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1 INTRODUCTION 

1.1 U-PUSTAKA 

 

The u-Pustaka Hub Maklumat Negara solution will provide a holistic system for PNM. It enables the u-

Pustaka as an information hub to harvest, validate, cleanse and convert the physical and digital book catalog 

metadata from various internal and external systems to create a unified catalog searching and viewing. This 

will eventually allow more public users to access the library resources through the u-Pustaka services. 

By implementing the u-Pustaka Hub Maklumat Negara, PNM shall be able to increase the business 

efficiency and speed up the physical and digital catalog processes. 

Katalog Induk Kebangsaan (KIK) system implementation aspires to: 

¶ Improve KIK brand to be at par with other similar initiatives like Library of Congress/Libraries 

Australia.  

¶ Be the main source for information searching in Malaysia. 

¶ Provide correct and up-to-date search result and displayable content.  

¶ Give better user experience and better accessibility.  

¶ House high quality data that matches with international standard. 

¶ Increase efficiency in data processing and validation as well as reduce human intervention. 

¶ Successful integration to u-Pustaka, MyRepositori and other identified data sources. 

¶ Promote data sharing via open data initiative. 

 

1.2 ABOUT THIS MANUAL 

This document serves as a guide for the readers (technical and non- technical). It describes about how to 

access and use the modules available in KIK . 

 

1.3 HOW THIS MANUAL IS ORGANISED 

This manual is organised as follows: 

¶ Chapter 1: Introduction  provides a basic introduction about KIK . 

¶ Chapter 2: System Overview describes the system architecture and components included in KIK . 

¶ Chapter 3: General Module details how to access the functions available in KIK . 

¶ Chapter 4: List of Warning/Error Message/Error Handling  describes warnings, errors and 

resolutions for KIK . 

¶ Chapter 5: Frequently Asked Question (FAQ) lists general questions and answers related to KIK . 
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2 SYSTEM OVERVIEW 

2.1 USERS 

KIK  provides the following access to its users. 

 

Table 1: KIK Users 

Users Roles 

Cataloguer 
¶ Create and update catalogue belonging to the organisation.  

¶ Update the holding information.  

¶ Copy catalogue and download selected catalogues from KIK system. 

Editor  
¶ Manage the metadata used in KIK including setting the parameters, default 

values and indexing option. 

¶ Set the rules for duplicate, merging and conversion. 

¶ Update catalogue information and merge duplicate records. 

¶ Create template. 

¶ Mask and unmask master record. 

¶ UnFRBR. 

ILL  Admin 
¶ Setup the general circulation policy and set up the mapping collection for 

report purposes. 

¶ Responsible to monitor status of ILL request and respond. 

¶ Create and manage the reminder scheduler for ILL Process. 

Requester (ILL Officer)  
¶ Search for items for interlibrary loan and manage the ILL life cycle of the 

request. 

Responder (ILL Officer)  
¶ Respond to a request and manage the ILL life cycle for the request. 

¶ Approve/reject waiver. 

¶ Record payment details. 

KIK Admin   
¶ Approve/reject membership request. 

¶ Date organisation information, create and manage user information and 

manage user roles. 

¶ Create scheduled jobs and manage the scheduler. 

¶ Create and update FAQ, create and manage announcement and manage 

feedback. 
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Users Roles 

¶ Set the system parameters including external library sources as well as 

faceted search. 

¶ Release task (accept by editor). 

LMS ¶ Represents generic name for any library management system that will be 

harvested or queried through Z39.50, SRU/SRW or OAI-PMH. 

MyRepositori 
¶ Hold digitalised content for PNM where KIK system will harvest the 

metadata through the OAI-PMH. 

Organisation Admin 
¶ Update organisation information including setting up the organisation 

circulation policy. 

¶ Create, maintain organisation users and role. 

¶ View the organisation account status in the ILL module. 

¶ Monitor status of scheduled jobs and reminders related to the organisation. 

Search User 
¶ Authorised to external system that is able to harvest KIK data through 

established protocols. 

u-Pustaka 
¶ Use KIK search services to search national catalogue information. 

u-Pustaka Admin 
¶ Generate reports and statistics. 

