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1. Introduction

For information on Library Gold features, see the following chapters in Help:
Overview and system setup

Sto ck

Members

Loans

Reports

Support

2. Library Gold help

Accessing Help
You can access Library Gold Help in the following ways:

From the system menu, choose Help, then Help.

Press function key f1. If only the main Library Gold screen is open, Help will open at this
page. If a Library Gold function screen (such as Stock Maintenance) is open, Help will open at
the relevant section.

f
f

Other Help formats

When you install Library Gold, the complete Help manual is also placed in the Library Gold folder in
the following formats:

1 Help.doc - for reading and printing with Microsoft Word (contents list has active links to Help
pages).

1 Help.pdf - for reading and printing with Adobe Reader* (links are not active).

1 Help.htm - for reading in a web browser (all Help links are active).

*Download Adobe Readerfree from www.adobe.com




3. Overview and system setup

This chapter contains the following important sections, which we recommend you read in preparation
for using Library Gold:

Getting started with Library Gold

Securit y

Using Library Gold

Settings

Installing Library Gold on a network

3.1 Getting started with Library Gold

This section contains essential information about

changing some settings before you start to use Library Gold;
converting data from older Cadomel systems;

the folders where Library Gold and your library data are stored ;
installation on a network ;

upgrading to another edition of Library Gold .

E I

3.1.1 Starting- the essentials

On starting Library Gold for the first time, you may want to change some of the default settings to
suit the way you want to work.

On installation, you should change the default passwords to new passwords of your choice. You may
also change the user names, add new users or delete existing users, and change user permissions.
Follow the links below for details.

Please read the following important sections for further information:
Users and passwords
SeeDefault Users in Managing usersfor details. Refer also to User Permissions.
User Permissions

These settings are applied to system users, and control the features that people
logged on as a particular user have access to.

See Managing usersand User Permissionsfor details.




Other important information

Please also read the information in the following sections:
Security

Using Li brary Gold

Settings

3.1.2 Importing data from older Cadomel systems

If you have a legacy Cadomel library management system - The Book Detective, BookMaster, Schoo/
Library or Senior Librarian - you may import your existing data into Library Gold using the Data
Conversion program ( Convert.exe) supplied with Library Gold.

Importing your data will not affect the original copy of the data, which will remain unchanged.

Note: Converting legacy data will overwrite any data you have entered in Library Gold.
You should use Convert only once.

Data folder
Unless you have moved or renamed the folder where your legacy Cadomel system islocated, your
existing data will be stored in:

The Book Detective C:\Bookted Dbfs
BookMaster C:\BkmastenDbfs
School Librarian C:\Schoolib Dbfs
Senior Librarian C:\Senlib\Dbfs

To import your data:

First, exit Library Gold, and make sure that your existing Cadomel application is not
running. Then:

1. Click Start, then Run...

2. Either enter C:lLibrary Goldl Convert.exewhere C:\Library Gold\ is the folder where Library
Gold is installed;
or click Browseto locate Convert.exe in your Library Gold folder. (Note. the file may appear
simply as Convert if your Windows settings do not show file suffixes.)

3. Click OKto run Convert.exe.



In the Data Conversion screen...

is routine converts & copies your existing
1w System.
or Help, Please Call Cadomel on 01205 48

1. Use the browse button to
locate the Dbfs subfolder.

Location of Existing System Data:
CASEMLIBADBF S\

Location of New System Data:
CALIBRARY GOLDNDATAL

Progress...

[ Lookup Ciata

2. Browse to the Data subfolder where
your Library Gold data is stored.

[ referance Data
[ systern Data
[0 uzar Dats

[ Members Ciata
[ stock Data

3. Click Start to begin the conversion.

[ Loans Data

[ resarves Datas

sat | [ gancer |

When data conversion is complete, exit Convert before you start Library Gold again.

Once you have confirmed that the data conversion has operated correctly, you will not need to run it
again. You should be aware that if you re-run it at a later date, it will overwrite any
changes you have made since the conversion.

If you wish to eliminate the possibility of running Convert.exe again, you should delete the file from
your hard drive using Windows Explorer.

3.1.3 Library Gold folders

Library Gold is installed to a new folder called Library Gold. This is the folder structure after
installation:

This iz the

Application folder.
|5 Library Gold

I3 Data

I3 Reports

All of your licrary data
iz stored in the
Data folder.

The Application folder contains the Library Gold program and associated files. The Data folder
contains all of the data files.



