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Introduction to ELA

What is ELA?

Electronic Library Assistant (ELA) is an application that digitally manages the stock of
one or multiple libraries from one central location. ELA has custom-built functionally to
create items, which are commonly known as books, can track, store, manage, and loan
items. The software has been written in such a way that librarians can create users and
borrowers who can interact with the application. 

ELA is  maintained by Imply I.T.  (Pty)  Ltd through general  support  as well  as regular
software updates (incorporating end-user input and requirements) which are provided at
no cost to clients in the 1st year from purchase. Thereafter, an annual software assurance
fee will apply.  

Who is ELA for?

ELA was initially developed to simplify the work of a librarian but since we have now
launched an update,  it  can be utilized  equally  by librarians,  students,  teachers,  and
anyone that wants to manage books on a small  or large scale with the user-friendly
interface that can be accessed on any device or browser.

Can I use ELA on multiple devices?

Yes, this is possible. ELA has been developed to work on all devices and all screen sizes,
so the application is completely mobile responsive and will  work on multiple devices
simultaneously.

How can I get a quote for ELA?

To get a comprehensive quote for ELA or upgrade your current ELA version, you can
contact the Imply IT Sales Department at Sales@implyit.co.za.
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Getting Started

Landing Page

When you first log into ELA, you will see a login page that will request your details to log
into the application. The login details will be provided by the IT department or existing
administrator and can be changed at a later stage.

Login form (Zoomed in)
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First time logging in

When you first log into ELA, you will be automatically redirected to the Items Section
where you can view items, create a new item, and edit or delete items if you already
have items in the system.

The Top Navigation Bar
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The white  bar at  the top of  the application  is  your  top bar  navigation.  The top bar
navigation has shortcuts for you to navigate throughout the platform.

The Sidebar Navigation

You will find the sidebar navigation on the left-hand side of the application. The sidebar
navigation allows you to navigate through all the available features in the application.

Forgot your Password?
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Step 1: Go to the login page and select “Forgot your Password”.

Step 2: You will be redirected to a reset password page where you will be asked to input
your Email address. A valid Email address is required for this process to be successful.

Step 3: A notification message will appear stating that an email has been sent to you
with the reset link. If you do not receive a reset link after a few minutes, this feature

9 | P a g e



needs  to  be  configured  by  contacting  Support@implyit.co.za,  if  running  ELA  on  a
Windows desktop.

Step  4: You  will  receive  a  confirmation  link  in  your  email  asking  you  to  reset  your
password. Select the “Reset Password” button. 
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Step 5: You will be redirected to a Reset Password page. You will be prompted to type in
a new password and then asked to confirm your new password.

Step 6: Once you have typed out your new password and confirmed your new password,
select the “Reset Password & Login” button and you will be automatically logged in with
your new password.
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Borrowers

How to create a New Borrower

Step  1: On  the  sidebar  navigation,  select  Borrowers.  You  will  be  redirected  to  the
Borrowers’ page.

Step 2: Select the blue button labeled “New Borrower”. 
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Step  3. You  will  be  redirected  to  the  New Borrowers  page.  You  will  be  required  to
complete  the  Borrowers  form before  you  can  select  the  Save  Details  button  at  the
bottom of the form.

What happens after a Borrower has been created?

After creating a New Borrower, you will be redirected to the preferences page where you
will be able to set preferences for each borrower. 
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Meaning of the Yellow warning symbol on the Borrower’s listing

When a Borrower’s profile is incomplete, the Borrower’s record in the table listing will
turn yellow and display a warning symbol to be corrected or completed. 
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Users

Creating a New User

Step 1: Select Users on the sidebar navigation. You will now be redirected to the Users
page.

Step 2: Select the “New User” button.
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Step 3. You will be redirected to the New Users page to complete the New User form.
Thereafter, select the Save button at the bottom of the form.

Editing an Existing User

Step 1: On the sidebar navigation, select Users. You will be redirected to the Users page.

Step 2:  View all Users in the system on the Users page. Click on the 3-dotted button on
the right-hand side, and select the Edit option on the drop-down menu. 
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Step  3: You  will  be  redirected  to  the  Edit  page  for  this  User  where  you  can  make
adjustments to an item. Select Save at the end of the form.

