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1. Introduction

OTA Technologies Ltd. has been established in 1992, and we have
more than 20 years experience in producing software packages and

customer design.
Our Team

The designers have been trained their skills and knowledge in the U.S.,
UK, and Mainland China with related degrees such as Computer
Science, Marketing, Publishing etc. Every designer has more than 10

years experience.

Our aim is to provide you - wherever you are and in whatever kind of
division- with the sort of friendly products and personal support that you

need.

Our Product

We are pleased to introduce you the POTA Media Library Management
System (ML7E). As small library automation software, ML7E can be
used for library administration, circulation, and member management. It
is easy to build up your own library information database with the help of
ISBN auto-cataloging & import item/book, member records from Excel.
All the loan/return records, reports, statistics are able to export to Excel

format. With POTA (ML7E), you can easily manage your library.




Understanding the Trial Period

The free trial Period for ML7E is up to 9 months. After the free trial, you
can continue your service by buying the full version at POTA Software’s

website (http://en.potasoft.com/). Your free trial countdown will begin

after the software being installed and launched. You are able to check

your free trial count down at the

Menu > Help >About the POTA Media Library Management

Get Helped

To view this manual, click

Menu > Help > Manual Download

Or visit our website (http://en.potasoft.com/) and contact us.



http://en.potasoft.com/
http://en.potasoft.com/

2. Data administration

This chapter will demonstrate how to backup, restore, and re-index your
database in the POTA Media Library System.

Back Up Your Data
Where to:
Tools > Data backup
=] Data Backup N
Remark: 1,This function will backup whole database to the assigned
directory.
We SuggeSt 2.Please ensure all other users exit thia system bafore
b k executing this function.
you aC UP J.Data BDackup will not chang= any data in database,
your Database Namol
database Database Folder: |
Backup Folder: | sacms wi7e, 20141223,
regu|ar|y_ Last Backup Foldery Cr\BACFUP MLTE\20141223
Last Deckup Time:: 13/23/7034 [0B:47:19)

Before Total Files: |

. File Backuped: [
executing Rest Files:
the backup
process, [
please

ensure all users exit this system. Simply assign a directory or use
default directory (C:\BACKUP_ML7E\20141223 ) in the Data Backup
window. Click on the “Backup” button and start to back up your

database.




Restore Your Data

Where to:

Tools > Restore Data

This function
will restore
your whole
database from
the assigned
backup
directory.
Before
executing

restore your

|

Restore Data

Remazk: 1.%his function wi

Database Name:

Database Folder

From Backup Foldar: |

natore whole database from the assigne

sckup Folder: Co\NACNUP NMLTE\20141223

Total Files: |
Files Restored: |

Rest Files: |

_ .

database, please ensure all users exit this system. Please be caution

when you decide to restore your database. It will replace and

cover all your current data with the backup data. Select the

directory where you store your backup data. Click on the “Restore”

button and start to restore your database.

Rebuild or Re-index Your Data

Where to:

Tools > Validate and Re-index database

This function will check the database and rebuild all the indexes of the

database to have optimal performance. Before executing this function,

please ensure all users exit this system. To validate and re-index your

database will not change the content of any existing data. Click on the

“Start” button and start to validate and re-index your database.




3. Collection Maintenance
Add a New Item

Where to:

Maintenance menu > ltem maintenance > Add (down the ltem

maintenance window)

Shortcut button: Click on the item maintenance icon 2 on the tool bar
> Add

Before typing the item information manually, feel free to check whether
the item can be found by auto-cataloging. Simply use your barcode
scanner to scan the item twice or type in the ISBN/ISSN into the text
field and then click “Start” button. If the item has been found, you will
find all fields on the left are filled in. Feel free to refer, edit, correct or
clean the data. If the item has not been found, you have to complete the
fields manually. Click “Save” if you want to save the data; click undo if

you want to leave this window.

Dase of Encry:|04/02/2011 T"l

S
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Look up the ISBN / ISSN When Cataloging

Where to:
Maintenance menu > ltem maintenance > Add (down the ltem

maintenance window)

Shortcut button: Click on the item maintenance icon fi on the tool bar
> Add

Use your barcode scanner to scan the item or type in the ISBN/ISSN
into the text field and then click “Start” button. If the item has been found,
you will find all fields on the left are filled in. Feel free to refer, edit,

correct or clean the data.

Note: Sometimes the Bibliographic Utility does not provide the bibliographic
information, such like latest books. You have to complete the fields manually at
this point.

Edit/ Update an Item

Where to:
Maintenance menu > Iltem maintenance > Edit (down the Item

maintenance window)

Shortcut button: Click on the item maintenance icon ‘&‘ on the tool bar
> Edit

After opening the edit window, feel free to edit or update your item data.
Be sure to click “Save” if you want to save the data; click “Undo” if you

want to leave this window.




Delete an item

Where to:

Maintenance menu > Iltem maintenance > Group records tab

Shortcut button: Click on the item maintenance icon on the tool bar

> Group records tab

[ A T “
Loar Perl 14 Daye t

View your group records and find the record(s) you want to remove.
Click on the record you want to delete and click “Del” (down the group

record window)

Note: If an item is loaned out by clients, the record of it cannot be deleted. You
have to wait until the item has been returned, and you will be able to delete it.




4. Member Maintenance

Add a new member

Where to:
Maintenance menu > Member maintenance > Add (down the ltem

maintenance window)

Shortcut button: Click on the member maintenance icon EQ on the tool
bar > Add

In the “Add” window, feel free to fill in all the fields. Please notice that
the “Member No.” cannot be changed in this version. You are able to
create or maintain the content of “Member category” and “Loan Grade.”
Please see the table of content and find “Set up/ change member
category” and “Set up/ change maintain member’s type (grade).” Click
“Save” if you want to save the data; click “Undo” if you want to leave this

window.

Fast Add or change Member NO:
Right click on Add button, you can copy current record to a new record.
You can change the Member No to a new number. Then delete the

original now.