KIK Registered User 

¶ Cataloguer 

¶ Editor  

¶ ILL  Admin  

¶ ILL  Officer  

¶ KIK Admin  

¶ Organisation 

Admin 

¶ u-Pustaka 

Admin 

 

¶ Search and view KIK catalogues, generate reports and statistics for the 

assigned role. 

¶ Personalise the page after successful login. 
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2.2 MODULES 

KIK  consists of the following modules: 

 

Table 2: Modules 

No. Modules and 

Owner 

Sub-Modules Purpose and Definition 

1.  General, GEN 

(Registered Users) 

General System (GS) This is the general module for login, logout and 

forgot password. 

2.  Membership 

Registration, REG 

(KIK Admin) 

Registration Management 

(GM) 

Unregistered user can register their organisation 

and KIK Admin can approve the membership 

registration. 

3.  Admin, ADM (KIK 

Admin, Organisation 

Admin, ILL Admin) 

 

Organisation Management 

(OM) 

User can search, view and edit organisation 

information which includes library system 

information, and circulation policy. 

User Management (UM) User can create, search, view and edit user 

information. 

Role Management (RM) User can assign the role. 

System Parameter (SP) User can set up system parameters such as 

configurable selection list, external library 

sources and faceted search. 

User can customise the information block in the 

faceted search up to a maximum of 6 blocks. 

Notification Template (NT) User can view and edit notification template. 

Announcement Management 

(AM) 

User can create, view and edit announcement. 

Bibliographic Harvesting 

Scheduler (HS) 

User can create, search, view and edit 

Bibliographic harvesting job. 

User can run and terminate harvesting job. 

User can schedule harvesting job, view job 

status, download unprocessed record and run job 

for unprocessed record. 

Institutional Repository 

Harvesting Scheduler (HR) 

User can create, search, view and edit 

Institutional Repository harvesting job. 

User can run and terminate harvesting job. 

User can schedule harvesting job, view job 

status. 

Reminder Scheduler (RS) User can create, view and edit reminder 

notification. 

Audit Logs (AL) User can search, view and download the selected 

transaction logs. 
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No. Modules and 

Owner 

Sub-Modules Purpose and Definition 

4.  Frequently Asked 

Question, FAQ 

(Admin and All 

User) 

FAQ Management (QM) KIK Admin can create (indicate to notify, set 

expiry date), search, view, and edit frequently 

asked questions. 

All users can search and view FAQ. 

5.  Feedback, FBK 

(KIK Admin and All 

Users) 

Feedback Management (FM) KIK Admin can assign feedback to any 

Registered User. 

Registered User can view and update action 

taken on the feedback.  

All users can submit and receive notification if 

feedback is accepted and when it is closed. 

6.  Search, SRH 

(Registered User, 

Cataloguer, Editor, 

ILL  Officer) 

 

Search Engine (SE) Registered user can search, perform advance 

search, view (including FRBR contents), 

download catalogue and copy citation.  

Cataloguer and Editor can access shortcut to 

copy catalogue, edit catalogue and edit holding.  

ILL  Officer can add to Article and Item request 

from the search result. 

7.  Personalisation, PER 

(Registered user) 

Personalisation Management 

(PM) 

User can set preferences for font, font size, font 

colour and background colour. Registered User 

can enable/disable predefined widgets. 

8.  Catalogue, CAT 

(Cataloguer, Editor) 

Upload (UP) User can do Web Upload and Web Catalogue, 

and view status of the upload process including 

harvesting. 

Download (DL) User can download selected MARC records. 

Catalogue Management (CM) User can search, edit, copy and merge catalogue. 

User can edit holdings. 

Metadata Management (MM) User can search, view, edit metadata parameter 

and set indexing option. 

User can create, search, view and edit template. 

Rules Management (SM) User can search, view, and edit duplicate rules, 

conversion rules and merging rules. 

Converter (CV) User can download pre-defined excel file, upload 

the completed excel file to convert to the MARC 

format. 

9.  Interlibrary Loan, 

ILL  (ILL Officer, 

Organisation Admin, 

ILL Admin) 

Request (RQ) User can create a request, search, respond, 

cancel, processed, shipped, collected, delivered, 

renew, lost, damage and overdue item on 

interlibrary loan. 

