DESTINY RESOURCE MANAGER: FULL ACCESS

This step-by-step video tutorial will guide end-users through the use of the Destiny
Resource Manager application.

INY#

In this tutorial, you will learn how to:

#  Login to Destiny Resource Manager

it Search the resource catalog

i Check out resources

% Checkin resources

2 Reset the screen

&t Transfer resources

i Change the home location

% Run various reports: checkout and fines, item status, patron barcode report and the resource

checkout summary

Requirements:

i PCor MAC

2 A web browser such as:
®* Google Chrome &
® Internet Explorer ()
®  Mozilla Firefox @
® Safari (%)

An Internet Connection

e
T

&

A Barcode Scanner

e
&

&

* Full Destiny Access

e

NOTE: If using an iPad and Bluetooth scanner, please refer to the Bluetooth Pairing Instructions before
circulating.
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DESTINY RESOURCE MANAGER: FULL ACCESS

STEP 1: LOGIN TO DESTINY
1. Open a web browser
® Google Chrome @&
® |nternet Explorer &

® Mozilla Firefox @

® Safari @

2. Inthe address bar, type the following URL and press the “Enter” key on the keyboard:

® http://lausd.follettdestiny.com

3. To find your school do one of the following:

a. Inthe “Search for Site Name” field, type in the name or location code of your school
and press the “Enter” key on the keyboard or click on the “Go!” button OR

b. Click on the “Green Bar” associated to your school group (e.g. Middle School)
Locate your school’s link, click on the “Login” button, and use your LAUSD Single-Sign
on (SS0)
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I District Users .. [ Logn
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Search for Site Name
Col
Elamientary Schools
5
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DESTINY RESOURCE MANAGER: FULL ACCESS

STEP 2: CATALOG TAB

® Once you've logged in, you will see five tabs: “Catalog”, “Circulation”, “Reports”, “Back Office”
and “My Info”

RESOURCE SEARCH OPTION

On the left-side of the screen, you will find the “Resource Search” option
[ ]

On the right-side of the screen, there are three (3) sub-tabs: “Search”, “Browse Resources”,
and “Item Categories”
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DESTINY RESOURCE MANAGER: FULL ACCESS

“Where Resource” -- allows a Boolean type search
1. Click on the drop-down menu to search for a resource or an item by using one of the
following:
® Displayable Name (Resource)
® Barcode (Item)
® District Identifier (ltem)
® Purchase Order (/tem)

® Serial Number (/tem)
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2. Clicking on the “Contains” drop-down menu allows you to specify the type of
resource details you want to search

3. Clicking in the blank field allows you to type in or scan a specific resource to search
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DESTINY RESOURCE MANAGER: FULL ACCESS

4. You have the option to further limit your resource search by selecting any of the
following:

® Home Location
® Custodian

® Funding Source
® Department

® Purchase Price

® Date Acquired

5. Once you have entered your search parameters, click the “Search” button

Limit your search for resources by...

Homa Location  —All - w

Custodian

o
All Custodians™r Select

@

Funding Source -~ All - v

Dapartment -~ All- «

Purchase Price

Groater hian of ¢qualts ~

B o i

Containg v

Data Acquired

Historical Notes

®

» BROWSE RESOURCE SUB TAB

NOTE: The types of resources you have in your catalog will be indicated by the appearance of a clickable
blue hyperlink

1. Click the “Browse Resources” sub-tab located on the right
2. Tosearch items, you have the option to select the active hyperlinks to check the available

resources.

File Edit View History Bookmarks Tools Help
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Catalog Back Office

Resource Search
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Resource Search bew do L.

Search | Browse Resources Item Categories

®

Resource Lists
Ssosad For all resources under...

Update Resources B Rresources
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=S| Computing Devices
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DESTINY RESOURCE MANAGER: FULL ACCESS

3. Once you click on the resource, you are able to view:

® The resource

® The number of items available
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NOTE: The amount available should always be zero. All resources should be checked out to patrons, (e.g.
student or principal) during the school year.

Once a resource is clicked on, you are able to view two sub tubs: “Resource Details” and “ltems”
The “Resource Details” sub tab will allow you to view details

The “Items” sub tab will allow you to view:

® Barcode
® Status

® Condition
[ ]

Home Location

NOTE: To go back in Destiny, use the BREADCRUMBS trail—the Internet back button is not a viable option
while working in the Destiny application.

[l LV Ciradation | Reports | Back Office
Resourca Sassch > Sasch Redults > Apple 7702 iPad Ak™

sigrrs gl |
Resource Lists.

b Resourcs Datads v

Transfer Rources] Apple 7702 iPad Air ' \
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~
\ s \
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My Info

Resource Search

CCTP » Computing Devices > Tablets
Description iPad Air
Manufacturer Apple
Maodel 7702
Grade Level Grade 2
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DESTINY RESOURCE MANAGER: FULL ACCESS

TRANSFER RESOURCES OPTION

1. Click on the “Transfer Resources” option located on the left-side of the screen
2. Totheright-side there are three (3) sub tabs: “Track”, “Upload” and “Notices”

a. Track — Enables resource managers to track completed incoming transfers, outgoing
transfers and completed outgoing transfers. For a detailed view of each of the above actions,
click on the “View” icon to see the specific details regarding the transfer

b. Upload — Enables resource managers to transfer resources from one site to another by
either scanning one barcode at a time OR by uploading a list of barcodes into the application.

c. Notices — Enables communications through the Destiny application regarding impending
transfers to the receiving school

NOTE: To stop a resource transfer before the incoming school receives it, click on the “View” icon then
click on the “Stop Transfer” button. This is done from the “Track Resources” page on the “Outgoing
Transfers” section.
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DESTINY RESOURCE MANAGER: FULL ACCESS

Conducting a Resource Transfer (To District Warehouse Facility ONLY)

NOTE: The District Warehouses are listed in Destiny as: ITAM Beaudry, ITAM Pico Rivera and ITAM Soto.

1. Click on the “Upload” sub tab
2. Click on the “To” drop-down menu and select the site which will receive the transferred items

3. Click on the “Transfer” drop-down menu and select “by Barcode”

® by Barcode — Enables resource managers to scan one barcode at a time OR upload a list
of barcodes

® by List — Option NOT recommended

® by Item Category — Option NOT usable

4. Inthe “Create a barcode list” field, type or scan the barcode of the book. (If the number was
manually entered, click on the “Add” button. Scanning the barcode will automatically add it to the

list.)
5. Once all the barcodes have been typed or scanned in, click the “Transfer” button to upload the

resource(s)
Fde Ed2 Niew Higtery Beokrmarks Jock Help - o “
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Tranehor Rescarces. Transfer Resources... ’(J'

Upcdaite: Mrmexirors To - Selacias Sie -

Tranafer by Barcode - /'\I

Create a packing list </

Create a barcode I
- Barcodes -

(a)
@

OR...

