BOOK RETRIEVAL MANUAL

A.INTRODUCTION

o Physical Resources consists of three functions:

o Learner Support Materials
o Fixed Assets
o Infrastructure Register

o We will be focusing only on Learner Support Materials for this manual.

There are 5 main functions for which you may want to use the Learner Support

Materials Module:

o You may want to add a book to your master register list

o When you receive books you will want to add this quantity to your stock (either new stock or
existing stock)

o When you have books you will want to distribute these learning materials through the educators
and on to the learners. You will want to keep a record of where they are for retrieval at a later date

o When these books are being returned, you will be want to book them back into stock so that they
are available again

o When books are lost or damaged you will need to permanently remove these books out of stock

B. HOW TO CAPTURE

1. Click on Physical Resources
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2. Click on Learner Support Materials.
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3.Click on Maintain General LSM Master List. There are already subjects or learning areas added on this
list for your convenience. NB: If there are subjects or learning areas that are being taught at your

school but is not on the list , o Step 4, if not skip to step 5.
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4. Click on Maintain LSM Subject areas button (top left hand of screen)

Maintain Subject Areas for LSM

Click on a zubject to edit or delete

Subject Area | Add Mew Subject Areas/Dizcipline o the lizt
Accounting
Afrikaans Sesothd

Atz & Culture

Buzineszs Economics

Computyping

E conomics Cancel |
Economics & Buzinessz Science
Englizh

Geoagraphy

izkshoza

Life Orientation

hathematics

Matural Science

Meedlework,

Social Science

Technalogy

Save |

Delete a Subject Area |

Done

o The cursor of the mouse is already set, type the name of the subject you wish to add.

o Click on the Save button

o Click on the Delete a Subject Area button to delete a subject which does not apply to your

school

Adding Resources to the Main Inventory Master List

5. Click on the subject to add a book. Each main subject area has a list of books already captured on the

system. NB: If the book you want to add is not already captured, do Step6, if not skip to Step7.

Learning Area Support Materials 1
7
kA aintain ki Subject Sreas IAchunting
Click G I Subj b Ay L - q
M.I;i:nt:in Sh.:r:.:;:ms vt e e Grade Filter: / - Category Filker: -
Books -

Afrikaans [SSRE Educator ResgpQrces

Atz & Culture e BT ng neww era : Mew Era: Grade: 11
Business Economics sodygce in Accountancy - kML 0 Grade: 12
Computyping ance in Accounting - Masow @ Grade: 11
E conomics dvance with Accounts : ML Grade: 10
Economics & Business Science -Balans Staat : Fisichemn @ Grade: 10

English -Balansstaat grl 2 Higher Grade : Fizichem : Grade: 12
Geography Balansstaat gr12 Standard Grade : Fizichem : Grade: 12
isihosa

-Ken en verstaan Gril & 12 Foeduwrico : Grade: 12
‘ken en verstaan rekenkunds 0 09474659336 Grade: 10
Mew generation Accounting : Mew Generations © Grade: 11
Rekeningkunde Logiese Benadering [key] : Mazou : Grade: 12
- Rekeningkunde wir =t : Maszou: Grade: 10
- Study & M aster Accounting : Roedurico : Grade: 12
e 3K rekenmingkunde @ ML 0 0B3E04239: Grade: 12
= Learner Textbooks
-Accounting - A logical Approach - Masou: Grade: 10
-Accounting - A logical Approach - Masouw: Grade: 11
-Rekeningkinde en Logiese Benadering : Masow : OE25025385 Grade: 12
Rekeninglkundes =t10 : Masou : DE250253225 Grade: 12
-Aekenkunde - 'n Logiese Benadering : Masou : DG25020790 Grade: 10
- FAekenkunde - 'n Laogisse Benadering : Masow : 0625023560 Grades: 11

Life Orientation
b athematics
Hatural Science
MHesdlevwork
Social Scisnce
Technology

m

Click on an Item to Select the Item For Editing
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6. Click on Add New LSM Item. NB: If it is already on the list do not re-enter but you can click on the
Edit Item button to edit the Item if required or you can remove the Item.