Edit/ update member data

Where to:




Maintenance menu > Member maintenance > Edit (down the Item

maintenance window)

Shortcut button: Click on the member maintenance icon EQ on the tool
bar > Edit

In the “Edit” window, feel free to edit or update the existed data. Click
“Save” if you want to save the data; click “Undo” if you want to leave this

window.

Delete a member

Where to:

Maintenance menu > Member maintenance > Group records tab

Shortcut button: Click on the Member maintenance B on the tool bar >

Group records tab

View your group records and find the record(s) you want to remove.
Click on the record you want to delete and click “Del” (down the group

record window)

Note: If a member still keeps items which are unreturned, the record will not be
able to delete. You have to wait until the item has been returned, and you will be
able to delete the member.




5. Circulation

The circulation process is one of the key parts of a library. In this
chapter, we will demo and elaborate the main function of the circulation
process of POTA Media Library system.

Check out an item

Where to:

Circulation menu > Loan Service (Loan out/ return)

Shortcut button: Click on the Circulation button ¥ on the tool bar

Overview: Loan service panel of POTA Media Library System

5 S
**e Loan Out(Check Out) e+ Cument Time [Tes34:2¢ Sunday Move T0 Beturn / Chack In |
Menbe e [000020. FllHWnN Davin, Mazizza W Growpi|Deer Lakes schosl Disteios
Pub Nome [Davis,Macicza W Max Loann | 4 meme Gdefo [ordinary Meber

Satus | ayailebie Itemss 3 Undo Onlean 2 Toems 0= toas | Ovetues | 5wy __Cverdwe | tcan Mistcry
%+ Details of Loaning Out *+* Chcoring for le&nu:lA 1 ftems Lvu:w;u:r_.f Lrems

e Hanide Tl O Oetu_ [&] Loetean | Staus DT B S |
[[20000¢ Friands : Makic Them & Fesping Thas 09/33/201% 0 |Ordizary M4 OX..Rmlcen | Seok 15 Omys

LA

= “/ 7 | ) Ragreuh
A * + + {
" i | 4 305
- + . ] Slone
| -

I
3 2 I I T P o P Show itams o0 loan of existing mesber

las: lLzan It

«=:{nearies Of The Information Scciety(000093) eto. Totali 2 Items, Loaned ByiDavie,Maritza W(00201

*#¥ Current Items On Loan Y** Low 3w | Cumest Quan OnLoan | 2 Tew=a
Dow Date Iten Boter Tizie NosiaTipe Acasus
11 Bichars i3 Beak 15 days te due
Th-fr:_-,__og 7“,',_{‘,’"“??“3'3 Sccinsy B }’_‘_""‘7 __A6 days =g dum
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Instruction:
Step1. Input your client/ user’s member number

B = ST
I v dll
.. Loan Out {Cheok Out) *ee Curont Time |04/20/3012 | 1€:32:03 Sanday Nove TO Neturn / Chack In
Ihembat b ‘ Full Nama | Graup |
Ful Nama | Mex Loame Bermy Geade |
sns [“vailable Tosmar @ Zndo|| Onis] o iness | Owoss| 5 fems ]

First of all, you are able to (1) use your barcode scanner, (2) right click
the mouse and choose your client from the whole member list, or(3)
type in the member number manually to input your client/ user’'s

member number.

Step2. Verify the user info and click “ok”

) Lin zarvta. Luan OLE | Crack Die = s
ane ann Out ICheck Oyt e Curreent Tame f 30:30:20 Sundmy Mova TO Return / Cheock In
Member Mo - |HGIS3S @ Fill ame'| nayis Maritzs W Grig | Dwar Lakee School Dimtrict

Full Hawe [Davis, Maritza Max_Loane | « homn O |0 [Ozdinary Member
St [ Available Items; 4 Gndo|l Ontosn] o Itess o zoan | Dwidses| o tems  Overowe |cces missesy

After provinding a valid member number, the system will show you the
user’s information including one’s Full name, Status, and other
limitations. If you would like to change these information, please see the

Maintenance or Other Settings in this manual. Clink “OK” and proceed.

Step3. Input the items that your client would like to check
out.

* Details of Loaning Qut *+* mcceing Yor Tamuing:| 7 Items Availabie:] q ttems

— l Tiie Dt Datn ll[ LasiGmes | Sless l NatiaT pe l | i atiia
Aichard Tii 0| Orgdinary Me O, ,Belcan Roock 14 Dayn
| { : 4 {

23{0]0sdinasy MaCHt Sock 14 Days

Thecctes Of The Informst:ion Society | 04733/
» l !

| =] o] vl = lroudrsocface Jge Foos e soe =

=iNo Data
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The system will shift you to the Loaning Out form after you clicking on
“‘OK” from user’s informaiton. Free free to choose one way to input the
item informaiton by (1) using your barcode scanner, (2) right clicking the
mouse and choosing the items from the whole list, or(3) typing in the
item number manually. If the item is avaliable to be checked, simply
click green “Issue” button on the right side and finish checking. You will

see a messagebox displaying “Saved Successfully”

Note: When an item is not available to be checked out, the “Issue”

butfon becoming unclickable since the limitation of the item.