Select a barcode file | Browse | Mo file selected

Upon transfer, ownership will be immediately changed to the recelving site,

H Trans ler
s

NOTE: DO NOT scan too quickly when scanning one barcode at a time, as the screen needs time to
refresh.
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DESTINY RESOURCE MANAGER: FULL ACCESS

6. To transfer resources in bulk, use the “Select a barcode file” option. Follow the steps listed

below:

a. Open a text application such as Notepad (PC) or Text Edit (Mac)

b. Save the .txt file with a name associated with the transfer (e.g. resource
transfer_to_ VAAS.txt)

c. Scan all of the resource barcodes to be transferred into the file and save it once
completed

’

d. Onthe “Transfer Resources...” screen, select the “Browse” button next to the “Select a
barcode file” field
e. Find and select the newly created .txt file. (it will appear on the screen)

f.  Click on the “Transfer” button to upload the resource(s)
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U, nsfer, ownership will be immediately changed to the recelving site,
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Receiving a Resource Transfer (From one of the District Warehouse facilities)

To receive a resource transfer, you must be logged in to your Destiny site. In the upper-right corner you
will see an icon of a red flag next to a button with an exclamation mark.

NOTE: the red flag icon denotes an incoming resource transfer in the queue.
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DESTINY RESOURCE MANAGER: FULL ACCESS

1. Click on the “Red flag” link. On the “Track Resources” screen, you will see a list of resources
awaiting processing

2. Click on the “View” icon to see a detailed list of the resources in the queue and to receive the
transfer

file Edt Witw Higtory Beskmarks Tech Help
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Upon transfer, ownership will be immediately changad to the recelving site,
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NOTE: Once the view icon has been clicked, a message with a red box around it will appear notifying you of

the change of ownership of the devices (from the outgoing school to the incoming school)

Receiving the Resources:

1. On the “Transfer Resources” screen, click on the “Red Flag” icon located at the top of the
navigation next to the “My Info” tab.
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DESTINY RESOURCE MANAGER: FULL ACCESS

2. Click on the “View” icon to see a detailed list of the resources in the queue and to receive the
transfer

3. Click inside the “Scan or enter...” field and either type the resource barcode then click the
“Receive” button or scan each resource barcode one at a time (This is the Recommended method
of receiving resources)

4. Click on the “Receive All” button (This is NOT Recommended method for receiving resources)

Click on the “Receive” button to the right of the resource to accept one item at a time

Fle Ed& yiew Higtory Deokmurks Tock Help - o lEN
01 View Trangher % |+
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Update Reomuries . Once you start receiving items in this transfer,

you are taking full responsibility for all of the items,
Please verify the contant of the shipment before beginning.

Assign the following values to these items: @A“"}" To..

Custodian: Ratain cument custodian —~ !
Home Location: Undefine \I 3-/'
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1
Scan or enter items one-at-a-tim || receive
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Apple 7702 iPad Axr CS42300 of
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UPDATE RESOURCES OPTION

Changing the Home Location

1. Click on the “Update Resources” option,

NOTE: Be sure that you are working under the “Individual Update” sub tab.

2. Place your cursor in the “Resource Barcode” field, and either type or scan the resource barcode
number
Click on the “Select Item” field drop-down menu and select the “Home Location” option

4. A “to” field will appear, click on the drop-down menu and select a new home location from the
options

NOTE: At the bottom of the page, you will see the “Add Historical Note” field. Per the ITI group, this field
will ONLY be used for students who are not currently showing in Destiny (e.g., new students to the
District). If and when you encounter this, please input the following information into the field:
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DESTINY RESOURCE MANAGER: FULL ACCESS

e Patron’s name (Last name, First name)
e Birthdate (mm/dd/yyyy)
e Grade level (e.g., grade 8)

Example: Doe, John, 02/20/2001, Grade 8

5. Once all the information has been entered, click on the “Update” button.

e Ed2 \oew Higtory Beolwmscla Jock Help == “
B Updste Resources X +

€ | i felleeidesiny.com ot ! R =lla A0 9 A B =

LRy & Funsimra Dr. Esther Sinofsky EL LTSS Tutorials [Logot] | Help

Ciradation | Reports | Badk Olfice | My Indo

Hescurce Search - e
al eh Update \eksh x
S 2'\I @I ¥ Indnidunl Update | Sateh Update | Glebal Updstn
N Tranaior Rescurce Specfyy qun to change and scan Imrn.v
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I Add historical note Doe. John 027202001, Grade 8 I
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DESTINY RESOURCE MANAGER: FULL ACCESS

6. A “Most Recently Updated” note will appear at the bottom of the screen. To check the history
and verify that the changes were made, click on the “barcode number link” of the resource, which
will take you to the “Resource Status” page. You will see the update made to the “Home
Location” and the “Historical Notes” field.

» Individual Update | Sawch Updete | Global Updae

Reesource Lists
T Pansier Resources) Spedfy information to change and scan barcode...
e AL
Update Rescurces Resaurce Barcode 3 Update
Home Locaton ¥ to | Room23 o
- Selecian fem field -
- Selactan tamfeld - «
- Selactan nem field -«
- Selectan femfeld- «
- Selectan tem field -
- Selectan demfiald - «
- Selectan dem field - v
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- Selactan tam field - «
- Selactan fem field - «
- Selactan dam feld - «
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- Sefectan dem field -«
Add historical note Doe, John, 02022001, Grade 3
Most Recently Updated =
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Remource Soarch Mowdol..
Resource Lists. Apple 7702 iPad Air 22 ,_ﬁ,-hlr!llrm
=\ ’
Transter Rescurces A QSJI @ ok Lon
‘Upcinte Rescurces Date Acguired RTERAR Unaenne E‘Mﬂc\lnlrn
Condition |Jgable Departmant | Jndefined
Districk ID | ALISDIOS0016004 Prapected Lile Undafined i
Purchase Ordar Funding Source TR _r'\h--frrhﬂnry
Sarial Humbar DMPMESICFELL Statws Ayadahis

alls
(e Prinitt Labsels
Purchase Price =

Current Checkout Previous Checkout

rigne (Retormed: 7/24/2033)
User ANDREWS, GALA [Faculty]
Barcode 00901069
Grade Laval

Homaroom

Checkad In by duyna. guiirrez

Notes e\ =] Addriote
&)

There are no notes for this item

Historical Notas
Date User Hote
8/13/2015 Tutonals [7671] Doe, John, 02/02/2001, Grade §
Circulation Statistics
Current Month 0 Current Year 0 Pravigus Year 7 Total 7
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DESTINY RESOURCE MANAGER: FULL ACCESS

STEP 3: CIRCULATION TAB

You will be able to view the following:

Options Sub tabs
e Check Out Resources ~* ToPatron

) Checkin Resou-rces . T-c-JuDepar-t-r-nent""

e |tem Status e To Location

....................................................................................................................................................................................................

