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Centurion University of Technology and Management, Odisha 

  



1. About the University (Centurion University of Technology and Management, Paralakhemundi, 

Odisha. 

The Centurion University of Technology and Management is one of the best and first private 

University in Odisha. The university is situated at Paralakhemundi, Dist.GaJapati, Odisha. The University 

has four campuses, i.e. Paralakhemundi, Bhubaneswar, Bolangir and Rayagada. The main administrative 

campus is at Paralakhemundi, and the other three are working as its off-campuses. There are three 

campus libraries in Centurion University. All the campus libraries are administered and supported by the 

Dr.Y,V.N.Rao Central Library. 

The library has developed a balanced collection of print and e-resources; objectively to cater the 

curricular, extra-curricular and co-curricular Information need of the students, research scholars and 

teachers. The print contains text and reference books. Similarly, e- resources include subscription to a 

broad array of e-books, e-journals, bibliographic databases, also locally developed learning resources. The 

usages of these resources are made both by the teachers and students for teaching, learning and research 

on regular basis. The Central Library maintains the Union Catalogue of all campus Library 

(Bhubaneswar, Balangir and Rayagada). A user can know about the availability of a book/Print Journal in 

all libraries through the Web OPAC. Central Library allows users to borrow books from all campus 

libraries through ILL. 

Library Holdings: The Dr.Y.V.N.RAO Memorial Library has the following documents available. 

 

01.Total No’s of Books: 51237 

02. Total number of Journals (Title): 38 

03. Total no’s of Magazine (Title): 17 

04. Total no’s of CD’s: 2256 

05. Total no’s of PhD Thesis: 72 

06. Total P.G. Thesis: 60 

07. Total Project Reports: 

University Building: 

64 



 
 

 

Library Building: 

 

 
 

 

 

 

 

 

 

 

 



Central Library Entry Gate: 

 



Library Gate Entry inside View: 

 

 

Maintain of Gate Entry Register: 

 
 

 

 



Book Display: 

 

 

 

 

 

 

 

 

 

 

 

 

Reference Section Entrance: 

 

 

 

2. Collection Development Policy for Books 

a. Selection of Books for the Library 

Books should be selected, looking into the needs, wants, demands and requirements of actual and 

potential readers. Librarians and faculty are often jointly responsible for book selection. As per the 

requirement and demand of the students, basing on the syllabus, a list of book should be prepared by 

faculty, may submit their recommendations to liaison librarians for approval. Librarian placed the book 

list before the Library committee for approval. 

b. Funds 

After getting approval from library committee, librarian placed the book list for collecting 



quotation from different vendors. After getting quotation librarian put his opinion before final approval 

authority for release of required fund. 

c. Ordering 

 

After finalize the quotation, final order list prepared by the librarian against the vendor of the 

quotation, approved by the authority of the library committee. 

d. Bill Processing 

After receiving all the book (as per order list), verifying the books as per order, cross check the 

amount of the book and bill, discount amount etc. then the librarian proceed for payment. 

e. Accessioning 

After receiving all the books from vendor, the librarian proceeds for accessioning the books as per 

the cataloguing rule of library. 

f. Payment of Bills 

After verified the bill as per order and condition, the librarian certified the bill and make a note sheet 

for payment. After getting approval form approval authority, bill amount will release from the fund and 

make payment against the bill. 

Acquisition: 

 

 

 

 

 

 



Acquisition Process in Koha Software: 

 
 

3. Collection Development Policy for Periodicals 

The University has subscribed 38 no’s of print journals and 17 no’s Magazine. 

a. Selection Process of the Journals 

Basing on the need of library users, a list of periodicals is being suggested by different 

departments and subsequently approved by HOD/Dean. The list has been placed before the library 

committee for placing the same for approval. The final approval will be obtained by management for 

expediting the procurement of periodicals further. 

b. Purchasing methods of Print Journals/Online Journals 

After getting final approval list of journals, the librarian will put the list before the publishing 

authority for quotation. 

c. Subscription and Renewal Method of Databases/E-Resources 

After getting quotation a note-sheet should prepared by the librarian and put it before the approval 

authority for order of subscription and renewal. 

d. Maintaining of Stock Registers 



Central library maintain a periodical register, in this register all data regarding subscription period, 

detail of publisher, copy received status, missing of journal should be maintained in the register. 

