This report shows you how to run the two Destiny reports needed to upload in to School Messenger for
Overdues and Fines.

1. Run the Destiny Barcode only report for OVERDUES:

Go to the Report Tab, then Report Builder on the left. Click New Report (top right)

Choose Patron, then Current Checkouts, then click Green Arrow on right.
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Patron - Current Checkouts Report: Overdues for Auto Dialer

Step 1 of 7: Choose the information you wish to include in your report.
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Click the Green Arrows to bypass steps 2, 3, 4, & 5.

On Step 6, choose the drop-down arrow on the first Report Limiter. Select Due Date, then use the
calendar to select today’s date. This will run the report to show all books due before today (those that
are overdue as of today). Click Green Arrow.
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Step 6 of 7: Set up limiters to indicate which records you want to include and/or exclude from your report. x Caner
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Name your report and write a description. Then click Save & Run button.
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Do you want to save this report in your Favorites? Click on the breadcrumb back to Report Builder.
You will see the report you just ran. Click the red heart on the right. The Heart will move to the
beginning of your report, which shows you it is now in your Favorites. When you click My Favorites on
the left, the report is always there.

2. Run the Destiny Barcode only report for FINES:
Directions for the Fines Report: (same as above but with more limiters)

» Go to the “Reports” tab.

> On the left menu, choose “Report Builder.” In the top right hand corner, select “New Report.”

» Choose "patron" in the pull down menu, and "current fines/refunds.” Then click on the green
arrow.

» On Step 1 of 7, check “District ID” and nothing else. Then click the green arrow.

» Use the green arrows to move through Steps 2-5. You don’t make any changes to those screens.

> On Step 6 of 7, you are going to set LIMITERS.

o Inthe first limiter, use the pull down menu and under Patron Information, choose
Patron Type, then leave equals in the middle box, then choose Student and leave AND
in the last box

o Inthe second limiter, use the pull down menu and under Patron Information, choose
Status, then leave equals, active, and AND.

o In the third limiter, use the pull down menu and under Current Fines, choose Amount
Fined, then change “less than” to greater than, then put $0 in the next box, and leave
AND in the last box



o Inthe fourth limiter, use the pull down menu and under Current Fines, choose Fine
Type, then leave equals in the middle box, then choose Library in the last box, and leave

AND in the last box.
o In the fifth limiter, use the pull down menu and undercurrent Fines, choose Fine

Assessed Date, choose Less than or equal to in the middle box, then choose Today’s
Date in the next box. Then click the green arrow.

(@]
» Name your Report (Kristen uses the date), then click “Save and Run.”

Tricia runs both the Overdue Report and the Fines Report and then copies the information to create one

csv file. Then she uploads it into School Messenger.

You could upload the reports separately and schedule the calls in School Msgr. separately also.

3. FORMAT the reports:

Now that the Destiny Barcode Only reports for Fines and for Overdues are saved to your desktop, you
have to do a couple of things to them to get them ready to import into School Messenger.

Open Excel. In Excel, go to OPEN and browse for the .xml file on your desktop. Open that file in Excel.z
On my desktop, you can see the saved .csv file which I’'m going to open in Excel.

Kimberly Ackerman

@ Internet ) My Documents

Internet Explorer

5
4} My Recent Documents »

(e Launch Internet
&> Explorer Browser e -
5. Favorites »

1.1 cataloginfoFromiris.d... :;!Mytﬂmpute,

w=| Microsoft Office Word | ®.J My Network Places
= 2007 -

E-mail (@ controlanel
FirstClass
= e, Connect To »
j2E microsott office =
FSE] Publisher:2007 2 Printers and Faxes

@ UL | @) Hel and Support

Perform calculations, analyze information, and visualize data in spreadsheets by
using Microsoft Office Excel.

7J Run...

Adobe Al
~ Extende

@ Skype
[!;\ Notepad

all programs D

Llrvdockcompukgr % Shut Down



H"F‘% FERIO Booki - Micrasoft Excel

Home | Inset  Pagelayout  Formulas  Data  Review  View  Addins  Acrobat

) = = - 3= Insert =
I - e || S | [senen | SIS IR R [
. Foeete - | 3
Paste B A ES % <8 55| | conditional Format can | ..
7 (BRI PR N = LR (EIE | Formatting * as Table - Styles - || (= Format 2
cipposra = Font Aigoment umber sys cos
'l AL - |

c

Please select how you would ik to open this file:
O s an AWML table

@iz aread-only workback]

(O Use the XML Source task pane

You will have the choice of how to

@ oo o sw e
S
]

10
1
12
13
11

open the file. Choose As a read-only
workbook (middle choice).

16
17
18
19
20
21
22

‘nn H ) o~ 5 CF{WF{EpoFUDbllZZE?.me [REEd'OH\)’] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
= X == = ﬂ ﬂ 5 | G=nsert -
Calibri 11 AN L = General -

e =, E N N N

Paste |[zE - - N - 8 .08 Conditional Format  Cell H H

e |18 um oA J| et~ ||[w e o b 9] Comation) Pt s || Fomat Your results will have some words in
Clipboard ™ Font {F] Alignment ) HNumber i Styles Cells

[« + O f] oestinycustompeport the first two rows. Click on the row
A B C D E F G H
%%L # to highlight the row and press your
3 1053
a Delete key on your keyboard to get
5 13511
¢ vt rid of the words.
8 1531
3 2010
10 2043
11 2142
12 2187
13 2417
- e You have edited the file to get rid of
16 3264
v a2 everything but the barcodes.
18 3473
19 3822
Og) W 9- 0 )¢ — ave the file again but choose to
A0 H9-o CRWReportJob113387.xml [k S th f I b t h t
- Home Insert Page Layout Formulas Data Review View
T E e cu (&K = =] S e save it as File Type .csv.
Eres -‘; (B I U-|E-[> A-||EE = EEEH (s-%
| Clipboard = Font e Alignment = Numb.
l_ E1n -0 £
A B G D E F G
7 1520
8 1531
I 9 2010
10 2049 . . . . .
u 2142 —1 That file is ready to be imported into the auto-dialer. If
12 2187
3 5287 someone else in your school will put it in the auto-dialer,
14 9439
= o save it in a place that will be accessible to the person who
v ooty runs School Messenger, as she will have to import the file.
19 10407
20 10789 . . . . .
2 10892 If you will adding it to the auto-dialer, save it wherever you
2 13147
3 13722 want.
24 13968
25 15510
26 703600 * H .
- Tosem An observation about the barcode report | ran for Legacy:
28 709754
29 709813
30 709817
31 709867

4 » ¥ CRWReportlob113387 < %J



The leading zeroes are missing from the excel spreadsheet (that’s OK). | found that any of these ID#s
that are 4 digits or 5 digits belong to staff. Anything with 6 digits belongs to a student.

School messenger will skip any barcodes that belong to staff. So you will get some skipped records that
School Messenger can’t find a phone number or email for. These are either students who are no longer
at your school, or they are staff members.

Example of Unmatched ID#s in School Messenger. You can search these in Destiny to see who the
number belongs to. You can also search itin IC. If the number belongs to a student who is no longer
active or who has no home information in IC, you will get the Status ****Not Found*****,
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