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Pustaka Training Manual

BASIC MODULE (PART I)

RUN PUSTAKA

1. Start > Programs > Pustaka > Pustaka.exe
2. Login Pustaka

tﬁg Prograrms fﬂ'ﬁ Pustaka NOTE :
Login :Admin

Password : Admin

| 74y ' Documents

E} Setkings
) search

TOOLBAR

Pustaka Advanced Edition e

=18 x|
File Recard Command Maintenance Output  Windows  Help

NEEEEY Y AT RS B

Command Record Output

=T

File Record Command  Maintenance Oukpub  Windows Help

- —
[DF - i xXas|eocla-l-Q-E@3]2 K fe
Hew i : | | .| PrikMembsl | Member @ : t Chat
Edit i ¢ Find . ; i i
Undo | Delete Material | Card Barcode | peport
Save Circulation ;
Opac
ICON DESCRIPTION

NEW Add new record

EDIT Edit current record

UNDO Undo add new or edit process

SAVE Save record

DELETE Delete record

FIND Find record

PRINT Print record

MEMBER Member Information

MATERIAL Book/NonBook Information

CIRCULATION  Borrowing & returning process

CARD Print member card

BARCODE Print material barcode

OPAC Search record

Report Print report

Chart Print Chart

TOOLBAR CHECKLIST

1. You should know how to run Pustaka
2. You should know basic toolbar - MEMBER, MATERIAL, CIRCULATION
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1. Go to menu Record > Member

#FMember - 000001 { Sample Member Data 1 }

Member T Higtory
Fersonal Infarmation Contact Information
Member Mum :  [Doooo Address: (309, Block C. i’
: Jalan 55641, Kelana Japa
Mame ; |Sample tember Data 1 47301 Petaling Jaya ﬂ
1D Humber - [ICBIRTHEERT Phore:  [603-7804 7862 Ext 145 |
Date of Birth: |:—|DEHDSH S .. E-mail ; |supp0rt@pustaka. com.my |
Register Date : |02/02/2002 Note: |www Fp—— |
Gender : % hale ! Female
Categary : [01 [Student J Ficture
Status : |A |Active J
Department; | | J
Designation : |M |M ahager J

a00000.JPG . |

2. Click NEW to add new MEMBER record
3. Fill in the fields — name, ID, Date of birth, gender, category, status

4. Click SAVE

5. Click EDIT to edit current record

Try this :

Click FIND to find specific record

RECORD MOVEMENT

=
o |
& Hierber fium ; 000007
CoCNube: [ il
£ Name [ |
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ICNKH]

Record : 2 /7 2

N

A B

You can move from one record to another

A First Record

B Previous Record
C Next Record

D Last Record

1.

2.

3.

cC D

You should know how to open MEMBER record
You should know how to ADD NEW, EDIT, SAVE, FIND record
You should know how to view other record

File | Record . Commiand

]

Membet. ..
rakerial *
Circulation: ¥

% B ¢
(DEE

N\

14/02/2005 :l)

Date of Birth

MEMBER CHECKLIST
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MATERIAL

1. Go to menu Record > Material > Book/Printed

i Book - 000001 { Shrek : Tell Your Own Tale ) iy x|
Book T EBoak |1 T Hiztan
Matenial Information

Muriber ; 15BN - Subject | | |English I

Buithar : |Druckar, Peter Subject |1: |Fiction I

Title™: Shrek : TellYour Dwn Tale d Subject |1l |Fairy Tales I

-]

Exditiciti : '|2nd Ed Statuz®; |D1 lﬂvailab\e I

Fublisher : |W’rok Publishing Location ; |D1 |Lihrary I

Plaice : |NewJersey ) I ‘eai: '|2UU4 | Language* ; |E |Eng|ish I

Eiclines '|hDDDDD1 e 7 I | S Typs®: |B |BUUk : I

Document ; ,7 I Wigi

Dimension : e - Classification ;

Ploa ) m |ESU”UN y |Natura| soiences _mathematics I
. all Hurnber :

B [53n 455 DRU |

e I:l Maotes

lustration: Mo = *es ‘Add\tional Motes X

o |

Click SAVE

oCakrwn

Try this :
Add new record with many copies

Click NEW to add new MATERIAL record
Fill in the fields — Title, author, publisher, Type, Language

Try add another material record — click NEW
. Try move to other record — First, Previous, Next, Last

Using File>Save As to duplicate current record

Copies

Dretail Information

Mumber of copiss :

SAVE MANY COPIES

1. You should know how to open MATERIAL record
2. You should know how to save many copies
3. You should know how to duplicate current record

Pustaka Training Manual

!Recu:-rd Cormmand  Mainks

e |

Material

Circulation. k I"-.Il:un-B!
TN

@ B
~—~

MATERIAL

@E=
EW

Member, ..