=7 [an Service_Loan Out / Check Out To = ]
"% Loan Out (Check Out) *e» Cyrrent Time .:h;'—‘-'?r‘“””; Tussday Move TO Baturn / Check In |
Membar Ha. [000003 Full Hamo (nucsest, Janice G Gowp | Deer Takes 3chool Dletric:
Ful Marw [Barrets, sanice 6 | Mas Leans| & tems Gl |pacents
Sistn [“Available frems: 5  Undol Ontoan| o fzems v Loen | Owidisd| o Rems  oversue | 1oan Wiscoryl
*** Details of Loaning Out **+ voosing For Tsssings] 0 fzeme Avasistie: NS 1zems
| I~ s Do [0 i | s | Wheiiateps | Casatu [_\
fhodcas [Seore-cet Mesh [91/04/20)810 [Oxuinary MiLosned Our [Bsok (14 Dare :

S N I 0 P P |

No Dats

If you would like to change the setting such as loan grade and amount of loans, please
see Other Settings in this manual.
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Return an item

Where to:

Circulation menu > Loan Service (Loan out/ return) > Move to Return
/| Check In

Shortcut button: Click on the Circulation button ¥ on the tool bar >

Return / Check In

Overview: Return/ Check In service panel of POTA Media Library

System

[ TSI Rtim | Croa
** Return / Check In **% CumwiTime [24/13/3033 |32:22:30 Sunday Move TO Loan Out / Check out
Reoarmng Rem Mumber f— ¢

Membar Number | | n ‘
Owe Date '

Ttle |

Classication. |
Mada Type: | Crade
Autter |
Pubdther |
= '
N Da
) Dt rrent Menber Mesber Nomber | S8l On Loam tofva Status |
Full hame | Creup Grasa | |
Nax Loarm Icems O Laoe Trece | Owmdoer | 2o
3 s c. e MediaTipe 3tatus

Instruction:

Step1. Input the item information
Unlike checking process, you have to input the item information first.

You are able to (1) use your barcode scanner, (2) right click the mouse
and choose the item from the whole item list, or(3) type in the item

number manually to input e the item information.
Step2. Click on “Return” button

13



¢x+ Return / Check In *** CumertTme [(4/10/3021 [18193:38 Sunday Move TO Loan Out / Check Out!
Rt v e [BERGEETT )
Memiber Number :’naDDO_‘: : |Pancher,sioria W
Due Oute: {04/30/2001 |

Tt {Vowezs o Lead , Zhe
Classibcatien (352 [tocal govecrmant
—_—
Mo Type: [nook Gide {2 [Tmachers

Aot (uym, Jonegh

Publshat [Oxford: Oxford University Press

After comfirming the item information, click on “Return” and finishing

returning.

14



6. Other Settings
Maintain Member Category
&5 Member Category Maintenance ol ® /==
. . Aj.(;l Department of Che;:ic;l“]i;ngineering. . .END |
By Settlng Varlous member B201 |Department of Computer Science
EQ005 |Deer Lakes School District
groups, the system can help 2222 | Expized Cazd
you to request the statistic
reports/ loan history which are
under specific member group
(e.g. the overdue list of the
eighth grade). -
4 4 ‘ PgUp | FgDn | Add ‘Del
|Record: 0004/0004 &=
Where to: | Member Category Save |Undo | Close
Preview/Print All Records |

Maintenance menu > Member Category Maintenance

In the Member Category Maintenance window, you are able to add,
delete, and edit the member category by clicking corresponding buttons.
Be sure to click “Save” button to save your setting, or the setting will not

be applied.

15



Maintain Member’s Type

By setting various member groups, the system can help you to apply
different loan limitations based on your library’s policy (e.g. a faculty

member can loan up to 30 items, but a student can only loan 10).

= Member Grade Maintenance o] = ==
GradeNo Member Grade Max Loans|s
Where to: 4] Ordinary Member 4
1 Parents 5
M2 Teachers 30

Maintenance menu > Member Grade Maintenance

In the Member Category Maintenance window, you are able to add,
delete, and edit the member category by clicking corresponding buttons.
Be sure to click “Save” button to save your setting, or the setting will not

be applied.

Maintain Classification Number

The POTA Media Library System uses Free Decimal Correspondence
for the default classification. You are able to add, edit, or change the
entire classification setting. Be sure to click “Save” button to save your
setting, or the setting will not be applied.

Where to:

Maintenance menu >

a, 2 Clasitication .'"5‘-'_'}?‘_"‘_« — 5o

Classification Maintenance
In the Classification
Maintenance window, you

i
i
i
|
| 3E |
will see the current | ol
6
classification numbers. Feel |

|

free to add, delete, and edit F—f— =

M| ¢ | s | | 322 |Drlese

the numbers by clicking R

{ Qinaniticetinn

corresponding buttons.
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Maintain Publisher Data

Where to:

Maintenance menu > Publisher Maintenance

In the Publisher

Maintenance window, you

will see the major
publishers in the United
States. Feel free to add,
delete, and edit the
publisher information by
clicking corresponding

buttons.

Maintain Media’s Type

o] Publisher Maintenance

Wildaide Freas

1lliam ¥Xdwain Rudge

~CapAn Y

c Publishing

1l Press

Xoanon Publishing

Yale Univeraicy Preas

Zed Books

Ziff Davis Media

Zongervan

Record: 0466/0466

OODOC RS

o]

Qlose

Preview/Print All Records

One fantastic feature of POTA Media Library System is to let user

flexibly set up their collection into various media type.

Where to:

Maintenance menu >

Media Type Maintenance

@ Madle Tyde Mantesince

[ EEY |

e ) e U R

In the Media Maintenance window, you are able to set up the media/

resource type as well as their corresponding policies, such as loan

period or limitation amounts (see the figure on right). You can choose

the most popular type as your default media (e.g. book).

17




Set up Operation Hours

Where to:

Maintenance menu > Closure Date Maintenance
&

OO0 Maztin Luther Xing, Jr.'s

]
H

arcthday Ony

** Weekand Days #**

v Sunday

M Monday

M Tueaday

I” Wendeaday

T Thuraday

T Friday

M saturday

In the Closure Dates Maintenance window, you are able to set up the
closure dates of your library. The closing date will not be counted when

calculating the loan period.

18



7. Report

This Chapter will guide you how to view and print reports of the
collections, members, and other statistic data.
All the reports under the conditions that you selected can be exported

into Excel file type.