Deleting an Existing User

Step 1: Select User on the sidebar navigation to be redirected to the Users page.
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Step 2: View all users in the system on the Items Page. Click on the 3-dotted button on
the right-hand side for a drop-down menu to appear from where the Delete option can be
selected.

Step 3: A confirmation dialog box will appear; choose Yes or No.

Items 

Creating an item

Step 1: On the sidebar navigation, select Items. You will be redirected to the Items page.
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Step 2: Select the “New Item” button. 

Step 3:  You will be redirected to the New Item page.  Complete the New Item form and
select Save at the bottom of the form.
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Editing of an Existing Item

Step 1: On the sidebar navigation, select Items. You will be redirected to the Items page.

20 | P a g e



Step 2: The Items Page will allow you to view all items in the system. Click on the 3-
dotted button on the right-hand side and select  the Edit  option  from the drop-down
menu. 

Step 3: You will be redirected to the Edit Page for this Item, where you can make the
necessary adjustments and select Save at the end of the form.
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Deleting an existing item

Step 1: Select Items on the sidebar navigation. You will be redirected to the Items page.
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Step 2:  The Items Page allows you to view all items in the system. Click on the 3-dotted
button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3:  Confirm whether you want to delete the item by choosing between Yes or No.

23 | P a g e



Withdrawing an Item

Definition: To mark an Item as Withdrawn means to take the item out of circulation
from being borrowed for reasons such as the Item being damaged or on permanent loan
to a staff member. 

Step 1: Select Items on the sidebar navigation. You will be redirected to the Items page.

Step 2:  The Items Page enables you to view all items in the system. Click on the 3-
dotted button on the right-hand side and select the Withdraw from Circulation option on
the drop-down menu. 
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Step 3: A confirmation dialog box will appear asking for a reason why an Item needs to
be withdrawn from circulation. After completion, select Save at the bottom of the page. 

Releasing an Item Back into Circulation

Definition: When an Item is  withdrawn from circulation,  after some time,  that  Item
might have to be released back into circulation. 

Step  1: Select  Withdrawn  Items  on  the  sidebar  navigation  from  where  you  will  be
redirected to the Withdrawn Items page.
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Step 2:  The Items Page enables you to view all Withdrawn items in the system. Click on
the  “Return”  button  to  release  the  Item  back  into  circulation.  This  will  be  done
automatically when selected.
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Marking an Item as Present

Definition: The Stocktake Section allows you to mark an Item as “Present”. This means
that the item is accounted for in the library.

Step 1: Select Stock Take on the sidebar navigation from where you will be redirected to
the Stock Take page.

Step 2: Start typing the name of the item title or barcode that you want to load.

Step 3: Select the “Mark as Present” button.
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Queueing an item for printing

Definition: Queuing an Item for print will add the label to a waiting list to be printed.

Step 1: Select Items on the sidebar navigation from where you will be redirected to the
Items Page.

Step 2: The Items Page enables you to view all items in the system. Click the 3-dotted
button on the right-hand side and select the Queue for Label Print option on the drop-
down menu. The item will automatically be added to the printing queue.
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Note: The ability to print the queued labels is still under development and will be made
available in an upcoming version of ELA.

What does the Green Plus button do?

The Green Plus button allows you to create new field values in real-time. This means that
if the drop-down does not support a value that has been predefined or created by you,
then  you  can  create  a  new  value  on  this  page,  instead  of  navigating  to  the
Administration Section to add, and then come back to the Item Form.

As an example,  if  the Editions  select option has the following values: 1st Edition,  2nd

Edition, or 3rd Edition.
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But if you want to use “4th Edition”, you can manually create the “4th Edition” option by
clicking on the Green Plus button, and a dialog box will appear allowing you to type the
new value. 

Click on the Save option. 

After Saving, the newly added value will appear in the Editions Select.

How do I create a Tag?

Creating a Tag allows a user to find an item more easily.

Example: If you create a new Item “Harry Potter”, you can create tags such as “Spells”,”
Wizard”, “Wands”, “Fantasy”, and “Fiction” relating to the book itself.

