling the 
customer service phone number for your region listed at 
http://www.microsoft.com/licensing/resources/vol/numbers.mspx. For further information about Volume 
Activation, please visit http://www.microsoft.com/licensing/resources/vol/default.mspx.   

Distributing Media to Faculty and Staff  
Universities or departments that purchase subscription licenses using the Campus Agreement can 
distribute the licensed product to faculty and staff for installation on covered institution computers 
using the methods below. You must acquire all installation media from a Microsoft-approved fulfillment 
source.   

1. Load the licensed product on a secured site and have eligible faculty and staff download the 
licensed product to machines that they manage. 

2. Have faculty and staff bring their computers that they manage to a central location designated by 
the university and download from the campus network or CDs. 

3. Set up a library checkout system for CDs for faculty and staff. 

4. Replicate CDs for faculty and staff. (See Replication Rights below.)   

5. Purchase individual CDs to distribute to your faculty and staff. You can obtain CD pricing 
information from your reseller. 

6. For information on distributing media to faculty and staff members for Work at Home (WAH) use, 
see the Special Use Rights section of this guide. 

Replication Rights 
Your Campus Agreement allows you to acquire the quantity of media necessary to distribute the licensed 
product to your users for installation on covered institution computers. This includes the right to replicate 

http://www.microsoft.com/licensing/resources/vol/default.mspx
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media acquired from a Microsoft-approved fulfillment source. All such copies must be true and complete 
copies (including copyright and trademark notices).   
 
You do not have the right to replicate media for Student Option or WAH use. For information on acquiring 
and distributing media to students under the Student Option and teachers and staff under WAH rights, 
see the Student Option and Use Rights sections of this guide. 

Authorized Replicators 

You may want to have a third party make and distribute such copies in your place, but you should be 
aware that you are responsible for such third party’s actions to the same extent you would be if it were 
your employee. If the third party requests documentation that explains your rights to copy media despite 
other information to the contrary, you may use the Replication Form available at 
http://www.microsoft.com/education/CARepRights.mspx. 
 
We recommend that you contact a Microsoft Authorized Replicator for assistance. For detailed 
specifications, including how to label your media, please see 
http://selectug.mslicense.com/documents/CampusSchoolReplicationGuideslines.doc. 

Administering Software Assurance Benefits 
To get the most from Software Assurance, we recommend that you assign responsibility to a Benefits 
Administrator who will manage your benefits and track benefits consumption at the MVLS site at 
https://licensing.microsoft.com/. Information on how to access MVLS and how to receive these benefits is 
sent to all Software Assurance customers. You can designate a specific person as your Software 
Assurance benefits contact on your Campus subscription enrollment. 
 
You will find additional information on Software Assurance at 
http://www.microsoft.com/licensing/sa/default.mspx.  
 
Worldwide MVLS Support Center contact information is available on the MVLS site. 
 

The Student Option 
The Campus Agreement Student Option provides a convenient and cost-effective way for you to license 
your students to use selected products on a personally owned computer or an institution-owned computer 
designated for the student’s exclusive use (i.e., a computer checked out to a student for the school year). 
If you choose the three-year subscription, each anniversary order must include at least the same number 
of student FTE as in the Year 1 order.      
 
With the Campus Agreement Student Option, you license a specific number of students.  This number 
cannot be changed over the course of the licensed period.  If you choose the three-year subscription, 
each anniversary order must include at least the same number of students as in the Year 1 order. 
 

Minimum Order Requirement for Student Option 
Your student FTE count and the respective product selection for those students must meet the minimum 
requirement of 300 units.  
 
For example, an institution that enrolls 100 students in the Student Option for three products meets the 
minimum requirement of 300 units. 
 

http://www.microsoft.com/education/CARepRights.mspx
http://selectug.mslicense.com/documents/CampusSchoolReplicationGuideslines.doc
https://licensing.microsoft.com/
http://www.microsoft.com/licensing/sa/default.mspx
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Likewise, another institution that enrolls 300 students in the Student Option could meet the minimum 
requirement by selecting just one product. 
 

 
 
You may not combine your faculty/staff and student license purchases to meet the 300-unit minimum. 
You must meet both minimums individually (300 units for the faculty/staff and 300 units for the Student 
Option). 

Student Product Selection 
You may choose any of the available Campus Agreement application, system, or CAL products for your 
students. The products selected do not have to match those selected for your institution computers.  

Obtaining and Distributing Student Media  

Distributing Licensed Product to Students 

You may distribute licensed product to your licensed students using the following methods only:  

1. Purchase and distribute one copy of each applicable CD-ROM or disk set to each authorized 
student user. These CDs or disk set (known as “student media”) must be purchased from your 
reseller in quantities not exceeding the number of licensed students. You may not duplicate 
media for students. For a list of products for which CDs or disk sets are currently available, 
please visit http://www.microsoft.com/education/StudentMedia.mspx. 

2. Allow controlled download from your secure network server(s) or other storage device(s) using 
Volume Licensing media that you acquired from a Microsoft-approved fulfillment source for 
installation on your institution machines (i.e., Starter Kit media). 

3. Have students bring in their computers for manual installation by you at a central location that you 
control utilizing volume licensing media acquired from a Microsoft-approved fulfillment source. 

Note: Some institutions choose to recover the cost of student licenses and/or media through technology 
or enrollment fees. The use and amount of such fees is up to the institution’s discretion. 

Student Use Rights 
The terms of your licensing agreement governs your student licensed product use. The Microsoft Volume 
Licensing Product Use Rights, which are published quarterly, provide additional details regarding current 
use rights for specific Microsoft products acquired through Volume Licensing programs. For a copy of the 
current Product Use Rights, please go to http://www.microsoft.com/licensing/userights/.  
 
Students are only licensed to use the product during the licensed period. These licenses are temporary 

(meaning the student does not own the license). On leaving the school or expiration of the subscription 
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http://www.microsoft.com/education/StudentMedia.mspx
http://www.microsoft.com/licensing/resources/downloads/default.mspx
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enrollment, students are required to remove the licensed product (unless the student has graduated). 
Your institution is responsible for communicating the appropriate use rights to students when distributing 
the licensed product.  
 
Guidelines for facilitating compliance are outlined in the master Campus Agreement terms and conditions. 
Provided that your institution follows these guidelines, you will not be held responsible for students’ failure 
to remove the licensed product. To help you facilitate this communication, a sample Student Acceptance 
form is available at http://www.microsoft.com/education/StudentMedia.mspx. 

Perpetual Use Rights for Graduating Students 
Upon graduation, students licensed under the Student Option are granted perpetual use rights for the 
selected Campus Agreement products.  

Distributing the Student License Confirmation 

You will be responsible for ensuring that graduating students with perpetual use rights receive a Student 
License Confirmation upon leaving the institution. Your institution must have a Student Option in place at 
the time the student graduates to distribute the Student License Confirmation. 

Hard-copy Distribution 

You may distribute the Student License Confirmation to your graduating students in hard-copy format. 
You may choose to either keep a physical copy for your records or capture this information in a database. 
Some institutions incorporate the Student License Confirmation letter into graduation or other documents 
that students pick up when they leave the institution. For example, if students are required to pay fees or 
pick up caps and gowns at the time of graduation, this is an opportunity to distribute the Student License 
Confirmation. 

Electronic Distribution  

You may also post the Student License Confirmation to a secure Web site for student download. You 
must keep proper records on all downloads of the Student License Confirmation.  

Renewing Your Campus Agreement 

Coverage 
If you chose the one-year license period on your subscription enrollment, then you can renew your 
Campus Agreement coverage by submitting an extension order through your reseller before the 
expiration of your licensed term. This order extends the licensed term for an additional year. With your 
extension order, you include an updated FTE employee count, any changes to your product selections, 
and a new Student Option count (if you chose this option on your subscription enrollment). Extension 
orders are subject to a 300-unit minimum order size.  
 
If you chose the three-year licensed period on your subscription enrollment, then you renew your Campus 
Agreement coverage by submitting an anniversary order through your reseller before the first and second 
anniversaries of the effective date of your subscription enrollment. If you are at the end of your three-year 
licensed period, you must complete a new subscription enrollment to continue to be licensed under your 
Campus Agreement. 
 
Note: If you currently have a Campus Agreement version 3.2 or earlier, at the end of your current 
Campus Agreement licensed period, you need to complete version 3.5 of the Campus and School 
Agreement and the Campus Subscription Enrollment to renew your coverage. If you have a Campus 

http://www.microsoft.com/education/StudentMedia.mspx
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Agreement version 3.4, you may renew your coverage by completing version 3.5 of the Campus 
Subscription Enrollment. You do not need to sign a new Campus and School Agreement. 
 
If you choose not to renew your subscription, you have the following options at the end of your licensed 
period: 
 
1) Purchase perpetual licenses using the Buy-out option. 
You may purchase perpetual licenses for the products and quantities you want to continue using by 
acquiring “buy-out” licenses offered under the program. 
 
When exercising the Buy-out option, the following limitations apply: 

 Perpetual licenses may be purchased through the Buy-out option only for the product(s) covered 
under your subscription enrollment.  

 Perpetual licenses for application, system, and CAL products must be purchased in quantities no 
less than the number of devices covered by the Campus enrollment. For example, if an institution 
has 1,000 FTE employees and 1,500 computers covered by the current subscription, they must 
purchase 1,000 perpetual licenses per applicable product through the Buy-out option. Devices 
that were not covered by the subscription cannot be included. For example, if the corresponding 
subscription is limited to a particular department, perpetual licenses cannot be purchased through 
the Buy-out option for computers outside that department. 

 If you choose to exercise the Buy-out option during your subscription term, no refund will be given 
for the balance of time remaining. 

 You may only exercise the Buy-out option prior to the expiration of your subscription term. 

 If you only order buy-out licenses for some of the computers covered under the subscription 
enrollment or for some (but not all) of the licensed products, you must remove all product for 
which you do not acquire a buy-out license prior to the expiration of the licensed period. 
 

2) Remove the software 
If you do not submit an extension order (one-year option) or anniversary order (three-year option), sign a 
new subscription enrollment, or exercise the Buy-out option, you are required to remove all products from 
every computer, and your institution must revert to using the product that you had licenses for prior to the 
start of your Campus subscription enrollment.  

 
3) Combination  
You may choose a combination of the choices listed above. 
 
For example, you want an additional 12 months of Campus Agreement coverage for Windows Upgrade, 
perpetual licenses for Visual Studio, and you no longer want to use any of the other products covered 
under your current subscription. To obtain this, you can submit a new order for Windows Upgrade, 
purchase perpetual licenses for Visual Studio using the Buy-out option, and remove the remaining 
products from all machines. 

Changing Your Reseller 
If for some reason you are dissatisfied with the reseller that has sold you the Microsoft Campus 
Agreement, you may select a new one. It is the ultimate responsibility of you, the customer, to drive the 
change of reseller process from start to finish.   
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Notification to Terminated Reseller 
You are responsible for notifying your existing reseller (the “Terminated Reseller”) of the upcoming 
termination. A form is available for this purpose at 
http://www.microsoft.com/education/ChangeReseller.mspx. Refer to your agreement with your reseller to 
determine any other notification requirements. Irrespective of the terms and conditions of any such 
agreement between you and your reseller, Campus Agreement software or media products ordered on or 
before the termination date will not be credited from the Terminated Reseller, and you should submit 
payment for all such Campus Agreement software or media products to the Terminated Reseller. Campus 
Agreement software or media products required after the date of termination should be ordered and paid 
to the new reseller.  

Notification to Microsoft 
You are required to notify Microsoft when you want to change your reseller. It is your responsibility to 
verify in advance that the new reseller is authorized by Microsoft to offer Microsoft Campus Agreement. 
Microsoft does not require the new reseller to complete a new Campus subscription enrollment with you, 
but we do ask that the new reseller acknowledge its appointment as reseller under your existing Campus 
subscription enrollment. 
 
You should complete and sign the Notification to Microsoft Form (available at 
http://www.microsoft.com/education/ChangeReseller.mspx) and circulate it to the new reseller for written 
acknowledgment of its appointment.. On Microsoft’s receipt and acceptance of the letter, Microsoft will 
acknowledge the change of reseller  and route the fully executed letter back to all applicable parties.  
 
At least one copy of the Notification to Microsoft Form should be submitted to Microsoft for acceptance 
and processing. You must complete information pertaining to all defined terms and Signature Blocks. 
Please allow 30 days for Microsoft to approve, process, and route the form. The change of reseller is not 
effective until Microsoft approves and acknowledges it.  

 
Note: Orders previously billed to the Terminated Reseller will not be credited, however, all future orders 
will be billed to the new reseller. 

Redistribution of Software Updates to 

Students 
From time to time, we may make available to the general public additional or replacement code of any 
portion of our licensed products without a fee, which we refer to as “Software Updates.” To help academic 
Volume Licensing customers provide a more secure technology environment, you are allowed to 
redistribute these Software Updates to your students even if you have not included the Student Option. 
With these rights, you can better manage the electronic distribution of Software Updates within your 
networks.  

You may redistribute Software Updates to your students in the following ways: 

1. By electronic means provided that your method is adequately licensed and incorporates access 
control and security measures designed to prevent modification of the Software Updates and 
prevent access by the general public. 

2. By physical means provided that you acquire authorized copies on fixed media from a Microsoft-
approved fulfillment source. 
 

 

http://www.microsoft.com/education/ChangeReseller.mspx
http://www.microsoft.com/education/ChangeReseller.mspx
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Note: You may not replicate the Software Updates onto CDs or other media for distribution to students. 
Additional terms and limitations apply to the redistribution of Software Updates. For complete details, 
please refer to section 8(c) of the Campus and School Agreement version 3.5.  
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Additional Resources  

 
Software Assurance 
To learn more about Software Assurance: http://www.microsoft.com/licensing/sa/default.mspx.  

 
Microsoft Volume License Services (MVLS) 
Track licenses, access Volume License Keys, download licensed product, and administer Software 
Assurance benefits at https://licensing.microsoft.com/. 

 
MSDN Academic Alliance 
Find in-depth information and resources regarding the MSDN AA program at 
http://msdn.microsoft.com/academic/.  

 
TechNet  
You will find a wealth of how-to details on evaluating, deploying, maintaining, and supporting Microsoft 
technology at http://technet.microsoft.com/. 

 
Volume Licensing for Education Customers 
If you have further questions about Campus Agreement or other discounted purchasing options for 
education customers, please visit our Web site at http://www.microsoft.com/education/HowToBuy.mspx or 
contact a reseller. 

http://www.microsoft.com/licensing/sa/default.mspx
https://licensing.microsoft.com/
http://msdn.microsoft.com/academic/
http://technet.microsoft.com/
http://www.microsoft.com/education/HowToBuy.mspx
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Glossary  
Academic Edition (AE) 
Microsoft products available for purchase by Qualified Education Users.  
 
Authorized Education Reseller (AER) 
Reseller that is authorized to sell Microsoft Academic Edition products and Volume Licensing programs. 

 
Buy-out Option 
Option in Campus Agreement by which customers may stop running products on a subscription basis on 
expiration of the enrollment and purchase perpetual licenses for products they want to continue using. 

 
CAL (Client Access License) 
License permitting end user to access a Microsoft server. 

 
Campus and School Agreement  
Contract containing the general terms and conditions for the Campus and School Agreement programs. 

 
Comprehensive Kit 
Orderable, after-market version of the Starter Kit, containing CDs for most of the Campus and School 
Agreement Subscription products. 

 
Deploy 
Install and use the licensed products as permitted in a license agreement. 

 
Downgrade 
Any version of a licensed product that was released prior to the most recent version (for example, 
Microsoft Word 2003 is a downgrade of Microsoft Office Word 2007).  

 
Fulfillment 
Process by which media is obtained. 

 
Full-time Equivalent (FTE) 
Calculation of the population size comprising full- and part-time faculty/staff working over 200 hours per 
annum. 
 
Large Account Reseller (LAR) 
Reseller who is qualified to sell licenses through the Microsoft Select License and Select License for 
Academic programs. 

 
Media 
Storage device (typically CD-ROM) that contains the files needed to install a software program.  

 
MSDN Academic Alliance  
Annual membership that provides a selection of Microsoft tools, operating systems, and other licensed 
product for installation on instructional computers and students’ personal machines within the member 
department. 
 
Non-perpetual license 
License granting the rights to run a software program for a limited period of time. 
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Open License for Academic 
Specialized version of the Microsoft Open License program through which perpetual licenses may be 
purchased by academic institutions of any size through a reseller.  
 
Perpetual license 
License granting the rights to run a specific version of a program for an unlimited period of time. 

 
Product List 
Document published monthly that provides information about Microsoft software and Online Services 
licensed through Microsoft Volume Licensing programs, including product availability, point or unit values, 
migration paths, and Software Assurance benefits. 
 
Product Use Rights (PUR) 
Part of the Microsoft license agreements that outlines the rights the customer and its users have to 
deploy, use, and copy specific Microsoft licensed products. 

 
Qualified Education Users 
Customers who are permitted to purchase academic Volume Licensing agreements or Academic Edition 
products by meeting a set of criteria  

 
Replication 
Making a copy or copies of software media (e.g., burning a CD). 

 
Reseller 
Third-party vendor that sells Microsoft licenses for Microsoft products, including licenses sold through 
Microsoft Volume Licensing agreements.  

 
Select License for Academic 
Specialized version of Microsoft Select License through which perpetual licenses may be purchased by 
qualifying institutions through a Large Account Reseller. 
 
Software Assurance 
Software Assurance is an offering for Microsoft Volume Licensing customers. It provides you with the 
ability to spread out payments annually and gives you licensed product upgrades, support and tools, and 
training.  
 
Starter Kit 
Binder containing CDs for most of the Campus and School Agreement Subscription products. 

 
Student employee 
Student of an institution who is employed by the institution in a full- or part-time position. 
 
Student Option 
Option in Campus Agreement by which an institution may license its students for use of a selection of 
licensed products on a personally owned or leased computer or an institution-owned or leased computer 
designated for a student’s exclusive use. 

 
Subscription enrollment 
Document submitted by Campus Agreement customers specifying the FTE count for the coverage period 
defined within. 
 
Subscription licensing 
Licensing programs that grant the rights to use licensed products for a specified period of time (temporary 
licenses). 
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Temporary license 
License granting the rights to run a software program for a limited period of time. 

 
Transactional licensing 
Licensing programs through which customers purchase perpetual licenses for licensed products. 

 
Update Subscription  
Subscription service through which Campus Agreement customers automatically receive CDs for new 
versions of the products included in the Starter CD Kit and new products. 

 
Upgrade  
A more recent version of a product (for example, Windows Vista is an upgrade of Windows XP). 

 
User  
The institution and the faculty, staff, and students of the institution or institutions that are designated on 
the Subscription enrollment to run the licensed product. Users must also be Qualified Education Users. 

 
Work at Home rights 
Set of limited rights that academic institutions may offer to for their faculty/staff granting permission to use 
certain Microsoft products on a personally owned or leased computer for work-related purposes only. 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© 2007 Microsoft Corporation. All rights reserved. 
 
Microsoft, Encarta, Expression, MSDN, Visual Studio, Windows, Window Live, and Windows Vista are either 
registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries. This 
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1  

Create Account and Login

A. Type “smsstriker.com” in the address bar and click enter.
B. Click on “Login or Register”.

tel:+917097191919
mailto:support@smsstriker.com
https://www.smsstriker.com/login.html
https://www.smsstriker.com/
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2

Click on “Create account
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3 Enter Account Details
• User name (through which you want to login)
• Password (Password must be less than or equal to 10
Characters only) Enter Account Details

4 Enter Contact Details
• First Name (Your first name)
• Last Name (Your last name)
• Email Address (Your e-mail address)
• Mobile Number (your mobile number)
• Organization Name (Your firm name /company name /
Office name) • Address 1 (Door No / Building name)
• Address 2 (Street name, Area name)
• State (Select state) City (Select City)
• Zip Code (Enter pin code)
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• Captcha (Enter the caotcha code exactly as showing
beside)
• Cross check all the details once and click
• on Registration

5 You’re registered successfully and a mail is sent to your
registered email id with the login credentials.



12/13/2019 How to Create Account - Smstriker.com

https://www.smsstriker.com/user-guide/create-account.html 5/8

6 Login to your Account
a. Enter User name.
b. Enter Password.
c. Enter the Captcha code exactly as showing
beside.
d. Click on Login.

7  User interface after login
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8 Welcome to user
Click on welcome button to view/edit profile details, to
check your pricing details and to change password and
to Logout
• My Profile: To View/Edit profile details
• My Price: To view price details
• Change Password: To change Password
• Logout
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SMS -Short Message Service (Bulk SMS)
SMS is a simple service using which companies can send Bulk SMS to
their large clientele and prospective client’s base. Bulk SMS is an easy,
fast and economical offering, which makes it possible for companies to
reach out to multiple customers at one time.

BulkSMS are categorized as Transactional SMS and Promotional SMS.

Transactional SMS
Transactional SMS Routes are commonly used for sending to the users
who have opt-in for the services as an acknowledgement in regard to the
actions performed by them or if any urgent/emergency informational to
the users. Transactional SMS services that we provide are trustworthy
and we adhere strictly to TRAI Regulations, these messages are sent
with the 6 digit Alphabetic sender id, Delivers 24X7 and able to deliver on
DND numbers also.

Promotional SMS
Typically refers to any message sent for promoting / up-selling /
advertising your business.
Such messages are not delivered to users, who have registered under
TRAI DND list and are delivered only between 09:00 AM to 09:00 PM.
These messages are sent with the 6 digit Numeric sender id, Delivers
only from 9 am to 9 pm and cannot be delivered On DND numbers.

For sending a transactional SMS you should all sender ID, follow below
steps to do so.

Sender ID
Sender ID is 6-digit alphabetic name or a numeric number which appears
on the mobile phone as the sender of a SMS (It is used to identify who's
sending the message to the recipient)

tel:+917097191919
mailto:support@smsstriker.com
https://www.smsstriker.com/login.html
https://www.smsstriker.com/
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Adding Sender Id

Send SMS
SMS Striker user panel has provided you four different ways to send
SMS, each option has a unique functionality based on the requirement.

Normal SMS
File SMS
Unicode SMS
Custom SMS

Under every option listed above, you will find Normal SMS and Flash
SMS to select. Normal SMS will be stored in the SIM or memory of the
receiving phone and Flash SMS will pops-up on the phone's screen
without saving in the SIM or memory of the receiving phone, user can
choose to save or cancel after reading it.

Let’s see how to send Normal SMS

Normal SMS

Enjoy the flexibility of setting the sender ID based on your company
name, or any other parameter relevant to you. Your chosen name will
reflect as the sender to the recipients instead of a phone number. You
may choose a sender ID containing alphabets only.

1. Select the Sender ID under Manage.
2. Enter the six alphabets without Spaces in the column below the

Request for Sender ID and click on add.
3. Once the Sender Id is added it will be in pending for confirmation

from Striker.
4. Once the Sender Id is approved you will be able to use that sender

Id while sending SMS.
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Simple and user friendly option for sending Bulk SMS, It enables for you
to copy and paste 10-digit bulk mobile numbers from any document
format as per your choice to send Bulk SMS.

Follow below steps to send SMS through Normal SMS Option.

1. Select Normal SMS under SMS
Services.

2. Once you select File SMS select the relevant option which you
preferred to send (i.e., either Flash SMS or a Normal SMS).

3. Enter Campaign name.
4. Select Six digits sender Id.
5. Select your preferred language in which you wanted to Send SMS.
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Custom SMS
Personalized custom SMS can be sent as per the enterprise needs and
requirement, i.e. unique SMS’s are sent to unique numbers at once.

Follow below steps to send SMS through Custom SMS Option.

6. Enter the content in Text column. (Entered text gets converted to
selected language automatically).

7. Enter / copy paste 10 digits numbers without 0 and +91 in
beginning.

8. Click on remove duplicates to remove duplicate numbers.
9. Click on Show count, to know the mobile numbers count.

10. If want, you can schedule SMS by selecting date and time.
11. Click on Send

12. Once the request gets processed it will take to the reports session
from where you can see / download the report.
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SMS Striker  facilitates enterprises superb option to  promote maximum
information of the particular product by integrating Short URL with SMS
which can share maximum information to their large clientele. SMS with
Short URL is a simple and powerful tool that enhances connectivity, lead
management  and  marketing  campaigns  turn  into  business.  We  have
provided four features in SMS with Short URL that includes Web, Image,
Audio and Video.

Indeed hosted web presence is common to generate Short URL.
Whereas, SMS Striker provides Short URL services instantly and
dynamically without any web presence.
As soon as the recipient clicks the Short URL, location, type of
handset, Operating system and number of times accessed is
captured and tracked in a single dashboard.
SMS with Short URL helps to reflect the visibility of products and
services in a clear manner.
Organizations gets clear breakdown of the business strategy and
methods of market competition to enhance their approach with our
detailed live Reports and Analytics.
Through Short URL, Company Brochures, documents, Pdfs and
spreadsheets also are transmittable.

Let’s see how to send an SMS with Short Url.

This feature allows you to convert your Web URL in to Short URL and
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inserted  in  the  sms  instantly,  to  promote  /  share  your  website  to  the
targeted customers through the SMS.

Follow below steps to send an SMS with Web Short URL.

Select Normal SMS / File SMS / Custom SMS / Unicode SMS under
SMS Services. The process of adding short URL is same for every
option.

1. 

For now let’s select Normal SMS.2. 

Select Normal SMS.1. 
Enter Campaign name.2. 
Select Sender Id.3. 
Enter the content in Text column.4. 
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Click on Add Short URL.5. 

Select Web Short URL6. 
Enter your web URL and click on Go.7. 
Entered Web URL will be converted to Short URL and displayed as
it shows on the mobile screen.

8. 

Click on Submit.9. 
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Short URL will be inserted in the text column.10. 
Enter / copy paste 10 digits numbers without 0 and +91 in
beginning.

11. 

Click on remove duplicates to remove duplicate numbers.12. 
Click on Show count, to know the mobile numbers count.13. 
If want, you can schedule SMS by selecting date and time.14. 
Click on Send.15. 

Once the request gets processed, it will take you to the reports
page, you can view and download the report here.

16. 

View Short URL Reports as below.17. 
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Select Short URL Reports under Service Reports.18. 

Select URL Reports.19. 
Set from date and to date and click on search.20. 
Click on View.21. 

Again click on view or click on download to download to excel file.22. 

Here is the short url report with the recipient mobile details.23. 
Likewise you can also send an SMS with Image, Audio and Video
short Urls as well.

24. 
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Image Short URL

Follow below steps to insert Image Short URL in the text
column.

This feature allows you to upload Image related to your product / service
and generates Short URL instantly, to promote / share that Image with the
targeted customers through the SMS with the help of Short URL.

Enter the content in Text column.1. 
Click on Add Short URL.2. 

Select Image Short URL.3. 
Click on Upload to upload an image file which is available in your
computer, it accepts jpg/png image file types only and size must be
less than 1MB.

4. 

Select the image you want to upload and click on open.5. 
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Uploaded image will be converted to Short URL and displayed as it
shows on the mobile screen.

6. 

Click on Submit.7. 

Short URL will be inserted in the text column.8. 
Now you can send an SMS with Image Short URL and reports can9. 
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be viewed accordingly.

Video Short URL
This feature allows you to upload video related to your product / service
and generates Short URL instantly, to promote / share that video with the
targeted customers through the SMS with the help of Short URL.

Follow below steps to insert Video Short URL in the text column.

Enter the content in Text column.1. 
Click on Add Short URL.2. 

Select Video Short URL.3. 
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Click on Upload to upload a video file which is available in your
computer, it accepts mp4 video file type only and size must be less
than 10MB.

4. 

Uploaded video file will be converted to Short URL and here you can
preview the video.

5. 

Click on Submit.6. 

Video Short URL will be inserted in the text column.7. 
Now you can send an SMS with Video Short URL and reports can
be viewed accordingly.

8. 

Audio Short URL
This feature allows you to upload Video related to your product / service
and generates Short URL instantly, to promote / share with the targeted
customers through the SMS with the help of Short URL.

Follow below steps to insert Audio Short URL in the text column.

Enter the content in Text column.1. 
Click on Add Short URL.2. 
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Bulk Short URL’s

Select Video Short URL.3. 
Click on Upload to upload a Audio file which is available in your
computer, it accepts mp3 Audio file type only and size must be less
than 2MB.

4. 

Uploaded Audio file will be converted to Short URL and here you
can preview the Audio.

5. 

Click on Submit.6. 

Audio Short URL will be inserted in the text column.7. 
Now you can send an SMS with Audio Short URL and reports can
be viewed accordingly.

8. 

SMS Striker facilitates to generate Bulk Short Urls, to use them in while
doing customized campaigns. You can generate and download bulk web,
Image, Audio and Video short Urls.

Let’s see how to generate Bulk Short Url’s.

Follow below steps to generate Bulk Web Short Url’s.

SMS with Short URL Sending User Guide - Smsstriker.com https://www.smsstriker.com/user-guide/sms-with-short-url-guide.html

10 of 19 13-12-2019 12:08



Select Generate URLs under Short URL.1. 

Select Web Short URL2. 
Enter Number of Short URLs you want to generate.3. 
Enter your web URL and click on Go.4. 
Entered Web URL will be converted to Short URL and displayed as
it shows on the mobile screen.

5. 
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Follow below steps to generate Bulk Image Short URL’s.

Click on Submit.6. 

Once the request gets processed it will take to the reports page from
here you can View / download short urls to the excel file.

7. 

Web Short URLs after downloading to excel.8. 
You can make use these short urls while doing customized
campaigns.

9. 
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Select Generate URLs under Short URL.1. 

Select Image Short URL2. 
Enter Number of Short URLs you want to generate.3. 
Click on Upload to upload a image file which is available in your
computer, it accepts jpg/png image file types only and size must be
less than 1MB.

4. 
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Uploaded image will be converted to Short URL and displayed as it
shows on the mobile screen.

5. 

Click on Submit.6. 

Once the request gets processed it will take to the reports page from7. 
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here you can View / download short urls to the excel file.
You can make use these short urls while doing customized
campaigns.

8. 

Follow below steps to generate Bulk Video Short URL’s.

Select Generate URLs under Short URL.1. 

Select Video Short URL2. 
Enter Number of Short URLs you want to generate.3. 
Click on Upload to upload a video file which is available in your
computer, it accepts mp4videofile type only and size must be less
than 10MB.

4. 

Uploaded video file will be converted to Short URL and here you can
preview the video.

5. 

Click on Submit.6. 
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Follow below steps to generate Bulk Audio Short URL’s.

Once the request gets processed it will take to the reports page from
here you can View / download short urls to the excel file.

7. 

You can make use these short urls while doing customized
campaigns.

8. 

Select Generate URLs under Short URL.1. 

Select Audio Short URL2. 
Enter Number of Short URLs you want to generate.3. 
Click on Upload to upload aaudio file which is available in your
computer, it accepts mp3audio file type only and size must be less
than 2MB.

4. 

SMS with Short URL Sending User Guide - Smsstriker.com https://www.smsstriker.com/user-guide/sms-with-short-url-guide.html

16 of 19 13-12-2019 12:08



Uploaded Audio file will be converted to Short URL and here you
can preview the Audio.

5. 

Click on Submit.6. 

Once the request gets processed it will take to the reports page,
from here you can View / download short urls to the excel file.

7. 

You can make use these short urls while doing customized
campaigns.

8. 
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Long code

Dedicated Long Code
Your business receives a dedicated 10-digit Long Code number, which
cannot be used by another organization. The company can use unlimited
number of long-code keywords within the messages.

Shared Long Code
While multiple enterprises share the 10-digit Long code number,
dedicated keywords are allocated to each enterprise and Information
collected via these dedicated keywords is shared only with the relevant
enterprise.

Customer Alert

Long Codes are another way of conveying information to prospective
customers. Long code is a text based 10-digit virtual number. The
keyword requests received from various customers are recorded to
understand the choices and preferences of the customers. Post receiving
the request, facility to acknowledge the customer is probable with an
automated reply.

Long Code SMS service is used for receiving feedback from the
customers and mostly used in banking, hospital, educational institutions
etc. And also used for mobile verification systems, lead generation, opt-in
database systems, mobile ticketing and SMS subscription activation. The
information is provided based on the keyword request. Single number
can be used for multiple purposes with no human intervention that will
enable businesses to reach their customers instantly.

Long codes are provided in two different ways Dedicated and shared.

tel:+917097191919
mailto:support@smsstriker.com
https://www.smsstriker.com/login.html
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Customer receives a SMS alert acknowledging in regard to their
response to the Long Code.

Vendor Alert
Vendor receives an SMS alert acknowledging in regard to their customer
response to the Long Code with the customer response details.

Let’s see how Long Code works.
Follow below steps to create Dedicated/Shared Long Code service.

1. Select Dedicated/Shared Number under Long Code. As of now will
select Dedicated Number.

2. Select the available Long code from the drop down or Click on Add
to choose and purchase a dedicated long code.

3. To add keyword click Add at the Keyword option.

4. Select Number
5. Enter keyword (keyword should be minimum 5 characters).
6. Click on Create.
7. Keyword will be created.
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8. Select the keyword.
9. Select Customer SMS

10. Select sender ID.
11. Type the message content in the text column.
12. Select Vendor SMS.
13. Enter vendor mobile number.
14. Click on required fields available below to the text column.
15. Click on submit.

16. Long code service is created, If want you can edit or delete as you
wish here.

17. Now you can check the reports.
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Likewise you can also create shred Long Code service, the only
difference between Dedicated and Shared Long code is,Shared Long
code number can be shared by multiple enterprises, dedicated keywords
are allocated to each enterprise and Information collected via these
dedicated keywords is shared only with the relevant enterprise.

Dedicated Long Code number cannot be used by another organization.
The company can use unlimited number of long-code keywords within the
messages.

18. Click Long Code Reports under Service Reports.

19. Set from date and to date, select service number, select service
type and click search.

20. Click View

21. You can view or download the report here.

User Guides
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Buy Credits Online

Follow below steps to Add/Buy SMS credits online.

User Guides

+91 7097 19 19 19
(tel:+917097191919)  

support@smsstriker.com
(mailto:support@smsstriker.com)  

Login
(../login.html)

 (/)

SMS striker gives you a privilege to Add/Buy - SMS Credits / Long Code
Credits / Short URL Credits online, through your account.
Let’s see how to Add/Buy SMS credits online.

1. Select SMS Credits Under Add Credits.

2. Enter number of credits you required.
3. Check apply coupon to enter discount coupon codeif you have, or

else uncheck and continue to the next step.
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4. Click on Submit.

5. Cross check the Order Confirmationdetails and click on Order
Confirm.

6. Select the appropriate Payment Mode and complete the
transaction.

7. Once the payment is successful, the ordered credits
willautomatically added to your user account.
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Follow below steps to Add Long code credits

1. Select LongCode Credits Under Add Credits.

2. Select required Longcode credits from the dropdown.
3. Click on Submit.
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4. Cross check the Order Confirmation details and click on Order
Confirm.

5. Select the appropriate Payment Mode and complete the
transaction.

6. Once the payment is successful, the ordered credits will
automatically added to your user account.
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Follow below steps to Add Short URL credits

5. Select Short URL Credits Under Add Credits.

2. Drag the seek bar up to the credits required from the dropdown.
3. Click on Confirm Order.



12/13/2019 Add Sms Credits and Online Payment Guide - Smsstriker.com

https://www.smsstriker.com/user-guide/online-payment.html 6/8

4. Cross check the Order Confirmation details and click on Order
Confirm.

5. Select the appropriate Payment Mode and complete the
transaction.

6. Once the payment is successful, the ordered credits will
automatically added to your user account.
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Change password
Please follow below steps to change your account password.

User Guides

+91 7097 19 19 19
(tel:+917097191919)  

support@smsstriker.com
(mailto:support@smsstriker.com)  

Login
(../login.html)

 (/)

1 Select the welcome option which is available in the top
right side

2 Select the option of change
password.

tel:+917097191919
mailto:support@smsstriker.com
https://www.smsstriker.com/login.html
https://www.smsstriker.com/
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Reset Password / Forgot Password
By any chance if you forgot the password you can reset your password
through Forgot Password option.

Follow below steps to reset your Password.

3 Enter your Current Password

4 Enter the New Password

5 Re-enter the New Password and click on
Submit

6 Password has been changed
Successfully

7  You can login with the new password henceforth.
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1 Enter your user name and type the captcha code exactly
as shown and click on submit.

2 You will receive a new password to you registered
mobile number.

3 Login with that new password and change the password
through change password option if you wish to.
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Overview of eSSL MT100 device: - 

MT100 is standard device with eTimeTrackLite T&A software, This MT100 portable 
time and attendance is highly demanded in Teachers, Student Roster Verification, 
Construction Sites, Logistic Industries, Large Farms, and the Mining Industry etc.. 

This software is used to connect the MT 100 device which is a standalone time and 

attendance device. It is also used to get the log records. 

Nowadays, in most organizations this system consists of users scribbling their name in 

a paper book . Instead, this Software will assist you the professionalized way in which 

you get attendance log records of your users. This software is a complete service to 

improve the efficiency, productivity, security and customer satisfaction. 

 

eSSL etimetracklite MT100 device software features: - 

 

 

  

 

MT 100 is a fingerprint and RFID card Device, specialized for standalone time and 
attendance. The portable feature and long battery life makes it perfect for off-site time 
management. While tracking time and attendance (labour costs accurately, it helps 
increase in managing a mobile workforce on remote sites. 

eSSL etime tracklite MT100 device software deals with the security provided at 

particular premises from the unauthenticated or unwanted users. This electronic 

solution can overcome the various flaws that were initially faced by the primitive 

security methods to check the users at particular premises. 

 
 Synchronize the database with etimetracklite software. 

 Add, edit, delete  device 

 Upload/download the users. 

 Download fingerprints. 

 Download logs. 

 Clear logs. 

What eSSL etimetracklite Mt 100 device software? 



 
 
 

MT100 device setup software installation steps. 

 

Click on “next” 

  

Click on “everyone” and then “next”.         

eSSL etimetracklite MT100 device software installation form:- 



 
 
 

 

Click on “next” Then software installation will be start  

 



 
 
 

LOG IN the MT100 software 

 

Database settings form 

 

                                                                              

For adding the device click on utilities->Device Management->Right click add give the 

all information and Save (device serial number is mandatory)  

This is the database settings page of the eSSL MT 100 device software. The 

same database which is used in the main software i.e. etimetracklite has to be 

attached in this software also for the proper working of the software. Then only 

all the user information will be synchronized. 



 
 
 

Main form 

 

Add, Edit, Delete device 

 

                            



 
 
 

 

This page shows the list of all the devices that are connected. 

 

For the device connectivity right click on device then Device Operations click on 

connects.   



 
 
 

 

The device can be connected from here. Click on “connect” and if connection is 

successful then message comes that connection is successful. 

 

 

 

Device connectivity 



 
 
 

Upload users to device: - 

 

Users can be uploaded to device by Upload Users to Device. 

 



 
 
 

Download options 

 

1. Download all fingerprints – This option is used to download fingerprint templates of 

all the registered users in the MT 100 device to the software. 

2. Clear all data – This option is used to clear all the data in the device i.e. log records, 

users, fingerprints etc.    

3. Download user logs – This option is used to download all the user information’s in 

the device.           

 

 



 
 
 

Checking of log records.  

 

 

THANK YOU 

                                          For any further queries feel free to contact in our all India customer care toll free number. 

 

Then the log records can be checked from the main etimetracklite software              



#24,Shambavi Building, 23rd Main,Marenahalli,
JP Nagar 2nd Phase, Bangalore - 560078
Phone: 91-8026090500  |  Email : sales@esslindia.com  
www.esslsecurity.com



Enriching Alumni Relationships 

 
 

Members 

 

Approval of Members  

 
On logging in as Admin, you would see the number of Pending Requests for approval.  
Click on it. 

 
 
On the Pending Members page, you would find all the requests with details. Click on Approve 
to confirm membership.  
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Export Members Data 

 
Go to Members 

 
 
Click on Manage Members 
 

 
 
 
Apply the Required Filters (if any) and Select all the Members 



Enriching Alumni Relationships 

 

 
 
Click on Export.  All the details of the selected members are saved on your computer in an 
Excel Sheet. 
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Assign Roles to Alumni 

 
Go to Members 

 

 
 
Click on Manage Members 
 

 
 
 
 
 



Enriching Alumni Relationships 

 
Search the Member you would like to assign a Role and ‘Hover’ mouse to that member. 
 

 
 
Click on Edit Roles 
 

 
 
 
 
 
 
 



Enriching Alumni Relationships 

 
Check the Roles (Checkbox) that you would like to assign to the Alumni. Click Update Roles. 
 

 
 
 

Bulk Emails to Alumni 

 
Go to Message Users 

 



Enriching Alumni Relationships 

 
Apply the Required Filters (if any) and Select all the Members 
 

 
 
Click on Compose Message. 
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In case you choose to, personalize message with recipient's name, check the provided box. 
Type your message and click Send Message. 
 

 
 
Block Members 
 
Go to Members. 
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Click on Manage Members. 

 
 
Search the Member you would like to Block and click Block 
 

 
 
 
Please Note: The ‘Delete’ button is available beside the ‘Block’ button and it is irrevocable. If 
any user is deleted, they would be removed permanently from the data and cannot register on 
the portal again. 
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Unblock Members 

 
Go to Members. 
 

 
 
Click on Manage Members. 
 

 
 
 
 
 



Enriching Alumni Relationships 

 
Apply the filter ‘Blocked ‘. 
 

 
 
Search the Member you would like to unblock and click ‘Unblock’. 
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Edit Batch Details 

 
Go to Members. 
 

 
 
Click on Manage Members. 
 

 
 
 
 
 



Enriching Alumni Relationships 

 
Search the Members whose batch details you would like to edit. 
 

 
 
In case you want to delete existing courses, delete the appropriate course. 
In case you want to add new courses, click ‘Add courses pursued’. 
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Add the necessary details and click ‘Submit’. 
 

 
 

Posts 

 
Create Events 
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Click on Create an Event. 
 

 
 
 
Fill all the details of the events. 
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Add custom questions (if any). 
 

 
 
Click on Create Event. 
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Create Jobs/Internships 

 

Go to the Jobs and Internships Module. 
 

 
 
Click on ‘+ Post Job’ or ‘+ Post Internship’. (As necessary) 
 

 
 
 
 
 



Enriching Alumni Relationships 

 
Fill the necessary details and click on ‘Post Job’ or ‘Post Internship’. 
 

 
 
 

Newsroom/Gallery Posts 

 

Newsroom: 

 

Go to Post News. 
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Add the title of the post and its content. 
 

 
 
Attach File/Image (if applicable). 
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Click Save and Publish. 
 

 
 

Gallery  

 

Go to Gallery. 
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Click on Create Album.  
 

 
 
 
Add the details of the New Album. 
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Go to the required Album and press Upload Photos 
 

 
 
Click on Add Files and select Start Upload. 
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Create Chapters and Interest Groups 

 

Chapters (Chapters are Groups based on Geographical Locations) 

 

Go to My Groups. 
 

 
 
Select + Create Chapter at the top right. 
 

 
 
 



Enriching Alumni Relationships 

 
Add Chapter Name, Banner Image, Approval Settings and click Submit. 
 

 
 

Interest Groups (Interest Groups are Groups based on common interests) 

 
Go to My Groups. 
 

 
 
 
 
 



Enriching Alumni Relationships 

 
 
Select + Create Special Interest Group at the top right. 
 

 
 
Add Interest Group Name, Banner Image, Approval Settings and click Submit. 
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Managing the Portal 

 
Update Homepage Banner Settings 

 

Click on Homepage Banner 
 

 
 
Click on Create Banner. 
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 Add Title/Link (if applicable).Upload Image and Save. Click Back to Banner Manager 
 

 
 
 
To update the Banner, drop the newly uploaded image in the box and click Build Banner. 
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Create Pages 

 

Click on Pages 
 

 
 
Click on + Add Pages 
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Add title, privacy settings, content of the page and files/images (if applicable). 
 

 
 
Click Preview to preview the page (Optional). 
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Click Save and Publish. 

 
 
Update Page Navigation. 
 
Change Navigation Settings 

 
Click on Site Navigation

 



Enriching Alumni Relationships 

 
Click on ‘Add Item’. 
 

 
 
 
Add the necessary item and click Save Navigation. 
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If you would like see any item under a specific item, drag the required item under that specific 
item and Click Save Positions. 
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Searching for assets

There are two ways in which you can look for assets in your DAM.

Search bar on top of the page

In this way, when you enter a search term, Bynder looks for it in titles,

descriptions, tags and collection names. It can also scan the text in PDFs

and other text files. For more information on using the search bar, see

Use the search bar to find assets.

Filters

You can narrow down your selection of assets and filter for the asset you

need.

You can combine multiple filters for more accurate results. For example,

you can use a combination of taxonomy filters, tag filters and Advanced

filters.

Taxonomy filters are based on your metaproperties and metaproperty

options.

The Advanced filter helps you filter on asset type (for example: video or

document), dimensions, date the asset was added or asset orientation

https://help.bynder.com/modules/asset-library/Use-search-bar.htm
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(for example: portrait or landscape).

The Tags filter enables you to search on the tags that have been

created for assets.

The Color filter enables you to filter assets on selected colors. On

upload images are scanned to find out which color is used most, and

that color is then returned in the filter results.

When you close your filters to view the results, your filter selection

remains visible in the top bar to help you keep tract of the filters you

applied. For more information on how filters work, see Use filters to find

assets.

To save you time finding and applying the same filters next time you want

to find the same set of assets, you can save your filter selection. See

Create, save and share your own selection of filters.

Search bar and filters

You can also use this combination to find assets. For example, you can

find assets that match a keyword or phrase that you put in the search bar,

and further refine the search by applying filters.

Learn more

Uploading assets

Use the Advanced filter

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Use-filters.htm
https://help.bynder.com/modules/asset-library/Save-filters.htm
https://help.bynder.com/modules/asset-library/Uploading-assets.htm
https://help.bynder.com/modules/asset-library/Size-dimensions-in-advanced-filter.htm
mailto:feedback@bynder.com
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Create, share and manage collections

When you have assets that are similar or belong to the same group you can

assign them to the same collection. Then, instead of sharing single assets, you

can share an entire collection both with external and internal users. When you

share a collection with external users, you grant them access to access this

media only. You can also navigate to the Collections tab to view all the

collection that you have created, shared and received.

The Collections overview allows you to view and access collections that you

have received, shared and published online, as well as your private collections.

You can filter the overview to display the collections from a specific user and

order the collections by date added and by name.

In the collection detail page, the collection owner can also see the full details

of a collection. If the collection is shared or public, other users can only see the

description.

Skip directly to
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Permissions in collections

Features for collections

Create collections

Manage collections

Make embedded collection show in your brand color

Share collections

Share or publish collections with filters

Publish collections on homepage

Public collections

Public collections are those that can be shared with external users. You can

make a collection public by creating an online link (see the Manage collections

section) and sharing it. In this way external users will be able to view the

assets. If you want them to also be able to download the files, you need to

make the files or a specific file derivative public.

By default any public derivatives that are set up for your portal are not available

Do you have public collections and are you concerned about whether they can

be indexed by search engines? Read more about it here.

Permissions in collections

If you drill down to the details of a specific collection you can also manage

permissions for this collection. The permissions granted on the collection

level, overwrite those granted on the permission profile level. Managing

permissions on the collection level, requires a specific feature.

You can also create a collection to share assets with the Hide by default

metaproperty option, or limited or archived assets. If you share those assets in

https://help.bynder.com/system/platform/search-engine-indexation.htm
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a collection, they will be visible to logged-in and not logged-in recipients. For

more on Hide by default, see Add options to metaproproperties.

Another option when you share a collection is to allow users to share

collections based on the rights of the sharer or the recipient. Alternatively, you

can restrict this option so that only specific users can decide which rights

should be applied to a shared collection. See Restrict collection access.

Managing permissions in collections is often tied in with specific features, so

contact your Customer Success Manager about them.

Create a collection

Manage a collection

Share a collection

Share or publish collections with filters

Publish a collection on the portal homepage

Delete collections

Learn more

Manage permissions on the asset level

Mark assets as public

Permissions

Get recipients to log in to see shared media

Get recipients to log in to see shared media

Do you have feedback? Let us know!

https://help.bynder.com/system/metaproperties/Add-options-to-metaproperties.htm
https://help.bynder.com/modules/asset-library/collections/restrict-collection-access.htm
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/mark-assets-as-public.htm
https://help.bynder.com/permissions/overview-permissions.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
mailto:feedback@bynder.com
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Download your assets

You can download your assets from the Asset Library by selecting the assets in

the asset overview and clicking the download icon. Alternatively, you can click

an asset to open the Asset detail page and either download a derivative of an

asset or the whole package of the original and its derivatives.

If the asset has multiple derivatives, a pop-up window will appear asking you to

select which size of the asset you want to download. You can also choose to

download the assets with metadata.

Downloading in Bynder is tied with permissions. For example, some users are

only allowed to download web versions of files, whereas other can also

download originals.

To learn more about permissions for downloading, see Manage the rights to

download assets.

You can also have the following options available:

Download additional files together with derivatives

https://help.bynder.com/permissions/Manage-download-rights.htm
https://help.bynder.com/modules/asset-library/Download-additional-files.htm
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Using CDN for downloading files: Content Delivery Network (CDN) in Bynder

download-emailnotification

Add fallback options for metaproperties in file names

Download files with customized names

Download assets with metadata

Add a disclaimer for specific assets or the whole Asset Library

Download a file with a prefix or a suffix

Do you have feedback? Let us know!

https://help.bynder.com/system/Use-Content-Delivery-Network.htm
https://help.bynder.com/modules/asset-library/Add-fallback-for-metaproperties.htm
https://help.bynder.com/modules/asset-library/Download-file-with-custom-name.htm
https://help.bynder.com/modules/asset-library/download-asset-with-metadata.htm
https://help.bynder.com/modules/asset-library/Create-download-disclaimer.htm
https://help.bynder.com/modules/asset-library/download-file-prefix-suffix.htm
mailto:feedback@bynder.com
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Searching for assets

There are two ways in which you can look for assets in your DAM.

Search bar on top of the page

In this way, when you enter a search term, Bynder looks for it in titles,

descriptions, tags and collection names. It can also scan the text in PDFs

and other text files. For more information on using the search bar, see

Use the search bar to find assets.

Filters

You can narrow down your selection of assets and filter for the asset you

need.

You can combine multiple filters for more accurate results. For example,

you can use a combination of taxonomy filters, tag filters and Advanced

filters.

Taxonomy filters are based on your metaproperties and metaproperty

options.

The Advanced filter helps you filter on asset type (for example: video or

document), dimensions, date the asset was added or asset orientation

https://help.bynder.com/modules/asset-library/Use-search-bar.htm
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(for example: portrait or landscape).

The Tags filter enables you to search on the tags that have been

created for assets.

The Color filter enables you to filter assets on selected colors. On

upload images are scanned to find out which color is used most, and

that color is then returned in the filter results.

When you close your filters to view the results, your filter selection

remains visible in the top bar to help you keep tract of the filters you

applied. For more information on how filters work, see Use filters to find

assets.

To save you time finding and applying the same filters next time you want

to find the same set of assets, you can save your filter selection. See

Create, save and share your own selection of filters.

Search bar and filters

You can also use this combination to find assets. For example, you can

find assets that match a keyword or phrase that you put in the search bar,

and further refine the search by applying filters.

Learn more

Uploading assets

Use the Advanced filter

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Use-filters.htm
https://help.bynder.com/modules/asset-library/Save-filters.htm
https://help.bynder.com/modules/asset-library/Uploading-assets.htm
https://help.bynder.com/modules/asset-library/Size-dimensions-in-advanced-filter.htm
mailto:feedback@bynder.com
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Create, share and manage collections

When you have assets that are similar or belong to the same group you can

assign them to the same collection. Then, instead of sharing single assets, you

can share an entire collection both with external and internal users. When you

share a collection with external users, you grant them access to access this

media only. You can also navigate to the Collections tab to view all the

collection that you have created, shared and received.

The Collections overview allows you to view and access collections that you

have received, shared and published online, as well as your private collections.

You can filter the overview to display the collections from a specific user and

order the collections by date added and by name.

In the collection detail page, the collection owner can also see the full details

of a collection. If the collection is shared or public, other users can only see the

description.

Skip directly to
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Permissions in collections

Features for collections

Create collections

Manage collections

Make embedded collection show in your brand color

Share collections

Share or publish collections with filters

Publish collections on homepage

Public collections

Public collections are those that can be shared with external users. You can

make a collection public by creating an online link (see the Manage collections

section) and sharing it. In this way external users will be able to view the

assets. If you want them to also be able to download the files, you need to

make the files or a specific file derivative public.

By default any public derivatives that are set up for your portal are not available

Do you have public collections and are you concerned about whether they can

be indexed by search engines? Read more about it here.

Permissions in collections

If you drill down to the details of a specific collection you can also manage

permissions for this collection. The permissions granted on the collection

level, overwrite those granted on the permission profile level. Managing

permissions on the collection level, requires a specific feature.

You can also create a collection to share assets with the Hide by default

metaproperty option, or limited or archived assets. If you share those assets in

https://help.bynder.com/system/platform/search-engine-indexation.htm
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a collection, they will be visible to logged-in and not logged-in recipients. For

more on Hide by default, see Add options to metaproproperties.

Another option when you share a collection is to allow users to share

collections based on the rights of the sharer or the recipient. Alternatively, you

can restrict this option so that only specific users can decide which rights

should be applied to a shared collection. See Restrict collection access.

Managing permissions in collections is often tied in with specific features, so

contact your Customer Success Manager about them.

Create a collection

Manage a collection

Share a collection

Share or publish collections with filters

Publish a collection on the portal homepage

Delete collections

Learn more

Manage permissions on the asset level

Mark assets as public

Permissions

Get recipients to log in to see shared media

Get recipients to log in to see shared media

Do you have feedback? Let us know!

https://help.bynder.com/system/metaproperties/Add-options-to-metaproperties.htm
https://help.bynder.com/modules/asset-library/collections/restrict-collection-access.htm
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/mark-assets-as-public.htm
https://help.bynder.com/permissions/overview-permissions.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
mailto:feedback@bynder.com
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Train your users

Offer these links to your users to help them get started with their brand portal.

Note: The permissions of your users may vary depending on the configuration
agreed upon in your contract.

What Light Users should know:

Searching for assets

Create, share and manage collections

Download your assets

What Regular Users should know:

Searching for assets

Create, share and manage collections

Download your assets

Uploading assets and Upload assets as a logged-in user

What Heavy Users should know:

Searching for assets

Create, share and manage collections

Download your assets

Uploading assets and Upload assets as a logged-in user

News management

Manage assets in the Waiting Room

Manage metaproperties

Get your statistics from Bynder

Manage users

Asset tagging

Edit the account logo or background image

https://help.bynder.com/modules/asset-library/Searching-for-assets.htm
https://help.bynder.com/modules/asset-library/collections/create-and-share-collections.htm
https://help.bynder.com/modules/asset-library/Download-files.htm
https://help.bynder.com/modules/asset-library/Searching-for-assets.htm
https://help.bynder.com/modules/asset-library/collections/create-and-share-collections.htm
https://help.bynder.com/modules/asset-library/Download-files.htm
https://help.bynder.com/modules/asset-library/Uploading-assets.htm
https://help.bynder.com/modules/asset-library/Upload-assets-as-loggedin-user.htm
https://help.bynder.com/modules/asset-library/Searching-for-assets.htm
https://help.bynder.com/modules/asset-library/collections/create-and-share-collections.htm
https://help.bynder.com/modules/asset-library/Download-files.htm
https://help.bynder.com/modules/asset-library/Uploading-assets.htm
https://help.bynder.com/modules/asset-library/Upload-assets-as-loggedin-user.htm
https://help.bynder.com/modules/news-management.htm
https://help.bynder.com/modules/asset-library/Manage-assets-in-waiting-room.htm
https://help.bynder.com/system/metaproperties/Manage-metaproperties.htm
https://help.bynder.com/system/Insights.htm
https://help.bynder.com/admin-guide/Manage-users.htm
https://help.bynder.com/modules/asset-library/Asset-tagging.htm
https://help.bynder.com/admin-guide/Edit-background-image-or-logo.htm
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As an admin, you can also provide demos to users. Keep them as simple as

possible. There are many things that Bynder can do, but the first demo should

not overwhelm your users. Rather, it should make them excited about the

features that will better their day-to-day lives. Highlight these features, rather

than review every single little detail. If users need details, refer them to this

knowledge base,

Think about search, downloads, uploads and other tasks that a typical end-

user of your training group will perform regularly. Talk the group through

these use cases before explaining the associated functionality so that they can

grasp the benefits.

Learn more

Request a how-to video

Launching Bynder: roles and responsibilities

Improve adoption: gather user feedback

Do you have feedback? Let us know!

https://help.bynder.com/admin-guide/roles-responsibilities.htm
https://help.bynder.com/admin-guide/user-feedback.htm
mailto:feedback@bynder.com
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Download your assets

You can download your assets from the Asset Library by selecting the assets in

the asset overview and clicking the download icon. Alternatively, you can click

an asset to open the Asset detail page and either download a derivative of an

asset or the whole package of the original and its derivatives.