Changes to the folder structure

We advise that you do not make any changes to the folder structure, or move any of the
Library Gold files (including the data files) from their installed position. This is because,
when you open Library Gold, the program expects to find the files where they were originally
installed.

However, occasionally circumstances may dictate adifferent placing of the Library Gold folder or
subfolders (this is sometimes the case with network installations, for example). The Reportsfolder
should always remain as a subfolder to the application folder.

Summary of recommended folders
Ifyou are using a stand -alone computer , follow the recommendations for network servers below.

On your network server

I The application folder should be Library Gold on the server

1 The data folder should be Library Gold \ Data on the server
On your client machines

1 The application folder should be Library Gold on the client machine

1 The data folder should be Library Gold \ Data on the server

If you do change the locatio n of either the Library Goldfolder or the Data subfolder, you will need to
make changes to the System paths so that Library Gold knows where the program and the data
are. The system paths are the /ocations of the application and data folders.

Note that changing the system paths does not change the location of the Application and Data folders
- it simply tells Library Gold where these folders are located.

To change the system paths...
o From the system menu, choose 700/s, then System Tools then System Paths..

In the System Paths screen:

1 System Paths

Data Path: | C:\LIBRARY GOLD\DATAY

To change the Data path,
enter the new path here...

...then click Set Data
Path.

App Path:

If the Application path iz
zhown in red, Library Gold
haz been moved...

Set Data Path || set App Path || close

...click Set App Path to
correct the
Application path.




3.1.4 Installing Library Gold on a network

With a network licence, Library Gold will run on a network, allowing you to make your library system
available to network users. A master copy of Library Gold is installed on the network server, and a
client copy is installed on each client machine. All of your library data is stored on the server in the
\ Library Goldl Data subfolder. Network users must have access to the \ Library Goldfolder and its
subfolders. Further details are given below.

Before you begin installation, make sure you have:

1 alLibrary Gold CD or download;
1  aNetwork Client CD or download;
1 aNetwork Licence Kefrom Cadomel Library Systems.

You should install Library Gold on your network server first and then proceed to install it on client
machines.

Install Library Gold on your network server

1. Install the standard copy of Library Gold on your server, following the instructions in the Quick
Start Guide unde®tarting installation You should not change the name of ttébrary Gold
folder, since this is where future upgrades or fixes will also be installed.

2. Start Library Gold and complete the setup routine, following the instructions on setting up a
full version in the Quicktart Guide.

3. Permissions. Share the Library Goldfolder and all its subfolders:

a. The Library Gold Manager(and any other user who is to administer stock, member or
loans records) needs to be able to read and write  to the Library Goldl Data subfolder
and to read files in all other Library Gold subfolders.

b. Network users who use only the Stock Search and Quick Loans Query need permission
to read files in the Library Gold subfolders.

Install Library Gold on your network client machines

1. Indall the Network Client software on each client machine. During installation, the
Customer Information dialogffers a choice of installing for all users, or for the current user
only. You should normally choose to install dirusers

2. Run Libray Gold and complete the setup routine. Please note the following:

a. Instep 2 of setupiWhere is your data3,ou should browse to and enter the location of
the sharedLibrary GoltDatasubfolderon your server
b. Since you entered the libraname and licence key when you set up Library Gold on the
server, these should already appear correctly on the relevant setup screens, and you
should clickNextto continue.
Summary of recommended folders on server and client machines

On your server :

1 The application folder should be Library Gold on the server

1 The data folder should be Library Gold \ Data on the server
On your client machines

1 The application folder should be Library Gold on the client machine

1 The data folder should be Library Gold \ Data on t he server



Further information

See also: Library Gold folders.

3.1.5 Upgrading to another edition

To upgrade the Trial version to a working edition, or to upgrade from one edition of Library Gold to
another, you will need a new licence key. Please contact sales@cadomel.com informing them of your
library name as you wish it to appear on your licence. On receipt of your official order or payment,
they will supply you with a licence key.

Entering a new licence key

To enter a new licence key:

1. From the system menu, choose Help, then Upgrade...

2. Enter your library name and licence key. These are case-sensitive, and must be
entered exactly as provided to you by Cadomel Library Systems.

3. Click OK

4. Close Library Gold. The upgrade will take effect when you open Library Gold again.

3.2 Security

This section contains important information about managing your system and keeping it safe. We
recommend that you make yourself thoroughly familiar with the contents.

In this section:
Managing users - setting up user hames and passwords.

User permissions - controlling who has access to which system features.

Backup and restore

Closing down _ - controlling who is able to exit Library Gold.