TO PATRON SUB-TAB

Check Out Items:

1. Click on the “Circulation” tab

2. Click the “Check Out Items” option located on the left-side of the screen
3. Click on the “To Patron” sub-tab located on the right-side of the screen
4

Click inside the “Find” field and scan OR type in one of the following identifiers:
® Patron Barcode ID

® Patron Last name, First name

NOTE: If the name was typed in, either hit the “Enter” key on the keyboard or click on the “Go!” button.
Then click on the patron’s name.

e Ed2 Yiew Higtory Beckmoris Tock |Help O “
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SERE IFind C540072 I Gol  girod Patron| Ll Find Ttem

Ondy search PatonNames w
Patron Stotus

Ol Chrculation

=)

View Classes

McDonald, Jim [Student: P 100101)

Checked Out REsOUICEs! 1 Grade Level
Overdue Resources: O Hamuroom
™ Checked Out
Cg/l Apple 7702 iPad Alr (liem) C3400720 Past Due 6/1/2015
r 2= thanar

Items Qut

5. Click inside the “Find” field and scan OR type in the resource ID (barcode)
NOTE: If the ID was typed in, either hit the “Enter” key on the keyboard on click on the “Go!” button.

6. The resource will appear in the “Checked Out” section of the screen
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DESTINY RESOURCE MANAGER: FULL ACCESS

To Department:
NOTE: This sub tab will not allow check outs.

To Location:

1. From the “Circulation” tab, click the “To Location” sub tab located on the right side of the screen
2. Click inside the “Find” field and scan OR type in the location barcode identifier (ex. 123456)

e Ed2 \oew Higtory Beolwmscla Jock Help == “
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3. Once the item populates on the screen, scan or type in the resource ID
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) To Fat T Deparm T &
Chacle Ty Fewres "\_3;' & Patmn & Deparsrert b To Lotation
T Find CS40072 Gal ﬁ!i...n....mn A v e @ﬂ..; Location]

Howide 1.,

Thern Status

Patron Status Secure area (Location: 123456)

Chackad Out Rosources: 2
Overdes RESOUNCES! 2

Dffline Ciroulabion

[

Items Out

Duwe Date Resowrce Hame Home Lecation Checked Dut

6/1/2015 Apple 7702 [Pad Alr (ftem: £5a0483) 106640101 8/19/2014 Loat
Stolen

6/1/2015 Appla 7702 [Pad Alr (fem: CEa4508) Room 43 Bf19/2014 Lost
Stolen

NOTE: If you do not have a resource ID available, you may search the resource catalog by using a keyword
search, e.g. iPad.
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DESTINY RESOURCE MANAGER: FULL ACCESS

4. If a barcode for the location is unavailable, you may search for one by doing the following:
a. Click on the “Pick Location” button

b. Click on the drop-down menu, select a specific location and click the “OK” button
c. Follow steps 1 -2 from the previous page

Fie Edt Yiew Hagfcey Bockmarks Techk Help = D“
B3 Check Out Bems <\ +

€ @ : telletdestany sam . ¢t ¢ ket fical ollQ s Y © 3+ A B =

'-':';'"'-v"-*.ﬂ Dr. Esther Sinofsky EL LTSS Tuterials [(656] | Help
e catolog LI Repods | BackOffice | Mylnfo | P

Cheech Owt Tt

Uludﬁflllbq:p Howdo 1.,

TeFamn | ToDepartmert b To Lombion
Check 1n Mesre

Foes Find | CS40072 Gol 35...“ ocation] 40 Fe ke Pl Location
~ v
9/

e SEatus

Fde Ed2 Niew Higtory Beokmoda Tech Help e n
£ Pick Location x L

€ Telleetl ety carn tbon e bet precampicklocs =l AB P+ oh m =

A ‘-""'w‘ Dr. Esther Sinofsky EL ILTSS Tutorials [Logot] | Help

Badk Office

Catalog Reports My Indo

Chack Out feema > Pick Lecation

Pick Location... W o ¥ o

Check I Meni

Fires Location Foom23 v
/b\
S’

e Ststus

Check In Resources

1. From the “Circulation” tab, click the “Check In Items” option located on the left-side of the screen
2. Click inside the “Find Item” field and scan or type in the resource ID for each item you would like

to return to the site’s resource collection

NOTE: If the ID was typed in, either press the “Enter” key on the keyboard or click the “Go!” button.

file Ed2 \iew Higtory feokmuria Jock Help - olEN
B Checkinlerms ® |+
€ | & b felletteesting. com tion erbet £ et alla T8 9 %+ A & =
Ty  raan D, Esther Sinofsky EL ILTSS Tutorials [Loget] | Help
Catalog Reporis | Back Oifice | My Info

Check Cut feg ] q Memdel,
o — ind e CS40072 @
_\" R Most Recently Checked In
(1/. Apple 7702 1Pad Alr (em) C340072 Past Due &/1/2015 CART 13345
Flen S2atun Checked out 8/6/2015 to McDonabd, Jim (Stedest 2 309503) Wit reate Fine

Besource items stlf checked outr 0
Patron Stotus

Ol Chrculation

o= )
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DESTINY RESOURCE MANAGER: FULL ACCESS

FINES

1. From the circulation tab, click on the “Fines” option located on the left-side.
2. Click in the “Find Patron” field
3. Scanthe ID or type in the patron’s name into the “Find Patron” field

The following options may be used as keyword searches:

v' Patron names (default option)
First name

Middle name

Last name

Barcode

Grade-level

Homeroom

Username

District ID

AN NN N U N NN

NOTE: If the info was typed in, either press the “Enter” key on the keyboard or click the “Go!” button, then

click on the Patron’s name link

Bile 4 View Higtory [Beckmarks Tock Help =D “
o Fines x |+

€ | & b follettd ety com. ! . f o a0 9 3 A - =

LAy s russas D, Esther Sinofsky EL ILTSS Tutorials ((5050] | Help

Catalog Reports | Back Oifice | My Info

Checks Ot Ty Hesdo L
Check In Tems Find Pat; MeDonald
Fines (1-\ o Onity my patrons Only search PatonMNamas «
| \
by = g Barcods Hemerasm Crade Laval
Etron Sotus McDonald, Jm P 100101

e Chroslation r

NOTE: To search patrons enrolled at your school site, check the “only my patrons” box. To conduct a
“district-wide” search, uncheck the box.