MyRequest (MQ) User can monitor the interlibrary loan life cycle 

for each of his/her request. 
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No. Modules and 

Owner 

Sub-Modules Purpose and Definition 

MyRespond (MP) User can monitor the interlibrary loan life cycle 

responded by his/her organisation. 

Item (IT) User can search, view and edit item status. 

Account (AC) User can search ILL  user account based on 

organisation and name. 

User can create charges for fines and 

copying/scanning services. 

User can record payment details, request for 

waiver and approve waiver request. 

10.  External Search 

(XSR) 

External Search (SE) Third party application can perform external 

search to KIK System. Third party application 

can perform search to KIK System via RESTful 

API, Z39.50 protocol, SRU/SRW and OAI-

PMH. 

11.  Reports & Statistics, 

RPT (Authorised 

Users) 

ILL  (IL)  User is able to generate and download reports for 

interlibrary loan. 

Catalogue (CT) User is able to generate and download reports for 

catalogue management. 

Admin (AM) User is able to generate and download reports for 

system usage and other administrative processes. 

u-Pustaka (PU) User is able to generate and download reports for 

search report. 

Printable Documents (PD) User is able to print predefined forms and 

notices. 

 

 

  



Katalog Induk Kebangsaan (KIK) ï Operation Manual (User) 

Page | 7 

 

2.3 LANDING PAGE 

KIK Landing Page will be displayed once user launches the browser and accesses the web address.  The 

Landing Page is displayed as in the following: 

 

 

Figure 1: Landing Page 

 

Each of the numbered elements is described in the following table: 

 

Table 3: Landing Page Elements 

No Element Description 

1.  FAQ A link to display list of Frequently Asked Questions. 

2.  Feedback A link for users to send feedback related to KIK system. 

3.  Language Language option either English or Bahasa Malaysia. Click to change. 

4.  Register Unregistered users will need to register before login to the KIK systems. Click this link 

and user will be redirected to the registration page. 
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No Element Description 

5.  Login Click this link and user will be redirected to the login page. Only registered users are 

allowed to login. 

6.  Facts and Figures A panel that shows the important information in KIK. 

7.  Announcement Any latest announcements will be displayed in this panel. 
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3 MODULES 

The following modules are available in KIK : 

i. General 

ii.  Admin 

iii.  Frequently Asked Question 

iv. Feedback 

v. Catalogue 

vi. Interlibrary Loan 

vii.  Report 

 

Refer section 2.2   
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Modules for details of the modules. 
 

3.1 GENERAL 

In general, all users may access / see the following through Landing Page: 

¶ FAQ 

¶ Feedback 

¶ Register 

 

3.1.1 FAQ 

Al l users can search and view FAQ with the following steps: 

 

No. Steps 

1  Click FAQ at Landing Page and the following screen will be displayed: 

 

2  Click  to expand the list as in the following example: 
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No. Steps 

 

Search  

3  Enter FAQ keyword in the search field as in the following: 

 

4  Click  to search. 

 

 

  



Katalog Induk Kebangsaan (KIK) ï Operation Manual (User) 

Page | 12 

 

3.1.2 Feedback 

All users submit their feedback with the following steps: 

 

No. Steps 

1.  Click Feedback at Landing Page and the following screen will be displayed: 

 

2.  Enter/Select: 

¶ Name 

¶ Contact Number 

¶ Email *  

¶ Feedback Type * 

¶ Feedback *  

3.  Click Submit to send the feedback. The feedback will be redirect to KIK admin and an email as in the 

following example will be sent; or 

Click Cancel to abort. 
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3.1.3 Language 

User may change the language by selecting  or . The language will change 

between English to Bahasa Malaysia alternately. 

 

3.1.4 Register 

Unregistered users will need to register their membership in order to gain access into the KIK system. The 

registration must be through registered organisation. Once organisation is registered with a primary contact 

person, this person will become the Organisation Admin for the organisation. 

Organisation Admin will update organisation profile, create and manage user profile, monitor harvesting 

status of the organisation (if the organisation is choosen as Data Provider) and monitor ILL status of the 

organisation (if the organisation choose to use ILL Service). 