3.2.1 Managing users

Access to the system is controlled by enrolling Users and providing them with a User Name and a
password. Users maybe regarded as groups of people using the system, and for the purposes of

administering Library Gold are distinct from Members, who are individuals enrolled in Library Gold by
their own names so that th ey can borrow items from the library. The features to which each user has

access are controlled by User Permissions



When the system is first installed, three default users are already set up (see below). However, you
can set up any number of users you wish, and may delete existing users. The system requires a
minimum of one user, who must have Administrator status.

Administrator status

Users with administrator status have access to all parts of the system. In particular, they see the
complete Tools menu and are therefore able freely to change system settings. They can also exit
Library Gold by entering their password.

Users who are not administrators do not see the Security, System Tools and Options entries on the
Tools menu. In User Permissions, you may control whether they are allowed to see the rest of the
Tools menu. Users who are not administrators are also unable to use their password to exit Library
Gold unless you allow them to in User Permissions.

Default users

Three default users are already set up when you install the system: Manager, Assistant and Member
(but see below for the Member user's name).

On installation, you should change the passwords for the default users - especially the Manager's
password - to passwords of your choice.

To make login straightforward for ordinary library users (using the Member login), their

default name for login is not the name Member . Instead, it takes the form of a prompt: - Click OK-.
The matching password for this user name has been left blank. This means that all the ordinary user
has to do to enter the system is click the OKbutton on the screen (or press the Enter key). They do
not need a password if you leave it blank.

User names in the login screen are listed in alphanumeric order, and most punctuation marks are
sorted before letters and numbers, so we have chosen a hyphen (-) as the first character of - Click
OK - to ensure that it appears at the top of the list.

The three default user names are:

Manager
Has administrator status. This gives access b all features and can control all parts of the
system. Has access to Manager Help.

Assistant
Does not have administrator status. Does not have access to the Tools menu, or to settings
in general. Has access to all other non-administrator functions, and to Assistant Help.

- Click OK -
(Member) Has access tobasic Stock Search and Quick Loans Query, and to Member Help. All
other features are hidden from this user. Cannot exit the system .

You may change any of the settings for the default users, including th eir names, status, passwords
and permissions. However, there must always be one user who has administrator status.

Lost passwords

In the interest of security, Library Gold has no way of revealing passwords. If a user forgets their
password and you do not know it, you will have to enter a new password for that user (see Editing or
deleting a user below). If there is only one user with administrator status and you do not have the




password for that user, you will have to delete the files referring to existing users and reinstall Library
Gold.

To reset users and passwords to the default users and passwords.

1. Using Windows Explorer, delete the following files:
usrlevel.dbf
usrlevel.cadx
usrperm.adbf
usrperm.cax
2. Reinstall Library Gold.

User setup and maintenance
Ead system user has:

 auser name
1 a status: either administrator or not.
1 apassword

Each user's name and password must be different from those belonging to other users.

Adding a new user

3. Check this box if you
wizgh to give thiz uger
adminiztrator =tatus.

4. Click Change
Change Password FPassword.

) 5. Enter a new password,
Re-type: | then re-type it below.

fdministrator

Add ||De|ete || Undo || Save

Editing or deleting  a user



« Add/Edit Users

1. Select the user you
“§ want to edit or delete.

Select User: iGuest

2.%ou may now change
the uzer's name,

o administrator status and
[] Administrator password as you wish,

or...

... o delete this
uger, click Delete.

Undo || Save || Close |

User: | Guest

[ Change Password ]

Password: | E——

Add




3.2.2 User permissions

User permissons control the access that each user has to various features of the system. You will
normally wish to set different permissions for different users. On installation, the default users have
different permissions as summarised in Managing users. You may change user permissions at any
time.

To administer user permjissions:

1 On the system menu bar, choose 7oo/s, then Security, then User Permissions.

In the User Permissions screen:

+ User Permissions

Select User: | Guest

Description

|| Backup - enable Mo
i Help file Cad

Loans - enable

2. Click afeature

o Quick Loans Query - enable in the feature list

Loans reports - enable

|| Togls menu - enable Mg
|| Member mantenance - enable Mo
Member reports - enable Mo
[ | nasarvations - enable Ma 3. Select a setting
1 Stock search: Author - enable Yag fl:'r thE fEEtlJ re.

Stack search - Smale ar Mulhinle =s2arch ST
L

Quick Loans Queary - anable:  yvag

Close

When you have finished, click Close. Any changes will take effect after you exit Library Gold and
when the user next logs on.

