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DRILLBIT STUDENT USER GUIDE

STUDENT GUIDE - 2022
Login to your account using the link in your welcome email.

If you have received a welcome email from DrillBit, it means that
your instructor has been

added you in the classroom to upload assignments.

If an instructor has added you in the classroom, but you have not
received a welcome email

from DrillBit, please check your spam or junk folder. Alternatively,
contact your instructor to

check that your account has been created successfully or not.
How to login into DrillBit Account?

1.Go to https://www.drillbitplagiarism.com or click on the link
provided through the

welcome email.

2.At the top right click on the “Get Started” button
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Let DrillBit make your
academic journey easier

From small colleqges 1o multi-campus
Iinternational Institutions, DrlllBit provides

meticulous plagiarism checking

3. Enter the username and password and click on the Log In(
button

O Drillsit

: + L Welcome to DrillBit

. Usemame

shalul2dasigmall com

Passworg *

Forgot password?
o
oo

Student Dashboard
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Classes: student enrollment in classes

www mrage. in

Assignments: Total number of assignments created for student

Submissions: Total number of submissions by student

My recent submissions: latest submissions of student

Submissions overview: month wise submissions of student

Trend analysis: average similar work and own work of student

total submissions

© DrillBit =

Classes
3

3 My Clasyes

My Recent Submissions

Assignments

Demolid3
Eag bt

Submissions Overview

Breaktast

Englab

Lunch

fngia

2 2
- 20 A
Jan Feb Mar apr Mag hun A
My Classes Tab
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Flle Name

Dwdd_Shepherd

RESEARCH PROJEC

RESEARCH PROJEC

e Assignments
s

Shatind

e Submissions 0
&0

Paper ID Marks Sirmilarity Status

&3so1 4] 2% e Active
Lo L -’ TN ® AcTive
6207458 0% ® Active

Trend Analysis

40{Submissio

= @ 5imilar work @ Own work
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click on My Classes tab — to select the class & view assignments,
click on “Rightwards Arrow”

1. Class Name
2. Instructor Name

3. validity of the class

. - Shaln
O Drillit = e :
Dushbivard - My classes
28  Dmhboard

My Classes(3)

© o e
N
Sundmy My classroom st Edutach
£ tarran | ST - dyeva
O e dupnion > ) s en > ) vroen et >

My Assignments page

click on “SUBMIT” icon — to select an assignment and submit the
document

1. Assignment Name
2. Assignment instructions

3. validity of the assignment
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Shasin| o -

D DrillBit =
Cashboarg -~ Sunday + My assignments
825 Deshboard
My Assignments{4) Sanrch
™ Y N
) Y
Breakfast Snacks anch

Shaiin °

Damnboard » Sunday  broakfast - Submission details * Actie -

Class name Assignment name Instructor name Date

. sunday Breaklus! layanan 8 NOM2022-300/2022
o |

Flinname 4 Paper D2 Datn 4 Crammar Similacity ¢ Marks Status Feodback

Q

& David_Shep 551501 20227014 NA 92% c inactive |

4 Sampie 631500 20223034 NA 100 o Inactive (]
4 RESEARCH P 631406 2022013 NA - 0 inactive '__] ’

Upload page

Student name — auto filled

Assignment title — auto filled

Select the language — English or Non-English

Select the language in case of non-English assignment

browse the file and click on the submit to upload the file
Q.Q.VF‘L‘ L4
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downloaded anytime

2. Paper ID: unique id of each submission for tracklrrrg\)’w\L ) 3/
3. Date: submission date & time <4 ‘._’;,//

4. Grammar: if applicable, can view & download the grammar
report

5. Similarity %: assignment plagiarism %

6. Marks: if applicable, instructor can assign marks for the
assignment

7. Status: the submitted assignment is active/inactive, it will be
inactive in case of deleted

by an instructor or resubmission by student

8. Feedback: student can view the instructor text feedback given
for the assignment

9. Refresh icon: click on refresh to update the plagiarism % or
reload the page.

Fllename Papor IO 4 Date Grammar Similarity Marks Status Feedback

& David_Shep 421501 20225014 NA ar% o Inactive [

Feedback from the Instructor.

Student can see obtained marks and text feedback.
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[*] Feedback Form

Your Score - 0 /100

Instructor Feedback

Question & Answer

click on the Q&A Tab, Student can view any questions added by
an instructor in the

assignment

SUBMISSION A4

Filename 4 Paper D4 Date ¢ Similarity + Grammar Marks ¢ Status

student can answer the questions and click on “submit answer”
icon
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al ASKAd 40204
answered

SUBMIT ANSWER

Student Profile
Click on student profile and select

1. Account info

2. Help

3. Change password
Shalini e :
Student
Shaluizdas@gmail. com

Account info
Account detalls

Shalini

Help

PDF / Video

Change password
Email

LOG OUT

v.2.0.0

Account information: complete details of the student account

?A?.?f’\—" 14
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Account Information
Account 1O ZTT40
Stutsent 1D 5
Name Shalire
Ermall Shalul2desBgmmlcom
IHSTIRULION Navre DRILEIT DEMO XTREAM
Departmant st
swated Date I02310-00 114650
Expery Dote 2022-12-51 000000
Help

Student can download the PDF guides and video tu

Help
Student
Student tutorial PDF download
nt vi rial

Change password

Student can change the password by using “change password*®
option on the profile menu.

QQ.?(“\_f -t
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Account info
Account details

Help
PDF /Video

Change password
Email

LOG OUT

Enter the old password, enter the new password & confirm the
new password, and click

“change password” icon

Change Password

Old password ©
New password *

Contirm passworgl *

CHANGE PASSWORD
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DRILLBIT PRO- ADMIN GUIDE
Setting up your account

If you have received a welcome email from DrillBit, this confirms
that your DrillBit account

is now ready to use, or you have been added as an admin user by
the DrillBit team and

you can now access the DrillBit services.
Where is my welcome email?

you have received an email from DrillBit Support, please check
your Inbox, spam, or junk

partners/resellers for

any support.

How to login to the DrillBit Account?
1.Go to https://www.drillbitplagiarism.com

2.At the top right, click on the “Get started” button
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Let DrillBit make your
academic journey easier

From small colleges 1o multi-campus
utions, DrlllBit provides

e

Insg

Internatio
meticulous piagiarism checking

P @
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button.

O Driltsit
. . . Welcome to DrillBit
& (‘“
S —
Admin profile

Click on profile to view dropdown on the top right corner
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1. Switch account — admin can do role, switch over to user role to
upload the

files for plagiarism check
2. Account info — to view complete details of the license
3. Help — to view user guides and tutorials

4. Change password — admin can change the password

frequently. \‘__ ' '_ '
o = oS &_/

Users o Submissions N
38/100 16025 / 9999999
o

Submizsions Overview Sirmllarity fm
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1. Switch account — switch to user role

Admin user can play a dual role as an Admin as well as user to
submit the documents from their login.
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2. How to get my Account/License information?

Admin can choose “Account Info” tab to view the complete
information of the account.

— Jayanna
[ I

Fane f
Users Submissions ? R e -
S0 Jayanna belavadidr
38 /100 16025 / 9999099 PRIRCIPAL
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o Beﬂgﬂa 562 €05
J
" Submissions Overview Similarity Ral
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== - 3] ¢ Lo
B

prrs Nol,
s

¥ !
e un M o ‘ l!.uq-l-ds‘.mnl
ner
na
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Admin account/license information as per the order/subscription
o = llv‘h"lr
E :

o Lawe |0

How to upload institution logo?
Click on “account info” on Account Information page — profile.

Click on “upload logo”, attach the file and submit

Account Information

1, UPLOAD LOGO

Supported formats : JPG,PNG
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3. How to get Help or access users guides or video tutorials?

Click on help tab to access/download users guides and video
tutorials.

o = Jayanna °
o
Jayasna
I Users e Submissions z ’
Jayarma balavadi Qs

38 /100 16025 / 9999999
o Switch account

= ‘o
Submissions Overview . Sm%a'atvp_éfh‘w—" e |
= o " PRINCIPAL
Jam MR Ambaedkar Dental C & Hospitol
’ Bomgalury - 56900Y .

L chan ’
e o eas ‘ '.J-- Qe ALt
o o -
LG O

el ™ M a
-
i

Download the PDF file of manual/guide

Help

Admin

Admin tutorial PDF download

Admin video tutorial

?.’Q.VF‘L‘ -
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4. How to change admin password?

change the password by using “change password®, option on the
profile menu.

Account info
Account details

- Iy
PDF /Video
Change password
Email
LOG OUT

Enter the old password, enter the new password, and conform the
new password, then click on change password.

Q.?-V’Lv -t
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CHANGE PASSWORD

The new password will be updated successfully.
How to logout from a DrillBit Account?

Click on the profile, left side top corner and Logout

Admin Dashboard

Graphl: Submission overview — month-wise submissions report of
all users

Graph2: Similarity range — category of submissions based on the
similarity ranges

Graph3: Account validity — validity of the license in total days and
remaining days

Graph4: Trend analysis of the license - average similar work and
own work based on

the total submissions.
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(= T
Account Validity 263 Total capt Trend Analysis Y025 Sukm s
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@Similar wark ®Own work

== o= ©
53 /100 16025 / 9999993

Submissions Overview Simitarity Ranges

How to add Users in a DrillBit Pro?

Step1: Select the “Users” tab from the left side menu.

?.Q,VP‘L‘ -t
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i DrillBit

= Dashboard
=3 Reports

¥ Repository

S Integrations

Step2: Click on the “+ add” button from the right corner below.
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Step3: select “add user” - single user creation page

Add Multiple Users

e Add User

Step4: Enter the following fields and click on “Create user”. expiry
date is auto filled as per the license expiry date, but it can be
changed also.

Enter name *

Email address*

Select expiry date *

28/M/2024 o)

Allocate documents *

Nota : Document remaining-S304417

Crammar documents *

Note Document remaining- 18103

CREATE USER

PRINCIPAL
MR Ambadkar Dental College & Hospito!
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The user will get Login credentials (with password) via automated
mail from

support@drillbitplagiarism.com. The user must check in
Inbox/spam/Junk folders.

How to Add multiple Users in DrillBit Pro?

Step1: select “add multiple users” — multiple users creation page
using a template

@ Add User
@ Add Multiple Users

Step2: Download the template which is in .CSV format

PRINCIPAL
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Add Multiple Users

PRDOWNLOAD TEMPF

L+

File format : CSV

browse your file here

suaMIT

Step3: enter fields Name, Email Address and no of Documents as
shown in the below table

john

john@edu.com
michel jackson micheljack@drillbit.com
lenova lenova@info.com
intel core intel@info.com

Step4: Click on “browse your file here” and select a filled templa

&

File Format : CSV

browse ypour file here

Please select your file to upload

SUBMIT PRINCIPAL
M.R. Ambadkar Dental College & Hospito!
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Step5: Click on “Submit”

The users will get Login credentials (with password) via
automated mail from

support@drillbitplagiarism.com. The user must check in Inbox /
spam / Junk folders.

Users Tab:
1. Statistics — user’s statistics of total submissions, trend analysis

2. Edit — user’s info can be edited, name, expiry date, allocate
more documents

3. Delete — admin can perform a delete operation for thetisg}

4. Active/deactivate — admin can deactivate users ac%
b

users are not active. oY

5. Multiple users delete — admin can delete multiple users using a
checkbox

Dashboara © Users

Users(37)
0 wamenr Emaa Creation Date * Swatus Statistics Actions
0O s shakafgmalcom 15902022 NTA ® ACtve A FaL I )

How to get user statistics?
Stepl: Select the “Users” Tab

Step2: Click on the “Stats” Icon in the users list
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Statistics

T

How to Edit user information?
Step1: Select the “Users” Tab

Step2: Click on the “Edit” icon from “Action” column

Actions

7 O @

How to delete user accounts?
Step1: Select the “Users” Tab

Step2: Click on the “Delete” icon from “Action” column

Actions

7 0O "9

Q_’Q.V(‘L‘ -
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The user account will be deleted permanently and cannot restore
it.

How to Deactivate user account?
Step1: Select the “Users” Tab.

Step2: Click on the below symbol from “Action” column

Actions

Z 0O "9

Step3: The user account will be deactivated for a period and
admin user can activate it

anytime.
How to delete multiple users accounts?
Step1: Select the “Users” Tab

Step2: Click on “checkbox” icon from the list

?‘Q.Vr"—’ ¥
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Dashboard » Users

28
Users(37)

B

Name4 Emall
Nitesh Kumar Niteshkumar@diri..
LP SandeepS R SandeeppillaiS0,

Step3: click on delete icon, users accounts will be deleted
permanently and cannot

restore it.

Reports Tab:

How to download users, folders, submissions Reports?
Step1: Select the “Reports” Tab

Step2: click on the download icon to download the total users list
in the license

Step3: Select “folders” in the “Choose reports” option - use
dropdown

Select “submissions” in the “Choose Reports” option — use
dropdown

Step4: select “single user” or “All” from the “Choose users” option
— use dropdown

Step5: Choose “From date” and “To date”.
?(VFL_' f
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Step6: Click on the “view and download® button

Step7: Enter the email id and submit to Reports via email

Dashboa + Reports
88 Dashboard

Users list (38)

|¥ Repoutory

@3 ntegrations

VIEW & DOWNLOAD

How to add previous/old files to the repository?

Stepl: Select the Repository tab

Q’Q.V(‘L_‘ -
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Oehiboar  Reposhory

nn Dashboard
B8 ©
Repository (0)
O e
w Paper (D4 Mame ¢ Emad © ¢ Tithe Type Langaage * Added Date * Action
B mepoets I
‘ 1
] v

Step2: Select the “+add” icon to upload files to the repository.

Step3: click on “browse your file here” and upload single file,
multiple files, zip

folder or file from the google drive.

n ochis =

Upload files to the repository

©

File tarmats: paf, doc. docx, txt, itf, det, dote. html, odt, pptx

brawee your fike here

Artc af Rambsahng o viwbanands docs ()

Althar Noma Title Year " Qepautory Language

Enter the Author name, title, year, Repository type
(Institution/Global), language

?"2.9("\"—?
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(English/Non-English)

Click on “SUBMIT” to upload the files.
How to delete files from the repository?
Stepl: Select Repository tab.

Step2: click on the delete icon against each submission.

Action

.

The files will be permanently removed from the repository within
24 hours.

Integrations Tab

DrillBit has integrated with major LMS platforms

1. Click on Integration tab

2. Enable active icon on required LMS and fill the information
3. Click on “Know more” to view integrations details.

Tattoan! | Integrations

g8 Deshbood QQ?(’L_— T
Integrations (3)
PRINCIPAL
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DRILLBIT PRO - USER GUIDE - 2022

Login to your account using the link in your welcome email.

If you have received a welcome email from DrillBit, it means that
the DrillBit

administrator is allowing you to start creating folders, upload files,
view reports.

If an administrator has added you as a user, but you have not
received a welcome email

from DrillBit, please check your spam or junk folder. Alternatively,
contact your

administrator to check that your account has been created
successfully.

How to login to a DrillBit Account?

1.Go to https://www.drillbitplagiarism.com or click on the link
provided through the

welcome email.

2.At the top right, click on the “Get Started” button
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o Dfillﬂlt Home  Products v Integraticn  Support v Contact

Let DrillBit make your
academic journey easier

From small colleqges 1o multi-campus
International Institutions, DrlllBit provides

meticulous plagiarism checking

rname and password and click on the Log In

O Drilt@it

*
- + Welcome to DrillBit

& \

?.’Q.VF‘L‘ -
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My folders: Total folders created under the user account

Submissions: Total submissions of the users during the
subscription period

My recent submissions: latest submissions from the users

Submission overview: month-wise submissions

Trend analysis: average similar work and own work of the user
submissions

Foldars e Submissions e
58 T84

=}
Recent Submissions
" a
L ‘ 640363 2-10-2022 22145 % ® Actim n
e "
N b Hbh
o NA0) 8403501 1110-2022 22,0069 "% * Actwe n
:
ViR b i
° Uridal 660360 2110-2022 22,0049 o ® Actie “
i
Nkdo -
° 6403555 NI0-2072 T10049 ™ » Actwe n
Submissions Overview Trend Analysis 784iSubmissi
22
m
pS )
o
. "
57 5 -~
aafnflillacc:a
' . . - [ ] . - - @ Similar work @Own wark
Jar Feo Ma Ape My I M “ Ber Ot Wew D
|d b Q?v?f -
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How to create a Folder?
Select “My folders” tab and click on “+” to create a folder

Coatoonnt - My folder
B Dashboan

My Folder{0)

Mz Fnldwe fosant!

Enter the Folder name, Example - CSE, EEE, ECE, Medical,
Department names, subject,

PRINCIPAL
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' 4
'l
-
Wi §

Enter folder name *

Exclude Reference / Bibllography VES

Exclude Quotes YES

Exclude small sources YES n

Crammar Check YES
Exclude Phrases YES n

Choose the folder settings

Exclude references/Bibliography — choose “YES” - can
exclude/omit

references/bibliography content in the plagiarism search

Exclude quotes — choose “YES” - can exclude/omit
guotes/citations content in the

plagiarism search

Exclude small sources — choose “YES” - can remove/exclude
small matches select “YES”

— 14 similarity words “NO” — default settings

Grammar checks — it will check for grammar also along with
plagiarism if the folder

setting option is “YES”.
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Exclude phrases — choose “YES” - can exclude standard phrases
(set of words) as per the guidelines

Enter text without any punctuation marks, one phrase is a must if
you choose “yes”

Valid phrases: Computer science and engineering

Invalid phrases: ‘Computer science and engineering

Exclude Phrases ves BENS

Enter pharses | REMOVE
Enter pharses 2 REMOVE
Enter pharses 3

Enter pharses 4 REMOVE

J
X
m
=
O
<
m

W
p.e)
m
O
<
m

Enter pharses 5

ADD PHRASES

Select the databases list “YES/NO” to compare against databases

PRINCIPAL
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choose the required options & click on the “SUBMIT”.
How to Edit The folder?

Click on the actions and select the edit icon, can edit the folder
name and settings.

choose “Yes” on the alert message,

How to delete the folder?

Click on the actions and select the delete icon, it will delete the

folder permanently,
?_Q.Vr"‘_'_i T
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including submissions choose “Yes” in the alert message,

First
O Files

permanently.
How to upload the fil¢

To upload the files, s

choose the upload options “English”, “non-English”, and
“‘Regional’.
¥ submisslons (9) G

' [0 famr, Bl L, GdonelFit  Lovgeeget  Crmeert  Similarityd OFe submissen ®  Acten

> O Ay Aseat warmasa . Reghen wa A ww S0I05 B0 n
O eay Adae . "N'"" ponEng R o won “Oand Moo -
(] '_‘ g "_‘ "™ e ssaan ¥ n
0 Jepens  Som _f"‘“;' Y Ergtar " on R T X - .Y 5
O weens  Of b REEEARO oW ® o same OMOP00R ,
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e Regional
@ Non English
e English

Upload English — can submit single file & multiple files

Click on “browse your file here” and select the files from your
computer

Single file — to upload a single file
Multiple files — to upload up to 10 files in a single selection
Zip file — to upload up to 20 files in a compressed format

Google drive — to upload larger file.

LAl 10 K1 PAR) B10T) FPCH

4]

3 barrate . day. dace, tet, of- det ok berwl ot gpte

Single file Upload

Click on “browse your file here” and select the file from your
computer

QIQ.Vr‘;’ -
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”

User must enter “Author Name”, “Paper Title”, Select “Document
type” from the

dropdown

Note: Supported file types: PDF, DOC, DOCX, TXT, RTF, DOTX,
HTML, ODT

[ crammurChack B Flagarism Check

e

B3
Multiple files upload

User can upload “minimum 1 and maximum 107 files
4

Q
Click on “browse your file here” and select multiple f{
computer N

Enter the fields, author name, title, choose document typé rom
the dropdown

Click on “Submit” to uploads the files successfully.

[+

Fibm formats, patt, dac. dock ext. 1t dot. dotx. himil odt, pRix

WD A e

Zip file upload po T
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user can upload a zip file that can contain a maximum of “20
documents”,

The zip file size must be less than “100 MB”.
Supported file type: ZIP

Choose a file and click on Submit

Dashboard + My folder » Folder name » Upload flles

UPLOAD FLE GOOOLE CRIVE n

Uplcad files for plagiarism check

©

Supported Compressed flile format. 2ip

Google Drive upload
Users can upload the file from a Google drive.
click on “browse your file google drive”,

Enter the drive credentials once google authentication is done,
user can select the file

and click on submit.

After submission, users can see a popup message “file uploaded
successfully.”

Supported file Types: PDF, DOC, DOCX, TXT, RTF, DOTX,
HTML, ODT.

Q‘?.QFL’ f
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A m =

Upload files for plagkarism check

il formats pdl, doc, déecx et etl, dot. datx, Wil ody

Bedane yoat Mle feisrn Gt debow

How to upload non-English files?

To upload the non-English files, select the folder and select “+”
Symbol.

choose the upload options “non-English”.

@ Regional
@ Non English
e English bgfi—t

M.R. Ambadkar Dental College & Hospito!
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Click on “browse your file here” and select the file from your
computer

Allowed Single file submission in non-English

Supported file types: PDF, DOC, DOCX, TXT, RTF, DOTX, HTML,
ODT.

SLOAD FILE GOOCLE DRIVE Py

Upload files for plagearism check

L

File formats. pdl. doc, docx, txt, 1tf, dot, dote. html. odt, pptx

awse yourt file hare

Click on the submit button to upload the file.
How to Upload a Regional language file?