{10 Pota Mede Lieary Management System:
Msnienance Qrodaton | Recorts | Labels Took Et Meb
E @ ﬂ G-j List of Itens
! L= Liac of Nemhera
[ List of Igactive Icens
' List of Syspended Menbers

View or print list of items

Where to:
Loan History

Report > List of ltems , gveraues

Scaziscias

This function allows you to view the report of the collection in your
library. In the “List of ltems” window, feel free to select data from item
numbers, classification numbers, media type, loan grade, shelf location,
and list type. You may also have your report in either brief or detail
mode. Brief mode will only include an item’s number, its title and its
author, where you will see classification number, ISBN, call

number ...and more in the detail mode.

19



(= List of fems = To3 =
1 Mem Number Possible Range: Froe [000001] To [000021)
From ﬁ)oooo; T ,{Bestgming Far Iuceraction

To 000021

¥ IMocamaliing Wich Elssceln

2 Cassdcaton  Possible Range: From [000] To [VD)

Froe | 4//General works, books and libraries, infarmatics sciesces

To |vn 4| jvco

3 Meda Type Poasible Range From [AC] To [VC)

From !iv» ‘{Iludin Cassecte

To l_‘ }‘|anm Cassetce

mvted Loan Grace  Peasibie Range: From 0] To [2)

Fom o ﬂ[o:mww Nesbur
1o (7 ol feRameE

5 Shelf Location  Possibie Range: From () To [AJ)

From 4 \
— 5 Expant 1o Excol I
To [A2 4 . - -
. 1
| [
Type (A & (e
« brief ¢ Detail Preview | Print Close

Click “preview”, you are able to view the report (in PDF) which is based

on your selection. Use “Print” button and print out your report.

View or print list of members

Where to:
Report > List of Members

This function allows you to have the report of member information. In
the “List of Members” window, you can set conditions such as member
category, member number, and loan grade. Choosing either brief or
detail mode can control what attributes you will have in your report. Brief
mode will only include a member’s number, name, phone, and group
name, where you will see other full information in the detail mode.

Click “preview”, you are able to view the report (in PDF) which is based

on your selection. Use “Print” button and print out your report.

20



View or print list of inactive items

Where to:

Reports > List of Inactive Items

Once an item in your collection become unavailable, you may need to
mark it as an inactive item (You may find this function in “Item
Maintenance” window). This report function allows you to view the
current inactive items. Simply select the condition from item number and

classification number and view the report which is based on your need.

View or print list of suspended members

Where to:

Reports> List of suspended members

You may mark a user as a suspended members (find this function in
“‘Member Maintenance” window). This report can help you to view the

current suspended members.

Click “preview”, you are able to view the report (in PDF) which is based
on your selection. Use “Print” button and print out your report.
View or print list of loan history

Where to:
Reports > Loan history

21



D) Pota Med Lb7ry Nanggemens Systerm

Manterance  Crodaton |Beports | Labe Tooks Byt He

| Elg @ ﬂ Gﬂ Lisc of jlcﬁn

| b= Iisc of Nenbers
Listc of Ipsctive Items
Iist of Syspended Mesbers

I c-: Hi2tory of Selected Neabes

Ooetdies Loan History of Selected Jtenm

Seatiniios Loan Miscory of Selected Conditions

Loan jtatur of YSelected Conditiong

This function allows you to view or print the loan history of your library.

Each function provides different conditions for choosing:

(1) Loan History of Selected Member

You may choose a member and view one’s loan history.

(2) Loan History of Selected Item

You may choose an item and view its loan history.

(3) Loan History of Selected Conditions
You may customize several conditions (dates, item number, member
number, member category, and classification) and view the combination

of loan history.

*** Pota Madia Library *** Page: 1/1
Loans History of Selected Conditions Printing Date:04/17/2011
Losn Dates - Between {02/16/2011} and {04/10/2011}
Item Number : Fraom "000001™ To 000023
Member No. : Fram "000001" To 000012

HMenber Category: From "Al0l:Department of Chemical Engineering...END™ To "E005:Deer ILakea School District™
Claszification : From "00&8:Cognitive science™ To "WVD:WVID™

Loan Date *Itemno *Title *Mexber No_ *Full Name *ReturnDate
0271672011 000007 Toy Story Z 000001 Barrett, Jenice = 02,/20/2011
0271672011 000012 Bose' s Heavenly Cakea 000001 Barrett, Jenice = 02,/20/2011
0Z/20/2011 000003 Theoriea Of The Information Society 000003 Darling, Fat ¥ 02,27 /2011

(4) Loan Status of Selected Conditions

22



You may customize several conditions (item number, media type, and
classification number) and view the combination of item status. You can

use this function to conduct the inventory in your library.

*** Pota Media Library *** Page: 1/1
Loan Statu=s of Selected Conditions Printing Date:04/17/2011
Item Number : From "000001™ To "000QO023"
Mediatype : From "aAC"™ To "VC©
Clagsification: From "00&" To "VD"
Li=t TYpe @ All
Item Number *Title *Media Type *8tatus
000002 Powers To Lead , The Available
Q00003 Theories Cf The Information Soci Available
000004 Friends : Making Them & Keeping Available
000005 Ereakthrough Rapid Reading Available
000008 Short-cut Math Cverdue 42 days
000007 Toy Story 2 Available
000008 Mized-up Chameleon Available
000009 Richard TIii Available
000010 Eread Bible , The Cverdue 7 days

Be sure to click “preview” to view the report (in PDF) or use “Print”
button to print out your report.
View or print list of current overdue loans

Where to:

Reports > Overdues

- et e
Myrtecance  Qrodaton _g,g_wuiwt Toos Dt b
i ) List of Jtems
ﬁ m ﬂ‘, "] List of Members
Last of Igective Itens
List of Spspapded Menbiers

Loan Bistory

_ izt of Corsent Ovwsdue Loans of Selected Masber

Scatistios » List of Current Qverdue Loans
List of Curtent Overdue Loans of Selected Categories

This function allows you to view or print the overdue record of your

library. Each function provides different conditions for choosing:
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(1) List of Current Overdue Loans of Selected Member

You may choose a member and view one’s overdue record.

(2) List of Current Overdue Loans

This is a quick function that allows you to view the all overdue items.