Learning Area Support M aterials T M aintain Support Materials

Subject [Accounting

Select type of Item to Add: + Book ¢ Other Maintaining M aster Stock Items
Book Details
Title of Book: | rear Published: l—
Publisher: | ISBEM Mumber: li
Authars: |
Select a Category of Support b aterial: ﬁ
I =]

Itemn Description: |

b anufacturer: |

“rear Manufactured: %
If Applicable
Language of [tem: [Itermz are grouped on printout according to FROM grade selected)

| j Grade Relevance:  From: | [Optional] To: -

st [kem Save | Done |

e Select type of item to add — Book / Other (other learning support material)
o Title of Book —enter details
o Year Published — enter year
o Publisher —enter details
o Author/s — enter details
o ISBN —enter details (e.g. 0 623 00980 3)
e Select Category of Support Material (there are 6 categories)
o E.g. Learner Textbook
o Language of item (optional) — enter
o Grade relevance - Grade to Grade — enter details
e C(Click on Save
7. Click on Issue & Maintain LSM School Stock. Now that you have the Subject items or resources

under each subject captured you are now ready to stock to these resources.
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e There are 4 pages (tabs) at the top of the screen:
o View School LSM Stock
o Add LSM Stock Quantities

o View Loans & Return Items

O

Issue/Remove (write-off) LSM ltem

Adding Stock to the Resources

e Select the Category Filter (7 selections)

e Select the Grade

e C(Click on the Subject Area: e.g. Accounting

Wiewe Loans & Return ltems

lzzue/Remove LS Item

Grade Filt uidessHeferences
L. er T

120
[Start grade  |Learmer Workbooks
fizld anly] Readers
- Atlases
Cl G et Dictionaries
Accounting Other

Only Items where stock has been added are displayed

D ezcription

| Publisher

| Grades | Authors

Atz & Culture
Business Economics
Computyping
Econormics
Economics & Business Science
Englizh

Geography

izl<hoza

Life Orientation

M athernatics

Matural Science

M eedlenork,

Social Science
Technology

Ell:::li(nn &1 [=00 (0 e ek Add Stock Quantities  |) Done
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e At the bottom of the page click on tab Add Stock Quantities or click on the second tab ‘Add
LSM Stock Quantities’

e Select Subject Area: enter details (e.g. Accounting)

e Select Grade

e Select LSM Category — dropdown box — (e.g. learner textbooks)

e Click on Ok

o Select item to be added from the Select item to add drop down list

e C(Click on drop down box Or Add Stock Item to Master List (this will only show if you have
already added it to the master list)

e Select Stock Register: e.g. 750/002 Textbooks and LSM

e Select Date: enter

e C(Click on Add New Quantity:

Yiew Schoaol LSM Stock T Add LSM Stock Quantities T Wiew Loans & Feturn [tems T lzsue/Remave LSM tem

To add school stock . you must first locate the item in the MASTER stock list. ¥ou can use the Filter or Search option.

Filter Options for Loading Master stock, [tems Search for a specific temn to add Stock
Select Subject Area: |ﬁccounting j Partial/Full Title of ltem: |
; Optional - start grade figld
Select Grade: |Grade 10 hd [Dni]lnna san grane e ISEM number of ltem: |

Select LSM Categon: |Leamer Texthook:s j
[Optional) ﬂ
0K

Mow select the item from the list below and then add the quantity and price of the stock.