Journal Display: 

 

  



Magazine & Competitive Books Display: 

 
 

News Paper Display: 

 

 

 

 



Serial: Journal entry in koha: 

 
 

4. Technical Division 

a. Classification/Cataloguing 

After accessioning the books by the technical staff of library, classification should be done by 

DDC and cataloguing is done as per AACR-II . 

b. Technical Processing of the books 

After complete all the above process spine label and barcode printed by librarian and pasted on 

the cover of the books and sent it to the rack. 



5. Circulation Division 

a. Procedure for Library Membership 

i. Students (UG/PG) 

The procedure for library membership, the student has to fill the form of library membership in 

Koha Patron Module. It will automatically create student’s ID. 

ii. Faculty Members 

The faculty has to produce an identity proof / appointment letter photo copy for library 

membership. The faculty member has to fill up the form of library membership in Koha Patron Module. 

It will automatically create faculty ID. 

iii. University Staff 

The University staff has to produce an identity proof / appointment letter photo copy for library 

membership. The staff member has to fill up the form of library membership in Koha Patron Module. It 

will also automatically generate staff ID. 

iv. PhD Scholars 

The Ph.D Scholars has to produce his university identity card for library membership. The Scholar 

has to fill up the form of library membership in Koha Patron Module. It will also automatically generate 

scholar ID. 

Membership Format in Koha Software: (Patrons) 

 

  



Check-Out and Check-in of Books: 

 
 

Book Transaction at Reference Section: 

 



b. Procedure for issue of books/return of books 

As per the library rules and regulation 3 books issued to the student for 7 days and 8 books for the 

faculty members for a period of 90 days. After exceeding the stipulated period of issue a fine will impose 

Rs.5/- per day on each book. 

Check out & Check In Koha Software: (Circulation) 

 

c. Timings of the Library 

Every day the library opens at 9.30 am and closes at night 12 am and Sunday will remain closed 

and during the period of other holidays the library will open form   9.30 pm and closes at 5.30 pm. 

 

Timing  

Section Paralakhemundi 

Circulation Section 9.30 AM to 5.30 PM on 

working day 

Reference Section 9.30 am to 12.00 am 

Periodicals and News Paper 9.30 am to 12.00 am 



Digital Library 24 hours 

d. Services and Facilities 

i. Digital Library 

To provide digital library facility to the students, faculties and staff members of the 

university , Dr.Y.V.N.Rao Memorial library has subscribed of E-resources like E-books and E-

journals. Library provides facilities of CUTM Ph.D thesis of soft copies through Soudhganga, 

which can be acceded through our digital library. 

 

Digital library facility is available at 1st floor of central library. The library provides 10 no’s of 

computer having internet facility for the use of users and also provides wi-fi facility for the users to 

access digital resources by using their personal laptop. 

 

Digital Library Usage by Students: 

 



 
 

 

 

 

 

 

 

  



Digital Library Usage by Students using personal Laptop: 

 



 



 
 

 

 



 

ii. E-Resources 

 

To provide E-Resources to the users, the central library has subscribed five no’s of e-resources 

namely IEEE, ProQuest, Indian Journals.com, Web of Science and DELNET. 

Subscribed E-Resources: 

 

Image-1 cont… 

 



 
 

Image-2 Cont… 

 

Image-3 Cont… 



 
 

Image-4 Cont… 

iii. Books/Journals till date 

The Central library is having 51237 no’s of books and 38 no’s of early subscribed print 

journals till date. 

iv. Koha Snapshots 

Screenshots of Koha Librarhy Automation Software: 



 
 

 

Different Modules in Koha: 

 



Circulation Module: 

 

 

 

Check-in: 

 



Check-out: 

 

 

Cataloging Module: 

 



Patrons Module: 

 

 

Serials Module: 

 



Advance Search Process in Koha: 

 

 

 

 

Report Module: 

 



Detail about Koha Module: 

 

 

 

v. Details of access to E-databases (Koha, J-Gate, WoS etc) 

IEEE Xplore E-Database: 

 



 

ProQuest E-Database: 

 

 

 

Indian Journals.com E-Database: 

 



Web of Science E-Database: 

 

 

DELNET: 

 



6. Circulation Division 

Check out and Check in Section: 

 

 

 

 

Check out and Check in at Reference Section: 

 



 

 

1. Library Building/Plan 

 

Library Building: 
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Standard Operating Procedures for Library 

 

1. About the University (Centurion University of Technology and Management, Bhubaneswar, 

Odisha 

The university library is a central point of all academic activities. It is the essential component of the 

University’s outstanding research and Education mission. It works as a knowledge base and an inventive 

accomplice in supporting teaching, learning and research endeavors of the Institute. The well-equipped 

reading room inspires the students, teachers and other users to engage themselves in learning and 

innovative research. The peaceful environment ingrains self confidence in researcher’s mind. 