 

No. Steps 

1  Click Register at Landing Page and the following screen will be displayed: 

 

2  Select the organisation Location (country) from the list and click Search for an organisation. A screen as 

in the following example will be displayed: 
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No. Steps 

 

 Note: All other fields will be disabled until this field is filled. 

3  
Enter organisation name and click  to search for organisation as in the following example: 

 

Select and click Accept; or 

Click Cancel to abort. 

 

If the organisation is not in the list, 

Click  and the following pop-up will be displayed: 
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No. Steps 

 

Enter Name* and Acronym*. 

Click Accept to save new organisation; or 

Click Cancel to abort. 

 

 Note: System will check for any duplication of Acronym*. If exist, system will show a warning 

message.  

 
 

User can still proceed with the registration and KIK admin will decide whether to assign new 

acronym or to reject the membership request. 

4  If clicked Accept, the form will be expanded as in the following example: 
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No. Steps 
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No. Steps 

5  Enter / select: 

¶ Registration number 

¶ Type * 

¶ Category *  

¶ Specialisation * (if Category = Special Library) 

¶ Membership type* 

6  Enter/select for Primary contact: 

¶ Citizenship *  

¶ Identity t ype * 

¶ ID number * 

¶ Salutation * 

¶ Full name * 

¶ Position *  

¶ Email *  

¶ Prefix and Phone * 

¶ Prefix and Fax 

7  Enter/select for IT contact: 

¶ Citizenship *  

¶ Identity type * 

¶ ID number * 

¶ Salutation * 

¶ Full name * 

¶ Position *  

¶ Email *  

¶ Prefix and Phone * 

¶ Prefix and Fax 

 

 Note: Choose Same as primary contact if using the same information. 

8  If Membership Type is ILL  Service, additional fields need to be filled in as in the following screen: 

 

Enter/select for ILL  contact: 

¶ Citizenship *  

¶ Identity t ype * 

¶ ID number * 

¶ Salutation * 
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No. Steps 

¶ Full name * 

¶ Position *  

¶ Email *  

¶ Prefix and Phone * 

¶ Prefix and Fax 

 

 Note: Choose Same as primary contact if using the same information. 

9  Enter / select for Primary address: 

¶ Address line 1 *  

¶ Address line 2 

¶ City  *  

¶ Postcode * 

¶ State  

¶ Country *  

¶ Prefix and Phone * 

10  Enter / select for Billing address: 

¶ Address line 1 *  

¶ Address line 2 

¶ City  *  

¶ Postcode * 

¶ State  

¶ Country *  

¶ Prefix and Phone * 

 

 Note: Choose Same as primary address if using the same information. 

11  If Membership Type is ILL  Service, additional fields need to be filled in as in the following screen: 

 

Enter / select for ILL  address: 

¶ Address line 1 *  

¶ Address line 2 

¶ City  *  

¶ Postcode * 

¶ State  

¶ Country *  

¶ Prefix*  and Phone * 
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No. Steps 

Note: Choose Same as primary address if using the same information. 

12  Click terms and conditions. Term and conditions will be displayed as in the following example: 

 

Click Close. 

13  Mark a for I have read and understand the terms and conditions. 

14  Enter Captcha and click Validate Captcha. 

15  Click Submit to register. KIK admin will be notified and an email will be sent as in the following 

example. ; or 

Click Cancel to abort. 

 

Approved 

16  If KIK admin approved the membership request, user will receive three (3) notification emails as in the 

following example: 
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No. Steps 

 

 

17  Click Click here to activate your account link to register password and the following screen will be 

displayed: 

 

18  Enter new password (8-20 characters, contain upper case, lower case and digits). 

Confirm new password (must be same). 

Enter verification text (retype the displayed verification text). 
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No. Steps 

Click Submit and the following screen will be displayed. 

 

 

An email also will be sent as in the following example: 

 

19  Click Continue and a login screen will be displayed as in the following: 

 

20  Login using registered email (email address entered in membership request form) and activated password. 

Rejected 

21  If KIK admin rejected the membership request, user will receive a notification email as in the following 

example: 
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No. Steps 
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3.2 LOGIN AND LOGOUT 

All users may see the Login link from the Landing Page. However, only registered users are allowed to 

login to KIK system. 