(3) List of Current Overdue Loans of Selected Categories

You may customize the selected conditions based on the selected
categories and view the overdue records. You are able to use this report
to view the overdue records among different departments in a company

or several classes in a school.

View or print list of statistics

Where to:
Reports > Statistic

Fota Mada Lbrary Mansgement Syeem
Mantenance Cyadaton |Beports | Lsbels Took Egt Hep

RS o

List of Ipactive Items
List of Syuspended Members

kcan Hisctory
Quercues

I -~ o¢ Ziock in fach Classificatics

Nusbar of Loans in Each Classificatian
Eopular Items wvithim Selected Dates

This function allows you to view the statistic data of your collection.

Number of Stock in Each Classification

This collection statistic report will display your all collection and its

corresponding classification numbers. This can simply help you
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with your collection evaluation. Be sure to click “preview” to view the

report (in PDF) or use “Print” button to print out your report.

428 English language - Study and teaching - Usage 1 4.35%
513 Geometry 1 4.35%
641 Cooking and Gastronomy 2 8.70%
08 Bhetoric and Style, Literary 1 4.35%
822 English drama 1 4.35%
823 English fiction 1 4.35%
D CD 1 4.35%
oD VD 2 8.70%
TY Toy, puppet, toy brick 1 4.35%
Total Count: 21 23

(2) Number of Loans in Each Classification

This function can help you to find out the most frequent circulation (most
frequent check-out time) by listing all classification numbers and
its corresponding items. Be sure to click “preview” to view the report (in

PDF) or use “Print” button to print out your report.

Loan Dates : Between {02/16/2011} and {04/10/2011}

Print Order: By Classification [Main Classification]

Classno *Classification *Ttems *Loans *Avg.Lloens*LoanBatio
158 Sensibility &nd Emotions and Affections 1 2 2.00 11.11%
302 Social psychology 1 2 2.00 11.11%
352 Local government 1 1 1.00 5.56%
428 English language - Study and teaching - Usage 1 1 1.00 5.56%
513 Geometry 1 1 1.00 5.56%
641 Cooking and &astronomy 2 2 1.00 11.11%
g22 English drama 1 2 2.00 11.11%
oD VD 2 & 3.00 33.33%
TY Toy, puppet, toy brick 1 1 1.00 5.56%
Total Count: 9 11 1a

Popular Items within Selected Dates

This report will display and sort the items in your library by most
frequent check-out time. Be sure to click “preview” to view the report (in

PDF) or use “Print” button to print out your report.
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*** Pota Media Library %«
Popular Ttems within Selected Dates

Loan Dates : Between [02/1672011) and |04/10/2011)

Classification
Nuaker of Jcema: All

From *006" To "VD*

Hage: 1/1
Princing Date:04/17/2011

Order*Itex Nunkber *Title *Author *Loana
_—m e
1 000007 Toy Story 2 Cslabrese, Luigi-theo 3
1 000020 Toy Story 3 Diaoey Interactive & Pixar 3
3 000003 Theories Of The Information Sociery Webster, Frank 2
3 000004 Friends : Making Then & Keeping Thea Criswell, Pacti Kelley. 2
3 000009 Richard TIii Shakespeare, Willian 2
& 000002 Powera To Lead , The Rye, Joaeph 1
€ 00000S Breakthrough Rapid Reading Hunp, Feter 1
& 000008 Short-cut Math K=1ly, Gerard 1
& 000008 Mixed-up Chaneleon Carle, Eric 1
6 000010 Bread Bible , The Beranbaus, Rose Levy b}
€ 0000312 Roae's Heavenly Cakea Beranbaum, Rose Levy. 1

Total Count: 11

**¢ End of Print, Total Pagea: 1 ***
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8. Printing Barcodes

Print the item barcode labels

Where to:

Labels menu > Print Item Barcode Labels

Labels | Noftification Tools Exit Help
Print Item Barcode Labels Item Label (Barcode Label) Printing-WL-875 (3%10 Laser)
Print Spine Labels Item Label (Barcode Label) Printing-WL-875 (3%10 Laser)..Chosen Item Number

Print Library Card Item Label (Barcode Label) Printing-WL-875 (3%10 Laser)..Chosen Initial item number
Print Member Barcode Labels

If you want to quickly generate a set of item
Pota Media Library

WL-875 (3*10 Laser).” After setting *000110%

We Are Mot Beasts Of Burden

barcodes, select the first option “Printing-

your conditions, click “preview” to view the Pota Media Library
barcodes; click print to print out barcodes. “ “““

. *000110%*
After the barcodes are printed, feel free to We Are Not Beasts Of Burden

331.832 KaL, a

use them to start your circulation.

S ttem Label {Barcode Labal) Prmong-WL-S75 (3°10 Lassr) =) |
1 ttem Numbe Possihle Range From [000001] To (000021)
From [:aaea:. QJIDeszqnanq for Inceraccioo
To |co0021 !”Hccmlnng With Einstein
21 Type
@ Brief © yish Callne & & |
P:ex‘.ew' print Ciose

1 Number of Copes

F One Label  Two Labels © 3 TLatels
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Note: If you want to select several item at once, please use the second option
“Printing-WL-875 (3*10 Laser) chosen Item number.” The window allows you
to input the items which are not necessary to be continuous.

Print the spine labels

Where to:
Labels menu > Print Spine Labels

Labels | Motification Tools Exit Help
Print Item Barcode Labels
Print Spine Labels Spine Label Printing-WL-1000 (5*10 Laser)

Spine Label Printing-WL-1000 (5*10 Laser)..Chosen Item Number
Spine Label Printing-WL-1000 (5%10 Laser)..Chosen Initial Item Number

Print Library Card
Print Member Barcode Labels

If you want to quickly generate a set of Spine Labels, select the first

option “Printing-WL-1000 (5*10 Laser).” 000110
BE

331.892
FAL

Please feel free to select/ unselect the checkboxes o1

(see the figure below). After setting your conditions,
click “preview” to view how the spine labels will be like. Click print to

print out those labels.