To create a new Tag, type in a keyword that can be associated with the item and then
press the “ENTER” key on your keyboard. 

Why does an Error Message appear when Saving an item?

An Error Message will appear upon Saving only if a required field is not completed with
an appropriate value.

This message will disappear when the required field is amended.
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Why can I not Delete an Item?

A user cannot Delete an Item if the item is currently in use by some other part of the
system.

As an example, if the Item is currently on loan, the item cannot be deleted.

View Items 

How can I View Items on Loan and Return?

You can view all items on loan and in the same section return an item.

Step 1: On the sidebar navigation, select View Items on Loan. You will be redirected to
the View Items on the Loan page.
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Step 2 (Option 2): On the items page you will be able to view all Items on Loan in the
system, you can click the button labeled “Return” to return the item.

How can I View Overdue Items?

Step 1: Select View Overdue Items on the sidebar navigation from where you will  be
redirected to the View Overdue Items page. Select View Items to see which items are
overdue in the system.
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How can I view All Reserved Items and Cancel a Reservation?

An item can be reserved by borrowers and all Reserved Items can be displayed in one
location to cancel a reservation.

Step 1: Select Reserved Items on the sidebar navigation. You will be redirected to the
Reserved Items page.
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Step 2: On the Reserved Items page you will be able to view all Reserved items in the
system. You can click on the button labeled “Cancel” to cancel the reservation. 

Loaning Items 

How do I Loan Out an Item?

Loaning an item allows you to load up a borrower and the item that they want to loan.
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Step 1: On the sidebar navigation, select Loan Item. You will be redirected to the Loan
Items page.

Step 2: On the left-hand side you will see a search box for the borrower, you can type or
scan the borrower’s name or membership number, and if the borrower exists then it will
be suggested to you. You can select the suggested borrowers’ names and the profile,
with limited details, will upload.
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Step 3: On the right-hand side you will  see a search box for the item, you can start
typing the title of the item and if the item exists then it will be suggested to you. You can
select the suggested item and the item with limited details will load up.

Step 4: After you have selected the borrower and loaded up an item, a blue button will
appear on the page labeled “Loan” which will allow you to assign that specific item to
the selected Borrower. 
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Reserving an Item

Step 1: On the sidebar navigation, select Loan Item. You will be redirected to the Loan
Items page.

Step 2: On the left-hand side you will see a search box for the borrower, you can start
typing the borrower’s name or membership number, and if the borrower exists then it
will be suggested to you. You can select the suggested borrower’s name and the related
profile, with limited details, will load up.
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Step 3: On the right-hand side you will  see a search box for the item. You can start
typing the title of the item and if the item exists, it will be suggested to you. You can
select the suggested item and the item with limited details will load up.
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Step 4: After selecting the Borrower and loading up an item, a yellow “Reserve” button
will appear at the bottom of the page. Since the item is on loan by another borrower, you
may only reserve the item for the borrower at a later date. Select “Reserve” to reserve
the item.

To Renew an Item

39 | P a g e



Follow these steps to renew an item that is currently on loan to a borrower.

Step 1: On the sidebar navigation, select Loan Item. You will be redirected to the Loan
Items page.

Step 2: On the left-hand side you will see a search box for the borrower, you can start
typing the borrower’s name or membership number, and if the borrower exists, it will be
suggested to you. You can select the suggested borrower’s name and the related profile
with limited details will load up.
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Step 3: On the right-hand side you will  see a search box for the item, you can start
typing the title of the item if the item exists then it will be suggested to you. You can
select the suggested item and the item with limited details will load up.

Step 4: After you have selected the borrower and loaded up the item, a yellow “Renew”
button will appear at the bottom of the page.  Since the item is on loan to that borrower,
you may renew the item so that the borrower can extend their time with the item.
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Administration

What functionality does the Administration Section provide?

The  Administration  Section  has  many  resources  that  control  the  flow  of  items  and
borrowers in ELA. It also allows you to reduce the amount of duplication or variations of
certain form fields when capturing an item or borrower.

Acquisitions

Adding a new Acquisition Type

Step 1: On the sidebar navigation, select Acquisition Types. You will be redirected to the
Acquisition Types page.

