Destiny Summer Course Content — Modify as you see fit. Nothing is absolutely required.
Course Resources: 1. Destiny’s Help pages —including all tabbed categories.
2. Destiny’s Online eLearning Modules. Search Help for web-based trainings.

***You will need the log-in you created at Destiny training day to access the eLearning Modules. Bring your customer
number and your log-in password to class.

3. Destiny’s Quick Help Sheets *all available at http://destiny.adams12.org
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Select your product, category and topic from the dropdown menu below to display a list of related eLearnings.

to guide you.

| Select Product/Solution ” Refine Selection ” Choose Topic |
‘ Destiny V‘ ‘ Library Manager | ‘ Circulation V‘
Topic: Circulation
Description: These modules feature how you can gather important circulation statistics and more frem your
circulating (and noncirculating) ftems. View the comprehensive el earning curriculum for more
information
Available: 19 eLearnings
Curricula: B circustion

Circulating Materials
Version: Destiny 9.5
Description: Checking materials out and checking them back in are two of the most common tasks
that you will perform at your lirary. When checking materials out, patrons can be identified by
barcode, name, or homercem. In this module, you will check out materials to patrons using three
different methods; by barcode, by name, and by homeroom

Approximate Viewing Time: 7 minutes
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Content: Day 1

Set up your Library Policies - including Set Library Policies, Circulation Types, Patron Types, Interlibrary loans, Add

Patrons and Modify Patrons.
Customize your school’s library home page.
Follett Remote — using Follett when the internet is down.
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[ Getiing started ~

DAccess Levels Media Manager

[EManaging your library

[@Managing your textbooks R R L

[[Jj=anaging your district media center Setting up Media Policies

([38=tting up your media center

[EManaging your patrons and their pictures On the Media Pol s page in the Back Office. you can define the loan perieds used when booking your instructional
[Defining your media policies media. and limit the number of times a booking can be extended

égi::?.ﬂ:rﬁ;?%gm: e After defining your loan periods. you can assign one of them to each material type

[#1Assigning loan periods to material types If you'd like to use a different loan period for certain titles—such as those that are new or in short supply—you can change
[#1Setting up delivery schedules the loan period from a title's Title Details page in the Catalog
[#Modifying a loan period
[@Setting up your calendar Additionally. you can define the amount of lead time that you need to process requests, and if your district media center
[ Configuring your site doesn't defiver/pickup materials every day. you can specify the appropriate days of the week for each site in your district
[@Setting up searching o
[l Seting up cataloging Houw do | define a loan period?

[ Setting up circulation
[@Setting up subscription services
([j8earching your catalog =
(@ Searching for materials
[[)Searching for Standards
[31Searching or browsing for Standards
[#Using the Standards search results

How do | assign a loan period to a material type?

How do | set up my delivery schedule?

How do | define a loan period?

On the Loan Periods tab of Media Policies. you can set up loan periods for circulating your instructional media (for

[#Repeating a search example, Two Days, Two Weeks. Fall Semester).
[@Searching with One Search
[@)searching with WebPath Express 1. Verify that the setting. Calculate loan periods based on [calendar or open] days on the Circulation tab of Site
Dyviewing your search resuits | Configuration in the Back Office, is correct
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Started
Search tips Qur migsion is to help you perform your tasks in Destiny and provide the information you need. Guides
Ready for inventory?
We've got resources for you, with links to even more resources
Starting off right Using Follett Remote
Review our lnventory checklist for the best practices. reminders. and Getting started with Follett Remote
considerations for your inventory.
Follett Remote in the library
Quick Help for library inventory
Quick Help for taking inventory with Follett Remote on a Panther or a Falcon
Choices for scanning Quick Help for taking inventory with Follett Remote on a workstation or laptop
There are many ways you can get barcode scans into Destiny.
Circulation desk scanners, wireless handheld devices. and laptops on carts Answers to your FAQs
Getti hard d Why would | want to run a partial inventory?
etting your hardware ready
Make sure your equipment is working properly What date do | choose next to "Except for copies ."?
Panthers | just started the inventory
= Why are so many copies already d for?
EU@EE Quick Help for taking inventory in Destiny an a Panther or Falcon ~
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Content: Day 2

Set up Searching and Circulation - including Patron Search Options, Create a Resource List, Set up Basic Search Buttons,
Customize Visual Search.

Interlibrary Loans

Destiny online help and support - Windows Internet Explorer
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reviews records. eliminate duplicated titles. add their copies to a copy category. print copy |abels. generate reperts and lists. and
export the records
_ o In Table of Contents,
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1 Setting up Textbook loan periods
2 Approving a hold orILL

3 Setting up Media Policies

4 Setting up Textbook Policies
5

3

7

8

Modifying a loan period from the Catalog
Texthook Adoptions report

Quick Help sheets: Library

Setting up Circulation

g Quick Help for Asset Check Qut

10 Setting up Library Policies

11 Quick Help for Interlibrary loans - holds
12 Quick Help for Interlibrary loans - reserves

Library Staff can place interlibrary loan requests for patrons through Holds/ILL. To begin, from
Circulation > Holds/ILL, retrieve the patron, and then click Add Hold |

* You must be logged into Desfiny with the permission that allows you fo add, edit, and delete holds for patrons, and there must be
other schools in your district that are willing to allow their library materials to circulate to all patrons in the district
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Content: Day 3

Doing an annual Inventory

Reports - including Inventory, Overdues, Collection Development, and Circ Stats reports.

*Did you run your Lost and Missing report and discard some or all of these from your collection?
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[#Using the Standards search results Shelf-order CheCklng durlng an Inventory
Repeating a search
@Qﬂearcﬁmg -N?Ih One Search Inventory can notify you when the barcodes you scanned are out of call number order.
[ Searching with WebPain Express Before beginning an inventory. you'll need to set up these preferences in Site Configuration.
@"-"E‘«WD_:DWSEGFE“ results Important: After setting your preferences in Site Configuration. make sure to select the Check shelf order check box an
[E Cataloging the Inventory page
[E Circulating materials
[ Taking inventory eckin € shelt order
Checking the shelf ord,

’ .
Setting up your shelf-checking options

%mdﬁmﬂg’ e A Qpen the Catalog tab of Site Configuration in the Back Office You'll find many

i]stamng a district media center inventory Select one of the check shelf order based on options to make sure that copies on the shelf are in call number order. .

[#Managing the Lost Copies list You can select how thorough you want the checking to be: inve ntO ry resources

Inventory reports for the district media center u
i g = by call number alone
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[#Creating a file of barcode numbers i
[#Taking inventory with Follett Remate = by call number then by author on the HE| p maln
[@ Generating reports and labels = by call number, then author. and then title
@US!HD RESEIEIUED 3. Select one of the check for differences between Dewey numbers greater than options—100. 50, 10. or 1—to page under FAQS too'
[@Using a Follett Panther or Falcon ]
[@Ysing  PHD Dolphin+ discover incarrectly shelved Dewey-range titles. This option also helps you verify that you didn't skip a shelf when
[@Managing your assets scanning books

=

Managing your patrons _
B Click Elm at the top of the page

[@Follett Remote
[@PHDs, wireless devices, and printers

o — | When a call number is out of arder or the difference in Dewey numbers between two consecutive barcode scans is greater
[@Destiny Administration ~

than the value you select. Inventory notifies you. It either alerts you with a message at the top of the page when you're
[ EYEE] entering barcode numbers directly on the Inventory page or. if you've uploaded a barcode file, a Destiny Remote file, or a
| Dalnhin scan file. adds a messace to the ioh summary.
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: : go to the
Legacy High School Kimberly Ackerman | Help | & Shop| A
W Reports tab

Home | Catalog | Circulation [EESGCE Back Office | My Info
I Library Reports

p— and go down
Catalog -- Titles & Copies

| Library .

Fom Barcode Lists - Identify used and unused copy barcodes. the IISt to get
n

Report Builder Bibliography - Create reading lists for curriculum or promotion. Comfortable

Call Number Reports - .
Report Manager Call Number Reports - Identify copies that may be incorrectly cataloged

with reports
already set up.

Shelf List - List copies in the order they should be shelved.

Title & Copy List - List your collection with optional copy detail.
Weeding Log - List copies that were weeded, deleted, or transferred.
Wish Lists - View the wishes submitted by your patrons.

Circulation

If you need a
report that’s

Current Checkouts/Fines - Identify or send notices to the patrons with checkouts/fines.
Holds

Holds - View all current holds and reserves.

not there, try
Report Builder.

Hold Motices - Print or email ready hold notices.
Inventory Control

Completed Inventaries - View the results of completed inventories.

In-Progress Inventories - Report on inventories that are in-progress.
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