The name of the library is DEBI PRASANNA PATTANAYAK Central Library. The library is 

the trinity of learning resources, faculty, students and library staff. Patron visits the Library to access, 

read, consult, and borrow the materials, i.e. Print resources. Central Library is subscribing to the 

different subjects and publishers' e-resources for the users, which they can access online and remotely. 

Central Library is a fully automated with Koha library automation software, having barcode technology 

and OPAC facility. 

Presently DEBI PRASANNA PATTANAYAK Central Library having the following documents or 

information about the present library. 

 

01.Total No’s of Book: 34612 

02. Total Journal Title Subscription: 30 

03. Total no’s of Magazine Subscribed: 10 

04. Total no’s of CD: 1595 

05. Total no’s of PhD Thesis: 818 

06. Total Project Reports: 

 

University Building: 

132 



 
 

 

2. Collection Development Division 

a. Selection of Books for the Library 

The faculty and students can recommend books and other publications for purchase to the Central 

Library. It is desired that the list of books requisitioned by faculty for purchase for each Department/ 

Centre be always routed through the respective Head of Departments. The requisitions of students can be 

got approved by the concerned faculty and Head of Department. It will be desirable that books relating to 

course curriculum shall be procured. The library would then check the duplication and place the list of 

recommended books before the committee for review and final approval. 

b. Funds 

After getting approval from library committee, librarian placed the book list for collecting 

quotation from different vendors. After getting quotation librarian put his opinion before final approval 

authority for release of required fund. 

c. Ordering 

After finalize the quotation, final order list prepared by the librarian against the vendor of the 

quotation, approved by the authority of the library committee. 

d. Bill Processing 

Once the books are received in the library along with the bills, the price of each book and discount 

rates, bank rates are verified by the concerned staff in Acquisition Section. Then the bills are processed 

for payment with the accession no’s entered against each item. The in-charge acquisition section certifies 

above procedure before forwarding bill to finance section. 

e. Accessioning 

After bill verified by the concerned staff in acquisition section, entry for each book is made in the 

accession register which has all the relevant details of a book like its price, publisher, vendor, year of 

publication etc. 

f. Payment of Bills 

After verified the bill as per order and condition, the librarian certified the bill and make a note sheet 

for payment. After getting approval form approval authority, bill amount will release from the fund and 



make payment against the bill. 

Book Collection and Stacking Section: 

 



 

 



 

New Arrivals: 

 
 

 
Acquisition Process in Koha Software: 

 
  



3. Periodical division 

a. Selection Process of the Journals 

The library compiled department wise lists of Print/e-Books/ e-Journals received from each 

department and forwarded it to the Library Committee for approval and sanction purpose. 

b. Purchasing methods of Print Journals/Online Journals 

After obtaining necessary approval and sanction from the committee, the print/e- Book/ e-Journals 

are subscribed / renewed through the subscription agent keeping in view their past service records. 

Some Print/ e-Books/ e-Journals are also ordered directly from the publishers. 

c. Subscription and Renewal Method of Databases/E-Resources 

After getting quotation a note sheet should prepared by the librarian and put it before the approval 

authority for order of subscription and renewal. 

d. Maintaining of Stock Registers 

Central library maintain a periodical register, in this register all data regarding subscription period, 

detail of publisher, copy received status, missing of journal should maintain maintained in the register. 