 

No. Steps 

1  Click Login and the following screen will be displayed: 

 

2  Enter Username and click Next. Following screen will be displayed: 

 

3  Enter Password and click Login. The Main Page will be displayed as in the following example: 
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No. Steps 

 

 

The following screen will be displayed if username/password mismatched. 

 

 Note: Refer 3.2.1 Forget Password  if username/password mismatched.  

4  
To terminate session, click   located next to usersô name and click Logout  as in the following screen: 
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No. Steps 

 

 Note: These actions can only be done by registered users. If unregistered, refer to section 3.1.4 

Register for registration. 

 Note: All fields/items stated with *  are mandatory. 

 Note: User will be logged out upon closing the browser. 

 Note: System will terminate usersô current session and log out of the system if the page is idle for 20 

minutes.  

 

3.2.1 Forget Password 

User facing problem to login due to mismatched username/password may refer to the steps in the following 

table. However, user must have a valid email address. 

 

No. Steps 

1  The following screen will be displayed if user has entered a wrong password:  
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No. Steps 

 

Click Forgot Password and following screen will be displayed: 

 

2  

Click  and a screen as in the following example will be displayed: 

 

3  Enter: 

¶ Email address 

¶ Verification text  



Katalog Induk Kebangsaan (KIK) ï Operation Manual (User) 

Page | 27 

 

No. Steps 

4  Click Reset and user will receive an email as in the following example: 

 

5  Click Click here to reset your account link and the following screen will be displayed: 

 

6  Enter new password (8-20 characters, contain upper case, lower case and digits). 

Confirm new password (must be same). 

Enter verification text (retype the displayed verification text). 

Click Submit and the following screen will be displayed. 
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No. Steps 

 

An email also will be sent as in the following example: 
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3.2.2 Change Password 

 

No. Steps 

1  
To change password, click   located next to usersô name as in the following screen: 

 

2  Click Change Password  and the following screen will be displayed: 

 

3  Enter new password (8-20 characters, contain upper case, lower case and digits). 

Confirm new password (must be same). 

Click Change and the following screen will be displayed: 
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No. Steps 

4  An email will be sent as in the following example: 

 

5  Close browser and relaunch to login with new password. 
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3.3 MAIN PAGE 

Main Page is displayed after user successfully login into the system. User can see the dashboard, define 

their personalisation and language as well as to access to the modules through the main menu displayed in 

the Main Page. 

 

 

Figure 2: Main Page (Dashboard) 

 

 

3.3.1 Configuring Dashboard 

Dashboard will be displayed after user successfully login into KIK system. For first time user, their 

dashboard will be empty as in Figure 2. User may configure what they want to see on the dashboard. Each 

user will have different dashboard view, based on what they have selected and usersô role. 

 

No. Steps 

1.  Click Click here to configure it and widgets field will be displayed as in the following: 
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No. Steps 

2.  
Click   to view the list as in the following example: 

 

3.  Select the listed widgets. The selected widgets will be displayed on the dashboard as in the following 

example: 

 

4.  
Hold  and drag to rearrange.  

5.  Click    to confirm selections and the following screen will be displayed; or 

Click    to abort the selections. 
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No. Steps 

Click Yes to save changes; or 

Click No to keep the previous setting. 

Menu bar and listing are also different, depending on the role of users as in the following: 

¶ Organisation Admin 

¶ Editor Admin 

¶ ILL  Officer 

¶ Cataloguer 

 

3.3.1.1 Menu for Organisation Admin 

 

Figure 3: Menu for Organisation Admin 

 

 

Figure 4: Organisation Admin (Admin Menu List) 
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Figure 5: Organisation Admin (Admin ɀ Harvesting Scheduler) 

 

 

Figure 6: Organisation Admin (Catalogue Menu List) 

 

 

Figure 7: Organisation Admin (ILL Menu List) 
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3.3.1.2 Menu for Editor Admin 

 

Figure 8: Menu for Editor Admin 

 

Figure 9: Editor Admin (Catalogue Menu List) 

 

 