If the asset has multiple derivatives, a pop-up window will appear asking you to

select which size of the asset you want to download. You can also choose to

download the assets with metadata.

Downloading in Bynder is tied with permissions. For example, some users are

only allowed to download web versions of files, whereas other can also

download originals.

To learn more about permissions for downloading, see Manage the rights to

download assets.

You can also have the following options available:

Download additional files together with derivatives

https://help.bynder.com/permissions/Manage-download-rights.htm
https://help.bynder.com/modules/asset-library/Download-additional-files.htm
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Using CDN for downloading files: Content Delivery Network (CDN) in Bynder

download-emailnotification

Add fallback options for metaproperties in file names

Download files with customized names

Download assets with metadata

Add a disclaimer for specific assets or the whole Asset Library

Download a file with a prefix or a suffix

Do you have feedback? Let us know!

https://help.bynder.com/system/Use-Content-Delivery-Network.htm
https://help.bynder.com/modules/asset-library/Add-fallback-for-metaproperties.htm
https://help.bynder.com/modules/asset-library/Download-file-with-custom-name.htm
https://help.bynder.com/modules/asset-library/download-asset-with-metadata.htm
https://help.bynder.com/modules/asset-library/Create-download-disclaimer.htm
https://help.bynder.com/modules/asset-library/download-file-prefix-suffix.htm
mailto:feedback@bynder.com
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Uploading assets

You can upload your assets to your Digital Asset Management system both as a

logged-in user as well as an external user. Normally, assets upload

instantaneously. Larger assets might take some more time to convert and

upload, but you can continue working in the portal throughout that process.

Assets are uploaded together with their metadata and copyright information.

The system can also be configured to handle embedded metadata properties

such as EXIF, IPTC, XMP and Dublin Core and recognize custom metadata tags

from, for example, Adobe Suite or Office on upload. When the custom metadata

is recognized, you can search on it, and it displays in your Asset Library.

Skip directly to

Upload as external user

Upload and browsers

Logged-in users

As a logged in user you can upload assets for approval in the Waiting Room, or

depending on your user rights, directly to the Asset Library. If you upload

assets to the Waiting Room, the approver is automatically notified.

You can upload assets using the following:

the Upload media button - enables you to upload assets and select the

correct metaproperties that should be linked to the assets. A redirect

option is possible, so that whenever users click Import media, they are

redirected to Mass Version Updater.
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To limit the file types that can be uploaded through Bynder and to prevent

malicious files from entering the Asset Library, you can set a special

security check. In that way only the files with the specified extensions can

be uploaded.

the Mass Version Updater - mainly used to upload and update version of

assets. However, if an uploaded asset is not recognized as a version, it's

added as a new assets. You can also set verification rules so that only

specific assets are added as new in the Asset Library, and if the defined

criteria are not met, the asset ends in a Waiting Room.

the Mass Uploader - enables you to upload large batches of files.

Normally, the files should be accompanied with a CSV file that lists the

metaproperties of the uploaded assets. The Mass Uploader links the files

to metaproperties, and populates the metaproperties automatically. Also,

whenever there are tags in your CSV file that do not yet exist in the

system, they can be created on upload.

Depending on your system, you might be able to upload 2000 assets at a

time.

Python script - we can supply an example python script that you can use

to upload files. The script can help you upload multiple files and add

metaproperties to these file at the same time. Your technical team can

add the CSV upload functionality to the script if needed. The script is not

free of charge.

If you are interested talk to your Customer Success Manager.

Import service - we can help you import your assets into Bynder. This is a

paid-for service. For more information, see Import media to Bynder.

External users

External users can upload their files without the need of logging in. As and

external user, you can use the External Uploader available on the login page.

The media that you upload with the External Uploader is placed in the Waiting

https://help.bynder.com/system/platform/import-media.htm
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room of the recipient who needs to approve them . The recipient is also notified

about the files being sent. There is no limit to the number of files you can

upload with the External Uploader.

Users can enter the recipient's email in the External Uploader, however, the

functionality can also be configured in such a way that only a pre-selected

choice of email addresses is displayed.

If your external users want to verify the terms and conditions of the Uploader,

you can have them configured and added to the Uploader.

For more information, see Upload assets as an external user.

Upload and browsers

You can upload 250 files in one batch upload with a maximum of 4TB in total

(depending on the browser you use). This also applies to assets uploaded to

workflow.

Most current browsers are 64-bit, but some older browsers, especially on older

operating systems, are still 32-bit. 32-bit browsers cannot upload large files

and have an upload limit of 4GB (IE9 and lower, or Mozilla Firefox 12.0). For

more information, see Additional information on browsers.

Next steps

If the first frame of your video is black you can Edit video thumbnails

To be able to trace your asset change history you can Link assets to

workflow jobs.

To classify an asset better, you can Add metaproperty options on upload.

Learn more about video formats Bynder supports Supported file formats.

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Upload-assets-as-external-user.htm
http://www.motobit.com/help/scptutl/pa98.htm
https://help.bynder.com/modules/asset-library/Edit-video-thumbnails.htm
https://help.bynder.com/modules/creative-workflow/Link-Assets-to-workflow-jobs.htm
https://help.bynder.com/modules/asset-library/Add-metaproperty-options-on-upload.htm
https://help.bynder.com/system/Supported-file-formats.htm
mailto:feedback@bynder.com
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Upload assets as a logged-in user

There are multiple ways to upload media to your Asset Library to store and to

share them later. For example, you can drag and drop your files or use the

Upload media button. You can upload a maximum of 250 files per batch and the

default filesize per file is 50 GB.

The assets are imported with their metadata (with a limit of 1000 characters

per metafield). For example, if a photographer added keywords to assets, these

keywords will be displayed as tags in the upload screen.

Skip directly to

Use Drag and Drop or the Upload media button

Update asset information for one or multiple assets

Upload with Version Updater

Upload with Mass Uploader

Before you begin

Make sure you have the Upload and publish media permission to upload

assets. If you have the Upload media for approval permission, you will be

able to upload assets to the Waiting Room, but not directly to the Asset

Library. Go to Settings > Users & rights > Permission Management

to verify your permissions.

 Watch a video

javascript:void(0);
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Try it

Use Drag and Drop or the Upload media button

1. Do one of the following:

Drag and drop your files onto your Asset Library page. The upload

starts automatically.

In your Asset Library, click the Upload media button and select the

files to upload.

Update asset information for one or multiple assets:

Click  to edit and update multiple files.

Enter the title for the asset. If you leave this field blank,

filenames will be used as titles. You can also have filenames

be used as titles automatically. See Make your asset titles

the same as filenames.

Note: If you add a title and select make titles unique, the

system will add numbers to the assets in the batch, for

example: This is my title 1, This is my title 2. However, the

names will only be unique within one batch not in the whole

Asset Library.

javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/Make-asset-titles-same-as-filename.htm
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(Optional) Add additional metaproperty options for the

assets. See Add metaproperty options on upload.

Expand the tabs and add the required information about your

assets. The changes will apply to all assets.

Click  to activate additional fields to add extra information

to your assets.

If you want to add specific information to single assets, clear

the checkbox on the asset and add the information directly in

the asset preview. In this way, the edits will only apply to this

particular asset. If you want to go back to editing all assets ,

just select the checkbox again and add the information in the

tabs.

Note: The option clears the previous selection of

metaproperty options.

https://help.bynder.com/modules/asset-library/Add-metaproperty-options-on-upload.htm
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To help you understand, which data applies to all assets and

which is specific to selected assets, the information is color-

coded. The information in white boxes applies to all assets

you're uploading.

2. (Optional) If required, provide the archive date. For more on

mandatory archive date, see Archive assets.

3. Click Store selected files. The number in the button indicated the

number of files that will be exported to the Asset Library.

Upload with Version Updater

If you use the Version Updater, you can run all your uploads through

Version Updater. When you click the Upload media button in your Asset

Library, you are automatically redirected to Version Updater. In this way

you can update your existing assets and create new ones at the same time.

See Use the Mass Version Updater.

Upload with Mass Uploader

If you have a large batch of files to upload and want to link these files with

specific metaproperties directly on upload you can do so using the Mass

Uploader.

Mass Uploader helps you upload multiple files. Your files need to be

accompanied by a CSV file where your metaproperties and their values are

listed. The Mass Uploader links the files to metaproperties, and populates

the metaproperties automatically. Also, whenever there are tags in your

CSV file that do not yet exist in the system, they will be created on upload.

https://help.bynder.com/modules/asset-library/Archive-assets.htm#mandat
javascript:void(0);
https://help.bynder.com/modules/asset-library/Use-version-updater.htm
javascript:void(0);
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Depending on your system setting, also new metaproperty options can be

created automatically. See Use the Mass Uploader.

There is not limit of 250 files per batch if you upload with Mass Uploader.

Learn more

Make your asset titles the same as filenames

Create smaller versions of assets (derivatives)

Asset tagging

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Use-mass-uploader.htm
https://help.bynder.com/modules/asset-library/Make-asset-titles-same-as-filename.htm
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https://help.bynder.com/modules/asset-library/Asset-tagging.htm
mailto:feedback@bynder.com
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Searching for assets

There are two ways in which you can look for assets in your DAM.

Search bar on top of the page

In this way, when you enter a search term, Bynder looks for it in titles,

descriptions, tags and collection names. It can also scan the text in PDFs

and other text files. For more information on using the search bar, see

Use the search bar to find assets.

Filters

You can narrow down your selection of assets and filter for the asset you

need.

You can combine multiple filters for more accurate results. For example,

you can use a combination of taxonomy filters, tag filters and Advanced

filters.

Taxonomy filters are based on your metaproperties and metaproperty

options.

The Advanced filter helps you filter on asset type (for example: video or

document), dimensions, date the asset was added or asset orientation

https://help.bynder.com/modules/asset-library/Use-search-bar.htm
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(for example: portrait or landscape).

The Tags filter enables you to search on the tags that have been

created for assets.

The Color filter enables you to filter assets on selected colors. On

upload images are scanned to find out which color is used most, and

that color is then returned in the filter results.

When you close your filters to view the results, your filter selection

remains visible in the top bar to help you keep tract of the filters you

applied. For more information on how filters work, see Use filters to find

assets.

To save you time finding and applying the same filters next time you want

to find the same set of assets, you can save your filter selection. See

Create, save and share your own selection of filters.

Search bar and filters

You can also use this combination to find assets. For example, you can

find assets that match a keyword or phrase that you put in the search bar,

and further refine the search by applying filters.

Learn more

Uploading assets

Use the Advanced filter

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Use-filters.htm
https://help.bynder.com/modules/asset-library/Save-filters.htm
https://help.bynder.com/modules/asset-library/Uploading-assets.htm
https://help.bynder.com/modules/asset-library/Size-dimensions-in-advanced-filter.htm
mailto:feedback@bynder.com
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Create, share and manage collections

When you have assets that are similar or belong to the same group you can

assign them to the same collection. Then, instead of sharing single assets, you

can share an entire collection both with external and internal users. When you

share a collection with external users, you grant them access to access this

media only. You can also navigate to the Collections tab to view all the

collection that you have created, shared and received.

The Collections overview allows you to view and access collections that you

have received, shared and published online, as well as your private collections.

You can filter the overview to display the collections from a specific user and

order the collections by date added and by name.

In the collection detail page, the collection owner can also see the full details

of a collection. If the collection is shared or public, other users can only see the

description.

Skip directly to
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Permissions in collections

Features for collections

Create collections

Manage collections

Make embedded collection show in your brand color

Share collections

Share or publish collections with filters

Publish collections on homepage

Public collections

Public collections are those that can be shared with external users. You can

make a collection public by creating an online link (see the Manage collections

section) and sharing it. In this way external users will be able to view the

assets. If you want them to also be able to download the files, you need to

make the files or a specific file derivative public.

By default any public derivatives that are set up for your portal are not available

Do you have public collections and are you concerned about whether they can

be indexed by search engines? Read more about it here.

Permissions in collections

If you drill down to the details of a specific collection you can also manage

permissions for this collection. The permissions granted on the collection

level, overwrite those granted on the permission profile level. Managing

permissions on the collection level, requires a specific feature.

You can also create a collection to share assets with the Hide by default

metaproperty option, or limited or archived assets. If you share those assets in

https://help.bynder.com/system/platform/search-engine-indexation.htm


12/13/2019 Create, share, and manage collections

https://help.bynder.com/modules/asset-library/collections/create-and-share-collections.htm 3/4

a collection, they will be visible to logged-in and not logged-in recipients. For

more on Hide by default, see Add options to metaproproperties.

Another option when you share a collection is to allow users to share

collections based on the rights of the sharer or the recipient. Alternatively, you

can restrict this option so that only specific users can decide which rights

should be applied to a shared collection. See Restrict collection access.

Managing permissions in collections is often tied in with specific features, so

contact your Customer Success Manager about them.

Create a collection

Manage a collection

Share a collection

Share or publish collections with filters

Publish a collection on the portal homepage

Delete collections

Learn more

Manage permissions on the asset level

Mark assets as public

Permissions

Get recipients to log in to see shared media

Get recipients to log in to see shared media

Do you have feedback? Let us know!

https://help.bynder.com/system/metaproperties/Add-options-to-metaproperties.htm
https://help.bynder.com/modules/asset-library/collections/restrict-collection-access.htm
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/mark-assets-as-public.htm
https://help.bynder.com/permissions/overview-permissions.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
https://help.bynder.com/modules/asset-library/share-recipients-required-to-login.htm
mailto:feedback@bynder.com


12/13/2019 Create, share, and manage collections

https://help.bynder.com/modules/asset-library/collections/create-and-share-collections.htm 4/4



12/13/2019 Download your assets

https://help.bynder.com/modules/asset-library/Download-files.htm 1/2

Download your assets

You can download your assets from the Asset Library by selecting the assets in

the asset overview and clicking the download icon. Alternatively, you can click

an asset to open the Asset detail page and either download a derivative of an

asset or the whole package of the original and its derivatives.

If the asset has multiple derivatives, a pop-up window will appear asking you to

select which size of the asset you want to download. You can also choose to

download the assets with metadata.

Downloading in Bynder is tied with permissions. For example, some users are

only allowed to download web versions of files, whereas other can also

download originals.

To learn more about permissions for downloading, see Manage the rights to

download assets.

You can also have the following options available:

Download additional files together with derivatives

https://help.bynder.com/permissions/Manage-download-rights.htm
https://help.bynder.com/modules/asset-library/Download-additional-files.htm
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Using CDN for downloading files: Content Delivery Network (CDN) in Bynder

download-emailnotification

Add fallback options for metaproperties in file names

Download files with customized names

Download assets with metadata

Add a disclaimer for specific assets or the whole Asset Library

Download a file with a prefix or a suffix

Do you have feedback? Let us know!

https://help.bynder.com/system/Use-Content-Delivery-Network.htm
https://help.bynder.com/modules/asset-library/Add-fallback-for-metaproperties.htm
https://help.bynder.com/modules/asset-library/Download-file-with-custom-name.htm
https://help.bynder.com/modules/asset-library/download-asset-with-metadata.htm
https://help.bynder.com/modules/asset-library/Create-download-disclaimer.htm
https://help.bynder.com/modules/asset-library/download-file-prefix-suffix.htm
mailto:feedback@bynder.com
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Uploading assets

You can upload your assets to your Digital Asset Management system both as a

logged-in user as well as an external user. Normally, assets upload

instantaneously. Larger assets might take some more time to convert and

upload, but you can continue working in the portal throughout that process.

Assets are uploaded together with their metadata and copyright information.

The system can also be configured to handle embedded metadata properties

such as EXIF, IPTC, XMP and Dublin Core and recognize custom metadata tags

from, for example, Adobe Suite or Office on upload. When the custom metadata

is recognized, you can search on it, and it displays in your Asset Library.

Skip directly to

Upload as external user

Upload and browsers

Logged-in users

As a logged in user you can upload assets for approval in the Waiting Room, or

depending on your user rights, directly to the Asset Library. If you upload

assets to the Waiting Room, the approver is automatically notified.

You can upload assets using the following:

the Upload media button - enables you to upload assets and select the

correct metaproperties that should be linked to the assets. A redirect

option is possible, so that whenever users click Import media, they are

redirected to Mass Version Updater.



12/13/2019 Uploading assets

https://help.bynder.com/modules/asset-library/Uploading-assets.htm 2/4

To limit the file types that can be uploaded through Bynder and to prevent

malicious files from entering the Asset Library, you can set a special

security check. In that way only the files with the specified extensions can

be uploaded.

the Mass Version Updater - mainly used to upload and update version of

assets. However, if an uploaded asset is not recognized as a version, it's

added as a new assets. You can also set verification rules so that only

specific assets are added as new in the Asset Library, and if the defined

criteria are not met, the asset ends in a Waiting Room.

the Mass Uploader - enables you to upload large batches of files.

Normally, the files should be accompanied with a CSV file that lists the

metaproperties of the uploaded assets. The Mass Uploader links the files

to metaproperties, and populates the metaproperties automatically. Also,

whenever there are tags in your CSV file that do not yet exist in the

system, they can be created on upload.

Depending on your system, you might be able to upload 2000 assets at a

time.

Python script - we can supply an example python script that you can use

to upload files. The script can help you upload multiple files and add

metaproperties to these file at the same time. Your technical team can

add the CSV upload functionality to the script if needed. The script is not

free of charge.

If you are interested talk to your Customer Success Manager.

Import service - we can help you import your assets into Bynder. This is a

paid-for service. For more information, see Import media to Bynder.

External users

External users can upload their files without the need of logging in. As and

external user, you can use the External Uploader available on the login page.

The media that you upload with the External Uploader is placed in the Waiting

https://help.bynder.com/system/platform/import-media.htm
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room of the recipient who needs to approve them . The recipient is also notified

about the files being sent. There is no limit to the number of files you can

upload with the External Uploader.

Users can enter the recipient's email in the External Uploader, however, the

functionality can also be configured in such a way that only a pre-selected

choice of email addresses is displayed.

If your external users want to verify the terms and conditions of the Uploader,

you can have them configured and added to the Uploader.

For more information, see Upload assets as an external user.

Upload and browsers

You can upload 250 files in one batch upload with a maximum of 4TB in total

(depending on the browser you use). This also applies to assets uploaded to

workflow.

Most current browsers are 64-bit, but some older browsers, especially on older

operating systems, are still 32-bit. 32-bit browsers cannot upload large files

and have an upload limit of 4GB (IE9 and lower, or Mozilla Firefox 12.0). For

more information, see Additional information on browsers.

Next steps

If the first frame of your video is black you can Edit video thumbnails

To be able to trace your asset change history you can Link assets to

workflow jobs.

To classify an asset better, you can Add metaproperty options on upload.

Learn more about video formats Bynder supports Supported file formats.

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Upload-assets-as-external-user.htm
http://www.motobit.com/help/scptutl/pa98.htm
https://help.bynder.com/modules/asset-library/Edit-video-thumbnails.htm
https://help.bynder.com/modules/creative-workflow/Link-Assets-to-workflow-jobs.htm
https://help.bynder.com/modules/asset-library/Add-metaproperty-options-on-upload.htm
https://help.bynder.com/system/Supported-file-formats.htm
mailto:feedback@bynder.com
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Upload assets as a logged-in user

There are multiple ways to upload media to your Asset Library to store and to

share them later. For example, you can drag and drop your files or use the

Upload media button. You can upload a maximum of 250 files per batch and the

default filesize per file is 50 GB.

The assets are imported with their metadata (with a limit of 1000 characters

per metafield). For example, if a photographer added keywords to assets, these

keywords will be displayed as tags in the upload screen.

Skip directly to

Use Drag and Drop or the Upload media button

Update asset information for one or multiple assets

Upload with Version Updater

Upload with Mass Uploader

Before you begin

Make sure you have the Upload and publish media permission to upload

assets. If you have the Upload media for approval permission, you will be

able to upload assets to the Waiting Room, but not directly to the Asset

Library. Go to Settings > Users & rights > Permission Management

to verify your permissions.

 Watch a video

javascript:void(0);
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Try it

Use Drag and Drop or the Upload media button

1. Do one of the following:

Drag and drop your files onto your Asset Library page. The upload

starts automatically.

In your Asset Library, click the Upload media button and select the

files to upload.

Update asset information for one or multiple assets:

Click  to edit and update multiple files.

Enter the title for the asset. If you leave this field blank,

filenames will be used as titles. You can also have filenames

be used as titles automatically. See Make your asset titles

the same as filenames.

Note: If you add a title and select make titles unique, the

system will add numbers to the assets in the batch, for

example: This is my title 1, This is my title 2. However, the

names will only be unique within one batch not in the whole

Asset Library.

javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/Make-asset-titles-same-as-filename.htm
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(Optional) Add additional metaproperty options for the

assets. See Add metaproperty options on upload.

Expand the tabs and add the required information about your

assets. The changes will apply to all assets.

Click  to activate additional fields to add extra information

to your assets.

If you want to add specific information to single assets, clear

the checkbox on the asset and add the information directly in

the asset preview. In this way, the edits will only apply to this

particular asset. If you want to go back to editing all assets ,

just select the checkbox again and add the information in the

tabs.

Note: The option clears the previous selection of

metaproperty options.

https://help.bynder.com/modules/asset-library/Add-metaproperty-options-on-upload.htm
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To help you understand, which data applies to all assets and

which is specific to selected assets, the information is color-

coded. The information in white boxes applies to all assets

you're uploading.

2. (Optional) If required, provide the archive date. For more on

mandatory archive date, see Archive assets.

3. Click Store selected files. The number in the button indicated the

number of files that will be exported to the Asset Library.

Upload with Version Updater

If you use the Version Updater, you can run all your uploads through

Version Updater. When you click the Upload media button in your Asset

Library, you are automatically redirected to Version Updater. In this way

you can update your existing assets and create new ones at the same time.

See Use the Mass Version Updater.

Upload with Mass Uploader

If you have a large batch of files to upload and want to link these files with

specific metaproperties directly on upload you can do so using the Mass

Uploader.

Mass Uploader helps you upload multiple files. Your files need to be

accompanied by a CSV file where your metaproperties and their values are

listed. The Mass Uploader links the files to metaproperties, and populates

the metaproperties automatically. Also, whenever there are tags in your

CSV file that do not yet exist in the system, they will be created on upload.

https://help.bynder.com/modules/asset-library/Archive-assets.htm#mandat
javascript:void(0);
https://help.bynder.com/modules/asset-library/Use-version-updater.htm
javascript:void(0);
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Depending on your system setting, also new metaproperty options can be

created automatically. See Use the Mass Uploader.

There is not limit of 250 files per batch if you upload with Mass Uploader.

Learn more

Make your asset titles the same as filenames

Create smaller versions of assets (derivatives)

Asset tagging

Do you have feedback? Let us know!

https://help.bynder.com/modules/asset-library/Use-mass-uploader.htm
https://help.bynder.com/modules/asset-library/Make-asset-titles-same-as-filename.htm
https://help.bynder.com/modules/asset-library/Create-derivatives.htm
https://help.bynder.com/modules/asset-library/Asset-tagging.htm
mailto:feedback@bynder.com
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News management

With News management you can customize the featured content on your Brand

Portal landing page. You can use various news options to inform your users of

company news, feature content from the Asset Library or collections, direct

users to the Asset Library, or link to other external resources.

Each news type supports a different set of configurable elements, and is

represented in a unique visual way on the landing page. Content can be

published as a news item, news Slider, navigation block, or featured news.

You need to have the News management permission to be able to manage

news.

For information on creating the latest news widget, see Create and manage

your homepage.

Skip directly to

News types

Set articles based on permissions - show or hide an item

https://help.bynder.com/system/homepage/homepage.htm
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Publish news

1. Go to Settings > Extra > News management.

2. Expand the Upload media drop-down and click Add news.

3. Enter the following information:

News title: the headline displayed on all elements.

News subtitle: a secondary line displayed below the headline, but

not displayed on Navigation news items or in the Latest News

widget.

Image: upload an image to display on the landing page for the news

item, or as a header graphic on the article page, or as the

thumbnail in the Latest News widget. 

Publish date: the date displayed on news article pages and in the

Latest News widget, also used to order slider and navigation news

items.

Summary: a brief description of the contents of the new item, only

used for featured news.

News content: the full body content of the news item displayed on

the news article page.

Read more label: overrides the default Read more label on

Featured news items as well as the Read more button on slider

news items. Enter the text to dispalay instead of Read more.

Read more link: by default will link to the news article page, but a

custom URL can be entered to override the default destination

from:

News title on all news article pages

News title on Featured news items

Read more label on Featured news items

Read more button on Slider news items

Navigation blocks

javascript:void(0);
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4. Select the news type.

The following types are available:

news

The item will be featured on your portal’s news page. Access it

directly by clicking on the article title in the latest news widget.

You can also access all articles on the news page by clicking

More news… in the latest news widget or by accessing

YourWebsiteName.com/news.

On the news page, you can see news items that have been

published in the portal. If a news item includes an article within

Bynder, the article text will be featured on the news page under

the article image. If the news item links to a specific location

within the portal, such as a collection, or to an external

destination outside of Bynder, clicking on the news title will

utilize the custom URL to link to that destination.

Publishing a news item as news is recommended for articles

that are published within Bynder or external news items with a

short summary that is published within Bynder.

For external news items, the title of the article on the news

page will link to the site of the news item. This is a great place

to inform users of company news or highlight specific

information about the portal.

slider

It is frequently used to link to internal and external articles,

highlight content from the Asset Library or Collections,

navigate users to the Asset Library, or link to featured

collections. The sliding content featured at the top of the

landing page, draws attention to relevant materials.

javascript:void(0);
javascript:void(0);
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When a Slider news item is published, it always appears at the

top of the landing page, and each additional item published

appears as a sequential item in the Slider.

By default, the Slider links to the news article page. However, a

slider can act as a link to a specific collection within your

portal. Clicking on the slider’s button will link to the collection

URL entered in the Read more link. It can also link to an

external page or a specific selection of assets in the Asset

Library.

navigation

Navigation blocks allow users to quickly navigate to specific

locations within the portal, such as collections and pre-filtered

states of the Asset Library, or to external destinations.

Navigation blocks will not link you to the article page, so you

nedd to enter the URl in the Read more link.

Navigation blocks appear below the slider, but above featured

news items.

Navigation Blocks are best used to quickly navigate to a

specific location within the portal. They are a great way to

javascript:void(0);
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showcase specific filters or collections , such as logos or

corporate headshots, and allow the user to access the set of

assets they are looking for.

featured

If a news item is published as featured, the article’s image,

headline and summary will be displayed on the landing page.

The user can click from the news title or Read more link to

view the news article page.

Publishing a featured news item is recommended for articles

published within Bynder that administrators would like to

prominently highlight for all users. Featured articles convey a

message quickly and entice users to click through to read

additional content.

5. If you want to publish the article, select Publish. If you do not check

the box, you will be able to access the news item in news

management, but it will not appear on the portal for users until it is

published.

6. Save your article.

Set articles based on permissions

You can show or hide certain news articles based on permissions. This can

be set up per article and can be based on user, group or profile level.

1. Go to Settings > Extra > News Management.

2. Click the settings icon for the article.

3. In the View permissions drop-down list, select to show this article by

default or hide it by default.

javascript:void(0);
javascript:void(0);
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4. Set exceptions for the article. For example, select a group of users

and select Show. Then, if you have selected to hide the article by

default, this group will be able to see the article.

5. Save the exception for every group.

Learn more

Create and manage your homepage

Do you have feedback? Let us know!

https://help.bynder.com/system/homepage/homepage.htm
mailto:feedback@bynder.com
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Manage assets in the Waiting Room

When you upload assets and you have the Upload for approval right, or the

Workflow process for publishing assets includes the approval stage, assets are

added to the Waiting Room. They wait there to be approved by administrators

or dedicated approvers. When the approval is granted, the assets are

transferred to the Asset Library. You can set up Waiting Room approvers on the

permission profile level and on the metaproperty option level.

By default, the assets that are uploaded with the upload functionality available

to external users on the login page go to the Waiting Room.

Note: You can also upload batches of files via the API. See Bynder API v4.

To access the Waiting Room, go to Settings > Waiting Room.

Skip directly to

Work with Waiting Room filters

Manage requests in the Waiting Room

Set up the approval process for the Waiting
Room

As an administrator, you can set up the process so that users can upload

assets to the Waiting Room, or approve assets. You can then create a workflow

preset to upload assets to the Waiting Room first, before they can be uploaded

to the Asset Library.

https://bynder.docs.apiary.io/#reference/asset-usage/asset-usage-operations
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1. Go to Settings > Users & rights > Permission Management.

2. From the user profiles, select the profile, for which you want to update

permissions.

3. From the Media permission sections, select one of the following:

Upload media for approval - users with this right can upload assets to

the Waiting Room and cannot publish media to the Asset Library

without approval.

 Audit media in waitingroom - users with this right can approve or deny

upload or download requests in the Waiting Room. These users can

decide whether an asset should be stored in the Asset Library or not.

Upload and publish media - users with this right can publish directly to

the Asset Library bypassing the Waiting Room.

Edit media - users with this right can edit the media information

without asking for approval.

4. (Optional) To implement the approval process for the media added

through Workflow, go to Settings > Workflow > Preset Management to

create a preset to upload assets to the Waiting Room. Select the When job

is completed, submit the assets and select the Waiting Room option for

the preset.

This option is only available for jobs based on a preset. Jobs created

without a preset do not have this option. You can select this option for

existing presets as well.

Note: If you want to limit upload rights to, for example, certain brands or

categories, you need to configure the metaproperties of the account. You

need superadmin rights to do this, so the support, or the implementation

team can help you with that.

Work with Waiting Room filters



12/13/2019 Manage assets in the Waiting Room

https://help.bynder.com/modules/asset-library/Manage-assets-in-waiting-room.htm 3/4

You can filter your view in the Waiting room to show different assets. Click one

of the following filters

Upload: shows an overview of all files that are uploaded by users that

don't have the access right to publish files directly to the Asset Library, or

by users do not have the permission profile rights but have the Add and

publish media in this option set up on the metaproperty option level.

External Uploader : shows an overview of all the files that are uploaded

through the External Uploader feature available on the login page.

Download: shows an overview of all the files that users have requested to

download. These are the files some users might not have the rights for,

such as the watermarked assets. You will see files in this tab if, for

example, a light user has requested to download a watermarked file

tagged with a specific metaproperty option and you have the Audit media

for this option permission set up on the metaproperty option level for this

metaproperty option. See Set permissions on metaproperty option level.

Workflow approval: shows an overview of all the approvals a user has to

grant as a result of workflow jobs.

Edit: shows an overview of all the requests coming from users who want

to edit specific assets and do not have the Edit media rights. You can

approve or decline the requests in this overview.

Date added or Added by filter allow you to further filter your assets.

Note: Currently, you cannot filter the assets by name.

Manage requests in the Waiting Room

https://help.bynder.com/system/metaproperties/Set-permissions-on-metaproperty-level.htm
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You can quickly select all the files you want to approve, deny or delete from the

Waiting Room. Go to the Waiting Room, and click on the filter for the type of

request you want to see.

Note: By default, when you open the Waiting Room, Bynder shows you the pending
upload requests.

You can either tick the check box to select all files to approve, deny or delete,

or expand the drop-down list to customize your selection.

By quickly selecting all assets, you can manage your pending or denied

requests and clear your overview screens quicker without having to manually

select assets.

To approve or deny single assets, simply select the asset and click Approve

request or Deny request.

Learn more

Grant users the right to edit media

Set permissions on metaproperty option level

Do you have feedback? Let us know!

https://help.bynder.com/permissions/Manage-edit-rights.htm
https://help.bynder.com/system/metaproperties/Set-permissions-on-metaproperty-level.htm
mailto:feedback@bynder.com
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Manage metaproperties

Metaproperties are metadata that you use to classify and define your assets

better. They help categorize assets and search through them. Metaproperties

can have an unlimited number of options, which are sub-categories of

metaproperties. For example, the Continent metaproperty can have Asia,

Africa or Australia as options.

You can create metaproperties and their options before you upload your assets

or, if you have a feature enabled, you can also create options when you upload

assets. See Add metaproperty options on upload.

Mass Version Updater, Mass Uploader and the standard Uploader also allow

for importing assets with their metaproperties. The metaproperties that

accompany the uploaded assets are automatically matched to the

metaproperties that exist in the system.

You can also manage who can see the metaproperty or a specific metaproperty

option.

Note: You will not see any created metaproperties in your Asset Library when there
are no assets linked to them.

Skip directly to

Create metaproperties

Metaproperty type

Metaproperty filter options

Edit metaproperties

Delete metaproperties

Edit metaproperty options
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Manage which data displays on the Asset detail page

Before you begin

You need to have the Metaproperties management and Metaproperty

options management rights to manage metaproperties and their options.

Create metaproperties

1. Go to Settings > Taxonomy > Metaproperties management.

2. Click + Add.

3. Enter the Name for the metaproperty. The name must be a unique value

and cannot have any special characters, spaces or capital letters.

4. Enter the Label. Label is the metaproperty name that users will see in the

system. It can have spaces and capital letters.

5. Expand Language labels to add the labels in different languages. If you

enter the translations, they will display when the user changes the

language of the portal.

6. Select the Type for the metaproperty.

7. In the Order options by field select whether the metaproperty options

should be ordered alphabetically or by a Z-index. The Z-index specifies the

order in which the metaproperty options are displayed. The lower the Z-

index value, the higher the metaproperty option will be displayed in the

list. So an option with a Z-index of 1 will be positioned at the top of the list,

whereas an option with a Z-index of 10 will be displayed more towards the

bottom of the list.

Available types:

Select - this is the default option. It is mandatory for creating main

filters. The mataproperty enables users to choose from predefined

values.

javascript:void(0);
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Autocomplete - when you start typing your value, then if the value

is found suggestions display. If the value is not found, you can add a

new one.

Text - allows for entering value in a text field. You cannot filter on

text metaproperties but you can search on keywords in the text.

This type can be used to enter data such as barcode or extra

photographer-related information. When you create a text

metaproperty and change the type later, the text value will be lost.

You can also put a direct download or a regular link in the text

metaproperty. In the case of a direct download link, when users

click the link the download of the file will start automatically. This

can be helpful if the documents you want to link to are stored in

another system, and you want to give users easy access to them.

The maximum allowed characters for this type is 255.

Longtext - similar to the Text type but with additional support for

line breaks and multiple lines. The maximum allowed characters

for this type is 2500.

Side bar - display the metaproperty property in the left-hand side

sidebar.

Date - allows users to specify a date as this metaproperty option.

Linked assets - enables relating assets with one another.

Brandstore categories - displays categories in Brand Store.

Button - creates a button with the metaproperty label and the

specified URL link. This can be useful in Workflow to help users

locate the templates they should use.

Workflow job - enables linking assets to workflow jobs to better

track asset history. See Link assets to workflow jobs.

Select2 - combines the properties of the Select and Autocomplete

types. See Use the combined benefits of the autocomplete and the

select metaproperties.

8. Select one or multiple metaproperty filter options. The number of

available options depends on the selected metaproperty Type.

https://help.bynder.com/modules/creative-workflow/Link-Assets-to-workflow-jobs.htm
https://help.bynder.com/system/metaproperties/Add-options-to-metaproperties.htm
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Available filter options

Multiselect - enables selecting multiple options of the

metaproperty on upload and editing.

Multi filter - enables selecting multiple values in the main filter on

the Asset detail page. For this metaproperty to show in the main

filter bar, it needs to be added to Smartfilters.

Note: Changes in the Smartfilter setup need to be made on Bynder's

side. Reach out to your Customer Success Manager for any necessary

changes.

Searchable - allows for the metaproperty to be indexed and

available as a search term.

Editable - if you do not select this option, this metaproperty will not

display in the Edit mode on the Asset detail page.

Filterable - enables filtering on the metaproperty. If you do not

select this option it will not show as a filter but will still display

among main filters on the Asset detail page. This option should be

selected by default.

Apifield - if this option is selected the name of this metaproperty

and the name of the corresponding metaproperty option(s) an asset

is tagged with will be returned via the API. See the example below:

], "property_city":[ 

"Berlin"

],

Display field - if you do not select this option it disappears from the

Info tab on the Asset detail page but remains available as a filter

and in the Edit tab on the Asset detail page.

Required - makes the metaproperty required for an asset to be

uploaded or edited. Adds an asterisk to the metaproperty to

indicate that it is mandatory.

javascript:void(0);
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Main Filter - if not selected, the metaproperty will display in the

Advanced tab under Custom fields on the Asset detail page. If the

option is selected, it will be displayed among main filters.

Note: If a metaproperty is not a main filter, defining dependencies and

access management are not possible.

Drilldown results - if you filter for a metaproperty, the filter will

narrow down the results to the selected metaproperty and the

related metaproperties. Other filters will not display. If you clear

this option, you can select multiple values in the metaproperty filter

and Bynder will display the combined results.

Use dependencies -when you select this option in combination with

the Side bar metaproperty type, and go to the

Yourwebsitename/select/metapropertyx URL and click on an

option in that view, then the sidebar with all metaproperties and

their options will display next to the assets linked to this

metaproperty options.

Empty options in filter - add an option to filter to display assets that

do not have this metaproperty selected.

Export field - enables the export of metaproperties and thier

options in XMP or a CSV file. The option displays when you select

assets to download. See Download assets with metadata.

Hide public - is hidden for the users who are not logged-in.

Show in list view - displays next to the asset thumbnail when the

asset overview displays as the list view. This option is available for

select, select2, text and long text metaproperties.

Show in grid view - displays next to the asset thumbnail when the

asset overview displays as the grid view. This option is available for

select, select2, text and long text metaproperties.

Show in duplicate view - displays this metaproperty in Duplicate

finder. It might be useful since the same assets might have

https://help.bynder.com/modules/asset-library/download-asset-with-metadata.htm
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different metaproperties linked. This option is available for select,

select2, text and long text metaproperties.

Show in contact sheet view - displays next to the asset thumbnail

when the asset overview displays as the contact sheet view. This

option is available for select, select2, text and long text

metaproperties.

Note: You need to have the view-contact-sheet feature enabled to see

this filter.

Hide options without dependencies - if selected, the options that do

not have dependencies set up will be hidden in the upload, single

and multi-edit view. This filter option is only working for Select2

metaproperties.

Note: You might want to use this option when users create

metaproperties and dependencies through the API, and there is

significant time before the creation of dependencies and the

metaproperty options. This option has been created to prevent users

from using the options before their dependencies have been set.

Add as section in the spotlight results - if selected, the search

results for this metaproperty will be displayed as a separate

section. If you also select Filter in meta property detail page as the

Spotlight target, then when you click the section, it will take you to

a separate page for this metaproperty in PIM.

9. Click + Add Options to add options to your metaproperty.

10. (Optional) If you want to keep the metaproperty hidden from specific users

or user groups, select this group or users in the Hide metaproperty box
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and select the Hide metaproperty checkbox. To add more groups or users

, click the plus icon.

Note: Hiding metaproperty hides data not assets. Assets are hidden from

users only if you also hide the metaproperty options.

11. (Optional) The Metadata tag field allows you to map the Exif data of your

assets to a specific metaproperty in Bynder. This saves you time and

reduces human error. Exif data is often written to your files automatically

by (photo editing) software or cameras, but can also be written to your

files manually using tools such as the ExifTool 

Exif data often consists of metadata and tags that you can map to a

metaproperty in Bynder. For example, if your photo editing software

automatically writes a color profile or product code to an Exif data field,

you can use this Exif field to map the color profile or product code to a

metaproperty in Bynder. This way, the information will be prefilled during

upload and saves your users the time of having to look up and enter this

information manually.

I. Determine which specific Exif data you want to map to Bynder. Use a

tool such as the Exiftool to read the Exif information of your file(s).

Analyze multiple assets, so that you have a good understanding of

the Exif field(s) your data is written to, since this can vary when your

files come from different sources.

Example of Exif data analysis using the ExifTool

Is the information you want to map to Bydner not

always available in the same Exif field and instead

saved to multiple Exif fields with (slightly) different

https://www.sno.phy.queensu.ca/~phil/exiftool/
https://www.sno.phy.queensu.ca/~phil/exiftool/
https://help.bynder.com/Resources/Images/exif_data_mapping.png
https://www.sno.phy.queensu.ca/~phil/exiftool/
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naming? In that case, you can map all Exif fields to

the same metaproperty in Bynder.

II. Copy the exact name of the Exif field(s) that you want to map to

Bynder.

III. In Bynder go to the metaproperty you want to map this Exif data to

and paste the exact name of the Exif field in the Metadata tag field.

Comma separate the names in case you want to map multiple Exif

data fields. 

Example of Exif data mapping in Bynder

Note: In case multiple mapped Exif fields contain data, the data of the

field first in line will be used in Bynder.

12. (Optional) If download files with XMP metadata, you can decide to which

namespaces the mataproperty values will be written. Enter the tags in the

Write metadata to namespace field in the following format:

XMP:Description,XMP:Creator

For more information on downloading files with metadata, see Download

assets with metadata.

13. (Optional) If you want to make this metaproperty dependent on the values

of other metaproperties, select the metaproperties to link this

metaproperty to in the Metaproperty Dependencies box. In this way, users

will see this metaproperty only if they select values from the linked

metaproperty. See Set up metaproperty dependencies.

14. (Optional) If you use Product Information Management (PIM), you might

want to define the children of this metaproperty. In this way, the children

metaproperties will always display when the parent metaproperty is

https://help.bynder.com/Resources/Images/exif_data_mapping2.png
https://help.bynder.com/modules/asset-library/download-asset-with-metadata.htm
https://help.bynder.com/system/metaproperties/Create-metaproperty-dependencies.htm
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displayed. Additionally, when you select the children metaproperties as

required, users will have to select them when they upload an asset.

When you have chosen a child of the metaproperty, you can also assign a

value that will be linked to the assets that have specific options of this

metaproperty selected. Click + Add Options and click to edit an option.

Select the value in the child metaproperty filed and save your changes.

15. Save your changes.

Edit metaproperties

1. Go to Settings > Taxonomy > Metaproperties management.

2. Hover your cursor over the metaproperty you want to edit.

3. Click on the pencil icon that displays to edit the metaproperty.

Note: You can change mataproperty type without the loss of data if the Type

is not Text or Longtext. Changing from or to text will result in your data being

lost.

Delete metaproperties

You can only delete metaproperty options, but not metaproperties themselves.

To delete options, go to Settings > Taxonomy > Metaproperties

management, click  next to a metaproperty, and delete its options.

If you want the metaproperty itself not to be visible, edit the metaproperty and

set it as Hidden filter.

To delete the metaproperty, contact your Customer Success Manager.

Note:
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If you delete a metaproperty, all the metadata selected on upload remains

embedded in assets. In this way, if you at a later point decide to create the same

metaproperty again, the original metaproperty data will already be available in

the assets.

If you delete a metaproperty, all the dependencies and custom triggers that are

linked to it will be deleted as well.

Edit metaproperty options

1. Go to Settings > Taxonomy > Metaproperties management.

Use the search bar in the right top corner to search for

specific metaproperty options. Enter the name or label of

the option you’re looking for and click Search. Click Reset

to show all options again.

2. Click the  icon for the metaproperty for which you want to adjust the

options.

Manage which data displays on the Asset
detail page

You can add or hide the data that display on the page.

Note: Make sure you have this feature enabled for your account. Contact your
Bynder Customer Success Manager for information and help with the setup.

Learn more

Set permissions on metaproperty option level

https://help.bynder.com/system/metaproperties/Set-permissions-on-metaproperty-level.htm
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Arrange metaproperties in the alphabetical order

Do you have feedback? Let us know!

https://help.bynder.com/system/metaproperties/Arrange-metaproperties-in-alphabetical-order.htm
mailto:feedback@bynder.com
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Get your statistics from Bynder

You can use Bynder Insights functionality to get statistics to track user actions,

jobs, and view different aspects of the media you store in your Asset Library.

For example, you can see how many assets have been downloaded or which

assets are downloaded or viewed most often. You can adjust the time frame for

which you want to get your analytical data. Insights also give you the possibility

to observe trends and export the data to CSV. You can also export statistics

based on metaproperties to a CSV file. For example, you might want to know

how many times an asset tagged with a specific metaproperty was downloaded.

Note: Make sure you have this feature enabled for your account. Contact your
Bynder Customer Success Manager for information and help with the setup.

Skip directly to

Metrics

Data drilldown

Access Insights

To access Insights, go to  Settings > Account > Insights.

Note: You need to have the Statistics permission to access Insights.

Metrics
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In Insights you can see the Media, Jobs and User data in different aspects. You

can also add metrics to see the correlation of data.

You can view the following aspects of the data:

Media Job User

Uploads

Tracking uploads done with

regular and External

Uploader.

Uploads from Mass Uploader

or done using API are not

tracked. Users who

performed the upload are not

tracked.

Job created

All workflow jobs

created are counted.

This includes the jobs

created via the API.

New users

Users created

through Add new

users, Add multiple

users or User access

requests.

Assets deleted

Users who deleted the assets

and the assets deleted using

API are not tracked.

Job duration

Duration of all

finished jobs is

calculated. Updated

also if a job is

finished via the API.

Logins

All regular and SSO

logins are counted.

Views

Tracking views on the Asset

detail page but not on the

overview page.

Job revisions

Loggs when a job is

sent back a stage.

This includes the jobs

sent back via the API.

Logouts

Counts logouts but

not timeouts.
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Media Job User

File downloads

If the user selects 10 assets,

this is counted as 10

downloads. Derivatives and

originals are counted as

downloads.

Revision rounds
finished

Loggs each time a

job is sent back a

stage and then

forward again.

Downloads

10 files selected and

downloaded by one

user counts as one

download action.

Files archived

The files archived through

API are not tracked.

Data drilldown

Apart from viewing collective data, you can perform data drilldown. For

example, from the list of created jobs, you can click a specific job name to see

the details of that job. You can also click the Filename in Uploads, Views,

Downloads and Files archived to see specific assets.

The data in Insights is updated on a daily basis.

Note: If the fillename hyperlink is inactive, it might mean that the asset has been
removed.

Learn more

Administrator tasks

https://help.bynder.com/admin-guide/administrator-tasks.htm


12/13/2019 Get your statistics from Bynder

https://help.bynder.com/system/Insights.htm 4/4

Do you have feedback? Let us know!

mailto:feedback@bynder.com
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Manage users

As an administrator, you can manage users, groups, and user permissions

through Settings > Users & rights. You can view user profile information or

change user details such as the email address, the password, or the user

profile. If you do not need a specific user account, you can delete it.

Alternatively, you can temporarily deactivate the account so that the account is

still in the system but the user cannot access it. See Deactivate users.

You can export users and user details to a CSV file if needed.

Try it

1. Go to Settings > Users & rights > User Management.

2. Search for the user you want to edit.

3. Hover your mouse over the user to see the Edit and Delete icons.

4. Do one of the following:

To delete the user, click the delete icon.

To edit the user, click the edit icon.

Note: To change the user profile, select the new profile in the Set user

type drop-down list.

5. (Optional) To export users, user details, and their permission profile

name, click Export to CSV. You will receive an email with a download link

when the file is ready.

Note: You need the Export user data to CSV right to perform the export. Go to

Settings > Users & rights > Permission management and enable the right

https://help.bynder.com/users/Deactivate-users.htm
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in the Extra section.

What's next

When you have created users, you might want to assign them to a group. This

might be useful when you have several people with different permission

profiles working on a project who should all be responsible for approving

certain assets. Then, instead of adding each person separately to the approvers

list, you can add a group.

Go to Settings > Users & rights > Group Management and click Add group

to create a new group.

Learn more

Change rights for a user profile

View change history for users, permissions, metaproperties and workflow

groups

Create a new Bynder user

Enable stronger passwords

Do you have feedback? Let us know!

https://help.bynder.com/users/Change-rights-for-user-profile.htm
https://help.bynder.com/users/Change-history.htm
https://help.bynder.com/admin-guide/Create-new-Bynder-user.htm
mailto:feedback@bynder.com
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Asset tagging

To help you classify and describe your assets better, you can tag them. You can

search for and filter on specific tags, so tagging increases the visibility of

assets to users. You can add tags manually, or get Bynder to tag assets for you

using AI-based automated tags.

Skip directly to

 

Tag filtering

Automated tagging

Manual tagging

Tag management

Tag filtering

You can use the filter or search bar to filter on tags.

Filter bar

In the filter bar you can find the 25 most used tags. If automated tags are

activated for your portal, you will also find the 25 most used automated tags

there.

1. Click  to open the tag dropdown.

2. Click the (automated) tag to filter on it.

Is the tag you're looking for not listed here? Use the search bar instead and

search for the tag you want to filter on.
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Search bar

1. Enter the tag you' looking for in the search bar. The tags that match your

search results will be displayed in the All tags for ... section.

2. Click the tag you want to filter on.

 

Click the thumbnail for a visual walkthrough

Automated tagging

Bynder can automatically tag your images after upload. Bynder AI is powered

by Rekognition, a service offered by Amazon Web Services. This service can

identify thousands of objects and analyze facial expressions to accurately

provide your assets with the right tags. Shortly after upload the automated tags

will be available under the Automated Tags dropdown in the asset detail

screen.

Contact your Customer Success Manager if you would like to have automated

tagging enabled for your portal.

Note: The automated tags are not visible in the upload screen. After upload it might
take a while before the automated tags are available under the Automated Tags in
the asset detail view.

 

Manual tagging

You can add a tag on asset upload or when you edit an asset on the asset detail

page. Click on your situation below for more instructions

https://help.bynder.com/Resources/Images/search_for_tag.gif
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I want to add tags to new assets during upload

I want to add tags to an existing asset

Delete tags

To delete a tag, click the x symbol on the selected tag.

Tag management

You can manage your tags on the Settings > Taxonomy > Tags page. This

page enables you to search for specific tags, and sort them as per name, date

added, or the number of linked assets. You can also add or delete a tag, or edit

its name.

Note: Automated tags do not appear on the Tag management page.

Learn more

Upload assets as a logged-in user

Do you have feedback? Let us know!

javascript:void(0);
javascript:void(0);
https://help.bynder.com/modules/asset-library/Upload-assets-as-loggedin-user.htm
mailto:feedback@bynder.com


12/13/2019 Edit the account logo or background image - Admin guide

https://help.bynder.com/admin-guide/Edit-background-image-or-logo.htm 1/2

Edit the account logo or background image

You can customize the login page by adding a logo or a background image of

your choice. You need to be an administrator to perform this task.

Try it

1. Go to Settings > Account > Look & feel.

2. To change the background image:

a. Hover your mouse over the image under Set background image for

your account login page.

b. Click the plus icon and upload the new image.

Note: The image should be at least 1500 pixels in order to ensure high

quality.

3. To change the existing account logo or the account login logo, hover your

mouse over the image under Set account logo and Set account login logo.

Click the plus icon and upload the new image.

Note: The logo on the login page should be at least 200x200px.

4. Save your changes.
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Learn more

Administrator tasks

Do you have feedback? Let us know!

https://help.bynder.com/admin-guide/administrator-tasks.htm
mailto:feedback@bynder.com
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Introduction to Edmodo 
 
What is Edmodo? 
Edmodo is a free social learning platform for teachers, students and also parents.  It offers a safe and 
easy way for students and teachers to exchange ideas, share content or information and access 
homework.    
 
Why use Edmodo? 
One of the benefits of Edmodo is that it is a closed environment which requires no personal 
information from students.  Students can only join at the invitation of their teacher and require a 
group code or URL to join a class.  All communication is archived by the teacher and no private chat 
is allowed between students. 
 
Suggested Teaching Strategies 

 Teachers can start discussions with individual students or groups.  Students can critically 
engage with questions posed and can easily access the knowledge of other class member.  
Student knowledge of a topic can be gauged by the teacher  

 Past class discussions can be later referred to and used as a revision tool for students 

 Post links to what  previous students have completed through Edmodo such as 
presentations, videos, photos and podcasts 

 Post “how to” videos from YouTube to help students when they are doing their homework 
at home 

 Set up monthly calendars in advance indicating holidays, assignments, tests, upcoming 
events 

 The poll feature can be useful as an Assessment for Learning tool or as an exit ticket from 
the class 

 Teachers can create badges to motivate and reward students 

 Edmodo can facilitate a flipped classroom as notes, links, presentations and useful videos 
can be quickly and easily shared with students.  This is particularly useful if a student is 
absent for a significant period of time due to illness 

 
Joining Edmodo as a Teacher 
Go to https://www.edmodo.com/ If you don’t already have an account, click on “I’m a Teacher”. 
 

 
 
 
 

https://www.edmodo.com/
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Enter your details in the spaces provided, then click “Sign Up”.  Remember to keep a note of your 
password. 

 
 
You will automatically be brought to the “Home” screen.  When you initially sign up and log on, this 
will be empty, but as you join and create groups and join Edmodo communities, this will fill up with 
updates each day. 
 

 
 
 
Joining a Group 
You will begin by joining a group that has been set up for Business teachers.  Click on the + icon in 
the “Groups” tab and select “Join” from the menu that appears.  Enter the join code given to you by 
the instructor.  As a member of a group, you can answer polls, take assignments and post to the 
group wall (if the teacher gives you permission).  The group that has been set up for you will allow 
you to share and exchange ideas with teachers of the Business suite of subjects throughout Ireland.   
 
Another group you may wish to join is “Edmodo Teachers Ireland”.  Click on 
http://tinyurl.com/edmodoireland to request permission to join. 
 
 
 

http://tinyurl.com/edmodoireland
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Building your Profile 
Improve your profile on Edmodo by adding a photo (or avatar) of yourself, connecting with other 
teachers you know, creating groups that your students join, uploading commonly used files to the 
library and joining professional learning communities on Edmodo. 
 

 
 
Creating a Group  
You will set up separate groups for each class you teach.  Click  the + icon in the “Groups” tab and 
select “Create” from the menu that appears.   
 

 
 
Name your group.  Tip: don’t say 1st Year Business Studies, as next year they will be 2nd years and you 
will have a new group of 1st years, which will be confusing.  A good idea is to name the class after the 
year they enter the school or the year they will complete their exam, e.g. 1st years who joined the 
school in 2013 could be called “Business Studies 2013” or “Business Studies class of 2016”.  Select a 
grade (this follows the American grade system, you may select a range, e.g. 8th – 10th would be 
equivalent to Junior Cycle).  Subject area: select “All”.   Click “Create”, enter the expected group size 
and then select “Finish”.  
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Students will need to have the “Group Code” to join your group.  This code is only valid for 14 days.  
After this, students will no longer be able to join the group using this code and will have to use the 
“Join URL” instead, which you will find if you select the second tab. 
 
When you have created groups for your classes, you can share the “Group Code” with your students 
and have them sign up for Edmodo. 
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Joining as a Student 
Students go to https://www.edmodo.com/ and click on “I’m a Student”.   

 
 
They will need to enter their group join code and their own details in the spaces provided, then click 
“Sign Up”.   Remind them to keep a record of their username and password.   
 

 
 
Posting on Edmodo 
There are a number of options when posting on Edmodo.  The first option is to upload a “Note”.  
This could be a discussion question which students will answer.  This is a good way for students to 
show what they know about a topic.  They can search previous posts to revise a topic.  Class debates 
can be started using the “Note” feature.  Students can’t privately post to another student, all 
responses are viewable by everyone who is a member of the group.  Files (notes/presentations) and 
links to websites can be shared with students in a note. 
 

 

https://www.edmodo.com/
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An “Alert” is a short note, which will be written in bold text to highlight an urgent or important piece 
of information.  There is a 140 character limit on an alert.  Alerts are useful as reminders of class 
events or upcoming tests. 

 

 
 
An assignment can be given a title and description for students as well as a due date.  This is ideal for 
setting homework.  Once an assignment has been created, it can subsequently be re-used with other 
classes.  This is useful if you frequently give similar projects to your first year students, e.g. designing 
a poster on “The Clever Consumer”. 
 

 
 
Quizzes/tests can easily be created using the “Quiz” option.  These quizzes/tests are mainly self-
correcting and allow a time limit and a range of question types, e.g. multiple choice, true/false, 
matching, fill in the blank and short answer.  While “short answer” questions are not self-correcting, 
the teacher can easily grade these questions quickly and assign a mark for them.  Records of student 
grades can be kept in Edmodo or exported to a spreadsheet (see overleaf: Tracking Student 
Progress).  Previously created quizzes can be easily loaded and re-used with different classes. 
 

 
 
The poll option facilitates instant feedback from students and is a useful Assessment for Learning 
(AfL) tool.  It can also be used to gauge student understanding of a topic (traffic lighting) or to plan 
future lessons based on student feedback. 
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See an example of feedback from a poll. 

 
 
Tracking Student Progress 
Student progress can be easily monitored by clicking on the “Progress” icon.   
 
 

 
 

Clicking “Export” will allow you to save this information in an Excel spreadsheet. 
Click on an individual student to enter their grade, percentages are automatically calculated.   
 
Click on the Badges tab.   
Badges can be awarded to students to reward them for work, effort, etc.  Edmodo has eight pre-
loaded badges, e.g. good question, hard worker, participant, perfect attendance.  Teachers can 
easily create their own badges to reflect their own student/subject requirements. 
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Creating a Badge 
If you would like to create your own individual badges, select “Progress” and click “My Student 
Badges” from the menu that appears. 