Step  2: On  the  Acquisition  Types  page  you  will  see  a  blue  button  labeled  “New
Acquisition Type”. Select the “New Acquisition Type” button.
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Step 3:  You will  be  redirected to  the New Acquisition  Type page where  you will  be
required to complete the form before you can click on the Save button at the bottom of
the form.

How to Edit an Existing Acquisition Type

Step 1: On the sidebar navigation, select Acquisition Types. You will be redirected to the
Acquisition Types page.
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Step 2:  The Acquisition Types page enables you to view all Acquisition Types in the
system. Click on the 3-dotted button on the right-hand side and select the Edit option on
the drop-down menu. 

Step 3: You will be redirected to the Edit Page for this Acquisition Type. You can make
the adjustments to the Acquisition Type and select Save at the end of the form.
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How to delete an existing Acquisition Type

Step 1: On the sidebar navigation, select Acquisition Types. You will be redirected to the
Acquisition Types page.

Step  2: The  Acquisition  Types  page will  enable  to  view all  Acquisition  Types  in  the
system. Click on the 3 dotted button on the right-hand side and a drop-down menu will
appear with the option to delete. Select the Delete option.
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Step  3:  A  confirmation  dialog  box  will  appear  confirming  if  you  want  to  delete  the
selected Acquisition Type. 

Authors

How to Add a new Author

Step 1: On the sidebar navigation, select Authors. You will be redirected to the Authors
page.
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Step 2: Select the “New Author” button.  

Step 3:  You will be redirected to the New Author page. You will be required to complete
the form before you can click on the Save button at the bottom of the form.
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How to Edit an existing Author

Step 1: On the sidebar navigation, select Authors. You will be redirected to the Authors
page.

Step 2:  The Authors page will enable you to view all authors in the system. Click on the
3-dotted button on the right-hand side and select  the Edit  option  on the drop-down
menu.  
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Step 3: You will be redirected to the Edit page for this author. Make the adjustments to
the author and select Save at the end of the form.

How to delete an Existing Author

Step 1: On the sidebar navigation, select Authors. You will be redirected to the Authors
page.
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Step 2: The Authors page enables you to view all authors in the system. Click the 3-
dotted button on the right-hand side and select the Delete option on the drop-down
menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the author.
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Categories

How to add a new Category

Step 1: On the sidebar navigation, select Categories. You will be redirected to the Categories
page.

Step 2: Select the “New Category” button.
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Step 3: You will be redirected to the New Category page where you will be required to complete
the form. Then click on the Save button at the bottom of the form.

How to edit an existing Category

Step 1: On the sidebar navigation, select Categories. You will be redirected to the Categories
page.

Step 2: The Categories page will enable you to view all Categories in the system. Click on the 3-
dotted button on the right-hand side and Select the Edit option on the drop-down menu.
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Step  3: You  will  be  redirected to  the Edit  page for  this  Category  where you can  make the
adjustments. Then, select Save at the end of the form.

How to delete an existing Category
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Step 1: On the sidebar navigation, select Categories. You will be redirected to the Categories
page.

Step 2:  The Categories page enables you to view all Categories in the system. Click on the 3-
dotted button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the Category.
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Departments

How to add a new Department

Step 1: On the sidebar navigation, select Departments. You will be redirected to the Departments
page.

Step 2: Select the blue button labeled “New Department”. 
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Step  3:  You  will  be  redirected  to  the  New  Department  page  where  you  can  complete  the
Department form. Then, select the Save button at the bottom of the form.

How to Edit an Existing Department

Step 1: On the sidebar navigation, select Departments. You will be redirected to the Departments
page.
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Step 2:  The Departments page enables you to view all Departments in the system. Click on the
3-dotted button on the right-hand side and select the Edit option on the drop-down menu.  

Step 3: You will be redirected to the edit page for this Department. Make the adjustments to the
Department and select Save at the end of the form.

How to delete an existing Department

Step 1: On the sidebar navigation, select Departments. You will be redirected to the Departments
page.
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Step 2: On the Departments page you will be able to view all Departments in the system. Click
on the 3 dotted button on the right-hand side and a drop-down menu will appear with the option
to delete. Select the Delete option.