Journal Display: 

 



Magazine Display: 

 

News Paper Display: 

 



Serial: Journal entry in Koha: 

 

4. Technical Division 

a. Classification/Cataloguing 

After accessioning the books, by the technical staff of library, classification should done as per 

DDC, Cataloguing is done by ACCR-II. 

b. Technical Processing of the books 

Barcoding of Accession number, location, spine label and book card to be printed and paste on the 

book. All the newly entered books are placed in shelves as per location and classification number by the 

library support staff. 

c. Current Awareness Service 

Current Awareness Service provide in the reference section of the library. A trained library staff is 

appointed to providing this facility to the student by help of web opac or library software. 



Technical Processing Section: 

 

5. Circulation Division 

a. Procedure for Library Membership 

i. Students (UG/PG) 

All the regular student data received in excel file. Data reprocess as per library software and 

upload bulk user class wise .Finally student’s id/library membership card will create, 

ii. Faculty Members 

The faculty members have to produce a copy of his / her appointment letter before the chief 

librarian for Koha library membership. Then the faculty member is to fill up the format of membership in 

the Koha software. 

iii. University Staff 

The University Staff also produce a copy of his/ her identity proof of his appointment to the 

librarian. Then the librarian will fill up the data of concerned staff in the format of Koha software. 

iv. PhD Scholars 



The Ph.D. Scholar has to produce his identity card issued by the university to the librarian. After 

verifying his identity, the librarian proceeds to create membership in Koha software. 

Check-out and Check-in of Books: 

 

Membership Format in Koha Software: (Patrons) 

 



b. Procedure for issue of books/return of books 

 

 

As per the library rules and regulation 3 books issued to the student for 7 days and 8 books for the 

faculty members for a period of 90 days. After exceeding the stipulated period of issue, the fine will 

impose Rs.5/- per day on each book. 

Check-out and Check-in in Koha Software: (Circulation) 

 

c. Timings of the Library 

 

Every day the library opens at 9.00 am to 9.00 pm and library will remain open on Sunday at 9.00 am to 

1.00 pm. Library is closed on every 2nd Saturday. 

 

Timing  

Section Bhubaneswar 

Circulation Section 9.30 A.M to 5.30P.M on 

working day 

Reference Section 9.00 A.M to 9.00 P.M 

Periodicals and News Paper 9.00 A.M to 9.00 P.M 

Digital Library 9.00 A.M to 9.00 P.M 



 Sunday: 9.00 A.M to 1.00 P.M 

Library is closed on every 2nd Saturday 

 

 

Services and Facilities 

 

i. Digital Library 

To provide digital library facility to the students and staff members of DEBI PRASANNA 

PATTANAYAK Central Library has taken the subscription of E-resources like E- books and E-

journals. Digital library facility is available in central library. The library provides 8 no’s of computer 

systems having internet facility for the use of students. 

Digital Library Facility: 

 
 

 
ii. E-Resources 



To provide E-Resources to the users, the central library has subscribed five no’s of e-resources 

namely IEEE-ASPP, ProQuest-ABI Inform, Indianjournals.com, Web of Science, and DELNET. 

Subscribed E-Resources: 

 
 



 

 
 

iii. Books/Journals till date 

The Central library is having 34612 no’s of books and 30 no’s of yearly subscribed print journals till 

date. 



iv. Koha Snapshots 

Screenshots of Koha Library Automation Software: 

 
 

 
Different Modules in Koha: 

 



 

Circulation Module: 

 
 
 
 
 

 



 

 
 

Cataloging Module: 

 



Patrons Module: 

 

 
Serials Module: 

 



 
 

Advance Search Process in Koha: 

 

 
Report Module: 

 



 

v. Details of access to E-databases (IEEE-ASPP, ProQuest, Indianjournals.com, WoS,  DELNET) 

IEEE Xplore E-Database: 

 
 
 

ProQuest E-Database: 

 



Indian Journals.com E-Database: 

 

 
 
 

Web of Science E-Database: 

 



DELNET: 

 

 
6. Circulation Division 

➢ All the users can avail the borrowing facility after showing ID Cards. 

➢ Books can be renewed twice if no demand for the book was there by any other user. 

➢ Reissue of books can be done on the date of due. If any book incurs fine then books cannot be 

renewed. 