S Sona Labal Prtng WL 1000 (5*10 Laser) = |
1 Rem Numbsar Possible Range: From (000001 ) To [D00021)
From [328004 8|[pesigning Yor Interastion
To [_‘_':T + Inn:nvclnsg With Zinstein
2 oose Printing List

¥ ltem Number

¥ Media Type

¥ Call Number

¥ Cutter

¥ Book Shell & = I o |
¥ Pablish Year i e L
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Note: If you want to select several item at once, please use the second option
“Printing-W1L-1000 (5*10 Laser) chosen item number.” The window allows you
to input the items which are not necessary to be continuous.

Print the member barcode labels

Where to:

Labels menu > Print Member Barcode Labels

If your mother institution has already had its own ID/ member card, you
simply need to print out the member’s barcode labels. If you want to
quickly generate a set of member barcodes, selectthe | yaritza w
first option “Printing-WL-1000 (5*10 Laser).” After P

setting your conditions, click “preview” to view how the = Yhnpoio+

member barcode labels will be like. Click print to print

out those labels.
& Print Small Barcode Labels of Member Number-WL-1000 (5%10 Laser) e B =

1. Member Category: Possible Range: From [A101] To [Z2Z7]

From |A:LD]_ ﬂ|Department of Chemical Engineering...END

TD|EDDS ﬂ|Deer Lakes School District

2. Member Number:  Possible Range: From [000001] To [000012]

From |DDDDDl ﬂ|Barrett,Janice G
To |DDDD]_2 ﬂ|Coleman,Carmen H
3. List Type:
arier & e & o
rie Preview| Print Close
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Note: If you want to select several item at once, please use the second option
“Printing-W1L-1000 (5*10 Laser) chosen member number.” The window allows
you to input the members which are not necessary to be continuous.

Print the library cards

Where to:

Labels menu > Print Library Card

If you want to quickly generate a Pota Media Library
set of library cards, select the first Lﬂf’l'ﬂl')“l Card
option “Printing-WL-OL244 (2*5 Phone oo iaseee
Laser).” After setting your Address :gﬁiciizz};z,id:fgéjgl
conditions, click “preview” to view D 900010

how the library cards will be like. ‘""N "M“

Click print to print out those cards.

1 Member Category Pessible Range: From [A101] To [22Z7)
From [huo: OQiD.p.tmnt of Chenical Engineering...END

To {20065 ol[bec: Lakes School District

2 Member Humber  Possible Range: Feom [000001 ) To [000012)

From ‘ 000001 ollbo::e:c,Jmce 3

&

Preyiew

G‘d

Print Close

= Library Card Printing-WL-OL244 (2*S Laser) s s

Tp,| 1000312 QEIColmn,\‘.amen . §

Note: If you want to select several item at once, please use the second option
“Printing-WL-OL244 (2*5 Laser) chosen member number.” The window
allows you to input the members which are not necessary to be continuous.
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Print the system control barcode labels
What is “System Control Barcode”?
System control barcode function allows you to deal with different tasks

in a short time seamlessly. You can simply scan these labels and

gracefully shift your tasks without using a mouse or a keyboard.

Issne Return Loanont Undao Refresh
LA Wi LU LALLL LA
*BENDO1+* *ENDO2+* *BEND13+ *END27T* *ENDOT*
Example:
Where to:

Tools menu > Print System Control Barcodes

& print system Control Barcodes ==

Remark: 1. Use System Control Barcodes to choose required functions for Issue or
Return items.

. Print these System Control Barcodes, and you may =scan them with barcode
scanner instead of using mouse or kevboard to choose required functions.

[¥]

Print to WL-1000(5*10 Laser) Labels|

If you need the full instruction, select “Preview.” If you need the
barcodes only, click on “Print to WL-1000 (5*10 Laser) Labels.”
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9. Search the library

This chapter can help you with searching items and library members
within the system. The version of POTA Media Library System (ML7E)
only supports search function at library’s administration side. If you need
an internet-based user interface for searching and maintenance their

information, please contact POTA Technologies design team.
http://en.potasoft.com/

Item Advanced Search

Where to:
Maintenance Menu > ltem Maintenance > Advanced Search Button
(Beside the Item No. Field)

Shortcut button: Click on the item advanced search button Q on the

tool bar

You may input your query in any field (title, author...) and then click

“Begin to Search.”

Inp the search condition . neg h
"-m"[i Cleas] Medin Typeelnm ‘ILI ::::t;[i Clear]
Y'xtl-'[da::v;r. ‘__‘_‘j
! Cieaz| tinlf tions #| c1ear|
* | 3 cieas]
as atios !J e :I Losn 3 A C on ) 1 =] Loa

The system will return the best result which matches your query.
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ToenTo Tizie | Medin Tyem | Sinaena | Cinspaificanios [tcan seazudiiz
oiag For Tateracctlonm Book 2 ot — — _

1 000001 Rrint/Preview Inhoou and !xir.l axit

Member Advanced Search

Where to:

Maintenance menu > Member maintenance > Advanced Search
Button (beside the Member No. Field)

Shortcut button: Click on the member advanced search button on

the tool bar

You may input your query in any field (member number, names,

telephone...) and then click “Begin to Search.”

**+ Input the search conditions **+ Begin To Search |
wostor o [ cieas
e VO S ——
retephone: [T e demt Seek = et

sesbec Geoupi [ o ciead

The system will return the best result which matches your query.