Figure 10: Editor Admin (Catalogue ɀ Metadata Management Menu List) 
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3.3.1.3 Menu for ILL Officer 

 

Figure 11: Menu for ILL Officer 

 

 

Figure 12: ILL Officer (Catalogue Menu List) 

 

 

Figure 13: ILL Officer (ILL Menu List) 
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Figure 14: ILL Officer (ILL ɀ My Requests Menu List) 

 

 

Figure 15: ILL Officer (ILL ɀ My Responds Menu List) 
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3.3.1.4 Menu for Cataloguer 

 

Figure 16: Menu for Cataloguer 

 

Figure 17: Cataloguer (Catalogue Menu List) 

 

 

3.3.2 Personalisation 

Personalisation is for user to set preferences for font, font size, font colour, background colour and 

enable/disable predefined widgets.  

User sets preferences with the following steps: 

 

No. Steps 

1.  
Click   located next to usersô name as in the following example: 
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No. Steps 

 

2.  Click Personalise and the following screen will be displayed: 

 

Themes 

3.  Select the Themes colour to change the background colour. 

Font Settings 

4.  
Click   to select font type and font size. 

Set Widget 

5.  Click Set Widget to configure widgets to be displayed on the dashboard and following options will be 

displayed: 

 

6.  Select or deselect the listed widgets. The selected widgets will be displayed on the dashboard as in the 

following example: 
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No. Steps 

7.  
Hold  and drag to rearrange.  

8.  Click    to confirm selections and a following screen will be displayed; or 

Click    to abort the selections. 

 

Click Yes to save changes; or 

Click No to keep the previous setting. 

 

 

3.3.3 Search 

Registered user, ILL officer, editor and cataloguer can perform search by entering any field by keyword or 

left string. In the condition that there are no records found, system will suggest the most related search term. 

At the search result screen, authorised user can access shortcut to copy catalogue, edit catalogue or edit 

holding in KIK system. Authorised user can also add to ILL request from the search result in KIK system. 

 

No. Steps 

1.  
Click    and search field will be displayed as in the following: 

 

 Note: Click   to hide the search field. 

Basic Search 

2.  
Enter keyword and click   . 

Advanced Search 

3.  Click Advanced Search and the following screen will be displayed: 
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No. Steps 

 

4.  Select the search type and options. 

Enter keyword. 

Repeat this step to search more. 

5.  Specify the limit of the search result in Limit your results  (if any). 

 Note: Sample search result for Institutional Repository and KIK will be shown later. 

6.  Click Search to search; or 

Click Cancel to return to Main Page. 
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3.3.3.1 Search Result (KIK) 

 

No. Steps 

1  Search result will be displayed as in the following example: 

 

2  The refine search options are available on the left of the search result: 

 

Specify required search categories and system will refine the result based on the selected category. 

3  Choose and click the title listed in the search result and a screen as in the following example will be 

displayed: 
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4  If the title has several editions, it will be listed down for user to choose, or  

Click Find Specific Edition to specify the edition required. The following screen will be displayed: 

 

Specify the category of the required edition and system will refine the result based on the selected 

category. 

5  Click the title and a screen as in the following example will be displayed: 
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All tab  

6  All  tab is displayed as in the following example: 

 

7  Click library to see the online catalogue as in the following example: 
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Borrow tab 

8  Borrow  tab is displayed as in the following example: 

 

9  ILL  Officers can see Document Delivery and ILL  icon.  

Click  for document delivery and refer to 3.7.3.1 Document Delivery  for further steps. 

Click   for ILL  and refer to 3.3.5 ILL  for futher steps. 

Librarian sô View tab 

10  Librarian sô View tab is displayed as in the following example: 
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Cite   

11  Click  to cite and a screen as in the following example will be displayed: 

 

Click Download BibTeX; or 

Click Download Endnote; or 

Click Cancel to abort. 

12  If click Download BibTeX, a windows directory screen will be displayed as in the following example: 
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Navigate to the folder to save the file. 

Enter File name. 

Click Save to save the file; or 

Click Cancel to not to save the file. 

13  If click Download Endnote, a windows directory screen will be displayed as in the following example: 

 

Navigate to the folder to save the file. 