 
 

7. Library Building/Plan 

 



 

 

Standard Operating Procedures for Library 
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Centurion University of Technology and Management, Odisha 

  



Standard Operating Procedures for Library 

 

1. About the University (Centurion University of Technology and Management, Bolangir, Odisha 

Centurion university of Technology and Management is one of best private University in Odisha. The 

institution is situated at Paralakhemundi, Dist. Gajapati, Odisha. Centurion University has four campuses, 

i.e. Paralakhemundi, Bhubaneswar, Balangir and Rayagada. The main administrative campus is at 

Paralakhemundi, and the other three are working as its off-campuses. All the campus libraries are 

administered by the department and supported by the Dr.Y,V.N.Rao Central Library. 

Presently the library has well stacked with the latest editions of books. Non book materials, 

Newspapers and periodicals in the fields of Pharmacy. Computer with internet facility is provided to 

access the online resources. The library having the following documents. 

 

 

1. Infrastructure: 

Total Area of Library- 1350 sqft 

Seating Capacity-40 

No of PCs/systems- 7 Nos 

Scanner- Yes 

Xerox/reprography machines- 1 Nos 

CCTV Camera- 2 Nos 

Library committee-(Yes/No) - Yes 

2. Print Resources 

No of books - 4843 

No of Project reports- 50 No 

of magazine- 6 Nos 

No of newspapers subscribed- 5 

E-Resources (Yes/No) 



No of CD’s/DVD- 15 

Library Entry Gate: 

 

2. Collection Development Division 

Library is having total number of 4843 books from different subjects. 

a. Selection of Books for the Library 

The faculty and students can recommend books and other publications for purchase to the Central 

Library. It is desired that the list of books requisitioned by faculty for purchase for each Department/ 

Centre be always routed through the respective Head of Departments. The requisitions of students can 

be got approved by the concerned faculty and Head of Department. It will be desirable that books 

relating to course curriculum shall be procured. The library would then check the duplication and 

place the list of recommended books before the committee for review and final approval. 

b. Funds 



After getting approval from library committee, librarian placed the book list for collecting 

quotation from different vendors. After getting quotation librarian put his opinion before final approval 

authority for release of required fund. 

c. Ordering 

After finalize the quotation, final order list prepared by the librarian against the vendor of the 

quotation, approved by the authority of the library committee. 

d. Bill Processing 

Once the books are received in the library along with the bills, the price of each book and discount 

rates, bank rates are verified by the concerned staff in Acquisition Section. Then the bills are processed 

for payment with the accession no’s entered against each item. The in-charge acquisition section certifies 

above procedure before forwarding bill to finance section. 

e. Accessioning 

After bill verified by the concerned staff in acquisition section, entry for each book is made in the 

accession register which has all the relevant details of a book like its price, publisher, vendor, year of 

publication etc. 

f. Payment of Bills 

After verified the bill as per order and condition, the librarian certified the bill and make a note sheet 

for payment. After getting approval form approval authority, bill amount will release from the fund and 

make payment against the bill. 

Book Collection and Stacking Section: 



 
 

3. Periodical division 

Library is have subscribed 7 no’s magazines. 

a. Selection Process of the Journals 

Basing on the different departments, users and scholars a list of journal prepared by consent 

department. Consent department hod’s approved the list and placed before the librarian. The librarian 

placed the list before the library committee for approval and subscription of journal. 

b. Purchasing methods of Print Journals/Online Journals 

After getting final approval list of journal, the librarian put the list before the publishing authority 

for quotation. 

c. Subscription and Renewal Method of Databases/E-Resources 

After getting quotation a note sheet should prepared by the librarian and put it before the approval 

authority for order of subscription and renewal. 

d. Maintaining of Stock Registers 

Library maintain a periodical register, in this register all data regarding subscription period, detail of 

publisher, copy received status, missing of journal should maintain maintained in the register. 



 
 

4. Technical Division 

a. Classification/Cataloguing 

After accessioning the books, by the technical staff of library, classification should do as per 

DDC, Cataloguing is done by ACCR-II. 

b. Technical Processing of the books 

After complete all the above process spine label and barcode printed by librarian and pasted on 

the cover of the books and sent it to the rack. 

c. Current Awareness Service 

Current Awareness Service provide in the reference section of the library. A trained library staff is 

appointed to providing this facility to the student by help of web OPAC or library software. 