Help files

Three versions of Help are provided to match the three default users. They have names that
match the default users, and provide guidance for only the features that are available to each
default user. For example, the Member Help file describes only stock searches and the quick
loans query.

You may associate any available version of Help with any user using User Permissions. On
pressing F1 or selecting He/p from the system menu, the user will see the version of Help
that you have set for them.

Child -friendly screens

Only avallable in  Library Gold Junior. In other editions this option is shown but is
not actjve.



Use this permission to display simplified screens, designed with younger users in mind.
Simplified screensare provided for stock search (with keyword search only), search
results and Quick Loans Query

In Junior editions of Library Gold, this permission is enabled for the default Member user. You
may change this setting if you wish.

3.2.3 Backup and restore

Backing-up your data is vital. All machines will fail at some time. In addition, your data is always at
risk of being damaged by outside events such as power failure or improper system closedown. If this
happens, you need to be able to restore a recent copy of your data so that the loss and
inconvenience is minimised.

You should keep at least three successive backups, so that if the most recent backup is lost or
damaged you have two more to fall back on. Three is the minumum you should co nsider. We advise
making a backup before closedown every day, and keeping a backup for each day of the

week.

Library Gold contains a backup and restore facility to make it easy to safeguard your data in this way.

Backup

Ideally, you should backup to an external drive , in case your computer hard drive suffers a
failure.

Possible places to make your backup:

Separate hard drive attachedytur [Recommended, but you should make daily backup
computer. different folders.

USB pen drive (also known as  [Recommended, but you shoutdike daily backups tq
menory stick/flash drive/key drive|different folders, or to different pen drives.

Recommended, but may not work on some systen
Writable CD (CDR or CDRW) because oihconsistencies itheway in which
Windows handles writing to CDs.

Another folder on your computer'qConvenient, but vulnerable if your hard drive shoul

hard drive fail. Use a different folder for each daily backup.
Not recommended. Library Gold does not support
Floppy disk backups extendingver more than one floppy disk.

Also, floppy disks are not highly reliable.

To backup your data:

1 On the system menu, choose Filg then Backup Data... Type the name of your
backup drive and folder, or use the browse button to choose the folder to backup to.

Data folder

If you wish to copy your data without using the built -in backup facility, you should copy all
the files in your Library Goldl Data folder.



Restore
To restore from a backup:

1 From the system menu choose File then Restore from Backup... Type the name of
your backup drive and folder, or use the browse button to choose the folder to
backup to.

Warning - Restoring your data from a backup will replace all your data and
settings with the older data in your backup.

3.2.4 Closing down

It is importa nt to close down Library Gold in an approved manner. Switching off the computer without
exiting the program properly may lead to data loss.

To close down Library Gold, either:

1 from the system menu, choose File, then Exit; or
91 click the Close symbol in the top right-hand corner of the main program window.

If Exit program is enabled for the current user in User Permissions, the program will close.
Otherwise, the user will be asked to enter a password. If they enter the password of a user who has
permission to exit, the program will close.

Controlling access to system closedown
You may wish to disable the Exit function for non-Administrator users. To do this:

From the system menu, choose Tools, then Security, then User Permissions.
Select the user whom you wish to deny access to system closedown.

From the list of permissions, click Exit program - Enable

In the selection box at the bottom of the screen, choose No.

Click Close.

agprwhPE

This user will now be asked for a password when attempting to exit the system. Un less they enter the
password of a user with permission to exit, the program will not close.

See also:User Permissions



3.3 Using Library Gold

In this section:

The desktop

Screens (and how to use them).
Barcodes

Importing data from older Cadomel system S

3.3.1 The desktop

The desktop is the window within which all the Library Gold screens appear. The Library Gold desktop
is deliberately clear and uncluttered. When you open the program, the desktop contains only the
System Menu and the Toolbar.

System M enu

File Edit Loans Stock Members Reports Tools Window Help

Clicking on the System Menu headings will produce drop-down menus in the usual Windows fashion.
These menus give access to all the features in Library Gold.

The appearance of the System Menu can be different for different users. For instance, if you disable
the Stock Reports feature for a user, Stock Reports will not appear on the menu. See User
permissions for details.

Toolbar

e e a&ae

The Toolbar contains icons for a number of frequently -used features. If you use the mouse to hover
the cursor over an icon, a 7ooltjp (a short description of its function) appears.

You may change the position or shape of the toolbar as described below. If you make any changes,
they will be retained until you change them again.

You may change the position of the toolbar by clicking on it (avoiding the icons) and dragging it to a
different position on the screen. For instance, you may prefer it to display vertically against the left
edge of the desktop.