N

DUPLICATE RECORD

MATERIAL CHECKLIST
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MEMBER CARD

1. Click MEMBER CARD
2. Click triple dot button and type member number

[ Members Card - Potrait{ 6 Cards )

Membess Card 1

[1) Cand Information [3) Preview

Ficture - | e

|
Hame : | |
Cad Title:  [Members Card |
Diganization:  [45R Syresgy Sdn Bhd |
|
|

Department : |
D esignation : |

2) List of Members
& Member 1 " Mermbet 4
" Member 2 " Member 5
" Member 3 " Member 6

Members Card

S5

Pustaka Training Manual

( 3 m -

~—~
MEMBER CARD

_—

iber Mur Ijlj\'
4

N—?
TRIPLE DOT
BUTTON

ASR Syrergy Sdn Bhd

 1.C Number
" Mame:

i3 |
. Cancel

ooo0Doo0oD

3. You can print up to 6 member cards

TYPE MEMBER NUMBER

[2] Ligt of Members
£ Razib Othman " Member 4
& Siti Murhaliza " Member 5
" Member 3 " Member B

v

4. Click PRINT

Try this :
Try other layout - Landscape

E-m-Q-E-

raik

Landscape

Partrait Front-Fack
Landscape Front-Back

1. You should know how to print member card - portrait
You should know how to print other layout - landscape

X
&
@:’4

MEMBER CARD CHECKLIST
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MATERIAL BARCODE

1. Click Down Arrow MATERIAL BARCODE

2. Click Multiple

3. Type accession number e.g 000001 and press enter
4. Repeat step 3 for other accession number

Material B de - Multiple Bl x
lllli Material Barcode - Multiple — = MULTIPLE BARCODE

Barcode ?

Fleaze inzert the itarm nurnbier that you wish to print below. [ERample
barcode farmat - 123456 |

30 455 BOD kA 007 BATH | Auto Start
GoRas GOaie, 00003| M aterial Murmber . (o000

001 KITE FTIT = |
000004 000005 Q0000s Generate I
530,455 Reszet |

Doooay? 000002 000003

370 MAM B

Hn il "‘ H“
Wo0T1001

370 MAM B

H" 00 NM "‘ Hn
T m|||u||m||m|m|n|m||u||||
Hn "‘ Hn i
T T
H" 020 MAN B "‘ H" 820 MAL C
TTTTTIUIII T
H" 020 MAN B "‘ H" 820 MAL C
CCT T e T
H" 200 ADN B "‘ Hn 820 MAL C
i g
N
5. You can print up to 24 label }( #@ ’
6. Click PRINT to print the label -
T

MATERIAL BARCODE CHECKLIST

1. You should know how to print material barcode one by one
2. You should know how to print material barcode all at once (multiple barcode)
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CIRCULATION

1. Click CIRCULATION

Borrowing o Returning

11 Chooze Transaction Mode —

2) Scan Members Card using barcoce resder or just type the

number and press ENTER T

4" Transaction - Borrowing _ Members Gard
A5 Syomay Sin i
1) Trarsaclions Mode [2) Meinbess nfoiniation NAJUA
Pp— e o
 Retuming L 131 ]
G
[3) Materials/Biooks Information (4] Dplions
{tem Num: [~ Print Transaction
(T I~ Openon Satuiday
’ ‘ ‘ I~ Lostltem
ITEM | BORROWED DATE | RETURNED DATE | ADMIN |
[EIF] 290902002 EVIEIFIH g ]
List the horrowed tems
Admin In Charge
[

ENTER

oo0o01001

ttem Barcods

3 Sean material using barcode reader
or just type the ftem number and press

2. Type MEMBER NUMBER and press enter
3. Type ACCESSION NUMBER and press enter
4. Circulation information has been recorded

Try this:

Borrow another material

Return the material

Check history information from member record
Check history information from material record
Click Help button on circulation form

## Member - 000001 { Sample Member Nata 1 )

Pustaka Training Manual

el

S—~
CIRCULATION

12] Member Information

Moot (000061 |

MHarme:; Hazib Othman
Statusg E’ETNE

TYPE MEMBER NUMBER

[3] b atenial Infarmation

b aterial : ‘
S~ _~

TYPE MATERIAL NUMBER

[1] Circulation tMode

{+ PBoirowing
= Returning

" RBenewal

Member | =
NS

Personal Information Cortact Information

Menber Hum - (305001 Addess 308, Blook €. -
Jalan 5561 KelanaJaya [
Name Sample Member Data 1 47301 Petaing Jaya =
N
JERRCEHT Phone: (6037604 7862 Ext 145

Date of Bith
Regiter Date

9 [P 1] bt
Gender : = Iale: £ Female
Category 0 [rudent | | Pictue
Status E ECIWE
Department.
Designation Mar\agel

2000001 JF&

CHECK MEMBER HISTORY

2 Book - Borrowing i [ij

Book Circulation I

(1] Eiteulation Mode

03 Februaty 2005 9:26:23 PM

(2) Membet Information

 Barrowing babead] |
€ Retuming Faer |
 Renewal sy | |
Categoy | |
{3) Material nformation e

‘ Material : l:l ‘ Help: ’ F12-Done.

[ MATERIAL | TITLE | DUEDATE |

I~ Allow ietumon Saturday [ Print ransaction

I~ Allow ietumon Sunday. [ Rietuan but the ftem was lost

RECORD NOT FOUND
CLICK HELP BUTTON

CIRCULATION CHECKLIST

1. You should know how to scan member card using barcode scanner
2. You should know how to scan material barcode using barcode scanner
3. You should know how to implement circulation — borrowing and returning process
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OPAC

1. Click OPAC
2. Tick checkbox title and type the title

CRITERA TAB

Pustaka Training Manual

E- M- -2 @M
N——F

OPAC

Search : Material

1 Fields |

Optionz

—

Chooze Searching Criteria

a

Mermber

[~ Material Mum : m
[~ Call Mumber : I:II:I el
ISEM ;click Checkbox and type the criteria
[ Yile: = [Bie |
v Puthar |Katherine |
Publizher : | |

3. Go to Fields tab and tick number, title, author, call number, status

® gearch : Material

Criteria Dptions
Lizt of fields that will be shown in results
v Material Mumn [~ Height
[ Call Humber [ width
[~ ISEM [~ Pages
v Title [~ Tune Tick checkbox field
that you want to preview
[~ Classification

4. Go to Results tab

& Search : Material

Criteria T Figlds T Options
NUMBER TITLE AUTHOR

b |1 Q00334 The Bible B ook K.atherine Mclean

2 000336 The Bible Book - Old Testament Kathering Mclean

3 0o0e20 The Great Bible Discovery - The Suffering and the K.atherine

4 anas21 The Great Bible Discovery - After Easter K.atherine

i) Q0nE22 The Great Bible Discovery - The Acts of the Apostles | Katherine

B 000623 The Great Bible Discovery - The Church At the End of - |Kathering

7 0nos24 The Great Bible Discovery -The Promise Katherine

a 000625 The Great Bible Discovery - Joseph Katherine Mclean

9 Q00626 The Great Bible Discovery - Moses - Exodus - F.atherine Mclean

10 | 000627 The Great Bible Discovery - Into the Promized Land K.atherine

11 | 000628 The Great Bible Discovery - Samuel and Saul K.atherine

12 | 000629 The Great Bible Discovery - King D avid K atherine

13 | 000630 The Great Bible Discovery - Elijah and Elisha F.atherine

14 | 000631 The Great Bible Discovery - Hosea Aind | zaiah K.atherine

15 000632 The Great Bible Discovery - Amos And the F.atherine

Drag to resize
A B +C

1
=
3

|Drag toresize

5. Try search information on member

You should know how to use OPAC to search for material
You should know how to resize the grid
You should know how to search member record

W~

OPAC CHECKLIST
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REPORT

1. Click REPORT
2. Double click report — “list material sort by title”

Pustaka Training Manual

E Report
Lizt of Report I

Fepart -
Fepart -
Fepart -
Fepart -
Fepart -
Fepart -

% Record -

I aterial
Check Out
Classification
Fine Collection
Overdue
Stock
Transaction

- Tranzaction 2

- Tranzaction Manthly

3 Statistic Daily Tranzaction - Fiction

4 Statistic: Daily Transaction - Mon-Fiction

(@_@ Statistic Monthly Transaction - Fiction
(éﬁ Statistic: Monthly Transaction - Mon-Fiction

%5 Summary Material -
<igia Summary M aterial -
%5 Summary Material -
%5 Summary Material -
%5 Summary Material -
%5 Summary Material -
%5 Summary Material -
%5 Summary Material -

[~ Export

Wiew |

Preview... I Cancel

3. Type the following :

Fiepart Title:

Call Mumber :
Subject :
Language :

Classific:ation :

E nglish taterial 500 List

d
[500 |
| |
E [Enaish |
|5lJD iN atural sciences _mathematics _l

(] 9 I Cancel |

4. Report on English material classification 500 is ready to be print

Try this :

Print other reports — material, overdue, circulation

1. You should know how to generate reports

—
g-m-a{E-2-@
x| REPORT
D etail Classification
Fiction
Fiction Il
Language
Lacation
Mor-Fiction
Status
Type
T L [ a0 e
Ko TSI T b b
L T w b
[T . - K W
T b T
T w RTI
L W i
ke b I
= b pisy
T = T
REPORT CHECKLIST
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HELP

1. Click HELP

2. Choose Frequently Asked Questions

3. Click Q21. How to add member record

4. Click Q25. How to customize material type

File Edit ‘iew Favorites Tools  Help itk Skart.. .
Frequently Asked Questions. ..

@Eack * @ b iﬂ @ h:j | }—.\-"Erearch "g:':g‘Famritas. Hoie T . *

= Help...
add 3 i ; s
ress @ C:\Program Files\PustakaiFagifag.htm Shai FisEaRa.

“Redgister...

Guestions on using Pustaka

020.1I am a first time user. What to do first 7

@tu add member recuD

022. How to generate member card ?

023. How to print the back side of the card 7

024, How to add material record ?

@tu customize materia@

026. How to add material classification ?

5. Choose menu Help>How To>Backup Database

Help

Quick Skark: Mid H admin
Frequently Asked Questions., .. h

tntol Pstake

Help... Troubleshoot -
Abauk Pustaka. .. Setup in nebwork environment
Reqister... Register Pustaka

add Classification

Implement Circulation

Use OP&C

Edit report in M5-Excel

up Database
Sebup security access

HELP CHECKLIST

1. You should know how to get help
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MAINTENANCE

Maintenance is an option where you can customize Pustaka

Pustaka Training Manual

1. First thing to do : Maintenance -> Organization

File Record Command | Mainkenance Output  Windows
D @ e E bl | Members k
Materials
Lkilitye

.. Drganizakion. .
A FEEor ...

2. Click toolbar EDIT

SOCELH]

3. Type your organization name

Tﬂi Organization

s

Organization i
4. Click toolbar SAYE

D }( i 5 1—@ | Detail Information

Marng :

Addrezs

|Y|:|ur Organization Mame

|Y|:|ur Addresz Mame

Checklist :

|1. Maintenance > Drganization

DONE!

|2. Maintenance > Administrator

|3. Maintenance > Member > Category

|4. Maintenance > Member > Status

|5. Maintenance > Member > Clazs/Designation

|E. Maintenance > Material > Type

|B. Maintenance > Matenal > Language

|EI. Maintenance > Matenal > Location

|1 0. Maintenance > Utility > Holiday

|11_ Record > Member

|1 2. Record > Matenal

|1 3. Record > Transzaction

|
|
|
|
|
|
|?. Maintenance > Matenal > Classification |
|
|
|
|
|
|

1. You should know how to customize Pustaka to suite your library requirements

MAINTENANCE CHECKLIST
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UTILITY

P
1. Click UTILITY
2. Select “Material Barcode By Accession Number” M "“ T q T '(% v)ﬁ
3. Click Preview ~—

UTILITY

Utility - Book x|

List of Utility I

Utility - Book Acquisition | e& Lltility - b aterial Barcode By |
Utility - Book Acquisition | ﬁE& Lltility - M aterial Barcode Sor
Utility - Book Spine Label [Adhesive Label] | E& Utility - Material Barcode Sor
Utility - Baok Spine Label [Adhesive Label] Il e& Utility - Material Barcode Sar
Utility - Book. Spine Label [Adhesive Label] 11l
Utility - Book. Spine Label |
Utility - Baok Spine Label 1
Utility - Book. 5 pine Label [l
--; Utility - Book “Work Slip
Utility - Catalogue Card - Main Entry
Utility - Catalague Card - Subject
ek Utility - Catalogue Card - Tite
Utility - Catalogue Input Sheet - C15

tility - b aterial B arcode By Call Mumber (2

|
[~ Export Yiew Cancel |
L R ——

4. Click PRINT

B Report - Material Barcode
(#|O0@| a@fuw:
]

000 NOR B m

) 000001 001

000 NOR. B m

Q00007 002

Try this :

1. Print barcode label on adhesive label
2. Print other utilities — Book acquisition, spine label, catalog card, work slip
3. Print member card using utility options

Mon-Book,

UTILITY CHECKLIST

You should know that utility simplified printing process

You should know how to print member card using utility

You should know how to generate catalog card, spine label, working slip
You should know how to generate member card using utility

You should know how to print barcode on adhesive label

aokrwp~
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ADVANCED MODULE (PART II)

INSTALLATION

1. Insert the Pustaka CD into the CD-ROM

2. Double click the My Computer icon on the Desktop

3. Double dlick the CD-ROM icon NOTE : Default Location is in \Program Files\Pustaka
4. Doub!e click Setup.exe NOTE : Run Pustaka from Start>Programs>Pustaka
5. After installation run the program
6. Type default login and password : admin NOTE : Login : Admin Password : Admin
\PROGRAM FILES\PUSTAKA
% pustaka =10 x| Faq / Help
P Frequently Asked Questions / Help Files
File Edit ‘iew Faworites Tools  Help ;,'
PustakaFiles
fddress |\ D:\Program Files\Pustaka j 0 Folder to store database and images
Folders X |[)Faq Mai.txt
@ Desktop o | [CHelp Configuration file
.D My Docurments— l.:lPus_takaFlles Pustaka.exe
= j My Computer f;:] rnai. bxk Pustaka Application execute file
=] ,
ﬂ, 314 Floppy = G SIS Pustaka.txt
2w Local Disk E] pustaka.txt Database location

= == Prog (D)

+|.\_-.|I'Iq il
a 3

\PROGRAM FILES\PUSTAKA\PUSTAKAFILES

r

% PustakaFiles Data
- Database file : pustaka.mdb
File Edit ‘“iew Favaorikes Toals  Help
Images
Address [[5) DiPragram Files\PustakaiPustakaFies * | [ Images folder
Folders X | [)Data Opac
Opac Web file
IZ) Passware L gfjmages P
[ PawerPaink Yiewer > d p:": | Default.asp'
B ) Pustaka & default.asp Opac Web file
I Faq —
) Help
) PustakaFiles
[+ =% Sroshek hl
4 [

User should know how to run the Pustaka program
User should know default installation location

User should know what'’s in Pustaka folder

User should know what'’s in PustakaFiles folder

akrwh~

User should know how to install Pustaka on one computer

INSTALLATION CHECKLIST
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TROUBLESHOOT

. Insert Pustaka CD

. Right click and click explore

. Double click folder troubleshoot

. Double click folder MDAC

. Double click MDAC.exe application

. If problem persist, download and install Internet Explorer

NOTE : Troubleshoot if you have problem in installation

NOTE : Restart the computer after installation

NOTE : Reinstall Pustaka after troubleshoot

O wWN =

PUSTAKA is not supported for Windows 95 or Windows 98 without Internet Explorer. This is because, PUSTAKA use the
latest data access technology. Most of the errors occur if the user try to install Pustaka in Win95 or not having the latest
data access engine.

If you still have a problem, please do not hesitate to call our support team : Technical Support : 03-7804 7862 or E-mail :

support@pustaka.com.my

REGISTER PUSTAKA

1. Run Pustaka application NOTE : Product ID will be given in Delivery Order
2. Go to menu Help > Register
3. Type the ProductID, ComputerlD NOTE : Computer ID generated based on Product ID

4. Email us the LicenselD

NOTE : Email us Product ID and Computer ID

Pustaka Registration

Marme : |Y|:|ur M ame |

Organization : |Y|:|ur Organization Mame |

Product 1D; |r " Bk | ‘/’

-

Computer [L ; |r e A |

License D ; || |

(] | LCancel

3 Easy steps to activate Pustaka

1] E-mail Product 1D and Computer 1D to © supportispustak.a, com. my
2]'wfe e-mail you back the Licenze 1D

3] Type the licenze D and click OF.

TROUBLESHOOT CHECKLIST

User should know how to troubleshoot

User should know what causing the troubleshooting process
User should know how to register

User should know the technical support email

pODO
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INSTALLATION IN LOCAL AREA NETWORK (LAN)

1. Install Pustaka on PC1, PC2, PC3
2. Choose PC3 as a server (central)
3. Share PustakaFiles folder with full access on PC3
4. configure pustaka.txt on each PC

Pustaka Training Manual

CLIENT

=N pustaka.mdb
PC3 l Microsoft Access Application
=_ 2,376 KE
=]
—

[ ,' PUSTAKAFILES  SHARE FOLDER PC3

All data will be saved
on the server

Pustasa.exe
Pustasa
| ASR Synergy =dn Bhd

Computer Computer

=1

E". pustaka.txt - Notepad
File Edit Formak Wiew Help

CLIENT SERVER
) Pustaka
F |1 Help
sl i<t Ak aFiles
) Data Collapse
) Image Explore
¥
ﬂ Open
ace: 2,51 GB) Search...

sonPC3NPUstakaFd leshbataspustaka. mdb 4
“ALWPCENWPustakaFiTes™Images

-

| Microsoft Terminal Jervices
=49 Microsoft Windows Network
E Egﬁnﬂ

= J Server

- -.F) PUSTAKAFILES
AW Wiah Cliank Mabuark

TROUBLESHOOT NETWORK
1. Switch on your network hub and switches
2. Switch on server (PC3) before starting all computers

3. Make sure you can see other computers in network neighborhood or my network places

User should know how to install Pustaka in LAN

User should know difference between client and server
User should know how to configure Pustaka.txt

Hwp~

LAN CHECKLIST

User should know basic network — sharing folder, browse network neighborhood
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MOVING PUSTAKA

Pustaka Training Manual

You want to move Pustaka from one computer (PC 1) to another computer (PC 2). Just move the PustakaFiles folder.

PC1

PC 2

C:\Program Files\Pustaka\PustakaFiles

PC 1 (What you should do)
1. Locate PustakaFiles folder
2. Copy PustakaFiles to CDR

PC 2 (What you should do)

1. Install Pustaka

2. Delete existing PustakaFiles folder
3. Copy PustakaFiles from CDR

Find/Locate
PustakaFiles folder

J Pustaka
IJ PustakaFiles

DATABASE BACKUP

1. PustakaFiles is an important folder
2. PustakaFiles contain database and images

NOTE : Always backup the database at least once a month

3. Backup PustakaFiles folder on the disk, CDR or other computer

MIGRATION FROM OTHER SYSTEM

Send to us for data migration process. However not 100% data will be migrated.

Locate the application folder
Burn the application folder on CDR

Mail the CDR by labelling dealer name, client name and application name to ASR
If the size is small, email the application folder to support@pustaka.com.my

akrwh~

Migration will take from 2 weeks to 1 month

User should know how to move database from one PC to another
User should know how to backup system

User should know how to burn a CDR

User should know where is PustakaFiles folder

Hwp~

MOVING CHECKLIST
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