Homephone | Cell Phone | Work Fhome
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10. Email Notification

Email server setting

% Email Server Setting =5

Sender Email: |bota50ft@g‘mail . com
for example, support@mail pota.com

Mail Server (SMTF): |g-mail . com
for example, mad pots. com

Sender Title: | Pota Library
for excarple, Thon

User Name: |potasoft
for example, supoit

Fassword:|ww*w*w*w*

please enter the passward of this vser accomnt

Help ‘ Iry Sending a Testing email ‘ Save Current Setting and Exit Exit

Where to:
Menu > Notification > Email Server Setting
Set up the Email Server to send out “Overdue” & “About to expire”

notification.. Gmail, Yahoo, Hotmail, Outlook are supported.
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Notification: Overdue

Where to:

Menu > Notification > Notification: Overdue

| Menbar Categeey  Possible Riage: From [AL01] To (2222} Tocay: [{2/23/2008

om0 BN G P BRSSO ¥ o v romes _ arcsen o tomin_|
i o

Mimier of mesmbarts) wath oversve ieeis) [ L mesbertn), futl emis) coent [ 3 tamiz)
3 Lans i1 3 [ <}

73 :Checked fox feading Mutificetioe

Click on “Do not resend” to send overdue notification just once.
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Notification: About to expire

Where to:

Menu > Notification > Notification: About to expire

L Notification : About to Expire =T |
| Monbar Caregeey  Possible Ringe: From [ALOL] To [Z222] Tozay: [12/23/2014
from [nzo1 !”kumt of Chemical Engimesring...END ¥ B0 not resend  Regrieve About to Zxpioe Losa(s)
To[roos of[Déex Lakes Sencal Hisveies Dayts) in Advasce Beture bue Date:| 3 dayin)
Loani{s] About to explre Numther of mermiien(s) with stout-to-mgwe loanis) {——-:A meermiben(s). belal dem(s) csunt ’—:— tomsis)
V- | . ki aplse L | [enseny] -
**s Jhout to espire Ltamis) () days befure gusii I Jrem(s) *ev ol
nsaneet Smie . ;‘Mn o g et <1’;:':l:: :::z;:::,m:::ﬁ, bt!n:l'bul: 1 aayis| .
H =
*s+ About %o ewpire item{s) () days betore dosli 3 Jtem(m) *ee o)
B0H1  |ColemsniCemsen B |Carmesiilelemasfessspleicon | R BBe S TRINER ) N il __
-]
=T =1~1 =15 s=ulloor ae oos IC’WM_B{ UncnoosaAl| Cheoss | Uschonge | Mumter of hoses fo: ematiing:] 2
T3 :Checked fox Sesding Mucificstioe Braady Tr sondng abat-to-sxjare satficman | Clme l

Click on “Do not resend” to send “About to Expire” notification just once.

And put ___ Day(s) in Advance before Due Date.

E-mail Notification Sample:

Message of The About-To-Expire MNotice (Sample)
Me=sage of The Rbout-To-Expire Notice (Sample)

CLose |

Dear Fancher Gloria W:

Loan Date: 12/09/2014, Due Date:

By Pota Media Library at 12/23/2014 10:19:05

This notice is to remind you that these item({s) will be due soon.
**% The number of about-to—expire item(s): 1 item(s) **=*
<1>Title: Powers To Lead , The (000002 ]

1272372014,

Please return the item(3) or have the item(s3) renewed.

Day({3) before Due: 0 dav{s)
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13. Import Data from Excel

Import Item Records from Excel
Where to:

Menu >Tools > Import Data from Excel > Import Item records from Excel

| et el | B el o xld F Figed H gL e | i NTiEw

| Tiie | I T T | At Vo] i Foanefdcs ] et [Cost o 1 Cetter
2..000007 DomynFor TEmsckn  B% CLGMTE 00N £ Gevbeey, O tw Roms 2007 0021422061 OO GOATCOT1 A1 1260 004G3  54F

000003 Powers ToLest  The L. Mve, daseph T Octwst Coford Untversty 2000 ATROTEEIL0 23 |;aacon 1470 2. Nve

cibiilities =f Dacel Verelons

L. Plasss cafar ta che cppas saaples Baowl struotcre o Tl the Reoal file Step 1. Click |Choose the Excel File for Impoeting) te
fov Lagorting AL wyeiem (0% i Wil be negleoied ) i chonwe the Ricel File fur eortisg.

7. Al w0 Aspurs 14 Fielde (frmm A G0 1) of the Lbes mmontid, piense

3

.

€111 e dete in tVhe fspocting Kacel file with Abe right order

. Tecurds with espty ites rusber 12 the ispocsting Tacel file will e Suep 3. Click [Lomt Excel Dave 1a] o load data of the

discazded, and will zot add imio the curzent desabase. Mlacted Dacwl File for taporcing.

« ALl Locem mumber dets in the ilsporting Excel fils shoold be umigue,
secards in the imporring @xcel f1ls with SOO-GRigue iTes TUNSar Srep 3. Click [Seve to Detabase] to formally Import madt
MALL b Slasssdad, sl will Aot a0 Lnbe SUKEess dHatabase wave the impoTting rwoonda into dezabeaw.
S 00 the ivans master Gl The Leparthing reoadd bas slisady ssiated L sarrens
Hevabasn, this twe dete secord will cwplece levatezisel the uld teeurd
fvhuich with the semw item musdec! in the origizal detabuss.
Kemark: impont massave dom records into database mvght chanpe Jots of data of wyscenm datatase  Sugeet to backup ™o whoto datutasa batoro dong

Imporiing File IE‘ DOC_WC7XY I8 IACE, 20141338125 Choase the Excel Filg or imponming l Load Excet Diata n l
Buny Daurvibant Tike | (T T atan| eawi | Grmana | Acyfisn | Sk | Coat [ Catne | Cutw Lo
r o3l I 1441 000 004 01354F |
9Ta01ETInE (1012014 000 352230/ NVE
|oersiodsee Trowiaoid | oosseza (wee | |
1503801 158 00212014 0.00.158.250,CR
Paramus, N 1900 (013793540 TS0 00342843 (KM
[Hew Yot ©1984  odaspads1 01014 000 59362 WL
s “mg,m Fw 1012014 0.09 00001 |CAL
;Seut Park. F 2004 00 MAAECAL) 0.0 TY001 [CAR  »
L Emgty itom nembecTNon-unique item nambar, wit not add nto datodase Save 10 Dastab J Clo=e | Exit j
Loosed ites records for mum' 21 item recoeds, aad 0 ites recordy arxe non soceptable.
Aconprable recongs for \wv.mn[ 21 ices tecomds, ¥ Raplace B angemal tecord when mporting B guslieg em nember in dessare

Please refer to the sample Excel structure to fill the Excel file for

importing Item records into system database. (1st row will be neglected)

Download the Samp|e EXC6| http://download.potasoft.com/manual/Item Hxcel.xls

Note: Import massive item records into database might change lots of data of
system database. Suggest to backup the whole database for doing it.

To replace the original data, by click on “Replace the original record

when importing the existing item number in database”.
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Import Member Records from Excel

Where to:
Menu >Tools > Import Data from Excel > Import Member records from

Excel

B C_Ipl % g H
oSt Fi o1 Sarrie P8 st Warrre] Gemater Boomee Phovirabork Phione] Cod Phans |

dwcn G Wis Fornsia XO-MTETE] II0-T4ADTIE DS iQgeet ooy AT

Aswo  Ma FIEE1 3519 IMPEIES 21094560 wetyance con A2 |

Fote:l. :hlu refer to the sppec saspls Excel ltnlﬂl\;rl =0 £113 t: Il:;:“ful Stp 1. Click |Chooes the Escel Tile fur Teurtinsg] to
or tsportiag recurds into spetem Satabass. (lez sow will neg -d. )

3. Alloe to Lspars 13 fiaids (£30m A to 1) of the mesbes resords, plasss ehidus 18- Tacul “Flia " Sce: lipaiting.

111 che data in tha Laparsing Bsosl file with She rignt ardes

B wetunds WALA sty seslmr eater A6 the leparting Bsosl file Wil e
divearded, and will sot add Anto Aha curtent dessbase.

4. ALl smmbe: mumber dute Ln ohe isporting Sscel file shoold be umigue,
Tecords in the imposting Excwl file with zon-meique Sesber Tasber Fap 3.°Click LSeve tn Dutabasw] cs foomlly tspert wed
will be @iscarded, ssd will 0ot edd inec currses detabess savw ihe leportleg secosds loto detsbsse.

B, If the seste: mustec Of the leporting cecord has alrsady exisced in caxcent
databave, this reu dats seecxd will seplece lGvessiitel the old cecosd
WA WAL LR shee et Beaden ] A8 Bhe Grigieal desabess

Remtan lmpost massae swmirder (eccnds o datahisss gl change los of dats of sywiees datalivse Sogest 10 Sac ko the whake datilise hefom doog 4

Stap 2. Click [Tost Eace]l Daza in] ©o load dats of the
selected Exvel file for lsgortisg.

laporiing Flle [c:‘mmw“'"m Ghoose the Exced File fur Iopoting J Load Excet Data m
| - ftsus [ Wemoer ris Bastated] Fisadame ol Lasoiams [GanaeboreProns| wanFrms| CoPrans]  Emai [Catin aternas -
00009 M3 oke (GBaret  [Femak i bt Ly i
00002 W K sgmo F 513761 [aas :‘;«’;Em, =
x 00003 M Lom ) Oume e (50030 s il ey
ooloM W I'J-w ‘Sewant  Fema 1234495 el Fimdrpoaeell <
[0 Esngry manber numbenNon-usique member sumber, will not 204 into database Save to Database | Close / Ext {
losded meaber recosita for lqlwu-:'_-l; mutwmr rvcords, m[—u-‘-rmmmmﬂ.
Accepeable reoocds for tmportisg:] 13 mesber recseds. (¥ Repace 110 060Gl rcoid M6 Mpsang e edstng mEmbar sumier i database

Please refer to the sample Excel structure to fill the Excel file for
importing Member records into system database. (1st row will be

neglected)

Download the Samp|e EXC6| http://download.potasoft.com/manual/Member Excel.xls

Note: Import massive item records into database might change lots of data of
system database. Suggest to backup the whole database for doing it.

To replace the original data, by click on “Replace the original record

when importing the existing item number in database”.
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12. Export Data to Excel

Export All Item Records to Excel

Target PFolder:|[Ci\Daers\Deskzop\DOC_ML7E

Tctax:l 21 Ttems Save to Excel ] Close I

Where to:

Menu >Tools > Export Data to Excel > Export All Item Records to Excel

Export All Member Records to Excel

Target Foldes:[Ci\Gaers\Oeakzop\DOC_MLYE

Target Filenass: Mesber Exeel zoiwizzz

Totals 12 Menbers Save to Excel | Closze I

Where to:

Menu >Tools > Export Data to Excel > Export All Member Records to

Excel
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13. Live Update
Live Update

Where to:
Menu > Help >About the POTA Media Library Management
to About Pota Media Library Management ==

Pota Media Library Management (ML7E)
Copyright 2011-2015 Pota Techonologies.

All Rights Reserved.

0

This productis licensed to:

Pota Media Library

Trial version will expire on: {06/21/2015}

Pota Website: http://en.potasoft.con
Contact us: support@potasoft.com

Warning: This program is protected by copyright law
and international freaties. Unauthorized reporduction Close I
or distribution of this program, or any portion of it, may

resultin severe civil and criminal penalties, and will ;
be prosecuted under law. Live Update

Click on the “Live Update” button to get the updated executive file. We
update the program to get compatible with the latest windows and office
versions. And also add some small functions to make friendlier user interface.

"Live Update" will not change the content of any existing data.
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14. How to Buy

We offer up to 90 day & 990 record limitation free trial version, you can try all
of the features in the program to get a feel for it. And will remind you when
your trial is coming to an end. If you want to convert to the full version, please

visit our website (http://en.potasoft.com/) to see the instruction. We take

PayPal and other forms of payment upon request. If you have any questions,

please visit our website or contact us via email (support@potasoft.com).

41


http://en.potasoft.com/