Step 3: A confirmation dialog box will appear confirming if you want to delete the Department.
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New Versions 

How to add a New Edition

Step 1: Select Editions on the sidebar navigation. You will be redirected to the Editions page.

Step 2: Select the “New Edition” button.  
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Step 3. You will be redirected to the New Editions page where you will be required to complete
the Editions form before you can select the Save button at the bottom of the form.

Editing an existing Edition

Step 1: Select Editions on the sidebar navigation. You will be redirected to the Editions page.
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Step 2:  The Editions page enables you to view all Editions in the system. Click on the 3-dotted
button on the right-hand side and select the Edit option on the drop-down menu. 

Step 3: You will then be redirected to the Edit page, make the adjustments to the Editions and
select Save at the end of the form.
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Deleting an existing Edition

Step 1: On the sidebar navigation, select Editions. You will be redirected to the Editions page.
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Step 2: The Editions page will enable you to view all authors in the system. Click on the 3-dotted
button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the Edition.
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Grading Types 

Adding a Grading Type

Step 1: On the sidebar navigation, select Grading Types. You will be redirected to the Grading

Types page.

Step 2: Select the “New Grading Type” button. 
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Step 3: You will be redirected to the New Grading Type page where you will be required to insert
the detail and select the Save button at the bottom of the form.

How to edit an existing Grading Type

Step 1: Select Grading Types on the sidebar navigation. You will be redirected to the Grading
Types page.

Step 2:  The Grading Types page will enable you to view all Grading Types in the system. Click on
the 3-dotted button on the right-hand side and select the Edit option on the drop-down menu. 
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Step 3: You will be redirected to the Edit page for this Grading Type, make the adjustments to
the Grading Type and select Save at the end of the form.

Deleting an existing Grading Type

Step 1: On the sidebar navigation, select Grading Types. You will be redirected to the Grading
Types page.

66 | P a g e



Step 2:  The Grading Types page will enable you to view all Grading Types in the system. Click on
the 3-dotted button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the Grading Type.
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Institutions

Adding a new Institution

Step 1: On the sidebar navigation, select Institutions. You will be redirected to the Institutions
page.
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Step 2: Select the “New Institution” button.  

Step 3: You will be redirected to the New Institution page where you will be required to complete
the form before you. Select the Save button at the bottom of the form.
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Editing an existing Institution

Step 1: On the sidebar navigation, select Institutions. You will be redirected to the Institutions
page.

Step 2: The Institutions page will enable you to view all Institutions in the system. Click on the 3-
dotted button on the right-hand side and select the Edit option on the drop-down menu. 
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Step 3: You will  be redirected to the Edit  page for this  Institution where you can make the
adjustments to the Institution and select Save at the end of the form.

Deleting an existing Institution

Step 1: On the sidebar navigation, select Institutions. You will be redirected to the Institutions
page.
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Step 2:  The Institutions page will enable you to view all Institutions in the system. Click on the 3-
dotted button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the Institution.
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Language Resources

Adding a new Language Resource

Step 1: On the sidebar navigation, select Languages. You will be redirected to the Languages
page.

Step 2: Select the “New Language” button.  
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Step 3: You will be redirected to the New Language page where you will be required to complete
the form before you. Select the Save button at the bottom of the form.

Editing an existing Language

Step 1: On the sidebar navigation, select Languages. You will be redirected to the Languages
page.
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Step 2:  The Languages page will enable you to view all Languages in the system. Click on the 3-
dotted button on the right-hand side and select the Edit option on the drop-down menu. 

Step 3: You will then be redirected to the edit page for this Language where you will be required
to make the adjustments to the Language. Select Save at the end of the form.
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Deleting an existing Language

Step 1: On the sidebar navigation, select Languages. You will be redirected to the Languages
page.

Step 2: The Languages page will enable you to view all Languages in the system. Click on the 3-
dotted button on the right-hand side and select the Delete option on the drop-down menu. 
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Step 3: A confirmation dialog box will appear confirming if you want to delete the Language.