To upload the regional files, click on the folder and select “+add”
Symbol.

choose the upload options “Regional”.

Q.’e.?r"-’ -f
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@ Regional
@ Non English
e English

Click on “browse your file here” and select the file from your
computer

Allowed Single file submission in Regional

Enter “Author Name”, “Title”, “File type” “Language”,
Supported file types: DOC, DOCX,
Click on the “submit” button
-
tedd He N o
e
=
Q’Q.?(‘L’f
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1. Author name: user or owner of the document
2. Paper title: document title entered while submitting

3. Original File: original file uploaded by the user, can be
downloaded anytime

4. Grammar: if applicable, can view &
report

<
“
"

5. Similarity %: plagiarism % of the sub

6. Paper ID: unique id of each submission for tfacking

7. Date & Time: document submitted date & time
8. Action: document can be deleted from the submission page

9. Refresh icon: click on refresh to update the plagiarism % or
reload the page.

c Author Nam .+ Paper it Originel F_.+ Cramenar Simllarity + Paper 1D+ Submilasion.

O Jayanna Test £ RLSCARCH P NA 308 631527 1500-2022

Delete Submission/uploaded file

To delete the submission from the folder, click on the delete icon
and choose “yes” on the alert message. Note: Deleted
submissions/files cannot be restored.

(] Author Nam._# Paper Titl .+ Original F_» Coarmmar Similarity Paper 1D+ Submiasion_

(] Jayanna Test L RESEARCHP NA e 651527 15-90-2022

How to view the result file, analysis page or download the report?

To view/download the report, click on the similarity percentage.

0 Author Nam._. Paper Titl. ¢ Original F_.» GCrammar + Similarity » Paper 1D+ Submission.__ 4
Q_‘Q.VFL' ) f
NA TN
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Exclude & Include Sources Options

User can exclude and include sources if t
to the subject or

users own work

Exclude: select the sources from the matched source list and click
n “Exclude” button.

Include: select the sources from the excluded sources list and
click on “Include” button.

Alternate Sources

The same content may be available in single source or multiple
sources, but the

software will detect all the sources and display the highest

ercentage in the primar
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source and others are in alternate source list

77
Similarity %
MATCHED SOURCES
(] Location Primary Source
O 1 En wikipedia org
= Internet Data
0O 2 Www k12academics.com
Internet Data
0O 3 En wikipedia org
Infernet Data
M Enwikipedia org 5
" intemet Data
En.wikipedia org 4
Internet Data

2l-apd a two-level plagian
Publication

<1

Matched Sources Navigation

User can click on the source, and it will navigate to matched
content in the document.

Click on the “NEXT HIGHLIGHT” to view the next matched
content in the same page or

different pages.

Click on the “PREVIOUS HIGHLIGHT” to view the previous

matched content in the same
Q_?.?(“L’ -f

page or different pages. PRINCIPAL
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User can check the matched source from the matched content by
clicking on the

35
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Email Notification
User can send the PDF plagiarism report via “email id “

Enter single email id or up to 10 mail ids. Use keyboard “Enter” to
separate the mail ids.

D OrBn Pagiartem Report - Ooogle Chvome
& Jdalibitplaglarsmcheck comy/arilbn-analysin/anatysin/4 36001/ ZAPMIUCY RSP TCOMKIL IV T /ey WO 1 NASE oy Loy

PAPER ID - 436063 AUTHOR NAME - Test =

Email Notification

Enter Email

SEND
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Users can scan the QR Code to view the report on mobile. DrillBit
supports portability to

download or to view a document just by scanning the QR-Code/*) ﬁ‘i’
¥

Save To Repository

User can save the file to the institution Repository by click on
“‘Repository icon “and click

on the “Save” option.

Note: similarity should be less than 30%.
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ALITHOR NAME & Tast 88

Save To Repository

te=t

Digital Receipt

Step1: Users can get the digital receipt by click on the “Digital
Receipt “from the header.

Step2: User can select the digital receipt based on the user choice
by selecting the given

options. (Synopsis, Dissertations, Thesis and Article)

Step3: User can edit few fields and name of signature then click
on the “print” option

?.Q.Vr"\-’ -
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l Drgital Receipt

DrillBit
| — — ——
] Drilibit Softtech India Pvt Lid
¢ Certificate of Plagiarism Check for Synopsis
: Author Name test
! Course of Study Typs himre
)
$ Name of Gulde Type here
¢ Department Type hare
: Acceoptabie Maxinmum Limit Type hore
'; Subnitted By SSINeesn DEDA LD QISrEs M. com
| Papor Title st
|- Simitarnty 18%
]
b ] Papor 1D 415844
[
3 Submission Date 2021-%1-24 1029 48
L
b
: Sonature Oof Student Signahwe of Guide
[
)

HMead of the Deparnment

T This twport fuss Been getorsted bry DS Anti- IMaglarem Safleewe

File information

step1: User can get the file information, click on the “file
information” icon.

[1 Submission details

?.Q.VF‘L‘ -
] Text information PRINCIPAL
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[ File metadata Bengalury - 560 005

Step2:click on the drop down to view detail information .
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UTHOR NAME - Test B 2 8 & B
File Information
Submission Details v
Text Information

File Metadata

Download Report

To download the report, click on the “Download icon” and can
choose the download

options “PDF Report “or “HTML Report”.

| Download File

O PDF Report

O HTML Report
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User can change the settings for the current document, the
settings will be applicable

for only this document and the sources and similarity % will be (
updated.

4 AUTHOR NAMI Test

~ Settings
Types Total Content Similarity % Sources Yes No
Exclude Quotes 9% 2% 1 ® O
Exclude Refarence / Bibliography 18% 3% 2 @ O
Exclude < 14 words - 16% 13 O ®

Duplicate phrases

stepl: To view the duplicate phrases in the document choose the
“duplicate phrases”.

step2: Minimum 3 words should be selected and a maximum of
up to 14 words is

applicable.
Step3: Enter the words limit, click on “submit”.

step4: The number of phrases occurrences in the document will
be displayed.

12468 AUTHOR NAME Test

Duplicate Phrases.

wrnbe

Q‘Q.QFL‘ f
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Repository

Users can save previous years or old files in the repository f
compare current year

documents and to avoid duplication within the Institutions.
Select “Repository” tab

Oeshiboar)  Reposhory
Repository (0)

w e Paper (04 Mame 4 Emad © ¢ Tt t Type Lanpaage & Added Date ¢ Acsion

Step2: Select the “+add” Tab to upload files to the repository.

Step3: click on “browse your file here” and upload single file,
multiple files, zip

folder or file from the google drive.
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Upload files to the repository

File farmats: paf, doc. docx, txt, ff, det, dote html, odt, pptx

brawee yeur file here

Arvicw af Sambahna o viwssrandn docs ()

Enter the Author name, title, year, Repository type
(Institution/Global), language

(English/Non-English)

Click on “SUBMIT” to upload the files.

How to delete files from the repository?

Select the Repository tab.

click on the delete icon against each submission.

o -
Tt Heponitoey
% pepository(25)

e Paper 0 ¢ Marme + Emat 106 Titke & Type Language + Added Dete y

l SBOSE Manmy Kume Jaywrna im i teoct Rwgrunal Da N I022

The files will be permanently removed from the repository within
24 hours.

User profile

Click on profile to view dropdown on the top right corner

PRINCIPAL
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1. Switch account — one user can do role switch over to admin
role to

manage the account
2. Account info — to view complete details of the license
3. Help — to view user guides and tutorials

4. Change password — admin can change the password using this
option.

layanne o
dyanna
Sayanng bulavact @l
Swhch account
Geaten ta mame
e Account info
e el
C Ve
‘ Change pastvwond

w00

1. Switch account — switch to admin role

user can play a dual role as a user as well as admin to manage
the license.
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2. How to get my Account information?

user can choose the “Account Info” tab to view complete
information about the account.

layanna °
dyanna
Sdyanng belavadt Sl
SwrRch account
RAMLEN ta samn
9 Account info
- e
C Ve
° Change paritvond
T

vZ0D

3. How to get Help or access users guides or video tutorials?

Click on the help tab to access/download users guides and video
tutorials pe T
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SwrRch account
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Download the PDF file of manual/guide

Help

User
User tutorial PDF download

User video tutorial

4. How to change admin password?

change password by using the “change password®, option on the
profile menu.

Q‘Q,Vr"\"‘ -1
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layanna o
dyanna
sayarna bslavadt Suln
o Swrch account
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9 Account info
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Enter the old password, enter the new password & confirm the
new password, and click on the “change password” icon

Change Password
Old password *
?.Q.Vf' —f
PRINCIPAL
M.R._Ambadkar Dental College & Hospito!
New password * Bengalury - 560 005

Confirm password *

CHANGE PASSWORD

The new password will be updated successfully.
How to logout from a DrillBit Account?
Click on the profile, left side top corner and Logout
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EIS Digital Campus

Verdon 295 | Features list

With £5, Callegu can dgtes e enlite process hom
Adminsion to Alumni of any Coune [/ Board ond be
ey tor the Accredisation process.

tony Av Acoreditated Colleges ore powered by ES
Digitel Campus.

Cartinlond Dota & Role-bosad acoms for Saadents,
Purerts. Focuty & Admne can oocess E1S vio modemn
browser & Ardvod App

& S
Mi}“egt & Hospito!
s Q 005

B

Unified Platform

Crm mm,bn- platfarm
for all Courses and Boards,

cog80 4l

MMMEM)
Accreditation
Tap up module from nCUDOS en
dasond of beat price
Sobdrns 408, Aruca gl ot dmgrrdntamed W |-t S | A Taihgrmsst] e | PUNST0.355

Parnorcatyves Freloe, Blahali n-'.)au favawng SelO0re
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Super Admin

O A =%

EIS Digital Campus

Varton 2.9% | Features list

Features in Super Admin Login:
Stedont Mastor Lat: Accoes the complote peofiles Publishod Taata: View publched movks for varow
of oF students hare via search of Fiters internal ossersmmnts ocrome ol sdyects ond wetiom

Subject Groupa: Review and sppeam apted

wbject g {Blectives} for students Fouulty Data fxpart: Export profile detals of foculties

o a rape for colieoge requrerents
Update Student Detoile: Eoit or update Rell o,

USN 2, Secton, and Lab betzh infermaticn Folty Grl Addrons ¢ sl Siatitie Frc
i I ) i

- 2 P i [subire ted y r) with action eess for

10 the Student Atterdarce for any Subject/Oute rescdution and ticket closre

Promete: Provets students fo e nust for or Focully Feedback: Callect student responses fo

yoor Sactian wee vanious quasicns about axugned foculty pecd

Alwrvini; Access the complete list of alumei and
Cpricn 1o tronsfar students to olumwnl Syllabes Creakion: A hey leatuae of EIS 1o rack
nilabus completion and attendorce stotus

Reports: Explorm vancus cvaichie reports sush ox

b4 :W. f:"“*:d Report Walk: Your ene-sfop place fer all sommusication

: Cloge * :':dm?. opon P to Squdents / Focultien of the colmge

o Student Subject Group Repon

@ Eduderd Dedaik Report Pot: Easly share updotus, URLs, YouTube ~eideos, FOFs,

» Total Clomses Canducted surveys, guizzes, and archrw parts i she Digdal Lbeary

Ay Oudoted Ry o Dowrload Solkder

o Grievonce Report
Rogister Student: Appeovw or reject self- Digital Library: Aochived pasts can be secrchad, and
regumieed stucent pratibes or add new sucent accetsod amytime, and It hos o satol post ar view count
records divectly

Downloads: Archive downlzadatie POFs ke

Faculty List: Manoge lacuty profiles, ausign
sbjects, and sectons

Umetobies, forme, ond certificates

Address 75, Surwihs rzpoal Sarden, Arugonae Lapas,

Prenarodres Drchave, Bleiotail Nangahas, favatit 260078 v fig-ainzum | etk Zeintgmail com | #8846 30434
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EIS Digital Campus

Vartion 225 | Foatures list

Features in Super Admin Login (cont.)

Setinge: mportant soreen 10 manage the settings Markn: Facudting can view aveage clow scores of
Ik Hegistrosca P de, G . configure prosious Intemal Assesarments, assign merks. end
Sherfoge of Attandance rotbicotion, & mom piblish remalfa sasily

Quiz; Build quzzes 01 wmple as Google Forms,

import questions in bulk vio Evoel ond onjoy Rep Provices ial reparts on comatdeted
osamete grading ond reporms and menthly attendonce, plus emal assesments

Wall: The Wellis for afficiol ameounceme ots and

Features in Faculty Login: RN
AHundance: Focultes con sasily vew class sount
atHend %, end myllab o dar svery Post: Easly share updates, Lills, Youlube videos, FOR,
sukyect owigned. Take ottendarce by selecting the murveys, quizzme, and archive pasts in S Digial Lieary
ohopterlesson, ond dose. Taking attendance i
vory infuite
Digital LUbrany: Archived poats can be searched, ond
azceund ongtime, ond It hos o 4otol post or vew count
DADH 17
s uon Downlooda: Accuss dewnloadable FOFs Lhe
ery oin

tmerckier, foeme, and cectificates

Timo Table: Set up simple subjctapeofic Smulcbies
and include Geweet or Zoem links for cnlire classes
Enable So¥-Attendance: A soociol tecnue
dosigned 10 aliow students fo mark S
aurcdance duing criine semsons hoated by Quiz: Buld quizzws o3 smple o Google Foma, mpert
taculties within tha specitied time fome quesscns i bulk via Eecel, and enoy odiomatc
aroding ond reparts.
Asslgnment; Easiy crecite and monoge
assigrments. Trock submssion stods ond dowelood
anigrmants for review

Addrens 4T, Surmhs Irspeeal Gorden. Anugrut Lago,
Ramarcnteme Erakre, Slaichall Sengakes, Cavatain 5405118

worw - wte zam | rekSeiwegruil o | #0562 454
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Features in Student login

Attondanoe: Students oon wew closs comt.
atterdance %, end silabus completion for evary
nbjuct oxgnad

Enable Se¥-Attendance: Option to mark weli-
attendarce during onfine sesdon hosted by
foculties within the specified time freme

Marks: Students can wew marks of al the
publshed recnal A olong with ather
quick erats

Assignmant! Students can subeit casignrments in
tirrwe with the helz of this feature and track all their
nbmissicos

ol The Woll & for eflicial announcements ond

subyecteeiated poets from Super Admire &
Foadties mainky

Features in Parents Mobile app

a

Carvaciontly trock your chids ocodemic progress
with the EIS Forert app. View dotoiled ottendorce
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Student Profile

EIS Parent app

10e, graded, and (ngighe

Post: Eacdy thare notes, UL, YouTube videos, POFy,
with the closs group

Digital Library: Archived posts can be seoroned, and

occwtsed anglime, ond it hos o folal goek e vaw count

B, load.

Access downloodobln POFs be
tmecaties, forms, and Shudy centificates

Time Table: View subject-specific timetables ond
Grmusl e Zoam bnks lor orline dassen

Quix: Toke quizzes posted by Super Admins ond
Focultes on yeur laptop o mcbile. Get metant
fendbock cn your answers,

Great add on module

¥
G

Ubrary: 4n add-cn modue to efficiently manoge the
ohyzeol Sbrary, incuding feotures ke sauing. retuning,

ord intwmel assessrunt sccees for any af
yoor, Avalokle an Android and the web far Azple
wuare,

Address 475, Sumasc hopioal Carden, Arugreda Larous,
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Ready Reckoner for Quick Usage

CiftDento

Software for Dental College Hospital Management
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Ciftech Solutions Pvt Ltd.,

# 488-B, 3" Block, 4™ Floor
KIADB Bldgs, 14" Cross,
Peenya 2nd Stage, Bangalore 560058
Tel — 080 2836 7373 /7474
Email- ciftechsolutions@gmail.com

CONTENTS
Pg No.
1. Introduction 4
2. Standard conventions 5
3. Steps for Execution 6
4. Administration 7
4.1 User Manager 7
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1. Introduction:

CiftDento is one-stop solution software for Dental College
Hospital Management to manage Patient information. The product
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addresses all aspect of the Patients information such as
Registration, Visits to Departments, appointments, Billing,
Receipts etc.

CiftDento comes with ready to use pre-Defined OPNO,
Bill/Receipt No. and Departments. This helps the administration to
get the Statistical details (list of registration, bills, receipts,
department wise) of patients easily in short period of time.

The Best performance of Dental College Hospital is with
networked environment with data sharing across the network. This
User’s guide is designed as a handy reference to get the best out
the software through simple instructions.

2. Standard Conventions

In all screens, fields appearing in Maroon are mandatory
fields

To go to the next field on a screen, press ‘TAB’ key

To go to the next field on a same row, use arrow keys

The general meaning of the different command buttons
used throughout this software unless specified,

VVVY 'V

R/
o0

New — Add a new record for information

Save — Store the screen data to the database

Cancel — Clear all the data on the screen

Add — Add a new record or row

Edit — Enable the fields present in the screen

Select — Select the particular data on to the screen

Apply — To apply the selected data to the screen
Remove — To remove the selected data from the screen
Refresh — To refresh the data and load data to the view
screen
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X3

A

Delete — To delete the record from the database
Sample — To view the sample data in the screen
Report — Display/print report screen for that module
Print — print the particular record

Close — Close the current activity screen

3

%

X3

A5

3

%

X3

S

3. Steps for Execution:

Login to Administrator is provided and he has all the rights
to access the system

Create different users and assign some rights to each user
in User Manager

Enter the Hospital details in Hospital information

Create Registration rules using Hospital
Settings—>Registration-Rules

Create Bill No., Receipt No., Payment No. using Hospital
Settings—>1D Settings

Create City Master using Master > City Master

Create Service Master using Master - Service Master
Create Lab Master using Master - Lab Master

Create Category And Designation using personnel
Service>Emp Category

YVVVYVY WV VV VY VYV
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Enter Employee/Staff Details In Employee Master
Registration of the patient is done using Registration Form
Enter the department Details (Patient from Registration),
Visit information, Treatment Details and Service Details.
According to that particular information Bill will be
generated in the Department and uploading of photos,
adding Appointment, View Patient History is done in
Department Menu

Lab Result Entry(Numeric as well as Descriptive) will be
done in Oral Pathology and Microbiology Department
Collect the Amount using Billing/Receipts form, Receipt will
be generated for that particular Bill

You can Refund the amount in Billing/Receipt form

All kinds of reports can be generated through Report Menu

YV VY
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4. Administration

4.1 User manager

Select Roles and click on New to enter Role Name

Click on Save to save the role details

Select Users and click on New to enter User name,
Password and select the Roles from the list and then Click
on Save to save the user details

To assign different access rights, select the roles and select
the Menu Items from the Menu

Select the option Select All to access all the Menu Items
Click on Cancel to cancel the details

Click on Close to close the User Manager screen

YV V
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User manager Screen

4.2 Change Password

» To change the current password, click on Change
Password option then enter the Old Password , New
Password and Confirm Password and Click Ok

4.3 Hospital Settings ]

a) Report Settings:

» Select the Check box True/False of header required
> Select the Header Alignment option Left, Right or
Centre
» Select the check box set Reports default margin as
Left 2cm, Right 1cm, Top 1.2cm,Bottom 1.2cm,
uncheck then enter Manually left ,Right, Top and
Bottom .
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» Click on Apply to save the Report Setting
» Click on Default to add Default Values

b) Registration Rules:

Click on New and enter the Registration Rule Fixed
Date,

Enter the validity period and select the option either
day or month

Enter the Registration fee or Renewal fee

Click on Save to save the Registration rules

Click on Cancel to clear the details

Click on Close to close the Registration Rules
Setting tab

VVVY VYV 'V

C) ID Settings:

» Enter the Prefix, Format, Starting No. of Receipt No.
, Bill No. and Payment No.

» Click on Save to save the ID Settings

» Click on Date difference to set the from date
difference in all the screen

4.4 Hospital Information

» Click on Edit and enter the Username, Hospital Name,
Address, City, Pin Code, Telephone No., Registration
No., Email, Quotation, PAN No., TAN No.
» Click on Save to save the Hospital information
» Click on Close to close the Hospital information Screen
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5.