Select a Stock Item from the Maszter List

Select [tem to Add: |.&ccounting - & logical Approach : Masou j Add Stock [tern to kaster List |
R/02/28 | |20 2/008/26 Aidd New Quantity )

D ate Added Reqizter [ty Added Itenn Cozt Qb wfrite0f | wiiteOff Cost | Total Cost | Total lkem Value

Select Stock Reagister: |?ED£DD2 Test Books and L5k j Select Date; |E

Stock Details For : |Accnunling - A logical Approach : Masou :

Lire: Fiemove Line Save Stock Data Dioke




e Go to cell Quantity Added and enter amount of stock received e.g. 50

e |tem cost: enter e.g. R55

e Press Tab button —it automatically calculates the amount of total purchase of this item e.g.
R2750

e Click on Save Stock Data button. NB: If a mistake has been made it can be removed by

entering a Line number to be removed and click on Remove Line button.

Wiew School LSM Stock T Add LSM Stock Quantities T Wiew Loans & Return Items T lzzue/Remove LSM [tem

To add school stock . you must first locate the item in the MASTER stock list. ¥ou can use the Filter or Search option.

Filter Optionz for Loading kazter stock. [tems Search for a specific [term to add Stock

Select Subject Areal [Accounting | | | Partial/Full Title of Item: |

. Optional - start grade field
Select Grade: |Grade 10 - Lnil'nna slart grade Ie ISBMN number of lterm: |

Select LSM Category: |Leamer Textbooks ﬂ
(Dptional] _ Semch_|
(] 4

Mow select the item from the list below and then add the quantity and price of the stock.

Select a Stock Item from the Maszter List

Select ltem to Add: |ﬁccounting - & logical Approach : Nagzou: j Add Stock ltem to Master List |
Select Stock Register: [750/002 Text Books and LSM | Select Date: | 2012/08/28 | |2012/08/25 #cdd New Quantity

Stock Details For : |Accnunling - A logical Approach : Masou :

Date Added Reqister [ty Added Itern Cozt | Gk ik FF | WiikeOff Cost | Total Cogt | Tatal [bem Yalue

1 |2012/08528  7E0/002 50 55.00: ! ] 2750.00 2750.00

Done

Lire: Remowe Line ([

e Click on Ok, and Done buttons



To View the Current LSM Stock

e Once you have added stock to a resource it is advisable to go back and check that it has
been correctly entered. This can also be done at any time to check stock records.

e To do this go back to View School LSM Stock

e Choose the category filter — learner textbooks

e C(Click on Subject — e.g. Accounting

e Click on Resource

o A small screen on the top right hand corner of the screen will highlight

e Stock: quantity/ On Loan : quantity / Available : quantity

¥iew School LSM Stock T Add LSM Stock Cluantities T “Wiews Loans & Return lterms T lzsue/Rermove LSM ke )

Category Filker: |Learnel Textbooks - |.t’-\c:c:ounting Grade 10 |Stock :50: 0On Loan : O : Available : 50
Grade Filker: |Grade 10 - Only Items where stock has been added are displayed

[Start grade D escription Publizher
field anly] Clear Filters i

Chick on a General Subject Area to Start

Accounting
Afrikaans

Atz & Culture
Business Economics
Computyping
Econamics
Economics & Business Science
Enaglizh

Geography

isk<hosa

Life Orientation

M athernatics
Matural Science
Meedlevark.

Social Science
Techhnology

Click on an item to see available

stock Add Stock Quantities

To Issue Books Out Of Stock to the Educators

e Go to View School LSM Stock

e Choose the Category Filter — e.g. Learner Textbooks
e Select the Grade —e.g. Grade 10

e C(Click on the General Subject Area — e.g. Accounting
e C(Click on the resource in the right hand screen

e Click on Issue / Remove Maintain LSM School Stock



Wiew School LSM Stock. T Add LSM Stock Quantities T Wiews Loans & Return lkems T Issue/Remove LS5M Item

tock Item: [Accounting - A logical Approach —

Total Stock: |50

Quantity Awvailable for lzsue: (50

* |ssue Stock

i Femowe Stock permanently

lssue Stock

lssued To: |FINGEF| Kelebogile Yeronica j Removal Authorized by | j
Loan Wenue: | j FReason for Remaoval from | ﬂ
Stock:
Quantity 1zsued: |5 Add Mew Wenue
Removal Date: [2012/08/28 | |
Date lssued:
|zonzroei2e | [2mzr0e02e Purchase Histor of Item
Expected Return | ﬂ
Drate: |2D1 2/0313 ﬂ |20‘I 2/03/13 [pleaze select agamst which pirchase date and price pou are waeitng off the
el
Awerage Condition
af Itgerns lssued: Excellent Quantity Femoved: Cost bo wirite OFF:

