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IMPLEMENTATION CHECKLIST& UNDERTAKING- LIBRARY MANAGEMENT*
Date: ______________

Name of In-Charge: _______________________________ Designation & Contact No.: __________________________
Training Attended (Yes/No): _______________________      My User id is working (Yes/No):_____________________
I have checked the software functionality with sample/live Data (Yes/No):___________________________________
Note:  All the points to be verified by Module In-charge/School Authority.
	Check list
	Status (Y/N)
	Implementation Consultant’s Remarks

	Libraries Creation
	 
	 

	Book Types Creation
	 
	 

	Subjects Creation
	 
	 

	Books Dataport
	 
	 

	DDC master imported (if Applicable)
	 
	 

	Accession No. Scheme initiated (if Applicable)
	 
	 

	Membership Types Configuration
	 
	 

	Late Fee Fine Configuration (if Applicable)
	 
	 

	Reserve Book Request Configuration (if Applicable)
	 
	 

	SMS & Email Templates Configuration for Reserve Book Request (if Applicable)
	 
	 

	Overdue Books SMS Template configured
	 
	 

	Other Library Configurations
	 
	 

	Customized Documents (Barcode format)
	 
	 

	Stock Verification Period created
	 
	 

	Periodical Types created
	 
	 

	Shelf-Racks created (if Applicable)
	 
	 

	Library Remarks masters created (if Applicable)
	 
	 




	TRAINING POINTS

	

	Books

Procedure of Adding Books explained (Manual & Online)

Brief explanation regarding editing &updation of Books Data

Use of filter and search button

Fields like Copy Data from Accession No., adding Book through ISBN no., adding multiple copies of the same book explained
	 
	






            Excellent         Very Good             Good                Average

	Dasboard

Today Book Status
All Book Status
Graphical Representation of Books Available, Books Due, Issue & Return Status
Tabular Representation of Books Added, Books Due, Issued Books & Issued Books Daywise
	 
	



            Excellent         Very Good             Good                Average

	Search Books/OPAC

Use of available filters to search books (Author, Publisher, Book Type, Language, Shelf Rack, Accession Nos. etc.)

Export to Excel and Column wise Export to Excel
	 
	



            Excellent         Very Good             Good                Average

	Issue/Return Books

Issue/Return/Re-Issue Books to Students, Employees & Guest Members procedure explained

Procedure regarding updating status of Books (Lost, Stolen, Damaged, Discard, Write Off etc.)

Procedure of adding of E-Resource (Students & Staff)
	 
	





            Excellent         Very Good             Good                Average

	Stock Verification

Stock Verification process explained (through Accession No., through Shelf-Rack, through Barcode)
	 
	
            Excellent         Very Good             Good                Average

	Periodicals Details

Procedure of adding Periodicals & Periodicals Receipt and Export to Excel through Periodical Status
	 
	
            Excellent         Very Good             Good                Average

	Library In/Out Registers

Purpose of Library In/Out Registers and procedure of adding Student/Staff entries
	 
	
            Excellent         Very Good             Good                Average

	Library Attendance
Procedure of recording Library Attendance for Class & impact of Library Attendance with Student Attendance module
	 
	
            Excellent         Very Good             Good                Average

	Reports

Books In Circulation
Overdue Books
Issue/Return History
Stock Verification Report
Library Student Attendance
	 
	

            Excellent         Very Good             Good                Average

	Set Up

Master Creation
Library Subjects creation
Library Language creation
Library Publisher creation
Library Author creation
Library Vendor creation

Book Transfer procedure (if Applicable)

Student/Employee Lock procedure and relevance (if Applicable)

Procedure to Add Guest Members
	 
	




[bookmark: _GoBack]            Excellent         Very Good             Good                Average





Remarks by Module in charge (also mention if issue/requirements):

_____________________________________________________________________________________________
_____________________________________________________________________________________________

Remarks by Implementation Consultant:

______________________________________________________________________________________________
______________________________________________________________________________________________
DISCUSSION POINTS

______________________________________________________________________________________________
______________________________________________________________________________________________




	
Signature of Implementation Consultant 							School Seal
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