 
 
Select “Add a new badge!”.   
 

 
 
Name the badge you wish to create, give it a brief description and then upload a suitable image.  
When you have completed this, click “Create Badge”. 
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Edmodo Support 
Edmodo support is available 24 hours a day.  Click on “Me” on the right hand side of the screen and 
click “Help” from the menu that appears. 
 
 

 
 
Type your question in the search box, or alternatively read the FAQs. 
 

 
 
Useful Links 
Digital citizenship: http://blog.edmodo.com/2012/09/19/download-the-digital-citizenship-starter-
kit-from-edmodo-common-sense-media/ 
Edmodo Blog: http://blog.edmodo.com/  
Edmodo Guide:  http://techtools4teaching.wikispaces.com/Edmodo 
Help Center: http://help.edmodo.com/  
How to get started: http://www.scribd.com/full/52581150?access_key=key-mae4go653bbr23s94co 
How to use Edmodo: http://help.edmodo.com/ideas 
Parent Resource: http://www.slideshare.net/scheeler/edmodo-parent-presentation 
Teacher roll out resources: http://help.edmodo.com/teachers/teacher-rollout-resources/ 
Webinars: http://help.edmodo.com/teachers/webinars/ 

http://blog.edmodo.com/2012/09/19/download-the-digital-citizenship-starter-kit-from-edmodo-common-sense-media/
http://blog.edmodo.com/2012/09/19/download-the-digital-citizenship-starter-kit-from-edmodo-common-sense-media/
http://www.edmodo.com/link?url=http://blog.edmodo.com/
http://techtools4teaching.wikispaces.com/Edmodo
http://www.edmodo.com/link?url=http://help.edmodo.com/
http://www.scribd.com/full/52581150?access_key=key-mae4go653bbr23s94co
http://help.edmodo.com/ideas
http://www.slideshare.net/scheeler/edmodo-parent-presentation
http://help.edmodo.com/teachers/teacher-rollout-resources/
http://help.edmodo.com/teachers/webinars/
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Edmodo and Key Skills  
“Learners need a wide range of skills to help them face the 
many challenges presented to them in today’s world.  They 
develop specific skills in their subjects and other courses.  But 
there is also a more general set of skills that are needed to 
support learners in their personal, social and work lives.  We 
refer to these as the key skills of junior cycle.  As learners 
develop each of the key skills in an integrated way they will 
also become better learners.”  NCCA, Key Skills of Junior 
Cycle, 2013   
 
The key skills for the Junior Cycle that students will develop 
using Edmodo are: 
 

Skill Element Learning Outcomes 
Students can… 

Managing 
Information and 
Thinking 

Being curious  Ask questions to probe more deeply 

 Gathering, recording, 
organising and evaluating 
information and data 

 Recognise what I already know and the 
wide range of information available to me 

 Analyse information and data presented 
in a variety of forms 

 Evaluate the quality of that information 
and data and their sources 

 Make judgements about how valid and 
reliable that information is 

 Prepare and organise information and 
data so that it makes sense to me and 
others 
 

 Thinking creatively and 
critically 

 Question ideas and assumptions, both 
their own and other peoples’ 

 Make connections between what they 
already know and new information 

 Adjust their thinking in light of new 
information 
 

 Managing my learning  Reflect on and review their own progress 

 Use a range of tools to help manage 
learning 
 

 Using ICT and digital media to 
access, manage and share 
content 

 Source, share and evaluate information 
that I find in different technologies and 
digital media formats 

 Use digital tools to expand my thinking 
and source information 

 Use different technologies and media 
tools to give and receive feedback 
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Skill Element Learning Outcomes 
Students can… 

Staying Well Being confident  Communicate opinions and beliefs with 
confidence in a variety of ways 

 Contribute to decision making within the 
class and group 

 Stand apart from the crowd when needed 
 

 Being positive about learning  Find enjoyment and fun in learning 

 Stick with things and work them through 
until they succeed  
 

 Being responsible, safe and 
ethical in using digital 
technology 
 

 Respect the rights and responsibilities of 
others in using digital technology 

Communicating Discussing and debating  Participate confidently in class discussion 

 Present their point of view and be able to 
explain and support it 

 Respond to opposite arguments 
constructively 
 

 Using digital technology to 
communicate 

 Use digital technology creatively to 
present, interact with and share ideas for 
different audiences 

 Make decisions about how best to 
communicate for particular purposes 

 Be respectful and responsible in their 
digital and online communications 
 

Being Creative Imagining   Use different ways of learning to help 
develop their imagination 
 

 Exploring options and 
alternatives 

 Seek out different viewpoints and 
perspectives and consider them carefully 
 

 Implementing ideas and taking 
action 

 Test out ideas 

 Evaluate different ideas and actions 
 

 Stimulating creativity using 
digital technology 

 Be innovative and creative in using digital 
technology to learn, think and express 
myself 

 Explore the possibilities of mixing 
different technologies and digital media 
to help me reflect, problem solve and 
present ideas 

 Reflect, problem solve and present ideas 
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Skill Element Learning Outcomes 
Students can… 

Managing Myself Knowing myself  Express opinions and feelings 
appropriately 

 Making considered decisions  Listen to different perspectives when 
considering my opinions 

 Setting and achieving personal 
goals 

 Ask for help and know where to go when 
help is needed 

 Being able to reflect on my 
learning 

 Receive and make use of feedback on 
learning 

 Assess their own learning and suggest 
ways that it can be improved 

 Using digital technology to 
manage myself and my 
learning 

 Use different technologies to plan, 
manage and engage in learning 

 Express, share and present opinions 
through the use of digital technology 

Working With 
Others 

Developing good relationships 
and resolving conflict 

 Share ideas honestly and with sensitivity 

 Show respect for different positions and 
different points of view 

 Give and receive praise and criticism 
constructively 

 Learning with others  Work in pairs and larger groups to help 
each other when we are learning 

 Help other students to understand and 
solve problems 

 Recognise that many different people can 
support my learning and know how to get 
that support 

 Working with others through 
digital technology 

 Demonstrate collaborative learning using 
digital technology 

 Use digital technology to participate in 
collaborative learning and communication 
spaces 

 Respect the rights and feelings of others 
when using digital media 
 

 
 
 
Edmodo and School Self Evaluation 
 

“School Self Evaluation (SSE) empowers a school community 
to affirm good practice, to identify areas that merit 
improvement and to decide upon actions that should be 
taken to bring about improvements in these areas….  SSE 
enriches the learning and teaching experience for the benefit 
of all concerned.”  School Self Evaluation Guidelines for Post-
Primary Schools, 2012.  The evaluation themes and sub-
themes to which they relate are set out on the left.  
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The guidelines set out sample evaluation criteria related to each evaluation theme and sub-theme to 
help schools develop their school self-evaluation process.  The relevant evaluation criteria to the use 
of Edmodo as a teaching and learning resource are listed below for each of the three themes: 
 

Theme Sub-theme Evaluation Criteria Quality Statement(s) 

Learner 
Outcomes 

Attainment of 
subject and 
programme 
objectives 

Knowledge, 
understanding and 
skills 

The students skills for self-fulfilment and 
promotion of self-confidence to enable 
students to participate as active and 
responsible adults are developed, as well 
as skills in critical thinking and 
communicating  

  Attitude and 
dispositions 

Students enjoy their learning of the 
subject and are motivated to learn 

  Literacy and 
numeracy 

The overall attainment of the students 
with regard to each of the following 
literacy skills is improving or remains at a 
high standard: reading, writing, critical 
appreciation of digital media 

Learner 
Experiences 

Learning 
environment 

Resources 
(including ICT) 

Students have access to appropriate 
library resources 
ICT is available in classroom and other 
learning settings 
Individual students and groups of 
students have access to ICT to support 
their learning and to enable them to 
become active learners 

 Students’ 
engagement in 
learning 

Active learning The students are enabled to engage 
actively in their learning 
There is a balance between teacher input 
and student participation 
Opportunities are provided for students 
to report on and explain their learning 
Students reflect on the activity and thus 
consolidate the learning that has taken 
place 

  Collaborative and 
independent 
learning 

Students are given purposeful and 
frequent opportunities to engage in 
independent learning 

  Other learning 
experiences  

Students are provided with a wide range 
of non-classroom based activities 

  Attitudes Students enjoy their learning and are 
motivated to learn 

  Equality of 
opportunity 

All students are encouraged equally to 
participate in lessons 

 Learning to learn Assessment for 
learning 

The students are involved in monitoring 
their own progress in learning 
The students are taught to reflect 
constructively on their work 
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Theme Sub-theme Evaluation Criteria Quality Statement(s) 

Learner 
experiences 

Learning to learn Skills Teachers independently and 
collaboratively prepare lessons that 
develop learners’ skills and dispositions to 
learning 
JC: managing myself, wellbeing, 
communicating, being creative, working 
with others, managing information and 
thinking 
SC: information processing, being 
personally effective, communicating, 
critical and creative thinking, working with 
others 

  Personal 
organisation 

The students are enabled to study, 
organise homework, revise, summarise, 
present their work to others, answer 
questions on their work 

  ICT skills in learning Students are taught across a range of 
subjects and programmes, including 
literacy and numeracy to use ICT to 
present and illustrate their work, organise 
and produce information, express ideas, 
develop, support and extend their 
learning 

Teachers’ 
practice 

Preparation for 
teaching 

Resources Necessary and relevant resources, 
materials and equipment are identified 
and sourced in advance of lessons 

  Assessment Teachers plan for how they are going to 
assess the students’ learning and take 
account of assessment for learning and 
assessment of learning approaches 

 Teaching 
approaches 

Focus of learning Attention is given to the consolidation of 
student learning during and at the end of 
the lesson, and to the development and 
application of knowledge and skills 

  Approaches Subject-appropriate teaching and learning 
methodologies with a focus on active 
learning are used 
A range of subject-appropriate 
approaches is used including 
encouragement of the student’s personal 
and creative response to the subject 

  Differentiation Teachers vary content, activities, 
methodology and resources and take into 
account the range of interests, needs and 
experience of the students 
Clear lower-order and higher-order 
questions are posed and these stimulate 
student response 
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Theme Sub-theme Evaluation Criteria Quality Statement(s) 

Teachers’ 
practice 

Teaching 
approaches 

Resources Students are enabled to use relevant and 
necessary resources (including ICT) to 
support their learning 

  Assessment Assessment for learning is embedded in 
classroom practice (sharing learning 
intention with students, establishing 
assessment criteria, feedback) 
Assessment outcomes are systematically 
analysed and used to inform subsequent 
learning experiences for students 

 Management of 
students 

Interactions Teacher-student, student-student and 
student-teacher interactions are 
respectful 
Students’ efforts and their achievements 
are affirmed 

  Organisation of 
activities 

There is order and structure in the way 
activities are organised 
Opportunities are provided for active 
learning followed by reflection and 
discussion, independent learning and 
collaborative learning 
Active learning activities are 
complemented by co-curricular and non-
classroom based activities 

 Assessment Assessment in 
practice 

A range of assessment approaches 
including assessment for learning (AfL) 
and assessment of learning (AoL) is used 
to evaluate students’ understanding and 
progress and achievement of expected 
learning outcomes in each subject area 
Students are involved in the assessment 
of their work and progress through self-
assessment 
Students’ work, including non-written and 
written work is regularly monitored and 
corrected 
Students are provided with constructive 
feedback on their learning 
Teaching and learning are amended in the 
light of feedback 
Teachers check students’ understanding 
during and at the end of lessons 

  Assessment 
records 

The gathering of information on students’ 
learning is timely and happens at regular 
intervals 

  Communication of 
progress 

Students are provided with meaningful 
feedback on their work to improve their 
learning 
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Chapter 1 Overview of NewGenLib

• NewGenLib is a metadata content management software solution.
Metadata is structured data about data. A library catalogue card is an 
example of metadata. The card structures the information about a book or 
other bibliographic entity.

• By content, we mean any carrier of information: textual materials (e.g., 
books, periodical articles, sound files, web pages, full text, CD-ROMs, training 
materials, PowerPoint presentations, video clips, images, etc.).

• NewGenLib has functionalities that enable a library to manage its 
housekeeping operations, viz., acquisition of books and other materials, 
creation and maintenance of its catalogue database, circulation of its 
holdings, etc. In other words, NewGenLib is a library automation software. In 
addition, however, NewGenLib allows a library to define its own network of 
libraries. One library in the network called the Host library installs the software 
on its public-domain server and then configures other libraries as Associate 
libraries on its network. 

• NewGenLib is a Web-based application. Databases created with 
NewGenLib reside on web servers and can therefore be accessed by any 
client machine connected to the Internet. However, there are versions of 
NewGenLib which do not need to run as applications requiring access to the 
web. In such versions, the databases reside on local area network (LAN) or 
Intranet severs 

• NewGenLib uses Relational Database technology to manage databases 
created with it. Databases under NewGenLib can be hosted under many 
commercially available Relational Database Management Systems (RDBMS) 
Server software such as Oracle, MS-SQL Server.  However, NewGenLib can 
also be used under open source RDBMS such as PostgreSQL and FireBird. 

• The version of NewGenLib that this tutorial addresses is targeted to libraries 
of all kinds.  Other versions, specific to Media companies, e.g., Newspapers, 
Television channels is a product that will be developed in the next phase of 
our business plan.

• NewGenLib uses well-known and proven international standards: MARC-21, 
UNICODE, XML and the Dublin Core Metadata Standard.

• NewGenLib allows metadata records to have digital attachments and so 
users have access to these via the searchable online public access catalogue 
(OPAC).

• Although NewGenLib is web-based, we recognize that not all libraries in 
developing countries have effective or reliable access to the Internet. 
Therefore, there are versions of NewGenLib which will run on a LAN/Intranet 
and Standalone PCs. The most sophisticated version of NewGenLib is its 
Networking/Consortium version and this tutorial is about this version. Many of 
the functionalaties described in this manual are common to all versions. 
However, a few of these which are specific to the Networking/Consortium 
version will be clearly marked.
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• The Networking/Consortium version allows libraries to form their own 
networks, e.g., a University Library and constituent College library network. 
All libraries in a library network use the same server and software 
infrastructure, thereby minimizing hardware and software costs. Each library 
on a network pays only a small fraction of the cost of the Server installation.

• NewGenLib can be used with applications that allow the development of 
Digital Libraries. 

• NewGenLib uses many open source components and hence is considerably 
less expensive than comparable solutions offered by developed countries.

• For a more in-depth look at NewGenLib, visit our web site, 
http://www.newgenlib.com. Click the link for Tour NewGenLib to take a 20- 
minute multimedia tour.
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 NewGenLib Technology, prerequisites and installation

NewGenLib is a n-tier, client-server application. The figure below shows how 
the application is tiered or segmented into different layers.

 

 

 

 

 

Hardware and software prerequisites

1. The installation of the database server, application server,and the 
NewGenLib application programs is done on one or more server 
machines. The servers could be any of the following: 1. A server at a 
public domain web site, or 2. a LAN/Intranet server, or a standalone 
machine. Installation CDs with instructions will be provided for the 
NewGenLib application programs and the public domain Application 
Server, JBoss. A self-learning tutorial and several multimedia tutorials are 
also provided with the application. 

OPAC
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2. The standalone or LAN/Intranet version uses the PostgreSQL as the 
database server and this can run under Windows 2000 Professional, 
Windows XP Professional or RedHat Linux 9.0 and above. 

3. The operating systems (OS) under which various versions of NewGenLib 
are available are: Windows 2000 Professional, Windows 2000 (or 
Windows 2003) Advanced Server and Linux Red Hat operating systems. 

4. Client PCs or workstations for library staff to use the functional modules of 
NewGenLib will require to install a Java Plug in, i.e., the Java Runtime 
Environment (JRE 1.4.2). This is done by installing it either from the Java 
web site or from the Server designated to run NewGenLib. Two types of 
client machines are defined: 1. Library clients and 2. End-user clients. 
Library clients must be at least PIII machines with at least 700 MHz clock 
speed, with 128 MB RAM. End-user clients could be even 486 machines 
with at least 64 MB RAM. 

5. Web servers for the Networking/Consortium version or the LAN/Intranet 
versions of NewGenLib should be at least P4 servers with a minimum of 
1024 MB RAM and a clock speed of 2.8 to 3.0 Ghz. The higher the 
configuration the better the performance for library functionality and for the 
OPAC used by end-users. 

6. At present, Database Servers used by NewGenLib are either the MS-SQL 
Server 2000 or the open source RDBMS, viz., PostgreSQL. However, 
other database servers (commercial and public domain) can also be used 
in case the Institution does have a licensed version of such a commercial 
database server. 

Installation under the Windows-32 family of operating systems

The installation (on Windows 32 systems) of both the Server modules, i.e., those 
elements of the software that will reside on the Server (Web or LAN/Intranet or 
Standalone machine which will act as a Server) and those elements that must be 
installed on client machines will be done by Software Engineers of Verus 
Solutions Pvt. Ltd., (VSPL) and System Administrators/Librarians will be involved 
while such installation is being done. However, it is important that System 
Administrators are aware of the various elements that together comprise the 
NewGenLib application solution. [Note: please see the instructions for installing 
the Linux version in this chapter].

Min requirements of the Server
Hardware: Pentium 4 or equivalent, 1GB RAM and 40GB Hard disk
Software: Windows 2000prof, 2000 Adv Server, XP Home, XP Prof, and 2003 
server

Min requirements of the Client
Hardware: Pentium 3 or equivalent, 128MB RAM, and 1 GB of min hard disk
Software: Windows 2000professional/2000 (or 2003) Advanced server/XP 
home/XP Prof/2003/Red hat Linux 8.0/9.0/10
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Installation of  NewGenLib Server

1. Installation of j2sdk1.4.2_03
a. Double click on j2sdk-1_4_2_03-windows-i586-p.exe file in 

NewGenLib Installation
b. Make of note of Install to: path
c. create a Environmental variable named JAVA_HOME and value is 

the path mention in point 1.b
i. Go to desktop, right click on My Computer and click on 

properties. 
ii.Go to Advanced tab, and click on Environmental Variables
iii. Click on New button in the System variables area

1. variable name(use all capital): JAVA_HOME
2. Variable value: {drive letter}:\j2sdk1.4.2_03
3. And click on Ok button at all places

2. Installation of Postgres database
a. Double click on NewGenLib Installation/Postgresql 

Extract/postgresql-8.0.exe
b. Select English as language and click on Start
c. In Service Configuration

i. Account password is “newgenlib”. Click on Next button
1. It’ll ask to create a directory. Clcik on Yes
2. It’ll say that password is weak, do you want postgres 

to generate a random password. Click on No
ii.In Initialize database cluster, the password is “newgenlib”
iii. In Enable Contrib Modules

1. Also select Fuzzy String Match and Tsearch2 . Click 
on Next button

3. Restore NewGenLib database. This database can be a blank database or 
your recent backup

a. Start ->Program->Postgressql 8.0 -> PG Admin III
b. Double click on Postgres database server and enter password 

“newgenlib”
c. Right click on databases and click on New Database

i. Name: newgenlib
ii.Owner: postgres
iii. Encoding: UNICODE
iv. Table space: pg_default and click on Ok button

d. Expand databases-> Schemas->and select tables. Under tables, 
you may find 4 tables. Delete/Drop all the four tables, by right 
clicking on each of them and selecting Delete/Drop.

e. Again select newgenlib database and right click and click on 
Restore

f. In the file name point to 
NewGenLibInstallation/blankdatabase2_1.backup. In case of first 
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installation, select above database. If it is not a first time 
installation, you’ll have to point to the latest backup file.

g. And click on done button
4. Installation of Application server

a. Copy the contents of NewGenLib Installation/jboss-3.2.1_tomcat-
4.1.24 folder into any drive directly. Means do not copy its contents 
into any sub directories.

b. You’ll see a directory named jboss-3.2.1_tomcat-4.1.24
c. Go to jboss-3.2.1_tomcat-4.1.24/bin and create a shortcut for 

run.bat on the desktop. And rename the shortcut on the desktop to 
NewGenLib Server

5. Extract the contents of NewGenLib Installlation /NewGenLibFiles.zip into 
C: drive only.  And not into any sub directories

6. Setup NewGenLib parameters
a. Open C:\NewGenLibFiles\SystemFiles\Env_var.txt. Set 

JBOSS_HOME to the correct drive
b. IPADDRESS={IPADDRESS OF THE SERVER}

Installation of NewGenLib Clients

7. Install NewGenLib Installation/j2sdk-1_4_2_03-windows-i586-p.exe
8. Install NewGenLib Installation/oo2.0/setup.exe

To Launch NewGenLib Application on Clients for the first time

9. Open Internet Explorer and in the address bar enter http://{ipaddress of 
the server}:8080/newgenlibctxt/LaunchApplication

10. In Security Warning, click on Start button
11. In the server details, enter the ipaddress of the server and click on Ok 

Button
12. In Desktop integration click on Yes button.

Note: 
1. After a successful installation please click on Utilities -> Update 

database scripts. Select firebird as database and click on Ok Button.
2. Any problem in the above process please contact 040-32406537, 

32422232

Software components that are installed

NewGenLib is a Java-based client server application. Some application files are 
installed on the Server (LAN/Intranet or web) and others on the client side. 
System administrators need to be aware of this to be able to troubleshoot 
problems. The installation components are explained below. 
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Server side installation components

• Java2 SDK-1.4.2_03. This is the Java software environment needed to 
run the application programs written for NewGenLib. The Java2 SDK-
1.4.2_03 is an open source software program and it is expected that 
the customer will download this for use on the Java web site, 
www.java.com. VSPL will assist the customer in this work. 

• JBoss-3.2.1_tomcat-4.1.24. JBoss is the Application Server that is 
used in NewGenLib. This is also an open source software and it is 
expected that the customer will download this for use on their server. 
VSPL will assist the customer in this work. 

• The Database server required at a particular installation. Some 
versions of NewGenLib require the MS-SQL Server 2000 RDBMS. In 
such a case, it is expected that the customer will have already installed 
the RDBMS and that he has a valid license for it. In case the customer 
does not have or need a commercial RDBMS, open source RDBMS 
such as the PostgreSQL may be used. In such a case, the customer is 
expected to download version 8.0 of PostgreSQL and install such 
software. VSPL will assist the customer in this work. 

• A folder called NewGenLibFiles and several sub-folders within this to 
contain files required by the NewGenLib application. The sub-folders 
and sub-sub folders required (and automatically created) under the 
folder NewGenLibFiles are as follows:

o CatalogueRecords
 This folder has a sub-folder to house XML records of all 

catalogue records added to the library.
 Compressed OAIPMH

 This folder has an executable Jar file, Librarians need not 
be concerned with this folder and the information therein 
is meant for use with the OAI-PMH functionality of 
NewGenLib.

 FormLetter Templates, This folder has two sub-folders: Lib1 and 
Lib2. The folder Lib1 has its own sub-folder called backup. This 
has all the default form letter templates (purchase orders, 
claims, check-out slips).  

o Maps
 LIB_1. This folder has one or more maps of the library 

showing where materials are stored. This is used by the 
OPAC to display location of materials on library floor 
maps. 

 NCIPSchema. The schema is related to RFID security and has 
several XML files specifying the messages that are exchanged 
between NewGenLib and the RFID workstations and gates.

 OAIPMH_Records. This folder has a sub folder called 
MARC_Records.
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o PatronPhotos
 LIB_1, This sub-folder has photos of patrons and can be 

used in check-out and check-in operations during 
circulation transactions.

 In a library network powered by NewGenLib, there could 
be other sub-folders, labeled LIB_2, LIB_3, and so on. 
Each of these folders are to house the patron photos of 
the different libraries in the network.

o Reports
o Systemfiles

• This is a folder and has the following important files/data 
in it: System administrators need to be familiar with these 
files.

o ContentTypes.properties. This file interprets the 
file extensions and the applications that open 
these files.

o Db.txt. This file contains information about the 
RDBMS in use at that installation, FireBird, 
PostgreSQL, SQLServer, etc.,

o Env_var.txt. This file has the following lines of text:
JBOSS_HOME=<drive>:/jboss-
3.2.1_tomcat- 4.1.24/server/default/deploy 
where <drive> stands for the hard disk drive 
where the JBoss application server on the 
LAN/Intranet or Web server is actually 
installed. 

 IPADDRESS=localhost. This value pair 
indicates the IP address of the LAN/Intranet 
or web Server.

 PORT=8080. The default port for 
NewGenLib is 8080. However, other ports 
may also be used. This decision is taken by 
the System Administrator.

 The folder where database backups are 
stored

 The location of the executable file for the 
PostgreSQL database administration. 

 LUCENE_INDEX=<drive>:/Lucenedex 
where drive is the hard disk drive where the 
Lucene index is present.

 Loolupuser. This folder has XML files relating to   
the RFID protocol and should not be changed, 
deleted or modified.
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 UniqueAgencyId.   This folder has XML files relating   
to the RFID protocol and should not be changed, 
deleted or modified.

 StyleSheets. This folder contains XML style sheets, i.e., those 
that are used to interpret various XML files for display as HTML 
files. 

o OPACParameters.XML. This is a XML File which determines 
which of the options in the OPAC are valid for a particular 
installation.

o PatronDatabaseUpdateConf.XML. 
o UserValidation.XML

Client side installation components

• Client PCs or workstations for library staff to use the functional 
modules of NewGenLib will require to install a Java Plug-in, i.e., 
the Java Runtime Environment (JRE 1.4.2). This is done by 
installing it from the Java web site (http://www.java.com).  It is 
expected that the customer will download the JRE 1.4.2 or later 
version for use on their clients. VSPL will assist the customer in this 
work. 

• Two types of client machines are defined: 1. Library clients and 2. 
End-user clients. Library clients must be at least PIII machines 
with at least 700 MHz clock speed, with 128 MB RAM. End-user 
clients could be even 486 machines with at least 64 MB RAM. 

Installation of NewGenLib on Red Hat Linux Enterprise Edition 4.0 or 
Fedora Core version 5
Important points to note before installation

● These notes have been written for installation on Red Hat Linux 
Enterprise Edition 4.0.

● Copy the folder LinuxInstallation from the CD into /usr directory. All the 
necessary installation files are available in this directory

● At any point, please see that read, write and execute permissions are set  
for the files. To do this, right click and select properties, then select  
permissions tab and make necessary changes. Alternatively you also run 
chmod 777 <filename> from the terminal.

Installation of Red Hat Linux Enterprise Edition 4.0 or Fedora Core version 
5

● Install Linux normally, but do not install Postgres database. Because, 
NewGenLib uses Postgres 8.0.6.
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Installation of PostgreSQL Database

● These following rpm files should be installed in the below order.

* postgresql-libs-8.0.7-1PGDG.i686.rpm

* postgresql-8.0.7-1PGDG.i686.rpm

* postgresql-server-8.0.7-1PGDG.i686.rpm

* postgresql-contrib-8.0.7-1PGDG.i686

[Note: the command line syntax to use the above files is: rpm -Uvih 
postgresql-libs-8.0.7-1PGDG.i686.rpm].

● To allow access from pgAdmin III from win32 client systems, do the 
following settings

* Open /var/lib/pgsql/data/postgresql.conf using gedit or any other editor 
application. Under Connections and Authentication set 
listen_addresses='*' instead of localhost and also uncomment 
it(remove hash in front of it). Also uncomment port=5432(remove hash 
in front of it).

* Open /var/lib/pgsql/data/pg_hba.conf using gedit or any other editor 
application. Add the line 

■ host    all         all         192.168.0.0/24          trust

■ The above line will allow all systems in the network that start with IP 
address 192.168.0

■ host    all         all         192.168.0.8/32          trust

■ The above line will allow only 192.168.0.8 to connect to database

● In the terminal login as postgres

* su – postgres

● Make sure Postgres server is running

* On your desktop Applications -> Server Settings -> Services, you'll find 
a service named postgres, select it and start, also save the changes so 
that next time the system starts the service also automatically starts

● Create a database named newgenlib using createdb.

* createdb newgenlib

● Create a user named newgenlib using createuser

* createuser -P newgenlib

* System prompts for password, enter and also re-enter newgenlib as 
password

* For rest of the questions asked please type y(yes)

● Now open psql(This is to execute sql queries)
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* psql newgenlib

* The above command will connect to newgenlib database. Now in order 
to install Tsearch2

* \i /usr/share/pgsql/contrib/dbsize.sql

* \i /usr/share/pgsql/contrib/fuzzystringmatch.sql

* \i /usr/share/pgsql/contrib/tsearch2.sql

* This above command will create all objects necessary for Tsearch2. 

Restoration of Database

● The backup file that is created for Windows systems will not work under 
Linux. For this, during backup of database in the Windows system, do not 
select compress, but select plain and take the backup. Copy this backup 
file into Linux system.

● Now open psql (This is to execute sql queries)

* psql newgenlib

* The above command will connect to newgenlib database. Now in order 
to NewGenLib database.

* \i ........../<databasebackupfile>.sql

Alternative restoration of Database

● Using pgAdminIII from win32 system, restore the newgenlib backup file 
especially meant for linux.

Installation of Jboss server

▪ Copy the jboss-3.2.1_tomcat-4.1.24 directory into /usr directory

▪ In /usr/jboss-3.2.1_tomcat-4.1.24/server/default/deploy/postgres-ds.xml, 
change user name to newgenlib and password also to newgenlib.

▪ Place newgenlib.sh on the desktop

NewGenLibFiles directory

● Copy NewGenLibFiles directory into /usr directory

Installation of j2sdk1.4.2_11

● In the Java web site you'll find j2sdk-1_4_2_11-linux-i586-rpm.bin, install it 
by

 ./ j2sdk-1_4_2_11-linux-i586-rpm.bin 

 The above operation will generate a file named j2sdk-1_4_2_11-linux-
i586.rpm. To install this type below command

 rpm -Uvih j2sdk-1_4_2_11-linux-i586.rpm
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Running Jboss server

● Double click on the newgenlib.sh on the desktop

● When system prompts a dialog, click on Run in terminal

 The NewGenLib Server

1. NewGenLib belongs to a class of software called client-server software. 
Client machines are in constant communication with Server machines. 
Much of the functionality delivered by NewGenLib is possible because 
software on the Server performs tasks (e.g., queries one or more 
databases, establishes connections with remote web sites,  displays 
search requests, etc.). The results of processes done on the server are 
returned to one or more client machines which initiated the request, e.g., a 
search of the OPAC or a check-out transaction by the circulation staff of 
the library.

2. It is absolutely essential that the NewGenLib Server should always be 
running on the Server (Web server, LAN/Intranet server or on the 
standalone machine which acts both as a client as well as a server.). If the 
NewGenLib server is not running, library client machines, i.e., those 
machines used by librarians to perform library work such as a book 
acquisitions, cataloguing, circulation, etc., will not work because they will 
not have access to the needed programs on the server.

3. The NewGenLib server (a file called RUN.BAT) when installed resides in a 
folder on the server machine, viz., <drive>/jboss-3.2.1_tomcat-4.1.24/bin 
where <drive> stands for the hard drive (C, D, E, etc.,) on the server on 
which it was installed.  This file will be automatically created when you 
install NewgenLib and a shortcut will be placed on your desktop. Please 
rename the Run.bat shortcut to NewGenLib Server.

Running the NewGenLib Server 

4. Double click the NewGenlib server shortcut that you created during 
installation of the various components that make up the application. This 
will execute and open the Jboss Application Server and Tomcat web 
server and will deploy the Java class files that make up the NewGenLib 
application. The application server and web server need to be always 
running in the background before the NewGenLib library client can work. 
The figure 1, below, shows the DOS window that opens when you start 
the Run.Bat file. In the figure shown the Run.Bat shortcut has been 
renamed to NewGenLib Server. Once this is loaded into memory, it could 
be minimized and will continue to run in the background. 
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Figure 1. The Run.bat server (NewGenLib Server) after it is invoked

The NewGenLib Server under Linux

To invoke the NewGenLib Server under the Linux operating system, enter the 
following lines in the command window.

● Double click on the newgenlib.sh on the desktop

● When system prompts a dialog, click on Run in terminal

Launching the NewGenLib Client Application

1. To begin working with the library client of NewGenLib for the first time, i.e., 
after you have invoked and executed the Run.bat file, enter into the 
address text box of your Internet browser, the following link and click Go: 
http://localhost:8080/newgenlibctxt/LaunchApplication.

2. This will open enable the NewGenLib application to be started as a Java 
Web Start application. The application will be loaded from the server and 
once this is completed you will see a Dialog explained in step 3, below.

3. A dialog showing the IP address of the Server where the NewGenLib 
Server runs from and the default port is first shown.  In the example shown 
below the server is the Localhost and the default port is 8080. If you have 
installed the application on a LAN server, enter the IP address of the LAN 
Server, instead of Localhost. After this, click the 'OK' button in the dialog 
shown below. 
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Figure 2 Login page of the Client

3. During the first time that you run the application, the Java Web Start 
program will show the following Security Warning. Click 'Yes' in the Dialog 
box and a shortcut to NewGenLib client will automatically be placed on the 
desktop. 

4. The login page of NewGenLib library client will soon open and this is 
shown in the figure 2 

5. You will see the name of the Host Library displayed in the Library drop 
down box. If you are in a network, you can select your library from the 
Library drop down box. By default the User ID is 1 and the password is 
abc. Enter the password and click the Login button. Soon you will see the 
opening screen of NewGenLib and the menu of modules in the software. 
This is shown in the figure 3 below. An important innovation in NewGenLib 
is the concept of a Dashboard. This shows the pending jobs that require 
the attention of the library staff member that has logged-in. The dashboard 
can be seen in the figure 3. 
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Figure 3. The Opening Screen showing the main menu options (modules) and 
Dashbord of NewGenLib

6. To use NewGenLib effectively, you must first setup the different 
parameters, e.g., details of patrons, budget sources and budget heads 
within one or more budget sources, budget currency, budget allocations, 
currency conversion rates, vendors, binders, patron categories, a privilege 
matrix for different types of patrons vis-a-vis different types of materials, 
etc. The setting up of various parameters is the first step that should be 
done before beginning to use the various modules shown in the figure 3 
above. Please see paragraph 8 below for detailed instructions on the 
essential parameters that are required to be set up and the order im which 
they should be set up. 
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7. The setup parameters are set by clicking the menu option, viz., 
Administration and the sub-menu 'Configuring system'. The figure (4 
below shows the sub-menus under the Administration module. 

Figure 4. Screen showing the different parameters that can be set 

8. It is absolutely important that you first define various parameters before you 
begin using the functional modules of NewGenLib. We suggest that at least 
one item under each of the following parameters should be created in the 
order given below: 

• Patron categories 
• Departments 
• All the General setup parameters 
• At least one new patron 
• The Circulation Privilege Matrix for the one or more patron categories vis-

a-vis item categories. 
• The local budget currency, i.e., the currency in which the library's budget 

will be maintained. This is an item in the General setup parameter. 
• One or more foreign currencies in which the library will need to acquire 

items and/or will be invoiced and the currency conversion rates from the 
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foreign currency to local budget currency. Foreign currencies and 
conversion rates are defined under the parameter Currency Name and 
sub-option New.

• Fiscal or Financial year, e.g., 2004 2005. 
• Budget Source (or Funding source) 
• Budget head under the Budget source created. 
• Budget allocations for the defined fiscal year for the budget head created 
• Vendor 
• Binder 
• Location(s) within the library where books or other items are shelved. 

9. To set or create new parameters or modify already created parameters, 
double click the parameter option. For instance, if you wish to work with the 
Patron category parameter, double click the Patron category option and you will 
soon see a list of patron categories that have already been created. You can 
then edit a category, create new categories and also assign work privileges to 
each of these. Detailed information on the meaning and importance of different 
set up parameters are described in a separate chapter in this User Manual.

10. Click any of the main menu options at the top and begin working with the 
functionalities of NewGenLib. 
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Login Procedures 

Each of the library staff and end-users, i.e., those who search the OPAC using 
NewGenLib is assigned a user_id and password. Depending on their status, 
the System Administrator assigns privileges. For instance, not all Circulation 
staff will be allowed to change the Patron Privilege Matrix. The Login screen 
allows the staff member to select the Library from where he/she is logging-in (if 
the library is on a network of libraries under NewGenLib) and his/her user_id 
and password. Click the 'login' button to begin working with the opening screen 
showing the functional modules of NewGenlib via its Opening Screen.

1. Select the Library from which you are logging-in from the drop down box. 
2. Enter the User_id assigned to you
3. Enter the Password assigned to you. You can change the password 

when you wish by using the Utilities module of NewGenlib.
4. Click the 'Login' button to see the Opening Screen of NewGenLib.
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Chapter 2 The Acquisitions Module

Overview

The NewGenLib Acquisitions Module has all the features that are typically 
required in libraries of all kinds. The screen below shows the main menu options 
that are available in this module.

Each of these menu options and sub-options, their purpose and how to 
accomplish acquisitions related tasks using these functions are explained in 
detail in what follows.

Request processing in NewGenLib
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Most libraries encourage their patrons to suggest materials (books, serials, CD’s. 
maps, etc.,) that they consider to be useful to them. Such requests for the 
addition of new items (or additional copies of older items) may be received online 
via the OPAC or offline as printed, oral, or as emailed requests. If these are 
received online via the OPAC, they get automatically logged into the Acquisitions 
database. If these are received offline, it is necessary that such requests are 
captured for later processing such as obtaining approvals for purchase. The 
Requests processing functionality addresses the work involved in offline 
requests.

Illustration 1 shows the menu options under the Process requests menu item.

As can be seen from the figure above, the following tasks can be accomplished:
4. record the details of one or more requests received,
5. refine the requests received,
6. print requests for approvals to approving authorities
7. record approvals/rejections of requests received, and
8. search requests received.

Recording request details

When you click this menu option, you will see the data entry screen shown 
below.
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Illustration 2: Entry of Request Details

How to work with the Record requests screen

Select the name of the Library for which this item is being suggested from the 
drop down box labeled Library name. This will be required in a library network 
where more than one library will be using the interface simultaneously.

Enter the patron_ID (requester) who has made the suggestion and press the 
Enter key. This will populate patron’s name and department in the text boxes.

To enter data manually for the item being requested do as follows:

 Enter details of the item requested in the text boxes for 'Author', Title', 'Edi-
tion', 'Publisher', 'ISBN', etc., in the top half of the screen. 

Enter data on price (if known and as given by the requester), and select the 
currency in which the price is entered, number of copes, select the physical 
form (book, CD, etc.,) suggested and select the binding type (paper back or 
hard bound).
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Select (click the check box against the budget head) one or more budgets 
that are suggested by the requester (or what is most appropriate for the item 
being suggested). 

Click the OK button or the Generate consolidated approvals. These will take 
you to another where you will be shown the Approving authorities (names of 
patrons authorized to sanction expenditure) for the budget chosen. Select any 
one of these names by clicking the row for that name. 

The steps 1 to 6 would have completed the actions required to manually 
record details of request received from a patron.

To import data for the item being requested either from the library’s online 
catalogue or from the Library of Congress (LOC) do as follows:

5. Click the 'Search the catalogue' button to locate an item already held by 
the library if the request is for the addition of another copy of that item to 
the library, or 
You may click the 'Library of Congress' button to be taken to the Basic 
search page of the Library of Congress if you are connected to the Inter-
net to search for and save a record in the MARC-21 format an item that 
you wish to suggest that the library should add.  The 'Paste' button when 
clicked copies the saved MARC-21 record to the text fields of the Record 
requests screen. 

6. Enter the Price per copy and select the currency in which the price is en-
tered, 
Number of copies suggested to be added,  the Physical 
presentation/form (which you select in a drop down box),  the Bind type 
(paperback or hard bound which you select). 

7. Finally, you are shown a list of Budgets. You have to choose one or more 
budgets (already suggested by the requester) or which you think should 
be charged in acquiring the item by selecting the check box against each 
of the budget heads.

Once, all the information is entered and/or selected, click the 'OK' button to 
commit the data to the database. 

You may click the 'Generate consolidated approvals' to send a single approval 
request for more than one item to an approving authority. If you wish, you may 
cancel the entire operation by clicking the 'Cancel' button at any time. 
The Close button closes the window and returns you to the Opening screen. 

Note: If the library staff who works with this screen, i.e., records the new request 
is authorized also to Refine the request, then the request is automatically 
considered to be refined. 
Similarly, if the library staff who works with this screen is also authorized to 
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Approve requests, the request is automatically considered to be approved and 
this is added to the Order list.

Refining requests

Requests communicated online or offline by patrons may not always be complete 
for the item to be appraised for its suitability or for it to be ordered. For instance, 
the patron may not have indicated the price, or publisher or he may not know that 
a later edition of the item has become available. It is necessary for library staff to 
examine if the request has the needed information for it to be sent for approval 
and later for it to be ordered. The Refine requests function enables library staff to 
perform tasks that could lead to a more complete description of the item being 
requested. Such tasks could include adding data, correcting data or modifying 
entered data or even deleting incorrect data.

When you click the Refine requests option you will see the following screen:
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How to work with the Refine requests screen

Click the Show unrefined requests button to populate the text boxes with data 
about items which have been requested but which have to be refined.  If there 
are more than one items these are shown one by one when you click the Show 
unrefined requests button. You can now begin to edit or enter new data to 
refine the request, e.g., you can enter a missing 
Publisher or an ISBN, or correct a spelling mistake in the title. Similarly, you may 
modify information about price, number of copies, bind type,or budgets.

It is possible to check for duplication before the item is sent for approval or 
rejection. This is done by first entering a title in the text box and then clicking the 
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icon next to the title text box. This will invoke a search of many database tables. 
If there are any duplicates (in the library's catalogue, in the pending requests file, 
in the order file) you will be alerted so that it is possible to avoid unintended 
duplication.

Once, you have completed the refining work, click the 'OK' button to commit the 
data to the database. You may click the 'Generate consolidated approvals' to 
send a single approval request for more than one item to an approving authority. 
The request may also be rejected by clicking the Reject request button. If you 
wish, you may cancel the entire operation by clicking the 'Cancel' button at any 
time. The Close button closes the window and returns you to the Opening 
screen. 

The other buttons in the bottom are for Help and Refresh respectively.

Note: If the library staff working with this screen, i.e., Refine requests is 
authorized also to Approve the request,  the request is automatically considered 
to be approved and this is added to the Order list.

Printing of requests to approving authorities

When this option is clicked, you will see the screen shown below:
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How to work with the Print requests to approving authorities screen

1. Select a vendor from the drop doen box at the top of the screen

2. The top panel of the screen contains a table showing the names of 
approving authorities, who have to be intimated about items that require 
their approval. 

3. Select any one of the displayed approving authority names and soon you 
will see the one or more items that need approval as a table in the bottom 
half of the screen. 

Select the item and click the Print button. A form letter (predefined) will open with 
the details as shown below. The letter can be printed to text, opened in the 
OpenOfiice to be edited and printed and/or left to be printed as an end-of-day 
process.
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Record approvals/rejections of requests

The screen or window shown below opens when you click the Record 
approvals/rejections of requests.

31 3



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

How to work with the Record approvals/rejection of requests screen

Click the Show unapproved requests button to populate the 
text boxes with data about items which have been requested and refined but 
which have to be approved.  If there are more than one items these are shown 
one by one when you click the show unapproved requests button. You can now 
begin to edit or enter new data to refine the request, e.g., you can enter a 
missing Publisher or an ISBN, or correct a spelling mistake in the title. Similarly, 
you may modify information about price, number of copies, bind type,or budgets. 

It is possible to check for duplication before the item is sent for approval or 
rejection. This is done by first entering a title in the text box and then clicking the 
icon next to the title text box. This will invoke a search of many database tables. 
If there are any duplicates (in the library's catalogue, in the pending requests file, 
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in the order file) you will be alerted so that it is possible to avoid unintended 
duplication.

Click the 'OK' button at the bottom of the screen if the item is approved. If the 
item was rejected by the approving authority click click the 'Reject request' button 
at the bottom of the screen. 

If you wish, you may cancel the entire operation by clicking the 'Cancel' button at 
any time. 
The Close button closes the window and returns you to the Opening screen. 

Search requests

It may be necessary for library staff to search for items which are requested. This 
function allows the search of all requests received and unrefined or refined, 
approved and unapproved.

When you click the Search requests option you will see the following screen:
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How to work with the Search requests screen

The search requests function enables the library staff to search for one or more 
requests of the following types:

5. Requests pending for refinement 
6. Requests pending for approval 

You may restrict the search and listing of requests by selecting the number of 
years in the spin box titled 'Show records for last Years'. 
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You need to select one of the above-mentioned types of requests in the drop 
down box titled 'Request type' and click the green Go button. This will populate 
the selected type of requests in the table shown in the middle of the screen. 
Select any row of the table
and you will see the details of the Requester in the table under the heading 
'Requester information'. 

At the top left of the screen, you see five icons. These are as follows:

• Record new request. Click this icon to record a new request. 
• Modify/Edit request. Select a row in the displayed requests table and then 

click this icon to edit the details of the request 
• Delete request. Select a row in the displayed requests table and then 

click this icon to delete the request from any further consideration. 
• Approve request. Select a row in the displayed requests table and then 

click this icon to approve the request. 
• Refine request. Select a row in the displayed requests table and then 

click this icon to refine the request. 

The following buttons/icons appear at the bottom most part of the screen:

6. Help icon. Click this to see the online help. 
7. Cancel. Click this to cancel the entire operation at any time. 
8. Close. Click this to close the window and return you to the Opening 

screen. 

Processing of on-approval supplies in NewGenLib

Many libraries prefer to acquire items (particularly monographs) on-approval from 
vendors. These items are vetted by specialists for suitability and usefulness 
before a formal purchase order is placed with the vendor who supplied the item 
on-approval. In many cases, library patrons, e.g., Head's of Departments in a 
University often receive items directly from vendors on-approval. Items so 
supplied are then passed on the library for formal purchase.

NewGenLib has functionality to address on-approval purchases. The Process 
Approval supplies menu option has the following sub-options shown in the figure 
below.
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Requests for on-approval supplies
The first step in on-approval purchases when the library initiates such purchases 

is to formally request the supply of items on-approval. This is accomplished by clicking 
the Request on- approval supply menu option. This opens a screen shown 
below.
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How to work with the Request on-approval supply screen

Select the name of the library from the drop down box. This is required when the 
library is part of a network. Next enter the Id of the patron who desires the on-
approval supply (or who has actually initiated the on-approval supply). Press the 
Enter key after entering the Patron Id to see details of the patron. 

There are two buttons at the top of the screen: 

• Search the catalogue , 
• New Entry/Edit, 

The New Entry/Edit button is already selected by default. There are text boxes 
for 'Author', 
Title', 'Edition', 'Publisher', 'ISBN', etc., in the top half of the screen where you 
enter data for
item you wish to ask for on-approval supply..You may click the 'Search the 
catalogue' button to locate an item already held by the library that you wish may 
be supplied on-approval (e.g., a second or later edition). Click OK in the Search 

37 3

Illustration 10: Entry of requests for on-approval supplies



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

catalogue results display screen when you locate the record. This will populate 
the text boxes with the data from the record selected.

The bottom part of the screen has text boxes and drop down boxes for 
information about:: 

Price per copy which you need to enter and select the currency in which the 
price is entered, Number of copies you wish the library to add, The Physical 
presentation/form (which you select in a drop down box), The Type of Binding 
(which you select). 
The Vendor (who you select) that you wish to ask to supply the item on-approval 

Once, all the information is entered and/or selected, click the 'OK' button to 
commit the data to the database. A form letter will be generated to the selected 
vendor asking for the supply of the item on-approval. The letter may be printed 
as a text file or as an OpenOffice document. You may also configure the printing 
(or emailing) of the letter to an end-of-day process.If you wish, you may cancel 
the entire operation by clicking the 'Cancel' button at any time. The Close button 
closes the window and returns you to the Opening screen.

 

Print requests for on-approval supplies
Once data for the supply of items on-approval are entered, it is possible to print 
such requests to vendors. To do this click the Print requests for on-approval 
supplies menu option. You will see the screen shown below:
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How to work with the Print requests for on-approval supplies

1. Select the vendor from the drop down box and click the green Go button

2. The table on the window is now populated with all the titles that the library 
wishes to request the vendor to supply on-approval.

3. Click the Print button at the bottom of the screen  You will see a form letter 
display window showing the contents of the letter requesting the on-
approval supplies as shown in the window below.
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4. The form letter can be printed to text, viewed as an OpenOffice document 
which may be edited and then printed or sent to be printed as an end-of-
day process. 

Import vendor-provided data on on-approval supplies

In some libraries, acquisitions via on-approval supplies may be the predominant 
mode . In such a case, a vendor may supply many items at the same time. The 
vendor can provide the information on what he is supplying as an MS-Access 
data file. The file is then possible to be imported into the library's on-approval 
supplies tables for further processing. This will obviate the need for library staff to 
painstakingly enter data for each and every item that is supplied on-approval. To 
activate this function, click the menu option Import vendor provided 
onapproval supplies option. You will see the screen shown below.
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How to work with the Import vendor provided on-approvals screen

1. The top of the screen has a radio button for MSAceess. This is the default 
format in which the vendor is expected to provide data for the books or 
other items he is supplying on-approval.

2. The button titled Settings when clicked opens a window which allows 
Acquisitions staff to set the Data source name, user name, password and 
table name from which the data is to be imported. The default for the data 
Source is: ONAPPROVALSIMPORT, for the table name it is: 
ONAPPROVAL. User name and password are optional. 

3. After making the needed settings, select the vendor from whom the data in 
an MS-Access table is to be imported  and click the Go button. 

4. The data in the MS-Access database will get populated in the table shown 
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in the screen above.

5. Select an item in the table (after verifying that the item is physically also 
being supplied) and then click the Ok button. The data for this item will be 
imported into the on-approvals tables of NewGenLib and will allow further 
processing of these items. Note that in such a case, the items will be 
considered to have been received and there is no need to invoke the 
Receive on-approval supply option.

Receive on-approval  supply
Once a request for the supply of an item on-approval is made, the next logical 
step is to receive items asked for on-approval. This is done by clicking the 
Receive on-approval supply menu option. The screen that opens is shown 
below.
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How to work with the Receive on-approval supply screen

Brief details of all items asked to be supplied on-approval are populated in a 
table in the screen. Select the item you have received by clicking the row for that 
item. 

5. Enter the Price per copy and select the currency in which the price is 
entered. 

6. It is usual for the vendor from whom you have received the on-approval 
supply to ask for an acknowledgment of  the supply. This is done by 
asking the person receiving the item to sign on a document called a 
Delivery chalan (or form). Enter the number of this in the text box provided 
for this. 

7. Next it is important to specify the patron who initiated the on-approval 
supply. In order to do this, click the New icon in the panel labeled 
Authority authorizing on-approval supply. This will take you to the 
Search patron screen where you locate the details of the patron who 
initiated the supply. Click OK in the Search patron screen to populate 
details of the patron that initiated the supply. 

8. Next select one or more budgets from which the item received on-
approval could be charged to. 

Once, all the information is entered and/or selected, click the 'OK' button to 
commit the data to the database.

Note: If the on-approval requests are received directly from a pre-approved 
source, the data 
about each item is to the order list. Similarly, if the library staff member 
working with this screen is  authorized to approve requests, the items will be 
automatically added to the orders list.

Print intimations to approving authorities
Items received on-approval may require the formal sanction for purchase for one 
or more items. The Print intimations to approving authorities menu option 
accomplishes this task. Click this to see the screen shown below. You will see as 
shown below that there are two panels. The top panel shows all the approving 
authorities for whom letters are required to be printed. Click any of these to see a 
list of items that were supplied on approval, supplied and now require to be 
formally approved. 
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How to work with the Print requests to approving authorities for on-
approval supplies

1. Select the name of a approving authority from the top panel

2. You will see a list of items received on-approval that require to be 
approved by the name selected.

3. Click the Print button. This opens a form latter panel in which you can print 
the letter to text, view the letter as an OpenOffice document, or send to 
the end-of-day process. 
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Record approvals/rejections of on-approval supplies
Items received on-approval but which are not pre-approved, need to be sent for 
approval and/or rejection by the appropriate authority. Approvals for such items 
may be sought offline by sending these items to the approving authority. Once 
approvals or rejections of these items are known, this information has to be 
recorded so that next actions (e.g., purchase orders) can follow. 

Click the Record approvals/rejections of on-approval supplies menu option. 
The screen that opens is shown below.
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How to work with the Record approvals/rejections of on-approval supplies

All the items which are ready for approval  are automatically populated in a table 
seen on the screen. 

Each of the items in the table is handled as follows.

• Select one row of the table, i.e., an item and enter the Cost per copy, in 
the text box provided at the bottom of the screen for this purpose and 
select the currency from the drop down box. The total cost is shown 
automatically if you chose more than 1 copy to be added. 

• A button labeled 'Add/View Approving committee comments' is seen 
at the bottom of the screen. Click this to view or add the comments of the 
approving committee. 

• It is possible to check for unintended duplication. This is done by clicking 
the icon next to the refresh icon on the top right of the screen. 

Finally the following buttons/icons appear at the bottom most part of the screen:
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4. Add to order list. Click this to commit the selected item to the order list. 
5. Reject. Click this to delete the item selected from the list of approved 

items. 
6. Help icon. Click this to see the online help. 
7. Cancel. Click this to cancel the entire operation at any time. 
8. Close. Click this to close the window and return you to the Opening 

screen. 

Steps 1 and 2 may be repeated as many times as needed to handle all the items 
in the table, one by one.

Search on-approval supplies

It may be necessary for library staff to search for items which are received on-
approval. The search on-approval supplies function enables the library staff to 
search for 
one or more of the following types of on-approval supplies:

8. Approval supplies pending receipt, or 
9. Approval supplies yet to be moved to order list 

When you click the Search on-approval supplies option you will see the 
following screen:
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How to work with the Search on-approval supplies screen

You may restrict the search and listing of approval supplies by selecting the number of 
years in the spin box labeled 'Show records for last Years'.

Select one of the above-mentioned types of requests in the drop down box titled 
'Approval type' and click the green Go button. This will populate the selected 
type of approvals in the table shown in the middle of the screen.

At the top left of the screen, you see three icons. These are as follows:

● Create new on-approval item. Click this icon to add a new approval item. 
● Modify/Edit on-approval item. Select a row in the table and then click this 

icon to edit the details of the item. 
● Delete on-approval item. Select a row in the table and then click this icon 

to delete the item from any further consideration. 

Finally the following buttons/icons appear at the bottom most part of the screen:

● Help icon. Click this to see the online help. 
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● Cancel. Click this to cancel the entire operation at any time. 
● Close. Click this to close the window and return you to the Opening screen. 

Firm Orders functionality

The Place firm orders function provides feature rich capabilities to generate 
purchase orders 
for:

● Items requested, refined, received and approved, or 
● On-approval items supplied, received, and approved, or 
● New items for which orders are required to be directly raised. 

When you click the Firm orders menu option you will see the screen shown 
below showing the different sub-options: Place firm orders, Cancel orders, 
Cancel and Reorder, and Print firm orders.

Place firm orders
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The Place firm orders function provides feature rich capabilities to generate 
purchase orders 
for:

● Items requested, refined, received and approved, or 
● On-approval items supplied, received, and approved, or 
● New items for which orders are required to be directly raised. 

When you click the Place firm orders menu option you will see the screen shown 
below.

How to work with the Place firm orders screen

1. At the top of the screen is a drop down box labeled 'Vendor'. You need to 
select a vendor from this and click the green Go button. If there are any 
orders (whether through requests or through the on-approvals process) 
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that are pending for order with the selected vendor, you will see the items 
populated in the table headed 'Items ready for firm orders'. If there are 
no pending orders you will be told of this.

2. You may if you wish, by pass the selection of a vendor and directly enter 
details of a new item by clicking the new icon next to the table headed 
'Items ready for firm orders'. This will open a new form where you enter 
details of item you wish to place firm order for.

3.  You can now choose either to create a New order to the selected Vendor 
by clicking the New icon in the middle of the screen or click the button 
'Select existing order for Vendor' to select a previous order which has 
not yet been closed, i.e., dispatched. If you selected a new order, the 
system automatically generates an Order number and a batch receipt date 
based on the setup parameters.

4. If items are seen in the table for the vendor selected in step 1. click on any 
row of the table to select that row or item  You will see two arrow keys. 
Click the down arrow key to move the item to the lower panel. which 
shows all items in the current order.  

5. Before you place a firm order, you might like to verify if the item being 
ordered is not inadvertently being duplicated, i.e., if it is already ordered, 
already in the library's holdings, etc. To check for duplicates, click the last 
icon next to the table headed 'Items ready for firm orders'.  This will start 
a search and show you if similar titles are present in the on order file, 
library's catalogue, items still pending for approval.

6. If you wish to make an Advance payment. Select the check box next to 
Advance Payment, after selecting a row in the Items ready for firm 
orders table to make an advance payment  

7. The last but one line of the screen has two more buttons as follows: Close 
current order. Click this to immediately make the order ready for dispatch 
to the vendor. This action  opens the Firm Orders Form Letter and if you 
wish, you can either directly send it to a printer or keep it as an 'End-of-
day' process. You need not close the current order. This order then 
remains open and other items can be added to it at a later time before it is 
closed. To keep the order open, click the close button next to the Cancel 
button.