Save Stock |ssue ». Save Wwiite OFF |

e Stock Item will be already displayed

e Click on Issue Stock, it will display Total Stock and Quantity Available for Issue
e select the educator on Issued To

e Quantity issued — enter amount issued

e Date issued: select the date issued to educator

e Expected return date: select the date that the educator should return the book
e Average Condition: select

e Save Stock Item

e Click on the Ok button

Remove LSM Item

You can also Remove LSM Item on this page.

e (Click on View School LSM Stock
o Click on Subject — e.g. Accounting
e Click on Resource

e Click on Issue / remove LSM Items



View School LSM Stock T

Add LS5 Stock Quantities

“iews Loans & Return ltems T Issue/Remove LSM Item

Stock Item: [Accounting - A logical Approach
7 lesue Stock

i* Remowve Stock permanently

lzzued To: |

Loan YWenue: |

Quantity lssued:

=l

Date lesued: |2D1 20828 ﬂ |

Expected Return

Date: |2mz/as2a ~| |

Avyerage Condition
of Iterms |zsued: LI

Sawve Stock lssue |

=1

Add Mew Wernue

Toaotal Stock: |50
Quantity Available for lssue: |45

Remove from Stock

Femowval Authorised by |MANTDF|D totanpane Jonase LI

Feazon for Rermosval from || oo -~
Stock: | _I

Femaval Date: [2012/08/28 = | [2012/08:28

Furchaze History of [kem

50 iterns added on 201240 at B 55| -
(please select agamst wohich puechase date and price vou are wiciting off the
e

Ttem!
Cost bowfrite Off: |275 00

Quantity Removed: |5
S awe wiite OFF
Done

e (Click on Remove Stock Permanently

o Complete the following information: Authorized By ,Reason for Removal, Removal

Date, Purchase History of Item, Quantity Removed, Cost to Write Off — cost of

purchase

o Click on Save Write Off

Return Items Received From Educators Back Into Stock

As soon as an educator brings back resources they should be entered immediately back into the stock

records.

e Click on View School LSM Stock

e C(Click on Subject Area — e.g. Accounting

e Click on Resource on right hand screen

e Click on View Loans and Return Items




Wiew School LSM Stock T Add LSM Stock Quantities T View Loans & Heturn Items T lzsue/Remove LSM Item

Item to be returned: |Accnunting - A logical Approach

Outstanding Loans For this ltem Click in the check box of a line item to return stock
* lkem | * Date Loaned | “Loaned To | Guantity | Feturned | Outstanding |
Accounting - & logical Approach 201 2/08/28 FINGER, Kelebogile “Yeronica 5 o 5
Date of RetunAwfiite O [omzsosee - | [2012/08/28 & fitems have been counted and checked for BE TUEE
Humber of items being returned: |5
If an item has been lost or damaged. please include it in the return quantity and then go to the 5
write off section and remove the item from the system. ==

e Items to be returned will automatically be displayed
e Tick in the applicable educator box
o Date of write-off: select date

e Number of items being returned: e.g. 5

e (if there are still books outstanding as they have been lost by learners but you have to log it
as all books as having been returned and then go to ‘remove LSM’ tab to remove it from

stock)



C.PRINTOUTS

1. Click on Educator LSM Loan Details to view details of all educators or select an educator that have

loaned books.
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2. Click on Detailed LSM Inventory List to view a report on captured LSM details. Printouts available are:
e Inventory List Per Grade

e Inventory List Per Subject.
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