You may also change the shape of the toolbar by placing the cursor over the edge of the toolbar
until it changes to a double arrow and dragging the toolbar into a different configuration, such as the
one shown here in a reduced image (note the cursor shown at bottom right):
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3.3.2 Screens

The windows used by Library Gold are normally referred to in Help as screens. In this section, you
will find:

Opening and switching between screens
Resizing screens

Moving around a screen

The Find Record screen

=A =4 =8 -4

Opening and switching between screens

You may open more than one major screen at a time and switch between them. Screens where you
make a selection, such as system lists and report selection screens,have to be closed before you can
move to another task.

The major screens are:

Loans

Quick loans query
Stock search

Stock maintenance
Member maintenance

E

You may open more than one instance of the same screen if you wish.
If you have more than one screen open, to select a screen that is covered by another:

1 from the system menu, choose Window, then select the name of the screen you wis h to use.
Resizing screens

You can resize any of the major screens by dragging its borders with your mouse. Objects within the
screen will be resized at the same time, and Library Gold will retain the new size until you change it.

To drag a window border, place the cursor over the border you wish to move and click and hold down
the left mouse button. Then move the cursor to the new position and release the mouse button.

Moving around a screen



To move within a screen, you may use your mouse or the tab key on your keyboard to go to the
next data entry space (field).

Maintenance button - pops up a System List for editing.

Group: W

Selection list. Click on the blue down-arrow symbol to see the list. If
the list extends beyond the bottom of the window, scroll dow n to
see the other items in the list.

You may also type the initial letter of a list item to go immediately
to it.

The Find Stock and Find Member screens

These screens areopened by clicking Findin either the Stock Maintenance screenor the Member
Maintenance screenrespectively. On opening, both the Find Stock and Find Member screens return
to the item selected the previous time the screen was open.

The examples below show the Find Stockscreen. The Find Memberscreen works in the same way.
Where there is a reference to /tem number, substitute Member number .

| | 00000s Hague W William Pitt the Younger: A Biography
_|oodoos Pryor F Britain AD: A Quest for Arthur, England ar
00000 (TE LTy
o000 .
- The quickest way to find a record
— iz to enter the kem number here, )
o000 . . i urage: Heroic Stones from 1°
=] then hit Enter or click Find.
_| @000 Us il
€ »

| | [ select | cancel |

GRS 15 SORT A COLUMN, click on the

column heading. Click again to 2ort in
Highlight 3 8 reyverze order, and again to restore
L TN the original (unsorted) order.

Authr Itle - ~
Goodwin C To be a Lady: Story of Catherine Cooksor
Masan AWM To Inherit the Skies - From Spitfire to Tor
Quinkon A To Mourn & Mischief
Debbs M Te Play the King
Francis D To the Hilk

You can also search for a word or number in a column:



# Find Stock

To SEARCH IN A COLUMMN,
click the header and type the
=tart of vour =earch term.

click “Select”™. To search in the list,
ber then press Enter or dick “Find®.

|sem e Author ELR - ~
| | 005135 Bindley M ; Verity R Essential Maths for GCSE : Intermediate:
_|oos132 Bindlay M 3 Varity R Essential Maths for GCSE @ Intermadiate:
05128 Bindley M ; Verty R Essential Maths for GCSE : Intermediate:

Essential Maths for GCSE @ Intermadiate:
Ezsential Maths for GCSE : Intermediate:
Essential Maths for GCSE @ Intermediate:
Essential Orthopaedics and Trauma
EURD 2004

Eurgpean Country lop
ropean History,
Hirst H H Even Death has it
Herriot 1 ; Ambrus v Every Living Thing
Armstrong L Every Second Co

005125 Bindlay M ; Verity R

005123 _
Noos1ed 1. Click to =elect your
“|opass chosen item.

D0292E
004521 Browns K

2. Click Select to return to the
Stock Maintenance screen.

| Item No: Fimd I | SEEEIZ Cancel

3.3.3 Barcodes

Using barcode labels to enter Item Numbers and Member Numbers avoids errors which can occur
when entering numbers manually. In addition, printed barcode labels help to clearly identify your
stock.

Barcode labels and cards

Printed barcode labels for your library stock and library membership cards are available from
Cadomel Library Systems

Barcode readers

If you are going to use barcodes for cataloguing or loans, you will need a barcode reader to
read the barcodes into your computer.

Barcode readers are also available fromCadomel Library Systems.

Further details - please visit www.cadomel.com to view information and d ownload factsheets, or
contact us directly for detalils.