4. From the “Fines” screen, you will be able to use the following buttons:

e Add Fine
o View History (fines)

e Print It! (receipt: this button appears after a fine is assessed.)

NOTE: Destiny Resource Manager is NOT the official financial record keeper. Please see your
administrator for clarification of protocols regarding reporting financial transactions.
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DESTINY RESOURCE MANAGER: FULL ACCESS

Add Fine button
NOTE: If you have previously marked a resource as “lost”, a fine will be assessed.

1. From the “Circulation” tab, click on the “Fines” option located on the left-side of the screen

2. Click inside the “Find Patron” field and scan the ID or type in the patron’s name and either press
the “Enter” key on the keyboard or click on the “Go!” button.

3. Click the “Add fine” button

File Ed4 View Higtory Beokmarls Tock Help - olEN
B Fines x|+
€% am fellettdeiting com . . e Eaanehidel * C O, A0 9 $ h B =

T iy a ruses D, Esther Sinofsky EL ILTSS Tutorials (Lo05#] | Help

Reports Back Office My Info

Check Out ey Mamdal,
Check 1p M Find Patron Gl
Fines o Only my patrons Only search PatronMamas
‘ Ttem Status
Patron Snbus McDonald, Jim  (Student: P 100103)
Dflies Crc st Fass Resources: $0.00 Grade Lovel

- —— _'\ MHomercom
Fines ~|E Add Fine

Thare are no fines for this patron

| J‘l’u'lu!l}llnr{

4. Use the “Reason” dropdown, to document the reason for the assessment

Fi¢ Ednt Yiew Hutcey Bockmarks Tock Help T30 “
[ AddFine ® +
€ & m felletrdestany cem : i & |9, 5 w B @ %+ K - =
Y Dr. Esther Sinolsky EL LTSS Tutorials (Loget! | Help
Catinlog Reports | Back Office | My Info

Check Out teps semdal,

Check Tn Thens

Fines.

Reason Damaged " her..

Partron Status

McDonald, Jim (Student: P 1001013
®
"y

Beokoan Birdin

Difline: Cireudakion Resourc BT Gt
| Excessne Wnting
Besct Missing Barcode
Ovardus
1
Fine Mol Tam Pages

Waler Damage

Prifit Recépt Bl save x Cancel
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DESTINY RESOURCE MANAGER: FULL ACCESS

5. Click inside the “Resource item” field and type or scan the barcode of the item and press “Enter”

on the keyboard or click the “Go!” button

6. Click on the “Amount” field and type a dollar amount

7. Click inside the “Fine Note” field to add one (not mandatory)

8. Place a check mark on the “Print Receipt” option to print a receipt (not mandatory)

9. Click on the “Save” button to save the fine assessed or the “Cancel” button to go back to the fines

“Find Patron” screen.
Bt B e Viaiery Bestrars Tesh Hep - olEH
B2 AddFane x Ut

€ @k follettdetting.com) cieuiation serie P e|[a a0 9 3 A 8- =
TRy & st D, Esther Sinofsky EL LTSS Tutorials (G5G50] | Help

Catalog Badk Office

Reports My Info

Cheerde Ot ey - A

Check I e

McDonald, Jim  (Student: P_100101)

Firses.
e Status
==l Raasen Damaged w||_Other..
Offie Chrualaton Resource Ttem C540072
[ B 5% Apple 7702 iPad Alr (e c2aggrzy CART 12345
= ‘nmunt 2000
(6_/' Waive 3000
Pay 3000
Fine Note

oL ®
® v v
=) K

View History button

With full access, you may view all fines assessed to the student: LIBRARY/TEXTBOOK/RESOURCE and
PATRON. To view the resource fine history of the student, click on the “View History” button.

Badck Office

Catadodg

My Indo

Reports

Chechs il Mgy Homdo L
Check I Therse Find Patron Gol
Firsts ¥ Ondy my patrons Ll Only search Patiga Names
e Status
Patron Sknbus McDonald, Jim (Swdent: P 100101)
Offlene Chrcualeition Fenas Rasources: $50.00 Grade Level
— Momasrasm
=
Fines ‘t}‘ addFine |~ |- [Wiew istory =y Frint 1t
Resson Amoust  Payable
¥l Apple 7702 iPad Alr (ttem: £540023) £50,00 6 48
o Include off-d4ate fines n totals Amount Payable
$50.00 Local

$0.00 Off-ate
$50.00 Total Payable
Pay

S,
Prnt Receipt S update
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DESTINY RESOURCE MANAGER: FULL ACCESS

Print It! Button

You have the option of printing a receipt by clicking the “Print It!” button

Patron Sinbus McDonald, Jim (Stedent: P 100101)
Offline Chrcudation Fiass Resources: $50.00 Crada Lival
Wisircros
|— Roset
Fines {J‘ Adarine |~ | [iiew History =y Print 1t
Beason AvDast Payable
FPauli Apple 7702 IPad Alr [frem: £540022) $50.00 o 48

Fine Management

1. To edit a fine, click on the “Edit” icon

NOTE: The trashcan icon will permanently delete the fine and the fine history

Patroa St McDonald, Jim  (Swedent: P 100101)
Offline Circudniion Fines Resources: $50.00 Crada Laval
Hemeracm
[ Ema
Fines ltJ; Add Fine |~ = Wiew testory) ) Print 10
[ T Amoust  Payabla

Paui Appla 7702 Pad Al (frem; 5450232} £50.00 0 @.‘4'\

2. Onthis screen, you will be able to:

e Waive afine
e Paythe amount due OR apply a partial payment
3. You have the option of adding a “Fine Note” in the field provided

Use the “Pay” field to apply full or partial payments
5. Click on the “Save” button to save the fine assessed or the “Cancel” button to go back to the fines

s

“Find Patron” screen.

e o2 \Gew Hutery Beckmodls Joch Help = 0O “
E1 Edet Fme x W=

L fellettdrtting. com Sr—— i " | =l A0 D N &=

LRy & Fusnna D, Esther Sinofsky EL ILTSS Tutorials (GES0E] | Help

Baodk Office

Catalog

My Indo

Reporis
Fined > Cdit Fine

CheckuMeges | Howmds e

Ll Y1 e McDonald, Jim  (Student: £ 100101)
it

Fan Staiin .