 
Finally the following buttons/icons appear at the bottom most part of the screen:

● Help icon. Click this to see the online help. 
Refresh icon. . 

● Cancel. Click this to cancel the entire operation at any time. 
● Close. Click this to close the window and return you to the Opening screen. 
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Cancel and/or cancel and reorder

It is normal for a library to be able to cancel orders for items that have not 
been received from vendor's for one or other reason. Cancellation of orders 
may become necessary because the item ordered is no longer useful. 
Similarly, a library may decide to cancel order with one vendor and place an 
order for the item with another vendor. When you click this option, you will 
see the screen shown below.

How to Work with the screen?

You will see a search icon next to the disabled Vendor and Order no text boxes. 
Click the search icon.

1. An embedded window opens. It is possible to search orders either by 
Vendor or by Order number. 

2. Select either of these radio buttons and click the green Go button. This will 
populate a table with the details of the order numbers that are still 
outstanding.
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3. Select the row for the order which requires to be canceled and re-ordered 
and click the OK button in the embedded window.

You will be returned to the Cancel and re-order window with the details of one or 
more items that were ordered under the chosen order number populated in the 
table. 

1. Select the item for which the order is required to be canceled and/or re-
ordered. If the item is to be only canceled with the selected vendor, click 
the Cancel order button and then the OK button at the bottom of the 
screen.

2. If you wish to cancel the order with the chosen vendor and reorder with 
another vendor, click the down arrow button. An embedded window opens 
allowing yo to choose another vendor from a drop down box and a new 
order number (or an exisiting order).  

3. Create a New order for the chosen vendor (or select an existing order) and 
then click the Close current order button.

4. The item will now be canceled with the first vendor and re-ordered with the 
new vendor. 

5. You may choose other items that need to be canceled and re-ordered by 
repeating steps 1 to 3.

6. Finally click the Close current order button to complete the cancel and 
re-order operations.

7. Form letters will be generated for both vendors.. These can be printed to 
text, viewed as OpenOffice documents (and edited if need be) or the 
dispatch of the letters (or email) may be deferred to the end-of-day 
process.

8. You may cancel the entire operation at any time by clicking the Cancel 
button.

Print firm orders

This option allows the library to quickly look at all those purchase orders that are 
still required to be printed (as openOffice documents) for dispatch. If the library 
has configured the end-of-day processes and if purchase orders were relegated 
to be printed as end-of-day process, these would have already been printed. If 
this is not the case, this option may be used for the purpose of selecting and 
printing firm purchase orders.

When this menu option is clicked, you will see the screen shown below.
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How to work with the Print firm orders screen

● Select the library that needs to print one or more firm orders. This is required in a 
library network where several libraries share the same application.

● Select the vendor from the drop down box labeled Vendor.

● Select the From date and To date. To select a date in each of these text boxes, 
place your cursor and press the F2 key. This opens a calender from which you can 
select a date for each of the From and To dates.

● Click the green Go button.

● You will now see a list of orders yet to be printed and dispatched.

● Select any order number and click the View openOffice document button. This 
will open the pre-defined purchase order form letter. The document may be edited 
if required and printed for dispatch.

● Step 6 can be repeated as many times as possible to view and/or print unprinted 
firm orders.
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Receive orders

This function enables library staff to locate the orders against which items 
supplied have been received from one or more vendors and then to record the 
receipt of items supplied against these orders.

When you click the Receive orders menu option you will see the screen shown 
below.

How to work with the receive orders screen

1. At the top of the screen is a drop down box labeled 'Vendor'. You need to 
select a vendor from this and click the green Go button. If there are any pending 
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orders from this vendor, you will soon see the drop down box labeled Order no 
populated with all the order numbers pertaining to the selected vendor.

2. Now select the order number from the list shown in the drop down box for 
which you wish to actually receive items, i.e., those against which the vendor has 
actually supplied the items. Once you do this, you will see the first table on the 
screen get populated with rows of items that are in the order. 

3. Enter the Invoice number in the Invoice number text box and also the 
discount amount and miscellaneous charges if any in the text boxes provided.

4. In the second table on the screen there are two check boxes in each row, one 
for invoice received and one for item received. If both, item and invoice for an 
item is received then check both the boxes or else check only those boxes as 
appropriate.

5. Once you have received all items in the invoice, click the 'OK' button at the 
bottom of the screen to commit the receive transaction to the database. You will 
see confirmation that the Receive function was completed successfully,

Finally the following buttons/icons appear after the OK button at the bottom most 
part of the screen:

▪ Help icon. Click this to see the online help. 
▪ Cancel. Click this to cancel the entire operation at any time. 
▪ Close. Click this to close the window and return you to the Opening 

screen. 

Delete invoice 

Occasionally, it may be necessary to cancel an invoice that was received from a 
vendor. The invoice may have been recorded as received against items that 
were supplied. The need to cancel the invoice is accomplished by clicking the 
Delete invoice menu option. You will see the screen shown below.
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How to work with the Delete invoice screen

● Select the vendor in the drop down box.

● Enter the invoice number in the text box and click the Go button.

● Click the Delete invoice button.

The invoice in question will be deleted only if the invoice has not yet been 
paid. 

Processing of gifts to the library

Many libraries solicit gifts from institutions, societies and professional bodies for 
their publications which may be useful to library patrons. NewGenLib allows the 
library to actively seek gifts and also process unsolicited gifts. 
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Place your cursor on the Gifts menu option to see sub-options under gifts as 
shown in the screen below.

The three sub-menu options are self-explanatory. When you click the Solicit gifts 
sub-option, you will see the screen shown below.

Soliciting gifts
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How to work with the Solicit gifts screen

● The screen has two panels. The first panel has many text boxes for 
 'Author', Title', 'Edition', 'Publisher', 'ISBN', where you enter details of 
item you are seeking a gift of. You can check to see if the item is 
duplicated by clicking the icon next to the Title text box. This will invoke a 
search of the catalogue and other order and approval tables. If there are 
similar titles, you will be told of this so that you can avoid unintended 
duplication.  The lower panel is for the address of the donor from whom 
you wish the  gift or donation. Here, you enter and/or select the name of 
the organization and address details. 

● Once the details in the two panels are filled-in, click the 'OK' button. This 
will invoke the Print component and if you wish the request for the gift can 
be printed immediately or can be postponed to an end-of-day process. 
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You will see confirmation that the unsolicited Gift function was completed 
successfully,

Finally the following buttons/icons appear after the OK button at the bottom most 
part of the screen:

● Help icon. Click this to see the online help
● Close. Click this to close the window and return you to the Opening screen. 

Processing unsolicited gifts

Libraries do receive gifts which are not actively sought and those of such gifts 
which are useful should be accepted, acknowledged and processed. Click the 
Unsolicited gifts menu option to see the screen below.

How to work with the Unsolicited gifts screen
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● The screen has two panels. The first panel has many text boxes for 
 'Author', Title', 'Edition', 'Publisher', 'ISBN', where you enter details of 
item you are seeking a gift of. You can check to see if the item is 
duplicated by clicking the icon next to the Title text box. This will invoke a 
search of the catalogue and other order and approval tables. If there are 
similar titles, you will be told of this so that you can avoid unintended 
duplication.  The lower panel is for the address of the donor from whom 
you have received the gift or donation. Here, you enter and/or select the 
name of the organization and address details. 

● Once the details in the two panels are filled-in, click the 'OK' button. This 
will invoke the Print component and if you wish the acknowledgment for 
the gift can be printed immediately or can be postponed to an end-of-day 
process. You will see confirmation that the unsolicited Gift function was 
completed successfully,

Finally the following buttons/icons appear after the OK button at the bottom most 
part of the screen:

● Help icon. Click this to see the online help. 
● Close. Click this to close the window and return you to the Opening screen. 

Viewing gifts received

Click the View gifts received menu option to see the screen below. 
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How to work with the View gifts screen

If there are gifts solicited (or unsolicited) asked for or received, these will be 
populated in the table. You also see three icons placed vertically to the right of 
the screen. These are for Edit, Delete and Refresh.

You can select any row of the table and either edit it or delete it as required or 
just leave the screen by clicking the close icon. 
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Accessioning of received items 

The Accession received items function enables library staff to quickly and 
accurately record information about the items received and paid for or otherwise, 
assign a unique barcode to  items so that these become ready for technical 
processing and later for circulation to
library patrons.

You will see the screen shown below when you click the Accession received 
items menu option.

How to work with the Accessioning screen

When this option is invoked you will see a screen with a table showing all items 
that need to be accessioned and bar coded (i.e., assigned a unique number to be 
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used as an identifier in circulating the item). The screen also contains a panel in 
the bottom having text boxes for Bar code, Accession number, Classification 
number, Book number, Call number, and drop down boxes for Physical 
presentation/form and Location. The Location drop down shows the physical 
areas where the library shelves its collections.

Next to the Bar code are two icons: a red 'V' and a light blue icon. You can enter 
a bar code (an alpha numeric one containing any alphabet, and/or the numbers 1 
to 9) and click the V icon to validate if the bar code used is unique. If the bar 
code has already been used, you will be alerted to this fact and you can change 
the bar code entered. The light blue icon is meant to automatically give you the 
next valid bar code number that you can use. This is possible when the library 
has enabled a setup parameter that the system will automatically generate the 
bar code for items.

Once the details in the bottom panel are filled-in, click the 'OK' button. The 
row/item selected in the table will be successfully accessioned and you will be 
told of this. A print component will also open allowing you to intimate the user 
who requested the item. You may print the intimation immediately if you wish, or 
keep it for an end-of-day process

The above process may be repeated for all the items that need to be 
accessioned, one by one.

Finally the following buttons/icons appear after the OK button at the bottom most 
part of the screen:

• Help icon. Click this to see the online help. 
• Cancel. Click this to cancel the entire operation at any time. 
• Close. Click this to close the window and return you to the Opening 

screen. 

Delete accession number

When entering accession numbers manually, library staff may make transposition 
errors, e.g., instead of entering 98361 they may enter the accession number as 
98316. Other errors may also occur, e.g., one book's accession number is 
assigned to another and the error is noticed at a later date. In such a case, it may 
be necessary to delete the accession number of an item so that the right number 
could be assigned to it. The Delete accession number allows this.

When this menu option is clicked, the screen shown below appears.
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How to work with the Delete accession number screen

1. Select the library (if the library is part of a NewGenLib network) that wants 
to delete an accession number.

2. Enter the accession number to be deleted.

3. Click the Delete button. 

If the accession number has not participated in a circulation transaction and/or if 
the accession number has occurred in a payment that was already processed, 
the number will be deleted. If this is not the case, you will be alerted to the fact 
that the accession number cannot be deleted.
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Processing of payments of invoices

This function is invoked after items and invoices are received and the items are 
accessioned. Click the Process payments (invoices) menu option and you will 
see the following screen.

How to work with the Process payment screen

Right at the top of the screen is a text box labeled Invoice number followed by a 

green Go button. Click the Go button.

2. You will now see an embedded search window which allows you to search by: 
Order No, Invoice No, or Vendor. Select any one of the three radio buttons, If 
your choice is order no., or Invoice no. enter an order number or invoice number 
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and click the Go button in the embedded window. If your choice is vendor you 
can select a vendor in the drop 
down box and then click the Go button in the embedded window.

3. You will be returned to the main Process payments window with the details of 
the invoice such as Invoice number, date, Order no., order date, etc, and the 
Items in the invoice table populated, shown in the screen.  

4. Click a row in the table to select it and you will see in the table called Budget 
details information about the budget, amount charged, and balance available.

5. Now click the 'OK' button to commit the Process payment transaction to the 
database. You will be informed that the payment process has been successfully 
completed. The print component will also be invoked so that the payment can be 
passed, i.e., authorized. If you wish this can be printed immediately, or 
postponed to an end-of-day process.

Finally the following buttons/icons appear after the OK button at the bottom most 
part of the screen:

• Help icon. Click this to see the online help.  
• Cancel. Click this to cancel the entire operation at any time. 
• Close. Click this to close the window and return you to the Opening 

screen. 

Invoice payment details

Some libraries require to enter details of payments made against invoices 
received from vendors for the acquisition of items. In oder to do this, click this 
menu option and you will see the screen shown below.
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How to work with the Invoice payment details screen

1. Select the vendor from whom the invoice was received and for which 
payment details are to be recorded. 

2. Enter the invoice number in the text box.

3. Click the green Go button.

4. You will now see populated the details of the items supplied under the 
invoice entered. 

5. If this is the correct invoice, enter the payment details in the different text 
boxes and text areas.

6. Click the Ok button when all details have been entered. 
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Clams for unfulfilled orders

The Claims function enables library staff to produce the following types of 
outputs:

• Claim letters to vendors for un-supplied items between two selected order 
dates, Requester, title, vendor, or budget head 

• listings by Requester or Budget head. The idea of producing listings is to 
send these to approving authorities when items are long overdue and are 
not acquired in spite of best efforts so that such items can either be 
reordered or cancelled if their utility to the requesting department is no 
longer there.

Click the Claims menu option to see the screen shown below.
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How to work with the Claims for unsupplied items screen

1. The screen has two Radio buttons at the top as follows:

• Claims. Check this radio button, if you wish to produce claims to vendors. 
• Listings. Check this radio button if you wish to produce only listings. 

2. Following on, you will see another panel labeled 'Claims and Listings' 
containing the following Radio Buttons:

• Date. Check this radio button if you wish to select two order dates 
between which claims for unsupplied items are to be generated. As soon 
as you check the Date radio button, you will see two Calendar 
components (invoked by pressing the F2 key) labeled From and To. Click 
these to select the From and To dates and then click the green Go button 
next to the To Calendar component. 

• Vendor. Click this radio button if you wish to produce claims for a 
particular vendor. As soon as you check the Vendor radio button, you will 
see a drop down box labeled Vendor and the possibility for you to select a 
vendor from this. Select a vendor and click the green Go button. 

• Requester. Click this radio button if you wish to produce claims or listings 
for unsupplied items suggested by a particular Requester. As soon as you 
check the Requester radio button, you will see a text box labeled 
Requester Id for you to enter an Id and then click the green Go button. 

• Title. Click this radio button if you wish to produce claims for an 
unsupplied title. As soon as you check the Title radio button, you will see a 
text box labeled Title for you to enter a title and then click the green Go 
button. 

• Budget head. Click this radio button if you wish to produce claims or 
listings for unsupplied items ordered under a budget head. As soon as you 
check the Budget head radio button, you will see a drop down box labeled 
Budget head and the possibility for you to select a Budget head from this 
which you do and click the green Go button. 

3 If there are pending orders, between the selected dates, vendors, requesters, 
titles, or budget heads,  these will be populated in the table under the columns 
Order Number, Order Date, Vendor. A row selected in this table will 
populatethe next table under the columns Title/Author, Library, Ordered 
Copies, Copies Yet to be Received. 

4. You will see two buttons labeled Add and Remove just under the table with 
the columns Title/Author, Ordered Copies, Copies yet to be Received. Click 
any row in this table to select it and click the Add button to move the row or item 
to the last table on the screen. You may add as many items as required by using 
the Add button or at any time you may use the Remove button to remove an item 
from the last table.  

5. Once, you are happy with the final result, click the 'Generate' button to 
prepare the claim letters and/or listings. The Print component will be invoked and 
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if you wish, the printing of claims/listings can be done immediately or it can be 
postponed to be an end-of-day process.

Finally the following buttons/icons appear after the 'Generate' button at the 
bottom most part of the screen:

• Help icon. Click this to see the online help. 
• Cancel. Click this to cancel the entire operation at any time. 
• Close. Click this to close the window and return you to the Opening 

screen. 
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Chapter 3 Technical Processing and Database Development

Overview

This module has several features which are important for the user to understand 
in order to make effective use of the functionalities in processing various types of 
documentary materials (books, serials, theses, etc.) and newer forms such as 
CD-ROMs, Web pages, Audio and Video materials.

By technical processing is meant:
8. the creation of metadata records for information objects (books, serials, 

CD-ROM's etc.), 
9. the classification of materials using one or other standard scheme of 

classification such as the Dewey Decimal classification, 
10. the subject indexing of the materials using the Library of Congress Subject 

Headings (LCSH) or similar list of subject headings. By default 
NewGenLib uses the LCSH, and

11. the use of authority files to ensure that names of persons, institutions, 
geographic areas, uniform titles and so on are consistently entered

In addition to the above-mentioned tasks, technical processing  in a computer-
based system could include the attachment of digital content such as full text of 
the document , audio clip, image, etc. Similarly, it is possible to provide one or 
more links to web-based resources via URLs. The user who searches the online 
public access catalogue (OPAC) then has access not only to metadata but also 
to digital content as well as other related web resources. NewGenLib has these 
capabilities.

NewGenLib's technical processing module has the following capabilities:

All metadata (catalogue) records are MARC-21 compliant. In other words, 
records can be entered and viewed as MARC-21 formatted records 
irrespective of the cataloguing template used to enter data.  We recommend 
that the AACR-2R standard be followed for main entry and other entries, 
although in a computer-based system the difference between main entry and 
other entries is dimmed as all approaches to searching the catalogue are 
possible. 
It is possible to describe information objects  at three levels of detail: minimal, 
mid-level and at the full level permitted by the MARC-21 standard.  The 
templates are simple template for minimal level cataloguing of monographs, 
the general template which allows a mid-level of detail in description for all 
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types of materials, and the MARC-21 template which allows full MARC 
cataloguing. 
Copy cataloguing, i.e., downloading of catalogue record data from 
authoritative MARC-21 data sources such as the Library of Congress (LOC) 
is possible. This is achieved by connecting to the LOC catalog search page, 
http://catalog.loc.gov., searching for the record whose catalogue record is 
required and then saving the record as an ISO-2709 file which is then 
imported into one or other NewGenLib template.
A library could configure its own MARC-21 data sources and use these to 
import catalogue data. The only stipulation is that the source must allow the 
export of their MARC-21 catalogue records in the ISO-2709  format. This will 
allow any library that uses NewGenLib to download data from another 
NewGenLib library that has its OPAC on the web. 
All types of materials supported by MARC-21 are possible to be described. 
This includes newer forms such as web pages, audio files, projected media, 
computer files, etc. 
It is possible to create records for chapters in books, articles in serials, and 
conference papers. All such analytical entries are logically linked to the host 
item (monograph, serial, etc.). In other words, if several chapters of a book 
are required to be described, there will be only one metadata record for the 
monograph and this is linked to the metadata records of the different 
chapters.
Metadata records could have one or more digital attachments, e.g., full text of 
documents, images, etc., Such attachments become accessible via the 
OPAC.
The character encoding used internally by NewGenLib is Unicode and UTF-8. 
This allows data entry, storage and retrieval in non-Roman script languages. 
This is accomplished by using virtual keyboards for non-Roman script 
languages.
It is possible for libraries to create digital archives of their institution's 
contributions (e.g., faculty papers, theses, preprints of articles, chapters in 
books). The metadata of these records are possible to be harvested using the 
OAI-PMH protocol (Open Access Initiative for Metadata Harvesting). In 
NewGenLib all such records are integrated with the other metadata and 
become searchable via the OPAC. The digital content of these records are 
also accessible to OPAC users.
Similarly, it is possible for a library to harvest metadata from other OAI-PMH 
archives. Such harvested records become part of the NewGenLib database 
and therefore searchable via the OPAC.
Records specifically added to the open archive are also harvestable by other 
libraries and information centres using simple http commands. In other words 
a library using NewGenLib could act both as data provider as well as a 
service provider in the Opan Access movement.
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Options in the Module

The screen below shows the main menu options that are available in this 
module. Each of these menu options and sub-options, their purpose and how to 
accomplish technical processing related tasks using these functions are 
explained in detail in what follows.

Items ready for technical processing

Items acquired via the Acquisitions module and are ready for technical 
processing are accessed by clicking the menu option, Items ready for technical 
processing.  You will see the data entry screen shown below when you click this 
menu option.
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How to work with the items ready for technical processing screen

7. The screen shown above has with a table with the heading  'Items 
ready for Technical Processing'. Each row in this table represents 
an item that is ready for processing.

8. Click on any row and you will see in the bottom panel details of the 
item''s bar code/accession number assigned to the item and 
classification number and book number (if this happens to be a second 
or later copy of an existing item), physical/presentation form, and 
location where shelved. These data are selectable.

9. On the bottom of the screen, you will see a button, 'Technical 
Processing'. First select a row in the table and then click the Technical 
Processing button. This will first take you to the Search catalogue 
function to see if there is already a catalogue 
record for the title you are ready to process. If there are no matches, 
you will be told and then you click the 'Cancel' button in the Search 
catalogue page. This will then take you to the Primary Cataloguing 
module where you will be able to
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catalogue and classify the item in question. The embedded window 
shown above allows you to select the Material type being described. 
When you click Ok in this window, you will be asked to choose the 
cataloguing template (simple, general, or MARC-21) that you wish to 
use to catalogue the item. 
 

The above steps can be repeated as many times as needed, once for each item 
ready for technical processing.

Finally the following buttons/icons appear at the bottom most part of the screen:

9. Help icon. Click this to see the page you are viewing. 
10. Cancel. Click this to cancel the entire operation at any time. 
11. Close. Click this to close the window and return you to the Opening screen. 

Copy cataloguing or import of catalogue records

An important feature of NewGenLib's technical processing module is the 
possibility to import into one or other template, cataloguing data directly from a 
MARC-21 data source such as the LOC, National Agricultural Library, etc. In fact 
the library can configure one or more MARC data sources from where they plan 
to import catalogue records. The only requirement is that the source must export 
their MARC-21 data in ISO-2709 format.  

The copy cataloguing function is invoked by clicking the Import catalogue 
records menu option.  The screen shown below opens when this option is 
clicked. A drop down box shows all the data sources configured with one of these 
made as the default source.
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How to work with the import catalogue records screen

To import a catalogue record directly into one of the cataloguing templates 
(simple, general or MARC-21 proceed as follows:.

• Select the MARC-21 data source from the drop down box labeled MARC 
data source and click the Go button. This will take you to the search page 
of the data source on the web. For instance, if you chose LOC as the data 
source, you will be directed to the home page of the site, 
http://catalog.loc.gov.  Click the Basic search link to see the screen 
below.
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• You can see that many search options are possible to be used. Chose any 
of these.

• Enter the appropriate text in the Search text box for the item  you plan to 
catalogue and click the Begin search button or press the Enter key. 

• You will soon see a table of results. To see fuller details, click the 
hyperlinked title in the results display table. 

• You can now verify if indeed the item you wish to catalogue is the same as 
the one on display.

• If this is the case, scroll down the page and you will see the LOC catalog's 
Download dialog shown below.
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• Select the MARC-21/UTF-8 as the download format and click the Save 
button. 

• You will now see a long string of characters on your monitor. This is the 
MARC-21 catalogue record in ISO-2709 format. 

• Now hold down the Ctrl key and then press the A key on your keyboard. 
This will select the ISO-2709 record and you will see that the long string is 
highlighted.

• Now hold down the Ctrl key and then press the C key on your keyboard. 
This will copy the ISO-2709 record into the clipboard.

• Return to the NewGenLib import catalogue record screen and now click 
the Import button. This will import the record into the text area labeled 
ISO-2709 formatted MARC record. You will also see brief details of the 
imported record in the table labeled Records. You may also click the 
Paste icon and the data stored in the clipboard is copied to the text area.

• You are now ready to use the imported record in any one of the templates 
of NewGenLib.

• In the bottom of the screen the first button, View, when clicked will show 
you the imported record as a MARC-21 record. 

• Next to the View button is an icon for Edit. Click this and soon you will see 
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an embedded window asking you to choose a template in which to edit the 
imported record. The import screen and embedded window is shown 
below.

• You can see the imported ISO-2709 record and the Choose template 
dialogue. Select any one of the templates, Simple, General or MARC-21 
and click the OK button in the embedded window. 

• The Master details tab of the template chosen (simple or general) will now 
open. Click the Bibliographic details tab and you will see the details of the 
imported record are already populated in the different text boxes. An 
example record in the main entry tab of the General template is shown 
below.
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• The data in the various text boxes may be edited. For instance, you may 
want to add more subject terms to those already imported. Similarly, you 
may want to change the ISBN of the imported record with the one on 
hand.

• Many fields, e.g., Personal name, Corporate name, subjects are authority 
controlled fields. Click the green 'A' icon to be taken to the authority file 
where you can search and select the authorized heading for a name or 
subject.  More information about how to use the General template is given 
elsewhere in this manual.

• Once you have done the editing, click the Save button. The bibliographic 
record will first be saved. Soon after, you will be asked to enter holdings 
information, i.e., information about the bar code/accession number 
assigned to the item, the classification number, material type (e.g., you 
may be cataloguing a CD-ROM). 

• Once you enter holdings information and click the OK button in the 
Holdings window, the data is saved and you would have catalogued via 

81 8



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

import the item on hand. 

The above steps will have allowed you to directly import a record from a MARC 
data source. 

Importing saved ISO-2709 records

It is also possible to first connect to the data source via the Internet and 
download one or more MARC-21 records which you save to a folder on your hard 
disk. Later, you can disconnect from the Internet and then off line use the saved 
records for cataloguing.  To do this do all the steps from 1 to 9 described above. 
After each record is selected click the File menu in the ISO-2709 record page 
and then click Save as and select a folder and file name in which to store the 
ISO-2709 record. 

Now follow the step given below.

9. Click the first icon on the top left of the Import MARC records window. 
This is the Open file dialog. Select the folder and file name of the 
saved record on your hard disk and click Open. This will open the 
saved ISO-2709 record and populate the same in the text area and 
table as described in step 11 above. You then perform the steps from 
12 and onwards given above to achieve the same result.

Primary or original cataloguing

As a general rule, it is advisable to resort to copy cataloguing using an 
authoritative MARC-21 data source such as the LOC. This will require that the 
cataloguers PC is connected to the Internet either directly or via his institution. 
Copy cataloguing ensures that records in the library's database are complete, 
accurate and consistent (especially if the authority file of the data source is also 
used). However, some  items that the library wishes to catalogue may not be 
available in the database of the MARC data source. In such a case, the library 
will have to resort to primary or original cataloguing, i.e., entering the data directly 
into one or other NewGenLib template. In what follows how to do primary or 
original cataloguing using the Simple template and General template is 
described.
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Primary cataloguing with the Simple template

The Simple template is useful when a minimal level of cataloguing is resorted to. 
This template is mainly for the cataloguing of monographs and should not be 
used for other material types. Also, this template is used by cataloguers who are 
not trained in using MARC-21 cataloguing. However records created using the 
Simple template will still be stored as MARC-21 records. 

To use the simple template, click Tech. Processing in the main menu bar and 
place your cursor on the Primary cataloguing menu option. You will see three 
sub-options: Simple template, General template and MARC-21 template. Click 
Simple template. Soon you will be shown the Master details tab of the Simple 
template. This tab is common to all templates and is shown in the figure below.

For a mid-level of detail in cataloguing, use the General template and for full level 
MARC-21 cataloguing, i.e., to utilize the full range of MARC-21 tags, subfields, 
and indicators, use of the MARC-21 template is necessary.
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1. The Simple Template comprises three tabbed pages as follows: Master 
Details, Bibliographic Details, and Attachments (Digital content). 

2. The common Master Details tabbed page has the following elements:

• A check box labeled Union catalogue. Click this to ensure that the record 
being catalogued is added to the Union catalogue of the library network in 
the event the library is part of a library network. 

• A check box labeled Open archive. Click this to ensure that the record being 
catalogued is added to the open archive of the Institution's contributions. 
When records are added to the Institution's open archive, other Institutions 
will be able to harvest the metadata associated with such items using the 
OAI-PMH (Open Archives Initiative for Metadata Harvesting) protocol. It is 
customary for such records also to be associated with one or more digital 
objects such as full text. 

• A drop down box labeled Bibliographic level. By default the Level 
Monograph is already selected. Other bibliographic levels can be selected if 
needed, e.g., serial, monographic component part (to catalogue a chapter of 
a book), serial component part (to catalogue an article in a serial), etc. 

• A drop down box labeled Material type. By default the type Language 
material is already selected. Other types, e.g., Printed music, musical sound 
recording, projected medium (for videos, slides), computer file (for a HTML 
page) can be selected if needed. 

• Two Radio buttons with the question 'Is cataloguing being done for this 
library?' Yes   No. This is needed when a Master library does the 
cataloguing for a satellite library. 

• A drop down box labeled Satellite library. This box is disabled if there is no 
satellite library in the network. 

The Bibliographic details tab shows a single page (shown below) where data 
for the most  frequently used fields to describe monographs can be entered. (or 
displayed if data is imported). The text box labels are self-explanatory. Place the 
cursor on any field and press the F1 key to get context-sensitive help about how 
to enter data in that particular field. Please note that only one of: Personal 
name, Corporate name or Meeting name can be entered as a main entry 
element, and not more than one of these. On the right hand side you will see 
an icon for Authority file. Depending on which element (personal name, 
corporate name or meeting name) is selected, when the cataloguer clicks the 
Authority file icon, he/she an select a term from the authority file to be the main 
entry element instead of entering data. The use of the authority files to select 
main entry headings helps in maintaining consistency in headings and improves 
accuracy. Click the New icon to enter Subject topical terms. Here again, you can 
select subject terms from an Authority file. Similarly, you can either enter the 
name of the Series directly or select the series from an authority file.
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The Electronic location text field allows a cataloguer to enter details of an 
associated electronic location of the item being catalogued. For instance, if a 
conference document is being catalogued and it is known that the full text of the 
conference papers are available at a particular web site, the URL of this web site 
can be entered in this field. The Electronic location details of an imported MARC-
21 record are automatically populated in this field.

The Attachments (Digital content) tab opens a page (shown below) with a text 
area labeled 'Attachments' and two buttons labeled 'Browse and Attach' and 
'Remove'. By Attachments is meant digital content that is available locally and 
that which can be uploaded to the local server or web server under the control of 
the library. Click the 'Browse and Attach' button to search for digital content that 
you can attach to the catalogue record that you are currently creating. A file open 
dialog helps you to locate such content. Once you identify the item (image, full 
text of document, video or audio clip, html page) that you wish to attach, click 
'OK' in the Open Dialog to attach the digital object to the metadata record. More 
than one attachment can be made to a bibliographic record. If after attaching an 
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item, you wish to remove the attachment, select the item in the Attachments text 
area and then click the Remove button.

When you have entered/edited/imported data into the different tabbed pages as 
discussed in the foregoing paragraphs, you are ready to Save the record to the 
database. To do this click the 'Save' button at the bottom of the screen. Once 
you do this, the data entered is validated using the different Authority files. For 
instance, if a personal name has been entered and this name is not found in the 
Personal name authority file, you will be told that this is so and you will be asked 
if you wish to: 1. Create New name in the authority file, or 2. Select an existing 
name in the authority file or cancel the entry. In other words, the validation 
ensures that names of people, corporate bodies, meeting names, subject terms, 
series names, etc., are represented consistently across the database.

Once the bibliographic data is successfully saved to the database, you will be 
asked to enter Holdings data, i.e., information about accession numbers (or bar 
code numbers) assigned to copies, classification numbers, book numbers, call 
numbers and physical locations where these might be shelved (or filed). Holdings 
data is entered in a separate window which is displayed soon after the successful 
save operation. Some library's use more than one Accession Series, e.g., one 
series of numbers for books which are paid for and another for gifts received. 
Each of these series may have a different prefix, e.g., G for items received as 
gifts. In such a case, these books will have accession numbers such as G1, G2, 
G3, ..... G20090, G20091, and so on. Similarly Accession series may be based 
on type of materials. Serials items may have their own accession numbers 
starting with the prefix, S. When entering holdings data, it is possible to specify 
the Accession series and then also if you wish you could request the computer to 
allocate the next valid accession number in this series to the item being 
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catalogued.  At times, there may be several copies of an item that have to be 
entered as holdings. In such a case, the Holdings window has a button labeled 
'Barcode (range)'. Click this button to enter a range of accession numbers (in a 
chosen accession series). Then click the OK button. The range of barcodes will 
be generated and saved to the database. These barcodes will of course need to 
be transferred accurately to the items on hand.

At the bottom of the page there are three buttons: Library of Congress, Paste 
and a small red v. The Library of Congress button when clicked takes you to the 
Basic search page of the LOC where you can then search for and save the 
MARC-21 ISO-2709 formatted data to the clipboard for the record you are 
cataloguing. Once you do this, click the Paste button to paste the contents of the 
clipboard to the different fields of the General template. In other words, you can 
use the Library of Congress button for copy cataloguing. 

The red v button when clicked automatically searches the catalogue to see if the 
title being catalogued matches with other records that are already in the 
database. If there are such records, these are displayed. The idea is to alert the 
cataloguer to identical records that may already exist in the database so that the 
cataloguer may only add the holdings data rather than enter the bibliographic 
details, anew, as doing so will unnecessarily create a duplicate record for the 
same bibliographic item.

In addition to the Save and Library of Congress, Paste and the red v button 
the following buttons appear at the bottom of the screen:

7. Help icon. Click this to see the page you are viewing. 
8. Cancel. Click this to cancel the entire operation at any time. 
9. Close. Click this to close the window and return you to the Opening 

screen. 

Primary cataloguing with the General  template

The Simple template is useful when a middle-level of detail in cataloguing is 
resorted to.  Data for fields that are frequently used in various types of materials 
are possible to be entered in the General template. For the full MARC-21 
cataloguing, i.e., to utilize the full range of MARC-21 tags, subfields, and 
indicators, use of the MARC-21 template is necessary. The General  template is 
meant for cataloguers who are untrained in MARC cataloguing.  However 
records created using the General template will still be stored as MARC-21 
records. 

To use the General  template, click Tech. Processing in the main menu bar and 
place your cursor on the Primary cataloguing menu option. You will see three 
sub-options: Simple template, General template and MARC-21 template. Click 
General template. Soon you will be shown the Master details tab of the General 
template. This tab is common to all templates and is shown in the figure below.
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1. 1. The General Template comprises tabbed pages as follows: Master Details, 
Bibliographic Details, and Attachments (Digital content). 

2. The common Master Details tabbed page has the following elements:

• A check box labeled Union catalogue. Click this to ensure that the record 
being catalogued is added to the Union catalogue of the library network in 
the event the library is part of a library network. 

• A check box labeled Open archive. Click this to ensure that the record being 
catalogued is added to the open archive of the Institution's contributions. 
When records are added to the Institution's open archive, other Institutions 
will be able to harvest the metadata associated with such items using the 
OAI-PMH (Open Archives Initiative for Metadata Harvesting) protocol. It is 
customary for such records also to be associated with one or more digital 
objects such as full text. 

• A drop down box labeled Bibliographic level. By default the Level 
Monograph is already selected. Other bibliographic levels can be selected if 
needed, e.g., serial, monographic component part (to catalogue a chapter of 
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a book), serial component part (to catalogue an article in a serial), etc. 
• A drop down box labeled Material type. By default the type Language 

material is already selected. Other types, e.g., Printed music, musical sound 
recording, projected medium (for videos, slides), computer file (for a HTML 
page) can be selected if needed. 

• Two Radio buttons with the question 'Is cataloguing being done for this 
library?' Yes   No. This is needed when a Master library does the 
cataloguing for a satellite library. 

• A drop down box labeled Satellite library. This box is disabled if there is no 
satellite library in the network. 

4. The Bibliographic details tab has seven lower level tabbed pages as follows: 
Main entry, Added entry, Subject headings, Notes, Series, Keyword 
generation, e-location, Series added entry, Host/Related entries and Fixed 
fields. The Main entry tabbed page is already open by default. How to enter data 
in the text boxes in each of these lower level tabbed pages is explained in the 
paragraphs given below. 

The Main entry tabbed page (shown below) has three panels, one for Names, 
second for Titles, and a third for Physical description.
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The Names panel has three tabs: Personal name, Corporate name and 
Meeting name. Each of these tabs has text fields for entry of data (or display of 
imported data). The text box labels are self-explanatory in each of these name 
panels. Place the cursor on any field and press the F1 key to get context-
sensitive help about how to enter data in that particular field. Please note that 
only one of: Personal name, Corporate name or Meeting name can be 
entered as a main entry element, and not more than one of these. In the 
Names panel, on the right hand side you will see an icon for Authority file. 
Depending on which tabbed page is open (personal name, corporate name or 
meeting name), when the cataloguer clicks the Authority file icon, he/she an 
select a term from the authority file to be the main entry element instead of 
entering data. The use of the authority files to select main entry headings helps in 
maintaining consistency in headings and improves accuracy.

6. The Titles panel of the Main entry tab has three tabs: Title statement, Parallel 
title and Uniform title. Each of these tabs has text fields for entry of data (or 
display of imported data). The text box labels are self-explanatory in each of 
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these title panels. Place the cursor on any field and press the F1 key to get 
context-sensitive help about how to enter data in that particular field.

7. The Physical description panel of the Main entry tab has four tabs: Physical 
description, Edition, Imprint and ISBN. The text box labels are self-
explanatory in each of these fields. Place the cursor on any field and press the 
F1 key to get context-sensitive help about how to enter data in that particular 
field.

8. The Added entry page (shown below) has 3 lower level tabbed pages: for 
Personal name, Corporate name and Meeting name.
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The lower level tabbed pages of the Added entry tabbed page are meant 
to enter the names (personal, corporate or meeting respectively) of 
elements which are not considered to be the main entry elements, i.e., 
those which are not primarily responsible for the content of the item being 
catalogued. For instance if a book has two authors, the first author will be 
entered as the main entry element while the second author will be entered 
as an added entry element. The Added Entry page also has on the right 
hand side, three vertically placed icons, one for New, next for the 
Authority file and the last for Delete. It is possible for the cataloguer to 
click the New icon to see an embedded window in which he/she can enter 
a new person, corporate name or meeting name as an added entry. 
Similarly, the cataloguer can click the Authority file icon to open the 
Personal name authority file, or Corporate name authority file or Meeting 
name authority file. Once the authority file is opened, he/she an select a 
term from the authority file to be the added entry. The use of the authority 
files to select added entry headings helps in maintaining consistency in 
headings and improves accuracy. Lastly, if at any time, you wish to delete 
an already selected added entry heading, simply select the heading and 
click the Delete icon.

9. The Subjects page (shown below with the authority file search) has 7 lower 
level tabbed pages: Topical term, Geographic name, Form genre, Personal 
name, Corporate name, Meeting name, Uniform title and. These lower level 
pages are meant to enter topical terms (or subject headings), Personal names 
(as subjects), Corporate names (as subjects), Meeting names (as subjects), titles 
(as subjects), or geographic names (as subjects). Each of these pages has on 
the right hand side, three vertically placed icons, one for New, next for the 
Authority file and the last for Delete. The New icon when clicked shows an 
embedded window in which he/she can enter a new topical term or other subject 
heading. Similarly, the cataloguer can click the Authority file icon to open the 
Subject heading authority file, or Personal name subject heading authority file or 
Corporate name subject heading authority file or Meeting name subject heading 
authority file, etc.. Once the appropriate authority file is opened, he/she can 
select a term from the authority file to be the subject heading. The use of the 
authority files to select subject headings helps in maintaining consistency in 
headings and improves accuracy. Lastly, if at any time, you wish to delete an 
already selected subject heading, simply select the heading and click the Delete 
icon.
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10. The Notes page (shown below) has six lower level tabbed pages for the 
following kinds of notes: Bibliographic (notes), Language (notes), System 
detail (notes), Additional physical form available (notes), General (notes) 
and Summary.  Each of these pages can have a text giving specific details. For 
instance in the Bibliographic notes page, it is possible to specify if the item being 
catalogued has a bibliography within it and if so how many entries are there and 
the scope of the bibliography, etc. Similarly, in the System details notes page, it 
is possible to specify the kind of system required for a computer resource (e.g., a 
digital music recording or a computer program on a CD). If the item being 
catalogued is imported from a source such as the LOC, data in the notes field is 
automatically also imported. However, in spite of this, the cataloguer can enter a 
new set of notes if so desired.
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11. The Series page (shown below)  has on the right hand side, three vertically 
placed icons, one for New, next for the Authority file and the last for Delete. It is 
possible for the cataloguer to click the New icon to see an embedded window 
which has a Table with the Title, Number of part/section of work, Volume number 
and ISSN as columns of the table. The name of a Series, Number of part/section 
of work, Volume number and ISSN can be entered. Similarly, the cataloguer can 
click the Authority file icon to open the Series names authority file. Once the 
authority file is opened, the cataloguer can select a Series title from the authority 
file to be the entry. The use of the authority files to select entries helps in 
maintaining consistency and improves accuracy.

It is also possible to connect to the LOC Authorities database  to search for the 
series (uniform title) heading and choose an authorized heading for the series. 
To do this click the LOC (Authorities) button on the top left of the embedded 
window. This will take you to the LOC's Authorities database, where you can 
search for series (uniform title) headings, save the authorized heading as a 
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MARC-21 ISO-2709 record and clcik the paste icon to copy the record to the 
local authority file. 

Lastly, if at any time, you wish to delete an already selected series title, simply 

select the entry and click the Delete icon.

12. The Keyword generation page (shown below) has two panels: the top panel 
is for Stop words. This panel has a text box labeled stop word where you can 
enter a stop word (i.e., a word that you do not wish to be a searchable keyword). 
There are two buttons labeled Add and Remove next to the text box followed by 
a text area called Stop words. If you wish to add a stop word, enter a word in the 
text box and click the Add button. The word is then added to the text area. 
Similarly, if you wish to delete a stop word, select the word in the text area and 
then click the Remove button. The bottom panel of the page is for Keywords. 
This panel has This panel has a text box labeled keyword where you can enter a 
keyword (i.e., a word that you wish to be searchable word). There are three 
buttons labeled Add, Remove and Remove (set as stopword) next to the text 
box followed by a text area called Keywords. If you wish to add a keyword, enter 
a word in the text box and click the Add button. The word is then added to the 
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text area. Similarly, if you wish to delete a keyword, select the keyword in the text 
area labeled keywords and then click the Remove button. Finally, if you wish to 
Remove a keyword and add it to the list of stop words, select it in the text area 
and click the Remove (set as stop word) button. At the bottom of the text area 
called Keywords is a button labeled 'Auto-Generate'. This button is meant to 
automatically generate keywords from selected fields of the bibliographic record 
(the title, series, bibliographic notes and summary) of the record. When 
generating the keywords, the stop words are automatically eliminated. If this 
option is used, records become searchable by keywords in addition to other 
terms such as personal names, titles, title words, topical subject terms, etc. 
Please remember that by keywords in NewGenLib we mean single words and 
not phrases or strings of words.

13. The Electronic location page (shown below) is meant to be used when the 
catalogue record being entered is associated with a URL, e.g., when the full text 
of the item being catalogued is available at a web site or when the abstracts of 
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papers presented at a conference is available on the Internet. The page has two 
icons placed vertically on the right. To enter a URL that is associated with the 
catalogue record being createf, click the New icon. This will open an embedded 
window with two columns viz., Uniform Resource Locator URL) and Electronic 
Format Type. A cataloguer can enter details of an associated electronic location 
of the item being catalogued. For instance, if a conference document is being 
catalogued and it is known that the full text of the conference papers are 
available at a particular web site, the URL of this web site can be entered in this 
field. The Electronic location details of an imported MARC-21 record are 
automatically populated in this field.

The Attachments (Digital content) tab opens a page with a text area 
labeled 'Attachments' and two buttons labeled 'Browse and Attach' and 
'Remove'. By Attachments is meant digital content that is available locally 
and that which can be uploaded to the local server or web server under 
the control of the library. Click the 'Browse and Attach' button to search for 
digital content that you can attach to the catalogue record that you are 
currently creating. A file open dialog helps you to locate such content. 
Once you identify the item (image, full text of document, video or audio 
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clip, html page) that you wish to attach, click 'OK' in the Open Dialog to 
attach the digital object to the metadata record. More than one attachment 
can be made to a bibliographic record. If after attaching an item, you wish 
to remove the attachment, select the item in the Attachments text area 
and then click the Remove button.

15. The Series Added Entry tab which follows the  Attachments tab is shown in 
the figure below. This is to enter data related to the series title entry associated 
with the record being catalogued. As shown in the figure below, the page has 
four lower level tabs for Personal name, Corporate name, Meeting name and 
Uniform title. An entry in one or more of these tabs is made by first selecting the 
tab and then clicking the New icon. This opens a window similar to the subject 
topical term entry window where you can either enter a new personal name, 
corporate name, meeting name or uniform title or search the LOC to see if there 
is an authorized heading for the names or uniform titles that you wish to enter as 
Series Added entry.
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16. The Host/Related entry tab (shown below) comes into play when you are 
cataloguing a chapter in a monograph or an article in a serial. It is possible in 
NewGenLib to describe one or more chapters in monographs or one or more 
articles in a serial issue. However, in the NewGenLib database, only one record 
is created for the Host item (i.e., monograph or serial) although there may be 
several chapters or articles that are required to be catalogued. The record for 
each chapter or article is shown as being related to a Host item (i.e., a 
monograph or serial )and this is entered in the Host/Related tab or page. In the 
example shown below an article is being described in the journal Cataloguing 
and Classification Quarterly. To catalogue an article, follow the steps given 
below.

9. The serial, viz., Cataloguing and Classification Quarterly is first described 
as a Serial and all requisite data pertaining to the serial is entered in the 
Main entry tab and other tabs, e.g., subjects. The Serial record is then 
saved. 
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10.Next when you wish to enter the details of an article in the serial already 
catalogued, a new catalogue record is created for the article.  The 
personal name associated with the article and the title of the article is 
entered in the Main entry and other tabs.

11.Now click the Host/Related entry tab.

12.Click the New icon. This will open an embedded window shown below.

13.Click the Search Catalogue button to be taken to the Search catalogue 
ecreeen where you will locate the record for Cataloguing and 
Classification Quarterly. 

14. In the Search results window, select the record for Cataloguing and 
Classification Quartertly and click the OK button.

15.The data for the Host item, viz., Cataloguing and Classification Quarterly 
will now be populated in the embedded window.

16. In the embedded window, select the Nature of relation drop down box. 
You will see the following options:  Main series entry, Subseries entry, 
Original language entry, translation entry, Supplement/Special issue 
entry, Supplement Parent entry, Host item entry, Constituent unit 
entry, Other edition entry, Additional physical form entry, Issued with 
entry, Preceding entry, Succeeding entry, Data source entry, 
Nonspecific relationship entry. 

17.We are now cataloguing a serial article and the nature of the relation 
(between the article and the record, viz., the serial Cataloguing and 
Classification Quarterly) is that of a Host item. Click Host item  in the drop 
down box.

18.Enter other details including the relation information, which in this case is 
the volume, issue, year of publication and pages in which the article 
appears. 

19.Click OK in the embedded window. 

20.The record for the article is saved and this record will be linked to the Host 
item record, viz., the Serial title, volume, issue, year. How the serial article 
entered appears in the OPAC is shown in the figure following the Host 
item entry tab figure.

21.You may enter information about as many serial articles from the serial 
issue as you like, and each of them will be related to the Serial catalogue 
record via the Host item entry. Similar will be the case for chapters in 
monographs. 

22. Depending on the need, the Host/related entry tab may be used to 
describe other relationships, e.g., you may want to show the relationship 
between a record for a monograph in English with another record for the 
same record in another language into which it is translated by selecting 
Translation entry  as the nature of relation. 

100 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

101 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

16. The last tabbed page in the General template is the Fixed fields tabbed 
page (shown below). This  has two lower level tabbed pages, one for data in the 
MARC tag 008 (fixed length data elements - general information) and another for 
data in the MARC tag 007 (physical description fixed field - general information). 
The data in these fields are automatically populated during import of cataloguing 
records from the Library of Congress (LOC) or similar MARC-21 data source. 
Each of these tabbed pages has many drop down boxes and text boxes whose 
meaning is self-evident and cataloguers can select data in one or more these 
elements as appropriate to the record being catalogued. If no data is entered in 
these elements, the default values will be taken (in most cases it will be a null 
value shown as 'no attempt to code'). Once data in the tab for tag 008 is 
entered/selected, you can click the View button to see the data as it will appear in 
the MARC-21 record. Similarly, the tabbed page for tag 007 has drop down 
boxes whose meaning is self-evident and cataloguers can select data in one or 
more these elements as appropriate to the record being catalogued. 
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17. When you have entered/edited/imported data into the different tabbed pages 
as discussed in the foregoing paragraphs, you are ready to Save the record to 
the database. To do this click the 'Save' button at the bottom of the screen. Once 
you do this, the data entered is validated using the different Authority files. For 
instance, if a personal name has been entered and this name is not found in the 
Personal name authority file, you will be told that this is so and you will be asked 
if you wish to: 1. Create New name in the authority file, or 2. Select an existing 
name in the authority file or cancel the entry. In other words, the validation 
ensures that names of people, corporate bodies, meeting names, subject terms, 
series names, etc., are represented consistently across the database.

18. Once the bibliographic data is successfully saved to the database, you will be 
asked to enter Holdings data, i.e., information about accession numbers (or bar 
code numbers) assigned to copies, classification numbers, book numbers, call 
numbers and physical locations where these might be shelved (or filed). Holdings 
data is entered in a separate window which is displayed soon after the 
successful save operation (please see image below). To enter one or more bar 
codes for the item being catalogued, click the New bar code button. A new 
window opens (see figure below) within the Holdings screen. Here you enter the 
details of the item's accession number and bar code, classification number, book 
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number. You can also select the location (a settable parameter) where the item 
will be shelved. You can also select the Accession Series in which the item is 
accessioned.  Some library's use more than one Accession Series, e.g., one 
series of numbers for books which are paid for and another for gifts received. 
Each of these series may have a different prefix, e.g., G for items received as 
gifts. In such a case, these books will have accession numbers such as G1, G2, 
G3, ..... G20090, G20091, and so on. Similarly Accession series may be based 
on type of materials. Serials items may have their own accession numbers 
starting with the prefix, S. When entering holdings data, it is possible to specify 
the Accession series and then also if you wish you could request the computer to 
allocate the next valid accession number in this series to the item being 
catalogued.  At times, there may be several copies of an item that have to be 
entered as holdings. In such a case, the Holdings window has a button labeled 
'Barcode (range)'. Click this button to enter a range of accession numbers (in a 
chosen accession series). Then click the OK button. The range of barcodes will 
be generated and saved to the database. These barcodes will of course need to 
be transferred accurately to the items on hand.
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19. At the bottom of the page there are three buttons: Library of Congress, 
Paste and a small red v. The Library of Congress button when clicked takes you 
to the Basic search page of the LOC where you can then search for and save the 
MARC-21 ISO-2709 formatted data to the clipboard for the record you are 
cataloguing. Once you do this, click the Paste button to paste the contents of the 
clipboard to the different fields of the General template. In other words, you can 
use the Library of Congress button for copy cataloguing. The red v button when 
clicked automatically searches the catalogue to see if the title being catalogued 
matches with other records that are already in the database. If there are such 
records, these are displayed. The idea is to alert the cataloguer to identical 
records that may already exist in the database so that the cataloguer may only 
add the holdings data rather than enter the bibliographic details, anew, as doing 
so will unnecessarily create a duplicate record for the same bibliographic item.

In addition to the Save and Library of Congress, Paste and the red V button 
the following buttons appear at the bottom of the screen:

• Help icon. Click this to see the Help page. 
• Cancel. Click this to cancel the entire operation at any time. 
• Close. Click this to close the window and return you to the Opening 

screen. 

Modify Catalogue Records

At times it becomes necessary for cataloguers to modify (edit, correct, delete) 
records created or imported during an earlier session. The Modify Catalogue 
records option allows this. Click Tech. Processing menu option in the main menu 
and place your cursor at the option Modify catalogue records. You will see a sub-
menu with options to select one of the three templates (Simple, General, or 
MARC-21) you can use to modify catalogue records. Choose any of these. You 
will see the common Master details screen shown below.
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To modify a record using the General template do as follows:

• It is necessary to first identify the catalogue record which needs to be 
modified. To do this click the Find catalogue record button. This will take 
you to the Search catalogue function. (See the section under the Search 
catalogue function in this section of the manual for more details)

• Enter search terms (personal name, title, title words, barcode, etc.,) and 
click the Search button to retrieve the needed records. Once you have 
found the record shown in the Search results page, select the record by 
clicking the check box shown in the row for the record and click the OK 
button in the Search results page. This will return you to the Master details 
screen shown above with the data of the record to be modified populated 
in the Bibliographic details and other tabs.

• You may now edit one or more of the text boxes in any of the tabbed 
pages. The Edit operation is similar to the data entry function that we 
discussed under the Primary cataloguing > General template option. All 

106 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

the facilities, including access to the different authority files is available 
during the edit operation. 

• Once all the needed editing is done, click the Save button. The Enter 
holdings window opens and the holdings data could also be modified if 
necessary, e.g., you may wish to change the location where the item is 
shelved. To edit the Holdings data, click the appropriate row in the table 
showing holdings and click the Edit button. Fields comprising the holdings 
data are shown in an embedded window and may be edited.  

• Click the Close button in the Holdings window to complete the modify 
catalogue record function.

To delete a catalogue record do as follows.

9. Find the catalogue record to be deleted as described above.

10. In the Search results page, click the Delete icon.

11. You will now see an embedded window shown below. The window asks 
you to specify if you wish to Delete the record or if you wish to Delete and 
replace the record. 

12. Click the Delete button. The Delete operation will succeed only if there are 
no live or closed  circulation transactions (i.e., issues, returns) for the 
record that is being deleted. If there are live or closed transactions for the 
record asked to be deleted, you will be told about this and asked if you 
would like to go ahead with the delete operation. If you confirm the delete 
operation, the record will be logically deleted, i.e., when it is searched for, 
the search results will show the status as Deleted. Obviously such records 
will not figure in any future transactions.
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Deleting a record and adding its holdings to an equivalent record

Deleting one record and adding its holding data to another record applies to 
situations when two or more records are created for the same bibliographic 
entity. For instance, a second copy of a monograph which was already 
catalogued (i.e., a record for the item already exists for it in the catalogue 
database) is catalogued again as though it is a new item. In such a situation, the 
same monograph (logical entity) will have two physical records. This is to be 
avoided. In other words, there should be just one record for each logical 
bibliographic entity. If there are several copies (physical entities), there could be 
two or more holdings records. 

If there are two or more records for the same identical monograph or other item, 
it is recommended that one of these records is deleted and the holdings of that 
record be added to an equivalent record. 

To delete one record and add its holdings data to another do as follows.

13.Find the catalogue record to be deleted as described above.
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14. In the Search results page, click the Delete icon.

15. You will now see the embedded window shown above. The window asks 
you to specify if you wish to Delete the record or if you wish to Delete and 
replace the record.  Click the Delete and replace button.

16.You will be asked to select the record that you wish to delete but replace 
(add) its holdings to another equivalent record. Select the record and click 
OK in the Search results page. 

17.You will now be taken to the Search catalogue page where you will need 
to find the record to which you will need to add the holdings of the record 
that was deleted in step 8. Once you find the record, select it and click the 
OK button in the Search results page.

18.You will be told that the task was successful. The holdings data of the 
deleted record is added to the second logically equivalent record.

Cataloguing a second or later edition of a book already held by the 
library

Libraries often need to catalogue second or later editions of a monograph that is 
already part of the library's collection. As a rule, second or later editions of 
monographs are treated as new items and a new catalogue record is created for 
such items. However, cataloguers would like to import data from the previous 
edition so that they need not re-enter data. To do this follow the steps given 
below.

10.Under Tech. Processing > Primary catalogung, choose any of the three 
templates: Simple, General, or MARC-21. Choose the Bibliographic level 
and Material type in the common Master details tab.

11. In the Bibliographic details tab enter the title of the monograph whose 
second or later edition is to be catalogued. 

12. Click the red V button (or press the <Alt> key and the <V> key 
simultaneously) in the Bibliographic details tab.  This will do a search of 
the catalogue database and display one or more records that satisfy the 
search criteria. Select the record for the earlier edition and click the OK 
button in the Search results page. 

13.You will now be returned to the Bibliographic details tab with the data from 
the earlier edition populated in the various text boxes. 

14.You may now edit the data, add new data and change required fields 
relevant to the later edition that you are cataloguing.

15.Finally click the Save button to save the data for the second or later 
edition to the database. As usual, you will be asked to enter the Holdings 
data for the second or later edition and then save the holdings.
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Search catalogue functionality

The next important option under the Tech. Processing module is the Search 
catalogue function. This is the librarian's search interface and complements the 
search functionality that is available in the online public access catalogue 
(OPAC).  

To search the catalogue database (and in the process also search one or more 
authority files) click the Search catalogue option under the Tech. Processing 
main menu. You will see the screen shown below.

There are three tabs on the screen shown above: Search query, Search results 
and View. The Search query page is open (as shown above) by default. 
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To search for records, do as follows.

● There are several fields which are searchable and all these are shown in 
the drop down box labeled As (see figure above). Select any one of the 
searchable fields in the drop down box. Depending on the field selected, 
the authority file icon,  the A icon next to the As drop down is enabled. 