Technical Processing Section: 



 
 

5. Circulation Division 

a. Procedure for Library Membership 

i. Students 

The procedure for taking library membership, the student has to fill the format of library 

membership form. After receive regular students list in excel file from admission section, an Issue and 

Return register is maintained for that batch. The Koha software will installed very soon for online 

transaction. 

ii. Faculty Members 

The faculty members have to produce a copy of his / her appointment letter before the librarian 

for employment proof. Then the faculty has to fill the format of library membership form. Then on the 

staff Issue and return register his/ her account will create. 

iii. University Staff 

The University Staff also produce a copy of his/ her identity proof of his appointment to 

the librarian. Then the librarian will fill up the data of concerned staff in the staff Issue and return 

register. 



 

 

Check-Out and Check-in of Books: 

 

 



 

b. Procedure for issue of books/return of books 

As per the library rules and regulation 3 books issued to the student for 7 days and 8 books for the 

faculty members for a period of 90 days. After exceeding the stipulated period of issue a fine will impose 

Rs.5/- per day on each book. 

c. Timings of the Library 

Every day the library open at morning 10.00 am and closed at evening 5.00 pm and Sunday will 

remain closed. 

d. Services and Facilities 

i. Digital Library 

Digital library facility is available in the library. The library provides 5 no’s of computer systems 

having internet facility. As this institution is part of Centurion University, the institution is avail digital 

library facility by using the institutional IP based server. 

 



ii. E-Resources 

 

To provide E-Resources to the users, the central library has subscribed some no’s of e-resources 

namely IEEE, ProQuest, Indian Journals.com, Web of Science, and DELNET etc. 

Subscription of E-Resources: 

 



 
 

 

 



 
 

iii. Books/Journals till date 

The library is having 4843 no’s of books and 06 no’s of yearly subscribed Magazine till date. 

iv. Details of access to E-databases (IEEE-ASPP, ProQuest, Indianjournals.com, WoS, DELNET) 

IEEE Xplore E-Database: 

 



ProQuest E-Database: 

 

Indian Journals.com E-Database: 

 

 

Web of Science E-Database: 



 
 

DELNET: 

 

 

6. Circulation Division 

• All the users can avail the borrowing facility after showing ID Cards. 

• Books can be renewed twice if no demand for the book was there by any other user. 



• Reissue of books can be done on the date of due. If any book incurs fine then books 

cannot be renewed. 

 

 

 

Check out and Check in Section: 

 

 

 

 



 
 

7. Library Building/Plan 
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Standard Operating Procedures for Library 

 

1. About the University (Centurion University of Technology and Management, Rayagada, 

Odisha 

 

Centurion university of Technology and Management is one of best private University in Odisha. 

The institution is situated at Paralakhemundi, Dist. Gajapati, Odisha. Centurion University has four 

campuses, i.e. Paralakhemundi, Bhubaneswar, Balangir and Rayagada. The main administrative campus is 

at Paralakhemundi, and the other three are working as its off-campuses. All the campus libraries are 

administered by the department and supported by the Dr.Y,V.N.Rao Central Library. 

The institution having different departments like School of Pharmacy, Basic Sciences, Diploma in 
Polytechnic, and +2, CBSE, CHSE courses. 

Presently Library having the following documents or information about the present library. 

 

01.Total No’s of Book: 3123 

02. Total Journal Title Subscription: 03 

03. Total no’s of CD: 12 

04. Sitting Capacity 30 

05. Library Area 1152 Sqft. 

Library Entry Gate: 

 

2. Collection Development Division 

a. Selection of Books for the Library 



The faculty and students can recommend books and other publications for purchase to the 

Central Library. It is desired that the list of books requisitioned by faculty for purchase for each 

Department/ Centre be always routed through the respective Head of Departments. The 

requisitions of students can be got approved by the concerned faculty and Head of Department. It 

will be desirable that books relating to course curriculum shall be procured. The library would 

then check the duplication and place the list of recommended books before the committee for 

review and final approval.. 

b. Funds 

After getting approval from library committee, librarian placed the book list for collecting 

quotation from different vendors. After getting quotation librarian put his opinion before final approval 

authority for release of required fund. 

c. Ordering 

After finalize the quotation, final order list prepared by the librarian against the vendor of the 

quotation, approved by the authority of the library committee. 

d. Bill Processing 

 

Once the books are received in the library along with the bills, the price of each book and 

discount rates, bank rates are verified by the concerned staff in Acquisition Section. Then the bills are 

processed for payment with the accession no’s entered against each item. The in-charge acquisition 

section certifies above procedure before forwarding bill to finance section 

e. Accessioning 

After bill verified by the concerned staff in acquisition section, entry for each book is made in the 

accession register which has all the relevant details of a book like its price , publisher, vendor, year of 

publication etc. 

f. Payment of Bills 

After verified the bill as per order and condition, the librarian certified the bill and make a note sheet 

for payment. After getting approval form approval authority, bill amount will release from the fund and 

make payment against the bill. 