Reason Damaged /0 @elads N\
Fatron Sknbus 2 ]

| csagara) CART 12345
s e Apple 7702 [Pad Alr [item: G540072 2

[' Rosct '| Fined $50.00 Amount Dus $50.00 )
- (4 )
Fine Assessed 8/7/2015 Walved $0.00 waive 1000 < 7
Paid 50.00 Pay 35000
Fine Note

@l‘ Cracked screen. Fatron paid fime im full (-Sjl

Print Raceipt d& Save x Cancel
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DESTINY RESOURCE MANAGER: FULL ACCESS

Iltem Status

Allows an overview of a specific resource

1. Onthe “Circulation” tab, click the “Item Status” option located on the left-side of the screen
2. Click inside the “Find Item” field and scan or type the barcode ID of the item (click the “Go!” button

if the ID was typed in)
Ede o2 \iew Higtery Beckmors Jock Help r = “
EX Iern Status x U
€ @ felletdettiny. com T—— . - AR : =\l A0 P+ oh ®m =
-y D, er Sinofsky EL LTSS Tutorials [Logout] | delp
"7+ %
Catalog Reports Back Office My Indo P

Chech Chall ey,
Check Ip Teme Find Ttem  CS40072 @

Firses
Flen Statun
- Fatrom Sintus >\
Offfne Cinculstion

(o= ]

3. This screen allows you to do one of the following:

e Edit Item button: Please only use this button when inputting the information necessary
to update the police report, model/item field or the School Managed Inventory (SMI)
field.

e Mark Lost button: allows you to mark an item lost

e Mark Stolen button: allows you to mark an item stolen

e View History button: allows you to view the history of the device

e Add Note button: allows you to add notes regarding the device

Catadog Reporis Back Oifice My Indo

Clyeck O Doy b gl
Check Iy Tterms Find Item ol
Firses Apple 7702 iPad Air 2 [j- AR [term
Tam Satus Barcode CS40072 Home Locabien CART 17345 W ark Lont
Patredn Stts Date Acguired Costedian Undafined 3\| ]E.,_,ﬂ, Stolen
e Chrrlanton Condition Naw Dapsrtmant Undefined )
— District 10 [OSO000M0 16011 Brojected Life Undefined ..
|— Bosct Purchase Order Fusding Sosrce CCTR |- Viewr History)
dGerisl Humber DMPMESDSFELL Sstus Available (eint Laboly
Purchais Prics "
Currant Checkout Provious Chackout
Mome (Retermed: 0/6/2013)
Usar McDonald, Jim [Student]
Baresds P 100101
Grade Lavel
Hemeroom
Chackad In by Tutonals
Notes @\l J Addrote
7 =

Thare sre ne notes for this item

NOTE: You are able to add a note to the resource by clicking on the “Add Note” button.

Integrated Library and Textbook Support Services (iLTSS) Page |21



DESTINY RESOURCE MANAGER: FULL ACCESS

PATRON STATUS

1.  Onthe “Circulation” tab, click on the “Patron Status” option located on the left-side of screen

NOTE: With full access, you will be able to view detailed information regarding the patron in question.
You will be able to do the following from this screen:

e View History—this option is viable when the patron has an active/in progress checkout

e Add Fine—allows you to assess fines for various types of damage to the device

e Add Note—allows you to create and display patron notes

Ede o2 \iew Higtery Beckmors Jock Help

- oNEE
E1 Patron Status x =

€ @ fellestdetting. com A0 9 + ok B~ =
Sty & e D, Esther Sinofsky EL ILTSS Tutorials (Logod] | belo

Tl Reports | Back Office | A e

Chiech Ol Mheyrs.

Chheck Ip Merr Find Patron Col
Firses ~ Only my patrons Only search PavonMNamas «

e Ststus

’ e Jim McDonald [Student]
_\ Offlne Cerculation

Darcode p 300101 GBPHC Labed Hicknama
® =

Status Active Grade Lavel
-4 Gender Unsgacified Hamaroom
Card Expiras
Grad Yoar
Dirthdate

District 10 pO100101
Accaptable Use Poboy on File? pjo

Items Ot - __[‘vu-wm.:m-,r
Resources

Thews are 0o Fessurces chetked sut for this patron,

Fines ‘ [ _r\-.mmm.-,

Thera ara no fines for this patron

Current Transactions
Chacked Owut

Dryaedus
Library: 0 Library: 0
Textbaok: 0 Texthook: 0
Rggource: O Rgowrce: 0

Library Circulation Statistics

Lifgtimae Prowveous Yoar Currant Yoar Curremt Month

i i ] Li] L]
Contact Information

Addresa 1 Addrasa 2

Emad Ermail 2

Notes - J Add Note
Thees are ne moles (o this patron
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STEP 4: MARKING AN ITEM LOST OR STOLEN
MARKING A RESOURCE LOST

Resource Status:

1. Onthe “Circulation” tab, click on the “Item Status” option located on the left-side of the screen

2. Click inside the “Find Item” field, and type in the Barcode ID for the lost resource, then click the
“Go!” button.

Ede Ed2 Noew Higtory Beokmoda Teck Help == “

EX Rern Status ® U

€ | i felleetdrinmy. com S — o Shat ot =l A0 9 + A &=

Ly & Fassimea D, Esther Sinofsky EL LTSS Tutorials [Logot] | Help

Reporis

Badck Olfice My Info

Cheack Oul ey g
Cheeck Iy e Find Item  C540072 @

Firss

e St
Patron Status

Oifflene Cinculatson

(Come ]

3. Click the “Mark Lost” button on the right-side of the screen

Ede Ed2 Noew Higtory Beokmoda Teck Help

=)
B e Statui % W

€ i fellesidesting, com Fr—— 3 tat! =l SO D N &=

LRy & Fnsis Dr. Esther Sinofsky EL ILTSS Tutorials [Logot] | Help

Reports | Back Olfice

My Indo

Cheche Ol Thegres

Chyeck ip Herme Find Item Gol
Firnizi Apple 7702 iPad Air 20 - Edi Ttem
Trom Seaturs : /3\ oy

Barcods CSA0072 Homa Locatisn CART 12345 \_/l Q‘r lark Lost
Patron Status Dato Acguired Custodian Undefined o sicten
Offline Cirruatscan Condition New Dapartmant Undafinad

4. A pop-up box will be displayed on the screen. Click the “OK” button to mark the resource lost

I The item will be marked as lost,

o) Y

o8
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Patron Status:

1. Click on the “Circulation” tab, click on the “Patron Status” option

2. Click inside the “Find Patron” field, and scan or type in the patron’s Barcode ID

LAy & rumena D, Esther Sinofsky EL

Reports | Back Office | My Info

Patson Status

Check Ol Thens

Got

lonly search Pa¥onMames v

Check Iy Tiems Find Patrgn B 100101
¥ s, N ) [ oty my patrons
Themn Status @\,

Paftren Status
’mﬂu—lnm.um
™\

ILTSS Tutorials (Log=t] | Help

3. The patron details will appear on the screen and the items checked out to him/her will appear on

the “Items Out” section. Click on the “Lost” button

Patron Statws

Chedck Oult Thems Howda 1.
Check I e Find Patron o
Fines. M Only my patrons Only search Patron Names «
Thern SEnbus
Patron St z
Jim McDonald [Student]
Diflirse Circulabion Rarcode p 100101 St Label Hicknama
[T Besat Shatus Activg Crada Laval
———
| Gender Linspecified Hamarsam
Card Expirss
Grnd Yaar
Dirthdste
Diatrict 10 PO100101
Acceptable Use Policy on File? jig
Items Out _J'\r.,.. Hivtory
Resources
Drww Dt Resouros Hame Home Locatsen Checked =
6/1/2015 Apple 7702 IFad Alr (e C240072) CART 12345 3,;;;25@ - Lost
stalen
Lines e
=)

‘Thare sra no fines for this patron

4. A pop-up box will display requesting to add a fine to the lost resource. The default fine for the
resource will then display.
a. Ifthe fineis correct, click on the “OK” button
b. If afineis charged and is different from the default, type in the dollar amount and click
the “OK” button
c. Ifafineis NOT assessed, typ;ein a $0.00 dollar amount and click the “OK” button

\t_)/ \ Somas
f, The item will be marked as lost. X
Jim McDonald (Barcode: P 100101 ) will be charged a lln! you do not want to assess a fine, set the fine amount to zero.
awf ox R Cancel

=\
\3)

NOTE: If you choose NOT to assess a fine, and if the resource was assigned to a patron, the associated

patron will not be assessed a fine.
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MARKING A RESOURCE STOLEN

Iltem Status:

1. On the “Circulation” tab, click on the “Item Status” option
2. Click inside the “Find Resource” field and type in the Barcode ID of the lost resource and click on
the “Go!” button

Fle Ed2 Yiew Higtory Deokmurks Tock Help - o lEN
EX Iern Status x Ut
LI felletdettiny. com thonsaryiet handle - AR : 2|l A0 9 $ h B =
-—.:-i.-,”hw Dr, Esther Sinofsky EL LTSS Tutorials [Logout] | Help
= ) t$ Reports Back Office My Info P

- Choeck Out ey T
Q-\l Check Ip Meni Find Ttem  CS40072 @
X Ve
Firs
e @I
Patron Stotus

3. Click the “Mark Stolen” button on the right-side of the screen

Ede Ed2 Noew Higtory Beokmoda Teck Help == “
B e Statui ® |+

€ i fellesidesting, com tbonearbet handly tat! =l SO D N &=

_‘l-‘h-nﬂ Dr. Esther Sinofsky EL LTSS Tutorials [Logot] | Help

Baodk Office

Catalog Reporis My Info

Chechs Ol Mg Mowdo ],
Check Ip Ttems Find Itam Gol
Firnizi Apple 7702 iPad Air 4 é’ Edit Ttem
Toom Satus Barcode CH40073 Home Locatien CART 12345 G‘r‘lnrlclnd
Potron Status Date Acquired Eustodian Undefined 3\| ‘@-urﬁ Stolen
Offinas Crotian Condtinn Sow Departmant Undafieed
District 10 [0S00000016011 Brojected Life Undefined i
Beset Purchass Order Funding Saurcs COTR L e astory
Serial Numbar DMPMESOSFK Mstes Due: 6/1/2015 (eforint Labet

Pusthass Price

4. A pop-up box will display on the screen. Click the “OK” button to mark the resource stolen (a fine

will not be automatically assessed)

1 The item will be marked as stolen.

Dﬁf 1] x Cancel
@.
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Patron Status:

1. Onthe “Circulation” tab, click on the “Patron Status” option

2. Click inside the “Find Patron” field, and scan or type in the patron’s Barcode ID

T iaer a reset D, Esther Sinofsky EL ILTSS Tutorials (Logsit] | Help

catold] IR Reports | Badk Office | MylInfo | VIl

Patron Satus

Cheesche Out Thespyrs:
Gal

Chveckc I Tiems Find Patron B 100101
Firses [ only my patrens [ Only search | Pavon Mamas +
e Status @I

Potron Stobus

"ﬂﬂxrlzudnl:m
®

3. The patron details will appear on the screen and the items checked out to him/her will appear on

the “Items Out” section. Click on the “Stolen” button

File Eddt Yiew MHistory Boobmerds Yook Help - ﬂn
B Petron Ststus 5 +

L foliettdexting. com t et fef A S B 9 4+ R - =

Ry & Py Or. Esther Sinofsky EL ILTSS Tutorials (090 | melp

My Info P4

Reports | Badk Office

Palron Status

Check Ot Flenm Mo dg R,
Chock Iy errs Find Patron Gaj
Firses ~ionly my patrons Ll Only search | Paton Names ~
Thesm Staitirs
altrom Staturs =
Bt Jim McDonald [Student]
G Barcode p 100101 LdFrnt Label [ —
[- Beset J Status fetive Grade Lawel
Cender Unspacified Homaroam
Card Expires
Grad Yaar
Birthdate
Districk 10 B 100101
Accoptabls Use Policy on Filla™ by
Items Out [iow istory
Rosources
s Data Heowource Hamg Momsa Location Checked Out
6/1/2015 Apple 7702 iPad Air (en S220072) CART 12345 8.’?}2{"@ Lost
- Stolen
Frres ] View Hestory

There are no fines for this patren

4. A pop-up window will display on the screen requesting a confirmation that the resource has been

stolen (a fine will not automatically be assessed). Click on the “OK” button

1 The item will be marked as stolen.

Dﬁf 1] x Cancel

a)
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View History:

NOTE: Use this function to view the checkout history of the device.

1. Onthe “Circulation” tab, click on the “Item Status” option

2. Click inside the “Find Item” field and type or scan the barcode ID of the item

Fde £ Moew Higtory Bedkmada Tock Help
E1 e Status ® |+
€ | & b falletteriting. com

Ty  raan Dr.islher Sinofsky EL
> - i Caital

Check Out ey

Back Oifice

©

Reports My Info

Find Item 0540072

@

3. Click the “View History” button

Check Ip iens

§| Fin
e Staturs

Patron Stobis

Bodk Oifice

Catalog

Reports My Indo .,

- oW

B 9 ¥+ A - =

LTSS Tutorials [Log=t] | delp

g s |

Chocho Ol Mo

Chveck 1y Tierns Flnd Ttem Go!