Media Types

Adding a new Media Type resource

Step 1: On the sidebar navigation, select Media Types. You will be redirected to the Media Types
page.
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Step 2: Select the “New Media Type” button.  

Step 3: You will be redirected to the New Media Type page. You will be required to complete the
form before you can select the Save button at the bottom of the form.
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To Edit an existing Media Type

Step 1: On the sidebar navigation, select Media Types. You will be redirected to the Media Types
page.

Step 2: The Media Types page will enable you to view all Media Types in the system. Click on the
3-dotted button on the right-hand side and select the Edit option from the drop-down menu. 
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Step 3: You will then be redirected to the Edit page for this Media Type where you can make the
adjustments to the Media Type and select Save at the end of the form.

To delete an existing Media Type

Step 1: On the sidebar navigation, select Media Types. You will be redirected to the Media Types
page.
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Step 2: The Media Types page will enable you to view all Media Types in the system. Click on the
3-dotted button on the right-hand side and select the Delete option on the drop-down menu. 

Step 3: A confirmation dialog box will appear confirming if you want to delete the Media Type.
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Publishers 

To add a new Publisher

Step  1: On  the  sidebar  navigation,  select  Publishers.  You  will  be  redirected  to  the
Publisher’spage.
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Step 2: Select the “New Publisher” button.  

Step 3: You will be redirected to the New Publishers page where you will be required to complete
the required data before you can select the Save button at the bottom of the form.

How to Edit an existing Publisher

Step 1: On the sidebar navigation, select Publishers. You will be redirected to the Publisher’s
page.
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Step 2: The Publishers’ page will enable you to view all Publishers in the system. Click on the 3-
dotted button on the right-hand side and select the Edit option on the drop-down menu.  

Step 3: You  will  be redirected to  the Edit  page for  this  Publisher  where you can  make the
adjustments to the Publisher and select Save at the end of the form.
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To delete an existing Publisher

Step 1: On the sidebar navigation, select Publishers. You will be redirected to the Publishers’
page.

Step 2: The Publishers’ page enables you to view all Publishers in the system. Click on the 3-
dotted button on the right-hand side and select the Delete option on the drop-down menu. 
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Step 3: A confirmation dialog box will appear confirming if you want to delete the Publisher.

Tags
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Adding a new Tag

Step 1: Select Tags on the sidebar navigation. You will be redirected to the Tags page.

Step 2: Select the “New Tag” button.  
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Step 3: You will be redirected to the New Tag page where you will be required to complete the
data before you can select the Save button at the bottom of the form.

Editing an existing Tag

Step 1: Select Tags on the sidebar navigation. 
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Step 2:  The Tags page will enable you to view all Tags in the system. Click on the 3-dotted
button on the right-hand side and select the Edit option on the drop-down menu. 

Step 3: You will  then be redirected to  the Edit  page for  this  Tag  where you can  make the
adjustments and select Save at the end of the form.
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Deleting an existing Tag

Step 1: Select Tags on the sidebar navigation. 

Step 2: The Tags page will enable you to view all Tags in the system. Click the 3-dotted button
on the right-hand side and select the Delete option on the drop-down menu. 
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Step 3: A confirmation dialog box will appear confirming if you want to delete the Tag.

Why can I not delete an Existing Resource?

If you try to delete a resource that is currently in use, the option will not be available to you. Why
is this? If a resource belongs to an existing item and that resource is seen as ‘in use’ you cannot
delete the resource.

Example: 

Abigail Buys can be deleted because it is not associated with any items. The number of items
attached to this resource is zero (0) under the No. of Items column.

Whereas Andre Mlangeni cannot be deleted because it has 2 items making use of this author.

Reports 

Generating a Report

ELA can generate the following reports which can be viewed and exported: 
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By selecting a Report, you can view all the information in a table listing.
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A report can be generated and exported using one of the many methods provided. By clicking
on an option like CSV, PDF, or Excel, you would be able to download a copy of the report.

General 

What does the red asterisk (*) mean?

The  red asterisk  denotes that  this  is  a required field and a value is  mandatory and
cannot be left blank.

What Optional means

Optional means that the value can be added or left blank. You are not required to input a
value.
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