Library book stacking Section: 

 

3. Periodical division 

a. Selection Process of the Journals 

Basing on the different departments, users and scholars a list of journal prepared by consent 

department. Consent department hod’s approved the list and placed before the librarian. The librarian 

placed the list before the library committee for approval and subscription of journal. 

b. Purchasing methods of Print Journals/Online Journals 

After getting final approval list of journal the librarian put the list before the publishing authority 

for quotation. 

c. Subscription and Renewal Method of Databases/E-Resources 

After getting quotation a note sheet should prepared by the librarian and put it before the approval 

authority for order of subscription and renewal. 

d. Maintaining of Stock Registers 

Central library maintain a periodical register, in this register all data regarding subscription period, 

detail of publisher, copy received status, missing of journal should maintain maintained in the register. 



Journal Display: 

 

4. Technical Division 

a. Classification/Cataloguing 

After accessioning the books, by the technical staff of library, classification should do as per 

DDC; Cataloguing is done by ACCR-II. 

b. Technical Processing of the books 

Barcoding of Accession number, location, spine label and book card to be printed and paste on the 

book. All the newly entered books are placed in shelves as per location and classification number by the 

library support staff. 

c. Current Awareness Service 

Current Awareness Service provide in the reference section of the library. A trained library staff is 

appointed to providing this facility to the student by help of web OPAC or library software. 



Technical Processing of New Books: 

 

5. Circulation Division 

a. Procedure for Library Membership 

i. Students (UG/PG) 

The procedure for taking library membership, the student has to fill the library membership form. 

After receive regular students list in excel file from admission section, an Issue and Return register is 

maintained for that batch. 

ii. Faculty Members 

The faculty members have to produce a copy of his / her appointment letter before the librarian 

for employment proof. Then the faculty has to fill the format of library membership form. Then on the 

staff Issue and return register his/ her account will create. 

iii. Non-Teaching Staff 

For Non-Teaching staff the procedure is, after getting approval from higher authority for book 

transaction at library, library will allow him / her to take member ship at the library. 



Check-Out and Check-in of Books: 

 

b. Procedure for issue of books/return of books 

As per the library rules and regulation 3 books issued to the student for 7 days and 8 books for the 

faculty members for a period of 90 days. After exceeding the stipulated period of issue a fine will impose 

Rs.5/- per day on each book. 

c. Timings of the Library 

Every day the library open at morning 9.30 am and closed at 5.30 pm and Sunday will remain 

closed.. 

d. Services and Facilities 

i. Digital Library 

Digital library facility is available in the library. The library provides 5 no’s of computer systems 

having internet facility. As this institution is part of Centurion University, the institution is avail digital 

library facility by using the institutional IP based server. 



Systems for Digital Library: 

 

ii. E-Resources 

To provide E-Resources to the users, the central library has subscribed some no’s of e-resources 

namely IEEE, ProQuest, Indian Journals.com, Web of Science, and DELNET etc. 

Subscription of E-Resources: 

 



 
 

 



 
 

iii. Books/Journals till date 

The Library is having 3123 no’s of books and 03 no’s of early subscribed print journals till date. 

iv. Details of access to E-databases (Koha, J-Gate, WoS etc) 

 

IEEE Xplore E-Database: 

 



ProQuest E-Database: 

 

 

 

Indian Journals.com E-Database: 

 



Web of Science E-Database: 

 

 

DELNET: 

 



1. Circulation Division 

 

Check out and Check in Section: 

 

➢ All the users can avail the borrowing facility after showing ID Cards. 

➢ Books can be renewed twice if no demand for the book was there by any other user. 

➢ Reissue of books can be done on the date of due. If any book incurs fine then books cannot 

be renewed. 

 

6. Library Building/Plan 

 

 

 

 

 

 

 

 

 