Enter File name. 

Click Save to save the file; or 

Click Cancel to not to save the file. 

Cart   
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14  
Click  to add into the cart for further actions. Refer to 0  

Cart for further steps. 

Copy   

15  
Click  to copy and the following screen will be displayed: 

 

Select Export Type *  as in the following list: 

 

Click Download to download; or 

Click Cancel to abort. 
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3.3.3.2 Search Result (Institutional Repository) 

 

No. Steps 

1  Search result will be displayed as in the following example: 

 

2  The refine search options are available on the left of the search result: 

 

Specify required search categories and system will refine the result based on the selected category. 
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3  Choose and click the title listed in the search result and a screen as in the following example will be 

displayed: 

 

4  If the title has several edition, it will be listed down for user to choose, or  

Click Find Specific Edition to specify the edition required. Following screen will be displayed: 

 

Specify the category of the required edition and system will refine the result based on the selected 

category. 

5  Click the title and a screen as in the following example will be displayed: 

 

All tab  
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6  All  tab is displayed as in the following example: 

 

7  Click library to see the content online as in the following example: 

 

Online tab 

8  Online tab is displayed as in the following example: 

 

9  Click the Resource Link to see the content and Institutional Repository as in the following example: 
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Librarian sô View tab 

10  Librarian sô View tab is displayed as in the following example: 
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Cite   

11  Click  to cite and a screen as in the following example will be displayed: 

 

Click Download BibTeX; or 

Click Download Endnote; or 

Click Cancel to abort. 

12  If click Download BibTeX, a windows directory screen will be displayed as in the following example: 

 

Navigate to the folder to save the file. 

Enter File name. 
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Click Save to save the file; or 

Click Cancel to not to save the file. 

13  If click Download Endnote, a windows directory screen will be displayed as in the following example: 

 

Navigate to the folder to save the file. 

Enter File name. 

Click Save to save the file; or 

Click Cancel to not to save the file. 

Cart   

14  
Click  to add into the cart for further actions. Refer to 0  

Cart for further steps. 

Copy 

15  
Click  to copy and a following screen will be displayed: 

 

Select Export Type *  as in the following list: 
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Click Download to download; or 

Click Cancel to abort. 

 

 

3.3.4 Notification  

Registered users view all notices sent to their account. 

 

No. Steps 

1  

Click  to open the notication list and system will display list of notice titles and indicates number of 

Unread notices as in the following example: 

 



Katalog Induk Kebangsaan (KIK) ï Operation Manual (User) 

Page | 56 

 

2  Click to read the notice; or 

Click Clear All to delete all the notices; or 

Click Mark all as read to mark all the notices as already read. 

 

 

3.3.5 ILL 

Selected ILL  items will be stored here for ILL officers (requester) to specify their requirements. 

 

No. Steps 

1  

Click  (the number indicates total items stored in ILL) to open ILL Request Item and a screen as 

in the following example will be displayed: 

 

2  Enter / select: 

¶ Volume 

¶ Issue 

¶ Qty 

¶ Needed Date 

¶ Remark 

¶ Delivery Method 

3  Click Submit to submit the request; or 

Click  to delete the request. 
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3.3.6 Cart  

Cart is a feature that acts as an online temporary storage for catalogue that had been selected by users for 

later actions (review, masked/unmasked, cite, copy and borrow). However, the actions are depending on 

userôs role. 

 

 

No. Steps 

1  
Click  (number indicates total items stored in cart) and a screen as in the following example will be 

displayed: 

 

Delete  

2  Click  and the selected record will be removed from cart. 

3  To remove multiple records from the cart, mark a at the record and click  at the top of the page. 

Mask  / Unmask  

4  Click  to mask the unmasked record and it will be unavailable for searching. 

5  Click  to unmask the masked record and it will be available for searching. 

Edit  

6  Click  and a screen as in the following example will be displayed: 
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7  Click Please select a child record to compare and a screen as in the following example will be displayed: 
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8  Click Save to save and the catalogue will be stored in Draft Task List ; or 

Click Cancel to return to Cart . 

View 

9  Click the listed Title  and a screen as in the following example will be displayed: 






































































































































































































































































































































































































