Firnes: Apple 7702 iPad Air 4

Ttom Satos Barcods CS40072 Home Locatson

Patrom Status Date Acquired Custodian
Conditian Higw Departmant

Offlene Chrcuilataon

[ pme ]

Projected Lifs
Funding Saurcs
Statud

Gistrict 1D [QSO0DO0016011
Purchass Order
Serial Number DMPMESOSFKIL
Purchass Prics

Current Checkout
(Duer 81/ 2005}
Chackad Qut g/7/3015 1239 PM

User MeDonald, Jm [Student]

CART 12345
Unsdfefined
Urnedafinad
Undefined
cCTe

Duee: &/ 172015

Previous Checkout
(Retarned) B/6/2013)

Momdo Q.

é‘ Edit [tern

&""l.llt Lost
@-ur& Stolen

@JI ‘_f\fﬂ Hustory

(g Prink Labels

Usar McDonald, JNm [Student]

Barcede P 100101

4. On this screen, you will be able to view the Transaction, the Date of the transaction, and who

Performed the transaction

File 2 View Higtory Beckmarls Jock Help
BT Transacteon Hutoey x
€ | & bt fallettdeiting. com

TRy & roetn Dr. Esther Sinofsky EL

Circulation Badk Office | My Info pd |

Reports

- o N

D 9 3

B =

LTSS Tutorials (Logos! | Help

Chaeede Cut Moy

Chackl) Thaae Apple 7702 iPad Air (C540072) @I &b Frintakle
Firm.
Thom St Transaction History
[Patron Skt Leanehilnn Dats A Parlprmad By
e Corcalation Checked out to Patron: McDanald, Jm (Barcode: P 100101) Bf7/2015 Tutonas
Status; Checked Out
[ e== | | checkedin B/6/2015 Tutorials
Status: Avalable
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STEP 5: DOCUMENTING THE BUSINESS PRACTICES

Once the resource has been declared “Lost” or “Stolen”, it is incumbent upon the school's resource
instructional device manager (IDM) to document the following in the Destiny application:

® (Cost Center — This number is comprised of your school’s location code plus three
additional digits (see the LAUSD website for the school’s cost center number)

e Service Request Number — This is the number assigned to the ITD service request
you generate regarding the lost/stolen resource

e Police Report Number — This is the number provided by the LASPD once they have
been notified of the theft/loss

e Police Report Date — This is the date the report was filed

e Model ltem — This is the device type

e Grade Level (for ITI devices) — The grade for which the device was provisioned

To notate the above fields, please follow the steps documented below:

1. Onthe “Circulation” tab, click on the “Item Status” option

2. Click inside the “Find Item” field and type in the barcode ID for the Lost or Stolen resource

Ede o2 \iew Higtery Beckmors Jock Help = 0O

£ e Status x L n
€ am felleetee iy cam " : . =t : o A0 P+ oh ®m =
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] Cataly Reports | Badk Office | My Info

Chech Chall ey, b d6 1
Check Ip Teme Find Ttem  CS40072 @
Fines
P Status.
Fatron Sknbus @I

3. The resource details will be displayed. Click on the “Edit tem” button located on the right-side of

the screen
Ble & \iew Higtory Dockmaria Jock Help -0 “
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4. Under the “Item Categories”, towards the bottom of the screen, enter the information into the

following fields:

a. Cost Center: Type in your school’s cost center ID number into the field (this can be
located on the LAUSD website on the school finder page for your site)

b. Service Request Number: Type in the service request number from the ITD Service
Request you generated once the resource was lost/stolen (this can be found in the email

that is automatically generated once the ticket is submitted)

c. Police Report Number: Type in the police report number in the field (this should be on
the copy of the report that the reporting officer provides)

d. Model Item —Type in the type of device

e. Grade Level (for ITI devices): Type in the grade level for which the device was provisioned

(this should correlate to the student’s grade)

5. Click on the “Save” button
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e
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Service Request Number
/4'\I Police Report Number
Y/ Police Report Date i
Grade Level2 SMI

* = Requewd Fisld

Reset button

To clear the screen click on the “Reset” button located on the left-side of the screen
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STEP 6: REPORTS TAB

Resource Reports Option:

1. Click on the “Reports” tab located on the top navigation
2. Click on the “Resource Report” option located on the left-side of the screen

3. You have access to the following types of reports:
® Catalog—Resource & Items
® Circulation
® Labels
® Software (NOT Applicable)

® Statistics
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Labels
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Location Labals - Create new or replacement locatiens barcode labels, W tore
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Licgnse Assignments - List yeur software kcenses and optionally their assignments. ¥ ore
Statistics

pydant to Resource Statistics - Identify resource shortages of surpluses., ¥ ore

NOTE: For a detailed description of the available reports, please click on the “More” button
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Item Status Report

1. Click on the “Reports” tab
2. Locate and click on the “Resource Reports” option
3. Click on the “Item Status” link
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4. You will see various limiters to include by checking the “update” button next to the field:
e Resource types — generates a “resource type” data report
e Custodian — generates a report of items assigned to the principal
e Departments — n/a
e Home location — generates a report of where devices are assigned
e Funding source — n/a
e Purchase price — n/a
e Status — generates a report detailing various statuses for the equipment at your site
e Sort — organizes the report by:
0 Custodian
0 Department—n/a

0 Home Location
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5. Click on the “Show” dropdown menu

6. From the dropdown menu select the output of the report:

e Summary only
e Details (full)

7. Once the parameters have been set, click on the “Run Report” button
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9. Click on the “Refresh List” link
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10. Once the report has been run, click the “view” link
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11. From the Job Summary page, locate the “Summary” subheading
12. Click on the link of the format you would like to retrieve the report:

e \View — PDF
e Download — XML File (Excel)
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2. Locate the “Resource Checkout Summary” report link
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3. Under the “List Resource Checkouts...” subheading, you should see the following:
e FOR — contains your school’s name
e OF RESOURCE TYPE — Includes all resource types—by clicking on the “update” button
you will be able to specify which of the devices assigned at your site will be included in
the report
e CURRENT CLASSES — populates a dropdown field detailing the classes offered at your
site
e LIMIT BY — you are given three limiters:
0 ClassID
0 Class name
0 Teacher
(0}

” u

The “from” “to” fields can be used to further narrow your search

e INCLUDE - select the fields you want included in the output of the report:
0 Names of students w/o resources (default)

Teacher

Period

Off-site resources associated with the class

Page break

O O O O O

Signature line (used for William’s certification)

4. Click the “Run Report” button
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5. On the “Reports Manager”, click on the “Refresh List” link

ILTSS Tutorials [Logout] | Help
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Job submitted: Resource Checkout Summary
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6. Once the report has run, click the “View” link
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7. The report will generate in a PDF format
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PATRON REPORTS OPTION

A: Current Check out and Fines

Format Section

1. Show section — these options determine the type of report you will generate and the basic
information that you want the report to contain.

a. Onthe “Report” tab, click on the “Patron Reports” option located on the left-side of the
screen

b. Click on the “Current Checkouts/Fines” link
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Labels/Cards
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Patron [D Cards - Create new or replacement patron 1D carda. More

c. Place a check-mark on the “Checked out/overdue materials” option box
d. Select one of the radial dial options:

e All that are currently overdue: This option will generate report or notices of all of the
resources that were not returned by the specified return date

® That are overdue by (dropdown menu) to (specified number) days: This option allows
you to generate a report/notices based upon targeted days

® That are due from (calendar dates) to (calendar dates): This option allows you to

generate a report/notices based upon targeted dates
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e All that are checked out: This option requires you to select which of the

materials/fines you want to include on the report:

= Resources assigned to custodian (principal)
= Unpaid Library Fines

=  Unpaid Textbook Fines

= Unpaid Resource Fines

=  Unpaid Patron Fines

2. Format section — these options allow you to determine the output of the data.

a. Select “Report -- Output”

® Report — the user (patron), for reference data purposes, typically uses this format.

The output options are in either PDF or Microsoft Excel formats.

3. Once your options are selected, click the “Continue” button
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Limit Section

You may limit results to various patron types by appropriately selecting the patron to whom you would
like to distribute.

1. The following options can be selected under the “Limit the results to...” section:

® My Patrons — Patron types will typically include faculty and students.

= To uncheck a patron type, click on the “Update” button
= QOptions on the “Update” screen are “Select All” or “Clear All”. Once you have

selected the patron types, click the “OK” button

® Graduatingin... field — This option is NOT functional in Destiny *(please see the
“Details” section to run grade-level reports)

® Also Include check box — If you decide to view obligations that your patrons owe to
OTHER schools, you have the ability to include this on your data report, if you check
the box.

® My Materials — This will include materials from ALL three of the Destiny modules:
Library, Textbook and Resource. For the purposes of generating Resource manager
data, it is recommended that you do the following:

= Library — Click on the “Update” button and Select the “Clear All” circulation
types and click the “OK” button to return to the “Limit” screen
=  Textbooks — Uncheck the box next to this item

= Resources — Check the box next to this item
® Also Include check-box — If you only want to focus on the materials that your patrons

owe to your site, you may uncheck the box next to this item

2. Once your options are selected, click the “Continue” button
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Details Section: Steps for Generating a Report

1. Onthe “Select & Sort by” section, click on the drop-down menu and select how the report should be
sorted:
e Patron Name — generates an alpha list of all of the patrons at your site

e Grade level — generates grade specific reports *(this is where you can run reports for the

“graduating in...”)

e Homeroom—generates homeroom reports

2. Check “Start a new page for each group” (optional)
3. Onthe “Also Display...” section

e Title Info

= Uncheck “Title for library materials”

= Uncheck “Price of checked out/overdue materials”

® Patron Info

=  Check Barcode item
= Uncheck Phone number item
= Uncheck Subtotal items/fines for each patron item

= Check the Grade Level drop-down option

= Check the Homeroom drop-down option
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B: Create Notices

1. Repeat Form Section on “STEP 6: REPORTS TAB”

2. Format section — These options allow you to determine the output of the data.

a. Select “Notices -- Language:”
® Notices —The user will select this format as a means to communicate delinquencies

to patrons. Language options available are English, Spanish and French.

3. Once your options are selected, click the “Continue” button
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Continue

1. Repeat Limit Section, #1 - 2 (See “STEP 6: REPORTS TAB”)

2. Once your options are selected, click on the “Continue” button
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Details Section: Steps for Generating Notices

1. On the “Select & Sort by” section, click on the dropdown menu and select how the notices should
be sorted (Patron Name, Grade level or Homeroom)

a. Onthe “Distributed” option, using the radio button, select either

® Internally — To be distributed in house (usually through homeroom)
® Mailed — To be sent home via US mail (this will require an envelope with two
windows)

b. Page layout — Determine how you will print the notices:

® Print 1 notice per page
® Print 2 notices per page
® Print 4 notices per page
c. Message — Decide if you will use the Destiny generic language OR if you will utilize parts of
the LAUSD Restitution Policy Bulletin
d. Address Label — Check the “To Parent or Guardian...” option if you selected the mailed item

above

2. Onthe “Also Display...” section
e Title Info
= Uncheck title for library materials
= Uncheck the price of checked out/overdue materials
® Patron Info
=  Check the Barcode item
= Uncheck the Phone number item
= Check the Grade Level dropdown option

=  Check the Homeroom dropdown option

Resource Reports

1. Format 2. Limit
Patran Beports. Cvardus f Ansbgrad Hakerialn & Unpaid RrssRetees
Rt Boilds [ By
niikivmast \1/' -9’"“* BSortby oavonmame v from to

Repart Hanager

=P Distributed ® Intemally

Mailed
=P Page layout | Past 1 nobce perpage v
—> Message Doar Patron's Name:

Address Label To thi: Parent of Guadthan of: Patfon's Nafme
'/2\| ‘ Also Display
\</
=P Title Info [ Title for library materials w Sclect Al
erice of checked cutfoverdue materials A _Clzor Al

— pitran life F Barcode
Phone number
v Grmte Leval W

| Homeraom v

5o Setm Fun Motices,
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STEP 7: SAVE SETUP AND/OR RUN REPORT/NOTICES

Run Report/Notices button

1. To Run the report click on the “Run Notices” button

Patron Infe ¥ Barcede

Phong number

< Grade Leval  ~ @I
¥ Homergom  « ,
.:-!‘*n'\l'l"w"d" R Notic £

2. Onthe “Report Manager” the status of the report will indicate “In Progress”, click on the “Refresh
List” link to refresh the page

Fde Ed2 \iew Higtery Beokmarks Tock Help =T “
1 Report Manager % |+
& & fellestdeting. com Fr - " T TR _ A0 9 $ A B =

iR & reseet e, Esther Sinofsky EL ILTSS Tutorials (Logsit] | Help

Catalog ol tion

Back Office My Indo

eheotzFines > Report Manager

My Favortes
i DJobsi L - el 3

Resource Reports

Job Siatus
E A R Owerdue Materials, Assigned Rescurces, Unpaid Fines. