Adams 12 Inventory Procedures i
Five Star Schools

What is the goal of inventory? You want your Destiny catalog to be completely accurate. If a student finds a
book in the catalog that he/she wants to read, and it is not checked out, it should be on your shelf. By scanning
barcodes, then marking items Lost or Delete, you are keeping a catalog that is accurate.

These directions are available in Destiny Help (without screen shots) at http://destinyhelp101.fsc.follett.com/

1. Start an Inventory:
In Destiny, log in to your school.

Go to Back Office tab on top, then Inventory tab on left. Then on far right, click button, Start New.

See screen shot below for these fields: Name the Inventory (a date is a good idea). Leave Call Numbers from

boxes blank. Leave all Circulation Types as they are.
In box for All copies meeting the above criteria will be set to “unaccounted for”.... Select today’s date. Click OK.
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All helpers will choose that one inventory you’ve set up and scan books into that inventory. If Destiny shows
your new inventory is % complete, it has already inventoried any items that are checked out right now.
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2. Scan all items with a barcode:

All items = equipment, videos, books, etc. Make sure your cursor is in the box under Account for each Barcode:
Scan or enter one at a time.

When the barcode is accepted you will hear a happy sound. When that barcode isn’t scanned correctly, or when
a book was previously marked Lost, you will hear a loud obnoxious beep. Glance at the screen regularly to make
sure the books you are scanning are showing up on the bottom part of your screen.

When you are done for the day, just log off Destiny. All the information in the Inventory will be saved
automatically.

When you’ve completed the inventory and scanned everything you can possibly find:
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You can see that the Inventory above is 95.28% complete. Now click the link for View In-Progress and

Completed Inventories.
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3. Find & scan items that have not yet been scanned:

You will probably default to the In-Progress Tab on top right. Notice the Completed tab also — where you can
see older Inventories you’ve done. Choose the Inventory you’ve most recently been working on & click the
VIEW button to the right.
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On this screen, you can click the link to the right of Unaccounted for (511 on this Inventory) and see a detailed
list of each item in your catalog that was not scanned during Inventory. You can sort your results by Dewey or
by Date Last Seen. If you have many items Unaccounted for, you might want to sort by Date.

*Note — eBooks will show up on the Unaccounted For list because they have a barcode but you can’t actually
scan it. Just mark all of them as Found.



If a book has not been seen in one year or longer, consider marking it Lost. You will go through the list and mark
books Lost or decide to look for them in the library or in the building. Note* Sometimes someone skips an
entire shelf while scanning, or in this case, almost 200 of the books were from PR and had been moved from the
library.

The screen shot below is a look at books Unaccounted For when you click See Details link.
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Screen Shot #5 — Unaccounted For List with details

The screen shot below is the REPORT of books Unaccounted for. Click the radio button Copies Unaccounted For
(see Screen Shot 4), then Run Report. Note* These reports can be very long when you start — don’t print all pages until
you’ve thoroughly looked at it and scanned everything that is easily found.
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Screen Shot #6 — Unaccounted For REPORT

You will go back and forth between the above lists.

4. Reconcile Everything:

Try to find and scan everything on your Unaccounted For report. If you can’t find it, mark it Lost. When you’ve
reconciled every book on your Unaccounted For list (Screen Shot #5), you are done with that list. Unaccounted
For should show zero because those items are either marked Found or marked Lost.

*Note — ebooks will show up on your Unaccounted For report since each ebook record is tied to a barcode. You
can easily run a report to get your ebook barcodes, then scan those barcodes so your ebooks are Found. If you
don’t have many ebooks, you can just mark each one Found on the Unaccounted For report.

See detailed instructions at the end of this document from Jeri Saal (Westview Elem) on how to run the eBook
Barcode Report.

Now everything you didn’t find is on your Lost List (Screen Shot #8 below). To find Lost List, go back to your main
screen that shows the current inventory (see below). Click the link that says “Copies Lost (see details)”. (Screen
Shot #7)

Take the printed Lost List around with you, marking L or F on items on your list as you locate them. When you are at
your computer, pull up the Destiny Lost List (Screen Shot #8) with 'found' and 'mark lost' options and update it from

your ‘walk-around' list. On the Lost List, you can delete items one by one, or delete all items that have been lost
for a certain time period (Screen Shot #8).



At the bottom of your list is an option to Delete all copies marked “lost on or before (date)” (Screen
Shot #9). Use the calendar gadget to the right to choose a date one year prior to today. If the item has not been
seen in one year, it is most likely lost for good.
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5. Last Steps:
When all your items have been Accounted For (you’ve moved them to Lost or deleted them), finalize your

inventory. (Screen Shot #10) Once you’ve finalized, you can no longer run a report to see Unaccounted For
items. You can still access the Lost List. If you scan a book that was lost, it will be removed from the Lost list.

Leave everything on this Lost List for ONE year. When you do inventory again next year, you will use the link at
the bottom of the Copies Lost List (screen shot #9) and delete everything that has not been seen since your last

inventory.

*NOTE: Books lost throughout the year will show up on this list. It is a living list that continually adds all books
with a Lost status. So, it’s very important to NOT delete the entire list next year. Only delete items that have

shown as Lost since your last inventory, or items that you know are lost.
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After you Finalize, you will see a button to View “Lost” (below). This is the Lost list from the Inventory.
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Great Job! You are done until next year.

Below: Run an eBook Barcode Report

o 53
m B3 hitpy//desting.adamsl2.org/backoffice/servlet/ 2 P~ ¢ X || B My Fevorites (2 Tnbox - s32009128@adams1 2.o... Ak 3
File Edit View Favorites Tools Help
Westview Elementary Library View [~| | Jeri Saal [Logout] | Help | %/shop|

Five Star Schools . -
Home | Catalog | Circulation (I UCH Back Office | My Info P Erocessing heeded
My Favorites
| My Favorites How do L..
(e ey~ (I ite Reports
Patron Reports Name Created By Last Run
Report Builder 1st - Nolan Jeri Saal 10/18/2012 1:15 PM [[rn % F H
irst click on the Reports tab

Report Manager 1st Dowd Jeri Saal 10/18/2012 12:48 PM [Frn % p

1st Mildenberger Jeri Saal 1/10/2013 1:00 PM ERm X

_— ; = .
AM KIN Killick Jeri Saal 3/15/2013 8:55 AM Frn % Then click on
Giarrritano AM Jeri Saal 3/15/2013 10:07 AM [Frun % .
= Library Reports tab

Giarrritano PM Jeri Saal 3/15/2013 1:43 PM [Frn %

Staff Overdues Nadine Abrahams 3/15/2013 4:15 AM [Trun %

Staff with Equipment Jeri Saal 5/7/2012 11:01 AM [Trun %

Staff with Textbooks Nadine Abrahams 3/8/2013 1:53 PM [Trun %

Weekly Student Overdue Notices Eng and Spanish Jeri Saal 3/15/2013 3:00 AM [Trun %

Weekly Student Overdue Report Eng and Spanish Nadine Abrahams 8/21/2012 8:46 AM [[run %X

% = From District x = Remove from Favorites

72m-Libs




T —— . | |

m ) [ rttpy//dstiny.adamsl 2.org backoffice/sery dotZm=Library’% inl 0+ & X |[ 8 Library Reports x @]nbnx—sad)OQlEE@adanﬂZn...l ‘ vy e
Fle Edt View Favoites Tools Help

Westview Elementary

Library View | Jeri Saal [ogowt] | Help | ¥shop| © @) "
Adams12
Five Star School . .
Catalog | Circulation i1l Back Office | My Info P processing Needed
ry Reports
My Favorites . R
Catalog -- Titles & Copies
| Library Reports
Barcode Lists - Identify used and unused copy barcodes. [More]
Patron Reports
Bibliography - Create reading lists for curriculum or promotion. Fiore)
Report Builder

Call Number Reports - Identify copies that may be incorrectly cataloged. ghore| 3

o Next scroll down to

Shelf List - List copies in the order they should be shelved. MMore!
Title & Copy List - List your collection with optional copy detail. rorel

Weeding Log - List copies that were weeded, deleted, or transferred. Rrore| I_a bels

Wish Lists - View the wishes submitted by your patrons. More
Circulation

Current Checkouts/Fines - Identify or send notices to the patrons with checkouts/fines. [#tore] [ And seIeCt BarCOde Labels
Holds

Helds - View all current holds and reserves. RMore]
Hold Notices - Print or email ready hold notices. & More!
Inventory Control

Completed Inventories - View the results of completed inventories. [MMore|

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

Labels
Barcode Labels - Create new or replacement copy barcode labels. [#Fore)
n o Lt .. L ES PRI~ ~ <
htp://destiny.adams12.org/backoffice/serviet/py gpyistreportform.do

H125% v

w1 ) 820 AM M

o= -]
m ) (B3 ttp//destiny.adams 2.org/backoffice/senviet/p i £~ & X[ 68 Print Copy Barcodes x @]nbnx—sad)OQlEE@adanﬂZn...l ‘ vy e
File Edt View Favoites Tools Help
Westview Elementary Library View | Jeri Saal [Logout] | Help | ¥/Shop| i =
Adams12
Five Star School . Pu
Home | Catalog [EANEE Back Office | My Info Processing Needed
Library Reports it Copy Barcodes
MVFBVW“E Howdol.
» Used Unused
| Library Reports
Patron Reports Print used library copy barcodes...
Report Builder Labels for each barcode 1
Report Manager

Sort by | Call Number / Author [ ]

Select by L —

I

Using the drop down arrow,
click on Date/Time Copies

“ 4:00 PM Added
Date/Time Copies Added 18
¢ Z8 time:

To date: EB time:

Material Type Any Type =]

Circulation Types All Circulation Types g Update \ I

Include temporary copies [J

Include the following on each Site Name
Title
5 Author

O call Number




T —— | | 6
m )[68 httpy/ £~ & X[ 68 Print Copy Barcodes x L;gljmrsasmm@mmzﬁ...l ‘ vy e

File Edit View Favoites Tools Help

AdamsT8,

Five Star School

y-adamsl2.org/backoffice/servlet/| d:

Westview Elementary | Jeri Saal [Logout] | Help | % Shop]| i =

Library View

Home | Catalog P processing Needed

Library Reports

REIE  Back Office | My Info
1t Copy Barcodes

My Favorites HowdoL..[7]
) Uused | Unused

| Library Reports

Patron Reports Print used library copy barcodes...

Report Builder Labels for each barcode 1

Report Manager Sort by | Call Number / Author [~ ]

I

Select by | Date/Time Copies Added| ~ |

Example times: 8:00 AM, 4:00 PM

Copies Added From date: B time:
To date: D time:
Material Type Any Type E

Circulation Types All Circulation Types g Update |

Include temporary copies [

Include the following on each Site Name

Title
O Author
O call Number
Use label stock |Avery white address labels (style 5160)B

T ————— | | 5 ]

y-adamsl2.org/backoffice/servlet/| d:

File Edit View Favoites Tools Help

AdamsT8,

Five Star School

£~ & X[ 68 Print Copy Barcodes x L;gljmrsasmm@mmzﬁ...l ‘ v el

Westview Elementary | Jeri Saal [Logout] | Help | % Shop]| i =

Library View

Home | Catalog P processing Needed

Library Reports

REIE  Back Office | My Info
1t Copy Barcodes

My Favorites HowdoL. 7
(Govary Repors ) Used | Unused
Patron Reports Print used library copy barcodes...

Report Builder Labels for each barcode 1

S Sort by |Call Number / Author [+

I

Select by | Date/Time Copies Added| ~ |

Example times: 8:00 AM, 4:00 PM

Copies Added From date: B time:
To date: D time:
— Material Type | Electronic Book (eBook) =
Any Type

Circulation Types Artifact (fossil, rock, toy, etc.)
Book (monograph)

N Computer File

Include temporary copies
Equipment

Include the following on each |Kit (book and nonmusical cassette)
Manuscript Language Material

Maps, Globes and Atlases

Mixed Material

Music (printed)

Picture, Study Print, Photograph, Chart
Serial (printed periodical, etc.)

Sound Recording (musical)

Use label stock |Sound Recording (nonmusical)

Video (film, filmstrip, transparency) )

Leave Copies Added fields
blank

Use the drop down
arrow to select
Electronic Book
(eBook) for Material

Type.
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Labels for each barcode

»

e Sort by | Call Number / Author [~
Select by |Date/Time Copies Added| - |

Example times: 8:00 AM, 4:00 PM

Copies Added From date: B time:
To date: BB time: -
Material Type | Electronic Book (eBook) E

Circulation Types All Circulation Types @ Update |

Include temporary copies [

Include the following on each Site Name B
Title

[ Author

i

Call Number

Use label stock |Avery white address labels (style 5160)E

Start on label
Printer offset Horizontal: 0 Vertical: 0

In addition to adjusting your printer offsets, you must also configure Adobe Reader so that your labels are properly aligned.
For assistance configuring Adobe Reader or the printer offsets, see Troubleshooting
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Westview Elementary Library View | Jeri Saal [Logout] | Help | % Shop]| G =

AdamsT8,

Five Star Schools

Home | Catalog | Circulation (RGN Back Office P processing Needed

Library Reports > Print Copy Barcodes > Report Manager

My Info

My Favorites Job submitted: Library Copy Barcode Labels job
| Library Reports You may continue to use the application as normal. To check on your report's progress at any time, select the Report Manager from Reports.
Pairon Reports
Report Bulder Jobs: 1-17 of 17 — Refresh List -
Report Manager o &  ob Status
Library Copy Barcode Labels Pending m
B Overdue books - ILLs Completed View ﬂ
(3/18/2013 11:59 AM)
B Spine/Pocket Labels Completed View |78
(3/18/2013 9:58 AM)
B Giarrritano PM Completed View 78
(3/15/2013 1:43 PM)
B Giarrritano AM Completed View m Ll
(3/15/2013 10:07 AM)
= AM KIN Killick Completed View 18
(3/15/2013 8:55 AM)
B Weekly Student Overdue Notices Eng and Spanish Completed View ﬂ
(3/15/2013 3:00 AM)
[ Weekly Student Overdue Notices Eng and Spanish Completed View ﬂ
(3/8/2013 3:00 AM)
(=] Overdue books - ILLs Completed View 7}
(2/26/2013 9:20 AM)
B WVE Patrons with fines Completed View 7}
(2/25/2013 9:20 AM)
(=] Staff Overdues Completed View m
(2/25/2013 7:43 AM)
=] Fine History Completed View i}
(11/26/2012 1:56 PM) =
@

Under Include the
following on each,
Click on Call Number to
put a check in the box.

Best way to double check
to make sure only eBooks

are selected.

Now click on Run Report.

The message:

Job submitted: Library Copy
Barcode Labels job will be
displayed.

Click on Refresh List to check
job status.
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.. Westview Elementary Library View | Jeri Saal [Logout] | Help | % Shop]| =
Adams12
Five Star Schools . 5
Home | Catalog | Circulation B Cicl Back Office | My Info P processing Needed
Library Reports > Print Copy Barcodes > Report Manager
Favorites
7 Jobs: 1-17 of 17 Refresh List
| Library Reports
o & ob Status
B Library Copy Barcode Labels Completeq View 7} If Job Status ISCOMm plete’
Report Builder (3/19/2013 8:34 AM)
[} Overdue books - ILLs Completed View |78 F . o
Report Manager (3/18/2013 11:59 AM) click on View to see your
B Spine/Pocket Labels Completed View |78
(3/18/2013 9:58 AM)
B Giarrritano PM Completed View m re port
(3/15/2013 1:43 PM)
] Giarrritano AM Completed View m
(3/15/2013 10:07 AM)
o AM KIN Killick Completed View @
(3/15/2013 8:55 AM)
(il Weekly Student Overdue Notices Eng and Spanish Completed View ﬁ
(3/15/2013 3:00 AM) J
= Weekly Student Overdue Notices Eng and Spanish Completed View ﬁ
(3/8/2013 3:00 AM)
(=] Overdue books - ILLs Completed View 7}
(2/26/2013 9:20 AM)
&) WVE Patrons with fines Completed View 7}
(2/25/2013 9:20 AM)
(]| Staff Overdues Completed View ﬁ
(2/25/2013 7:43 AM)
= Fine History Completed View m
(11/26/2012 1:56 PM)
B Overdue books - ILLs Completed View m
(11/26/2012 12:40 PM)
B Fine History Completed View 7} i
/25012 1022 A
@
y ek )
Q;x )[ @ nttpy/sdstin.adams1 2org/backoffice/servet/ i o D~ & X H,“ Report Manager ;‘ & adamsl2.org x | a Inbnxrsad)ﬂQlZE@adamle.n...‘ ‘ v el
File Edit Goto Favorites Help
Westview Elementary Westview Elementary Westview Elementary
EBOOK 152 4 ABO EBOOK 307 KAL EBQOK 307 SCH
Everyone feels scared sometimes Places in my community — Communities DO u b I ec h ec k to ma ke sure
AL AOVAUUMUA AU ACRCAC AL ARG report is what you want by
31856014685042 31856014685117 31856014685026 |00king at the Call Numbers
Westview Elementary Westview Elementary Westview Elementary
EBOOK 395.5 FIN EBOOK 398.24 STO EBOOK 398.8 GRE 1
Manners at school The story of the three little pigs A apple pie NOW the prlnted report Can

(U be used to scan eBook

31856014685083 31856015126301 31856015126251 barcodes for inventory.
Westview Elementary Westview Elementary Westview Elementary
EBOOK 428 1 DAH EBOOK 531 HIG EBOOK 551.48 KOR
If you were an adjective Marvelous motion The wild water cycle
(WIAAETUMABIRDIOAN (AWAASCIRImTSE mrvwmTGrHNA
31856014685075 31856014685091 31856014685166
Westview Elementary Westview Elementary Westview Elementary
EBOOK 567 912 FRO EBOOK 577 BIS EBOOK 590 BUL
Tyrannosaurus rex Exploring ecosystems with Max Axiom, super scientist Big and small an animal opposites book
(VAU MO IATVATERA A GRRmOTOTmr A AR URIRE R
31856014685158 31856014685059 31856014684995
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