5.1 Patient Registration
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Front Desk

Click on New to enter the Patient details

Select the Title from the list, and then enter the First Name,
Middle Name, Last Name and Age

Select the option Male/Female

OMR Department is common for new patients

Registration fee Renew fee can be set from Registration
Rules Setting in Hospital Setting

Area, City, Blood group, Occupation, Nationality and
Religion is selected from specific Master

If you could not find the above information then go to the
Master in Menu, enter Area/City Master then that Area/City
name will be loaded in Registration form

Enter the Pin, Telephone No., Cell Phone No., Allergic to
and Income in appropriate fields

Click on Save to save the Patient details, once the Patient
details are saved OPNO will be generated automatically in
year/Month/Date and Number format

Click on ID Card to view the Patient’s ID Card

Click on Receipt to view the Registration Fee Receipt

Click on Renew to renew the patient’s validity date(if it is
expired)

Click on Reuvisit for revisiting of the patient

Click on Edit to Modify the Data

Click on Print to view the Patient’s Registration Form

Click on Cancel to clear the Patient details

Click on Search to search Patient record

Click on Close to close the Registration Screen

PRINCIPAL
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Patient Registration Screen

a) Bulk registration of patients

Select required demographic data from the right side grid

e Select required date range
e Click on Show button
e Select the required patients to be registered
[ ]
and Save the transaction
e Bulk data is created

b) Bulk registration of patients from ‘Camps *

e Select required date range
e Click on Camp Checkbox
e Select required patients to be registered oot
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e Select required demographic data from the right side grid
and save the transaction
e Bulk data is created

5.2 Camp Registration

Click on Camp Reg, enter the patient details such as First
Name, Middle Name, Last Name And Age

Select the option Male/Female

OMR Department is common for all the patients

Area, City, Blood group, Occupation, Nationality and
Religion is selected from specific Master

Click on Save to save the Patient details

Click on Cancel to clear the patient details

Click on Close to close the Registration Screen

VVYVY VVV 'V

5.3 Patient History g1
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» Click on Patient History Button or press Alt + Y

> A patient history window appears, select the patient name,
it will give the patient’s visit information, date and the
Departments that he appeared

» Check the department to view his treatment details

» To upload photo click on Upload photo option and select
the photo file, it will be saved successfully

» To view the photos click on Browse button, the Explorer
opens the folder of the photos that were uploaded
previously
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Patient History Screen

5.4 Patient Appointment

Click on Appointment , a new window appears with the
patient name loaded

Click on New button, enter Doctor name and Guided
by(both are optional fields)

Enter the treatment advised which is mandatory field

Click on Add Button then enter the Date, Work done,
Student name, Staff name(Doctor name) and Recall date
You can also remove the patient’s appointment details from
the list

Click on Save to save the patient’s appointment details
Click on Load Appointment to view the daily patient
appointments

A new window appears with the appointment list, select the
date to see the patient appointments of that date

Double click on patient to load patient details in Department
Screen

YV V VYV V¥V VV VY V¥V
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Patient Appointment Screen

5.5 Logout

» To change User click on Logout

5.6 Exit

> To exit from CiftDento click on Exit

6. Transaction

6.1 Billing

» Select the date range, click on Refresh to load the patient
name

» Select the patient name from the list

» OPNO, Bill No, Age, Sex, Department Name will be
displayed

> Service/Test will be loaded in the spread which is placed in

the middle of the screen, it contains Service/Test Name,
Amount, Net Amount and Status whether he has paid or not
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Select the Test/Services from the list of Departments that
are done for a patient

Click on Save to save, Date and Receipt No. will be
generated for that Bill No.

Click on Search to search the Patient name

Click on Print to view the Billing Report

Click on Cancel to clear the data

Click on Close to close the Billing Screen

VVVY V 'V
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Billing Screen
6.2 Receipt

> Select the date range and click on Refresh to Ioa/g “;

patient name \ & oz
» Select the patient name from the list \\\T—/
» OPNO, Bill No, Receipt No., Age, Sex, Departme

Name will be displayed
» Service/Test name will be loaded in the spread which is

placed in the middle of the screen containing Bill No.,

Amount, Discount, Net Amount, Received Amount,

Receivable Amount and Balance Amount

In the Spread White Colour indicates Full Payment and

Saffron colour indicates Partial Payment

» Click on New and Click on Save to receive the amount
from the patient

A\
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» If you have collected the full amount then Status will be
No Dues

» |If you have collected the partial Amount then Status will
be Bill Pending

» Click on Search and enter the name or OPNO, and
select patient name from the spread, that name will be
loaded in the Receipt Screen

» Click on Refund to refund the amount, select the

Receipt No. from the list and Click on new then enter

the Refund Amount

Click on Save to save the Data, after saving the data

Payment No. will be generated

Click on Report to view the Refund receipt

Click on Close to close the Refund Screen

Click on Close to close the Receipt Screen
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Receipt Screen
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6.3 Service Cancellation

> You can cancel the Tests that are done to the patient and
can refund the amount

» Click on service cancellation, select the Service Name that
you want to cancel then click on Cancel/Refund botton, the
Test Name will be removed from the list and test amount
will be deducted from the Total amount

7. Master screens

7.1 Area Master

Enter the new Area name, this name will be uploaded in
the Patient registration form

Click on Save to save the area name

Click on Remove to remove the area name

Click on Close to close the Area Master Screen

VVV VY

7.2 City Master

» Click on City in the Master Menu Item
» Enter the new City name, this name will be uploaded in
the Patient registration form

» Click on Save to save the city name

» Click on Remove to remove the city name

» Click on Close to close the City Master Screen
Q"?.\’I‘L 14
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Click on Nationality in the Master Menu Item

Enter the new Nationality, this will be uploaded in the
Patient registration form

Click on Save to save the Nationality

Click on Remove to remove the Nationality

Click on Close to close the Nationality Master Screen

YVVYV VYV

7.4 Occupation Master

Click on Occupation in the Master Menu Item

Enter the new Occupation, this will be uploaded in the
Patient registration form

Click on Save to save the Occupation

Click on Remove to remove the Occupation

Click on Close to close the Occupation Master Screen

YVVYV VYV

7.5 Religion Master

Click on Religion in the Master Menu Item

Enter the new Religion, this will be uploaded in the
Patient registration form

Click on Save to save the Religion

Click on Remove to remove the Religion

Click on Close to close the Religion Master Screen

VVV VY

7.6 Visit Information

> Click on Visit Information in the Master Menu Item
» Click on Check box to select the visit items

e v—~—7F
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» Press Enter to add new Visit Iltem

» Click on Save to save the new Visit Item

» Click on Remove to remove the Visit Item

» Click on Close to close the Visit Information Screen

7.7 Department Master

Click on Department Master in the Master Menu ltem
Select the Department name and Room No.

Click on Save to save the Department

Click on Remove to remove the Department

Click on Report to print the Department details

Click on Close to close the Department Master Screen

VVVYVYVYY
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Department Master Screen

7.8 Treatment Master

Click on Treatment Master in the Master Menu ltem
Select the Department name

Press Enter to add new Treatment name and Treatment
description

Click on Save to save the Treatment

Y VV
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> Click on Remove to remove the Treatment
» Click on Close to close the Treatment Master Screen
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Treatment Master Screen
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7.9 Lab/Service Master

» Create Group Master
> To create a new record Click on New button
» Select the Department either Laboratory or
Radiology
» Select the Group name from the list, other fields
such as Group ID, Group name and Group order are
filled automatically
» Click on Edit to modify the field data and click on
Save
Click on Cancel to clear the entered data

\4

>

0O

reate Test Master GENTAL ¢

Click on Cancel to clear the entered data
Click on Delete to delete the Group name
Click on Report to view the Test details with amount

> To create a New record click on New butto ‘:-'Q M\’@,

> Select Department either Laboratory or Ra\qi{olbgy, / )I

» Select Group name by double clicking '\m&s |§@’
present in the right side of the screen A

» Test name will be filled automatically including Sub
Tests list

» You can include any number of sub tests from the
list by clicking the Include button

» Click on Remove button to remove sub tests from
the list

» Click on Edit to modify the field data and click on
Save

>

>

>

» Create Sub Test Master
» Click on New button, Enter sub test name, select
numeric option if you are entering numeric value
otherwise select descriptive option, enter min and
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max values for numeric, enter descriptive values for
descriptive tests
» Click on Save

» Create Service Master
» Click on New button, Enter the Department name by
selecting from the list
» Enter the Service name and Amount
» Click on Save to save the new Lab service
» Click on Cancel to clear the entered data
» Click on Report to view the Service details
» Click on Close to Lab/Service Master Screen

8. Personnel Services
8.1 Employee category

» To create new Employee category and Designation
» Click on New category button, Enter the categor
and Designation
» Click on Save /g

e \s /‘?J

» To add Designation \K‘—;{/

» Select category, Enter Designation and click on
Save

8.2 Employee Master

» To Create Employee and consultants
» Select the Department, enter employee name and
other details
» Click on Save

?_?.\’FL' f
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9. Accounts

9.1 Accounts Master:

Click on New to create new Account hame

Select the Account from the list and click on New

Enter the Account Code, Account Name, Tax No. and
Contact information

Click on Save to save the new Account information

Click on Delete to delete the information

Click on Cancel to clear the all the details

Click on Close to close the Accounts Master Screen

YVVVYVY YVYVV

Accounts Master Screen

9.2 Bank Master:

» Click on New and enter all the information
» Click on Save to save the Bank Account Details
» Click on Delete to delete the information
» Click on Cancel to clear the all the details
» Click on Close to close the Bank Master Screen
Q‘Q.VFL' 14
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9.3 Receipts:

Click on New and enter all the details

Select the mode option (cash, cheque, DD, credit)
Click on Save to save all the details

Click on Delete to delete the information

Click on Cancel to clear the all the details

Click on Close to close the Screen

YVVVYY

9.4 Payments:

Click on New and enter all the details

Select the mode option (cash, cheque, DD, credit)
Click on Save to save all the details

Click on Delete to delete the information

Click on Cancel to clear the all the details

Click on Close to close the Payments Screen

VVVVVYY
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9.5 Journal Entry:

Click on New and Enter all the details
Select the mode option (cash, cheque, DD, credit)
Click on Save to save all the details

Click on Delete to delete the information
Click on Cancel to clear the all the details
Click on Close to close the details

VVVVVYY

9.6 Bank Reconciliation

This form will give the details of patients who have paid the
Bill in the form of Cheque

Click on Bank Reconciliation option, select the Bank
Account

Select the date range and press Load All button

It will display all the Dates, Account name, Debit and
Credits

Click on Edit to modify the field data and click on save

Click on Cancel to clear the all the details

Click on Close to close the Bank Reconciliation Screen

VVYV VYV V 'V

9.7 Edit Account Transaction:

» Select the Transaction date range
» Select the Transaction Type
» Click on Show button, it will display the transaction list
» Click on Close to close the Edit Account Transaction
Screen
90 |Page P
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9.8 Account View:

a) Accounts Reports:

Select the date range

Select any Assets or Liability, select the Account type and
Account name

Click on Show button, it will display the Date, Account
name, Debit, Credit, Opening Balance and Closing Balance
Click on Report to view the account information

Click on Close to close the Account Reports Screen

YV YV VYV

b) Consolidated Day statements:

» Select the Date range and click on Refresh button
> It displays the total Bill amount, Discount(if any), total
Collection, Outstanding bill amount, Total payments,
Refund amount and other payments
» It also displays Cash Statements such as Opening Balané
and Closing Balance

c) Trail Balance:

» It displays the Trail balance as on Date with Account name,
Debit and Credit

d) Profit and Loss Account:

> It displays the Profit and Loss till date in the form of
Expenditure and Profit
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e) Balance Sheet:

> It displays the balance sheet as on Date with Liabilities and
Assets

10. Department

There are 9 Departments, each department has its own
screen

In Department Master we can add or edit Visit Information,
Treatment Details and Services

Visit information is only editable by OMRD (Oral Medicine
and Radiology Department)

If patient age is below or equal to 14 years, then Visit
information will be edited by Pedodontics and Preventive
Dentistry

You can edit the patient’s visit information and treatment
details

» Clicking on Save or Close button to save the edited visit
information and treatment details

YV V VYV V¥V

Y

To refer a Patient to other department, select the Department
name from Refer to Combo box and click save or press Alt + S.

Oral Medicine and Radiology Department (OMRD)

» This is the common department for all the Patients

» Select Patient form the list, it will give the Visit information
of that patient

» Click on Refer to option to refer a patient to appropriate
department
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OMRD Screen
Oral Pathology & Microbiology Department

Select Patient form the list

Select tests from the grid

Enter the observed values/results in result entry grid and
select all tests

Click on tests or descriptive button to view reports

YV YVV

To add new Visit Information

» Click on Masters and select Visit Information
» Go to last row and press Enter, a ne v

» Type new visit information /5'/ R
» Click on Save or press Alt + S to save tIL\Q WJ,iSit
Information A\ N8

To add new Treatment Details

» Click on New Treatment button under Treatment details
grid or press Alt + W, new row appears

» Type treatment name and details

» Click on Save or press Alt + S to save the new Treatment
Details
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To add an existing Treatment Details

Click on Add button under Treatment details grid or press
Alt + A

A window appears with treatments name that were entered
already

Select treatment name(treatment that is already in the grid,
will not appear again for selection)

Select treatments by clicking check boxes

Click OK or press Alt + O

The treatment will now appears in Treatment details grid
Click on Save or press Alt + S to save the Treatment
Details

YVVVY VYV V V¥V

To delete a Treatement

» Click on Treatment in Treatment details grid
» Click on Remove button below the Treatment details or
press Alt + R

To make Bill

Click on New button or press Alt + N
Double click on Services grid or press
appears to the right of the grid
Double click on the service to add grid
Click on Save or press Alt + S

YV VYV

To edit an exiting Bill

Q_?.Vr‘x-' f
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Select Bill No. from Bill No. Combo box

Click on Edit button or press Alt + E

Double click on Services grid or press space, a services list
appears to the right of the grid

Double click on the service to add grid

Click on Save or press Alt + S

YV VVV

To view the Services Treatment added by other
Department

» Click on Patient History Button or press Alt + Y

> A patient history window appears, select the patient name,
it will give the patient’s visit information, date and the
Departments that he appeared

» Check the department to view his treatment details

To upload photos

/Q;/\. w
» Click on upload photo or press Alt + U \&}

x/
> Select the photos from a file, after selection B(";p}]vot(:ya(

message appears as “Photos saved successfu

To view photos in explorer

» Click on Browse or press Alt + B
> Explorer opens the folder of the photos that were uploaded
previously
Q_‘?.\’FL f
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» Click on View or press Alt + V
» A new window appears that containing the list of photos on
the right, click on the photo that you want to see

To give appointment to a patient

Click on Appointment or press Alt + |

A new window appears with the patient names loaded
Click on New button or press Alt + N

Enter Doctor name and Guided by(both are optional fields)
Enter the treatment advised which is mandatory field

Click Add Button or press Alt + A

Enter Date, Work done, Student name, Staff name(doctor
name) and Recall date

Click on Save or press Alt + S

YV VVVVVVY

o

load patient from appointment list

» Click on Load Appointment or press Alt + O

» A new window appears with the appointment list, select the
date to see the patient appointments of that date

» Double click on patient to load patient in Department
Screen

11. Case Records

11.1 Oral and Maxillofacial Surgery:

» Select the Date range and select the patient name from

the list
> Enter all the details, after completion of first page then go
to page2
e o~—7F
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Enter the Maxillofacial Sign(), inter oral inspection and
other soft tissue

After completion of page 2, click on page3

Enter fracture site Maxilla, Mandible, other facial Bone
and description

After completion of Page3, click on page4

Enter Post operative instructions Dr, post operative
finding and treatment given

After completion of page 4, click on Save to save the
details

Click on Print to view the Oral and Maxillofacial Surgery
Case record Report

Click on Search to search the patient record

Click on Canggl -to Clear the data

Click orl}i_/%}o\ se the details

\
| 7 )=

Z\ 4 %/ J
11.2 Orthod ‘C\ﬁi\(}S* p-@f[l)entofacial Orthopaedics:

VVYVY VYV ¥V VV VV VY

» Enter the chief Complaints, Pre-natal History, Post-natal
History and General History

» Click on Clinical Examination and enter the details of
Physical, Extra oral Examination and Smile Assessment

» Click on Intra-Oral Examination and enter the details
TMJ, Intra Oral Examination, Hard Tissues, Maxillary
Arch, Mandibular Arch and Relation of Mandibular to
Maxillary Arch

» Click on Midline and Antero-Posterior Relationship tab
and enter the Midline, Antero-Posterior Relationship

» Click on Model Analysis in that click on Treatment tab
then enter the details of Treatment objectives, Treatment
Plan, Retention Phase, Anchorage Consideration,
Application Description and Appliance

» Click on Dental VTO Initial Midline, Space Required,
Space available, Space Gained, Diagnosis and Probable
Etiology

» Click on Arnett Analysis, enter the Arnett Analysis and

Inference
97| Page ?-V'WL ?
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» Click on Burstone’s hard tissue Analysis and Inference
12. Reports

12.1 Registration Statistics:

Select the Date range
Select the option New Visit click on report to view the
newly visited patients list

Select option Revisit and click on Report to view the
revisiting patients list

Select the option Camp visit and click on Report to view
the camp patients list

Select the option All and click on Report to view the list of
all the patients

Select the check box St
the statistics data  /=/ ("
Click on close to close the

vV Vv YV ¥V V VYV

12.2 Department wise Report:

» Select the Date range

» Select the option New Visit and select the individual
department or all the departments and click on Report to
view the newly visited Department wise patient list

» Select the option Revisit and select the individual

department or all the departments and click on
Report to view the revisiting Department wise
patient list

» Select the option Camp visit and select the individual
department or all the departments and click on Report to
view the  Department wise Camp visiting patient list
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» Select the option All and select the individual department
or all click on Report to view the list of all the
patients

» Select the checkbox Statistics and click on report to view
the statistics data

» Click on close to close the Screen

12.3 Lab and Radiology

» Select the Date range

» Select the option Group wise and select the individual
Group orall and click on Report to view the group
wise lab patient list

» Select the option Test wise and select the individual test
or all and click on Report to view the test wise lab
patient list

» Select the check box Statistics and click on report to
view the statistics data

» Click on close to close the

12.4 Treatment wise: (»\1 »Z,
AT P

» Select the Date range

» Select the Department from the list and select the
individual treatment or all and click on Report to view
the Treatment Wise patient list

» Click on close to close the Screen

12.5 Appointment Report:

> Select the Date range Q20T
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» Select the option Department wise and select the
individual Department or all and click on Report to
view the Department  Wise Appointments of patients

» Select the option Doctor wise and select the individual
Doctor or all and click on Report to view the Doctor
Wise Appointments of patients

» Click on close to close the Screen

12.6 Collection Report

» Select the Date range

» Select the option List and click on Report to view the
Collection Wise List of patients(Received Amount from
the patients)

» Select the option Details and click on Report to view
the details of patients Collection Wise(Received Amount
from the patients)

» Click on Close to close the Screen

12.7 User Wise Collection

» Select the Date range

» Select the user from the list, click on Report to view the
User Wise Collection list of patients(Received Amount
from the patients)

» Click on Close to close the Screen

12.8 Patient Dues:

» Select the Date range
» Click on Report to view the list of Patient dues Report
» Click on close to close the Screen
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12.9 Department Wise Collection:

» Select the Date range

» Click on Report to view the list of Department wise
Collection Report

» Click on close to close the Screen

12.10 Registration Fee Wise Collection:

» Select the Date range

» Click on Report to view the list of Registration Fee wise
Collection Report

» Click on Close to close the Screen

12.11 Refund Report:

» Select the Date range >

» Click on Report to view the list of Refund details
Report

» Click on Close to close the Screen

12.12 Statistical Report:-

» Select the Date range and select Registration Option,
click on Report to view the registration statistics details
Report

» Select the Date range and select Department Option,
click on Report to view the department statistics details
Report

» Select the Date range and select Area option, click on
Report to view the area statistics details Report

» Select the Date range and select Gender option, click
on Report to view the gender statistics details Report
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» Select the Date range and select Age option click on
report to view the age statistics details Report
» Click on Close to close the Screen

12.13 Personnel Report:

» Select Department option and select the Department
from the list(single or all), click on Report to view the
Employee department wise details Report

» Select Category option and select the Department from
the list (single or all)

» Click on Report to view the Employee category wise
details Report

Addendum: 1.

SL NO | Description

1 » To design a new Case Record screen for OMRD
Department.
2 » Billing and Receipt, generate in one single screen

giving an option of receiving whole amount or only
generating bill with receiving no amount.

3 > To design a Statistical Report, registration wise with
new visit and revisit count and its ratio with total
average

4 » Statistical Report, Department wise with
Department name,age & sex, address , date, Bill no

Qy.\’«-"-' $
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,Opno and total count with summary of Registration
Statistics with its visit and revisit count.

5 » To Re-align the screens by changing the resolution
to 1024*768 and also change the background
colours of the screen with font size verdana 8

1 Case Record:

1.1 Oral Medicine and Radiology Dept:

Select the date range

Select a patient from the list

In page 1 enter all the details, then go to page 2 then
page 3 fill all the details

Press save button, to save all the records of that
particular patient.

Press Search button to get the patients with their
complete case records

Print button to preview the report

Close button to close OMRD case sheet form

VV VYV VY VVVY

2.1 Billing:

» Select the date range

» Select a patient from the list of whom Bill is to be
generated.

» Receipts also can be generated to patients who pay full
amount with discount options.

» Press New button to select the services given to that
particular patient from the tree view list.

> If only Bill is to be generated,then make receive text box as
0 amount
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» If bill cum receipt is to be generated, then leave receive
text box with whole amount.

» Press save button to save the billing screen.

> Print button is pressed to view the report Bill or Bill cum
Receipt.

> Edit option is also given ,only if the amount is not paid.

» Close button to close billing screen.

3. Reports:

3.1 Statistical Report:
3.1.1 Registration:

Select Date range

Select the option registration

Click on Report to display the report with visit and revisit
count of the patients between the date ranges with their
ratio.