● Enter the search text in the text box labeled Search. If the authority file 
icon is enabled, you may click the icon to be taken to the an embedded 
window where you could search for a term in the authority file. For 
instance, if you want to search for all books by Peter Drucker, but do not 
know or remember the initials of Drucker when your search is by Personal 
name, you can click the authority file icon and then enter Dru in the search 
text box and click the Search icon. This will show you all the names 
beginning with Dru. You can then select the right one and click OK in the 
embedded authority file search. The term (or name) selected will be 
entered in the Search text box. 

● To the right of the Search text box there is another drop down box with the 
options: As a phrase, Any of these, and All of these. By default the As a 
phrase option is preselected. The As a phrase option will retrieve only 
those records in which the terms entered in the Search text box are 
present in that identical order. For instance, if you choose say Title words 
as the search key and you entered the term economic development in the 
Search text box, only those records which have the term economic with 
the term development next to each other (i.e., as a phrase) will be 
retrieved. If you choose the Any of these option, records having one or 
other or both the terms of those entered will be retrieved. The All of these 
option will retrieve records where all the terms entered are present in the 
record but not necessarily as a phrase. 

● Below the Search text box there are three radio buttons, one each for the 
Boolean operators, And, Or and Not . Below the radio buttons, is another 
pair of As drop down box and Search text box. It is possible to select 
another search field in the second As drop down and enter (or select via 
the authority file) a second search term. The two search terms can be 
combined using one or other Boolean operators selected by clicking the 
appropriate radio button. For instance, you may like to search for records 
having the words computer applications in the title and also the term 
children in titles. This you can accomplish by entering the term computer 
application in the first Search text box, selecting the And radio button and 
entering the term children in the second Search text box. 

● There is a check box labeled Set search limits. This opens the Search 
limits tab of search query window. Click this to apply one or more search 
limits (see explanation below).
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● There is also a spin box labeled Records per page with the number 25 
already entered. This figure represents the number of records that will be 
displayed on one page of the Search results. The spin box may be clicked 
to increase or decrease this figure.

● The Search query window shown above has a second panel in the bottom 
half of the screen with two tabs: Customize and Search limits. The 
Customize tab (also shown above) has check boxes for different fields. 
You can select (or deselect) one or more of these to customize the display 
of search results.   

● The Search limits tab which opens when the Set search limits check box is 
clicked is shown below.

● It is possible to limit a search by one or more the following fields. Limiting 
a search is optional and you may not need to use it always. 

● A specific year of publication. To do this enter the year in the text 
box labeled Year of publication. 
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● By those published before or after a Year. To do this enter the 
year in the text box labeled Year of publication and click the radio 
button for < if you want to retrieve records published before the 
entered year or click the radio button for > if you want to retrieve 
records published after the entered year. 

● By those published between two years. To do this first click the 
radio button for Range. The second text box next to the label 
Range becomes enabled. Enter the first year (lower end of the 
range) in the text box labeled Year of publication and the second 
year (higher end of the range) in the text box next to the label 
Range.  

● Language. Click the language to which you wish records to be 
restricted to.

● Bibliographic level (e.g., you may want to retrieve only articles in 
serials. To do this click the Serial component part under the 
Bibliographic level

● Material type. (e.g., you might want to retrieve only theses. To do 
this select Theses in the Material type options drop down shown 
above.

● Library. (e.g., you might want to restrict the search to the holdings 
of a particular library in a NewGenLib network. To do this click the 
name of the library in the Library drop down.

● Open archives. Click this check box if you wish your results to be 
restricted to records marked for the open archives.

● Finally to execute the search, click the Search button. You will soon see 
the Search results page shown below.
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Only brief details are shown in the search results page. Click the View details 
button to see different views of the retrieved record in the Views tab of the 
Search page. This is shown below.
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The Text format (Full) display is shown above. Other views are possible to be 
seen by clicking the tabs for these.  The view may be saved by clicking the Save 
button. The save file dialog appears in which you can enter a file name into which 
the view is saved.

Updating holdings of records
     

When a second or later copy of a monograph is added, it is not necessary to 
create a new record. The holdings data (barcode, location, etc.,) of the new item 
is added to that of an existing record. To do this do as follows.

● Search and retrieve the record whose holding is required to be updated.

● Select the record in the Search results page by checking the check box for 
the row.

● Click the Update holdings button. 
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● The Holdings screen opens. 

● Click the New barcode button. This opens the data entry screen for the 
new holdings data. Enter the barcode for the new item (copy) and validate 
it. The classification and book numbers will already be populated in the 
text boxes for these since we are adding holdings to an existing item. 
Choose the location where you wish to place the new copy and click the 
Close button. This will save the record with the added holdings data.

116 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

Chapter 4 Circulation Module

Overview

The Circulation Control module in NewGenLib has all the commonly used 
functions in this area of library work that most libraries, big and small provide. In 
addition, the module has many built-in controls and settable parameters to 
enable a library to ensure that library patron's are provided equitable access to 
the collections and that the library has reports that will enable it to take 
meaningful decisions about collection building, maintenance, weeding and use of 
its collection. Support for the Radio Frequency ID (RFID) protocol is also 
available with NewGenLib, but is provided specifically on payment to those 
libraries that need this. The rest of this chapter covers the basic circulation 
module's features.

The figure shown below shows the menu options that are available in this 
module.

Each of these options and how to accomplish various circulation-related tasks 
are explained in what follows.
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Check-out or issue of items

The check-out function is a basic one in any circulation control module and is
to ensure that items held by the library are securely and accurately checked out 
or issued out
to library patrons. The check-out ensures that the patron's privileges in respect of 
different types of library materials are respected, e.g., that he is entitled to borrow 
the material he/she has brought to the circulation desk; that the borrowers loan 
limits are not over drawn, etc. To invoke the Check-out function, click the 
Circulation main menu option and then click the Check-out (issue) menu option. 
This will bring up the screen shown below.

There are three tabs in the screen that opens when the Check-out option is 
invoked. By default the 'Patron' tab is selected. The other two tabs: ILL 
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Requesting Library and ILL Requesting Patron may be selected if needed by 
clicking these tabs.

The steps in the check-out transaction are given below.

12. There are three tabs in the screen that opens when the Check-out option 
is invoked. By default the 'Patron' tab is selected. The other two tabs: ILL 
Requesting Library and ILL Requesting Patron may be selected if 
needed by clicking these tabs.

13. The Patron's ID card (which is presumed to be having a bar code of the 
patron's ID) is first scanned/read by a bar code reader. No sooner this is 
done, details of the patron get populated in the text boxes for Department 
and Patron name and if the patron's photograph has been stored in the 
database, a picture of the patron will be seen at the right hand corner of 
the screen. In case the library does not have a bar code reader, the patron 
id can be entered via the key board but this is error-prone and so care has 
to be taken in entering patron Ids by hand. 

14. Place the cursor in the text box labeled Barcode and scan/read the bar 
code of the item to be checked-out. If you do not have a bar code reader, 
enter the item bar code by hand but take care to enter it accurately. Once 
the item bar code is entered or read, details of the item are retrieved from 
the library's catalogue database and this is populated in the table shown in 
the screen. 

15.Step number 3 may be repeated as many times as necessary for a patron, 
e.g., if a patron wishes to borrow 4 books, step 3 is repeated 4 times. 
However, whenever, a new Barcode is scanned for check-out and the 
patron exceeds his/her loan limit, the circulation staff is alerted to this and 
the issue transaction for this user for the item last scanned will not take 
place. The patron can then decide if he/she wishes to cancel one or other 
item in his list to accommodate the issue of the last item.

16.To delete an item that was ready for check-out, select that item by clicking 
the row for that item in the table and then click the Delete icon.

Once all items for a particular patron are scanned, all these can be 
checked-out by clicking the button labeled 'Check out' at the bottom of the 
screen.

17.You will now see a Task successful message. Click OK in this.

18.A new window opens showing you the text of the check-out slip. This may 
be immediately printed either as a plain text file or as an openOffice 
document
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Check-in or return of items

The check-in function enables the library to accurately record the return of items 
previously loaned to patrons. The function discharges the patron of the loan of 
the item but maintains useful statistics that is later possible to be analyzed in 
making decisions concerning acquisitions, weeding out of stock, loss of books, 
etc. Importantly, the check-in function does not need the patron to be present, 
only the item is required.

When you click the Check-in menu option you will see the screen shown below.

As can be seen in the figure shown, it contains a text box labeled Item barcode. 
Place your cursor in this text box and scan/read the item bar code being 
returned. You will soon see details of the item are populated in the text boxes for 
Title, Author, Publisher, Volume, etc., in the lower half of the screen. You will also 
see the Patron name, Checked out date, Due date, Over due if any, Over due 
paid. Next to the text box Over due is an icon for over-riding overdue payments. 
Only authorized library staff members are allowed to override overdue charges.
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10. Once, the details are verified, click the 'OK' button to commit the 
check-in transaction. You will be be informed of the successful check-
in. A check-in slip will be printed (or emailed) to the patron depending 
on how you have set up the parameter. If several books are checked-in 
by the same patron, after all books are checked-in click the button 
labeled 'Print consolidated check-in slip' to get a single check-in slip 
for all books checked-in by a patron.

Reservations functionality

The Reservations function is especially important in academic environments. 
NewGenLib provides many features that allow a library to administer reservations 
made by patrons. Patrons can place reservations from the OPAC. However, it is 
also possible for circulation staff to place reservations on behalf of patrons. Click 
Circulation in the main menu and then place your cursor on the Reservations 
menu option. You will see the sub-options shown in the figure below.

Place reservations

121 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

When library staff are called upon to place reservations on behalf of patrons, this 
is done by clicking the Place reservations menu sub-option. The screen shown 
below then opens.

To place reservations on behalf of a user, do as follows:

• Scan or enter the ID of the patron on whose behalf you wish to place reservation for an 
item.

• Now click the Search catalogue button to begin a search for the item to be reserved. 
Once this is retrieved, click the OK button in the Search results display screen. The details 
of the item is then populated in the Place reservation window as shown above.

• Click the OK button. This validates the patron's privileges and if the item can indeed be 
borrowed by the patron. This validation is based on the settings for the patron category in 
the circulation privilege matrix.

• If more than one patron reserves the same title, a reservations queue is formed and the 
user is sent an email and/or instant message about his reservations and the queue 
number of his reservation.

Update reservation queue

At times, it becomes necessary for library staff to be able to modify the 
reservation queue for an item  because one patron who is lower down in the 
queue may need the book more urgently than those who are higher up in the 
queue. For instance, in an academic institution, a teacher may need a title 
urgently for a course he is teaching. He may have placed a reservation for the 
title but finds that he is fourth or fifth in the queue. He could then request library 
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staff to push his queue position up so that he receives the title in advance of 
others. In such a situation, the library staff can use the Update reservation queue 
option.

To update the reservation queue for a title, do as follows.

10. Click the Update reservation queue menu option. A screen opens 
where you first enter the patron ID whose reservation queue position 
needs to be updated (i.e., pushed up). 

11. Next click the View reservations button and you will see the 
reservations made by the patron and his queue position as shown in 
the figure below.

12. Click the New queue number drop down box to see the possible new 
queue positions that the patron can take. For instance, in the example 
shown above Naveen Kumar is presently at queue position 3, and he 
can be pushed up to either 1 or 2. 

13. Click the new position desired and click the OK button. This will update 
the queue. 
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Cancel reservations

Library staff also need to be able to cancel the reservation of an item for a 
particular patron if required under circumstances. For instance, a patron may 
have been marked as delinquent because he has not responded to recall notices 
and or reminders to return overdue loans. In such a case, it may be decided to 
cancel all reservations for such a patron. Similarly, a user himself may request 
the cancellation of his reservation for an item. However, it is possible for a user to 
cancel his reservation for an item directly from the OPAC.

In order to cancel reservation for an item for a particular patron, do as follows.

Click the Cancel reservation menu option.
Scan or enter the patron ID

You will see all pending reservations for the patron entered in a table. This is 
shown in the figure below.

• Select the item for which the reservation is to be canceled.
• Click the OK button.

Renewal of loans
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Patrons need not present themselves and items for which loan is to be renewed 
to the library to renew their loans. They can either renew loans via the OPAC or 
request the library (via email, telephone) to renew a given item's loan. The library 
staff then invoke the Renew loan option in the Circulation module of NewGenLib.

To renew loan of one or more items do the following.

10.Click the Renew loan menu option under the Circulation main menu.
11.You will see the screen shown below.

• Scan or enter the bar code of the item whose loan is to be renewed 
and click the Go button. This will populate the item details and also 
the details of the borrower in the various text boxes.

• The system then checks the patron's privileges to determine the 
number of times the patron is allowed to renew the loan of an item 
belonging to the material type category of the item. If the patron has 
already renewed the loan of the item before and the number of 
times of renewal exceeds the allowed limit, the system will alert the 
library staff and let the patron know that the item's loan cannot be 
renewed. The system also checks to see if the loan is being asked 
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to be renewed too early in the allowed loan period. A general setup 
parameter specifies the minimum number of days before the due 
date before which renewals will be permitted. For instance, if the 
loan period of a particular category of material type is say 10 days 
and the General set up parameter for minimum number of days left 
before due date before which renewals will be permitted is say 3 
days, then a loan cannot be renewed before 7 days of the current 
loan period is over. 

• The system also checks to see if the loan of item being requested 
to be renewed has been reserved. If there is one or more 
reservation for the item, the renewal will not be permitted.

• If all the conditions given in 4 and 5 are fulfilled, the loan may be 
renewed by clicking the OK button.     

The patron can renew loan of items via the OPAC. Even here, all the checks 
mentioned above are applied and in the event the loan cannot be renewed, the 
patron is informed of this. A successful renewal transaction is also notified to the 
patron.

Binding management

The binding and repair of items held by the library is a function that is normally 
that of the Circulation section of the library. This function provides the following 
options shown in the screen below.
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Separation of items requiring binding

The first step in the management of the Binding function is to identify those items 
that require re-binding or repair. This could be done when materials are handled 
at check-out and check-in or by visiting the shelves to look for items requiring 
such attention.

In order to separate items for binding do as follows.

23. Click the Separate items for binding menu option.
24.You will see the screen shown below.

25. Place your cursor in the text box labeled Item barcode and enter or scan 
the item's bar code. 

26.The item's bar code will be populated in the table as in the figure shown 
above.
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27. In like manner bar codes of other items requiring binding may be 
scanned/entered. 

28.Click the OK button when one or more bar codes are identified as 
requiring binding attention. 

29.All items thus identified are normally isolated to avoid their getting issued. 
These items will be seen as having the status 'under binding' when a 
patron searches for it in the OPAC.

30.When several items are separated, we move to the next operation in 
binding management, viz., checking out items to the Binder, i.e., ensuring 
that the items separated are provided to the binder for actual re-binding or 
repair.

Check-out items to binders

This function is invoked when there are a sufficient number of items that are 
ready to be bound. Click the check-out items menu option to see the screen 
shown below.

Recall document

Sometimes it is necessary for the library to recall an item on loan before the 
expiry of the loan period. For instance, a faculty member may urgently want to 
place a document on the reserve collection or textbook collection. The Recall 
document function enables library staff to first identify one or more patrons with 
whom a needed item is on loan and then to send out recall notices to them.

In order to recall loaned documents before the expiry of the loan period do as 
follows:

• The screen that opens (shown below) when you invoke the Recall 
document option has a 'Search catalogue' button which you must first 
click to begin the search of the catalogue to identify the item you wish to 
recall. When you find the item, click the 'OK' button in the search results 
view page of the search catalogue. This will populate the details of the 
item in the second panel of the Recall document screen.
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2. Now click the 'View check-out details' button to see the patron Id, name, 
when checked-out and when due details of the patron or patrons who has/have 
checked-out the item.

19.Click the 'OK' button to initiate the recall process, i.e., invoke the 
print/email/instant message component which will either allow you to send 
an email, instant message or printed recall notice immediately or postpone 
it to an end-of-day process.

Collect overdues

The Collect overdue function enables library staff to accept partial or full overdue 
payments
from a patron and ensure that all such recoveries made and balances due are 
properly recorded for reference whenever needed, e.g., when the patron requires 
a no-dues certificate.

To collect overdues from a patron do as follows.
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16. The screen that opens (shown below) when you invoke the Collect 
overdue option has a text box labeled Patron Id followed by a green Go 
button. Place your cursor in the text box and scan or enter the patron Id 
and click the Go button.

17. You will soon see the name of the patron, department, overall due, if any 
populated in the text boxes provide for these. There is also a text box for 
you to enter the actual amount of overdue being paid in the text box 
labeled 'Overdue being paid'. The balance of payment, if any, is 
automatically calculated and shown in the text box labeled 'Overdue 
balance'. 

18.Click the 'OK' button to confirm the transaction and posting to the 
database.

Process reported loss of item

It is quite common for patron's to loose books or other items borrowed by them. 
Such losses when reported need to be handled, i.e., information about the item's 
loss should be reflected in the library's catalogue database, and depending on 
the policy of the library, the patron should be charged the cost of the item, 
overdues on the borrowed item, and any service charges that accrue because 
the library has to replace the lost item.
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When you click the Process reported loss of item menu option, you will see the 
screen shown below.

In order to process reported loss of an item proceed as follows.

● Scan or enter the bar code of the item that is reported as lost by the 
patron who reports the loss. If the patron does not know or remember the 
item's bar code, click the Search icon. An embedded window appears in 
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which you enter the patron's ID (or scan the ID). You will then see all items 
which are out on loan with the patron in question. 

● Ask the patron to identify the item he has lost in the table of items shown.

● Select the item reported as lost in the table and click the OK button in the 
embedded window.

● You will now see the item and patron details populated in the different text 
boxes as shown in the figure above. You will also see the cost of the book 
as entered when it was acquired (or entered when the item was 
catalogued), overdue charges if any and the service charges that are 
levied as per the policy of the library. The service charge to be levied for a 
lost item is one of the General set up parameters.

● Click the OK button to commit the transaction to the database. The 
amount due to the loss of the item, overdue and service charges are 
accumulated in the Patron's account statement and he is also intimated of 
such dues.   

● The catalogue record for the lost item will show its status as Lost. This is 
seen also in the OPAC when a user retrieves the record for the item.
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Chapter 5 Serials Management Module

Overview

The Serials module in any library automation software is usually the most 
complicated in terms of development effort. The functionality in this module 
requires that the software must deal with several idiosyncrasies of the serial as a 
form of publication. Equally there are issues related to the cataloguing of newly 
subscribed serial titles, registration, display of serials holdings in the online public 
access catalogue (OPAC) and the prediction of the receipt of regular serials 
issues as well as that of supplements and indexes. Managing the subscriptions 
to serial titles in such a way that there is no interruption in the supplies is another 
important requirement . The binding of serials issues when the volume for a 
particular serial title has been fully received and ensuring that these are sent to 
binder are other tasks that the module must help library staff to accomplish.

The figure shown below shows the menu options that are available in this 
module.

     
Each of these options and how to accomplish various serials management 
-related tasks are explained in what follows.
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Subscription management

This involves the addition of new titles to an existing list of subscriptions, ordering 
these with vendors, processing subscription invoices, receiving and registering 
issues, and binding these into suitable physical volumes.

Process new subscriptions

The following options are seen under the Process new subscriptions menu 
option.

Add new subscriptions

Click the Add new subscriptions menu option to see the screen shown below.
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The screen has three buttons at the top as follows:

12. Search catalogue 
13. New Entry/Edit 
14. Skip Order Process 

The New Entry/Edit button is selected by default. The Search catalogue button 
allows you to search the library's catalogue or the library network's union 
catalogue to identify a serial title that you wish to add to the library's subscription 
list. 

The New Entry/Edit button allows you to enter the serial title, publisher, ISSN in 
the text boxes provided for these. You then indicate the number of copies you 
wish to subscribe in the row against the Library name. You then select one or 
more budgets that may be used to pay for the subscription of the serial title.
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Select any one of the three radio buttons at the top to indicate if the serial that is 
to be added is a paid subscription (already selected by default), obtained gratis 
or in exchange for one or more publications offered by the library. 

Click the 'OK' button to commit the transaction to the database. You will then be 
asked if you wish to enter data into the Serials Master file. The Serials Master 
File contains information about start and end volumes, issues, and years of the 
subscription, frequency data, vendor, publisher data, subscription mode, binding 
specifications, claim frequency, etc. (See figure given below). This data is 
accessed by serials registration and binding functions under the serials module. 
Serials master file data is entered once and at the time a new serial is added to 
the list of subscriptions. It may occasionally need to be modified.

The Skip order process option is used when a library has already ordered and 
paid for various serial subscriptions (e.g., before NewGenLib was installed) and 
now they need to use NewGenLib to register the receipt of serial issues. If this is 
the case, do as follows:

11. Enter the Serial title, ISSN and publisher 

12. Click the check box next to the Skip order process button

13. Click the OK button at the bottom of the screen.

14. You will now see a dialog asking if you wish to enter data in the 
Serials Master. Click Yes in this dialog. [Note: unless Master Serials 
data, i.e., subscription, publisher, start and end volume of the 
current subscription, etc., is known to the system, you cannot 
register serial issues]

15. The Serials Master file window opens. This has many tabs, e.g., for 
publisher and vendor information, how claims are to be administered, 
start and end volume, issue and year from which the subscription for 
the entered title has been entered, frequency, etc. Enter all required 
information and close the Master file details tab. The screen below 
shows you the tabs of the serials master file. 
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16. You will now be able to register the issues of the serial title entered in 
step 1. First close the Add Subscription windows and then click the 
Register serials option. See the help for Register Serials option.

Search new subscriptions

Click this menu option under Process new subscriptions to see the screen shown 
below.

At the top left of the screen, there are four icons as follows:
• New icon. Click this to add a new subscription 
• Edit icon. Click this icon after selecting a row in the table to open another 

screen in which you edit the details of the serial title including the details 
in the associated serials master file records for the serial. 

• Refresh icon. Click this icon to refresh the screen after you have modified 
the records in the different rows

• Delete icon. To delete a serial title from the list of new subscriptions, 
select the row for the title by clicking the row and then click the Delete 
icon. You will be asked to confirm the deletion after which the serial is 
deleted from the list of new subscriptions.
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Ordering subscriptions

Once a new serial title is added to the list of subscriptions, it is necessary that a 
subscription order is raised with a vendor for its supply. Similarly, there may be 
need to cancel an earlier order with one vendor because the vendor is not in a 
position to supply the serial and re-order the subscription with another vendor. 
The options under Order subscriptions are shown below.

Place firm subscription orders

This menu option is clicked to invoke processes that will enable the creation of 
orders for one or more new subscriptions. When this menu option is clicked, you 
will see the following screen.
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14. First select a vendor from the drop down box at the top of the screen 
and then click the Green 'Go' button next to the drop down box. You 
will soon see a list of serials titles 
in a table for which firm orders are required to be generated.

15. Next to the table showing the table of titles are two vertically placed 
icons. The first allows you to create a new order for the subscription 
by clicking the New icon or add the order to an existing order by 
clicking the 'Select existing order for vendor' button. If there are 
pending orders for the vendor the subscription in question will be 
added to the pending order. The second icon (a hand-pointing icon) 
allows you to enter and/or edit the Master file details of the serial in 
the row you select in the table of orders. The master file where you 
enter information about the publisher, mode of delivery required (e.g., 
air mail), claims to be sent for missing issues, frequency of serial etc. 

16. Select a row in the table of titles. 
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17. Click the down arrow button to add the selected subscription to either 
a new order or an existing order. A new window opens shown below. 
This window allows you to enter details of the volume number, issue 
number and year from which the new subscription should be entered, 
and the  volume number, issue number and year from which the new 
subscription should end (usually for a calender year or a volume). The 
new 

window shown also allows you to enter the cost of the subscription, period 
of subscription in months, etc. 

18. A green arrow next to each of the text areas labeled Start volume 
and End volume when clicked opens an embedded window 
(Illustration 9) where you specify the details of the start and end 
volumes and issues required to be subscribed. In the new window, 
you are actually entering the serial's captions and patterns. By 
captions we mean the specification of the name by which a serial 
volume is called (usually the abbreviation 'vol' or just V., in a German 
library it may be called Band or Bd.) and the caption for issues 
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(usually 'issue' or 'iss' or 'number' or just no.) and if there are other 
designations, e.g., Sections or Parts. Along with the captions, it is also 
necessary to enter the values for volume, issue, part, etc., in the 
embedded window. This data is called Enumeration. Similarly, it is 
necessary to specify the chronology of a serial. By this is meant the 
designations (usually Years, months or seasons, day and in some rare 
cases even time). For instance a Newspaper has a volume number, 
issue number, and may have a section or edition (e.g., Metroplus or 
Hyderabad edition) and a date. These are specified in the window that 
opens. In addition to the captions and enumerations you need to enter 
also the known frequency of the serial. This is called its patterns. For 
instance, a serial may be published every month of the year except 
during August and September. The specification of such patterns 
allows the library automation system to make predictions about when 
the next issue of a serial is likely to be received. The captions and 
Patterns embedded window is shown below.

19. In the window (illustration 9) shown above, there are several levels of 
enumeration (where you need to enter numbers for volumes, issue, 
etc., of the new subscription such as Year, issue, part, etc. Some 
default values for the captions that are normally used (vol, iss, part) 
are already entered. These may be changed. For instance in a 
German library, the caption for volume may be Band or Bd. You may 
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change the captions or leave them as it is and enter the actual data in 
the text boxes. For instance, if you wish to add a new subscription to a 
serial starting with volume 36, you would enter the figure 36 in the text 
box next to the First level enumeration drop down box. 

20. In the embedded window, you also see another panel labeled 
Chronology. There are several levels of chronology (normally as 
year, month (or season), day). In the Chronology panel you enter the 
designations for the Year, month, etc.  For instance, if you wish to add 
a new subscription to a serial starting with volume 36 of year 2007, 
you would enter 2007 in the text box 

21. Once you fill-in the details of the start volume's enumeration and 
chronology, click the OK button in the embedded window (Illustration 
9). You will be returned to the main window (Illustration 8)..

22. Click the Go button next to the text area labeled End Volume of the 
main window (Illustration 8) . This will again open the embedded 
window for you to enter the enumeration and chronology of the end 
volume.

23. In the main window (illustration 8), you also enter data on the 
subscription period and cost, whether there is an advance payment, a 
deposit to be paid and the amount. After entering the subscription cost 
and selecting the currency of the cost, click the green Go button. This 
will convert the cost to the budget currency and show the amounts 
including the balance available for the budget that was selected for the 
item. Once captions (enumeration and chronology) and subscription 
data is entered, click the Add to order button in the window to return 
the main window . 

24. The above mentioned steps (2 to 10) may be repeated as many times 
as needed for the titles required to be ordered. Click the 'Close 
current order' button for the order to be placed immediately, 
otherwise the order will remain open and other items can be added to 
it.

25. On the screen for placement of firm orders (Illustration 7), you also 
see a hand-pointing icon. If you wish to edit or create the Master file 
records for a serial title selected in the table, click this icon. The 
Master file of a serials record has information about the library's 
subscription to the serial. Information such as volume, issue and year 
of start and end volume of the subscription, the publisher, how and the 
frequency of claims for missing issues, binding specifications, etc. 
This information is required before serial issues can be registered and 
before the software can make good predictions of when next issues of 
a serial title may be expected to arrive.
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Cancel or Cancel and reorder subscriptions 

At times, the library may want to: 1. Cancel a subscription for a serial title ordered 
with  a vendor but not yet paid for, or 2.  Cancel a subscription for a serial title 
ordered with a vendor but not yet paid for with the first vendor and re-order the 
subscription with another vendor.  To do either of these, click the Cancel and 
reorder subscription menu option. You will see the window or screen shown 
below (Illustration 10).

1. The screen seen above has a Vendor drop down box and below this an Order 
number drop down box. Select the Vendor with whom you wish to cancel and/or 
reorder a subscription. This will populate the Order number drop down with all 
orders with the chosen vendor. Select the order number to be canceled and/or 
reordered. 
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2. You will now see a table of serial titles for the selected order placed with the 
vendor. Select any one of these and click the 'OK' button in the embedded
window. This will return you to the main window and show you a table of titles 
ordered with the vendor.

3. Select a row in the table for a title that you wish to cancel subscription for and 
click the 'Cancel subscription' button. This commits the transaction to the 
database and completes the operation. A form letter will be shown which you can 
directly print, open as an OpenOffice document which can be edited, saved and 
printed.

4. If you wish to cancel subscription with one vendor but reorder with another, 
then first click the down arrow button to populate the table in the bottom half of 
the screen which is for the reorder function. When you do this you will be asked 
to select another vendor and also a new or existing open order number for the 
new vendor in an embedded window shown below, (Illustration 11).. Once this 
data is entered, you will be returned to the main window (Illustration 10). 

5. To reorder the subscription, click the Close current order button to be able to 
print the order straightaway, or click the Close button to keep the order open. 
When the order is closed, to letters will be generated: one canceling the order 
with the first vendor and the second a firm order to the selected new vendor.

6. Steps 1 to 5 may be repeated as many times as needed for all the serials 
whose orders need to be canceled and/or canceled with one vendor and 
reordered with another.
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Print firm orders

Click the Print firm (subscription) orders menu option to open the window shown 
below (Illustration 12).

• There are three radio buttons on the top of screen: Batch date, order 
number, and vendor with the Batch date option already selected.

• If the Batch date is selected then you see two boxes for From and To dates. 
You can use the calender component (press the F2 key) to select the earlier 
order and the later order dates between for which you there are orders ready 
to be printed. Select the From and To dates and click the green Go button.
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• You will now see a list of order numbers that are ready for printing. Select an 
order number and you will see the the order number details in the table on the 
top half of the screen labeled Orders.

• Select the row in the Orders table and you will see a list of titles in the table 
labeled Titles in the Order.

• Select a row and then click the Print button. .You will now see the Print form 
letters panel. You can view and print the order immediately or edit it in Open 
Office before printing the order or relegate the printing to the end-of-day 
process. 

Processing of subscription invoices

Once subscription orders are placed with a vendor, it follows that the vendor will 
submit one or more invoices for the subscription costs of the serial titles ordered. 
These invoices have to be processed (recorded, verified and passed for 
payment).

The Receive invoice menu option has three sub options shown in the widow 
below.
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Receive subscription invoice

Click the menu option Receive subscription invoice to see the screen shown 
below.
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12. The screen shows Order, order date, invoice number and Vendor text 
boxes with a Search icon placed on the right of the screen. Click the 
Search icon.

13. You will now see an embedded window (shown above) with two radio 
buttons, one for Order number and another for Vendor with the Vendor 
radio button already selected. Just below the radio buttons you will see a 
drop down box for Vendor. Select the Vendor whose invoice has been 
received and click the Go button

14. You will now see a table of orders placed with the vendor. Select any one 
of these for which you wish to receive the invoice and click the 'OK' button 
in the embedded window. This will return you to the main window and 
show you a table of titles 
ordered with the vendor by the selected order number. 

15. If you know the order number for which you are receiving the invoice, 
enter it in the text box and click the green Go button.
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16. In the main window,enter the invoice number in the text box provided for 
this and select the invoice date from the calendar component provided.

17. Select a row in the table. This will populate the rows in the two tables with 
columns 'Library name', 'Copies', Amount' and the tabbed page at the 
bottom of the screen for Budget Id, Budget Head, Balance, Ordered 
Amount, Invoice Amount. 

18.Click the 'OK' button to commit the Receive invoice transaction to the 
database. You will soon see that the transaction was successful and a 
form letter passing the invoice for payment will open. This may be printed 
immediately or postponed for
printing as an end-of-day process.

Receive supplementary invoices

It is not uncommon for vendors to submit supplementary invoices for serial 
subscriptions ordered with them. This happens when the first invoice is raised 
based on an estimate cost. The actual cost is then recovered by the vendor, 
when he receives the publisher's invoice for the current subscription rate.

Click the Receive supplementary  invoice menu option to see the screen 
shown below.
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• The screen (Illustration 14) shows text boxes for subscription titles, 
publisher, order date, etc. with a search icon placed on the right of the 
screen. Click the search icon.

• You will now see an embedded window showing titles of subscribed 
serials in a table. Click the title for which a supplementary invoice has 
been received.

• This will populate the other two panels to show the previously paid invoice 
details and the budgets debited for the earlier payment.

• You will also see a panel to enter the details of the supplementary 
invoice, viz., invoice number, amount in supplementary invoice, currency 
of invoice, etc. Enter these details and click the OK button.

• You will be notified of a successful transaction and the form letter panel 
open where you can either print the letter to a text file, open an 
OpenOffice document or relegate to end-of-day process.
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• The above steps may be repeated for each title for which there is a 
supplementary invoice payment.

Recording invoice payment details

Some libraries wish not only to receive and process invoice payments, they also 
wish to record details of the payments that are made to the vendor against his 
invoice. Such detai;s are received from the finance or accounts departments of 
the institution.

When you click the Payment details menu option, you will see the window 
shown below.

31.The screen (illustration 15) has a drop down box for vendors and a text 
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box for invoice number and several text boxes to enter details of payment 
made and how the payment was dispatched..

32.Select the vendor for whose invoice the payment details are to be 
entered.

33.Enter the invoice number whose payment details are to be recorded.

34.Enter payment details in the different text boxes, e.g., cheque/draft 
number, date, bank, voucher number against which the payment was 
made, etc.

35.Click the OK button. You will be informed of a successful transaction.

Register serials issues

Registration of serial issues is one of the most time consuming and painstaking 
tasks that serials librarians are called upon to do. It is complex because of the 
number of idiosyncrasies that serials have as a form of publication, and the fact 
that there is very little control over the publication policies of the different 
publishers whose serials have to be subscribed.

Click the Register serials menu option to see the screen shown below (Illustration 
16).
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1. The screen shown above has a button titled Select type of issue to view, a 
search icon and a hand-pointing icon. Click the Search icon. This opens 
another window (Illustration 17) with two radio buttons, Current subscriptions 
and Previous subscriptions. 
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2. Click the Current subscriptions radio button to see the current list of 
subscriptions in an embedded window. Select the title whose issues are to be 
registered. If you wish to see previous subscriptions click the Previous 
subscriptions radio button. You will be asked to select the years from and to 
during which you need to see previous subscriptions. When you click the button 
Select type of issue to view another window opens which shows the different 
types of issues that can be registered, usually regular (or basic bibliographic 
units or supplements or special issues). The hand-pointing option allows you to 
edit the Master file details of the selected serial..

3. Select a title from the list of current or previous subscriptions shown and click 
the 'OK' button. 

4. If the issue being registered is of that of a serial title that has not yet been 
catalogued, the system will automatically take you to the Technical processing 
module where you can catalogue the serial (either using primary cataloguing or 
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via import from an external MARC-21 data source) before registering the issue 
received. Once the title is catalogued, go to step 5. 

5. If the serial title is already catalogued, you will now see a kardex-like or a 
spread-sheet like or Kalamazoo-like  interface with several columns and rows for 
the selected serial title. The serial title is given in bold at the top and the columns 
are for Volume, Issue number, Issue details, Year, Copies received, 
Predicted date, Registered date, etc. (see Illustration 18 below).

6. The row for the predicted issue and the date on which the issue is already 
selected and is highlighted. If the issue on hand to be registered is the predicted 
one, then simply click the 'OK' button at the bottom of the screen. This will open 
an embedded window (see Illustration 19) asking you to confirm that you wish to 
register the predicted issue and predict when the next issue is due. Click OK in 
the embedded window o confirm the registration. This will commit the registration 
transaction and simultaneously predict the next issue's due date. The details are 
then displayed in the kardex-like interface.
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7. On the other hand, the issue to be received may be an out-of-turn issue, i.e., a 
later issue, e.g., issue No. 7 instead of issue No 6 which may be the predicted 
issue. If this is the case, click the 'Out of turn receipt' button and then the 'Ok' 
button. This will open the same embedded window in which you will see a top 
panel showing the predicted issue and a lower panel where you can enter the 
issue number of the out-of-turn issue that was received. You can also click the 
'Generate missed issues' button in the embedded window and this will generate 
a list of all intervening missed issues in the kardex-like interface and also
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generate claim letters for replacement copies for the missed issues. The 
procedure also predicts the next issue due and the date on which it is due.

8. It is also possible to receive Supplements or Special issues. For instance, if 
say issue 4 of a serial title has a supplement, then click the row for that issue and 
then click the 'Supplement' button and then the 'OK' button. This will open an 
embedded window which shows entries for different types of supplementary 
issues (ad hoc or regular supplements, e.g, Annual Buyers Guide) that you may 
have already defined. If the type of supplement to be registered is already listed 
in the embedded window, click the OK button. If it is not listed, you will need to 
define the Captions and Patterns for this type of supplement. Click the Define 
Caption button. You will now be presented a wizard to define captions and 
patterns for the supplement. By this we mean, the definition of the title of the 
supplement, whether it is a regular supplement (e.g., annual buyers guide) or an 
ad-hoc supplement, whether it bears the volume only or volume and issue of the 
serial title, etc. Once you define the captions of the supplement, click the OK 
button. A new window opens asking for confirmation that you will be registering a 
supplement for the issue selected. If it is a regular supplement, you can also click 
the Predict next issue button and click 'OK' in the window or if it is an ad-hoc 
supplement, just click the OK button.the Supplement will be registered and this 
fact will be displayed in the kardex-like screen. 

9. It is also possible to receive combined issues, e.g., a physical issue which 
combines one or issues, e.g.,  4, 5 and 6. To do this select the first of the 
combined issues and click the 'Combined issue' button and then the 'OK' 
button. This will open an embedded window in
which  you can enter the details of one or more issues that constitute the 
combination of issues. Once you enter the required data you click 'OK' in the 
embedded window to register the combined issue. This fact is then displayed in 
the kardex-like interface. Further, the next issue is predicted and displayed and 
shown in the interface.

10. If more than one copy of a serial title has been subscribed to, and the number 
of copies received is less than the number subscribed, you can register the fact 
that there has been a shortage of supplies in copies. To do this, click the row for 
the issue and then click the 'Short supply' button. This will open an embedded 
window in which you enter the extent of shortage of supplies. Click the 'Ok' 
button to commit the transaction. The data is posted and this is also reflected in 
the kardex-like interface.

11. Sometimes, in spite of several claims an issue replacement does not become 
available because supplies from the publisher are exhausted. In such a case, the 
might inform the library that the issue is No longer available. This fact can be 
recorded. To do
this select the row for the issue and click the radio button for 'No longer 
available' in the last line of the Register Serials screen.

12. Similarly, the publication of a particular issue may have been delayed due to 
some causes and the publisher may intimate the library of this. This fact can be 
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recorded. To do this select the row for the issue and click the radio button for 
'Delayed' in the last 
line of the Register Serials screen. 

13. Just as a regular issue can be registered a Title page or an Index page can 
be registered. If a serial title has an index page and/or a title page, you first select 
the Volume row and then the Indexes button on the right of the screen. Register 
radio button and then click the OK button to register any of these.

14. By default the kardex-like interface displays the receipt details of the regular 
issues. If you wish to see the details of the receipts of supplements (regular or ad 
hoc), click the button labeled Select type of issue to view. This opens an 
embedded window (see Illustration 20). In this you will see a list of the different 
types of issues. You then select the type of issue and click the OK button. The 
display in the kardex-like interface now shows receipts of the type of issue 
selected.

When the last issue of a serial volume is received, the system recognizes 
this and then presents the serials librarian with a dialog asking if it is 
required to stop prediction of the next issue or continue prediction. If the 
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serial in question will continue to be subscribed, then click the Predict 
next issue and continue button, otherwise you may click the Stop 
prediction button. The Illustration below shows the dialog.

.

Binding management

 

An important preservation-related activity in serials management is the binding of 
serial issues into volumes to prevent loss and deterioration of loose issues. 
Binding management in NewGenLib includes the various options shown in the 
screen below. 
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Preparing logical binding lists 

By a logical binding list is meant a list of serial issues that are ready for binding 
but not as yet physically separated into a bundle that can be delivered to a 
binder. The logical list guides serials and circulation librarians to quickly separate 
the issues identified as ready for binding. Circulation librarians can be requested 
to recall issues that are out on loan in the logical list.

Click the Prepare logical binding list menu option to see the window below.
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In the screen shown above (Illustration 21) there are two disabled text boxes 
labeled Serial and Library. Next to the Serial text box is a search icon. Click the 
search icon. This will open a window with two radio buttons, Current 
subscriptions and Previous subscriptions. The current list of subscriptions is 
already selected and shown. If you wish to see a list of previous subscriptions 
click the Previous subscriptions radio button. 

1. Select a title from the list of current or previous subscriptions shown and click 
the 'OK' button. If you choose Previous subscriptions you will be asked to enter 
from and to Years in text boxes between which you wish to see the list of 
previous subscriptions. Enter the years and click the green Go button next to the 
Years text box to see the list of previous subscriptions between these years.

2. You will now be returned to the main screen which has three panels labeled, 
Issues to be bound, Supplements, and Indexes. Details of issues, 
supplements and indexes already received are shown in the three panels. Each 
of the issues, supplements or indexes received has a check box next to them. 
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Click the check box to select the issue, supplement or index. All checked items 
will be added to a logical list.

3. The serials librarian in-charge of binding is expected to review the tables 
described in step 2 and if he or she is satisfied, the 'OK' button is clicked. When 
this is done, the system then prepares a form letter to the Circulations librarian 
requesting that the issues in the logical list be isolated for binding and also that 
these should not be circulated and if any of these are out on loan, that they 
should be recalled. 

Once the OK button is clicked, the issues, supplements and indexes selected in 
the screen (illustration 21) are added to the logical list of items ready for binding.

Preparing a physical binding list 

Click the Prepare physical binding list to see the screen below.
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1. The 'Prepare physical list' option shows a screen with a button labeled 
'Show logical list' at the top. Click this. This will open an embedded window 
(shown in Illustration22) listing all the serial titles for which the logical binding lists 
are ready. Select a title and click the 'Ok' button in the embedded window. You 
will be returned to the main screen which now shows all issues in a table  The 
table has columns for issue number, year, issue details, type, copies, status (i.e., 
checked out or available). . 

2. If you are satisfied with the physical list content, you can click the OK button at 
the bottom of the screen to create the physical binding list. You may also 
unselect one or more issues from the logical list and these will be not be added 
to the Physical list. For instance, one of the issues may be out on loan in which 
case you may defer the preparation of the physical list
and send a claim for the recall of the checked-out issue before preparing the 
physical list.
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3. Click the OK button at the bottom of the screen to confirm the content of the 
physical binding list. In practice this will mean that the items in the physical list 
are actually physically separated in readiness to be handed over to a binder.

Placing serial binding orders

Click the Place binding orders menu option and you will see the screen shown 
below.

As can be seen from the illustration 23, you will see the titles that are ready to be 
delivered to a binder in the table in the top half of the screen. 

• Select a New order number for the Binding order by clicking the New Icon 
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or click the Select existing order button to add the items in the physical 
list to the binding order.

• Select a row in the list of titles and click the down arrow button. This will 
open another window (Illustration 24) in which you are shown all the 
issues in the physical list ready for binding. Also, you will see a text box 
labeled Number of physical volumes when bound. In this box you specify 
the number of issues that must be bound together. For instance, you may 
decide that every four issues of a monthly serial should be bound 
together to avoid the volume from becoming bulky to handle and difficult 
to use in a photocopying machine. 

• In this window (Illustration 24), select the issues that will go into a 
physical volume by selecting the check boxes for each of the issues, Now 
click the Add to physical volume 1 button to add the item to the table 
labeled Physical volumes.

• You may also specify the binding specifications for the serial title. This 
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you do by clicking the Binding specifications button. This will open a 
window which allows you to specify: colour of binding, spine title, position 
where title, volume and issue numbers  should appear, etc.  

• The price per volume will be shown. This is taken from the set up 
parameter for serial binding types and prices already established under 
the Administration module.

• If more than one budget is selected, click the budget component icon next 
to the Price per volume text box. This will open another window where 
you can decide the proportion of costs to be charged to the 2 or more 
selected budget heads. Click the OK button, in the window (Illustration 
24) to add the serial title to the binding order list. 

• You will now be returned to the main window (Illustration 23). 

• Steps 2 to 6 may be repeated for all items in the physical binding list that 
are ready for binding.

• Finally, click the Close current order to immediately place the order (via 
the Form letter panel) that opens or if you wish you can 

Receive bound volumes returned by binder
To accept bound volumes that the binder returns from loose issues delivered to 
him for binding, we click the Receive bound volumes menu option. This opens 
the window shown below.
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1. Select the vendor and click the green Go button. This will populate the drop 
down box labeled Order No with all order numbers that are due from the vendor. 
Select the order number from the drop down box and click the green Go button 
next to the Order No.
drop down box. 
2. Enter the Invoice number if bound volumes are from an external binder.
3. You will now see a table showing the physical volumes of serial tiles that are 
due from the binder vide the order number selected in step 1.
4. Select a row in this table and you will see populated in the lower third of the 
screen, the binding specification that the binder ought to have followed (if this 
was provided). The serials librarian receiving the binding order is expected to 
check if the volume received does in
fact have all the issues that were determined to be in the physical bound volume 
and that the volume is bound according to the specifications as shown. Step 3 is 
repeated for each row in the list of physical volumes in the table. 
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5. Finally click the 'OK' button to complete the receipt function.
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Accession bound serial volumes

After ensuring that the binder has returned all materials delivered to him for 
binding, the next step that libraries do is to accession the bound volumes. To do 
this, click the Accession bound volumes menu option. The window shown 
below will be seen.

1. The top half of the window (Illustration 26) shows all the serial volumes 
received from the binder and yet to be accessioned. 

2. The lower half of the screen has text boxes for Barcodes, Accession numbers, 
Classification Numbers, etc.

3. Select a row in the table in the top half of the screen by clicking the row. Now 
enter the barcode or if you wish the system to automatically assign a barcode, 
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click the blue icon next to the red V icon. If you manually enter a barcode,  click 
the red V icon to validate the barcode, i.e., ensure that it is not duplicated. Enter 
an Accession number (if it is
different from the barcode), enter the classification number, book number, and 
select the location where the bound volume will be physically located from the 
drop down box labeled 'Location'.

4. Click the 'OK' button to confirm the accession operation.

5. Steps 3 and 4 may be repeated as many times as needed to accession the 
serial volumes in the table in the top half `of the screen. 

Process binding invoice

Processing and payment of binder's invoices is a task that culminates the binding 
work typical of many libraries.

Click Process binding invoice menu option to open the window (Illustration 27) 
shown below.
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The window (Illustration 27) has several disabled text boxes labeled vendor, 
invoice, order number, order date, etc. Click the Search icon next to these 
boxes and you will see an embedded window which allows you to search by  
Invoice number, Order number or Binder. 
2.  Select the Binder radio button and you will see a drop down box from which 
you can select the binder whose invoice you wish to pay.

3. Once you select the Binder, you will also see a list of items that were given to 
the Binder populated in the middle part of the screen and the budgets that were 
selected to fund the binding cost in the lower third of the screen. 

4. Once you are satisfied that the items in the invoice are in fact what were 
actually sent for binding and returned and accessioned, click the 'OK' button to 
confirm the payment transaction. This will invoke a Form letter operation where 
the invoice is passed for payment via a letter (or email) to the appropriate 
authority within the organization.

Renew subscriptions

To renew subscriptions to a serial title, click the Renew subscriptions menu 
option. The window shown below is then seen.
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● Click the Search icon at the top of the window that opens (Illustration 28). 
This opens an embedded window (also shown above). The Current 
subscriptions radio button is already selected by default and you will see a 
list of currently subscribed serials.

● Select the title whose subscription is to be renewed and click the OK 
button. 

● You will now see another window shown below (Illustration 29). 

● The volume, issue and year for which the title is to be renewed is shown in 
the text area labeled Start volume.

● There is a blank text area labeled End volume and a green Go button next 
to it. Click the Go button to open a panel that allows you to define the 
Enumeration and Chronology of the serial's end volume (the volume, issue 
and year of the title you wish to renew.

●  Click the Renew button to commit the renewal transaction. You will be 
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told of a successful transaction. The title will be added to the list of serials 
that need to be ordered. Next when you raise firm subscription orders, the 
renewed serial will appear as a title ready for ordering.
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Chapter 6 Administration Module

Overview

The Administration module of NewGenLib allows librarians/system 
administrators to configure the software to suit the application environment of 
the library and so that it reflects the policies of the library in respect of its 
various operations, e.g., circulation policies, acquisitions modes, etc.

This is the first module that requires to be invoked before other functional 
modules such as Acquisitions, Technical Processing, Circulation and so on 
are automated. The definition of various parameters is done only by 
authorized personnel, usually the system administrator. NewGenLib 
engineers and system administrators at an installation jointly work to define 
various parameters. 

The figure shown below shows the menu options that are available when you 
click the Administration menu option.

Each of these options, the meaning and function served by parameters,  and 
how to set the different parameters are explained in what follows.
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Configure system

This is the menu option that allows the setting up of various parameters. Click this 
menu option to see the following screen.

The above figure shows the parameters that can be set in the panel on the left. Also, at 
the top of the screen, just below the title bar viz., Configure system, can be seen the 
different modules. If you click any of these you will see all the parameters that are 
specific to the module that can be set. As an example, the figure below shows all the 
parameters that are settable in the Circulation module. Please note, however, that 
some parameters are used in more than one module. For instance, parameters relating 
to budgets will be used in the Acquisitions, Circulation and Serials modules.
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We will begin with the purpose and meaning of parameters in the General category – 
those that apply to more than one module, and take up parameters that are specific to 
other modules. Within the General category, there is a set of parameters called 
General set up parameters. These will first be considered followed by other parameters 
in the General category

General set up parameters

Click the General menu option to see the following screen.
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In order to set the different parameters under General setup parameters, do as follows.

Double click the option General setup parameters. You will soon see in the right hand 
panel of the Configure system screen (shown below), a module-wise list of settable 
parameters. Please remember that the parameters are listed here by different 
modules, these are not the only parameters for a module. Others are required to be set 
up and these will be explained under each of the modules. 
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General set up parameters – Acquisitions

Acquisition order period. This is a number which indicates the maximum number 
of days allowed for a vendor to supply items ordered with him. The parameter can 
be set by using the up and down arrows of the Spin control. For instance if this 
parameter is set to 30, then purchase orders for non-serial items will automatically 
have a 30 day delivery period in purchase orders.

Acquisition invoice variation. This is expressed as a percentage and indicates 
the extent to which there could be a variation between the estimated price and 
invoiced price of a non-serial item. The parameter can be set by using the up and 
down arrows of the Spin control. For instance, if the estimated price of an item (i.e., 
at the time of placing the order is say, $20.00) and let us say the parameter was set 
to 20%. if the  invoiced price is say, $24.00 (i.e., it varies by more than 20% of the 
estimated price), then when receiving the invoice the acquisitions librarian will be 
alerted to the variation and is allowed to defer the payment of the invoice pending 
further price verification. 
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Maximum number of new suggestions by patrons. This is a number that has to 
be entered to specify the number of new item suggestions that a patron may make 
at a time. 

General set up parameters – serials management

Serials Management invoice variation factor. This is expressed as a percentage 
and indicates the extent to which there could be a variation between the estimated 
price and invoiced subscription price of a serial. The parameter can be set by using 
the up and down arrows of the Spin control. For instance, if the estimated price of a 
serial (i.e., at the time of placing the order is say, $200.00) and let us say the 
parameter was set to 20%, and the invoiced price is say, $240.00 (i.e., it varies by 
more than 20% of the estimated price), then when receiving the invoice the serials 
librarian will be alerted to the variation and is allowed to defer the payment of the 
invoice pending further price verification.

Serials Management order period. This is a number which indicates the maximum 
number of days allowed for a vendor to supply serial item invoices ordered with 
him. The parameter can be set by using the up and down arrows of the Spin 
control. 

Renew serial subscriptions in the last ____ days of subscription. This is a 
number which indicates the number of days prior to the expiry of a serial title's 
subscription at which a renewal order becomes due. For instance, if a serial title's 
subscription expires on 31 Dec 2006, and if the parameter is set to 30 days, then a 
renewal notice will be generated on 1 Dec 2006.

General set up parameters – technical processing

If catalogue record is imported, populate classification number (of imported 
record) of selected scheme (if available). NewGenLib allows the import of 
cataloguing data from web-based MARC-21 data sources such as the Library of 
Congress. These sources contain information about classification numbers used in 
the record, e.g., Dewey Decimal and/or Library of Congress classification numbers. 
Using this parameter, it is possible to specify which particular classification 
number(s) (if available in the imported record) should be actually imported into the 
General or MARC-21 templates of NewGenLib. The following classification 
schemes are possible to be imported and can be set by clicking the radio button 
next to the scheme:

17. Dewey Decimal Classification

18. Universal Decimal Classification

19. Library of Congress Call Numbers

20. Classification numbers assigned in Canada

21. National Library of Medicine Call Number
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22. National Agricultural Library Call Number

23. Government Document Classification Number

Customize holdings fields. NewGenLib, by default allows only some fields to be in 
the holdings data for a metadata record. However, a library may define more fields to 
be added to the holdings data. The screen below shows how this is done.

 

In order to add your own holdings fields do as follows.

• Click the Add button to see the embedded window shown above.

• Enter the name of the field you wish to add to holdings records, e.g., Price 
of item

• Enter, how you wish this field to be displayed in the outputs. e.g., 
Accession register.

• Enter if this is only for display (user) or if the data is required to be stored 
in the database (system).

• Select Yes or No in the drop down box labeled Display.

• Click OK to commit the addition of the new field entered into holdings 
records.

• Steps 1 to 6 may be repeated as many times as needed, once for each 
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new field that is to be added to holdings records.

General set up parameters – circulation module

The screen below shows the different general  circulation-related set up 
parameters that can be set.

 
Each of these parameters, their purpose and how to set them up is described 
below.

Reservation Queue Factor. This is a number which indicates the maximum 
number of persons that are allowed to be in a Reservations queue. The parameter 
can be set by using the up and down arrows of the Spin control. To understand how 
this parameter works, imagine that this parameter has been set to 3. This means 
that a reservation queue can have a maximum of 3 persons, if there is only one 
copy of the item under reservation, or the number of copies multiplied by 3 if there 
is more than one copy of the item under reservation.
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ILL Period to Patrons. This is a number which indicates the maximum number of 
days of loan of an item borrowed on interlibrary loan is allowed to a patron. The 
parameter can be set by using the up and down arrows of the Spin control. 

Maximum period for return of binding orders. This is a number which indicates 
the maximum number of days allowed for a Binder to return items given to him for 
binding. The parameter can be set by using the up and down arrows of the Spin 
control. 

Number of checkout slips. This is a number which indicates the maximum 
number of checkout slips that will be printed at the circulation desk when a patron 
checks out one or more items. The parameter can be set by using the up and down 
arrows of the Spin control.

Reservation validity. This is a number in days for which a patron's reservation for 
an item is valid once he/she has been intimated that an item reserved for him/her is 
available and can be collected from the circulation desk. In other words, if the 
patron does not collect the item within the specified number of days, the reservation 
of the item passes to the next patron in the queue, if any.

ILL overdue per day. This is a figure in the local currency and indicates the 
overdue charge to be collected per day for patrons who do not return items 
borrowed for them on interlibrary loan after the due date. 

Show patron photo at checkout. This is a check box control. If selected, patron 
photos will be displayed during checkout otherwise even if patron photos are 
available, they are not displayed. Since photos are stored on the server, this 
parameter can be turned off when connection speeds are poor to avoid traffic 
congestion over a network.

Number of No-dues certificates. This is a number which indicates the maximum 
number of no-dues certificates that are to be printed on-demand and can be set by 
using the up and down arrows of the Spin control.

Renew items on loan in the last ----- days. This is a number in days and lets the 
system know that an item's loan will be allowed to be renewed only if it falls within 
the set parameter. For instance let us say this parameter is set to 3, and let us say 
an item is due for return on 15 March 2005. The loan of this item will be possible to 
be renewed only on 12 March 2005 and not before this date. The idea of this 
parameter is to prevent patron's from misusing the renewal facility preventing other 
patron's access to materials.

At Report of loss of item. This is to help define how the library proposes to deal 
with loss of items that are reported to it by patrons, i.e., how the library proposes to 
recover costs of one or more items lost by a patron. There are two radio buttons 
from which the library can choose: Charge the patron with 1. Purchase price, or 2. 
Current price. Over and above this, the library can decide to levy a service charge 
expressed as a percentage of the (purchase or current price that is decided to be 
charged). Once these parameters are defined, they are used to automatically 
calculate the costs payable by a patron when he/she reports a loss of an item in the 
circulation module. 
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Maximum number of requests for ILL by a patron. This is a number that is 
entered to specify the maximum number of interlibrary loans that can be requested 
by patrons. 

Maximum number of ILL's to a library. This is a number that is entered which 
indicates the maximum number of interlibrary loans that a library will be allowed to 
ask for at any time.
Maximum number of ILL's from a library. This is a number that is entered which 
indicates the maximum number of interlibrary loans that this library will be allowed 
to ask for from another library at any time.

Maximum number of reservation's by a patron. This is a number that is entered 
which indicates the maximum number of reservations that a patron will be allowed 
to make at any time..

Overdue notices for materials. This is to help define how the library proposes to 
deal with overdue notices. First, it is necessary to choose whether or not overdue 
notices will be automatically sent or not. This is set by selecting the check box 
labeled 'Send overdue notices?'. If this is checked, overdue notices will be 
automatically generated. Once this is checked, then it is necessary also to set the 
following parameters:

Send first overdue notice after (due date)? ----- (in days). This indicates 
number of days after due date when the first overdue notice is to be sent. 
Interval between successive overdue notices ---- (in days). This is self 
explanatory. 
Maximum number of overdue notices. This is a number and the meaning is 
self explanatory. 

Check-in slips. This is meant to specify if the library wishes to print one 
consolidated check-in slip for a user when he/she returns several items at a 
time or several individual check-in slips, one for each item. This is specified 
by selecting one of two radio buttons, Consolidated or Individual. Following 
this, you need also to enter the number of check-in slips that need to be 
printed at the circulation counter.

General set up parameters – other general parameters

The following parameters fall into this category

New Arrivals.  This is a number in days abo

ut what constitutes New Arrivals for a library. For instance, if this parameter is set 
to 30 days, then all items acquired within the last 30 days will be designated as 
New Arrivals by the software. This parameter is used in the online public access 
catalogue (OPAC).

Local budget currency. This is a text box that allows the entry of the details of 
currency in which budgets of the library will be maintained. For instance in most 
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Indian libraries, the local budget currency will be Indian Rupees, In Saudi Arabia it 
will be Saudi Riyals and so on.

Customize patron fields. NewGenLib, by default allows only some fields to be in 
the patron data record. However, a library may define more fields to be added to 
the patron data. The screen below shows how this is done.

In order to add your own patron data fields do as follows.

• Click the Add button to see an embedded window that will appear..

• Enter the name of the field you wish to add to patron records,

• Enter, how you wish this field to be displayed in the outputs. 

• Enter if this is only for display (user) or if the data is required to be stored in 
the database (system).

• Select Yes or No in the drop down box labeled Display.

• Click OK to commit the addition of the new field entered into patron records.

• Steps 1 to 6 may be repeated as many times as needed, once for each new 
field that is to be added to patron records.
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General parameters

In addition to the general set up parameters discussed in the previous pages, there 
are a few general parameters, i.e., those that are useful in more than one module. 
The definition of these is discussed below.

General parameters – patron creation
 It is important to note that before you begin to create new patrons, i.e., users or 
members who will be allowed to borrow items from the library, it is essential to define 
a set of Patron categories and departments as part of the system configuration 
operations. In an academic environment, you will also need to define the courses as 
part of the system configuration operations.

Double click the folder icon next to the 'Patron' label and you will see two sub-
options: Add and Search.  Double click the Add icon of sub-options to see the data 
entry screen shown in the figure below.

To create new patrons do as follows.

Right at the top you have two drop down boxes labeled User type and Patron type. 
The User type drop down box has two options for Staff of library and Patron (i.e., 
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other users who are not staff of library), and the Patron type drop down box has 
three options: Regular (for individual patrons, Library (Networked), and Library (Non-
networked). If your library is part of a library network, it is possible that other libraries 
in the network could borrow items from your library and so you create a record for 
such libraries. Similarly, there could be other libraries outside your network who wish 
to borrow items from your library and it is possible to create a record for such a 
library. Depending on the type of record you wish to create, select the option in the 
User type and Patron type drop down boxes. 

In the majority of the cases you will choose Patron as the User type and Regular as 
Patron Type. The second panel in the screen allows you to enter the User Id (usually 
the unique bar code assigned to the user). To make sure that the user Id is unique 
click the V button. If this is not unique, you will be told. You will then enter the name 
of the patron (first, middle and last) in the text boxes. You then select the Patron 
category from the drop down box and the course if in an academic environment. You 
then select the Department from the drop down box. If the patron being added is 
also an Approving authority (for the purposes of book or serials acquisitions), the 
check box next to the Approving authority is selected.

If you choose Patron as the User Type and Library (networked) as the Patron type, 
an embedded window opens where you can select the name of the Networked 
library, i.e., Associate library that has already been configured to be on the library's 
network. This is required only when a library is part of a NewGenLib network 
comprising one Host library and several Associate libraries. 

If you choose Patron as the User Type and Library (others) as the Patron type, an 
embedded window opens where you can select the name of the non-networked 
library, i.e., libraries outside the network but with whom this library will have inter-
library loan transactions. 

The next panel on the screen has two tabbed pages for Current address and 
Permanent address. The text boxes of these pages are self explanatory. Enter the 
required data.

The next panel has two date boxes where you enter dates to indicate when the 
patron's membership begins and when it ends. These boxes display calendars when 
you press the F2 key from which you can select these dates. 

The bottommost panel is meant to specify the preferred mode of communication 
between the library and the patron. There are three options: email, instant 
message, print. One or more of these can be selected by clicking the check box 
next to these options. What this means is as follows: If email is checked, all 
messages (e.g., overdue claims will be sent to the patron by email), If Instant 
message is checked, messages will be displayed to the user when he/she logs-in to 
the OPAC with his user ID, if Print is checked, messages will only be sent in printed 
form. 
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The last element on the Add New patron screen is for options to indicate where 
printed communications are to be sent: Current address, Permanent address, or 
both. These options are selected by clicking one or more of the check boxes.

Click the OK button to commit the transaction to create a new patron and store the 
patron details in the database.

Searching for patrons

Circulation staff have sometimes to search for patron data during the course of their 
work. In order to search for patrons already created, do as follows.

Double click the Search folder icon to open a screen (shown below) with several drop 
down boxes as follows:

• Membership - this drop down box had 3 options Any, Live and 
Expired and you can select any one of these in searching for 
patrons 

• Department - this drop down box has all the departments already 
set up 

• Patron category - this drop down box shows all the categories of 
patron that have been configured and you can select any one of 
these in your search. 

• User type - this drop down box has the Any, Staff of Library, and 
Patron (I.e., other than staff of library) as selection options 

• Patron type - this drop down box has the options Any, Regular, 
Library (networked) and Library (others) as selection options 

• Library name - this drop down box has names of all libraries 
configured to be on the network. 
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24.

• You can use the above mentioned drop down boxes to make the required 
selections, e.g., if you wish to search patrons from the Chemistry 
department whose membership has expired you will select the option 
Expired in the Membership drop down and you will select Chemistry in the 
Department drop down. By default all the selections in the drop down 
boxes are combined using the AND Boolean operator.

The Search patron functionality provides other options as well. These are provided via 
the 6 icons at the top left of the screen. These icons are for: 1. Add new patron, 2. Edit 
patron record, 3. Delete patron record, 4. Mark patron as delinquent, 5. Unmark patron 
as delinquent, and change password of patron. 

Click the Add patron icon to open the same screen which opens when you click the 
Add New (patron) folder icon. 

Select a patron record in the table of displayed list of patrons and click the Edit icon. 
This will open a form with details of the selected record. You can modify the record and 
save the edited record. 
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Select a patron record in the table of displayed list of patrons and click the Delete icon. 
This will delete the patron record from the database but only if the patron does not 
have loan or reservation transactions against his/her name. Also, only System 
Administrators (or those who have been given the privileges) to delete records will be 
allowed to delete patron records. 

Select a patron record in the table of displayed list of patrons and click the Mark 
patron as delinquent icon to mark a patron as a delinquent patron. Such a situation 
may arise when a patron consistently defaults on payment of over dues, does not 
respond to recall notices, etc. When a patron is marked as Delinquent and he comes to 
the library to check-out items, the circulation desk staff are alerted to this fact. 

Select a patron record in the table of displayed list of patrons and click the Unmark 
patron as delinquent icon to unmark a patron as a delinquent patron. This is to 
cancel the delinquency status of a patron who has paid his over dues and/or 
responded to recall notices, etc. 

The Change password of patron icon is meant to help the system administrator to 
help a patron to change his/her password when the patron has forgotten his/her 
password. All library staff will not have the privilege to perform this function. 

General parameters – Departments

A library often acquires materials for several departments of its parent organization, 
e.g., an academic library. It is possible to use the Department parameter to define one 
of more of these departments so that these become accessible to the acquisitions 
programs during ordering and receiving functions.

Double click the department folder icon and you will see a window showing a table with 
departments that have already been defined, if any. 

You will also see on the right of the table four icons placed vertically for: New, Edit, 
Delete, and Refresh. 

To define a new department, click the New icon to open an embedded window which 
allows you to enter the name of the department. Click the OK button to commit the 
addition of the department.

To edit the name of a department, select a row in the table and click the Edit icon to 
open an editable window showing the Department. This can be edited. Click the OK 
button to commit the changes to the department.

To delete a department, select a row in the table and click the Delete icon. You will 
be asked to confirm the deletion before the Department is deleted. If transactions 
have been posted to this Department, the deletion will not be allowed. 
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The Refresh icon, simply allows you to recall data from the database to view all the 
changes posted to the database.  

General parameters – Courses

A library often acquires materials for one or other academic course, e.g., in an 
academic library. It is possible to use the Course parameter to define one of more of 
these courses so that these become accessible to the acquisitions programs during 
ordering and receiving and in patron-related functions.

.Double click the Course folder icon and you will see a window showing a table with 
Courses that have already been defined, if any. 

You will also see on the right of the table four icons placed vertically for: New, Edit, 
Delete, and Refresh. 

To define a new course, click the New icon to open an embedded window which 
allows you to enter the name of the course. Click the OK button to commit the 
addition of the course.

To edit the name of a course, select a row in the table and click the Edit icon to 
open an editable window showing the course. This can be edited. Click the OK button 
to commit the changes to the course.

To delete a course, select a row in the table and click the Delete icon. You will be 
asked to confirm the deletion before the course is deleted. If transactions have been 
posted to the course, the deletion will not be allowed. 

The Refresh icon, simply allows you to recall data from the database to view all the 
changes posted to the database.  

General parameters – Form letters

NewGenLib uses the Openoffice suite of programs to help a library to configure its 
form letters. By form letters, we mean the routine communications that the library 
needs to use between it and its users, other libraries and its vendors. For instance a 
form letter is normally used to place firm orders in its acquisitions. Default form 
letters have already been defined and these can be modified and stored by the 
library. It is also possible to specify if a form letter should be sent as a printed letter, 
email, or instant message. 

Double click the folder icon next to Form letters. This will soon open a window 
(figure below):
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The window has the following elements:

• A panel showing a table of form letter templates that are already de-
fined.  Double click the title of the form letter to define and/or modify to 
see its title and default prefix that can be used with the letter. The de-
fault prefix can be edited..

• Three labels: Instant message, email and print and each of these la-
bels is followed by three radio buttons for Mandatory, Optional and 
not required.: Click the required radio button to ensure that the select-
ed form letter is sent in the manner required. For instance, if you wish 
to send overdue claim letters only as emails, select the claim letters in 
the first panel, double click it, edit the prefix if required and then click 
the Mandatory radio button next to the email label.  The radio button, 
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Not required may be checked for the other two labels for Instant mes-
sage and print. This will ensure that the claim letters will be sent only 
as emails.

• Three labels, viz., Generate openOffice document, Generate html 
document and Generate text document. Next to each of these labels 
are two radio buttons, one for Yes and another for No. If the selected 
form letter is required to be sent as a openOffice document then click 
the Yes radio button next to Generate openoffice document. 

• A panel that contains various parameters (e.g., name of library, vendor, 
etc., that are pre-defined) for the form letter. These parameters are not 
editable.

• Three buttons for Define text, Define openOffice Document and De-
fine html. If a form letter is to be sent as a printed one, it will normally 
be defined as a text or as an openOffice document. If it is to be sent as 
an email then it could be deined as a text document or as a html docu-
ment. Click the appropriate button to invoke the program that will help 
you to define the form letter. For instance when you click the Define 
text button, the WordPad program is invoked. You can then enter text, 
use your library’s logo, use fonts that you wish and format it so that the 
form letter is as per your design. Once the form letter is saved, this will 
be invoked whenever required during the operation of the software. 
Before you can invoke the appropriate program to define text, openofi-
ice document or html document, the executables for these will need to 
be configured. If these are not already configured, you will be prompted 
to do so.

When a form letter is defined or edited, click the OK button to commit the newly 
defined or changed form letter. 

The Close button disposes the Form letters window and returns you to the 
previous window.

General parameters – Holidays

NewGenLib allows a library to configure the days on which the library remains 
closed. This will ensure that dates of return of items circulated will not fall on 
holidays. 

Double click the folder icon next to Holidays. This will soon open a window with 
the following elements: 

• A drop down box for Fiscal Year. Select the Fiscal year in which the holi-
days are to be configured.

• Two boxes labeled: Start Year and End Year respectively. These are auto-
matically populated 
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• Two boxes labeled Start date and end date. These are automatically pop-
ulated when the Fiscal year is selected 

• Seven check boxes, one for each day of the week with a label Every. The 
idea is of every Saturday and Sunday is a holiday (i.e., due dates should 
not fall on these days), then check the Saturday and Sunday check boxes.

• A button labeled Auto generate. Click this to automatically generate the 
list of holidays on the week days that are checked as holidays throughout 
the year.

• In addition to the weekly holidays, there may be other days on which the li-
brary’s circulation department is closed. Two text boxes, one for date and 
another for reason are provided. To enter a date on which the library/s cir-
culation may be closed, enter the date (press F2 for a calendar to select 
the date) and enter the reason why it is a holiday. 

• Just below the two boxes there are 3 icons for New, Edit and Delete. 

To add a new holiday, enter the date on which it is a holiday and the reason and 
click the New icon. This will add the date as a holiday. Duplicate holidays are 
disallowed. .

To edit a holiday, select the date in the table of holidays and then click the 
Edit 
To delete a holiday, select the date and click the Delete icon. You will be 
asked to confirm the deletion. 

 

General parameters – Top stories (RSS feeds)

RSS (Really Simple Syndication) feeds have become popular ways in which 
news and information is disseminated by various organizations. The feeds could 
be subject based, e.g., agriculture, or specific to a place. RSS feeds are 
disseminated as XML records. These are then interpreted by news readers and 
by Internet browsers such as Firefox and Internet Explorer. NewGenLib allows a 
library to configure one or more RSS feeds. The news from these feeds become 
accessible to users from the library’s OPAC. 

In order to configure one or more RSS feeds, first you must identify the feed. This 
can be done in several ways including searching Google. Users of the library 
may also be able to let the library know of RSS feeds that is of interest to them. 
Some RSS feeds require you to register with them. 

Double click the folder icon next to Top stories to see a window with a table 
showing the feeds already configured and four icons placed vertically next to the 
table standing for New, Edit, Delete, and Refresh respectively from top to bottom.

To add a new RSS feed, click the New icon. An embedded window (see figure 
below) appears having two text boxes labeled Feed Name and Feed llocation. 
Enter the name of the Feed, e.g., Times of India News feed, and the location. By 

195 1



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

location is meant the URL as an XML file. This is entered in the location text box. 
Click the OK button to commit the addition of the feed.

To edit the details of a RSS feed, select the feed in the table and click the 
Edit icon,  An embedded window shows the name and location of the feed in 
two text boxes. The data may be editied and committed to the database by 
clicking the OK button.

To delete a RSS feed, select the feed in the table and click the Delete icon. 
You will be asked to confirm the deletion. Once this is done, the feed will be 
deleted.

The Refresh icon simply displays the currently defined feeds after addition and/o 
deletions.
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General parameters – MARC data sources

A library can configure one or more MARC-21 data sources from where they 
would like to import MARC-21 records in ISO-2709 format. The software is 
already configured to show the Library of Congress, National Agricultural Library 
and the National Library of Medicine as three MARC-21 data sources from which 
import of catalogue records is possible. Other sources (including libraries that 
use NewGenLib and expose their online catalogues on the Internet via their 
OPAC) can also be configured as long as they allow their MARC-21 records to 
be exported and saved in ISO-2709 format. Any one of the configured sources 
may be defined as the default source for the import of MARC-21 records.

1. Double click the folder icon next to MARC data sources. This will open a new 
window with the following elements: 

• A table showing the name of the source and the URL of the MARC cata-
logue data sources that are already configured and also a check box to in-
dicate if this is the default source to use. 

• Four icons placed vertically on the right of the screen respectively for: 
New, Edit, Delete and Refresh 

2. To create a new MARC-21 data source, click the New icon. This will open 
a new window (figure below) where you can enter the name of the source 
and the URL of the online catalogue. Click OK to save the entered data. 
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To edit a MARC data source, select the source in the table shown and click the 
Edit icon. This will open a window with the details of the source. The text boxes 
in the window may be edited and saved.

To delete a MARC data source, select the source in the table shown and click 
the Delete icon. You will be asked to confirm the deletion and if you click OK, the 
source will be deleted.

General parameters – SRU/W Servers

SRU (Search/Retrieve via URL) is a standard search protocol for Internet 
search queries, utilizing CQL (Common Query Language), a standard query 
syntax for representing queries. SRW (Search Retrieve Web Service) is a 
companion protocol to SRU. The Library of Congress serves as the maintenance 
agency for these standards. 
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NewGenLib allows a library to configure one or more SRU/W Servers so that the 
library can connect to library databases behind these servers and make 
federated (simultaneous) searches of two or more databases.

To configure a SRU/W Server, double click the folder icon next to SRU/W 
servers. This will open a window with the following elements:

A table showing the name of the server, the URL of the server, the preference 
schema (metadata standard supported) that are already configured and also 
a check box to indicate if this is the default source to use. 

Four icons placed vertically on the right of the screen respectively for: New, 
Edit, Delete and Refresh 

To create a new SRU/W server, click the New icon. This will open a new 
window (figure below) where you can enter the name of the server, the URLand 
preference schema of the server. Click OK to save the entered data. 
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To edit details of a SRU/W server, select it in the table shown and click the Edit 
icon. This will open a window with the details of the server. The text boxes in the 
window may be edited and saved.

To delete a SRU/W server, select it in the table shown and click the Delete icon. 
You will be asked to confirm the deletion and if you click OK, the source will be 
deleted.

General parameters – patron categories

It is possible to divide a library’s patrons into well defined categories so that 
circulation and other privileges can be assigned to patrons in each of these 
categories. In NewGenLib, library staff are also considered to be patrons but of 
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type library staff. Such patrons are normally the ones that are assigned 
privileges to work with the functional modules, viz., acquisitions, technical 
processing, circulation, etc. Similarly, it is usual to define a category called 
System Administrator, who will have all privileges, i.e., the possibility to work with 
all the functional modules of the software. 

Double click the folder icon next to the patron category to open a window that 
shows the categories already defined. Next to the table are place five icons 
standing for New, Edit, Delete, Refresh and Define privileges..  

To create a new patron category, click the New icon. This will open a new 
window (figure immediately below) where you can enter the name of the patron. 
Click OK to save the entered data. 
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You will be asked if you wish to define privileges for the patron. If you click Yes, 
another window opens. See the figure below

The define privileges window has several tabs, one for each of the functional 
modules. In each of the tabs you also see the tasks and subtasks. For instance, a 
patron can be assigned the privilege of placing firm orders but not the privilege to 
cancel and reorder items in the Acquisitions module. 

Depending on the category of patron, the privileges in respect of various modules 
and tasks/subtasks are defined. Click the OK button to commit the privileges.
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To edit a patron category, select the category in the table and click the Edit 
icon. The name of the category can then be edited and saved by clicking the OK 
button. It is also possible to define the privileges of the patron being edited.

To delete a patron category, select the category in the table and click the Delete 
icon. You will be asked to confirm the deletion before it is actually deleted. 

To define privileges of an existing patron category, select the category in the 
table and then click the Define privileges icon. This will open the privileges 
window shown above. You can then add or delete privileges defined earlier for 
that category of patron.

The Refresh icon simply displays the currently defined feeds after addition and/or 
deletions.

Acquisitions parameters

Acquisitions parameters – Budget sources

By Budget source is meant, a funding source, e.g., in India, the University Grants 
Commission (UGC) is a funding source for many University libraries. In Special 
libraries, there may be Research Projects which provide funds for library 
acquisitions. There may be more than one funding source for a library. A Budget 
source could be used to fund one or more Budget heads or Accounts or 
Departments or Subjects. It is necessary in NewGenLib to specifically define 
Budget sources even if there is only one budget source for a library.

Although we show as if Budget sources as an Acquisitions parameter, it is also 
used in other modules such as Serials and circulation. 

Double click the folder icon next to the 'Budget source' label and you will see the 
following list of sub-options: New (Budget source) and View (Budget source). 

To add one or more Budget source do as follows.

Double click the New folder icon to open a screen where you can enter the 
details of a new Budget source. The screen (shown below) contains several 
elements and these are described below. 
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● Right at the top you have a text box labeled Source name. Enter the 
source name, e.g., University Grants Commission, Special project on 
Bioengineering 

● Enter the address of the Budget source in the address panel 

● Click the OK button to save the data on the new budget source created in 
the database. 

Viewing Budget source data

To view available (or already configured) Budget sources click the View folder 
icon. You will see the screen shown below.

The View Budget source screen has a table showing all the Budget sources 
already created. On the right of this screen, you will see 4 vertically placed icons 
as follows: 1. Add New (Budget source), 2. Edit (Budget Source details), 3. 
Delete (Budget source data), and 4. Refresh screen. 

Click the Add New icon to open the same screen that opens when you click the 
Add New Folder icon to enter the details of a new Budget source. 

Select a Budget source record in the table of displayed list of Budget sources 
and click the Edit icon. This will open a form with details of the selected record. 
You can modify the record and save the edited record. 

Select a Budget source record in the table of displayed list of Budget sources 
and click the Delete icon. The record for the Budget source will be deleted 
but only if the Budget source does not have any transactions associated with it. 
Also, only System Administrators (or those who have been given the privileges) 
to delete records will be allowed to delete Budget source records. 
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The Refresh icon simply refreshes the details of the screen after a change is 
made, e.g., a new record is added to it.

Acquisitions parameters – Budget heads
By Budget heads is meant, expenditure heads also called accounts under which 
expenditure is made by a library. A library could have more than one Budget 
head under which it acquires books and other items, subscribes to serials, and 
also spends on acquiring services, e.g., of binders. 

 A Budget source (or funding source) could fund one or more budget heads. 
Before a library can begin to automate its book and serials and other acquisitions 
programmes, it is necessary that it first configures the fiscal (or financial) year, 
currency in which the library's budget will be maintained, Budget sources, Budget 
heads, and then allocate resources within the budget heads. The Budget Head 
system configuration parameter is meant to:

● Define new budget heads 

● View Budget heads already defined 

● Transfer funds from one budget head to another 

● Update allocation of funds in one or more budget heads 

● Generate a Transaction trail for one or more budget heads. 

The above-mentioned tasks are each accomplished by clicking the following 
folder icons respectively: New, View, Transfer funds, Update allocation and 
Transaction trail.

To add a new Budget head do as follows.

● Double click the New folder icon to open a screen (shown below).
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● As can be seen, the Add new budget head screen has a  text box at the 
top centre where you can enter the name of a Budget head. After this you 
will need to define who is the approving authority for this budget head. For 
instance in a university set up, it is usually the head of the department if 
the Budget head is for a Department. To define or identify one or more 
Approving authority (s) for the Budget head, click the New icon placed at 
the right hand side of the screen. This will open the Patron search window. 
You can the search for the name of the patron who is officially designated 
to approve expenditures incurred under the defined budget head. 

● Select the patron designated to approve expenditures for the Budget head 
and click OK in the Patron search screen. This will populate the Add new 
Budget head screen.

● There is also a Delete icon placed below the New icon. If you wish to 
delete the name of an approving authority from the displayed ones, simply 
select the name by clicking it and then click the Delete icon.

To view already defined Budget heads do as follows.

● Double click the View folder icon to open a screen (shown below) which 
shows all the defined Budget heads in a single-column table. 
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● To the right of the table are placed vertically, four icons for New, Edit, 
Delete and Refresh. Clicking the New icon allows you to define a new 
budget head. 

● To edit the name of a budget head, select it in the displayed table and 
click the Edit icon (a + symbol). This opens a window with the name of the 
budget head and also showing the names of the approving authorities. It is 
possible to edit the name of the Budget source and/or one or more 
approving authority. 

● To delete a budget head in the displayed table, select it and click the 
Delete icon to delete one or more Budget heads. You will be asked to 
confirm the deletion. 

● The Refresh icon, simply refreshes the screen after modifications made if 
any. 

To transfer funds from one Budget head to another do as follows.

 Double click the Transfer funds folder icon to open a screen (shown 
below). The screen has two panels, labeled From and To. Each of these 
panels has text boxes for various fields related to budget head information.
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● In the panel labeled From, click the ellipsis button ('...'). An 
embedded window opens showing all the defined budget heads.

● Select the Budget head from which you wish to transfer funds from 
the table in the embedded window and click the OK button. This will 
populate the text boxes in the From panel with details of the Budget 
head, viz., its budget source, Budget_id, allocation, expenditure, 
and balance.

● Repeat steps 2 and 3 but in the panel labeled To.

● At the bottom of the screen, you will see a text box labeled Amount 
to be transferred. Enter the amount that you wish to transfer from 
the first budget head to the second.

● Click the OK button to commit the transfer of funds to the database.

To update allocation of funds to a Budget head do as follows.

▪ Double click the Update Allocation icon under Budget Head. You 
will see the screen shown below.
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▪ Click the ellipsis ('...') icon next to the Budget head text box. 

▪ An embedded window opens showing all the defined Budget heads 
and the allocations done. 

▪ Select the Budget head whose allocation is to be updated. The 
amounts already allocated, committed, spent and balance as on 
date are shown in the lower panel. 

▪ Enter the new amount that is now being allocated in the text box 
labeled Amount being allocated and click the OK button. This will 
update allocations of grants to the specific budget head,   

Transaction trails

By transaction trail is meant a history of transactions (commitments, 
expenditures, allocations, etc.,) made within a budget head during a fiscal 
year. 

To get a trail of transactions made in a specific budget head, click the 
folder next to Transaction trail. This will open a window shown below. 
Follow the steps below.
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1. Click the Go button next to the Budget Head textbox. This will 
populate the table immediately below with the details of the 
Budget heads configured, allocations made, expenditure made, 
etc.

2. Click the Get previous allocations button. This will populate 
the allocations made in previous years if any.

3. Select any of these allocations and then click the Get 
transaction trail for the selected allocation button. The 
various transactions made for the selected allocation is shown 
in the bottom most table. You will see the dates and types of 
transactions made. 

Acquisitions parameters – Budget allocations
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Once budget sources and budget heads are defined, it is possible to allocate 
funds to one or more budget heads funded by one or more budget source. 

To allocate funds to a particular budget head, double click the New icon next 
to Budget allocation and then click the icon. next to New. This opens a window 
shown below. Follow the steps given below.

1. Select the Budget Source and Budget Head from the respective 
drop down boxes shown above..

2. Select the Fiscal year for which the allocation is being done.

3. The Budget_id is automatically generated and contains elements 
from the Budget head and Budget source. If the length of the 
automatically generated Budget_id is more than the allowed, you 
will be told and you can reduce the length manually by deleting 
characters in the ID.

4. Enter the amount to be allocated in the Amount allocated text box.

5. Click the OK button to commit the allocation.

To view budget allocations already made, click the folder icon next to View. 
You will soon see a table of budget heads, allocations, related to the different 
budget heads.
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Click the Close button to dispose the window and return you to the 
previous screen.

Acquisitions parameters – Currency and conversions
It is possible to define one or more currencies in which materials are 
invoiced and paid for during acquisitions and this function allows 
Acquisitions librarians to define currencies and conversions into the local 
budget currency. The local budget currency, i.e., the currency in which the 
budget of the library is maintained, is defined as a General Setup 
parameter.

Although currency names and conversions are shown as if they are 
parameters used only in the Acquisitions module, these are used also in 
the Serials management module.

1. Double click the Currency name parameter in the vertical frame on the 
left of the Configure system screen. You will soon see the New folder icon. 
Double click the New folder icon and a window opens with a drop down 
box labeled Currency name showing the currencies that are already 
defined. The drop down box is followed by a green Go button. 

2. To define a new currency, enter the name of the currency in the drop 
down text box area and click the Go button. You will now see an 
embedded window which allows you to enter a conversion rate (from the 
new currency to the local budget currency) and a date with effect from 
which the conversion is effective. You can select a date from the calendar 
component if required. 

3. To the right of the screen, you will see three icons placed vertically for 
New, Edit and Delete. Click the New icon to define a new currency as 
described in paragraph 1, above. To edit a currency and its conversion 
rate, select its row in the table and click the + (or Edit) icon and soon you 
will see the same embedded window as described in paragraph 2 where 
you can edit the conversion rate and choose a date with effect from which 
the rate is valid. 

4. Similarly, to delete a currency, select its row in the table and click the 
Delete icon. You will be asked to confirm the deletion. 

Acquisitions parameters - Fiscal years
Budgets and expenditures are usually associated with allocations done 
during a fiscal (or financial year). This function allows Acquisition's 
librarians to define Fiscal years, i.e., the period when a fiscal year begins 
and when it ends. For instance in India, a fiscal year (or financial year), 
e.g., 2004-2005, begins on 1 April 2004 and ends on 31 March 2005.
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1. Double click the Fiscal year parameter in the vertical frame on the left 
of the Configure system screen. You will soon see the New folder icon. 
Double click the New folder icon and a window opens. On the right of the 
window there are four icons placed vertically for New, Edit, Delete and 
Refresh.

2. Click the New icon and soon you will see an embedded window where 
you can select the Start date and End date of the Fiscal year in separate 
calendar components. Once you do this, three other text boxes, viz., 
Fiscal year, Year 1 and Year 2 automatically get populated. 

3. To Edit details of a Fiscal year, select its row in the table and click the + 
(or Edit) icon and soon you will see the same embedded window as 
described in paragraph 2 above. You can now edit the Start year and End 
year of the Fiscal year. 

4. To Delete a Fiscal Year, select its row in the table and click the Delete 
icon. You will be asked to confirm the deletion. If postings have been 
made for the Fiscal year, deletion will not be allowed.

5. The Refresh icon, simply allows you to see whatever changes that were 
done by recalling data from the database. 

Acquisitions parameters – Location

A library could shelve its materials such as books, serials, CDs, audio 
cassettes, video recordings, etc., in various physical locations. It is 
possible to specify along with the call number assigned to a physical item, 
the actual location where it is shelved. This parameter allows the library to 
define the different locations in a library where items will be shelved. Also, 
it is possible to specify the location on a graphical map of one or more 
floors of the library. The display of records in the OPAC shows also the 
location where the item is shelved. Further if the location is marked on a 
map, the user can click on the location and see on the map the location 
and directions for reaching the location. 

Although we have shown Location as if it is an Acquisitions parameter, it is 
also used within the Technical Processing and database development 
module.

1.  Double click the Location parameter in the vertical frame on the left of 
the Configure system screen. You will soon see two folder icons: New and 
View. 

213 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

2. To define a new location, double click the New folder icon. This will 
open a window with a text box labeled Location and a Drop down box 
labeled Map showing different image files (of library floor maps. Image 
files are JPG files of up to 750 x 150 pixels) already defined, if any. You 
will also see a button labeled 'Mark on Map'.

3. Enter the name of the new location in the text box. To mark the location 
on the map, first select the appropriate image on which to mark the 
location from the drop down box labeled Map. Then click the 'Mark on 
Map' button. This will open the Image file. Once the file is open. Click on 
the space where you wish to mark the location and drag the cursor. This 
will place a red mark to indicate the location on the chosen map. Finally 
click the OK button on he bottom of the screen to confirm the addition of 
the new location. 

4. To view the locations already defined, double click the View folder 
icon. This will open a window showing all the locations already defined as 
a table with 2 columns: Location and Coordinates. The Coordinates 
column shows the Map and the actual coordinates on the map of the 
location.

5. On the right of the window there are four icons placed vertically for New, 
Edit, Delete and Refresh.  To edit a location, select the location in the 
table shown during the View as described in paragraph 3, above and click 
the Edit icon. This will open an embedded window where you can edit the 
name of the location and/or the map and re-mark the map to indicate the 
location.

6.  To delete a location, select the location in the table shown during the 
View as described in paragraph 3, above and click the Delete icon. You 
will be asked to confirm the deletion. If postings have been made for the 
location, deletion will not be allowed. 

7. The Refresh icon, simply allows you to see whatever changes that were 
done by recalling data from the database. 

Acquisitions parameters – Vendors

A library orders its materials (books, serials and others) from a few 
vendors and it is possible for it to create a database of such vendors which 
are then available during order processes in the books and serials 
acquisitions modules. 

Although we have shown Vendors as if it is an Acquisitions parameter, it is 
also used within the Serials management module.as well..

214 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

1. Double click the Vendor parameter in the vertical frame on the left of the 
Configure system screen. You will soon see two folder icons: New and 
View. 

2. To create a new vendor, double click the New folder icon. This will 
open a window with two panels (figure below). The top panel has a text 
box labeled Vendor. Enter the name of the vendor in the text box. The 
bottom panel has several text boxes and drop down boxes where you can 
enter address information and data about phone, email and fax of the new 
vendor.

2. After entering the name and address information, click the OK button to 
save the vendor data to the database. 

3. To view the details of a vendor double click the View folder icon to 
open a window which shows two panels. The top panel has a table of 
already defined vendors. The bottom panel is an address panel. 
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4. To edit the details of a vendor, select a vendor in the table (in the 
View option) and the address of the selected vendor is populated in the 
address panel. The four icons placed vertically next to the table represent 
New, Edit, Delete and Refresh. To Edit the details of the selected vendor, 
click the Edit icon. The details are populated in the window shown above. 
The details may be edited and saved to the database.

5. To delete a vendor, select a vendor in the table (in the View option) 
and then click the Delete icon. You will be asked to confirm the deletion. 

6. The Refresh icon, simply allows you to see whatever changes that were 
done by recalling data from the database. 

Acquisitions parameters – physical presentation/form

Bibliographic items belonging to one or other material type could also be 
presented in one or more physical forms. For instance, a book (monograph) 
could be physically distributed as a CD-ROM. Similarly, an item could be 
presented in the form of a drawing and so on. The physical form book is the 
commonly used one in libraries. 

NewGenLib uses MARC-21 as the bibliographic data format and all 
physical/presentation forms that the format specifies is already available for use. 
It is not usually required for libraries to define any new physical/presentation 
forms. However, this option has been provided to take care of exceptional needs.

Although we have shown Physical presentation/form as if it is only an 
Acquisitions parameter, it is also used within the Technical Processing and 
database development module.

Double click the folder icon next to Physical/Presentation forms. This will soon 
open a window with a table of physical/presentation forms that are already avail-
able in the drop down list and four icons placed vertically on the right of the 
screen. These icons represent: New, Edit, Delete and Refresh respectively from 
top to bottom.  

To create a new physical/presentation form entry in the drop down list, click 
the New icon. An embedded window opens in which you enter: the name of the 
new form being added. Click the OK button to commit the addition to the drop 
down list. Duplicate physical forms are not permitted.

To edit the name of a physical/presentation form, select it in the table and 
click the Edit icon. An embedded window containing the text of the form to be 
edited opens. You may now modify this and then click the OK button to commit 
the change to the drop down list.
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To delete a physical/presentation form, select it in the table and click the 
Delete icon. You will be asked to confirm the deletion. Once this is confirmed the 
entry for the material type will be deleted from the drop down list.

To refresh the contents of the table, click the refresh icon. This will populate the table 
with all the changes that may have been carried out.

Acquisitions parameters – Publishers

It is possible to create a drop down list of publishers using this option. Once such 
a list is available, data entry of publishers in cataloguing templates, acquisitions 
and in serials management modules Is not necessary; they can be selected from 
the drop down list.

Double click the folder icon next to the Publisher. This will soon open a window 
with a table of publishers that are already available in the drop down list and four 
icons placed vertically on the right of the screen. These icons represent: New, 
Edit, Delete and Refresh respectively from top to bottom.  

To create a new publisher entry in the drop down list, click the New icon. An 
embedded window opens in which you enter: the name of the publisher as you 
wish to see in cataloguing templates and OPAC and other display’s, URL of the 
publisher’s web site, email and address in the text boxes that you see in the 
embedded window. Click the OK button in the embedded window after entering 
the details. This will create an entry in the Publisher drop down list.

To edit the details of a publisher that has already been created, select the 
publisher in the table and then click the Edit icon. This will open an embedded 
window that shows the already entered details. You may now edit or modify the 
entered details, add missing information and/or delete the details of a text box. 
Click the OK button in the embedded window to commit the changes to the drop 
down list.

To delete a publisher from the drop down list, select the publisher in the table 
and then click the Delete icon. You will be asked to confirm the deletion. Once 
this is confirmed the entry for the publisher will be deleted from the drop down 
list. 

To refresh the contents of the table, click the refresh icon. This will populate 
the table with all the changes that may have been carried out.

Acquisitions parameters – Accession series
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A library acquires different types of materials: monographs, serials, pamphlets, 
theses, CDs, etc. Each of these materials may be accessioned using a different 
series of accession numbers rather than combining all the different materials in 
one sequence of accession numbers. For instance all Serials may be 
accessioned using a prefix P (for periodicals) and thus such materials may carry 
accession numbers in the sequence P1, P2, P3, .... P12000 and so on. In other 
words, a library could have more than one Accession number series to identify its 
collection of materials. This parameter allows a library to define the different 
Accession series that it has. This information is then used by the cataloguing 
module when adding holdings data to help automatically generate the next 
unique accession number in a series which also acts as a unique bar code Id for 
an item which is added to a library's collection.

Although the parameter, Accession series is shown as an Acquisitions 
parameter, it is used also in the Technical Processing and database 
development module.

1. Double click the Accession series folder icon and you will see a window 
showing a table with Accession series that have already been defined, if 
any. You will also see on the right of the table, four icons placed vertically 
for: New, Edit, Delete, and Refresh.

2. To define a new accession series, click the New icon. This will open an 
embedded window with the following components:

• Two text boxes labeled Accession series and Prefix. You can enter 
the name of the Accession series and the prefix used for the series 
if any respectively in these boxes.

• A Spin control labeled Start from where in you can enter the acces-
sion number (a numeric figure) from which the series begins.

• Two radio buttons labeled Fixed and Variable. Depending on 
whether the accession numbers (the numeric part is fixed in length 
or variable) check the appropriate radio button. For instance if ac-
cession numbers begin with 1 and go on continuously, then the cor-
rect radio button to check is Variable. 

• A text box labeled Maximum number of leading zeros. Some li-
braries like to use a fixed length accession number by padding the 
front with leading zeros, e.g., 00001, 00002 ... 01000, 01001, etc. In 
such a case the library expects that the maximum accession num-
ber will not exceed 99999. In such a case, the maximum number of 
leading zeros will be 4. This text box is not required to be filled if the 
accession number is a variable length number.

Once you enter the above information, click the OK button to commit information 
about the new Accession series to the database.

218 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

3. To edit information about an Accession series, select the series in the 
table and click the Edit icon. This will open an editable window where the 
name of the series, the starting number, whether it is fixed or variable in 
length, etc., can be edited.

4. To delete an accession series select the series in the table and click the 
Delete icon. You will be asked to confirm the deletion. If items are already 
assigned in this series, deletion will not be allowed.

5. The Refresh icon, simply allows you to recall data from the database to 
view all the changes posted to the database.
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Technical Processing and database development parameters

Technical processing and database development parameters – 
authority files

NewGenLib allows a library to pre-define various types of authority files. These 
are then used to validate bibliographic records that are either entered or 
imported. The different authority files are automatically updated during the 
cataloguing process.

Personal name authority records

To define personal name authority records, click the Administration > 
Configure system and then the Technical processing menu option. You will see a 
menu. Place the cursor on the option Authority files and then click personal 
name. (See figure below).
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.

You will soon see a new window as shown in the figure below.
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 Before creating a new personal name authority record, it is possible to 
verify if the name is already in the authority file. This is done by 
entering the name in the text box labeled Search term and then 
clicking the search icon. Authority records that match the search term 
will be shown in a table shown above. 

 If the name already exists in the authority file, simply click the close 
button,

 In case the name is not in the authority file and you wish to add it, click 
the New icon at the top left of the window. This opens another window 
shown in the figure below.

222 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

4. It is possible to connect to the Library of Congress’ (LoC) Au-
thorities database to search and download authority records. 
This is because NewGenLib supports the MARC-21 format for 
Authority records. Imported records will allow both See and See 
also references between authorized headings and non-autho-
rized headings. To import records from LoC, follow the steps be-
low.

5. Click the LOC (Authorities) button. This will connect you to the 
LoC Authorities database. (See figure below). In the example, 
we have chosen the name Drucker, Peter as the name for which 
we wish to create an authorized heading.
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6. Search for the authority record of the personal name that you 
wish to enter into the local database. Once this is retrieved, look 
for the entry for the authorized heading.  (See figure below). 
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7. Click the link to view the authority record as a MARC-21 authori-
ty record.

8. In the page that opens, save the record as a MARC-21 UTF8 
ISO-2709 record. See figure below.
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9. The ISO file that results is a long string. Select this by pressing 
the keys <ctrl> and <A> simultaneouslly and then copy the se-
lection to the clipboard by pressing the keys <ctrl> and <C> si-
multaneously. 
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10. In the NewGenLib personal name authority.window, click the 
paste button to import the MARC-21 authority record to the local 
authority file. You will see that the authorized heading as well as 
the see and see also references are imported. See figure below.

11.You will see that the window shown above has two tabs viz., 
General template and MARC editor. The General template is 
open by default. The imported record can be edited, for instance 
a new see or see also entry may be made in another language.

12.Click the Save button to save the authority record to the local 
authority record.
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Corporate name authority records

To define corporate name authority records, click the Administration > 
Configure system and then the Technical processing menu option. You will see a 
menu. Place the cursor on the option Authority files and then click corporate 
name.

The process to define a new corporate name or to import it from the LoC 
authorities database is identical to that for personal names, except that you 
search for corporate names in the name authority headings and follow the same 
steps as in the case of personal names.

Meeting name authority records

To define meeting name authority records, click the Administration > 
Configure system and then the Technical processing menu option. You will see a 
menu. Place the cursor on the option Authority files and then click meeting name.

The process to define a new meeting name or to import it from the LoC authorities 
database is identical to that for personal names, except that you search for meeting names 
in the name authority headings and follow the same steps as in the case of personal 
names.

Uniform title authority records

By uniform title, is meant the common title of a multivolume work or the name of 
a series title. 

To define uniform title authority records, click the Administration > Configure 
system and then the Technical processing menu option. You will see a menu. 
Place the cursor on the option Authority files and then uniform title.

The process to define a new uniform title or to import it from the LoC authorities 
database is identical to that for personal names, except that you search for title 
in title authority headings and follow the same steps as in the case of personal 
names.

Topical term authority records

To define topical term authority records, click the Administration > Configure 
system and then the Technical processing menu option. You will see a menu. 
Place the cursor on the option Authority files and then Topical term.
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The process to define a new topical term or to import it from the LoC authorities 
database is identical to that for personal names, except that you search for 
topical term in the subject authority headings and follow the same steps as in the 
case of personal names.

Form genre authority records

By form genre is meant the internal form in which information is presented, e.g., 
bibliographies, festschrift. However, most of form genre terms are also subject 
terms.  Follow the process given under topical terms authority records.

Geographic name authority records

Geographic names, e.g., names of countries, continents, places are subject to 
change over time. Also, they are language dependent.  It is usual to take one 
form of the geographic name as an authorized heading and then provide see 
and/or see also references to the authorized form of the geographic name. 

Geographic names are also to be found as subject terms. To create new 
geographic name authority records, follow the same process as for topical 
terms. 

Technical processing and database development parameters – 
material types

By Material type is meant the nature of the bibliographic record being described. 
The type ‘language material’ is used for print-on-paper materials. There could be 
other types, e.g., Manuscript music, projected medium. NewGenLib uses MARC-
21 as the bibliographic data format and all material types that the format specifies 
is already available for use.  It is not usually required for libraries to define any 
new material types. However, this option has been provided to take care of 
exceptional needs.

Double click the folder icon next to Material types. This will soon open a window 
with a table of material types that are already available in the drop down list and 
four icons placed vertically on the right of the screen. These icons represent: 
New, Edit, Delete and Refresh respectively from top to bottom.  

To create a new material type entry in the drop down list, click the New icon. 
An embedded window opens in which you enter: the name of the new material 
type being added. Click the OK button to commit the addition to the drop down 
list. Duplicate material types are not permitted.

To edit the name of a material type, select it in the table and click the Edit icon. 
An embedded window containing the text of the material type to be edited opens. 

229 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

You may now modify this and then click the OK button to commit the change to 
the drop down list.

To delete a material type, select it in the table and click the Delete icon. You will 
be asked to confirm the deletion. Once this is confirmed the entry for the material 
type will be deleted from the drop down list.

To refresh the contents of the table, click the refresh icon. This will populate 
the table with all the changes that may have been carried out.

Technical processing and database development parameters – 
Custom indexes

NewGenLib automatically creates indexes for fields which are normally searched. 
However, some libraries require that othet fields are also indexed so that they 
become search able. For instance, it may be required to index the publisher field 
so that searches by publisher becomes possible. These indexes are called 
custom indexes. 

Click Technical processing > Custom indexes. You will see a new window with a 
table showing the custom indexes already defined and four icons placed 
vertically next to the table standing for New, Edit, Delete and Refresh.

To define a new custom index, click the New icon. You will now see an 
embedded window shown in the figure below.
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1. Enter the name of the custom index
2. Enter the MARC-21 tag for the field to be indexed, e.g., 260 

for the Publisher tag
3. Enter the sub field identifier for the field to be indexed, e.g, a 

for publisher.
4. Click the OK button to confirm the creation of the new cus-

tom index.
5. The custom index has to be built programmatically before it 

becomes usable both in the applet (or librarian’s interface 
and in the OPAC. To do this double click the icon for New-
GenLib Desktop and enter your user Id and password. See 
figure below.

231 2



NewGenLib is an open source software under GNU GPL. The license owners of NewGenLib are L.J.Haravu (Kesavan Institute of 
Information and Knowledge Management, Hyderabad) and Siddartha E.M (Verus Solutions Private Limited, Hyderabad)

6. Once you successfully login, you will see the opening page 
of the Desktop application and the menu options. See figure 
below. Click the Utilities menu option and then the Build cus-
tom indexes sub-option.
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6. Select the index to Build/rebuild if only a single index 
is to be built/rebuilt.

7. Click the Rebuild all Custom indexes if you wish to 
build or rebuild all the indexes, or click Rebuild Se-
lected Custom Indexes to rebuild the selected index.

8. It is important to remember that the custom indexes 
are to be rebuilt each time new records are added to 
the database. Index rebuilding is time consuming de-
pending on the number of records in the database.

9. Once the above operations are done, the new indexes 
will become available and hence the fields search 
able via the applet and the OPAC.

Technical processing and database development parameters – MARC 
template worksheets
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NewGenLib provides a default MARC-21 worksheet for monograph records. It is 
possible to define worksheets for other bibliographic levels and material types. 
Once these are defined they become available for use during primary 
cataloguing and during modification of catalogue records with the MARC-21 
template..

Click Administration > Configure System > Technical Processing and then click 
MARC template worksheet. This will open a window shown in the figure below.

■ First select the Bibliographic level in the drop down box.

■ Select the material type in the drop down box and click the Green 
go button. If a worksheet has already been defined for the 
bibliographic level – material type combination, you will see in the 
table a list of tags, indicators and subfields already configured for 
the worksheet for this combination. Otherwise, you will be told that 
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there is no worksheet for the selected combination.

■ If tags, indicators and subfields are already defined for the selected 
combination and you wish to modify the definitions, select that entry 
for the Tag in the table and click  the Modify tag button. This will 
open the embedded window shown above.

■ To add a new tag, indicators, subfields for a tag, click the Add tag 
button and you will see the embedded window shown above.

■ Enter the MARC-21 tag number in the text box labeled Tag/Field.

■ Enter the indicator characters in the text box labeled Indicator 1 
and Indicator 2..

■ To define subfields that should be added to the fields or tags 
selected, click the New icon next to the text area called Sub field. A 
window opens that allows you to enter any one of the subfield 
codes associated with the tag. This step is repeated as many times 
as needed to add other sub fields.

■ Click OK to confirm the definitions. The worksheet will now be 
available for use as a MARC-21 template for the combination of 
bibliographic level – material type. 

Serials management parameters

Serials management parameters – Binders

This parameter definition allows the library to define one or more Binders that it 
will use to repair and/or bind books and serials. Once the binders are defined 
these become accessible to the Binding processes within the Circulation and 
Serials management module.

● Click the Binder menu option under the Configure system > 
Serials management  to open a window with two panels. The 
top panel has a table with a column labeled 'Name' followed by 
the names of Binders that have already been defined The 
bottom panel is an Address panel where you have text boxes 
and drop down boxes to help enter/select address information 
and also information on telephone, email and fax numbers

● To define a New Binder, click the New icon. A new window 
opens where you can enter the name of the Binder and then the 
address details. Click the OK button to save the data. 

● To edit the details of a binder, select the Binder's name 
shown in the table. This will populate the address of the Binder 
in the address panel. Now click the Edit icon. A new editable 
window opens with the details of the Binder, i.e., his name and 
address. The data shown may be edited and saved to the 
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database by clicking the OK button.

● To delete a binder, select the binder from the table and then 
click the Delete icon. You will be asked to confirm the deletion 
before the binder is removed from the list and database.

Serials management parameters – Bind types and prices

NewGenLib distinguishes between binding types for monographs and serials. 
Monographs are bound using simpler methods as compared to serials because 
of the need to preserve serial volumes for long periods of time. This option allows 
a library to configure the tyoe of binding that will be adopted for monographs and 
the price that the library will pay for such binding usually as agreed via quotes 
received from external binders.

1. Click the Configure system > Serials management > Serial bound volumes 
– bind types and prices. This will soon open a window with the following 
elements: 

2. A table showing the already configured types and price and four icons 
placed vertically standing for New, Edit, Delete and Refresh.

3. To create a new binding type, click the New icon. An embedded window 
opens where you enter the name of the binding type, e.g., rexine binding 
or flash binding. You also enter the price that a binder has offered to do 
this type of binding. Click the OK button to commit the new binding type. 

4. To edit a binding type, click the Edit icon. An embedded window opens 
where you can edit the name of the binding type. You can also edit the 
price that a binder has offered to do this type of binding. Click the OK 
button to commit the edited binding type.

5. To delete a binding type and the price associated with it, select the type 
in the table and then click the Delete icon. You will be asked to confirm the 
deletion. Once this is done, the binding type is deleted. 

6. The Refresh icon when clicked, displays the current status of all types and 
bindings defined. 

Circulation module parameters

Circulation module parameters – circulation privilege matrix
The Circulation Privilege Matrix is an important group of set up parameters 
associated with the automation of circulation in a library. The Matrix provides 
information about: 

• The loan period, loan limits, renewal limits, ceiling if any on overdue 
charges and default check-in date if any for each category of patron and 
for each material type defined in the library. The matrix also defines the 
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overdue charges payable by a patron for ranges of days for late return of 
items. For instance it is possible to define that an undergraduate student 
(a patron category) can borrow up to 5 (loan limit) monographs (material 
type) for 15 days (loan period) and that he may renew his loan once 
(renewal limit) and that if he returns monographs between 1 and 10 days 
(range of late return days) he will be charged an overdue charge of 0.50 
units of currency (Rupees, Dollars, Riyals, etc.,).

It is essential that the matrix is defined for all material types (that circulate) and 
for all patron categories before the circulation operations can be automated.

To define and/or edit the circulation privilege matrix, click the menu option under 
Configure system > Circulation Privilege matrix option. This will open a window 
(see figure below) with the elements described below.
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• A text box labeled WEF (with effect from) to enter the date from which 
privileges for a patron category -vs- material type is being defined.

• A table having the following columns: Library name, Patron category, 
Physical/Presentation form (material type, e.g., book), the date from which 
the defined privileges are valid, loan limit, loan period, renewal limit, 
overdue ceiling, if any; default check-in date if any (this is to specify if a 
patron belonging to a particular category can keep items of a material type 
for longer than the normal loan period for that material type); and overdue 
ceiling (this specifies the maximum amount that can be charged as 
overdue from a patron category for a material type). 

• Four icons placed vertically standing for New, Edit, Delete, Refresh 
respectively.

1. To create a new set of privileges for a patron category – material type 
combination, click the New icon. This opens an embedded window with 
the following elements.

• A drop down box labeled Library showing the library for which the matrix is 
being defined. (This is relevant in a library network where more than one 
library can be using the interface to define privileges for their patrons).

• A drop down box labeled Patron category from which you can choose a 
patron category for whom you are defining privileges.

• A drop down box labeled Physical/Presentation form from which you can 
choose the physical form for the chosen patron category for whom you are 
defining privileges.

• A text box labeled WEF where you can enter the date with effect from 
which the privileges for the physical form for the chosen patron category 
for whom you are defining privileges.

• A panel having text boxes for the following: Loan limit (number), loan 
period (days), Renewal limit (times), Ceiling of overdue charges, Default 
check-in date. Data in these text boxes are entered to define these 
parameters for the physical form for the chosen patron category for whom 
you are defining privileges.

• A boxed panel to define Overdue charges and two icons for New and 
Delete. To define overdue charges for the physical form for the chosen 
patron category for whom you are defining privileges, click the New icon. 
This will allow you to enter numbers in the From and To columns and an 
overdue amount in the Overdue column. Such data for each range of 
From and To dates may be entered as many times as required.
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Chapter 7 Installing and Launching the NewGenLib Desktop 
Application

Introduction

The NewGenLib Desktop application allows NewGenLib's library users to 
produce various types of reports needed in the functional modules of 
NewGenLib, viz., Acquisitions, Tech. Processing and Database development, 
Circulation, etc. The Desktop application is invoked from a library client machine 
which then connects to the Server and enables the client to receive the report 
which may be printed. The Desktop application is more efficient especially when 
preparing large reports, e.g., Accession Registers.

Installing the NewGenLib Desktop Application on the Server 
machine

Step 1.  Download the latest Desktop application from the location. 
http://www.verussolutions.biz/newgenlib/desktop.war.zip

Step 2. unzip the desktop war.zip to get a folder "desktop.war". Please copy this 
folder into the deploy directory (e.g., X:\jboss-3.2.1_tomcat-
4.1.24\server\default\deploy where X is the Drive on which the Jboss is installed).

Step 3. Close the NewGenLib Server if it is already running.

Step 4. Open the postgres-ds.xml file in the \jboss-3.2.1_tomcat-
4.1.24\server\default\deploy folder in Wordpad. Look for the line:similar to:
<connection url>jdbc:postgresql://localhost:5432/newgenlib</connection-url> 

Step 5: Replace the string localhost with the IP address of the Server machine, 
e.g., 202.122.19.170. Replace the string newgenlib with the name of the 
database, and then Save the postgres-ds.xml with the changes.

Step 6. Click  Start --> Programs --> PostgreSQL 8.0 and then click Stop service.

Step 7. Click Start --> Programs --> PostgreSQL 8.0  > Configuration Files and 
then Click  Edit pg_hba.conf

Step 8. In the pg_hba.conf file under # IPv4 local connections add an extra line 
as given below
host    all         all         X.Y.Z.0/24          trust 
where X, Y and Z are the first three numbers of the Server's IP address. 
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Save the pg_hba.conf file

Step 9. Click Start > Programs > PostgreSQL 8.0 >Configuration files > and then 
click Edit postgresql.conf file.

Step 10.  In the postgresql.conf file under # CONNECTIONS AND 
AUTHENTICATION replace #listen_addresses = 'localhost' by listen_addresses 
= '*' 

Step 11. Click Start > Programs > PostgreSQL 8.0  and then click start service.

Step 12. start the NewGenLib server.

Step 13. And then Launch the Desktop application from one or more library 
clients by using the URL: http://IPADDRESS:8080/desktop/Launch
(Note: Here IPADDRESS represents your server IP Address)
(e.g., http://202.122.19.170:8080/desktop/Launch
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Chapter 8 Installing and Configuring the End-of-Day Process 
Application on the Server

Introduction

The End-of-day Process application (EOD) resides on the NewGenLib Server 
and is invoked from NewGenLib library clients. The pupose of the EOD is to 
relegate the production of time-consuming outputs such as claim letters, e-mails 
to patrons, etc., to a period of each day when the server is relatively free. It is 
possible to configure the time when end-of-day processes should begin in an 
installation. This is done by the System Administrator using the Administration 
Configure System options in the NewGenLib Applet.

Prerequisites

The EOD application should be installed and configured only after the Mail 
Server is configured. 

Installing the EOD application

Step 1. Download the latest zip file of the application from 
http://www.verussolutions.biz/newgenlib/Newgenlibendofdayprocess.zip.

Step 2. Unzip the file downloaded to in step 1 to the c:\ drive of the Server. This 
will have created two folders: NewGenLibEndOfDayProcess and 
NewGenLibEODFiles.

Step 3,  Go to the folder C:\NewGenLibEODFiles\SystemFiles. In that folder 
please open the file "Env_Var.txt" to edit it. Here you will find a property name as 
"JBOSS_HOME". With a value, e.g.,  JBOSS_HOME = E:/jboss-3.2.1_tomcat-
4.1.24/server/default/deploy.

Step 4. Change the value assigned to JBOSS_HOME so that it points to the 
correct  drive location on the server. For instance if the folder is located in the D 
drive of the Server, then the correct value of the JBOSS_HOME is: 
JBOSS_HOME = D:/jboss-3.2.1_tomcat-4.1.24/server/default/deploy

Step 5. Go to the folder C:\NewGenLibEndOfDayProcess and  double click the 
file “Launch.jnlp”. This will launch the. EOD application on the Server.

Configuring the Mail Server in NewGenLib
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Chapter 9 Configuring a Mail Server in NewGenLib

Introduction

It is necessary that a Mail Server used by the organization in which NewGenLib 
is installed is configured so that emails generated in NewGenLib can be sent to 
patrons, vendors, other libraries, etc. Mails are enabled via the Jboss Application 
Server and therefore the details of the mail server are specified in the file called, 
mail-service.xml in the \jboss-3.2.1_tomcat-4.1.24\server\default\deploy 
folder. 

Before configuring the mail server,  close the NewGenLib server if it is running.

Configuring the mail server in Jboss

Step 1. Open the file mail-service.xml in wordpad. 

Step 2. In this file you will see contents as shown below:

<server>

  <classpath codebase="lib" 
             archives="mail.jar, activation.jar, mail-plugin.jar"/>

  <!-- 
==================================================================== 
-->
  <!-- Mail Connection Factory                                              -->
  <!-- 
==================================================================== 
-->

  <mbean code="org.jboss.mail.MailService"
         name="jboss:service=Mail">
    <attribute name="JNDIName">java:/Mail</attribute>
    <attribute name="User">nobody</attribute>
    <attribute name="Password">password</attribute>
    <attribute name="Configuration">
       <!-- Test -->
       <configuration>
          <!-- Change to your mail server prototocol -->
          <property name="mail.store.protocol" value="pop3"/>
          <property name="mail.transport.protocol" value="smtp"/>
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          <!-- Change to the user who will receive mail  -->
          <property name="mail.user" value="nobody"/>

          <!-- Change to the mail server  -->
          <property name="mail.pop3.host" 
value="pop3.nosuchhost.nosuchdomain.com"/>

          <!-- Change to the SMTP gateway server -->
          <property name="mail.smtp.host" 
value="smtp.nosuchhost.nosuchdomain.com"/>

          <!-- Change to the address mail will be from  -->
          <property name="mail.from" 
value="nobody@nosuchhost.nosuchdomain.com"/>

          <!-- Enable debugging output from the javamail classes -->
          <property name="mail.debug" value="false"/>
       </configuration>
    </attribute>
  </mbean>
 
</server>
  
Step 3. In the Line, <attribute name="User">nobody</attribute>, replace the 
text nobody with the mail server Id of the institution. An example is given below. 

<attribute name="User">library@sdmimd.ac.in</attribute> 

Step 4. In the next line, <attribute name="Password">password</attribute>, 
replace the value password with the password that is used by the User defined in 
the previous line. An example is given below.
.

<attribute name="Password">lib123</attribute> 

Step 5. Similarly you have to replace the values of  POP3 and SMTP servers 
with your POP3 and SMTP server domain names or IP addresses in the  below 
mentioned lines.

       <property name="mail.pop3.host" 
value="pop3.nosuchhost.nosuchdomain.com"/>

       <property name="mail.smtp.host" 
value="smtp.nosuchhost.nosuchdomain.com"/>

Examples of the replaced lines are given below.
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<property name="mail.pop3.host" value="125.16.179.36" /> 
<property name="mail.smtp.host" value="125.16.179.36" /> 

 
Step 6. Next, replace the nobody@nosuchhost.nosuchdomain.com with your 
mail id in the below mentioned line. 
       <property name="mail.from" 
value="nobody@nosuchhost.nosuchdomain.com"/>

An example is given below.

<property name="mail.from" value="library@sdmimd.ac.in" /> 

Step 7. Start the NewGenLib server once, stop it once and restart the 
NewGenLib Server. The Mail Server is now configured..

Testing if Mail Server is properly configured

Step 1. Open the OPAC of your site.
Step 2. Conduct a search
Step 3. Select a few records in the search results page by clicking the check box 
against each item.
Step 4. Scroll down on the search results page until you see the Save and Export 
options dialogue. Select the text only option, select email results. Enter your 
email Id in the text box and then click the Export button. 

If the mail service is properly configured, you should soon see the saved results 
mailed to you.

_____________________________
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Grammarly User Guide 

Introduction: 

Grammarly is an online tool that can check 400 grammar points in emails, 
application letters and assignments. It also tracks your most frequent mistakes 
and it has also Built-in plagiarism checker. Grammarly integrates with your 
browser and MS Office. Polish your writing in real time on the web, in MS Word, 
and on major learning management systems. Grammarly's integrated plagiarism 
checker instantly catches plagiarism from over 16 billion websites and 
ProQuest's proprietary databases. 

 

Create your account and login   

 

Click on Join Your Organization 
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4. Choose the most appropriate document type. 
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Grammarly Application 

1. Download the Grammarly application here: https://www.grammarly.com/office-

addin/windows. Click Free Download 

2. Follow the Online Instructions:  

Enable Grammarly for your 
MS Word & Outlook 
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So you've got a new Moodle account? What now? This page will help you navigate around your site as a
student or teacher.

Contents

1 Your profile
2 Your notifications and messages
3 Your courses
4 Your dashboard

Your profile

You can access your profile from the user menu top right. It's where you see your name and an arrow.
Click there (1) to open up the menu (2) Clicking the Profile link will then display other options, such as a
list of your courses, any forum and blog entries and a link to edit your profile (3).
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Your profile page

Clicking the Edit profile link will allow you to change certain information such as your correct timezone,
add an avatar, description and, optionally, extra contact details. You cannot normally change your
username and your admin might have restricted other changes too.

When you upload an image, it will appear in the user menu by your name and also on your Dashboard
page.

Your notifications and messages

Your site can alert you when you have new messages from your teacher and other participants. You can
receive alerts about new forum posts or graded assignments and more.

You can receive these alerts via email or pop up, and you can control how you receive them from
Preferences > Message preferences in the user menu. The documentation Messaging gives more detail.
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Sending a message

If your Moodle admin has set the site up for the mobile app, you can also receive alerts on your mobile
phone. See Moodle Mobile for more information.

Your courses

How you find courses depends on how the administrator has set up the site.

Site front page - Some sites display all their courses on the front page and students click to enrol
themselves into a course. When you are logged in, some site front pages may display only the courses
you are enrolled in (to avoid clutter and confusion).
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List of available courses

Dashboard - This is your personal page which you can customise and view your enrolled courses and
outstanding tasks. More information in the section below.

Your dashboard

Every user has their own dashboard which they can customise. The screencast Dashboard gives a brief
introduction to this, and the documentation on Dashboard gives further information.
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Your dashboard

You can access your dashboard quickly, from the user menu top right and your site may redirect you
automatically to your dashboard once you are logged in.
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This page is an introduction to Moodle administration. You have a new, empty Moodle site installed.
What to do next?

Contents

1 Setting up the front (home) page
2 Changing the look of your site
3 Adding courses
4 Adding users

4.1 Step 1: Authentication
4.2 Step 2: Enrolment

5 File management
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6 Important default site settings
7 Admin tips and tricks

Setting up the front (home) page

1. If you're using the Boost theme, click the gear menu top right of the front page and then click 'Edit
settings'. Alternatively, click 'Edit settings' from the Administration block on your front page.

2. Change the full name and short name if needed. (The short name shows in the navigation bar.)
3. Decide what should be shown on the front page - news items, courses, course categories or none of

these things? The same or different for logged in and non-logged in users? As for other settings,
they can always be changed later.

For more information, see Front page settings.

Starting to set up a MoodleCloud site using the Boost theme

To add text and/or images to the central area of the front page

1. Click 'Turn editing on' either from the gear menu (Boost theme) or the Administration block for
other themes.

2. Click the configuration icon (cogwheel) near the top of the screen. (If you don't see this, check in
Site administration > Front page > Front page settings that 'Include a topic section' is ticked.)

3. Add text and/or images to the summary box.

Note: If you don't want to use your front page for displaying courses or information about your
organisation, you can display the log in page only by checking "force login" in Site administration >
Security > Site security settings.
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Changing the look of your site

A new Moodle site comes with two default themes, 'Boost' and 'Classic'. Both work well on mobile
devices as well as desktops, and may be customised from the Themes area of Site administration.

Find out how to add dropdown menus, footer links, Google Analytics and more in Site appearance.
If your installation and organisation allow it, you can install a custom theme. See Installing plugins
for details.

A site using a customised More theme

Adding courses

Courses are Moodle's learning areas, where teachers and students work together.
You may add a new course by clicking the 'Add a new course' button on the front page or from the
Manage courses and categories link in the Courses area of Site administration.
If you plan to have many courses, you can upload courses in bulk via CSV file.
If you want certain settings in your courses to be always pre-set for you when you make a new
course, check out Site administration > Courses > Course default settings.

See Courses for an overview of the various aspects of courses and see courses in action with user data on
the Mount Orange School demo site.
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An example course with the default Boost theme

Adding users

This is a two-step process, although it can be streamlined.

Overview of adding users

Step 1: Authentication

Everyone using your site must have an account. You can allow people to create their own account using
Email-based self-registration, or add new users individually or bulk create accounts via CSV file or
choose from a number of other authentication methods.

For more information, see Managing accounts and Authentication.

How can new users access my Moodle site?How can new users access my Moodle site?
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Note: You do not yet decide who will be a teacher, student or other type of participant. If you're
wondering why, read the documentation on Assigning roles.

Step 2: Enrolment

Once users have an account, they need to be enrolled in courses. (Now is the time to give them their
student, teacher or other role.) You can allow them to self enrol, or you can enrol them manually yourself
or choose from a number of other enrolment methods.

For more information, see Enrolments.

Note: You can create accounts and enrol users in courses at the same time if you wish by uploading users
or you can explore Cohorts, site or category wide groups.

Enrolling learners into a course

File management

Explore the process of working with files in courses so you'll be able to advise others.
See Managing repositories for information on allowing your users to use files from external
sources (such as Google Drive, Dropbox and MS OneDrive) in their courses.
If uploaded file size may be an issue for you, then you can add restrictions for both the user quota
and the site as a whole from Administration > Site administration > Security > Site security
settings. See Site security settings for more information.
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Some of Moodle's many ways of accessing files

Important default site settings

1. Set your default language in Site administration > Language > Language settings. Moodle
defaults to common English; if you need US English or another language, add that in Language >
Language pack first then you can set it as the default.

2. Set your default timezone and country in Site administration > Location > Location settings.
3. Turn off public Guest access (unless you are sure you know how to use it) in Site administration >

Plugins > Enrolments > Manage enrol plugins and Hide its button in Site administration > Plugins
> Authentication > Manage authentication > Guest login button.

4. Adjust your minimum password if you need to in Site adminstration>Security > Site security
settings > Password policy.

5. Verify that cron is running when you set that up during install. Your site will not work properly
without it. If the message "The cli/cron.php maintenance script has not been run for at least 24
hours." shows up in Site administration > Notifications then it is not running properly.

Admin tips and tricks

Go through each activity in Administration > Site administration > Plugins > Activity modules and
decide the most suitable default settings for your Moodle. Do the same for the gradebook, via
Administration > Site administration > Grades > General settings.
Go to Administration > Site administration > Advanced features and review whether you want to
make use of additional features such as blogs, RSS feeds, completion tracking (for both Activity
completion and Course completion), conditional access, portfolios or badges.
Consider enabling your site for Mobile app access via Site administration >Mobile app>Mobile
settings"
Provide the user interface in different languages by installing additional language packs via Site
administration > Language > Language packs.
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Use wording more suitable to your users by changing Moodle's default terms in Administration >
Site administration > Language > Language customisation.

Badges -a feature to consider
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What is the Assignment activity?

Assignments allow students to submit work to their teacher for grading. The work may be text typed online
or uploaded files of any type the teacher’s device can read. Grading may be by simple percentages or
custom scales, or more complex rubrics may be used. Students may submit as individuals or in groups.

3.7 Assignment3.7 Assignment
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Assignment

How is it set up?

In a course, with the editing turned on, choose 'Assignment' from the activity chooser.
Give it a name and, in the description explain what the students must submit. You can upload a help
or example document from the Additional files area.
Expand the other settings to select, for example, availability times, how you want them to submit and
how you plan to give them feedback. (Comment inline allows you to annotate directly on their
submitted work.)
If you want them to verify they are submitting their own work, or if you want to prevent them
changing their submission once uploaded, explore the Submission settings. To have them submit in
group, explore Group submission settings (ensuring your course has groups)
To use a rubric instead of a single grade scale, change the Grading method to Rubric and, once the
assignment is saved, create or locate the rubric from the Advanced grading link in the Assignment
administration block on the side.

Note: Ask your administrator to check the assignment defaults if you are missing a particular setting.

How does it work?

Student view

Students click the assignment link and click “Add submission” (1)
Depending on the assignment settings, they either have a text box into which to type their work or an
upload area to submit their file (2)
They may be able to return to their work and redraft it, or they might have to click a submit button to
send in a final version which cannot be changed.
See Assignment settings for more information.
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Teacher view:

Once students have submitted work, click on the assignment and click “Grades”
The exact view depends on the teacher and admin settings. See Assignment settings for more detail.
Here, the submission may be annotated (1) and/or downloaded (2); a grade entered (3) and individual
feedback given (4). The teacher saves the changes (5) and moves to the next student (6)

Need more information?

Moodle’s assignment has many useful features. If you haven’t found what you need in this quick guide, try
the full detailed documentation pages here:

Assignment activity
Assignment settings
Using Assignment
Assignment FAQ
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Attendance quick guide
What is Attendance?

The Attendance activity allows teachers to maintain an online record of attendance, either as well as or
instead of a paper-based register. There may be more than one instance of Attendance in a course,
recording different events or classes.
Teachers can mark students Present, Late, Absent or Excused and can also allow students to record their
own attendance.
For more information, see the Attendance documentation

How is it set up?
With the editing turned on in a course, add Attendance from the activity chooser.
Give it a name and if needed a description and save.
On the next screen you will see further options:

Sessions allows you to see sessions you have made
Add allows you to add one or more sessions AND let students record their own attendance.
Report displays the register/attendance report.
Export allows you to download the report.
Settings allows you to change or add to the default attendance marks, descriptions and grades.
Temporary users - allows you to add a student just for that one instance.
Settings allows you to change or add to the default attendance marks, descriptions and grade.

How does it work?

Once the activity is set up, the teacher clicks the link and clicks the green button to take attendance:
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The teacher can then choose the mark (Present, Late etc) and add a comment if desired:

If students have been allowed to mark their own attendance, they will see a link to submit it:

Students see their attendance report like this:
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How can I get it?

Attendance is a contributed plugin which must be installed by an administrator from the plugins directory here.
It is also available as standard on Moodle for School sites.
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BigBlueButtonBN quick guide
What is the BigBlueButton activity?

BigBlueButtonBN lets you create from within Moodle links to real-time on-line classrooms using
BigBlueButton, an open source web conferencing system for distance education.
You can specify conference times, which are then added to the calendar, and, if allowed in your
installation, the sessions may be recorded for viewing later. (Recordings are not possible with
MoodleCloud sites, for example.)
For more detailed information, see the full BigBlueButtonBN documentation

How is it set up?
In a course, with the editing turned, on add BigBlueButtonBN from the activity chooser.
Choose a name and description, and, if desired, a welcome message which will appear in the Chat
box when participants join the session.
If you tick "wait for moderator", students can only join once someone with the moderator role has
entered the room.
From the Participants list you can, if needed, give specific roles to specific people, such as a
moderator role.
In the Schedule section you can set a start time and also a time after which student will not be able
to enter the room.

How does it work?

Once set up, the activity appears with a link to join when the time is correct. (Before then, or if a
moderator is required first. a message appears saying the conference has not yet started.)
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On entering the room, a message will appear asking if you want to use your microphone or just
listen. If you choose microphone you will need to check your settings.
The moderator can choose whether to allow participants to use webcams and microphones or not.
The central area can display presentations, polls, screensharing or an interactive whiteboard.
There is also a chat option with public and private chat.

How can I get it?

BigBlueButtonBN is part of a set of contributed plugins which must be installed by the administrator
from the plugins directory here.
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What is Checklist?

Checklist is an activity (with a related block) which allows students or teachers to check off items on a
course as they are completed and thus have a customised record of progress.

For more detailed information, see the Checklist activity documentation .

How is it set up?

The Checklist activity

With the editing turned on in a course, add Checklist from the Activity chooser. Watch the
Checklist screencast for a video walk-through.
Give it a name and, if needed, a description.
Decide on the settings:

Do you want to allow students to add their own items?
Who should be allowed to add updates?
Do you want due dates appearing in the calendar?
Do you want to allow teacher comments?
If you want an email sent out when the list is complete, whom should it go to?
Do you want to automatically add all course items to the checklist? Or just those in the
current section? You must choose one or the other in order for items to be displayed.
Do you want completed items to be automatically checked off?

The Checklist block

Once a checklist has been created you can display its items in block form.
With the editing turned on, click Add block and select Checklist.
Click the configure icon to select which checklist to display (if you have more than one) and,
optionally, which groups.

How does it work?
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Students see either a Checklist activity or block or both in their course.
If they click the activity, they see a list of tasks with a progress percentage:

If students have been allowed to add their own items they will see a button to do so:

If the block has been added, students can see a progress bar and can click a link to access the
activity:

How can I get it?

Checklist consists of two related and contributed plugins which must be installed by the administrator
from the plugins directory here: activity and block

It is also available as standard in Moodle for School sites.
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Grading quick guide
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This guide is designed for teachers or non-editing teachers that will be entering grades for students. Grades can be entered in multiple locations in Moodle. It will
depend on what you are grading where the best place is to enter the grades. There are advantages to each area. Entering grades from the Assignment has the
advantage that it will send a notification to the student when the grade is submitted. This will not happen when the grade is edited from the grader report or
single view screen.

Contents

1 Before starting
2 Grading from the Assignment page

2.1 Getting to the Activity Grading Interface
2.2 Finding the submissions that are ready to be graded
2.3 Entering grades

3 Grading from the Grader Report
3.1 Accessing the Grader Report
3.2 Entering grades
3.3 Overridden grades

4 Grading from the Single View Tab in the Grader Report
4.1 Accessing the Single View
4.2 Entering Grades

Before starting

If you want to hide grades and feedback from students until a provisional date, then you will need to either hide the grades in the Grader Report or alternatively
use Marking Workflow. Otherwise grades will display to students as you save them one by one.

Grading from the Assignment page

Getting to the Activity Grading Interface

If grading an assignment that has the student submit items to Moodle (file/online text etc.), the best place to enter grades is from the assignment itself. From the
assignment, click on View/Grade All Submissions.
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On the following page, you will see where you can edit grades/add feedback and review the students' work. At the top of the page is a dropdown list. Here you
have the option to download all student submissions. This is very useful if the students have submitted essays or other files.

Finding the submissions that are ready to be graded

The table of students can be sorted by clicking on the column headings. If you click on the Status column title twice, it will put all of the assignments that need to
be graded at the top of the page.

Entering grades

Then use the pencil icon in the Grade column or click on Edit and Edit Grade to get the to grading page for that particular student.

On the following page, you can enter a grade, enter feedback, and select whether to notify the student or not. When finished, be sure to click on Save. The Save
and Show Next button will save the grade for this student and move to the grading page for the next student.
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Grading from the Grader Report

Accessing the Grader Report

The grader report is the main overview of the grade-book, showing all grades in a grid for the entire course. It can be accessed from the Administration menu
under Course Administration.

Entering grades
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To add grades directly into the grader report, Editing needs to be turned on (button is in the top right hand corner.) Once Editing is turned on, each cell in the grid
will have one or two entries boxes depending on how your grade-book is set up. The box to the left surrounded by a solid border line is for the grade, the second
box with a dashed border line is for feedback.

In most sites, grades are saved automatically as they are entered but the page might need to be refreshed to see the Course Total update with the new grades. In
some sites, there will be a Save button in the bottom left hand corner of the page.

Overridden grades

When grades are entered on this page, the cell will be shaded yellow or orange. This means that the grade has been overridden from the gradebook directly and
any changes made from the Assignment Grading page will not be reflected in the grade-book.

Grading from the Single View Tab in the Grader Report

The "Single View" was added in Moodle 2.8. It is an interface that allows a teacher to add grades in bulk for a specific activity or a specific student. The single
view adds grades directly to the Grader Report and all grades entered through this page are considered to be "Overridden", meaning that they cannot be changed
from the Assignment or Activity specific grading interface.

Accessing the Single View

The Single View can be accessed in many ways. If your grade-book has tabs or a dropdown list at the top for accessing Setup, etc, there will be an option there to
access the Single View screen.

There is also a pencil icon at the top of each column in the grader report by the activity name that will take you to the Single View page for that activity and
another pencil icon in a column directly to the right of the student name that will take you to the Single View for that particular student.

Entering Grades

On the page that appears, you need to check the Override checkbox to the right of the grade that you want to change. If you are bulk entering grades, you can
click on All at the top of this column to allow all grades to be changed at once.

At the bottom of the page, if you check the Perform Bulk Insert checkbox, you can then enter a grade and it will be entered for every grade that you have selected
to override or for just the grades that are empty (select the appropriate option from the dropdown box).

Once done, click on Save to update the grades.
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What is Group choice?

Group choice is an activity module similar to the Choice activity. It allows students to select one or more groups they
wish to be a member of in a course. Following their choice,they are automatically enrolled into the group(s)of their
choice.

How is it set up?

As a teacher in your course, go to Course administration > Users >Groups and make sure you have the desired
groups already created. See Groups for more information.
With the editing turned on, add Group Choice from the Activity chooser.
Give it a name and if required a description.
Decide if the students can choice only one group or several. Read the documentation on Choice for more
information about the Miscellaneous settings.
If you don't want students to know who is in the groups, select 'Do not publish results to students". If you only
want them to see after they choose, select 'Show results to students only after they answer'.
Choose the groups you wish the students to select from by clicking them in Available groups and moving them
over to Selected groups. Several may be selected and added at once.
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How does it work?

When the student clicks on the Group choice activity, they can select which group(s) they wish to join.

If allowed, they can toggle a Show/Hide link to see who else is in the groups:

How can I get it?

Group choice is a contributed plugin which must be installed by an administrator from the plugins directory here.
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It is also available as standard in Moodle for School sites.
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This page is intended for administrators who are experienced with installing web server applications and
are in a hurry to get up and running. Otherwise please see Installing Moodle.

Contents

1 Basic Requirements
2 Getting Moodle
3 Create a database
4 Create data directory
5 Install Moodle code
6 Configure Moodle
7 Install Moodle
8 Set up cron
9 Congratulations!

Basic Requirements
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You will need a working web server (e.g. Apache), a database (e.g. MySQL, MariaDB or
PostgreSQL) and have PHP configured. See the release notes in the dev docs for software
requirements.
Moodle requires a number of PHP extensions. However, Moodle checks early in the installation
process and you can fix the problem and re-start the install script if any are missing.
If you want Moodle to send email (you probably do) you need a working Sendmail (Unix/Linux)
on your server or access to an SMTP mail server.

Getting Moodle

You have two basic options:

Download your required version from http://moodle.org/downloads ... OR
Pull the code from the Git repository (recommended for developers and also makes upgrading very
simple):

git clone -b MOODLE_36_STABLE git://git.moodle.org/moodle.git  

...this fetches a complete copy of the Moodle repository and then switches to the 3.8 Stable branch.

See Git for Administrators for details on using Git to install Moodle code.

Note: Only download Moodle from one of the moodle.org sources. Other versions (e.g. control panel
based installers, Linux distribution repositories, other "one click" installers) cannot be guaranteed to
work properly, be upgradable or be supportable.

Create a database

Using your chosen database server, create a new empty database. The default encoding must be
UTF8. For example, using MySQL:

CREATE DATABASE moodle DEFAULT CHARACTER SET utf8mb4 COLLATE utf8mb4_unicode_ci; 

Create a user/password combination with appropriate permissions for the database. For example
(MySQL again):

Notes: It is important to GRANT ON moodle.* as the database name including the '.*' and not just the
bare database name. Save this password you use for the Moodle user, since you will need it later in the
install.

Create data directory

Create an empty directory to hold Moodle files. It must not be in the area served by the web server
and must have permissions so that the web server user can write to it. Other than that it can be
located anywhere. Typically, either make it owned by the web server user or give it write
permissions for 'everyone'. If it is on a shared/NFS drive then read Caching - Moodle caches to this
disk area by default and a slow share will mean terrible performance.

Install Moodle code

mysql> GRANT SELECT,INSERT,UPDATE,DELETE,CREATE,CREATE TEMPORARY TABLES,DROP,INDEX,ALTER ON moodle.* TO 'moodleuser
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If you downloaded the zip or tgz file earlier, then unzip / untar / move / copy the Moodle code
(obtained above) so that it will be served by your web server (e.g. on Debian based Linux, move to
/var/www/html/moodle)
Check the permissions and make sure that the web server does not have permissions to write to
any of the files in the Moodle code directories (a very common root cause of sites being hacked).
If you need to, configure your web server to serve the Moodle site with your chosen URL.

Configure Moodle

In the Moodle code directory, find the file config-dist.php and copy it to a new file called
config.php (but read next step, 'Install Moodle', first).
Edit config.php with your favourite editor and change the appropriate settings to point to your site,
directories and database. Note: the Moodle install script will create config.php for you if it does not
exist but make sure you (re-)set permissions appropriately afterwards

Install Moodle

Go to the URL for your moodle site in a browser (installation will complete automatically) or run
the command line version at (requires cli version of PHP):

/usr/bin/php /path/to/moodle/admin/cli/install.php 

The CLI creates the config.php for you and will not run if you created one in the previous step.

After completing the install make sure your file permissions are ok for the Moodle program files
(not writeable by web server) and the Moodle data files (writeable by web server).

Set up cron

You will need a cron job to run periodically. It is recommended that the cron is run every minute, as
required for asynchronous activity deletion when using the recycle bin. A typical Unix cron entry will be
as follows:

* * * * *    /usr/bin/php /path/to/moodle/admin/cli/cron.php >/dev/null 

Your site will not work properly unless cron is running regularly. It is very important you do not skip
this step.

See Cron for details.

Congratulations!

You are now ready to use your Moodle site.

If you run into problems, check the Installation FAQ and visit the Installation help forum.
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For researchers
Researcher role

Moodle Learning
Analytics FAQ

This quick guide is intended to introduce teachers to Moodle Learning Analytics. For further details
about the Moodle Learning Analytics system, see the links in the sidebar.

Contents

1 Overview
2 View Insights
3 Prediction details
4 Actions
5 See also

Overview

If your Moodle site administrator has enabled Moodle Learning Analytics, you may receive special
notifications called "insights" sent by learning analytics models.

Insight notifications

These will vary based on the models enabled on your site. Insights may be predictions about future
performance, or may detect current, hidden aspects or processes of learning. They may apply to students,
courses, cohorts, or any other entity in Moodle. One model that is included with Moodle core is Students
at risk of dropping out, which makes predictions about the future performance of all students enroled in
current courses (those with a start date in the past and an end date in the future). The system is flexible
and allows the creation of many other types of models, as well. Each model is defined around one target.
See Learning analytics targets for more details.

View Insights

Models will start generating predictions at different points in time, depending on the site prediction
models and details like the course start and end dates.
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Insight notification settings

Each model defines which samples (e.g. student enrolments) will generate insights and which samples
will be ignored. For example, the Students at risk of dropping out prediction model does not generate an
insight if a student is predicted as "not at risk," since the primary interest is which students are at risk of
dropping out of courses, not which students are not at risk.

Users can specify how they wish to receive insights notifications, or turn them off, via their User menu >
Preferences > Notification preferences.

To access insights as a teacher, go to an ongoing course and access Course administration > Reports >
Insights

Course administration
menu

 

Reports tab

A user with tool/inspire:listinsights capability in the context of the model will also automatically receive
notifications when new predictions are available for them. In this case, Course teachers will receive a
notification about their students at risk of dropping out.

Insight notifications

Notifications may contain a list of insights, or may consist of a single insight directed to a specific user.
Click the notification text to see details:
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Prediction details

View insights

Click "View full notification" to see the text of the insight message:

View full notification

Prediction details

The prediction details show which of the indicator
values were used in the prediction, and what the
student’s values for those indicators are. Indicator
calculated values that are low and are affecting the
prediction are highlighted.

Each model can contain different indicators. These
are included in the calculations of the model target.
For more information, see Learning analytics
indicators.

Actions

Each insight can have one or more actions defined. Actions provide a way to act on the insight as it is
read. These actions may include a way to send a message to another user, a link to a report providing
information about the sample the prediction has been generated for (e.g. a report for an existing student),
or a way to view the details of the model prediction.

In the Students at risk of dropping out prediction model, the teacher can send a message to each student
included in the Insights list, view the student’s Outline report for the Course, or view Prediction details.

The teacher can also simply acknowledge the Insight, or can mark the insight as Not useful. Both of these
options will remove the Insight from the list of current predictions. This data can be incorporated into the
model in the future to help improve model quality.

Insights can also offer two important general actions that are applicable to all insights. First, the user can
acknowledge the insight. This removes that particular prediction from the view of the user, e.g. a
notification about a particular student at risk is removed from the display.
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Insights and Actions

The second general action is to mark the insight as
"Not useful." This also removes the insight
associated with this calculation from the display, but
the model is adjusted to make this prediction less
likely in the future.

See also
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Level up! quick guide
What is Level up! ?

Level up! is a customisable block which a teacher can add to a course to give experience points to
students as they progress through a course.
It displays their current level and progress towards the next level.
It adds an element of gamification to a course.

How is it set up?
With the editing turned on in a course, select Level up! from the 'Add block' menu.
Access the block on the course page and click the configuration icon.
Give the block a title and description and save it again.
Click the links in the block to access different areas:

Information - shows how many XP (experience points) are required for each level. You can
change this from the Levels tab.
Ladder - shows the students in order of levels and experience points
Report - allows for filtering the students, levels and experience point and allows for manual
editing of students' experience points via their progress bar.
Settings -allows various options to be turned on or off and offers settings for preventing possible
cheating.

Specifying the experience points

Once the block is added, if you don't do anything, by default, certain course actions will count towards
experience points. You can change this.
From the Rules tab, click Add rule and then decide how many XP points and if you want all or any of
the conditions to apply:
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Click Add a condition and then choose from the options available:

Examples might be:
Activity or resource - a particular activity or resource must be completed
Specific event- an assignment has been submitted, a quiz completed or a workshop submission
uploaded
Event property -
Set of conditions - similar to a restriction set in Restrict access a set of conditions must be
achieved.

How does it work?

As students progress throughout the course and take part in activites, they gain more XP and these XP
relate to a set of levels.
The teacher can decide the number of points to levels in the Levels tab and students can view this from
the Information link.
Students can see their progress by clicking the Ladder link:

https://docs.moodle.org/38/en/File:rule1a.png
https://docs.moodle.org/38/en/File:rule2.png
https://docs.moodle.org/38/en/Restrict_access


12/13/2019 Level up! quick guide - MoodleDocs

https://docs.moodle.org/38/en/Level_up!_quick_guide 3/3

They can view their level and progress in the block itself, and when they move up a level, they are
notified (if enabled by the teacher from the Settings tab.)

How can I get it?

Level up! is a contributed plugin which must be added by an administrator from the plugins directory here.
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Quiz quick guide
Quiz settings
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The Quiz is a very powerful activity that can meet many teaching needs, from simple, multiple-choice
knowledge tests to complex, self-assessment tasks with detailed feedback. This quick guide gets you
started, but if you really want to make the most of everything a Quiz can do, make sure you study the full
Quiz activity documentation.

Quiz overview

3 7 Quiz3 7 Quiz
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Before you start

A quiz is made up of two parts: (1) a set up page or 'front cover' where you add the criteria for the
quiz, such as grading and time limits, and (2) the questions themselves. The questions are stored
separately from your quiz in a course Question bank. This means you can reuse your questions in a
later quiz. It also means you could display an empty quiz (a 'front cover' with no questions added)
on your course page, so be careful!
Some people prefer to make their quiz questions separately first and then add them to a quiz 'front
cover' later. If you would like that, then look at the documentation on Question bank or just read on
below until we get there!

Set up the quiz 'front cover'

In the course where you want your quiz, turn on the editing and from the Activity Chooser, select
'Quiz'.
Give it a name and if desired, a description telling students what the quiz is about.
If you want, you can now scroll down to the bottom of the page, click 'Save and display' and start
adding questions. (Go to the section 'Add your questions' below.)

Default settings for your quiz

If you don't change anything on the quiz setup page (your 'front cover'), then your quiz will work like
this:

It will not have a time limit and students can take it as many times as they wish, with the recorded
grade being their best attempt.
Each question will be on a different page and they can move freely between previous and later
questions.
Students won't know their score or get feedback until they complete the quiz.

To change some of those settings, read on:

Quiz settings

If you expand the sections in the quiz setup page and click the ? icon and the 'Show more' links, you can
explore alternative settings for your quiz. Here are some popular settings:

Time limit - if you only want to allow students a limited amount of time from when they start until they
must have finished. If, instead you want students to finish by a certain date and time, set the Close the
quiz setting.

How questions behave -Interactive with multiple tries -instead of the quiz being like a test where
students only see their results at the end, this setting allows them to get immediate feedback for each
question and keep trying. (Good for formative assessment.) Learn more about Question behaviours.

Overall feedback -completing this will give your students customised feedback according to what grade
range they obtained.

Add your questions
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So you have completed the quiz set up page and clicked 'Save and display:

1. Click the button 'Edit quiz'

2. Click 'Add' on the right and then click '+ a new question'. (If you already made questions in the
question bank, then click '+ from question bank' or if you wish to add a question randomly picked from a
category of questions, click '+ a random question'.)

3. Choose the type of question you want to add and then click 'Add' at the bottom:

4. Add your question. If you need help, click the documentation link at the bottom of your question page
or explore the Question types documentation. Note that students won't see the question name; it is for
your records only.

5. Click 'Save changes' when you have made your question.

6. Repeat steps 2 – 5 for as many questions as you need.

7. If you want to, change the maximum grade for your quiz to reflect the number of questions.

Getting your quiz ready for students

Once you have added all the questions you need, your quiz is ready for students and will already be
visible on the page (unless you hid it while you were setting it up.)
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It is a good idea to preview your quiz by clicking in the block Administration > Quiz administration >
Preview. (1 below) You can then check for any oversights and edit a question directly from a link
provided (2 below):

Viewing quiz results

To see the grades once students have done your quiz, you can either:

click the quiz itself and then the link 'Attempts =' (where the number is the number of attempts) -
or -
click the quiz and then from the block Administration > Quiz administration, expand 'Results' and
select the analysis you need.
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Quizventure quick guide
What is Quizventure?

Quizventure is an activity which makes an arcade-type game from multiple choice and matching questions
in the Question bank. Possible answers come down the screen as spaceships and students have to shoot the
correct one to gain points.

Quizventure is useful for consolidating knowledge learned in a fun way. Watch the Quizventure Youtube
video tutorial to see it in action.

How is it set up?
As a course teacher make sure you have some multiple choice or/and matching questions in your
question bank.

https://moodle.org/
https://moodle.org/
https://docs.moodle.org/
https://download.moodle.org/
https://moodle.org/demo
https://tracker.moodle.org/
https://docs.moodle.org/dev/Main_Page
https://lang.moodle.org/
https://moodle.net/
https://moodle.org/public/search/
https://docs.moodle.org/38/en/
https://docs.moodle.org/38/en/Question_bank
https://youtu.be/In-p_fN0XrI
https://docs.moodle.org/38/en/File:quizventure.png


12/13/2019 Quizventure quick guide - MoodleDocs

https://docs.moodle.org/38/en/Quizventure_quick_guide 2/2

Quizventure only uses these two question types, and for one game, the questions must all be in the
same category.
With the editing turned on, select Quizventure from the Activity chooser.
Give your game a name and if required a description and choose the question category from which
you want to draw the questions for this game.
Save the game.

How does it work?

Students are presented with a screen and press the space bar to begin the game.
They can tick a box to enable sounds and can select the full screen option to see the game enlarged.
The question appears at the top of the screen and possible answers move around the screen.
Students move the spaceship around to aim at and shoot the correct answer and gain points.

How can I get it?

Quizventure is a contributed plugin which must be installed by an administrator from the plugins directory
here.

It is also available as standard inMoodle for School sites.

Where can I learn more?

Read the full Quizventure activity documentation here.
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In Moodle, a teacher has responsibility for the materials in their own course. They often also manage
enrolments and are able to change the layout of the course page. This quick start guide introduces
Moodle's features to those with the Teacher role.

Contents

1 Course set up
2 Course enrolment
3 Grading
4 Tracking progress
5 Restricting access

Course set up

A course is a space on a Moodle site where teachers can add learning materials for their students. A
teacher may have more than one course and a course may include more than one teacher and more than
one group of learners. See the screencast What is a course? or if your course looks different, watch this
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alternative screencast.

By default a regular teacher can't add a new course. See Adding a new course for information on how
courses may be created.

Example of a Moodle course using the Boost theme

Example of a Moodle course with a Navigation block and Administration block
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A course can display its materials in a number of ways or 'formats', for example in weekly sections or
named topic sections. You can show all the sections at once or just reveal one at a time. See Course
settings for more information, or watch the screencast How to lay out a course. If your course looks
different, watch this alternative screencast.

Course sections may be renamed by turning on the editing and clicking the configuration icon underneath
the section name. Sections may also be moved by drag and drop and sections added or removed by
clicking the + or - underneath the bottom section. See Course homepage for more information.

You can also add elements, known as 'blocks', to the right, left or both sides of your central learning area,
depending on your theme. For more information see Blocks. Remember that blocks will not display in
the Moodle Mobile app so, think carefully about which blocks you really need.

Course enrolment

Before a learner can access your course, they must first be authenticated on the site and that is the
responsibility of the site administrator.

Enrolment methods

There are several enrolment methods available to a teacher, what is available, again, depends on the site
administrator. The admin might enrol students into course automatically, or the teacher might be able to
let students enrol themselves. Depending on the theme used, this can be done either by clicking the gear
menu in the nav drawer link Participants or by clicking Enrolled users from the Users link in the
Course administration block. This is the Manual enrolment method. Other options can be seen in the
Enrolment methods link and include Self enrolment and Guest access.

Note: Guests can only view the course and its resources; they cannot participate in any activities.
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An enrolment key may be set if Self enrolment is enabled so that only students with the key can enter.
The screencast Enrolling learners gives more information on course enrolment. If your course looks
different, watch this earlier screencast on Enrolling learners .

Grading

Every course has its own Gradebook which can record scores from assignments , quizzes , peer
assessment workshops, 'branching' lessons, SCORM activities and LTI learning resources.

The grader report

Other activities such as forums, databases and glossaries can have ratings enabled which will also then be
reflected in the gradebook.

Grade items can be manually created from Course administration > Grades > Set up > Categories and
items and it is also possible to import and export grades.

Tracking progress

If completion tracking has been enabled for the site and in Course administration > Edit settings, you
can then set completion conditions in activity settings. A checkbox will appear next to the activity and a
student may either be allowed to tick it manually, or a tick will display once criteria for that particular
activity have been met. This feature can be combined with Course completion so that when certain
activities have been completed and/or grades obtained, the course itself is marked complete.
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Completion boxes

Badges can also be issued, manually or based on completion criteria to act as a motivator and record of
course progress.

Restricting access

A course can be set to display everything to everyone all the time, or it can be very restrictive, displaying
certain items at certain times, to certain groups or based on performance in previous tasks.
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Options for restricting access

Course items and sections may be manually hidden using the 'hide' icon when the editing is turned on. If
Restrict access has been enabled by the administrator then a Restrict access section will display in each
course activity and resource, allowing you to choose how and when this item will be revealed, and
whether to hide it completely or show it greyed out with the conditions for access.

Retrieved from "https://docs.moodle.org/38/en/index.php?title=Teacher_quick_guide&oldid=135603"

Categories: Course Quick guide

This page was last modified on 26 September 2019, at 09:50.
Content is available under GNU General Public License unless otherwise noted.

https://docs.moodle.org/38/en/File:tgrestrictaccess.png
https://docs.moodle.org/38/en/Restrict_access
https://docs.moodle.org/38/en/index.php?title=Teacher_quick_guide&oldid=135603
https://docs.moodle.org/38/en/Special:Categories
https://docs.moodle.org/38/en/Category:Course
https://docs.moodle.org/38/en/Category:Quick_guide
https://docs.moodle.org/dev/License


12/13/2019 User quick guide - MoodleDocs

https://docs.moodle.org/38/en/User_quick_guide 1/5

Home
Documentation
Downloads
Demo
Tracker
Development
Translation
Moodle.net
Search

You are here

User quick guide
Main page ► About Moodle ► User quick guide
About Moodle

Features
New features in 3.8
Philosophy
Pedagogy
Standards
Accessibility
History
Usage
Moodle site - basic
structure
Moodle key terms
About Moodle FAQ
User quick guide

So you've got a new Moodle account? What now? This page will help you navigate around your site as a
student or teacher.

Contents

1 Your profile
2 Your notifications and messages
3 Your courses
4 Your dashboard

Your profile

You can access your profile from the user menu top right. It's where you see your name and an arrow.
Click there (1) to open up the menu (2) Clicking the Profile link will then display other options, such as a
list of your courses, any forum and blog entries and a link to edit your profile (3).

https://moodle.org/
https://moodle.org/
https://docs.moodle.org/
https://download.moodle.org/
https://moodle.org/demo
https://tracker.moodle.org/
https://docs.moodle.org/dev/Main_Page
https://lang.moodle.org/
https://moodle.net/
https://moodle.org/public/search/
https://docs.moodle.org/38/en/Main_page
https://docs.moodle.org/38/en/About_Moodle
https://docs.moodle.org/38/en/About_Moodle
https://docs.moodle.org/38/en/Features
https://docs.moodle.org/38/en/New_features
https://docs.moodle.org/38/en/Philosophy
https://docs.moodle.org/38/en/Pedagogy
https://docs.moodle.org/38/en/Standards
https://docs.moodle.org/38/en/Accessibility
https://docs.moodle.org/38/en/History
https://docs.moodle.org/38/en/Usage
https://docs.moodle.org/38/en/Moodle_site_-_basic_structure
https://docs.moodle.org/38/en/Moodle_key_terms
https://docs.moodle.org/38/en/About_Moodle_FAQ


12/13/2019 User quick guide - MoodleDocs

https://docs.moodle.org/38/en/User_quick_guide 2/5

Your profile page

Clicking the Edit profile link will allow you to change certain information such as your correct timezone,
add an avatar, description and, optionally, extra contact details. You cannot normally change your
username and your admin might have restricted other changes too.

When you upload an image, it will appear in the user menu by your name and also on your Dashboard
page.

Your notifications and messages

Your site can alert you when you have new messages from your teacher and other participants. You can
receive alerts about new forum posts or graded assignments and more.

You can receive these alerts via email or pop up, and you can control how you receive them from
Preferences > Message preferences in the user menu. The documentation Messaging gives more detail.
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Sending a message

If your Moodle admin has set the site up for the mobile app, you can also receive alerts on your mobile
phone. See Moodle Mobile for more information.

Your courses

How you find courses depends on how the administrator has set up the site.

Site front page - Some sites display all their courses on the front page and students click to enrol
themselves into a course. When you are logged in, some site front pages may display only the courses
you are enrolled in (to avoid clutter and confusion).
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List of available courses

Dashboard - This is your personal page which you can customise and view your enrolled courses and
outstanding tasks. More information in the section below.

Your dashboard

Every user has their own dashboard which they can customise. The screencast Dashboard gives a brief
introduction to this, and the documentation on Dashboard gives further information.

https://docs.moodle.org/38/en/File:SearchCourses35%2B.png
https://youtu.be/NNuiUPAJrV0
https://docs.moodle.org/38/en/Dashboard


12/13/2019 User quick guide - MoodleDocs

https://docs.moodle.org/38/en/User_quick_guide 5/5

Your dashboard

You can access your dashboard quickly, from the user menu top right and your site may redirect you
automatically to your dashboard once you are logged in.
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Word count quick guide
What is Word count?

Word count is a plugin for the Atto text editor which is used to create content within Moodle. This plugin
enables the author of text, such as a student, to check how many words and letters are in a piece of text.

How is it set up?

When configured it displays an icon # in the Atto editor. It has to be enabled by an administrator by being
added to the toolbar config box. This is found in Site administration > Plugins >Text editors > Atto
HTML editor >Toolbar settings

How does it work?

When students type text into the Atto editor, for example in an forum post or an assignment, they can
click the icon and a pop up will display, showing them how many words and letters they have already
produced. This can be helpful when they need to type a certain number of words for an essay.

https://moodle.org/
https://moodle.org/
https://docs.moodle.org/
https://download.moodle.org/
https://moodle.org/demo
https://tracker.moodle.org/
https://docs.moodle.org/dev/Main_Page
https://lang.moodle.org/
https://moodle.net/
https://moodle.org/public/search/
https://docs.moodle.org/38/en/
https://docs.moodle.org/38/en/Text_editor


12/13/2019 Word count quick guide - MoodleDocs

https://docs.moodle.org/38/en/Word_count_quick_guide 2/2

How can I get it?

Word count for Atto is a contributed plugin which must be installed by an administrator from the plugins
directory here.
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Workshop is a powerful peer (and self) assessment activity. This quick guide takes you through the basics of setting up a workshop for your
students. If you really want to make the most of everything a Workshop can do, make sure you study the full Workshop activity
documentation.

Setting up your workshop

In the course where you want your workshop, turn on the editing and from the Activity Chooser, select 'Workshop'.
Give it a name and a description telling students what the workshop is about.

Clicking the question mark icon  next to any setting you don't understand will display extra help.

If you're not sure about the Grading settings, leave them as default. Students get two grades - one for the work they submit and one for
the quality of their peer assessments. You can change the default 80% and 20% if you wish and you can also set passing grades for both
scores. It is usually only the students who do the assessing, although you as a teacher can assess too, and you can change individual
student grades later on if you think it is necessary. The page Workshop grading strategies gives more information.
The Submission settings is where you tell them what they must do for this task. They can type directly into Moodle or upload one or
more files. You can let them submit late if you wish and you can specify which file types they are allowed to upload.
The Assessment settings is where you tell them briefly what they are looking for when assessing the work of their peers. Don't give
detailed instructions because this will be done later.You can let them assess their own work too, based on the more detailed criteria you
will add later.
Feedback will give the students the option of typing in some free text comments when they peer assess. You can make this optional,
required or turn it off. They may also upload files as feedback, and you can specify which file types they may add. You can also add a
conclusion to the workshop which will display when it is over.
You might find it useful to give your students one or more Example submissions to practise on first. If you do, you can make them
optional or required. You can force them to practise on any example submissions before they upload their own or afterwards before they
do the peer-assessments.
Think about whether, in the Availability section, you want the students to be given submissions to assess automatically once the
submission deadline is over.

Workshop phases

Once saved, you will see the Workshop displayed like this:
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A workshop moves between different phases. You can automate some phases and (if needed) you can move back a phase. You as teacher
switch phases when you are ready by clicking the icon or text. The Setup phase will be highlighted because it's the phase you are in when you
have just created the workshop.

Setup phase

Click 'Edit assessment form' to provide detailed grading criteria for your students to use. When finished, click 'Save and close', and all
ticks on the Setup phase will be the same colour.
You are ready to switch to the Submission phase which lets students send in their work. Click the icon or text at the top of Submission
phase. This phase will be highlighted.

Submission phase

Students will now be able to submit their work during this time, until any deadline you specified - unless you also allowed late
submissions.
Click the link 'Allocate submissions' to decide if you yourself want to choose which student assesses whose work (Manual allocation),
or if you want Moodle to choose for you (Random allocation) And do you want students to assess others' work even if they have not
submitted anything themselves?
If,in the Availability section you set the workshop to switch to the submission phase automatically once the submission deadline is
over, choose Scheduled allocation.

You can see how many have submitted and how many still need to submit. Click the icon or text to move to the Assessment phase if you
chose to switch phases yourself. The phase will be highlighted. (Remember that you can move back a phase if you need to, for example
if you want to allow a student to resubmit.)

Assessment phase

Students will assess the work of their peers according to the instructions and criteria you gave them.
You can monitor their progress by looking at the grades underneath the phases screen:
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When you are ready, click the icon or text to move to the Grading evaluation phase. This phase will be highlighted.

Grading evaluation phase

Here, Moodle calculates the final grades for submission and for assessment. The page Using Workshop gives more details on how the
grading works.
For the grade for assessment, you can decide how strict you want the comparison to be. If you are not sure, leave it as the default 'fair'.
You can recalcuate the grades several times.
You as teacher can change grades here if you need to.

Publish submissions: You can show to other students selected submissions if you wish. Click on a submission in the workshop grades report
(image above) and scroll down to 'Feedback for the author'. Tick the box to publish this submission. Other students will see it once the
workshop is closed.

Closing the workshop

When you are satisfied with the final grading, click the icon or text to close the workshop. The Closed phase will be highlighted and students
will be able to see their grades, any published submissions and a conclusion if you added one.

See a workshop in action

If you would like to practise with a workshop with students and data, log in to the Mount Orange School demonstration site and access the
course Celebrating Cultures with the username teacher and password moodle. You can switch phases, check grading, publish submissions
and explore other features of this useful activity.

Retrieved from "https://docs.moodle.org/38/en/index.php?title=Workshop_quick_guide&oldid=135461"

Categories: Workshop Quick guide

This page was last modified on 16 September 2019, at 06:55.
Content is available under GNU General Public License unless otherwise noted.

https://docs.moodle.org/38/en/File:workshopqgreport.png
https://docs.moodle.org/38/en/Using_Workshop
http://school.moodledemo.net/
http://school.moodledemo.net/course/view.php?id=59
https://docs.moodle.org/38/en/index.php?title=Workshop_quick_guide&oldid=135461
https://docs.moodle.org/38/en/Special:Categories
https://docs.moodle.org/38/en/Category:Workshop
https://docs.moodle.org/38/en/Category:Quick_guide
https://docs.moodle.org/dev/License


turnitin W 
Turnitlndia Education Private Limited 
B -116, Sector 67, Second Floor 
Nolda 
India 
201301 
1-510-764-7600
GSTIN: 09AAGCT1132P121
PAN: AAGCT1132P

- ... /-:.•,i>'i. ·.6IJlffo 

GST • Nol Registered 
:..� .N"- ' •• � 

TAX INVOICE 

Billing, Contact 

Reddy, H. Venkateswara 

Date: Sep 23, 2019 

Invoice No.: IND12000408 

Purchase Order No.: Q-355136-1 

Sales Order No.: S0931465 

Due Date: Oct 08, 2019 

Payment Terms: Net 15 

Service Start. Sep 11, 2019 

Service End: Sep 10, 2020 

-�:, ' �Account Manageo -

Anub Kumar 
Vardhaman College of Engineering Professor e: akumar@turnitin.com 
Shamshabad e: coe@vardhaman.org r: 1-510-764-7612 
Hyderabad., Telangana 501218 t: 
India f: 

Our Ref: CN-613004 
124634 

,�' .�. · Product Name 'I . , Product Description. 

License Administration Fee License Administration Fee 

Originality Check for Faculty/Research Scholar • Partial Turnilin Originality Check for Faculty. Includes 
Translated Matching, Integration 

Originality ChAr.k tor Stl1dents Turniti11 Originality Check add-on Student license. 
Includes Translated Matching, Integration, e-Rater 

Subtotal 

CGST - 0% 

SGST • 0% 

IGST - IN 18% 

UTGST • 0% 

Total 

Total Invoice Amount In Words: Five Hundred Fifty Nine T housand Three Hundred Forty Six Point Zero Zero 

USO$ : 7,891.25 = INR 559,346.00 

Exchange Rate US $1.00 = INR 70.8818 

SAC code 998439 

Invoice is system generated and thus does not need a signature 

Make your cheque payable to: Turnillndia Education Private Limited 

TurnitlnrliA Fducation Priv::itc Limited 
B - 116, Sector 67, Second Floor 
Noida 
India - 201301 

Amount 

INR 227,530.58 

INR 227,530.58 

INR 18,960.88 

INR 474,022.04 

INR O 00 

INR 0.00 

INR 85,323.97 

INR 0.00 

INR 559,346.00 

./



turnitin gJ 

Turnitlndia Education Private Limited 
B - 116, Sector 67, Second Floor 
Noida 
India - 201301 

Date Description 

09/23/2019 IND12000408 

Payment Receipt 

Date: 09/26/2019 

Payment Method: Wire Transfer 

Original Amount Amount Due 

INR 559,346.00 INR 559,346.00 

Disc. Taken 

JNR 0.00 

Payment 

INR 559,346.00 

Total INR 559,346.00 

1 of 1 



Date: Sep 23, 2019 

turnitin gJ Invoice No IND12000408 

Purchase Order No .. Q-355136-1

Turnitlndia Education Privato Limited Sales Order No SO931465 

B - 116, Sector 67, Second Floor 
Noida 
India 
201301 
1-510-764-7600 
GSTIN: 09AAGCT1132P121 
PAN: AAGCT1132P 

Due Date· 

Payment Terms· 

Service Start: 

Service End: 

1) 

BENEFICIARY BANK: Citibank N.A. 
BENEFICIARY COMPANY: Turnitlndia Education Private Limited 

BENEFICIARY COMPANY'S ACCOUNT ff: 0714093002 
BENEFICIARY BANK BRANCH IFSC CODE: CIT I0000002 
BENEFICIARY BANK BRANCH MICR CODE: 110037002 
BENEFICIARY BANK SWIFT CODE: CITIINBX 

Oct 08, 2019 

Net 15 

Sep 11,2019 

Sep 10, 2020 

2) Request that your originating bank reference your invoice number. If you do not have an invoice number, 
please request that your originating bank reference the name of your institution and your location 

3) Email ar@turnilin.com with the confirmation that the transaction has been completed 



TURNITIN USER GUIDE 
INTRODUCTION 

Overview of TURNITIN software 

The TURNITIN software is purposefully meant to serve as an educational tool for detecting 
plagiarism in academic writing. The software scans for text similarities by comparing academic or 
any other written material/work against a myriad of databases of published and unpublished 
materials of other writers that are available online, and then generates a colour coded similarity 
index report specifying the extent of text matching detected in that piece of work. 
  
The similarity index report generated by the TURNITIN software, identifies matches, in a different 
text source, of those portions of the scanned text which can be located in the software’s repository. 
These matching texts will be expressed as a percentage (Similarity index) in each report, signaling 
the overall total and serves as guidance only to the instructor. 
  
TURNITIN does not, in any situation, indicate the satisfactory level of text matching or indicate 
whether an incidence of plagiarism has occurred. Institutional specific norms and policies are the 
sole judge as to whether plagiarism has occurred or not in any situation. The similarity index report 
generated should therefore not be used as the only basis for action. To declare any work as 
plagiarized or depicting academic impropriety must be based on an in-depth investigation of the 
submitted material and the suspected plagiarized material. 
 
 Rationale for using TURNITIN in UDS 
The University for Development studies (UDS) in its efforts to enhance quality teaching, learning 
and especially research, introduced the use of the TURNITIN software to check the originality of 
academic writing. 
 
The introduction of this software in UDS is one of the surest ways by which management can 
boost the efforts of faculty, staff and students to uphold one of the University’s core values, which 
is Integrity. The introduction and use of the software is by no means to serve as a punitive measure 
to faculty members, students and staff, but rather to make available the opportunity to identify any 
incidence of perceived plagiarism that may occur so that they can make the necessary corrections. 
TURNITIN will ease the process of guaranteeing academic integrity in the university, which 
covers preventing all forms of plagiarism. It will go a long way to instill the necessary confidence 
in the originality of works produced by faculty members, staff and students not only within the 
University but on the global landscape. 
  
Use of TURNITIN at UDS 
Supporting learning 
UDS acknowledges the use of TURNITIN Originality Reports as a medium of aiding students 
produce high quality and original research through good academic writing practice including: in-
text citation, referencing and paraphrasing. TURNITIN Originality Report increases academic 
integrity hence its use by students and faculty members should be encouraged. Students should be 
given the chance to submit draft works for assessment to TURNITIN. 
  
 
 

 



 Determining plagiarism 
TURNITIN is one of the ideal methods of unravelling academic impropriety where similarities in 
text of a submitted document are detected by matching against other sources in the repository. 
Faculty members are encouraged to use the TURNITIN software for effectual evaluation of 
submitted works in order to detect possible cases of plagiarism. Students are under obligation to 
provide electronic versions of their assignments to be submitted through TURNITIN when it is 
requested for by their supervisors or lecturer. Students must however be pre-informed and be 
educated on how the system works. Documents/assignment must not be secretly checked through 
the TURNITIN. 
  

      Evaluation and TURNITIN Data 
The impact and general usage of the TURNITIN service would be monitored by UDS to assess 
the institution’s trend of level of usage. This will be reported internally. Exceptional staff who may 
not have used the software previously will be identified and supported with their training needs.   
  
Training 
Every staff is entitled to training in order to use the services provided in the TURNITIN to 
effectively explain the generated originality report. Students should also be provided with the 
needed support in their use of the TURNITIN to submit, retrieve and review their originality 
reports. 
  
Conditions of use 

This TURNITIN software is available for use throughout the academic year on condition that 
Library staff, Deans of Faculty and Heads of Department; 
 

1. Will be committed to providing sufficient guidance about good academic practice 
(integrity) in all types of assessment for their students 

2. Will acquaint students with the way(s) in which the software may be used 
3. Understand the limitations of TURNITIN and will diligently review subsequent originality 

reports. 
4. Will commence, according to the University policy, investigative procedures in instances 

where TURNITIN appears to suggest a breach of academic integrity. Originality reports 
must however be completely reviewed before initiating the formal procedures. 

5. Will maintain detailed records of TURNITIN use at all times for evaluation purposes or 
for any subsequent appeal 

6. Will not compromise the University's appeals mechanisms and will provide the opportunity 
for appeal when the need arises.    

  
GUIDELINES 
Common sources of plagiarism 

1. Direct copying (published and unpublished) without crediting or acknowledging the 
source. 

2. Translating (from one language to another) without acknowledging the source. 
3. Paraphrasing someone else’s work, or one’s own without appropriately acknowledging the 

source. 
4. Putting together portions of the work of other authors or one’s own into a new document. 
5. Resubmitting one’s own authored work which has previously been graded  



6. Collusion (unauthorized collaboration, presenting work as one’s own independent work, 
when it has been produced in whole or in part in collusion with other people). 

7. Copying the work of other students with or without their knowledge and presenting it as 
your own. 

8. Ghost-writing – hiring a writer to produce a work at a fee without the hired agency or writer 
taking any credit to the original work produced.  

  
Implementation Guidelines 
These guidelines are meant specifically for student work. 
  

1. The acceptable file formats for uploads to check for originality in TURNITIN are; 
o Microsoft Word (DOC and DOCX) 
o Corel WordPerfect 
o HTML 
o Adobe PostScript 
o Plain text (TXT) 
o Rich Text Format (RTF) 
o Portable Document Format (PDF) 
o OpenOffice (ODT) 
o Hangul (HWP) 
o PowerPoint (PPT) 

 
2. File size of a document to be submitted may not exceed 40 MB. Such large file sizes may 

be reduced by deleting non-text content like images. 
  

3. Text only files may not exceed 2 MB. 
  
Use of the TURNITIN Originality report 

1. Students are required to submit all theses, long essays and assignments to TURNITIN to 
generate an originality report with a similarity index through their various 
departments/faculties or campus libraries. 

2. Instructors/Faculty members are encouraged to use TURNITIN on regular basis to 
familiarize themselves 

3. The following similarity indices of Text Matching based on TURNITIN colour coding are 
acceptable in UDS. 

a. Overall Similarity Index should not exceed 20 % 
b. Permitted single source similarity index is 2% and below 
c. Acceptable number of words in an unbroken string (sentence/phrase) should not 

exceed 10 words 
4. Well acknowledged or properly cited direct quotations can be ignored 
5. Bibliography, cover page and declaration information should be ignored during the visual 

inspection as this can inflate the similarity index. 
6. Limitations of the TURNITIN software should be taken into consideration when reviewing 

the originality report. 
 
 
 
 



Procedures for Submission of Work to TURNITIN 
  

1. TURNITIN, as an educational tool, is available to all faculty members, staff and students 
of the University for Development Studies (UDS); and permitting students to submit 
some, if not all, of their assignments to the system as part of their educational programme 
is highly recommended. 
 

2. The Instructors must pre-inform students as and when they are required to submit their 
assignments/lab reports/long essays/theses/dissertations to the system. 
 
 

3. The system can permit unlimited submissions of students’ works (draft), in order to provide 
the opportunity for review after the originality reports have been generated before 
submitting their final work. The decision as to the number of submissions permitted by 
each student should be determined by the concerned lecturer/supervisor and communicated 
appropriately. 
 

4. High similarity indexes can be realized in instances where re-submission to TURNITIN 
has been done for the same work (draft) with the intention of editing out the matching 
sections detected. To avert these situations, draft work or any works in progress should 
NOT be submitted to the TURNITIN standard repository until it is due for final submission. 
 
 

5. To create a database against which works of current students can be checked against that 
of past students, assignments/lab reports/long essays/special topics and undergraduate 
project reports/dissertations can be submitted to the TURNITIN STANDARD 
REPOSITORY. 
 

6. Theses/reports/assignments of graduate students are to be compulsorily scanned through 
TURNITIN software and the corresponding originality report be attached to the work 
before submitting to the graduate school for final assessment. 
 
 

7. MA/MPhil/PhD supervisors are advised to encourage their students to submit early drafts 
of sections of theses for originality checking, so that their students fully understand how to 
use the software when preparing their thesis. 

  
Investigating Plagiarism 
  

1. Procedures for examining suspected plagiarized work as stated in the Plagiarism policy 
would be applied where TURNITIN appears to indicate so.       
 

2. A Graduate Studies Committee can be constituted to help with the investigative process 
in the case of graduate thesis, the Graduate Studies Committee of the relevant department 
must be involved in the investigation. 
 

3. The reported similarity index should not be used as the only basis for action. Percentage 
levels above the recommended levels can be flagged for interpretation and investigated 



further. In such cases, the full report should be examined to detect the magnitude of the 
matching text.      
 

4. Thorough investigation must be carried out on any student's work that is doubtful. The 
plagiarized material is a perquisite to initiate the investigative procedure.      
 

5. The judgment of work not being plagiarized is the responsibility of the 
lecturer/supervisor/Graduate Studies Committee or any other appropriate authority as 
TURNITIN cannot be the sole evidence of work that has been originally produced. 

  
 
 
Procedures for Submission of Work at Departmental Level 
Graduate Level 

1. Throughout the process of graduate long essay, dissertations or thesis supervision, students 
must be permitted to make a number of submissions in order to scan and review the 
TURNITIN originality report generated, to reduce the similarity index as necessary. 
Students' work should NOT be submitted to either the TURNITIN standard repository or 
the institutional repository at this stage. 
 

2. Supervisors should assist students to interpret the TURNITIN reports in order to help them 
review their written material. 

 
3. All graduate students are required to submit the final copies of their thesis for scanning 

through the system either at their departments or at the Campus Libraries. The originality 
report generated should be printed and signed by the supervisor(s) and then attached to the 
thesis before submitting to examiners for marking. 
 

4. The necessary corrections must be effected after marking and a final generated TURNITIN 
originality report will be submitted to the Departmental Advisory Committee for review. 

 
5. The Departmental Advisory Committee should be responsible for reviewing the report and 

making the necessary recommendations if the Committee suspects academic impropriety 
in the thesis. 
 

6. Investigative procedures will be initiated according to UDS Plagiarism Policy. 
 

7. The Departmental Advisory Committee should permit a student one opportunity to 
resubmit their work along with a new TURNITIN report if the initial submission is 
suspected to breach academic integrity. 
 

8. All final graduate theses/dissertations must be deposited into the UDS Institutional 
Repository and the TURNITIN standard repository. 

9. The Final deposition of graduate theses/dissertations/long essays into the STANDARD 
TURNITIN Repository shall only be done by the appropriate University Library staff at 
the request of the Graduate School. This can be done only after submission of the final hard 
bound copy along with the electronic version. 

           



Undergraduate Level 
  

1. Undergraduate students from all departments must also be encouraged to submit their 
assignments/dissertations/project reports through the TURNITIN to minimize the 
incidence of copying, as part of the supervision process. Supervisors should therefore be 
available to readily provide assistance to their students in the interpretation of the 
originality reports to facilitate revising the detected portions. 
 

2. The various Faculties/Departments may decide on the exact modalities to implement in the 
review of TURNITIN reports of undergraduate students’ work. These must be duly 
communicated to students prior to the start of the project dissertations. 

 
3. Final submitted works that may be judged to have been plagiarized should undergo 

investigative processes according to the University’s Plagiarism policy. 
 

Limitation of the software 

1. TURNITIN does not offer a ready solution to plagiarism. Its use is therefore not a substitute 
for good academic writing practices, for example, correct citation and referencing. 

 
2. There are significant gaps in its search base. For example, TURNITIN may not be able to 

accomplish the following: 
  

a. detect plagiarized work from books or sources which are 'old' and not available on 
the Internet 

b. detect work which is plagiarized by translating from one language to another, for 
example, French text translated to English 

c. search all electronic journals 
d. detect images, graphs, mathematical equations that may have been plagiarized. 
e. scanned handwritten documents cannot be recognized. 
f. files that are encrypted, password protected, read only files, also system files cannot 

be submitted to TURNITIN. 
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INR 3.25 LPA
Salary Package

Opportunities: 5+

Score: 434

Mohd Sadik

“Got a very good platform for applying to various companies. CoCubes bridges the gap between corporates 
and students.”

INR 7 LPA
Salary Package

Opportunities: 10+

Score: 534

Deepshikha Yadav

"CoCubes is a great platform where you can assess yourself by giving practice tests. It helps in getting you 
placed in a reputed company easily."

INR 40 LPA
Salary Package

Opportunities: 50+

Score: 664

Priya Saraf

“I’m grateful to CoCubes which provides students the best platform for good opportunities and helps them 
get their dream company.”

Given below are stories of some students like Rahul who made full use of those opportunities through CoCubes and are 
on their way to building successful careers:

He takes the assessment and 
gets placed in his dream 
company.

One day he comes across 
CoCubes assessment.

Dream company does not 
visit XYZ engineering 
college.

Rahul is a final year engineering 
student from XYZ engineering 
college, which is situated in a 
tier 3 city. 

I got placed in
my dream
company.

Dream
company? 

0 km

Tier 3
City

XYZ Engg. College

Take CoCubes and open doors to several
opportunities today!
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Corporates interview candidates
and select people accordingly 

5

Candidates apply for
different jobs based on
suitability and choice

3
Corporates enlist their job
requirements and they are

posted on the platform

4

Candidate’s suitability for different
job roles is determined based on
scores of different assessments

or sectional scores

2
Candidates take
the assessments

1

How it Works
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1 | 25 minAssesses the candidate’s ability to write correct 
English

Written English Test 

50 |12 min
Scores a candidate on inherent and stable 
personality traits (from the Big Five Model) like 
extraversion, agreeableness, openness, etc. 

Personality 

20 | 20 min

• Computer Science/IT
• Electrical
• Mechanical
• Electronics
• Civil
• Chemical

Assesses the candidate’s knowledge in the domain 
he/she is interested in:

Technical Domains 

3 | 45 min

• L1 or Basic
• L2 or Intermediate
• L3 or Advanced

Assesses the candidate’s ability to write code in one 
of the 4 programming languages (C, C++, Java, C#) 

Programming

15 | 15 minAssesses the candidate’s knowledge about the 
fundamentals of computers (software, hardware, 
excel, etc.) 

Computing Fundamentals 

45 | 45 min
• English 
• Logical Ability 
• Quantitative Ability

Assesses communication skills and learnability of a 
candidate and includes aspects of:

Aptitude

No. of Ques | DurationSubsection(s)Module

CoCubes is a scientifically designed employability test administered nationwide to Final Year Engineering and MBA 
candidates in a proctored environment. It provides employability related insights and job opportunities to students all 
over India across different job roles. So far, 1000+ companies have used CoCubes to extend more than 20,000 job offers.

What is CoCubes?

Test Structure: CoCubes (Engineering)
Applicable for B.Tech, B.E, M.Tech
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Domain score <50%
x

1.3x
Domain score >50%

Salary

1 | 25 minAssesses the candidate’s ability to write in correct 
English

Written English Test 

30 | 30 minScores a candidate based on their responses to 
different situations presented to them 

Behavior

20 | 20 min

• HR
• Operations
• Finance
• Marketing and Sales
• IT Management

Assesses the candidate’s knowledge in the domain 
he/she is interested in:

Technical Domains 

15 | 15 minAssesses the candidate’s knowledge about 
understanding of basic MS office tools 

Excel and PowerPoint 

15 | 15 minAssesses the candidate’s knowledge about 
understanding of basic management fundamentals 
which are common to all disciplines 

Management Fundamentals 

30 | 30 min
• English 
• Logical Ability 
• Quantitative Ability

Assesses communication skills and learnability of a 
candidate and includes aspects of:

Aptitude

No. of Ques | DurationSubsection(s)Module

Test Structure: CoCubes (Management)
Applicable for MBA, BBA, BMS, BBS, BBM
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BehavioralWETExcel +
Power PointDomain Management

FundamentalsEnglishQuantitativeAnalyticalJob Role

BeginnerIntermediateAdvanced

Training and Development
Manager

Talent Acqusition Manager

HR Generalist

HR Consulting

General Management

Engagement Manager

Compensation and
Benefits Manager

Business Intelligence,
Analytics

MBA

WETCodingDomain Computer
FundamentalsEnglishQuantitativeAnalyticalJob Role

Software Tester

Software Engineer

Software Developer

Sales Executive

Operations Executive

Network Engineer

Graduate Engineer (R and D)

Graduate Engineer Plant

Customer service Executive

Analyst

B.Te
ch

CoCubes assesses candidate’s Cognitive skills such as Analytical Reasoning, Quantitative Ability, English Usage and Written 
English ability along with course specific constructs like Coding, Domain Knowledge and Fundamentals of Management. 
These skills are mapped to different types of popular job roles based on suitability as shown in the table below. For 
example, in order to be shortlisted for Analyst, the candidate will have to score well in Analytical Reasoning and 
Quantitative Ability. Moreover, different job roles require different degrees of proficiencies in different assessments which 
are indicated by the number of bullets in the matrix below.

Sectional Mapping to Job Profiles
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Overall score <500
x

1.5x
Overall score >600

Chances of getting Job Offer

Please note that the overall score is just for the understanding of the overall performance of the candidates. The sectional/ 
individual assessment scores are the ones which the corporates use for shortlisting candidates as indicated above.

Apart from sectional raw scores, a composite score is calculated for all the candidates which gives the recruiters a single 
parameter to differentiate on, based on overall performance. This score considers the following:

 • Sectional scores
 • 10th standard percentage
 • 12th standard percentage
 • Graduation CGPA

How is the composite CoCubes score calculated?

*Please note that the Job Skill matrix will be different for various specializations in case of MBA candidates. However, there 
are a few overlapping generic roles which are present for multiple specializations.

The benchmarks for shortlisting on different skills are derived based on the data which comes from prior assessments of 
more 3,00,000+ candidates and on various recruiter’s expectations. Also, these benchmarks are continuously evolving as 
they are derived by ML/AI based algorithms which keep on learning as more candidates take the assessments.

Sectional Mapping to Job Profiles
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CoCubes score

Av
er

ag
e 

Sa
la

ry
 (

in
 L

PA
)

<500
0

1

2

3

4

5

6

Max. Salary
6 LPA

500 - 600

Max. Salary
21 LPA

>600

Max. Salary
40 LPA

6 LPA

3.3 LPA

2.6 LPA

Average Salary and CoCubes Score Distrubution

A 600+ score makes
one eligible for 50+

opportunities of >5LPA

MBACore Branches

Circuit BranchesCS/IT
Year

N
o.

 o
f c

om
pa

ni
es

2017
0

50

100

150

200

250

300

2018 2019

14%

29%

14% 43%

Percentage split of companies who hired through CoCubes

1000+

Companies who hired
through CoCubes

*AP + TS + KAR + TN + KER regions
  are included in South

43%
South

14%
Central

6%
East

25%
North

13%
West

Percentage of offers by region

20000+

Total number
of offers

CoCubes Stats
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HRSales and Marketing

Operations ManagementFinance

• Finance
• Operations Management
• Sales and Marketing
• HR

MBA

Circuit Branches
Electrical, Electronics and Communication, Electronics, Electrical and Electronics, Instrumentation

Core Branches
Mechanical, Civil, Automobile, Chemical, Aeronautical, Petroleum, Industrial, Mechatronics

CS/ IT
Computer Science Engineering, Information Technology

We Exist to Serve



9

IPE, HyderabadJK Business SchoolCMR Technical
Education

Society Group
of Institutions

University School
of Management
Studies (USMS)

Fostiima Business
School

Maharaja Agrasen
Institute of

Technology

Sri Balaji Society

MBA Colleges

P.E.S.College
of Engineering

Bangalore Institute
of Technology

B. P. Poddar Institute
of Management
& Technology

P.E.S. Institute
of Technology

Jaypee University of
Engineering and

Technology

College of
Engineering,

Roorkee

ICFAI, Hyderabad

BVCOE, DelhiLoyola Institute of
Technology &
Management

BVCOE,
Maharashtra

Dr. B.C. Roy
Engineering College

Manipal University
Jaipur

KL UniversityManav Rachna
University

Other Prominent Colleges

GTBIT, DelhiIEM, KolkataUPESSRM UniversityKIIT UniversityGITAM University

NIT Andhra Pradesh

SASTRA University

BITS, Hyderabad IIIT BhubaneswarIIT TirupatiIIT MandiIIT BhubaneswarIIT Madras

IITs/NITs/BITS/IIITs

Our Partners
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Below what total or sectional score is it recommended to take CoCubes again?

If you have a composite score below 500 you must retake CoCubes. If your composite score is in the 500 - 600 
range with a score of 45% or below in any section or 50% or below in WET it is still strongly recommended that you 
re-take CoCubes in order to increase your chances for applying to the best companies.

My score is 600 in CoCubes. However, I am not able to apply / get shortlisted for several companies.

In case you are not eligible to apply for a job, you should click on the “why?” link inside the job details page to 
understand the exact reason. This could be due to a low sectional score or because of not meeting the academic 
criteria of the company such as score in 10th/12th standard or not belonging to the relevant stream/branch of 
specialization in graduation.

If you are not shortlisted for a role, you should be aware that a candidate gets shortlisted by any company based on 
the following parameters:

         The overall CoCubes composite score out of 800.
         The percentage score of a certain section or skill required by the company for the given role and salary being    
     above the required benchmark.

In case you fall short in any aspect, you should try and retake CoCubes to improve your scores or apply to more jobs 
to ensure you are visible to more employers with different criteria.

What is a good score in CoCubes?

Overall, a score of 60% or above in any section is considered a very good score. Additionally, in WET you should 
look for a score of over 70% to be considered for all corresponding types of jobs. A composite CoCubes score of 
600 or above is considered a good score overall if you want to qualify for most of the job roles. You can understand 
your CoCubes score better by visiting this link.

I am from Mechanical/Electrical/Civil Engineering background. I am interested in core engineering jobs.
Is CoCubes recognised by companies hiring mechanical/civil/electrical engineers?

CoCubes is recognised by companies like Adani Gas, JSW Cement, NinjaCart, Yellow Messenger and several other 
organisations looking to hire engineers from core engineering disciplines. So, taking CoCubes will definitely boost 
your chances with a core job.

I am a graduate in Sciences, Arts, Commerce or I am post graduate in psychology/arts or I am a Diploma.
Is there a point in me giving CoCubes?

Currently CoCubes is focused on candidates from B.Tech, B.E, M.Tech, MBA, BBA, BMS, BBS and BBM backgrounds. 
We do plan to evolve this to serve other degrees in the future.

I have less than 60% in college. Is there a point in me giving CoCubes?

Yes, companies do hire people with less than 60% in college. In the past few years large and medium sized 
companies like Optum, Edwisor, Urban Clap, Cognixia, etc. have hired 100+ CoCubes candidates with less than 
60% in college.

I have less than 60% in 10th or 12th. Is there a point in me giving CoCubes?

Yes, companies do hire people with less than 60% in 10th or 12th. In the past few years large and medium sized 
companies like Tech Mahindra, Wipro, Bazinga, Authbridge, etc. have hired 200+ CoCubes candidates with less 
than 60% in 12th.

Frequently Asked Questions (FAQs)

https://www.cocubes.com/article/2226-guide-to-understanding-your-pre-assess-score


CoCubes Score

Your CoCubes Score, Percentiles, and Job Role Suitability across applicable roles

Sample Candidate Report

11
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Day 11
Event Day

Day 14

Day 13

Day 12

Day 10

Day 9

Day 8

Day 7

Day 6

Day 5

Day 4

Day 3

Day 2

Day 1

Report Generation
Detailed report is sent to the
college the day after CoCubes in
Excel format but in some cases it
can take up to 3 days

Activation PIN
shared with proctor
A unique 5 digit PIN is sent

to the proctor T-6 hours before
the scheduled exam time

CoCubes  Venue
Details mailer

Candidates are informed about the
Venue details, date of the exam,
do’s and dont’s and wishes them

all the best for the exam

Proctor
Scheduling
Proctor is notified about the venue
and slot timings between D-1 day
to T-7 hours

CoCubes  Test
Schedule Mailer

Candidates are notified about
test date and time along with top 6

jobs through mail 

Slot Booking mailer
Candidates are informed about the syllabus
and test timelines

Share candidate data & slots
College to share candidate information to
schedule slots

Re-schedule/Cancel
CoCubes

College can re-schedule/cancel
CoCubes at least 5 days before

the exam date

Schedule CoCubes
College can schedule CoCubes
7-10 days before the exam date

Process Timeline



The information contained herein and the statements expressed are of a general nature 
and are not intended to address the circumstances of any particular individual or entity. 
Although we endeavor to provide accurate and timely information and use sources we 
consider reliable, there can be no guarantee that such information is accurate as of the 
date it is received or that it will continue to be accurate in the future. No one should act 
on such information without appropriate professional advice after a thorough 
examination of the particular situation. 

© Aon plc 2019. All rights reserved

Aon’s Assessment Solutions includes the cut-e and CoCubes brands and 
operates as part of Aon’s global offering in talent solutions, helping 
clients achieve sustainable growth by driving business performance 
through people performance. Aon’s Assessment Solutions group 
undertakes 30 million assessments each year in 90 countries and 40 
languages. 

About Assessment Solutions

Aon plc is the leading global provider of risk management, insurance and 
reinsurance brokerage, and human resources solutions and outsourcing 
services.

Our key advantage is our broad view of two of the most important issues 
in our economy today: risk and people. With an employee base of 50,000 
people working in more than 120 countries, we can anticipate how 
changes in one sector impact another.

Another advantage is our client focus: Every day our employees ask, 
"How can we help a client or how can we help a colleague help a client?" 
Because each of our client groups has unique needs, our 
professionals—coordinated by strategic account managers, or 
relationship managers—specialize by product, function and client 
industry. By truly listening to you and working with you as a partner, we 
can best develop solutions that work seamlessly with your business. Only 
in this manner can we help you uncover risks and discover new 
opportunities to make your business more successful, now and into the 
future.

Visit aon.com for more information.
© Aon plc 2019. All rights reserved.

About Aon

Visit www.cocubes.com to learn more and log in.
If you already have a login, download the App from Google 
Play Store/iOS App Store.

To learn more about Aon’s Assessment Solutions, visit us at:
assessment.aon.com

Contact

https://www.cocubes.com
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Getting Started Guide

1. Sign up on Plickers.com

Add your Classes & Students

Plickers automatically assigns cards to students as you enter their names

Add up to 63 students per class

2. Download the App

Free download on Android or iOS

The Plickers mobile app is required to collect student responses

3. Get Cards

Print for free or buy on Amazon

Each card has a unique number – you can assign cards to students to track their responses

Students rotate their cards to put their chosen answer on top

4. Create your Content

Create new Questions or Sets of questions in your Library at www.plickers.com

Choose surveys, multiple-choice, or true/false questions

Include images or GIFs

5. Scan Student Responses

Make sure you're logged in to the mobile app and website using the same account

Play a Question or Set from the mobile app or from the website

In the mobile app, tap the circle icon to open the scanner

Plickers will instantly scan your students' cards and record their answers

Tip: Stand back and hold your device still to capture more cards at once

6. View Results

Open Reports to view your most recent results

Sign in

https://www.plickers.com/
https://amzn.to/2Zg5NnN
http://plickers.com/
https://help.plickers.com/hc/en-us
https://help.plickers.com/hc/en-us/signin?return_to=https%3A%2F%2Fhelp.plickers.com%2Fhc%2Fen-us%2Farticles%2F360008947934-Getting-Started-Guide&locale=en-us
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 Powered by Zendesk

Use Scoresheet to monitor student progress and save time grading

Select the date range and individual questions, or collapse sets to see total results for your

students, questions, and overall class

Resources:

help@plickers.com

Twitter: @plickers

https://www.zendesk.com/help-center/?utm_source=helpcenter&utm_medium=poweredbyzendesk&utm_campaign=text&utm_content=Plickers
mailto:help@plickers.com
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Cards Overview

Choosing your cards

Plickers cards come in standard sets of 40 or expanded sets of 63 for larger classes. Choose a format

with larger answers for younger students or smaller answers for older students. Get your cards here.

Plickers Card Tips & Frequently Asked Questions

Q: Can I use the same card set for multiple classes?

A: Yep! When you set up your classes & students, you'll assign each student a card number. You might

have, for example, the #1 card assigned to six different students, one in each of six classes. Since they're

not in the same class period at the same time, the #1 card will only be read as one individual student --

the one associated with that particular class period the poll question is planned for.

Q: How do you recommend printing these cards?

A: To ensure that the Plickers app reads the cards quickly and easily, we'd recommend printing on white

paper or cardstock. You can also laminate the cards to make them more durable, but try to avoid

laminating the cards if you do not have a matte laminating option; the typical glossy lamination creates

glare on the cards that can make them dif�cult for the app to read as quickly.

Another way you can make your cards more durable is to have students paste them onto the inside cover

of a notebook; this way they always have the cards for class (well, at least they should!) When doing so,

you may want to encourage students to paste these in with a random orientation (not all with A at the

top) so that when they're holding up their answers, they can still have anonymous answers.

Q: Why does the standard set of cards feature a smaller font for the letter answers? Why aren't the

answers written on the back of the cards?
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A: We want you to have the most accurate data possible about what your students know and don't know,

and we want your students to feel comfortable answering honestly. The small print of the answers and

the unique shapes on each Plickers card help protect students' privacy so they can answer questions

without worrying about what their classmates think of their answer. If you still think your class would

bene�t from a larger print version, it's available above!
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Get Plickers Cards

Print for Free

Printing your Plickers cards for FREE is always an option!

Choose formatting options with larger answers for younger classes, or smaller answers for older classes. Download the PDF that best

suits your needs and Print.

We recommend printing on cardstock so your cards are more durable. If you choose to also laminate your cards, a matte laminate helps

prevent glare, which sometimes interferes with scanning.

Plickers Set
# of

cards

Cards per

sheet
Font size Ideal for...

Standard

40

2

normal

Most classrooms of average size

Expanded

63

2

normal

Large student groups in a standard classroom setting

Large Font
40

2
large

Younger students or anyone who may have trouble reading the letter answers
Large Cards

Expanded
63

1
normal

Large student groups in especially large, non-standard classrooms
Buy Pre-Made Cards – ✨ All-Plastic Cards Now Available ✨

Buy the of�cial cards and save time, effort, and ink! Two options are available:

Recommended for Older Students (→ Amazon.com)

Recommended for Younger Students (→ Amazon.com)
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Content Overview

In order to use Plickers with your students, you’ll need Questions to ask. Questions can be used

individually or grouped into Sets. Using a Set gives you a faster way to Play a group of Questions and

allows you to track percentages and gather data for the Set as a whole.

 

Creating Content

Go to your Library on www.plickers.com to create a new Set or Question. You’ll have a chance to add

images, enter answer choices, rearrange the order of Questions in a Set, or mark a Question as a Survey.

New content you create will be automatically saved to your Library.

If you’re using Plickers Free, you’re limited to 5 Questions in each set, but you can create as many Sets

and individual Questions as you like. If you’re using Plickers Pro, you can add unlimited questions to a Set

and add images faster using the built-in image search.

See Creating and Editing Content for more information.

 

Organizing Your Content

Sign in

http://www.plickers.com/
https://help.plickers.com/hc/en-us/articles/360008948754
https://help.plickers.com/hc/en-us
https://help.plickers.com/hc/en-us/signin?return_to=https%3A%2F%2Fhelp.plickers.com%2Fhc%2Fen-us%2Farticles%2F360009089213-Content-Overview&locale=en-us


12/13/2019 Content Overview – PlickersHelp

https://help.plickers.com/hc/en-us/articles/360009089213-Content-Overview 2/3

You can organize the content in your Library just like you would organize �les on your computer. You can

put your Questions or Sets inside Folders and nest those Folders inside other Folders.

Content can be further organized using Packs. Just like your Library, Packs can contain Folders, nested

Folders, and Sets & Questions. Plickers Pro users can also use Packs to share content with each other.

See Sharing Content for more information.

To select multiple items, hold down the Shift or Control key while clicking on them. Once multiple items

are selected, use right-click or drag & drop to move them into Folders or Packs.

Use any combination of these functions to organize your content any way you’d like!

See Organizing and Finding Content for more information.

 

Finding Your Content

Your Library is where your content is stored. You can browse the Packs, Folders, Questions, and Sets in

your Library at any time. Within each section, the items are listed alphabetically.

The Recent view shows a list of the items you’ve recently interacted with. When you look at or edit an

item, it will be moved to the top of your Recent list.

You can also use the Search bar at the top of your homepage to search for a word or phrase in the title or

body of a Question or Set. This will search both your own Library and any Packs you’re a part of.

https://help.plickers.com/hc/en-us/articles/360025736913
https://plickers.zendesk.com/knowledge/articles/360008948934
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Similarly, you can use the Filter bar to quickly re�ne the contents of a Folder or your Recent view.

See Organizing and Finding Content for more information.

 

Using Your Content

When you’re ready to use a Question or Set in class, click Play Now to show it to your students. To

prepare for a lesson, add items to the Queue for one of your Classes and Play from there.

Use the Plickers app on your mobile device to scan your students’ Plickers cards and gather their

answers. As you scan, the Now Playing page from the Plickers website will update to show who has been

scanned. When you’re done scanning, click Show Graph to display the results to your class.

See Playing your Content in the Classroom for more information.
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Creating and Editing Content

To create new Questions and Sets, sign in to the Plickers website at www.plickers.com.

 

 

Creating a Question

From your Library, Pack, or Folder, click the three-dot icon at the top-right and choose New Question

from the drop-down menu. This will open the Question Editor, where you can build your Question.

Newly-created Questions and Sets are automatically saved in the same Pack or Folder you had open

when you created them.

 

Creating a Set

Click the New Set button at the top of your Library, Pack, or Folder. This will open the Set Editor where

you can add Questions and build your Set.

To combine a group of independent Questions into a Set, select the Questions (Tip: hold down the Ctrl or

Shift key to select multiple items), then right-click on the selection and choose New Set from Selection

from the drop-down menu. This new Set will be automatically saved in the Pack or Folder you have open

as “New Set from Selection”.
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Editing a Question

Double-click a Question to open the Question Editor. From this view, you can set the text of your

Question and its Answer Choices, add an image, set the correct answer, and more.

Click into the large text box to edit the text of your Question, and click the Answer Choice text boxes to

edit the choices. Insert an image from your computer by clicking the image icon next to the top-right of

the question. If you have Plickers Pro, you can also use the built-in image search to �nd an image from

the web. Change the layout of your Question by choosing one of the layout options at the top-left of the

page.

Plickers supports asking Graded Questions as well as Survey Questions. Use the Graded option when

the Question has a correct answer; use Survey if there is no right or wrong answer (for example, if you’d

like to use the Question to take a poll or get student feedback).
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To set the correct answer, click on the corresponding letter – A, B, C, or D. You can also use the keyboard

shortcut Shift+Enter to mark an answer correct.  See Keyboard Shortcuts for a full list. 

Click the Shuf�e Choices button to have Plickers randomize the order of the answers for you. To remove

an answer choice, hover over the answer line you’d like to remove and click the X to the right. If you

would like to add an answer choice, click the Add Choice button at the top. Plickers supports a maximum

of four choices. Remember to remove any choices you’re not using – this will prevent saving invalid

responses when scanning.

At the top of the Question Editor, you will see a toolbar with a series of buttons. Click Convert to Set to

create a new Set with the Question you’re editing, or use Copy to Clipboard to enable pasting the

Question into an existing Set.

To quickly create another Question alongside the current one, click the Create New button. You can

create as many questions as you want. Click the 3-dot icon at the far right end of the toolbar to see a

drop-down menu with additional options.

 

Editing a Set

The Set Editor allows you to edit both the list of Questions in your Set and the contents of each

Question.

https://plickers.zendesk.com/knowledge/articles/360001097254
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To add new Questions to your Set, click the + button at the top-left of your screen. New blank-slate

Questions will be automatically added to the end of your Set. From the left-hand column, drag and drop

your Questions to reorder them within the Set. Right-click on any Question in the left-hand column to

duplicate or delete it.

If you would like to print out the Set and use it as a handout or study guide, use the Print Handout button

at the top-right of your screen. There, you will be given setup and printing options to customize the

document in a way that works best for your class.

Click the three-dot icon at the top-right of the Set Editor to duplicate the entire Set, move the Set to a

Pack, or send the Set to Trash. Duplicated Sets will be automatically saved in your Library, and items sent

to the Trash are still retrievable, so don’t panic if you inadvertently Trash an item!

See Organizing and Finding your Content for more information.
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Organizing and Finding Content

Folders & Packs

Your Questions and Sets are stored in your Library, where they can be organized using Folders and

Packs.

Folders work just like folders on your computer. You can put Questions or Sets inside Folders and nest

those Folders inside other Folders.

The Folder an item is in has no bearing on how it will appear in Reports or Scoresheet. Use a Set if you

want the results of a series of questions to be grouped together. See the help sections

on Scoresheet and Set Reports for more information.

Just like your Library, Packs are a top-level organizational tool that can contain Folders, Sets, and

Questions. Folders can be nested in Packs just like in your Library. If you’re using Plickers Pro, you can

use Packs to share content with other Plickers Pro users.

 

Selecting

Clicking on an item in your Library or a Pack will select it. Hold down the Ctrl or Shift key to select

multiple items at once. Move your selected items to a Folder or Pack using drag & drop. You can also

right-click on your selection or use the right-side preview panel to access additional actions.
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Searching

Use the Search Bar at the top of your screen to search all of your content. Type in a word or phrase and

you’ll see results pulled from your Sets, Questions, Folders, Packs, and Reports. Click on an item in the

list to open it, or hit Enter to see all your results.

The Search Bar will exclude any items in your Trash. To open your Trash, click the three-dot icon in your

Library and choose View Trash from the drop-down menu.

Filtering

Use the small Filter bar to quickly �nd an item from within a list of content in Library, Reports, Recent, or

a speci�c Folder. This will only search for text in the names of items.

Recent

When you interact with a Set or Question, that item will move to the top of the list in your Recent view.
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Trash

To delete an item from your Library or a Pack, move it to Trash. Items sent to Trash are not deleted

permanently until you decide to empty Trash. If you have mistakenly sent something to Trash, �nd it in

your Trash and use the Restore button to return it to your Library or Pack.

Each Pack has its own, independent Trash. Items sent to your Pack Trash will not show up in your Library

Trash, just like items in your Pack are not also saved in your Library.

If you delete a Pack, that Pack, along with all of the content inside of it, will be gone forever and cannot

be restored.
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Keyboard Shortcuts

Click the keyboard icon at the bottom-right of your Edit Screen to display numerous keyboard shortcuts.

Here is the full list again:

New Question: [Enter]

Cut Question: [Ctrl] [X]

Copy Question: [Ctrl] [C] 

Paste Question: [Ctrl] [V]

Duplicate Question: [Ctrl] [D] 

Delete Question: [Delete] 

Go To Previous Question: [Arrow Up]

Go To Next Question: [Arrow Down]

Go To First Question: [Shift] [Arrow Up]

Go To Last Question: [Shift] [Arrow Down]

Move Up: [Ctrl] [Arrow Up]

Move Down: [Ctrl] [Arrow Down]

Move to Beginning: [Ctrl] [Shift] [Arrow Up]

Move to End: [Ctrl] [Shift] [Arrow Down]
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Sharing Overview

With Plickers Pro, you can invite other teachers to Packs that you create and join Packs you’ve been

invited to. Every member of a shared Pack can view and play all of its content, and Pack editors and

admins can make changes to the Pack and its content. When you scan responses, Plickers takes a

snapshot of the Question or Set you used, so you still have access to your results even if you lose access

to a shared Pack.

Inviting Others & Joining Packs

You’ll invite other teachers using the email address they use to sign in to Plickers. If you use an email that

doesn’t have a matching Plickers account, we’ll offer to send them an invitation to Plickers, but you’ll

need to invite them again once they sign up.

When you’re invited to a Pack, Plickers will show the Pack in your sidebar and Library along with a small

noti�cation icon; we’ll also send you an email noti�cation. When you open the Pack, we’ll show you a

preview of its content and give you the option to join the Pack or dismiss the invitation. If you don’t have

Plickers Pro, you’ll need to start a trial or upgrade before joining a shared Pack.

Once you’ve joined a shared Pack, you’ll be able to view and play the content in the Pack. If you’re an

editor or an admin, you’ll be able to edit and organize the Pack’s content and invite other users to the

Pack. Only admins can remove other members.

Using Content from Shared Packs

When you’re a member of a shared Pack, you can play and queue content from it just like content from

your Library and your own Packs. You’ll see shared Packs you’ve joined alongside your own Packs in your

sidebar and at the top of your Library, and when you use Search, you’ll see shared content alongside your

own content.

After using shared content with students, you’ll be able to access your results in Reports and Scoresheet

just like results from your own content. Your results are not shared with any other users, regardless of

whether the content used was shared.

Leaving Shared Packs
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When you lose access to a shared Pack, either by leaving the Pack or an admin removing you, the Pack is

removed from your account, and you lose access to the content inside it. Losing access will not affect

your already-scanned results since Plickers takes a snapshot of the question or set used when you scan

responses.

After you leave a Pack, other members of the Pack will still have access to it. If you are the last admin in a

shared Pack and you choose to leave, Plickers will give all editors (or all viewers, if there are no editors)

the admin role. If you want to permanently delete a shared Pack, you will need to remove all the other

members �rst.
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Inviting & Managing Members

To invite users to a Pack or manage existing members, you’ll need to have Plickers Pro and be an editor

or admin of the Pack. When you create a new Pack, Plickers makes you the sole admin of the Pack.

To get started, click the Invite button from the Pack’s main screen:

This opens the Invite dialog, which allows you to view and manage which users have access to the Pack

and adjust their roles. The Invite dialog displays the list of current members and pending invitations, if

any.
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Inviting Users

To invite someone to a Pack, type their email address into the text box in the Invite modal and hit Enter.

You’ll need to make sure you use the exact email address associated with their Plickers account. Once

you’re connected to another user via a Pack, we’ll suggest them when you start typing their name or

email address. To protect our users’ privacy, we don’t suggest users unless you’re already connected to

them on Plickers.

If you try to invite someone using an email address we don’t recognize, we’ll offer to send them an

invitation to join Plickers. If this happens, you might want to double-check with them that you’re using

the correct email address associated with their Plickers account. Note that this invitation is not an

invitation to the Pack; they won’t be able to join until you invite them using the correct email address.

When you invite an existing Plickers user to a Pack, they’ll receive an email noti�cation with a link to the

Pack, and Plickers will show the Pack in their sidebar and Library with a small noti�cation icon. As the

invited user, you can open the Pack to see its members, description, and a preview of its contents. You’ll

have a choice to either reject the invitation or join the Pack. You won’t be able to use the Pack until you

join.

You can view and manage pending invitations for a Pack in the Invite dialog. Once a user accepts an

invitation, Plickers displays them in the list of members using their name, pro�le picture, and email

address.

Modifying Roles

Members of a shared Pack can have one of three roles:

Viewer: Viewers can view the Pack and the list of members and use any of the content inside the pack.

They cannot modify the Pack’s contents or manage members.

Editor: Editors have all the privileges of viewers and can also invite other members, manage pending

invitations, and modify the Pack’s details and contents. They cannot manage other members’ roles or

remove members.

Admin: Admins have all the privileges of editors and can also remove members and manage their roles.
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When you create a new Pack, Plickers makes you the sole admin. By default, newly-invited users are

added as editors; you can change this setting using the three dots at the top-right of the Invite dialog. To

change a user’s role, click on their role in the Invite dialog, choose a new role, and click Save Changes.

Removing Users

If you’re an admin of a shared Pack, you can remove other users (including other admins). To remove a

member, click on their role in the Invite dialog, choose Remove, and click Save Changes. Removed users

will lose access to the Pack and the content inside it, but won’t lose any of their existing reports.

Leaving a Shared Pack

You can leave a shared Pack at any time. When you leave a shared Pack, you’ll lose access to the Pack and

the content inside it, but you’ll still have access to any existing reports. If there are no other admins in

the Pack when you leave, Plickers will give all editors (or all viewers, if there are no editors) the admin

role. To leave a shared Pack, use click the three dots at the top-right of the Pack’s main screen and

choose Leave Pack.
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Collaborating in Packs

If you are an admin or editor of a shared Pack, you can modify the Pack’s details (name, picture, and

description) as well as its contents (sets, questions, and folders).

To change a Pack’s details, click on the name on the Pack’s main screen. Update the name, image, or

description, and click Done to save your changes.

Adding Content to a Pack

Packs work a lot like your own Library. If you are an editor or admin of a Pack, you can add content to it in

two ways – either by moving existing content into the Pack or by creating the content directly in the

Pack.

To move existing sets, questions, or folders into a Pack, locate the items in your Library or another Pack

you have admin or editor access to. Select the items you want to move and drag-and-drop them onto the

Pack in your sidebar. Alternatively, choose Move to Pack… from the right-side preview pane or the right-

click menu.

To create a new set, question, or folder directly in a Pack, open the Pack and choose New Set, New

Question, or New Folder. Just like your Library, you can also create content directly in a folder inside a
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Pack. Just open the folder and choose New Set in Folder, New Question in Folder, or New Folder.

Organizing Content Inside a Pack

If you are an admin or editor of a Pack, you can organize content inside of it just like content in your own

Library. 

To move sets, questions, and folders within a Pack, select the items you want to move. Drag-and-drop

the items onto the folder you want to move them to. Alternatively, choose Move to Folder… from the

right-side preview pane or the right-click menu.

To change the name of a folder inside a Pack, choose Rename from the right-side preview pane or the

right-click menu.

Editing Content Inside a Pack

To edit a set or question inside a Pack, double-click on the item or choose Edit from the right-side

preview pane or the right-click menu.

Plickers doesn’t currently support real-time collaborative editing of sets or questions inside shared

Packs. While a member of a shared Pack is editing a set or question in that Pack, other users will not be

able to edit that item. To indicate that an edit is in progress, Plickers displays the editing member’s name

on the set or question being edited:

After the editing member makes no changes for a short time (about 1 minute), other members can begin

editing the question or set. If you’re done making changes to a question or set, you can allow other

members to edit it immediately by simply closing the editor.

Be careful when editing items inside a shared Pack. Other members of the Pack may be planning to use

that item soon, and your changes will immediately affect items in their Queue. However, your changes

will not affect the results they’ve already scanned.

Removing Content from Shared Packs

Be careful deleting or moving items out of shared Packs. When you move a question, set, or folder out of

a shared Pack, other members of the Pack lose access to that item. While they won’t lose any of their

existing results, they won’t be able to play or queue the item, and it may be removed from their Queue.

When you delete an item in a Pack, it is moved to the Pack’s trash. If a member of a shared Pack has that

item in their Queue, it will be removed immediately. However, deleting an item will not affect the results

they’ve already scanned. To recover a deleted item from a Pack’s trash, click the three dots at the top-
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right of the Pack’s main screen and choose Recover Deleted Items. From the Recover Deleted Items

screen, click Restore on the items you want to recover.
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Your Class Homepage

Overview

The Class Homepage is an overview of your class content and Report history.  Click on any of the Classes

in your list and you will go to a detail screen that shows everything you want to know about that class,

including your Queue of upcoming questions or Sets, a list of reports from already played Sets, and a

Class Roster.

Manage Class Settings

There are control buttons at the top right of the page to navigate directly to Reports, your Student

Roster, or your Class Settings. In the Settings section, you can set the color associated with that class or

set the Subject or Year for that particular class. From that screen, you can also archive the class by
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clicking on the tab at the top right-hand side.  To un-archive a class, click on Classes and view your

Archived Classes - from there you can make any class Active again and it will reappear in your main class

list.

Play in Class Now

Clicking Play Now will start playing the �rst question displayed at the top of the page. From that screen,

you will see options to use Full Screen, minimize the question, see your student list, or view the

upcoming questions in your queue. When you hover on the view of upcoming questions, you can click on

any question and jump straight to that question. To exit and return to your Class Homepage, click on the

X in the upper right-hand corner.

Upcoming Content / Class Queue

Your Class Homepage will show you the next question you have queued up at the very top. Below that,

you will see a list of Upcoming questions or Sets you have entered in your queue. From here, you can

play, edit, or reorder the questions in your queue by hovering just to the left of the question you want to

move, grabbing the controller and dragging it up or down to reorder. Scroll to the bottom of that section

and you will see the Add to Queue button. Clicking on that will allow you to add more questions or Sets

from your Library. You can delete either a single question or a full Set by hovering and then clicking on

“X” to the right.

Bulk Queue Questions

You also have the option of clicking on a question, holding down the CTRL key and selecting multiple

questions all at once. From there, you can right-click on your selection, hover over Add to Queue in the

drop-down menu and select the class you'd like them to be added to.

Reports

Scroll past the Upcoming Queue section of your Class Homepage and you will see a list of your Latest

Reports. Here you can see a detailed history of the most recent content you’ve played in class. Click See

All Class Reports to see a full history of all sets or questions you’ve played.

From the full list of Reports, you can click on any Set or question to view more detailed information

about your results, including the overall class percentage, and which students selected each answer. The

graded questions (questions with one correct answer, or True/False), will have a green line beneath the

correct answer and red lines beneath the other answers. Survey questions will have blue lines beneath

the various responses.

After you click on a speci�c question, you can select All or Answered to display all of your questions, or

only the ones that have already been used. The grid icon on the far right allows you to adjust the way

those questions appear on your screen. Whether you’re viewing all or just some of your questions, you



12/13/2019 Your Class Homepage – PlickersHelp

https://help.plickers.com/hc/en-us/articles/360008949014-Your-Class-Homepage 3/4

will see buttons on the right that allow you to Continue Playing, Reveal Set in Library, Archive, or Delete

the Report.

Click on a speci�c question to see the results from that question in a large screen view.

 

View and Edit the Student Roster

At the bottom of your Class Homepage, you will see information about your students. Click on Edit

Students to Add, Archive, or Delete a student from your class. Clicking on a speci�c student will allow

you to edit that student’s name or change that student’s card number.

 

 

Clicking on the Class Roster button will allow you to sort your students’ by name or by card, adjust your

layout, and print your roster. From this screen, you can also choose to print in color or black and white or

choose to display the names in landscape or portrait format.
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Playing your Content in the Classroom

Now Playing Overview

Now Playing acts as the display for your classroom assessment, showing your students the question and

answer choices with the ability to reveal the results after you've completed scanning. Below are detailed

instructions on how to use Now Playing:

To start, make sure you have added content to your Class Queue on the Plickers website. 

From the Plickers website, navigate to the Now Playing page. The Now Playing button is always visible

from your Homepage, regardless of whether you are in Recent, Library, or Reports. If you are in the

Scoresheet view, click on the Home icon at the top left and then choose Now Playing.

Once you see the Now Playing Ready screen on the website, use your mobile device to select the class

you are working with and click on a question or a set to play.
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Once you’ve selected a question, the Now Playing page on the Plickers website will update automatically

with the answer hidden and the question ready to be answered by your class!

Press the scan/camera button to begin scanning. As you scan, the Now Playing page from the Plickers

website will update in real-time. By default, your students can see if their card has been scanned, so they

know when to put them down. You will have a progress bar at the top of the page to track how many of

your students’ cards have been scanned successfully.

Once you've completed scanning, press the red Stop icon to �nish. At that point, your results will appear

on your mobile device. To reveal the correct answer to your students from your mobile device, select

Show Correct. To show a graph of correct answers to your students, click Show Graph.

To advance to the next question, swipe left on your mobile device or use the L/R arrows at the bottom.

The website will automatically advance to the next question in your Set or Queue

If you are following these steps and Now Playing is not working, please see our Now Playing

troubleshooting help page.

 

In Class Navigation

If you are already playing a Set on your mobile device, you can simply swipe left or right to move from

one question to the next, or back to a previous question. The gray numbers at the top left part of your

mobile screen will indicate which question you are on, and how many questions there are in that Set.

If you are projecting a question and want to search for a different Set, swipe down. The question you are

on will minimize and drop down to the bottom of the screen. You can then scroll up/down in the primary

part of your screen to select a different question from that same Set. The Now Playing view that your

students see on the screen will remain the same until you move on to another question. This feature

allows you to navigate from question to question seamlessly, without disturbing the �ow of your class.
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Scanning Your Student Answers

Scanning

Once you're ready to pose your question to the class, the next step is to scan your students’ Plickers

cards. To initiate the scanning process, you need to select a question in the Plickers mobile app. You can

select an existing question or Set from your Library. If you want to ask an individual question that is not

in a Set, click on that question and then on the Scan button (blue circle). If the question you want to ask is

in a Set, select the Set �rst and then the actual question. You can swipe Right or Left to move from one

question to another.

When you can see the question you want to ask on your mobile device, scan all of your students’ cards.

As you scan them, you will see the number of successfully scanned cards appear at the top of your

mobile device. After you’ve scanned all of your students, press the red circle button to stop scanning.

The screen on your mobile device will update automatically. Use the Show/Hide Correct button and the

Show/Hide Graph button near the bottom of your mobile device to control what your students see.

Things to Know about Scanning:

Make sure all of the student cards are visible while you are in the "camera view".

Green indicates correct answers, Red indicates incorrect answers, Dark Grey indicates invalid

answers and Light Grey indicates students who have not been scanned.

If you would like to erase the answers and scan again, click “clear student responses” and you can

scan your class again.

If you're interested in comparing a pre-lesson assessment with a post-lesson assessment, add the

relevant question to your class queue twice to create two "copies" to use with the same group of

students. Scan one of them before your lesson and scan the other after your lesson.

Plickers works of�ine, so you can scan student responses even if you don’t have an Internet

connection.

 

Reviewing Your Data / Display Options
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To see the results of your scan, click Show Graph on your mobile device or on the web. On the top right-

hand side of your screen, you'll see the button for Display Options. There you can choose to have the

graph always shown or you can choose to manually show it after every quiz. You can adjust the incorrect

choice color, the answer display, or the number of students who have responded.  
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Troubleshooting

Troubleshooting Now Playing

If you’re having problems getting questions to show up on the Now Playing page, please check the

following:

Make sure you have selected the appropriate question in the Plickers mobile app. Now Playing only

displays questions you have initiated in the Plickers app through your Class Queue or by Scanning.

Check the internet connection on both your mobile device and computer. If the question shows up in the

app, but not on the computer, you may have a problem with the connection, so double-check that you

can reach Plickers or other sites through your mobile web browser. Because the Plickers app works

of�ine, you will still see results on your mobile device even if it is not connected to the internet.

If you are still having problems with Now Playing, please contact support.

Using Plickers Of�ine

One of the great things about Plickers is that scanning your students’ Plickers cards works of�ine

through the mobile app. This means you can use Plickers outside of the classroom, in places where you

may not have an internet connection, or even in the classroom if/when you don’t have an Internet

connection.

While scanning Plickers cards works of�ine, you will not be able to sync your data back to Plickers or

project your questions live on Now Playing without an Internet connection. Plickers will save your data

and update the website once you are connected to the Internet again.
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Scoresheet

Overview

Scoresheet is a �exible way to review your students’ results over multiple questions or Sets. You can use

Scoresheet to monitor student progress and save time grading. The color-coded student and question

averages make it easy to identify questions to review and spot students who need more help.

Select Class and Date Range

After clicking on Scoresheet, you will be instructed to select the Class you want to work with. Upon

selecting the Class, you will have various customization options.

On the right side, at the top of the Scoresheet screen, you will have the option to select one week or one

month for your Scoresheet range. Plickers Pro users will also be able to select 90 days or set a custom

time range. At the left, you will have the option to toggle back and forward, one day at a time, or click on

a tab for Today.

Sort Your Results

While in Scoresheet, you can sort your results by students’ �rst names or last names, or by card number

or by total score. Click on “#, Name, or Total” at the top of the list to change your view.
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Using the drop-down menu at the top right will allow you to view or hide student card numbers and last

names.  

Individual Questions and Collapsed Sets

By clicking on a speci�c question near the top of the page, you will be able to see the breakdown of

student answers and the overall percentage for that question. Once you are in that view, you can move

from question to question, forward or backward by clicking the gray arrows on either side.

The Collapse Sets button at the top will allow you to see a class total for each Set played in that Class.

Averages appear at the bottom and student totals appear at the left. Color-coded tabs show you how the

class did as a whole.

Color Coding

We use the following color-coding system for Question, Set, Student, and Class totals:

Dark Green: 85% and higher

Light Green: 70% and higher

Orange: 60% and higher

Red: Below 60%

Blue: Survey

Grey: Absent

Export Results

Excel guru? Spreadsheet sorcerer? Use the Export Data button on the top right to download a CSV �le

and slice and dice the data to your heart's content.
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Set Reports

Overview

Set Reports provide a comprehensive look at the data for any set. This includes a Student Overview of

percentages that you can sort alphabetically by student name, or numerically by total score.

To see and work with Set Reports, go into Scoresheet and select the class you want to work with. Upon

selecting the class, you will see a table with your students’ names and the questions/sets you have

queued to that class. Click on any question or set to get basic information about your results. Then click

on Go To Report to see a full summary of your data.

Reports for Sets of Questions

If you want to see a Report for an entire Set of questions, from the Table in Scoresheet, click on the name

of that Set, and then click on Go to Report. That will provide cumulative data for all of the questions that

you have used in that Set. Set Reports will provide you with overall results that you can con�gure in

different ways, and it will give you access to each question in the lower part of the screen.

Reports for Individual Questions within Sets

If you want to look at the results for individual questions that are part of a set, click on one of the

questions in your Scoresheet table (you’ll see the Set name on top and the individual questions below).

You can then move from one question to the next by using the gray R/L arrow buttons, or the arrow keys

on your keyboard. You can also access data on individual questions in your Set by clicking on that

question from the Set Report screen. By clicking on an individual question, you will see the exact

answers for all students, and any absentees recorded. Toggle between the grid and the full-frame

options to get a personalized view of your data. 

Archive/Delete Report
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From the primary Report screen, you also have the option to Archive or Delete your Report. Any Report

you Archive can be Unarchived by going to your Reports tab, clicking on the 3-dot drop-down menu and

selecting View Archived Reports.  

You can delete a report at any time, but this function cannot be undone. You will be prompted and asked

to con�rm before the deletion occurs. By con�rming, you will permanently delete that report and its

data.
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Membership & Fees

Plickers Pro

$8.99/month 

(recurring monthly bill)

or

$5.99/month 

(save 33% by paying for the full year all at once!)

 

All sales tax included

Free 14 day trial period with your subscription

Your subscription will default to auto-renew after the free trial has expired!

PLEASE NOTE: Plickers is located at GMT-8. Please take that into consideration when you are

canceling your subscription so as not to be charged.

To upgrade your account, sign in to Plickers and click on your name in the upper right. There you will

have the option to choose your membership type and the length of your subscription.

 

Canceling Your Subscription

Canceling your subscription means your Pro membership will expire at the end of your current

subscription month or year and your account will revert back to Free at that time.

To downgrade your account from Pro to Free, simply click on your name in the upper right corner of the

website. From that view of your Account page, click Downgrade to Free Plan, and you can go back to

using Plickers without any interruptions or loss of data.

Please contact our support team for more information:  help@plickers.com
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Update Account Info

To edit your pro�le (Name, Email, Password, Authentication, or Dev Settings), simply click on your name

in the upper right corner of the website. You will then be able to make the necessary changes.

Please contact support if you have any problems or questions.

 

Reset Your Password

To reset your password, please click on the "Sign in" tab on the website and then click on the "Forgot

password" link. From there, you'll get an email that will allow you to manually change your password.

Please double check your spam folder if you don't see it in your inbox.

Please contact support@plickers.com if you haven't received the email link or if the password reset link

has timed out.
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Google Sign-In

If you used a login name and password to create your account, and want to add a Google Sign-in option,

log in to your account and click on your name at the top right. Click on Add Google Sign-in beneath your

email address and follow the directions. After completing this step you will have two different sign-in

methods: (i) login name/password, and (ii) Google Sign-in.  

You can remove the Google Sign-in authentication at a later time, by clicking on Remove Google Sign-in

beneath your authentication information. After removing Google Sign-in, you can re-add it later, or add

different Google Sign-in information as needed.
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Deletion Requests

Contact our support team for assistance with deleting your account. Please note that once this is done,

there is no way to recover student data or any questions that you have created.

If you need to edit your pro�le, click on your name in the upper right corner of the website. You will then

be able to make changes to your name, email, password, or payment information.

If you are certain that you want to delete your account, please notify our support team. You will need to

write in from the email address you used to create the account. If you no longer have access to that email

account, for privacy/protection reasons we will ask you to provide some information that will enable us

to verify that you are the actual owner of the account.
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