Y VYV

3.1.2 Department:

» Click on option department

» Click on option new visit by selecting departments from
the list, press on Report, patients visit details acc. To
their department and their total count will display

» Click on option Revisit by selecting departments from
the list, press on Report, patients revisit details acc. To
their department and their total count will display

» Click on option all by selecting departments from the
list, press on Report, patients visit, revisit details acc. To
their department and their total count will display. ¢ v~ ¥

» Press Close button to close the screen PRINCIPAL
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PREFACE

anism and is essentially a service department in any

ibrary is a growing OB hing one. Today's world is the world of

4 ot a re .
istitution .nSde "" eral lakhs of Books, Journals, Technical papers are printed

o published which in turn become a part of the Library. In this
. hanging :::nme most important aspect is information - :pe nght
G ation at the right time. To maintain the books, journals and periodicals
fon":ation through manual data base system is very difficult. Hence, it is
- to adopt computer software technology for LIBRARY

ired
&uNAGEMENT SYSTEM.
i i fa
i designed and developed for effective management 0
lBS()I.‘-IT'!::: ;ae:ackak:eg:as begex:l designed to handle huge volumes at lxgh.tenmg
;r:;y thus saving manpower. Libsoft is Windows based software and it runs

n any Windows environment and hence it has excellent Graphical User

nterface.
his software can be used for catering the problem of storing and retrieving

ds of books, journals, technical papers and pe::xodncals
mm::n would face {!aily and the 9utput can be d}spla):ed
raphically, in the format required by the user. Thls software helps in major
wchnical services like acquisitions, cataloguing, accessing the h“bn_alrs):
waterials, This package gives the informat?'on of the ‘matenal d::smnot
nployee details, source and purchasing details of mate&_'lals and
wve any limitation on number of records of the above details.

his package also allows to add, modify, view particular details mlml. ““;eliyl;
he output can be stored in data file or can be displayed grap el
hatever format required by the user, on the monitor or can be xegmec

in be taken daily print out of issues or returns of library materiais.

ilient Features of LIBSOFT

' g.bsoif’;ely user friendlhx s:ﬂwz:[: rtrl::: ‘r.:z::::‘ets; rr;\‘:::z::um training.
erlfi lu::' ‘:ﬁ:‘;:ggt \:'itllf d:te:base Joaded in the server. The mdl‘:l'dual
nodes across different departments can share the data from the server.
Q_‘Q.VFL' ) f
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1| How Do | Begin

% Intecactive featimes for data hamdling 1. Ntoring, Backwp vie

@ Creote Moty Delete  different nsers (password  protec i, How Do | Begin 1
restfctions set by e adnnmistrator 3t the time of cremion

*  Generates Purchase Ordess on vendors that can be sent througl,  Tyis section gives the btiel description saut the steps involved in the
The system keeps track of the itenss amrived as against the ifems ,  (IBSOFT application software developed by Environ Software Pyt. L

4 Muluple al 1 Hooks, Jeumals ete.) and Media (CD, Audig :
;.':»c(r:lc. ofitm. Maps ete ) cataloguing, a1l in one place. When we start this a_;?lmam;“-, 'Y;‘ ft‘:"ﬂ:’m il b -mdxd»:d on ";;

o of Digital Dibrary materal / documents. Virtual | L‘:"""" oresa 1§ ghves i el S Qi g eosahpbc i

o through budget control for user defined p
wilh barcode interface wherein the user needs ver
ction with the sysiem Afier the application gets initialized, the splash scceen Sappears and a dialog
@ Excellent multiple reservation facility 10 reserve the book which by pox appesrs as shown below.

1ssued.
% Enhanced search facility to locate books, members, purchase orgd.
vendors quickly. Transactions of members can also be searched

Titles list baszd om Title, Author and Volume combination f

defimed scarch critenia ¢an be geperated
Exhanced documentation facility for prepasing detailed reports 1y
e uset prefers

% Graphical representation of expendi books in d d, new ur
muerssl dastribution, member trunsaction details, stock status etc.

% ID Caxd for members with Barcode.

% Awomatic Barcode generation for Accession numbers for items (¢
joamals etz )

% Allows users 1o search for material by cresting a user exclusiv:
Wsers and giving oceess only to GPAC search. This allows the usen
the mnformation about the avaiksbility of bosks from anywhere insi:
campus.

% Digital Libeary scarch, which stlows members to access any ki
dgital matenal across the network

@ Vinoa! Library seasch silows messhers to direcaly sccess Web add:
already catilogued, through intemes
Contains extensive Online belp facility 10 guide the user

This sceeen stays on the monitor G} the applicstion s completely mitialized.

<

Enter the Username and Password in the respective boxes and then drl;kha:
<Login> button 1o start the spplication. Corvect wemame ar passwol

@
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nwmlﬁ'ﬁ"'

1o the anen, 1O discand the ehanges! to close the ‘""‘u;
PR it
i _
. andpasswoed is coerect then the main window Will appea,
1 the oM T

i decrpoon of he TeAUS which appears in the main windovs i,
A

grven bekow

File

The sibemenus in the il menuare

3 - For saving the datsbase files.

estoe . To restore the database from the
savod backup files.

fepect Teg To set the CCF Tags for Import.

Semng.

Export Tag Ta set the CCF Tags for

Settng Export.

Impor Data To import the data’s from 150
2709 records

Export Data To Export the data’s into ISO
2705 formass.

Clear O - To take Old Trangactions

Trazsacions backup before data Overflows.

OewOi¢ = Totske OUd Purchase Orders

M'“‘;.f""“ backup before data Overflows,

Frrpieid To take Dailies Register in a

Exit : backup befoce data Overflows,
Ta quit the application,

Administrator

1 betwer caly if gpe

» Sysem s
Admitcstzator has g li;hmau.:%;;':i'::‘ hzn:lu: the menu, The
Add e usa, e
5 8, Belte the exi Ik
0 O ading nerw e g, ;,:5;:: madify the information given 3t the

ion involves changing of the exisi

112 |Page
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mwd.mﬂn;Muxwyduudd\upmmmvam
modules for the existing users.
Add User
This form can be used 1o add new user, Here the user may be a student or &
librarian or any member, who wants 10 use this system. By entering the new
mmmmﬂﬁuuqﬂgmmwmwmaﬂmm
who are going to use this applicatios.
Delete User

This form can be used 10 delete the uses, which was created carlier using Add
uset.

Modify User

This form can be used 1o modify the details about the wser and the permissicas.
given by the administrator 2t the time of adding.

Sub Menu Authentication
This form can be used to give access 1o the Libsoft users 1o a sub menu
Set Options

m-mhwmmemwlmdﬁnhawnuwminqd e
in the entries, reports etc.

Find and Replace - Materials
This is used to correct the spelling mistakes in dats entries of materials.
Find and Replace - Members

This is used to correct the spelling mistakes in data entries of members.

Q_Q.V(‘L‘A L4
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4| How Do | Begin |

5| How Do | Begin ‘
Clear Log Entries
y Purchuse Enquiry
This is used to clear the Libsoft log details. Al the purchase enquiries can be muistained here. Each enairy mumber will
Aaulsiion hotd the vabues of title, ssthor, publisher ete.
* Purchase Quetation

Acquistion Module enables the librarian to place the arders for the materigl,

and receive the requisitions from the users for the material in demand, Th,
three forms available in this module are Purchase Master, Purchage
Requisi 1 and Scheduled Master.

PP

Purchase Master

The Purchase Master is further classifisd into two eategories ie, Regular
Purchase and Subscniption.

Regular Purchase

fn Regular Purchuse, the details related to purchases such as order sumber,
purchase serial numbes, verdor, type of purchase, title, author etc. for
materials are entered fo generate the purchase order form. Order forms are
mamtained in the database for future reference.

Subscription

Subwﬁpﬁmuwmmmmwmemltadaw

Jjournals etc., which will be issued fing 10 the schedule. In P

the details such s purchase order sumber, subscripti b \

vendar, type of parchase, fitle, author, period of schedule etc. for journal%
are entered w0 generste the purchase order form. Order forms are

maintained in the database for future refecence.

Purchase Reguisition Approval

By clicking on the Search button gi
from the users for the ials. This i
which & in the form.

the information sbout the requisition
£ ion will be displ d in the grid:

113 | Page

Quotstions recelved from @ifferent vendors und rebuicd purchase eoquiry
details can be sored here.
Schedule Master
. e 155 sian sbout the For eg. If # is & monthly
* oditi o the no. of diys between one issue o another isse e Mdays.

Subject M
- M M Tab Settings.
Material Category
jes gach 85 books,

B eloag fo dfferent categorics 5
mu-mmm“ s the category id and Calegory

4 4

. B inthe
=) i m,‘m-‘cmmumﬁim

. .I'iw-twnmdlhmr-mh“’

?.’2.?(‘;7 -
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6| How Do | Begin

category is books, the details cormesponding to the book ie. access
ritde, author, classification number. ISBN etc are entered My,

Create Fields

This is an extrs opnon given 10 the user or the librarian to sdd same gy,
fiekds, those are important. Just after opening the Application first time i) ¢,,
e added. or ¢lse it has to be opened ance again to sdid some mare fields,

Subject Master
mauudmzddmmmmwﬁle&manﬂauﬁmhlim New
nﬁcﬂsmhcmd-dmmbuabeddwm

DDC Master

In this, for & icuﬂvchsNo.,-mquwmﬂganbcddodndnhomu | R, >
_bevkvmmemhlmbyyuugnmwwmrgm _

required.

Igmore Keywords

i i i » s from the
This is used in matcrial master while geseating aulomatic keywor
Title. Add all the words mwﬁ:hbuwbewedbouwmmdl‘-:
while genersting the keywords. E.g a, an, the, then, their, thene, thea,
from, in, into ete.

ot~ “
e rtion thepersonal u‘bn—hﬂh_'
'&-ﬂkuu-mwmm-&—

Language Master

i e
This is used 1o add the different languages. Multillogual data enfnes con
dnu,l;rdilhmluwbyuﬂluhkummmmfurlk
sclected language.
MM Tab Settings
mimumeubkn-uquauolmmwmmm
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“mww

Jetails of dailies can be entered ag i
i Daes s ‘:::;:’,’;".:d in DailiesMagazines Register. "
day The ent g
pailies Magazines Regic! : :

icter, the detils of the materials that is daily Usey

b ;
an be siored.

Holidays List
the holiday’s list for & period of time is entered, ¢

ﬂm::wc;a: e wcinpied from he fe collction.

Amnosncements

This s used to cntet the Library news, which will be displayed along wich
m-;onm'm-u Libsoft application is opened.

Journals

This Module mantains the master detalls of joumnals, journals transaction,
massing issoes details, penodicity master details, journals bindings and
reports. Journals issues will be circulated based on this module, which
maintens the database.

Joursals Master

Tn journals master the unigue details of each and vl i
5 every serial in the library can
be esterod. Each serisl will have as unique serial code, Serial namc,
perodicity, publishes, eloctronic links etc can be maintained,
Journals Transaction
I journals D g

ransaction tach and every issue of all the joarnals can be entered.

oE;rh inae_-ill have a nique RecordID, Volyme number, issue
publication, abstract eic can be mzintained separately for all the issues.

™
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Missing Issues

Missing serial issue detasls can be obtained here. Based on the due date, the
missing serial name, volume no. issues no, date of publication with the vendor
details can be obtained. Reminders for the missing issues can be generated as
2 word document or direct email can be seat 1o the vendor,

Periodicity Master
about (ke periodici

W maiitains the informat , Periodicity aod mamber of
immbemmdmforepliiliummuyeﬁmhndiﬂuh
ane year is 12 issues.

Journals Binding
hﬁmhwdlhﬂmunmhmm
e

Journals Multiple Bindiag
lnnnlﬁplebindin;.tbedu-ilsofmuﬁpkjwnﬂsmbem for binding.

Articles Search
mwmmum«;mmuwhm
search.

Reports

is contains the following journals repests. A flexibility of choosing the
“n:iﬁml&?:ﬁm.:mbﬁhmhwuuvdulwd
document and if necessary hard copy can be takes.
Journals Binding Report
Reports on the serial hussenl!hrhi-dlumbeohumud-'

?‘Q.VF’\—‘ -t
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10| How Do | Begin

Circulation Report

ot it s o b T
Circulation Mistory Report

B e i e i, e
publishers et can be obeamed.

Transaction

!Mmdﬂhvﬂhﬂ:pmofdmhﬁmwbﬁ&ng.

Circulation

Circulanon is used to issue the books and taking retums. (M;nns_n
msireain the issang details and reurning details of the books). It maintaiz:
day-0<ay transactions tske place in the library.

Joursaks Circulation

Joursal circulation 55 used to circulate the journal issues. Journal issues can be
circulated based on their volume mumber, issued pumber and the date of

publicatios.

Bindiog

o Bindivg. the details of the mateials that are sent for binding ar€
Cancel Reservation

ThiS 3 to cance] the reserved :
Access Number, - Tratesials bused on the Membee Number of

M.R. Ambadkar Dental College & Hospito!
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Accounts

m:MbiwllyM!ommm.kmhm
income, Bccounts, payments to the vendors, cheque details sod
bill desils esc. It will generate reports of made for books and
joumals 3 thiis module you can easily know the details of
“mwbnmdzvm.

Account Heads

Am'u'mﬁwbmﬂhmuh*mm--m
for sccount heads and will be loaded fn al otber piaces of sccount bead

Statement of Accounts

W«wnwum-mmmmhw
mpmiummbwmmmumm-qmum:
mmbermmpputwnhanpommmdudm

Income Accounts

y o2 Skion
This ment mmm&aummmmm
wﬁ:l‘dl:n&MM'mfwM nnh‘dwpb:::
mnmwwmmwnmmdnmm
Hmn&mmﬂm-wdﬁuﬁmdmlmmhmmdy.

Expenditure Accounts

AR At 4 Aetail ..tmmm,::m‘m
pumpase, the date on Which the expenditure spent, bow much AMOUE
st s il e e maaid o peeareblace 1ot 4 10w
the expeoditure incurs § in the library. Additions, modifications

of records can be dane bere only.

< s ¢
e
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Accounts Puyment

wsed 1o mamtain the details of the puyments 1o ;
o dhe el The dthil ofthe Bill received from s % |
Cheques sssund 20 the vendors will be maintained 1hy
Addwens, medificaron and dedetions can be done here

'

TOUgh iy "k:‘

Account Statement Report

This 15 wsed o gonerate Account staleineat reports. The resulty vy K
duplayed accordmg to the data entered as input and the fields selecyod
e Sclevied Freld st This result can be stored info a file and hard copy 1y

e tken
Accounts Income Report

This &5 used 1o generate reports of income from different departments. 11y
ety will be displayed according to the data entered as input and the fic

selosted from the Selected Fields list, This result can be stored into a file 1
Tard copy can be taken.

Accounts Expenditure Report

':;.E vsed to generate expenditure reports. The results will be displayed

vy g 10 the duta eatered as input and the fields selected from the Sekd
Bt Thas result cam be stored into 2 file,

Accounty Payment Report

Ths
m;:n::dn:a:ﬂ"l".‘m"".‘““ Teports. The results will be displase!
Fieds . This et g g "9 95 he felds selected from the Selod

stored ino a file,
Payient of Bity fo, Books

THS meess iy g0y
e 10 know
uluthwmmlmwmwimicﬂu veador. Y

the cheque details such as cheT™

™

Recognised by Dental Council of India
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number, cheque date, cheque amaunt iwmed wnd vendor name into the file.
Hard copy oan be taken.
Payment of Bills for Journals
“This menu is used 1o know how much smount paid 16 & paticular vendor. By
selecting the vendor name and giving the bl nomber it wil display all the bl

details, cheque details such s cheque number, cheque date, for how mach
amount the cheque has issued and vendor name into the file. Hard copy can be
token.

Balance Report
i the income of the librry, expenditare of the library and the

wwmmhuuuuﬂuwb-md
necessary.
Statement of Accounts Report

i mm»mumumqnum
%mmuwﬁ-umqmuhm
MwmmwﬁclﬁmﬂNWﬂihdﬁh
«wmmuudu-pwm-um
ulﬂouﬂhﬂm.ﬁmhmwwbt#
Documentation

S flexibility of
Documentation Module is mainly developed for repars. A
m~mmh&hﬂmkmmmm“

?.?,?F‘LA’ L4
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Material Catalogue Reports
For material catalogue report, select the material

PR Categary
required in the report. The ficlds displayed on th 20y
if necessary hard copy can be taken, ewdcﬂhm"":ht
Journals Report
All the journals svailable in the library can bcviewodmdm‘uh

uy

Option is given to select the required ficlds and click on the g 5 5
display the results in the grid. The results can be nv:; as ‘d“:":’lhm,.. hwm':’:{'m::.m‘::
necessary hard copy can be taken.

file and if necessary hard copy can be taken.
Circulation History Reports
It gives the information about the transactions have taken place in & pactiog,

paind.Tbaekﬁkunbeviawedurnveduawuddwum
necessary hard copy can be waken. i

Department wise Material Distribution Dallies 4
 dailie 1, n0¢ received and the il amoust 1o puy for

1n Depastment wise Material Distribution, the details of the Departmese aix < sheet. Hard copy can be taken
materials i.e. Number of Titles, Number of Volumes and Expenditure in e g F

et can be obtained based on the categories selected These desb -
can be viewed or saved as a word document and hard copy can be taken.
ect wise Material Distri ship expiy in 3 pas el "
Subj bution membership -:_n-:-l-lﬁ: peielpsrasirc
In Subject wise Material Distribution, the details of the Subject wise matendl
i.c. Number of Titles, Number of Volumes and Expenditure in each Sutje!
can be obizined based on the categories selected, These details can be viese!
or saved as 2 woed docurnent and hard copy can be taken.

Expenditure Analysis
In Expenditure Analysis, the details of the expenditure o items &4

particular period ¢an be obtained. These details can be viewed oe saval @
waxddncuunundnlm!copymbeuk:u using 4 Printer.

®

Q‘Q.V(';' -
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Budget Report
The details of the amount allocated for each departmeny Fine Collection Regorts
Budget period can be otained. These detals can be viewg " *i ¢ cmbe
document and if necessary hard copy can be taken, "V, - n:n‘:r-m?..:a- -
2 ) ard copy can be taken amd sest o fhe weassry of sccounl
AACR 11 Catalogue Card Generation mocessary &
Using this. AACR 1 catalogue cards can be generate o te g,
nos.. ey
2 the members.
after collcting the fine 2 eceipt can be ismad 10 S5 SREET
Catalogue Card Generation _“”u‘.—%ﬁ—ﬂ-
Using this. catalogue cards can be generated by selecting the
and giving the access nos. of different books, s v
No Due Certificate

Thddilsdlhemb«swhhwduesmlpmiadnhywbaom‘[
At the time of clearance, hard copy of the certificates can be taken and issee)!
to the members. |

Rewminder for Reserved Materials \

Reminder can be sent 0 the members for the reserved materials. Reminds
can be sent both through mail or @ hard copy can be taken 2nd circulated.

Reminder for Books
Books are issued to the members and if it is not returned to the library witki

the due date, 3 reminder can be sent both through mail or & hard copy can b
taken and circulsted, This reminder includes the fine fo be paid also.

SDI Dispatch

Libranians can dispatch the SDI for 2 period either through mail of &
copy can be taken and circulated. SDI s allowed only for certain calego
membes and only those peaple can avail the facility.

pand

of

L~
g7
Q¥
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.,_.-u-i-
Department wise Marerial Distribution

A graphical repost of the grant wise material distrib Gewnt whee 48

can be generated. “"’"i"“""iuu.,, seport of the --—-ﬂ—‘—l'"“"'
A uwarated

Materizls in Demand ﬁ

A graphical report of the mateninls that are taken frequen| . : for & particutar period cam be

demand in a particular period can be generated, 1y of the oy, AW”“"‘*
Search

Best Readers e o N

Awhialnpmoruhcbmmdenwlhemnbcumms.hﬁh Tnye

maximum can be generated. M‘-‘w 2 - P
o), particulas fiem 6 duabase. | 340

Stock Status This imodulo helps o5 to search & e ckxaimed scconding 10 e

A graphical report of the stock status e, the mmbuofbook;mol Mﬂ&m
shelf, missing, withdrawn efe can be generated.

Search for Unique Titles
‘ of tinles can be
Vendor Rating S .,.rwmg..“dz:uh Eaad .':n.
: gy 7ol copien i havieg
A graphical report of the vendors based on priority can be gencrated. m‘_“d“u. s irrespective of copies
Missing Material Analysis N a7
ing Materia ys e Search for Members. g
A graphical report of the missing jal in & particular period cn b e 0o i
::'Murdecw-duunW._
Circulation Rate AR
A graphical report of the circulation rate in a particulur peried Gt N .
generated e .‘
Material Expenditure ‘m' -l
A graphical report of the expenditure of the il in a particular period <41 4 “.:‘ -
be generated. Y
k.
Q.’(.?r"—’ -f
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be viewed according |,
Search for VOO o M e (Vesdor No., Yerae
ey !f\““"‘:‘:“ﬂ#mwﬁm“ X v Vendy

aotaits of the vendors
A}

Requisitions
W‘“‘W

i Requisitions the mﬂ!of the mh‘::mhatc
In Search Wmu’b‘mmmemd,mm n is
el
Search for Purchase Orders

Searck for Purchase i orders can be
Oaden.lbcdmhofmeymchue 5
:nadm:rmmhcnm:mrdhbebox(hnhmm.mMNo,,

e,

Search for Member Transactions

InSatMorMmbaTms:ﬁdewdmﬂsonhcmmhthma ‘

memibers can be viewed sccording Lo the fields sclected and the values entered
in the box (Member 1&. Name &c.,).
Search for Reservations

o Search for Reservation, the details of the reserved materials can be viewed
according w0 the fields selected and the values entered in the box (Member Id.,
Name)

Search for Periedicals not Received
In Search for Periodicals not received, the details of the periodicals (materials)

that are ot received in 3 particular penod can be viewed according to the
details enered in the box (Stant Date, End Date eic,,).

Search for Budget Heads
In Search for Budgee Heads, the details of the budget can be searched
g to the fields selected and Ihe values entered in the box (Granl,
Select Field esc).
PN
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21| How Do | Begin

Search for Holldays

,,Muuoudm.mmmrmmmnm.mﬂu
can be seen.

Master Entry Log search

hMmEnungSmh.mewbofMWwimham
period can be seen.

OPAC

acoess sesich material,
isthe one modube can everybody o for tbe mat
gpﬁfhmminulim.mmmmumm

Material Search
Sunhkmdwmhubkm&emoru ratgrial and
the materials. =

Journals Search

}wnuh:aauhismsemhdwdmilsof‘ o
issues,

Web Search
Wewachiswedwswchforlbemuhkova
Material List o
Material List gives nl&ofﬂllhenm‘nkwcdonlmaum

chosen.

Reservation 2
nmhnmhshdfcmﬂy-wm

©®

Members can reserve ihs books,
the member id and password

?.Q.VF‘\—‘ -
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. z‘.l..,-oc"""‘ 73| How Do | Bagin
ramacoes Sar<h P ; Set Background color
, T """"mm:um::ﬁwmb;mm" Background Color is wsed 0 select snd customize the back gronmd color of
oo Search : :
mwhwm")‘w“ g | e B Main Window.
et i 2
Requisifion Set background Pictures
Ppurchast
Pictures 15 used 10 seless and customeae the background
i te filled by any member of the college f, . ¢ 8 i
pas ook ‘mmybedlhallmoram. e e picture of the Libsoft main window.
a2
Windows
Wﬁgﬁﬁlﬂ&uﬂ

ssiion search, u requisition, which was given by a mens..
R e eached. which will be displayed in the grid by clicking

Windows menu has three options, They are as follows:

Cascade
== 2 e
- This option cascades different windows opened, i 3 sequential manner 02
Holsday Search below the another
I= Hondsy Search. hokidays within a given period cam be viewed in the gni Tile
4 pressing the S=arch button in the form.

ﬁswﬁmmphdﬂkmmmndh 2 Tiled mammer.
SDI Keywerds

Arrange Icons
Oy teembers of cerain categories can avail the facility of SDI Keywornds L 2 B scantered the
Keyworts can be crsered i the syace provided for it If 4 material match:  This option is used 10 arrange the icous, which has becs el
with the keyword amives, then the librarian dispatch it to the concern persor.  ain meny.

Library Collection Help
Contents and About Us.
15 sy ckiection, ffernt types of information like Book Titles, Bos Help e has two sub s These r the Contens 0
aoames, Joamals, Msgazives, €D, Video, Audio and floppy collection ¢4
. Wmadmdidiu"m
> Change Password m@'"ﬁm‘:“ hmmuuc—pnmm
1+ Chge usswort, e pmsord can e changed direcly, in help documeotation for detailed expsen:

e ®

Q'Q.?r“\"_ -t
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25| File
About Us
InAbomUs.thcdemlswlheEnvaoanLw_mm"abk ‘ File 2

mﬁwmmnmummuhh-‘

&4 default file pame is
) appears when you click on the Backsp. The &
ﬁsdb_(:mu].muamntumw“'mhm“
Mutdukouwm»-nmlbnw- heips
cmawmmmw“d““wm" y

o ayoid lass of data.

Q"Q.Vr“\"_r 14

PRINCIPAL
M.R. Ambadkar Dental Callege & Hospito!
123 I Pa ge Bengalury - 560 005



MATHRUSRI RAMABAI AMBEDKAR

DENTAL COLLEGE & HOSPITAL

(Founded by : Ananda Social & Educational Trust)
ISO 9001:2015 CERTIFIED

Affiliated to Rajiv Gandhi University of Health Sciences
Recognised by Dental Council of India

1/36, Cline Road, Cooke Town, Bengaluru - 560 005

www o mrage. in

Ph. 080 - 2546 0747

26 | File
27| File

Note:

Grid
Restoning from backup erases the current data. 5o befy ) ¢ mapped CCF Tags and Dutabase field are displayed in the
backup, PLEASE TAKE A BACKUP OF THE E“ST?P?C?W‘ f T ‘.;':hd:f,':: the grid is read onty and cannot be modified. Taking the
PROCESS THIS WITH UTMOST CARE. ATh o s col shape

of the requi
ﬁx&ﬁgmmm—dmﬂmkﬂ

124 |Page

i | pution mmmhmwd“ﬁwb_&
Import Tag Setting -w(.:‘;:meuﬁah)omnuhﬁmmu-mmmm
i T bton of the mouse in pressed sate. Release the mouse bution
Before importing any data from another library we have to ™5 g the | e
fields used in the database according to the Common Communicat; nF:,: the requil
defined in the ISO 2709, Each and everybody should follow this fomaty  Add

importing data. As scon as you opened this it shows the CCF o,
description and database ficlds. You can map 8 CCF tag to every fiey,
used. One tag can be assigned to more than one field.

Export Tag Setting

Before exporting any data to other library we have to map tags to the u,;
used in the database according to the Common Communication Foms
defined in the 1S0 2709. Each and everybody should follow this format befs:
exporting data. As soon as you opencd this it shows the CCF tugs .
description and database fields. You can map a CCF tag fo every fiekl w
used. Only One tag can be assigned to one field.

CCF Tags and Description

This will display all the Common Communication Formal tags wi
description. The Number with sub field character has to be mapped with 2
database fields.

Database Fields

"This will display all our Libsolt datsbase fields. Sclect the CCF tags wilh #
field character and select 3 Libsoft database ficld and click on Add buttor-

! CCF tag.
cli mmmmwwulmmcumu
ﬁmﬁdammaaummm-qumm

added field will be displayed in the grid.

i id. Click on

(he Defete buion 1o delete the selected rows in the gnd.
ltan;%‘::MMwadM:;ckm:‘e Dﬂﬂm"u’;:
mapped record. the rows one by oo and Delete. Bulk d'wu" e
restriced, A message will be displayed fr SROOL Ty e ped

deletion by clicking on the Yes bulton of the message-
and will not display the deleted row.
Exit

m:nmmmwucwmmmumuu
bax.

M'Mon!mw:owbuhuumdwuimhw
dialog box.

©
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28 | File

Import Data

It saves the fime to enter the details of the materials, For
mmeIOObooimn_dynn&uvnomen-.uu,,d!,".";-r&,,,,~
hummummmoﬂmlwmwm oq“‘.
100 books and they have already entered the details. Instead of gy " 1.
mxdmum“mmnmmmmnm.
Mhnﬁlwhmmmckonml.opﬁmituﬁnukwu
ﬂleyouhveloimpuﬂ.Seladﬂleﬁklndebdonlhem;‘,i“:",'i’:
import file consists of all detals of books. it

Export Data

Export

We can export the data if anybody wants our data. Select the Expon (),
option from the File Menu. Enter the queries in the export form and sy
the records then click on the Export button. When you click on this buys,|
will ask the file name in which the data have to be stored. The file i)y’
stored with the iso exiension,

Category
YOhgamundklmdnahgoqboubu&nHﬂdum‘
apnes. When the catcgory is selected and Search key is pressed thr &
details o that panticular category are automatically displayed.

Aceess Number

Enter the Access
Access Number

Start Dage

mamber 10 be searched and ¢
P press scarch button. Ranz
€4 be given Bike 10451090 or 1045,1050,1054,

n"""'SlanDug
8 enisting recoegs witt,27Ped 2nd press seareh button, The entry &
h“‘““ﬂmm&nhw“ﬂhwﬁbmegnzs“”

be displayeq.
©
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End DAy
searched and press senrch burton. The entry date of

mmﬁummaumuum
tho il Date will be displayed.

B 3

: E i
mﬁx&ﬁmhw«wmﬁ""

Cow

A

 Skortcut Key for Search - F7.

ﬁ's-‘;‘ém.“-:,—‘- ding to the valk

the results
given to the

QAQ.?F‘L’ -t
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30| File

31 | Administrator
Clear Old Transactions 3
A dialog box appears when this menu item is cJ; ministrator
oldtrans_[current date]. Enter a different name'{.:"ﬁed~ The g Ag

choose g g Admisistrator Memu is clicked.
and et lick on <Save> buton 1 save the e 15 bacy T4, e alloving e ppes 5 60m 1 he MR
o

changesand close the dialog box left lick on <Cancel> gy S5
Here a backup of the previous transactions are taken to

mnsdimmﬁnfwa,msmbedomomimh:m.ﬁkw
the speed of transaction in the system i.c., rate of issue and reiypy e

Clear Old Purchase Orders

A dizlog box appears when this menu item is clicked, The defeult nn,
oldpurch,_[curren date]. Enter a different name o choose a different drey,

and left click <Save> button fo save the file a5 backup. To diseu 1, %’*
changes and close the dialog box Ieft click <Cancel> button, el

: | g User to gt his dinlog bex,
Here a backup of the previous purchase orders are taken to empty tha fie, . Left click 00, 4
that purchase orders gencration remain faster. This can be done once mthe S
months or based on the rate of purchase.

Clear Dailies Register

On clicking this, it shows the following message as * You are about to (ke
the Dailies/Magazines Register, If you click *Yes', you woa't be fo undo 1}
Clear Operation. Are you sure wanf to clear the register? On clicking 'Ves'.¢
will clear all the carlies details.

Exit

Shortcut Key  : Ciri+F 4
Click this menu to close the Libsoft application,

: ®

Q‘Q.Vr"\_’ f
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32| Admin|strato

§ . User Name
mm(oﬂnm s Passy,
mme:’:‘:‘:":: o modules can be given here, Any nui;,

users can be creared with access to different modules.

User Name
Name should be minimy,
. enter the USET DAMS. s um 4
In User name h&nm«amml“”"”,?““"“""“m Uy,
dmu.mhvunnnhﬂm four chamctess”,
Pasywerd

1 four charagie,
Password boa, snter the password of that usu(m.-‘nimum 5
l&u:wm & message bon appedrs with the message should hav, |
messemare of fow characiens’.

Retvpe Password

In Rerype Password, enie the same password once again. Otherwis: .
message box appean with the messags “verify the password™.

Expary Date

ls Expiry Date, the expery date of the application for a particular user must te
eotered. The default date it exactly ome month from the current date.
Access 10 User

Administrator gives wieess 10 differem users for various -
whwhmwmu“_hnau“wwm

Select All

Click o Select All 1o select all the modudes and
ali the modules "‘""“"“'l-mww

127 |Page
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33 | Administrator

Denelect All

CIM“MA“MWJIMMB“MM&MUI

disappears.

Add Users Short cut Key for Add User - F3
mmmmumﬁumummmw

:l?t‘ol Mummwmhmm.‘d-.-pm

mmlulwmwwmmeﬁlmm

Exit Short cut Key for Exit - Alt X

Left click o <Exic> bution discard the changes and exit from the current
dialog box.

Delete User

from the Tist
i nammmm.mum
m‘dr:no:mmmhw&enlmdm.

User Name List

1ist. The user
hwmwsﬂmuuwﬂﬁmm&o v
xﬁ:mwwmmymumuﬂdanm

Delete Short cut Key for Delete - F9
mmwmmmﬁwmhaﬂmmumw

<Delete> buston to delete Mmﬂ.OubidlInmk
mﬂummb;&mﬁwmmusnuﬂnmm
database,

Modify User
Mﬁminmdtymuhin;uucﬂwsdn Password, sccess to
the modules, expiry date can be

92'?()__ -f
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34| Administrator

Entey User Name
isting User Name, If the
Nanwe box, enter a0 alrcady existing T
m'.:',ﬁy;l " ot 8 valid o0¢, then a Message Box uppears wily ¢,
Inessape “entet cotrect wser pame:
Enter O1d Password

Password box, enter the curmu_pmwmt Ifa wrey,
m‘r:ﬁnﬂ then & message box appears with the message “amp.
sormct old passwond™

Enter New Password
hWNnFaMbol.mampnswmdofmiimm&q
charscters. Otfierwise 2 message box sppesrs with the message “erin
passwoed of manimum four charcters™

Rerype New Password

In this bow, eoer the new password again without any changes. Otherwiss ¢
messape box appears witk the message “verify the new

Espiry Date

Io Eapiry D, the expiry date of the application for u particular user must ¥

emtered, |f necessary, the expiry dase can also be
oae momh shead (o the corremt date. AR e The il diie |

Access to User

sotonstically when 1he existing user famme i‘m:::k:ih lick| mark (:!.
orrect Passwol

WWw mrage. in

35 | Administrator

Select All

mﬂ@wwmulwwumﬁmlﬂnmﬁuunumxﬁ
{¥) appears against afl the modules.

Deselect Al
aickwwm-»wwmmmumm-ﬂ(/)
dissppears automatically.

Change Short cut Key for Change - F&

m ing the access 10
the new paﬂwld.mapwdaendgle:m
‘A.:lummdum click on <Change> button 10 accept the changes ::l‘:lz
mm«uwmmm«mn.ammw

mmﬂllthen‘sdngm

Sub Menu Authorisation

User Name

anmN.mbu.uhannlwniyahiuwmmu&_w;:wi:
box. Press Tab to go the mlmml.}fwe?ubmm
abready assigood to that mr.&-ed:nilsmﬂbe«uphyed.

Select All

Click on <Select Al 10 select all mem{mﬂuﬁlnunﬁclcurk(/)
appears against all the menus.

QVQ.VFL‘ -t
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26| Administrator
Deselect AR
& oo Desclect AN 10 deselect all the menus and the fick mark |,
Chiek o0
dissppears .
Change Short cut Key for Change - F3

3 JeR click on <Update> button to assign the s,
;T.’\:::?:um 1t updates the database. The Updation will 14,

a0 effecs from the next logim.

Cancdd Sthrt cut Key for Exit- F12

Cancel button 1o delete the submenu lmlmriahqn from th
::::“‘N:Awwmunwhﬁmdwwa|mhh
wdlmﬁwwﬁmmmwaﬁﬂfmhwm,c
conformation message will be displayed while canceling the submeau, Chd
on the Yes bation to cancel the sdbmenu authentication.

37| Administrator

Choase Fidld
suea(heﬁelh«mhs&opdmnﬁulnhmrwlum

Find Text

u.,umhealmhﬂdummmﬂhw
;i::wmmhﬂlmmdkmw
Replace Text

g i ill replace the find

mmwﬁawmmw‘whm“’“”
mhdlumdnfmmdﬁd
Match Case

that matches exactly
ick hMCatmmnyhn&:mu'
3;1:meu¢dm0m.‘ﬂm'ndw-=dxﬂmmm

Case is selected.
o : Match Whole Word
E mwawwcm»wmmum.
fm':dofm find text. “Note™ and “Notes™ are different when Match

This foem e to comect the spelling mistakes in data entries of materials. Selez
the fich froen the Chrocse fiekds drop down box. Ester the text o be replacet
In the Fiud sext bon and enter the coerect text in the Replace text box. 1f &

find text is 8 womd then clck om the Maich Whole Word chesk box. If itise  Whole Wond i selocted.
m(ny«mtq.hﬁdﬂuh:hﬁbuﬂowhuemymm
then click on the Match Case checkbor. Click on the Maich Case cack br  REPIHCE

will replace only if # matckes exactly. 1f you wanl to @
-u—-rm"omwmmmm-m:mmd?;.;
the replacd bution. If you want 1o replace & text “ORAMMAR™ it
Bormveghlustonbirtoriors oo Maih whole

on the Replice buiton. c v

mmnu#«wﬁm‘Awﬂm
mﬁ:'mrwnhvamwmmhm

aperaiion.

and Replace - Mambers
databue buckup 3 then Iy 0 cnacuie th gt 0% OBt ke

i 3 ’ . n data entries of members. The
e ol bt g e o s Repmion S T
diplayod withhe mumbr o ptcenmnts o o S Doy will o he Nk and give th find txt and repsco tst and clck o he Replce
Homation,
Q.Q.Vf‘ ~—f
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36 | Administrator

banon to start the replace operation. Refer 3.6 Find and Replace - M
for further details Ty

Set Options

This 15 8o set the master op<ions for material entries. These options
changed at sy tme and these options will be used in material
Cyreulazion esc This option is an additional feature to st options as
TequIrEmEnt

Sin |,
My,
Perthy

Clear Log Entries

Clear Log Entnes form 15 used to delete the Master Entry Log details. Al
Master entry changes will be stored along with the userame and data s
ume of modification. If & mew record is added in Materials, Memter,
Purchase et< the details will be stored, These details can be viewed and repx
can be generaied using Master entry log search under Search Module. Thee
@etails can be cieared from the database by giving a password, Entering (s
dane will ensble the Display button. Click on the display button will displs
The detaity  Entenieg the correct password will enabie a Delete all butie
Chick on the delete all bution to delete al} the displayed records. Queries ¢
mmhMMuMMNmMF«mNmandlh
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39 | Acquisition

4

Acquisition deals with the Purchase orders for the library. The purchase order
may be 3 Regular purchase ar Subscription.

mwwiumwifhnwhumuw

Acquisition

. ! slot - o »

s R N 5N

Purchase Master
W&Mammlmwhmmdﬂmuwm.

DT ol
3 Sugacigion..

Rogular Purchase

Order No

rchase mwubu.mnubuinm
f:;mhmmfymmewmh:wﬁg
d.“wnmlmu.M”‘h° k'mmdm;\l:::lﬂmmlh‘uwn&u
i mhmuhmmmumwuﬁ
serial ambet. Q0 FEEC L ot Naumeri Vaboe™ Ths Onder No's
vk form.
qumwume

v?.?f“h“ 8
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Purch SINo

New purchase senal number 15 displayed by defaalt. The new purchase sen:
numbes & displayed according to the order number entered. If an existin
purchase serial number is entered then the details pertaining to that purchs
nambet are ically displayed in the ining boxes. The Purch sl N
showld star with RG followed by sumeric valves. Any change in this foms
2‘\;ambox with the message “lnvalid purch no. Should start wi'

Choose

Qlick <choose> 1o reduce "
itis clicked the time of entry. The following box ppears whe

Regular Purchase Choose

Enter the completc
3 tle o'n:ﬂ Of the tilg 1 be

n the Grig <Basen. The dotails of I

www mrage. in

41| Acquisition

Authors

Enter the author of the required material The detasts of the materal
awthor are displayed m the (ird. ot

Order No

Enter the onder 00 to be chosen im the Order No box. The details of all the
materials with that order sumber are displayed in the grid.

Grid

Based on the detsils entered in the above fields, the materal detmls are
Whhﬂ.mwhﬂwﬂhdub-d—nh-iiq
Taking the mouse pointer to the right extreme of the required column where in
the shape of the cursor changes can strich vertical columns of the gid. Press
the left button of the mowss down when the cansor changes md drag the
moase to the right (10 increase the width) or % the left {30 decrease the widih)
wmtubmdhmhwumhm—
batton when the required width is obtained.

Search Shortewt Key for Search - F7
Mmhembuilmymdu&hkﬁuudum
hmmdmdcuﬂsmdbtmdihwunmmm
in the baxes.

Shortcut Key for Select - F11

required teen from the grid 1o ensble the <Select> buttce. Lef

@Iwwmwlthanp'-ﬁﬂ'uiunm
ﬁaﬂyd@nﬂhmwmmm-MWN
boxes.

Select

Exle Shortcut Key for Exit=Alt X

uoeoieuwwmwimmwwmaammm
dialog box.

?AQ.?F‘L’ -
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421 Acquisition
43 | Acquisition
Vender
m&‘ﬂ*‘wms*@quemhu
ok o e nghe side of the bov 10 et the list of the existing vendory Enter the publisher of the manerial or item in this box. |f mamerical vabue is
entered in the pubfisher box hen 3 message box appears with the message
Catezsey <enter characters>. Publisher is macmatically displayed if an existing
’ purchase serial number is estered
‘,x,..‘*oruuu.nguﬁadmdwnli_no{m&.
s ceegenes. (hoose the required category from the list by 3 Jer,  Grant
= = T bor s cosbled when 2 new invoice number is entered. Ti. . Fter t which der for thet particulas material. This
e mamer  isplaved acconding W the purchase category enre:  { U gicoiy displayed i an cxisiog purcbase seral samber is entered.
b Press <Tab> 1o £0 10 the nexs box.
Tite Total Amauat
Esmer me 2l of the mem 10 br ondersd. If an existing purchase nuk: Here the cummency of the country 1o which the order is placed is 10 be entered.
et Sex e wie 15 ssomatically displayed. Left click on the currency drop down box and select the required curreacy

Asthrs
hbwmwﬁteﬂdk‘—:swumhlw
Eme tse satiers of the msetisl (Bock or Joumal) (0 be purchased /(- be 8 tumerical value. If character vabue is entered then & message “enied
cusiag geechine tomber W emered then the authors are automatic numerical values™ is displayed.
X wabue 5 entered in the beginning, then 8 messag: ©
S vl G, mesige W coaer characiens. In order (o enter more thin Con Rate

i “Raper .
...',m i lflwimbmmmfuﬁmnw
o e mmuhnum.mmm-y_wnn-n
Shpireds ebever, advisable. I this conversion nnh-nknaﬂd-:‘ba.::”mhﬁl:
- oy ‘ jon from the Cataloguing menu
hm-mn{n."k"“"‘“‘ Currency Values optica

g ot ey ¥4 i the masier database.

L
(rrder Drate R

Ot b h. ccarent Gk w disghn gy Bm‘“‘.mmmp-mhmn:y.mwviuuﬂﬂ

endiax G vesrsens crbied wod e the i
0 ot 0 e st W ay. "::.:..,,W"Wﬁw " opened. 1 rupees (s sutcematically displuyed

“heoad ot wpanes Thot ts by g, U du f oo . dome. Eter ¢

s sarinl b o eateagd o lly “ﬂwu'f.'.'.'.',.'l.'.‘.?f.

Q’Q.?f’\—‘r 14
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No of Copies

By defwlt the sumber of copies remain as |, Enter the number
that item % be purchased. F coge,

Copies Recd
mmbwwmmhihwiw&dﬂp
n@cmdmmvdu&emrmamdn!dialogbmﬁm :
s disabled no modifications can be done here, -
Foreign
ngmism:ndaﬁckwkapwmiﬁﬁurweignm.

Close Purchase Order

Click

m}‘”'?;r:ﬁ:x;-pmmwu number. After closisg &
be catered in he i) Particular purchase serial number it cans
Remarks

“‘M‘Mmhmhn‘,

Settings

This gets enableg only if the pripy
Print Pur Order e hosen,
:l’epdu!hmemp'm.“
indicating the selection,
Print

Shorlaul(sybrhim.n

Orer seleet iy .
'Mw‘!k‘kmﬂaw

7N
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mrﬂmmhaﬁamn—mmmmhm
C“c!&?buﬂynbpﬁehﬂmﬂﬁnwmwhml
printing is designed for any K0 columa printer. This can be extended to 130
columms on request.

emall

Left click on email 10 send the parchase order to the vender through mail.
The mail goes to the MS Outlook box and when Imternet is connected, the
mail is automatically sent,
Print to File Shortcut Key for Print to File - F§

‘The Prist to File buston is enabled only when the print purchase order is
selected. Click this button to save the cumvent purchase order form in a file
Enter the file name and the directory in the dislog box that appears to save the
file. Now the file can be viewed, edited and bard copy can be takes 25 per
user's requirement. The order forms are saved in the form of word document.

Top Margin

This box is enabled only when the print purchase order is selected. Click on
the right side of this box to get the top mangin value. By default the value in
the top margin bax is 7, 0 is the mininvum valoe and 15 is the maximum
value. llovnheleshnOkamdhiswydmpdno-d!f
the value entered in this box is mons than 15 then the maximum value is
automatically changed to 15

Print to File Options

mwihoﬁhimmbemndwhnlmwwhuhahnydm
following formais.

Single Column
Chooumhoptiutopubcpﬁuuinsin;lewhmm
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- farve
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Shovscat Key fo A& - F3

-

g of e dealy vt 3 puricd,
un::"“'.umuw—-__-:n-u
--mwdllu-—-aid-nd-m‘._ Porihee
m-ua-naw-n-ﬁw—.l pe—-h
e g 4 ot e g e
b Thorwnt Ky for Fwion =111

m.._—-n—-&-aﬂl----—ulh
e 1 Gl ot 3 21 hiing e manhet i

St Ky flor Moy - 14
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Srevew Key for Ohoar - Y11
Sk b mabled whes e euring seons weier b oy

pachas rembor 3 eobered. Ll ek o8 Sy im0 cleae fu commenns @
e hmes and 0 the desibase.

T Koy o Kot - AW+ X
Lefht ek oo L2 Dt ' dacard e Canges and % 60k San B e

o

S Koy - P Uy
ek than boom %0 wwms Sack withis s ander Sorw. Wik & ater, & e
of e $r1 peschuss mrial sesh e
Gated
- Shancus Ky Page Dowe

Ok 10 e e v forward wviin e anber . Wadkin w oo, |
1he comsencs of fae luh prarchint serial umber 1y Splind e this Sutom
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49 Acquisition
No should start with SB followed by umeri,
format gives 8 message box with < vafues. Any change in this
with the message “lovabd purch no, S s
Choese
Click <ehoose> to reduce the time -
itis clicked. of nty. T following b sppers when
Subscription Choese
Tite

Enter the complete title or part of the litie 10 be chosen. The detsils
material with that title ate displayed in the Grid, s
Order No

Enter the order no to be chosen in the Onder No box, The desails of all the

Left cick on Subseription displays the following dialog box. Subscription
wsed for placing arders for materials which amives the library at reguly
intervals such magazines, journals etc.

Order No

Each purchase order must have &n order pumber. Order number 15 a numen:
il and is disgiayed by defadt, Click the <Finish> button to generale i e
crder number, Purchsse serial number is unigue for each title and an order ¢
have more than ane purchase serial pumber. Only numerical value should k¢
enkered, Otherwise 3 message box appears with the message 1o enfer Numsts
mmmmamhwmmorm generation ar!

Parch S No
New prarchase serial nurmiber
number is disphayed ace

serial mumber i
number & Bufomagical

®

is displayed by default. The new purchase 17

ordiag o the onder mumber entered, If an exisi's
# cakered then the details pertaining to that purcs")
Purchos:

¥ displayed in the remaining boxes. The

135 | Page

ials with that order number are displayed in the grid.
Grid

Based on the details entered in the sbove fiekds, the mitenal details are
displayed in the grid, The data in the grid is read only and cansot be modified.
‘Taking the mouse pointer 1o the right extreme of the required columm where in
the shape of the cursor changes can stresch vertical columns of the grid. Press
the kR bution of the mouse down when the cursor changes and drag the
mnblhﬂah(wmlh'ich)ahmuﬁ(ndmhwﬂi)
W'hwiuummdl}wmhpnndmwhw
button when the required width is obtained.

Search Shortcut Key for Search - F1
Search button is enabled if any one of the fields is filled. Left click <search>

W“Dﬁihmﬁhﬂhhﬁd“utkmm
in the boxes.

@
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Sortcut Key for Select . -},

Select id to enable the <Sel
e grid to €02 ect> by,
s S
;'A‘s*;:mw ;HMWMMM in 'h‘i”%pm:
sotoenanctlt '
Do
< ioa Resewal

e perod i diplars ¢
nennd

Start Date
mummdlhepcﬁodhwhidlmmﬁnl hmhm

materials to be renewed nrmbaqiwim

Ead Date
Eover the esding dae of the period in which the material is to be reneived
Shortcut Key for Search - F7
Seach busn is ensbled if start date and end date is filled. Left el

searcte bation and the detsils are displayed in the grid based on the si
e sad end e entered in the boxes. + 5

Search

Soet Shortcut Key for Select - F1I
Caoose the # .
clck <Selo e from the grid 1o enable the <Seleet> buton. L6

il g, 24 1he etails pertaining to that particalar item
songelly iplayed in the Purchase Master dislog box in their respect”

Veader

The defauk name
‘“""“"x:‘:d:h:whi“"‘m name in the vendors list 1
©Fthe box 10 ge the st of the existing vendors

136 | Page
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Category

und&mﬂudﬂdﬂedﬂnh»umhhhdhaﬁh
MWMMWWhuHUy.Hﬁ
oa it, This box is enabled when a new invoice mumber is entered. The pew
xmh&mmwnmmmh

Prof Inv No
The new invoice rumber i ically displayed when the p
dialog bax is opened, In this box only pesitive numerical values must be

entered. Otherwise & message box appears with the message to enter
numerical values. If an existing lnvoice Number is entered thea the details in
purchase category and vendos boxes are displayed atomatically. The vendor
for each subscription gives this number.

Sub Ref No

The vendor gives subscription reference number for all the subscriptions.
Enter the subscription reference number in the box provided for it.

Title

Enter the title of the item to be ardered. If an existing prchase mamber is
‘entered thea the title is sutomatically displayed.

Sub From
This box s enabled only whe the subscription is clicked. In this box current

% i catis done bere, H any value
Muwwmwm‘mh_
ofher than date is entored then a message “invalid date” sppears

Sub Upto

The date one-year ahead of the curreat date is ¢isp!
This box is enabled only when the subsctiption s

i the box by default.
'mmv::nui'

®
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e 8 .mmmn.requ'red l!uyvalucuhu'ha'“
emterest then & mewage “mvalid date” appearn. ;

Dept Head
muwmmwpgmhmeamma, .
" By displayed if 20 8 purchase serial number i, ...
Prew <Tab 0 go 1o the next box, ?
Total Amount

Hese the currency of the country %o which the order is placed is to be e,
Lt chack oe the cumency drop down box and select the required cuyr.-
LS LEALAR or EURO &< ) In this new currency symbol CANNOt be typ:

I the: e b enter Wi wost of the item as per the currency chosen. I shi,

e & numencal value. If character value is entered message “s
wemenal velue” & displayed, thee 8 e

Con Kate
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Rs

Muw:@h:mwm,mw*w
rupees is automatically displayed.

Schedule

This box is enabled when the subscription is selected. Laft efick oa the ngin
side of the box to display the existing schedules. Left click on the required
schedule. Here no new Schedule can be emtered. Addition of new schedule
can be done in Schedule Master. The data is sutomatically dsplayed when 30
existing purchase number is entered.

No of Issues

Based on the schedule, the sumber of issues for a period of time may vary.
The mumber of issues is displayed automatically based on the schedule. For

example, if the schedule is monthly, then the number of issues is displayed as
twelve for a period of one year.

Cushion Days

lfﬁhlmnwﬂmuuuamw&.a.nkcbys_bmﬂ
us from the date of issue. The minimum period takes is given as cushion days.

Start Vol No

it is subscribed only in the month of March, i, from this year march to next
ymnudlmn!:muwmmnmouvdmm
from March nmndmm_mmqurm.mm
from March to December have the starting volume pumber.

v?.?r"\—‘ -1
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End Vel. No.

Generally the isses for the magazines may start from the month
it is subscribed only in the month of March, i.e., from lbism,:::;““fs
vear march then the isswes have two volume numbers, One vofyp,

fom March o December nd the fher ffom Jamary 1o February 7,0

from January to February have the ending volume numbes.
Start lssoe No

Generaly the issues for the magazines may start from the moath of Jayyy., |
i subscribed from the month of May, then the starting issue number i 7,

No of Copies

By default the sumber of copies remain as one. Enter the number of copics.
that item to be purchased,

Costilssue
Mwb;‘m-mwwmmmcmcisdwn
Deliv. Mode

Mode of delivery either thiough airmmai) or sea can be entered,

Chle'unlugouq

lemlﬁuoa“gm,m >
order, if materials grmive wi w."mlaiﬂnw .
e S ey A

e 4
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Foreign
Choose this button and a tick mark appears if it is 2 foreign ceder.
Annual Jssue
the scheduled issues, cortain magtrines and jourmals may relcase
:m‘m‘l‘oduhﬁﬂmd issue, choose this option and 3
tick mark appedrs automatically.
Remarks
ummwhmbemﬁ.
Purchase Requisition Approval
Pur Reg No.
This is the No. given for cach purchase requisition created.

s bt side of the box to get the drop down list of the existing
th_ltklﬂll 'Wmmm%mmuw-m“

Date

opened, The
3 uhﬂmm“mwh
lnm:ﬂlewl-; damhmmmhd‘::swmy
order date rema i‘m".""uw“ o : entered message
m:;wwm"”l""“"‘“’ e 5

N
LAy
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=X, =
ordered. If an existing purchase N,

2 o
¥ (.flht"""“, o ;
“'mz::&mk»moﬂﬂhﬂm displayed
e

Awthr

maferial (Book or Journal) to be purchaseq,
smmwno-‘:;u iseﬂgﬂd then the authors are mmiﬂf,.f
eveong “;""‘” \alue is entered in the beginning, then a message 1)
Mr‘:‘s‘:‘“ : ge 1o enter characters. In order 1o enter more thas ¢,
o same press <Emter> Key.
Publisher
Emer the pablisher of the matenial of item in this box. If numerical valye .
emered in the publisher box then a message box appears with the messy
<esie charciers>. Publisher is automatically displayed if an exisy
parchase senal number is entered.
Grast

Enes the department, which places the order for that particular material, Th
 automatcally displaved if an existi 4 A emem"
Pres Tab 1 g0ty e M:wnmgmbmumlnumb«ns
No. of Copies

By defuke the pumber . . "
“ubuwcha:mma 1. Enter the number of copies’

States

mnghh =

08 4 garticgy pr 9 0N, Where the i
bock $atus of the Purchase requisition *

Approved, Wthem«edhk, Under Scrutiny, Ordered of ™
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Search Shortcut Key for Search - 7

mﬂmismilmmwmaunmmmw

button and the details are displayed in the grid based
s &rid on the characters entered

Update Shortcut Key to Update - F2
This button is to Update the Purchase requisition sent earfier.
Clear Shortcut Key to Clear - FI2
ﬂisbmmismuedwhennuhﬁummmnhiu
purchase number is entered. Left elick on this button to clear the conteats in
the boxes and in the database.

Grid

In this the details of the Purchase requisitions sent can be seen, When the
Search button is pressed, then it will display all the details in the grid.

Purchase Enquiry

All the purchase enguiries can be maintained bere, Each enquiry number will
hold the values of title, author, publisher etc.

Enquiry No

For each enquiry a unique enquiry number will be given. This rumber will be
automnatically generated. The quotation details arc referred with this enquiry
number.

Title, Author, Publisher

Enter the title, author and the publisher details for the material o be eaquired.

?‘Q.VKL" -t
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purchase QUOY

— from different w—v—

s cae he hored bere

Engein N g . ;
in purchase enquiry. The enquiry details

Bac bt m*m“‘“:‘m deail for diffecent vendors wij,

ved 0 4
m 1= the asother gnd.

and related purchase ¢,

Order Now

wmmdﬁﬁlsmmew master. The Siee:
el on deals will b Gisplaped in rogular purchase o
she order for the selectod vendor.

Quetstion No

For each quotation 2 unique quotation number will be given. This number
be automatically generssed. Enter an existing quotation number to view &
entered details.

Vendor 20d Veader Ref No

Enier the veador and vendor reference number for each quotation.

Grid

The s g wil display the enquiry detals like ttle, authors, publisher,”

“W*mwwwm 2 % "
i . il display all the quotation details for
::“““‘“Ymmmvdubedisplmdhmenwmﬂ“

WWwW mrage. in
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Schedule Master
Schedule
w‘umMﬂﬂh\d*dmmwpmﬂwdﬂnmh

dﬁnnwlmﬂhwdﬂ«wmhmmm
automatically schedule type the schedale in the

xWebumdﬂﬂﬁyIMbnmhwdtyshu

No of Days

moldﬁysismwuiuny&sphyduhqam‘ schedule |
gm.msmhmﬁﬁdmmmhmmminﬁbo:
must be numbers. If the value entered contains characters then 3 message box
appears with the message 1o enter numbers.

®

?‘Q.QF’\—" L4
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Cataloguing 5
The folkowing mena appears when the cataloguing menu is licy,y

Ademinisizatar should take utmost care o giving access to this module b

it involves handling the 5
mmm:‘ master datshase. Access can be given to the Ebers

mcﬁo'.
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Material Category

Category 1D
jom of maxinmen (wo
Categon) ID box, enter the Category [demtificarion
g‘mmqul“”“m“

Category Name

In Category Name bﬂl‘. eater the
aterial s o be classified.

category of the material under which the

Matorlal Mastor _
Material Maste is used for adding new mateials such 85 Booth IERE B0y
journals . This is the main form where the 849 SE0S e ey
overy mateial are eatere. Digial Libeary Mol

Links ore entered here.

mfolbﬁqmwmwﬁﬂmmhdw.
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leudmdywniumnmimﬂmﬂhm'
the material are automatically displayed. mluuluadnlninu-ont:n‘
mmmmdemdwtommdly.m-qbwpho-mbuny
default, a new access number appears nﬂevuywim(AMaM«
Delete).

Choose

Click <choose> to reduce the time of entry. If 2 copy of an already existing
material arrives to the library then left click <Choose> and enter the title or
author of the material. Immedistcly the details of that msterial are displayed
on the material master form. Thus it reduces the repeated entry of the same
data,

Title

Enter the complete title or part of the title to be chosen. The details of the
material with that title are displayed in the Grid.

i ide of the box to select a category from the i
unaumlb'zmimﬁmmmun already existe, ’
@whmummh displayed automatically fie

: inter the author of the required material. The details of the mateial wth tht
,hmummdbwpwmmbox s o sl
Dice Call No
Thecent e i storatially displayed when this dialog box iSOPeEe L igaton nuibe of the roqired materil. Te detis of he
mecesary, e ate can be modified. material with tha clasification number ae diplayed in the Grid
Lasguage Grid

. o erials, firs# 3 entered in (e above ficlds, the material detusls
Selct e language of the material. To enter mulilingual MLy - Based u?mﬁmamauumismdv"@“““mm&
m:nhedhmafmmndfoﬂml«ﬁnmm&mk. Wi m"‘:: : wlhliumd““wwh;‘w
Masier availsble in Material Catalogue of Cataloguing e g h""‘" “""“"'»h ’“"‘h.n’,mwwwd i e
Tanguage is selected sutomatically the fonts will be changed into o down when the cursor changes

selected znd later all the entries will be in the selected language: w.'.." ‘.@'.::wmw&)f"”*"‘:,‘: W:ﬂ
keeping the left button of the mouse in

Aeeso 4t Zum.,mn.min"“""““”'“'

After choosing the categocy, the access mnnbetofdw“““'w o

142 |Page Q‘?‘v,.x-«f
PRINCIPAL
M.R. Ambadkar Dental College & Hospito!
Bengalury - 560 005




143 |Page

MATHRUSRI RAMABAI AMBEDKAR

DENTAL COLLEGE & HOSPITAL

(Founded by : Ananda Social & Educational Trust)

Affiliated to Rajiv Gandhi University of Health Sciences
Recognised by Dental Council of India

ISO 9001:2015 CERTIFIED

1/36, Cline Road, Cooke Town, Bengaluru - 560 005

Ph. 080 - 2546 0747

“ch
- details of an existing regq,
sebect " wm"!".ﬂ*;‘:i.l. select all the fields fry, |
St 10 f wof”““m
3 % X :
iu-d:"*“"“‘"“'w
b i ique combination of
i for & unique e
s vonbE TR 4 books with the same author and ;
s Fo ! the same call number but dift,
e 8 o, et lick on the DDC imm‘
ﬂﬁucﬁ:ngmle'sdwmﬂwaﬂmmbu ng to#
:"mm..amww- |
be entered |
hmmmdﬁmmaid(sookalwnnl)m

numbet entercd ¥ sncwmc.menuwu‘tho'tmmahvcm
unﬁmw“' v:u: is entered in the beginning, |hemnm§
:;umtwwmrcIMmlnmweMrmi“
mmmmmupkey.lfgnwn‘m?wmu
cuisting one then the authoes of that p ) are ;
displaved. Press <Tab 0 goto the next box.

Tite ;
T i 0 crier he e ofthe book ot any material. When any chorEE,
estered the already existing title will be displayed and the same ¢ e
selected fram e list_ This will avoid the wrong endries of Same

ferent formss, This title s automatically displayed when an existing 65
fnumber is emered.

Sub Title

This 510 enter the sub tile of the book or journal or magazine. This 5%
i : magazine.
5 automatically displayed when un existing access number is entered-

WWw mrage. in

5 | Cataloguing

Edition

Emﬂ,,.amofdummA If an existing access mmber is
mmthmhmw

Example: 4, Fourth etc.
Place of Publication

of publication in this box. The existing place wil be displayed
mm%muuwdw:mﬂmmum

Publisher

: mmwmdumwwmumnu
m&“mm-mmm.ﬂ‘??’“’:&:
Fharacters. Publisher is automatically displayed if an existing 3ccess
is entered.

Date/Year of Publication
i of joursals or
the year of publication of books or moeth and yeas .
wxmm”:wormmmmwasmy

disphwdifuadaiummm*ﬂismd

WIMﬁM)wIﬂdeMIM(NW)ﬂA
.
ic values. This

number of that book. It sccepss alphanu®enc
m:cﬁwﬂmdyﬂmumlmmuum;m
of pagesis 300, then enter the VA B0

Buuple:tﬂhloul-qbw it 210

materials like technical papers
g:..lndmmomlh value as 210-320.

®

QIQ.VK"" -t

PRINCIPAL

M.R. Ambaedkar Dental Caliege & Hospito!

Bengalurv - 560 005



MATHRUSRI RAMABAI AMBEDKAR

DENTAL COLLEGE & HOSPITAL

(Founded by : Ananda Social & Educational Trust)

1ISO 9001:201S CERTIFIED

Affiliated to Rajiv Gandhi University of Health Sciences
Recognised by Dental Council of India

1/36, Cline Road, Cooke Town, Bengaluru - 560 005

Ph. 080 - 2546 0747

www mrade. in

o ) form 35 the user follow's. If an Sy
e e w0¢ O ‘“",.ﬁn?r“m’ is any pant for that pasticular bogy ;-
her L5 O
n 13
:mm%“‘ deplaved

1S ) o
i al, Generally this is regy
i hat particulas malert quiy
e ,ﬁ‘n‘:‘ of it pa e ber s enteced then the ISBN vaj,.
:'_"‘mm..msdiwbwﬂ
Caede
meinﬂisboxﬁleptojectguidef“h
mml"*c:ma:mhm horderwwmore_unump'@:
L wuy.lfmymmw value is eatered in i
pui':m?-;:? messige box appears with the message to enter characin,
m n;;smbacmaeﬂ is an existing one then the guides of that proj:
are automazically displayed. Press <Tab> 10 2o to the next box.

Collation-Serles-Links

Copies

By defaul the valoe of the number of copies remains as one. In this box o4,
el vases mist be entered. If character values are entered ther
messape bax appears with the message to enter numbers, If the numbe ©
copies,is mate Lhan one then the ccess number gets incremented depend®
mumu&mdwisbmmdisdi@hyed (For example if*

ascess No. is 20 sed i the number of copics is 10 then the new access Mtk
mmmmmmwy.w

Atcessories

No of P, .
il 0% Floppies, Audio Casseres, Chart, Maps, Video Cassette, M

67 | Cataloguing

The pumbers of accessories like Cpx, Floppies, Charts, Audiocasses
V.MWMMnroﬁhmkafmlmO:rmz:

umnmhlmknim.lfaymme mumeral
ismmllmnm:"bummmhmn:-mu:
This value is aulomatically displayed when an cxisting acces® mumber
entered. Press <Tab> to go to the next box. " ;
Link Accessories

mkwﬂlmuhlinkaquormmﬂ,mdwm
pumbers for the accessories will be automatically stored in this box and 1he
accessorses will hold the linked msterial access sunber.

Electronic Link

Digital hbrary is a folder in which all types of files are stored. To weep s
record of the down loaded materials; copy the files to the dgital orary folder,
Choose the category as digital library and enter the tide. Now press
<Downlead Link> and a dialog box with the files 5 displayed. Chocse the
file to be mapped and press <Open>. The path gets mapped automatically.
The matenials in the digital library remzin as reference material.

Web Link

Eater the web link of the material in this box. This link can be viewed in
OPAC search, which will direct to the web path entered here.

Series

This is to enter the series (o which the book belongs. If an existiag access
wm&mm&mwﬁichmmuwkhnpms
automatically displayed.

Volume

I of the w matenal (Foe example
g Mihermtis - Voume 1) st be e, e s umbes
entered is an existing one then the volume is displayed au '

QQY(‘L‘ -
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EM

Jowe N ‘Mmh-tﬁsi‘:mmﬁ«,"_‘.
RSB I ng access number 1 entered they
: .‘.p:;‘ mmsmmallydusphm
o K

e o

5 rdﬂmﬁmmm“pam&_

"n.,nzsﬂ::d“ . booihdaap.lf,nu'umhk:
= e BTN ER e s any pan for that particular bogk,
:;;\sﬁ,‘“

Basm

P nsu,dun‘ial'lﬁsmlbbes:lmdfm..,
s g ool 22

Lacaoes

Zo e e memeer 200 rck number where the panticular materis/
ocme Ths o asommically Gsplayed when an existing access numbe
e

Helerency

L 2 o s bor a0 ¢ tick mark (v) appears indicating that this 5:

s et snd it cannotbe issued. If the box i clicked again, thee &

R Ssappees inducating that the material can be issued.

Wiebsrawg

Lef &

xn;.:::;“‘“mmmimiwiudmwsmﬂ

i 1 g Y- A titetial i removed from the library ifil £
 Wihdezwn then it cansot be circulated o reserved:

©

www mrage. in

59 | Cataloguing

Missing

1t ctick on this box and a tick mark (v) appears indicating rhat s materl
‘l:m’uiu Click this box to avord the reservation of the n:wq n-lend ”

a'yconpllllﬂll

uﬁdi:kuﬁ'boﬂlldal-cknwk(wmlmmsmh

is a gift or compliment copy- —
s»}uu-xqwmww

Subject
Whﬁeﬂdﬂkﬁhm.m&:wﬁmmhm
master is loaded in the list. To add » new subject, enter the subject in the
subject master available in the material catalogue of cusloguing module. Tass
entry is usefid to take subject wise cataloguing reports.

Department

Select the department details of the matenal. All the deparment fom the
Wmiwhlhlh.Tow:medn
Whh&d@tmnmuhhuwmm.m
eptry is useful to take dep i loguing rep

Section

This will displa; the mumber of materials available in the sclested deparmest
fw&uv‘wwly'.mmbnwinbomdlymﬂhuwmu
existing records for the selected department.

Keywords

Enter the keywords to locate or find a particular materia casily
mmhfmnuﬂwbammw*@‘hm:g’fx
keywords are given, it lists out all the materials with that partcular Keywoe
Any number of keywords can be entered. Press <Eater> key if more
keyword is to be entered,

Q‘?.Vf"__ -1
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Abstract/Article > e
meﬁmj«mhmdmmm in “"'Shm,\"y &hm“““w‘wﬂm“*w,w‘”d—“
characters can be entered i this box. It remains useful at .,,,,,n";n, InihiebOr
for a particular magazine of journal or technical paper. . h‘ ; L
Remarks Examp
gill No

of B Jaaleibal Coa b Sane. (TH Seeroaaify the bill number of the materia) can be estered. If an
information about the material if required, in this box. Sk :g:ulzwmm-w«h‘ is-enered then the bill sumber, if any, is displayed.
o Bill Date
Vendor

N with the
Enter the vendor for that purticular material. 1f an existing purchse s -mﬁdm«mum-b:'-;:‘vub;wv—m*m
number is entered then the vendor name is displayed automatically, Viss wﬂns_m”“?'d“‘:m ically displayed.
name Is automatically displayed when an existing sccess number is mi number is entered hen this s
Press <tab> 10 20 10 the next box.

Sedoct Mmmu‘mamqwﬂlhwm
ﬂae::uymnr.m-ndd:mwmk"mm
Purchase SI No availuble in cataloguing module.

The purchase serial number of particulsr material is to be entered. 0 9 Sou
uxisting purchase serial number is entered a message box appears wih |

i ich is the
W .vhmmmul.w“
s Paaae Orte e o o T | Sl h et ol Sy o, e

¥ if the purchase serial number (s entered. conversion rate r that currency is displsyed swtomstically in F5% BT
Dept Head | conversion rate can be changed but it is pot advisable. If thi

Separtinent H "“hhmiﬁd.nhmummpo-mvu-mmm
T —— y . v Cataloguing menw arnd modify the value in the master database.
T is automaticalty 4;,,,.;;'::' '::' places the order for that particuar

an existing access is entered.
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"'"“ RS i displayed, F | oot V. Harwere s b cam s il
By default the Indian currency RS 18 Gisplayed, For other gy, changes I ronce value.
on the price drop down box and select the required wnu.cy(@;”"t, 8 NI P
or EURO ctc.) In this, new currency symbol cannof be tyne ] Shericwt )
5 y when an existing sumber s enered. D:'I'h
+ box enter the cost of the item as per the currency | wbﬂ““ + particalar tem from the materal
:’:lr‘::mal value. If a character value is entered mm?‘;’:;h? ‘2&” Dﬂ" aﬂn;ﬁlﬂ ot o -:‘::"‘: :
appears with the message to enter numerical values. = Wf&k'w"""?,&"”“u.umh o
bare option. oy the fast iten
Rs il 105 s s ke e
Price in e dleting 1 ek on e b s
Based the amount cntered in & partieular currency, the olal value "”a?nt&""““"”‘fzm
mpecsisnmaiullydiwlny& """.l ,’,,,,...uww-"“’“ -
Shortcut Key for Clesr -
Discount and Discounted Price Clear Y i ——

p ’ button
Percents, scount offered for an item of group of ilems cx Mcuum ‘o the selected category
mcnd(‘)effw':m&ls 10% for all the items mentioned in the bl fies s lenﬂ'ﬁ"""‘“

st 1 ~AlX
discount bolds good for cach and every item mentioned in the lis) 1 Mﬂ'lﬂﬁ'm
- d price is displayed di d price box. Exit sl R
Left elick on Exit button discard the g
Add Shorteut Key for Add - F3 et

is button i e i the ocess number in the box isanew oo Lefdl o coigg
:r,‘\dd hm‘::?:bldd the new item after entering all the details o(lk:;
lkmpedvcmmwmmimdwdformﬂmm* Add label
nmm&a.Toddmyumﬁﬂiiumwﬁlldw.wyltyM“ : “M”M.th
0|hewi.ulminmge!oﬁllﬂwmhsingdadlsudﬂv' a4 Thisbuton

Nng.ﬂlmmmdwedundmmmmnumv%
access number box. Please don't increment the access numbers Ut Add Box

mm-ﬁkm’l

i ile desigaimé-
m y laes i box in the form, whi
P e e o 5 | it

deletion.
Modify Shortcut Key for Modify - F6

X A
Thhbuwnisaubledwhmmahdnnmmmwnﬂ“;f‘“g
modifying the required details, left click on the modify buttos,

?‘2.?#\—‘ -t
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74 | Cataloguing Y 75 Cataloguing
Name

i thi RPN et s Fekd. This is the maximum lengh of
Enter the Name of the Box i this ficld. This optioa will b 4 Lo of the Box in (b i valuoe shoold be 8 posiive
Box. Label will mwc:':-mgmmw have cw-?,}?.,,p g 196 ME LS whibe catsogeieg. T 2156
will become the field mame ayed in all search oy ‘_,..w--ﬂ'""

pomerie V2
Caption O“”‘c‘d ‘-_’_“-t-—n
Name of the Label in this field. This will be g, 'mﬁl“‘*‘ Cancel to quit the

mﬂl‘muwbﬂmdickwlkhﬂomhﬂm Seplaty :‘:'”__ogpd‘“""' et
Fiold Tag Update “h“wdnm-ﬂ

w0
the CCF Tag for this field. This will be integrated with the g, | Click 0N -
E:;u Tag Seni:‘gs available under File Module. The tag can be muqy)  positions:

Iater in file module. R . -
o e s e L

e I u-'-e:w”i“""' chicking.

Enter the Top position of the Label and Box in this field. This valo: stok§ <% 5 Arc

2 positive numenc vai At "y . .

- |.Msuuw“w%h.u_-mﬂ-

s o P cannot be
Enter the Left position of the Label and Box in this field This value shoed aaded hers, New subject
a positive numenic value.

DOC Master

Class No.
Height

- sen for s pasticular keyword
Enter the Helght of the Label and Box in this field. This value sheuld This is the No. given
positive numeric value. Class Title g
mﬂ“ s

Width I i bt b, he title for a given set of :
Enser the Wdth of the Label and Box in this field. This vale shosh! -
positive numeric value.
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Keywords
In this. the keywords for that particular title is 0 bution
ﬁﬂmﬁermemimﬁulkmumw&:;‘dn“""hhh pomt SI2¢ s,,....mvnmh"'mf"“m".ﬂ
B he setected Fort B ot be cdited. To Change the font 5¢
Ignore Keywords display PETS: Cl1 select the required size.
choase b
This is 10 ignote the keywords typed in the text box, A paer: settings
selecied and can be ignored. In Material Master based o e gy ot MM T e dymamically for the Material Master form 35 pet
wﬂlbtmednmmly.mmmhremw?‘ muwﬂ“ﬂmﬂ”;hdﬂhmmum
while generating the Keywords, o W’Mm w-ﬁi‘"‘“"‘“’"‘“":‘“m
Lan A hum““‘““whlndthﬂmw“amﬂ“u
quage keys. wm”.‘uﬂum—" <5 with
Click on the UPCRE e sequential order. Each user should login
This form is for Mukili i defete butten i tab settings.
‘l;! o;oml:o Lngual Cataloguing, Enter the Langiage and schs, {hair username to arrenge their own
Language Move
fiss, Selected the ficld in the list
o is to move the felds up and down ia the P85 BEEEEL Ly eld uporands
sz&wnmluh«sfwu Add burton will enable for new lingage :;. cbcﬂllﬂ:n%rwmh;-b:nheﬁl&“m This
e butt il isti i = z
on will enable for existing languages. mdm"k;mumuumumu

Cheose Foat Key for -F3

Click e this button to update the armanged 1ab orders for the logged user.

Momber Catalogue
Meinber Catalogue is further classified into Membee category, Sub Category
and Member Registration.

Click on this burion to select the : :

% corresponding font nzme and size fu®

:xa‘;”' A diakog box will open and display all the fonts svaisté

the Conerm. Select the required font and size and click on OK button, Cid
Bution to quit from the Font dialog box.

Font Name

The selected foat from

here. 1 This a’;mm be m"" Font dislog box of Choose-Font button will 151"

butios and ted. To Change the font name click on the B4
select the required fone,

?"Q.VFL‘ -t
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[ VerteDnia ) T
M-u;.“.;w
N-hﬂm' iy,

Member Category

Members usually belong to different categories

it b ey 2
jongs. Al ignations and dye iy

entered here. days, e ‘*ﬂ‘wh

Category ID

Enter the Category Identification. A maximum of two characss
for category 1D and it remains unique for cach categoey, Press <Tay.,
the next box. If an existing Category Id is typed them afl the details pen;
10 that category will be Joaded in their respective boxes,

Category Name

Enter the cétegory name under which the members are 10 be chsifd | o]
displayed in the box automatically if an exsting category 1D is eniored F
<Tab> o go to the neat box.

Fine Days

This is to specily the fine per period beyond due date for 3 catpe)
cﬂckmﬁﬂuhmﬁﬁon&w»pmwﬁdwmﬁm&!
a particulsr category. By defiult the value in fine days is daily.

Siab Type

After due days, 2 duration iuimwmlhm‘-llwilhmminuﬂ*
‘That duration s termed es stab. Slab remains differeat for differess c3¢£7
After the slab period the fine value is increased. There are two diffesss!
types viz. One Time Slab and Progressive Slab, One Time Sfab &l

Q?'?ﬁ\—( 14
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Jourasl Dot D3 g FlafEstended Fine
w_mma.ymwfwmehmls

> increased from sormal fine. The increased
Reservation Cards ““":‘“i‘;im:wﬂlh*ﬂwtﬁhh
reservations allowed fine i posiive values shoald be enterod. Otherwise 3 message
This reresents the 00 of . iy 10 o e 10 ente poitive numbers
Fist Grid s e o 44 o mare £
cell to maxify the value of the selected cell

- i i i Click on g5y
i Grid s used to select material categories (e.g. Books, Digital . Note: Double
’ :d,&mwfwﬂubﬂedmmlumq.uw‘
smount, Extended fined amount. Second Grid
uwmdhmmu@@nmmmu
Category Band o hm,ﬁd,muhm‘e’uﬁ;um&a—q
2 g mousc pointer 0 extreme of the reguired
I this Colamn double-click the current cell then the combo sppears fie ﬂ”ﬁx&mdmmmummm
which user should select the material category. Press <enter> to focus d":ﬂ"mmumdm“mﬂ-hmé—w

: , left (10
oo 1o the right (o increase the width) or 1 the
e o iy b keeing the I buion f e mouse i prsed S
Due Days Relcase the mouse batton when the required width is obtaiocd.
i this cell enter the o of due days allowed for the selected mifersl i
Th can be ehanged and there can be different due days for differert Member Sub Category
categories. In this only positive values should be entered. Otherwisc
message box appears with the message to enter positive numbers. Sub Category ; .
Press <esser> ta Focus to the next cell ey muw«ﬂ"‘“"’”:‘“‘"m
) e Sy e i ' e S
message bax appears . at the right
) o Py muwmmm g
In thiscell e o nomal fine amount allowed for the selecied 7| besigory o chosen o 1 VU UL iabied d Delte butos 5

20ry. Thisis 0 specify the fine per day beyond due dste for 2 %
By defauit the valoe ; P and il 7
ifferens o g n the fioe box is 0, This can be changed f

g SR
mm-b.w":m';"mmm“mﬂ,,n Membar Registration e —_—
Sumbers details members

Press <emee 10 foeus 10 the mext i In Member Registratioa, the personsl

)
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%% | Cotepening | 53| Cataloguing

mMuMﬁ"‘w’i“
categony of the member et Sk 08 RELE e for hat

- Sub Coteg™? & ide of the sub
S the right hund side of

i choase thesub category left click O 8 BEL e et the sub

:!'d"l:u" i “M"’bww“ Jist. This is automatically

Lot cular member from
¢ "?l."in d;';wiAbmd

Amqmm!bqldlsmmiﬂmemmdﬂnclibmysy
new member id is displayed. If an already existing number is cones)
1 RS ically, Only =

Py '

detzils of that parti member are 1 Address

values should be entered, Present Address z0d Permanent
wmmdﬂnmhlﬁlyo{r-

Registration Date e i lIm‘:ﬁq'“nj,‘mnu]lyvmmedﬁum*ﬂldﬁ

Bl is displayed scally. ue {OM), Phone (Residence) and Mobile
- e e i S 2 g
Enter the name of the member o be enrolled to the library. Entes ¢

age 1o enter ch: \
When an existing member id is entered,  Enter the emal 1d of the member. [f an existing member i is entered thea the

- email 1d s automatically displayed.

Q‘Q.V(‘\—‘ -t
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" g6 | Catalod
ID Card Number

; A Valid date
Enter the member's college identificsr: M'““'mmﬂ*ﬂ
3 Otification cang . (he member.

sutomatically displayed whenauexmm Mbwmr‘:::‘k T, ) for s more than Z610-
ID Card Date il

Enfalbedauoﬁmofdiecoﬂmmm
This is automatically displayed if an cxisting

Gen. Cards

This aepe
mcmbﬁ'ldiw

by dy.
Mlcesg

Eua&emxiumnnld:uofilamammberm

3 ke 3 et
numerical values should be catered. If alpha characters wpe .. ™ 4 : entered if the
. are ¢ (he membership: This date i < thi

message box appears with the message o enter numeraks ok : j\ d M‘”" rwmnmbﬂs"“’
SCST Cards .
&mlhemmmmdimumrmmmnmﬁ
SCST books. Only mumerical values should be entered. If alpa ch values can be
entered then 2 message box appears with the message to enter numen : ‘mmﬁﬂ"‘““
— e b member, Otberwise ¢ & messags box appears wilh
Enter the maximum number of items 3 member can fake at  time 53 ! .
Book Bank books. Only numericsl values should be entercd. If
characters aro entered then 2 message box appears with the messige 10
BB Amount
The t0tal Book Bank amount will be displayed here. The Book Bank o7
wluben&mfwﬂ!McmbuClewyfmlheMClw
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Date
Thecmtdueu:llomnicaﬂ i

ok y displayeq i ey s
If an msd"s existing vendor _nmlx:bq is fﬂﬂ‘{"{{jﬁm. cant»e! in this M.I:uu
modifcatons can be done here. 1 % 5 o B 00 e 122558

", ’yle
Category | Address veodors cserel
Category is fusther classi vendor : b = " ’ . “
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Membership Expiry Roport
I 2 particular period the detaifs
v of
.':"'“ 15 §OMINg expirad can be ..‘,;";:"’;“ hise vaig, |
o " M hard w:, g .
2y
Cartegory ~

lnm_hxmeulmqnmngmﬁql s
FONES are sl d then the rquired fields to be +;

Start Date

B_rd:bulndu:thﬂ'ummhbqhindﬂiecu

dialog box is opened, Left click on Start Date mom::'r:

memslhmmdnwwm-ﬁa&whwh

g‘nem.d.hnschbnogomnmbu Ff @ valid date i not evtessé iy
bonhcnamcwbouppmwimmmnwmmevﬂm

End Date

By default curren date uppears when this distog bow is opened. Left dick o
moymmcwmm<msmwmmm4nd-m
5::’;::“'“@0" if ta be generated, Press <Fab> 10 go 1o next box. 14

© noe entered in this box then a message box appeass with the
mesige 10 eater the vabd date, s

Select & Search
This field is to search the material through any field available for search TV

first field contsins all the ficlds and the users have lo sclect the respectite
field and the text has 1o be entered in the next empty textbox.

WWwW mrage. in
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suart Dake . when this
= enomth behind the current daze appears A

sefault a date that is 4ne ‘Start Date box 10 change the date. This
! Let click an 2 or Which the repart is to be

mmhopned' o :
i m!:e‘l"::‘?id::mnmm. lfavdiddmu:m
“Mﬁmamwwmmmwm

Ené Date
By default currest date appears
émnmhmhm-

for which the report is to be
valid &te is not entered in this box |
message to eoter the valid dane.

Subseription
jotian, then choose

1F the material added is an item purchased thnigh subss

lhisovliuudaﬁekmukmpmmwbo!.

! dick oz
when this disl box is opened. Left A
mh“n;”‘*ﬂlhlﬂdmd'v.“
Pam‘l'n»mpwmbmlz
bem 4 message box appears With

Schect & Search v
el avalsble search. T
This feld is to search the material m«h;:;‘:...‘.', select the FeEpectivé

he fields and the
o B

Budget Repont sar pricd, The deuis
In this mmww“"“ﬂ"me
Caneiter be viowed o if secs 4 P!
?.?.Vf“"—_'f
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Departmen; Head

To cnab,

the ¢ t lhls(. ﬁm. select the oquired 4

10 choose the um“"f’“,'* Which the elds from the el
lhede’. Wbﬂx. P “‘“‘"‘“"""Mlm..?"‘“‘%e.._“‘;a.,

www mrage. in
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cortific < semster exammnations
oo 3 issued befoce the
w No Do C‘f‘m“i,:i:m‘ o the members withost any dees.

iich No Due Certificae should be graesated

To
ember 10 ificatz should be peoered
H m.‘hNoDm&mflu! 4
Amﬁ::‘mvbﬂnﬂ meﬁwmmmub«-m
e e ember '

Dte
|n Dot b the date on which 1
G s dsplayed stomaticatly.
nedified.

ol inder for Books

18 tssved j.¢., the currest

lic No Due cxfificsie 18 W80 Tl oot be

I remaing dissbied

o e i
Select & Seqrch " .
This field is to searc

1he material
first field coneains a1 enal through any fierg
the fi Mvailaby
field and the text has to be a::i:: -:‘"'ﬂm have to m:.'“.,;“"“' The

Zo Xt empty texthey, e Pine
For each matenal,
using this form, cotmltps cand (e AACR Casslogusicin be beaemg

Access No,

In this text bax, Access Nos of different I3 can be entered occoding b

the example shown above that text box. 2

Print Shortcut Key for Prin - F4

To enable this box choose at Jeast one field. If the peintes is coanedod 1 the
system, click this button 10 take a report of the contents displayed on e g0l
‘This printing is desigaed for any B0-column printer. This can be easeaded 0
130 colurnns on Tequest.

Shortcut Key for print preview 12

Priot Preview

. g

The detsls of the materials that ome issucd WiSh B85 000G, iy refded

A pert 5 2 e ‘pé';,'mmu i ::ﬂ*’

P D s et DL

m‘“‘&wiﬁd“mdﬂ‘m

Mesber 10

Ester the Membes 1D for wheeh ™
Start Dute ol
e R ae o ""‘”.W'

mm'““'"” @

s bes®

Mubc!"“".’

?_?.V("\—' -
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End Daee

Tnter the end dure 1l which the reminders
matenals. bt accepes ondy date format.

thm‘whum
Reminder for Books.

The desails of the materials that gre issusd and
m-ﬁuﬂehm-!x-wlh-pnwm

retumed
amount o be pad i also included.

0 the |
mu-uwm

Member (D

Enter the member 1d from which remi f
- reminder is 1o be seny,

Enom the sarting date from whi

el 5 I:hlhemln&nmbem.um
Lne Daee
E :
::‘:t‘.mn.mnnumn.muaswuma It secepts onky
SO Despatch
sm..samscm...m

oF keformanon. i
mnmamw”.'.::“l-‘-hh-md&mchum
Start Dase

Enler i aming duy
only dste Torma "“““*m‘wwum Tt acserts

wWw mrage. in
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fnd D

wmmmmwmmsmmswbuulm
wmw.

Cabvgory

mmmmmmmmmmﬁmmmmum
1o the required member.

Fino Coltaction Roport

Tepert mbcu-dmwwmamlﬁndm.mat i
mﬂdnﬁdblk concemned mthority as specified in the “addms
fiekd
Ax un Date

i i The

defanlt the current dte bs displayed when this dialag box it opeoed.
ahmmmmuhmmumunmm
message invalid date
Address To "
Enter the address of the Mwam-—wvw“ =
collection repon is o be senl.

Print Receipt with
colhecing e fiee

As 8 proof, a receipt can be givea 2 the ST e e pad

the details siich a5 amount sellectod.

value other thas the ...m::l

with the message @
Q‘Q.VF’_' -t
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mgw
Amoust (Rs) garcod width )
l”-memlpﬁdsﬁnen--hisbumlfanyvdueod.mhmm muwmgamm-wh.cmmm.m.,.
i erered thes u messape b appvars with the MESSage 10 enter muperl ™ e irement.
il barcode width
Esier the parposs of the fine collection. 1f it is for the fost o..mmwnloul‘h narrow.
reasce i this box. m“"“‘h Lef click
i Regulsr
Priat Shorscut 2 .
Key for Print - g Mmmww|pm|hhwkmdhnnnﬂ¥mﬂyw
To cnable s ban chooss ¥ Jeast vee category and one fiokd 2nd also eaye :’Mwmkmtomm.

the starticg and eading date. If the printer is connected 10 the system, ek
m;m»mnmormw&:ﬂuﬁwnhmdnhmw
umw for any Bllcolemn peinter. This can be extended to 130 columny
on

Print to Flle Shorecut Key for print to file -F§

To easble this box choose a1 Jetst one and one fleld and also eoter
tmu-ﬁ.mawmmenmmmdinmmnmm

1D Card Genaration

The 10 Cankfor e s with b b
Member 1D

E-wa-mm;.d..,.‘ o

B¢ eneried. Follow any ons of e e <" 4 f0r which the 1D cordis to

other than the number i § Biven above (he

% enter sumbers, “““""llﬁu%m € the box. If any value
Appeans with the message

183 | Page

Wide
mﬁclml&hmwhmmmwm-ﬁk
Shoricar Key for Print - F4

on request.

ey far Printdo file - F¥
Print to File

Shovicut

field and also snler
canegery 3 000 oy in thedikog
To enable this box choase o ke 0P FEE0 Ly o di be file can
date Emerthe (1O g cikod Norw e B 20

starting and ending
&mwwu:*"*“‘ sk 26 pET WS
viewed, edited doxumes
e avedinthe fom o 45
Barcods Generation o with the elassificution umber
- Im.hﬂ"”
The barcode for
and the socess SR
~
Q gV T
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e sde WiiR
of the masenal muest be entered here, 1 e eiaed ot differont widkhs. Choose the requised walth 3 e
the acoess mamber i esscend then 2 messape A0Y ¥alug oy | purcodes M8
ewler the correct sccess mumber. mw“““"'hem“,:: coquirement.
Call oo Nsrrow
this button to 3¢t the barcode wadth namom
Displayy classificanion nummber slong with barcode Ll click on s
Name Regelar
Chick this mmmwmmmhm:ew&mmumwms
aption %0 speciy the name as well as placement(T b haacode widlh & set to regular.
By senisag this option. it Displays material mame along with borsete "
With Lege Wide
siays barcode mMm‘mmmmlhmﬁviﬂﬂh
z e Shoracas Ny for Print - F4
Print
No of rows -
Tomlcmmmmmwmw;ﬁ’:@(u
Sets 00 of rows per : date. 1T the primes Tl prics
P mmmn";’h"‘m‘dmmwm:m o
s batton *
No of Labeks ::"W":m-’mmnkuk
detaul on rogeest. i
ﬂ’wu ::,",',"""""“i” In this box, number of the kabels requiral s Ky for Prst /4
- W pamcrical vabues we not emsered then 4 message box Print to File et e akio s
Ekage Lo wnter numbers, oty o ¢
= - e To caala s bo choss aLISm 0 ST gy i e R
Skip Labeto ': lo MMN‘""W*MW'W 8 =
s that agenes o e D€ 610 WL g s e Cblen
lnm-mmmmmmm&mhumu‘m. bem-t:l'vl::::sm“r‘.dw
wre
Example: If the value entered j . ) teports
M!Mhbdllmlnvuﬁ;&w"lo““ﬂ-hmcuchw
|
1 -
?.Q.Vr"‘_"‘f
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Statistics

Ia Statistics mea, graphical reports can be taken for snakysis
depicts the flow of dats in different i o N
ka1 digiribution e erent forms such as member

Member Distribution
Poople ges enrolied 1o the beary
frequency of member dstribtion

members at regular isservals. To know the
willlzed al different inturvals, this graph can be

Matarial Distribution

Materials are added to the Kbrary w regular intervats, To know the frequincy
of addiion at different ntervale, B roph com be st

www mrade. in
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MIMW

wise

W WMIMM“MWMWM
poois 40 5

ixls im the Sbrary belong 10 different departments.
‘5o the maresials ise materisd distribution.
Lepartreih- S know tlie geask wise

welize

sl Demand

5 "

",',.mpm Tibrary. 1t
e malcrials (et 250 heq?mly Iuken from the

m -‘ﬂmtu:mu orders for those materials.

Bast Readers
mm&wy-umn-ummwmdmmmz
Sack status

i o
nnwhmhwﬁhenock stutys such 3 ST, withdraws, 2 shetf
Vendor Rating
mwﬁuh)smmu-mqunmleme veadons
Missing Material Analysis

I gves the
This graph can be wiilized for amlyzing e (issng maserials
matervals missed at different iarvals:

Circulation Rate at differeed
T e playsthe rie o etion o S
iervaks of tme.

Q.Q.VF‘ ¥
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Matorial Expanditure

Thes praph desplays the semnt spent
categonies m different intervaly a‘ﬁnm Purchasing the ooy, 91 gy
Department wise Material Expenditure

This graph displays the aemount fo
purchassng the materals at differens xm,' Imdividual Hepartimegy, ™

Budget Analysis
“T:n;vz:ph uplays the budges allocated waimmwnam,.,

Start Date

Extes 1be starung date from which 1he graphical repert is needsd

cally date formas mam-mxmummwuueﬁ;ﬁ
appears when this dialog box 1§ opemed.

End Date

By dedalt currest dute sppears whea this dialog box Is opened. Chings G
end date till whach the repoet 1 to be generated. It accepts oaly date formes.

Category
Left click ca the right hand side of category to get the drop dawn list of 2l
the existing csegories. Choose the category or which the regor i % le
penerated
Interval

hﬁtlckenlhcdghhmhﬂeofim’nlIoge(lhe&wmhohﬂli‘
existing time intervals. Choose the time mterval required in the graph.

WWw mrage. in
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”nﬁl.ﬂ"
|“,¢'Mmmxxl«ﬂuhnuduhdmyy Increase ¢

This & u:h:“‘:“‘“ i this b, sccontingly the graph also changes. If the
Jﬁ,.d,;mew-mm

Graph TYP€

cmmtypcofm;mkmd feom the following.
Pie Cheart
u.cuy:mmmmledmmrmnlpiem
Bar Chart
Mmmwmlhﬁmofhlcm
Line Graph

Hete repoets ate generated in the form of line graph.

Sart
cifber in the asoendieg

The bars displayod cam be quin
or descendiag onder.
Nose

| chasen I 15 po

mnm:mi-"mmym,m»m‘

Ascending
M&blﬂﬂ""“""w‘m
Descending

codisg unket.
MMDF"W"M

?_Q.Vr'x—" L4
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© Number Format Shortcut Key for Exit- Al X
it
I'Mwitpﬁmm&‘wﬁidﬂhﬂ&spﬁy‘mgm« @ Mwmwwmmnmw,m»mmuw
HHH{‘ <l
Value rl:*wl
To dispiay the valus, choase this aptian. Graph Types
Percentage Pie Chart

chast is chosen in the graph YPe, the fellowing grph

If pie

Yo«ﬁwpbymevd-inmdmchonu this optan.
Print Option

Choose this for the type of print oul required. Choose Portrait ta et the prire
outin that form and Landscape 10 get the print out in landseape formas

Disptay Shortcur Key for Display - F7

After entering the dstes and choasing the other options click this 1o see the
f.:t:slnmw. Print and Save button gets cxabled only if this buson &

Print Shortcut Key for Print - F4

Yomlelmsbm,rndidlhﬁsphyhumlﬁbe rimaer is canpected

::ers:gmgmmmmmmofumswmw'*
is priniing is desi 80-col T be

wmmmmu%ﬁ - e i

Save Shorscat Key for Save - Fi

To erabje this button, first click the display
L button. Click this button and save
the bymnnynheﬁlemin'h&ulonbmlhlw-
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Bar Chart 11
The following graph appears if bar chart 5 chosen $9°‘°"

scarch menu Is chcked.

Matarials
—_— Mterials, the itzms are searched x:::‘& ?i:u::’:-‘:l
e i te bon amd sccending 10 W S0t o sd K
zearched with different combinaion’ sumber of S edon
iy W 1 e e
the grid
Select Flelds fiekls bax oo By 902

.dﬁ,«unsl’“mmnﬁ“m
To sl s, ko2 01 e Tl D . O
and a tick mark (VRESC 5 qu @e (0T e searsh an B

be view W‘““—’,:‘mli“l"‘“w“

e cne feld sl

)

QAQ.?F‘L’ -
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Select All

To select and o ved all ol "

Al he gy, T 1 the s ik this i e
e

Deseiect All

hldkkmﬁ;hmtommnuwhm‘
Query fields

3:,@.:. &umkmmuhmmmmkm
ootrespanding fel i "
m‘km field can be selected from the iialuﬂq:l;mu:'bleu"mh m'ag\“"
oo mmm.mmmmwmmmqmgn':
Category

Emihmmmwhikw:ihumhwbm aterig

hile All

Wumsnmyuwwhmwwmuhem:bnm-k

Tile

Authors

Emer the

Muhmmu 10 B¢ searchiod wnd displayed, Use “+” for in-depeh scarch
m“hwmbm.mhmhwwr. Full woed
dn e - Some part of the wesd s also envegh to search

™
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= i i 10 be searched sod dplayed
e

ubiishe?
:‘W e publisher 10 be searched and displayed.

Keyword
w“u,mnwmwmﬂﬂmﬂ

Acqess Number
Wmmmmhwﬂdﬁw

Calt No
Enter the classification nureber to be searched and dipliyol.

Retrievals

2 - I rermins
It gives the total iber of manernls dispiayad on B gt 1t
disabled and it casmot be modfind.

“extrerne of fhe requirsd Sumen
o ko K e ertical cotumas o€ the §18 BFE 0 e cight 2
chinges can o M‘"‘*‘;,m,"u«t""
5 M »lhelﬁ“lﬂ"""" '~nmm
lmmmﬂnwlﬂh)“mwm. feleass

?‘Q.Vr"\"" -f
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Search

e Shortcut Key for Seanch .

1 butian i enabled only if at Seast

ull the detaits press thi 20¢ of the baxes iy

e, PUMOR D Sear and digplay g u%m‘?,,""‘%,
n

Store

llnhaﬂvmixdwwq.m.umﬂ,n‘

bkt
""'““""‘”‘M‘hmummmm Mn«fm,,‘mmh
&mmwmmﬂwmm&“m““’lﬂ.m&
rows neoded in the print ot are stocod.

Print 1o File smukqﬁvhm~lm-n
Y_n:mﬂeﬁu’abg,ﬁucﬁdlhmntb
Al:_nuay in the dialog box that appears
clicked. Now the file can be viewed,
user’s requisement. The reports are

ultom. Enter the file name ane

: mnumﬁuwmmu:.m'"f,
Wndhldﬁovyulhelﬁmuw
saved in the form of word document
Print to File Options

mmnsumemc-hwmmmmummmum
followsng formass.
Single Columa

Cim!hilupﬁu\omliﬂmw-siuiuadumm
Table

M‘hisopmnmummhuum
Chear

T3 button & enabled ooy If a1 least ooe of the bones is filked. Left click o

72
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and ol from the dstsiase.
el e detals i the baXes
1Hs

fait — wému,;wﬂwﬂkmﬂ!m
Le <

e

saarch for Uniaue THe

from which the report s noedad, It accepts only duie

start Dote
o Debind tho curent dae appears

et ‘h:};‘::.lh date that 18 one month

i dalog b0 1

Fad Date .
Gelault wm-mﬁsﬁblhubupunl-w :

:‘:ﬂmﬁ;w rmnimumumuyuw

Select & Search

e comtaas al the Tids aed the usces BUS 15
fiek ama the text hias bo e

Titke

be
hummdmrﬂ"“' 3 .,.»umched.hu 0
| , which

Pablisher o one fakd Tox homs ol

et one SHEE the pebiisber V%2
e T
m s ba.

)
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Calt No

To enable this box choose a1 beas
selocted catepory are losdsd m ";""’me‘,“ I 0ne fietd. Ty,

entered i this bes Whmo..&:;"wn.
Author
To enable s bax choose # feast ane

Calogory and 2
selected category are loadad o field, The
oven in this box nmmmmﬁlhmm
Vesder

lnlﬁ.&g-n-o(nennd«hamhenw.!'o-

Unique sitles will be displayed in the grd. this particsdar venge

161| Search

Shortewt Key for Display - FT
i,mmlhmludmmhlnmwl’omyu
Nm’w“:hm ane citepory and ons Mldudaln'mu&m
his BOS " ¢ displays tho materials added 1o the library éuring that
be fields vleced.

Shartcur Key for Seve - 8
This e buion s sed (0 save the comsenks prescet in the grid.
Yot Shorreut Key for Exit - Alt X

mm»mmnmmwwmmmmw
o box

Topsrtian: Neof Unique ‘Titles
3 - " & ke for certaln tithes. This
hmumnwh:hheun.uw Mnmlmy.mm'nm:mnnﬁ . o e K
Bocause must be swmtioned peogerty, i mmrdmmnﬁuiwm
d"‘hmmmlmkbﬁmm mm‘
o= o N of Copies.
Select this option to get al the relssed ace y i o T
o 8 umbers along with the unigue Generally in the Tibrary, more thin coe copy is availible o SRR B8 Coy
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This box 15 enabled whea. ot least oue field is selected, Enmer the purchase
nurmiber 10 be searched and displayed.

Category
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searched and displayod

sedsce transactions, the Seire felds sosel, The
..sani"'“‘ mem”"" archel with
"“Mm)' mWnﬁmnnm\hMmmh

Jagic metmber id o7 nAME
Membier 1d

e
mmiaaﬂ\d*m""““"n““mm
‘e seached and displayed

memheral 0

Name

T box 35 enabled when ot |
seaeched and displiyed.

Soarch for Reservations
This menu hvﬂd'ﬂwgh

10 26
et one feld i sehesied Erpes e

:r--un-"“""'“w‘

Member 14 'M4mi\¢""““'

il
e
Pt M@Wﬂ#
‘::.‘,:‘..Mw“

@

Q‘Q.Vr“\—" L4

PRINCIPAL

M.R. Ambadkar Dental College & Hospito!

Bengalury - 560 005



MATHRUSRI RAMABAI AMBE

DENTAL COLLEGE & HOSP

(Founded by : Ananda Social & Educational T
) 9001:2015 CERTIFIED

Affiliated to Rajiv Gandhi University of Health Scienc
Recognised by Dental Council of India

1/36, Cline Road, Cooke Town, Bengaluru - 560 0

Ph. 080 - 2546 0747 www mrade. in

166 ) Search
Ly vt has fobe seached.
Name 1“...reciu:orw"""“""“
This bon is enabled when o least one fikd i selected. | == pudgdt
and - Entor the 1 fof deparmenis.
searched and desptaved a1y g sowch 'mehingwﬂﬂwm““m
Reserved bur Oe Shdf Traeer
Click this aption and 1 tick mark appears agaiast i Departn®t capsgory wed coe fidd. Hone the
el thar ae reserved and are 0ot on shell sight P 41 e bl ths box Shoose b 1008 FO0 v sarched sod displayed Lat
. I sirody exisieg
Search for Periodicals Not Received ':d:mafmwmwnmmomw
ek o0 V8 T ot 10 e acarched from he i
This e 3w for searchisg foe th periodicals that are not recelved on pusC
dalivery date. B osrch for Holidays .
is
The
Start Date This men 8 sed d‘;‘m"g,";ﬂmmwchh stick bohotidy
By default & duse that is ane year behind the current dile appears when this "":‘..I'iw-u dirplayed. Pt m&:&s“
dialog box i opesed. Left click on the Start Date box (o changs the dute. i speciied dane. To etes buth e dases & S o e dates gt
This date repuesesss the warting date from which periodiests st e ot o trap daw o appeors with an option O5SE T ipe x
received has to be searched. Press < Tab > 10 50 10 next box. 1 n valid dane s e for searching erher one of ¢ <OUEEL 20 et e day for s
ot entered in this bon them a message box appears with the mesps 1o rrer ‘which the botiday s 0 be seurched B8R B gy o will i 21
the vadid datn mmmww"‘m":"" e s, I b dcopion 108
Ead Date Gy s cnturod 4 deop down bk X8 :r“:«mwm
it wethee or for searching siher 20
m“hwwhhmmllmmlfn*lm

which peciosicals
£0 10 n=xt bon, If 2 valid date 5 not eatored (s this box then & message b
Appeany with the message 10 eater the valid date

Vendor

Choose e vendae 10 be searched from the drop down list and thes pres
mmuummumuuﬁd.

Q.Q.vr‘\—“ 14

PRINCIPAL
MR Ambaedkar Dental Coallege & Hospito!
Sengaturu - 560 005

194 | Page



MATHRUSRI RAMABAI AMBED

DENTAL COLLEGE & HOSPIT/

(Founded by : Ananda Social & Educational Trust
ISO 9001:2015 CERTIFIED

Affiliated to Rajiv Gandhi University of Health Sciences
Recognised by Dental Council of India

1136, Cline Road, Cooke Town, Bengaluru - 560 005

Ph. 080 - 2546 0747

www mrage. in

. 189 | OPAC
168 | Search
msu,wh-u wAc i : m“”“" 4
Al a,cio‘ﬁ"'"lﬁ""’"""’“h‘- reserve the als et
the seconss sdded, " ’
ewsire master forms can be viewnd | modify o 1he OPAC menu & clicked.
: Betmoos e ot """dl-m. ppeass i 5000 34
records modsflod willbe displayed. Ref No wil v s a1 oty iy e 0
z-awm m-auciludouh-mmﬂom.m oo 0% he R
""s“"'::""“ master l. member regrunc Sesch.
aperaion. Aloag Wil these e EPERERLS the A Mg .
madifiod and the dsse detalls the ssermame whe hay eqa g s
ckfied b the die and tme:of Updution will be disprere g e
The “".,‘ 0 @ ref 1o, mode, form wame and g ‘3""‘
fesbs will b displayed in the gd according lo the quesias oL “Eggerisien ©
end dae "'m Hant date and end date m::"" e icicn Somths
e represeans the: record updatod date. Tha save option wil s it Paass Regsicn
Change Pamseid...
Sl fckpound cdar..
Matorial Seaceh el
cnering De
unwusunn.h'“”";c—.“"”mam:-”"“,,,,"':
. B 2 S
ek T 3 S il 4 e e
| T e Boolean apetens “Avl” 00 "0 "0, "t opeesar 0
i oy, Select the Boess UL, tike A T epees 4
J Mwmrm’“w,“)—.a?"wmmhﬂu
i Tepressus the ket ST or cqul 14l |
ot Yees tham, Cromes
i P @

PRINCIPAL

MR Ambaedkar Dental College & Hospito!
Bengalurv - 560 005




MATHRUSRI RAMABAI AMBED

DENTAL COLLEGE & HOSPIT

(Founded by : Ananda Social & Educational Trus
1ISO 9001:2015 CERTIFIED

Affiliated to Rajiv Gandhi University of Health Sciences
Recognised by Dental Council of india

1/36, Cline Road, Cooke Town, Bengaluru - 560 005

Pho 080 - 2546 0747 www mrade. in

170] OPAC
171 0PAG

The following represents opac material sesrch.

Keymords

ww\gy-adnubemhdﬂmwhbm,
\ Serles

mumwkm anul press search bumon.

Number of Copies

The velue in this box is zutomstically dwplaye depending on the mumber of
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mhmideolmohkpidm&eldbmdu
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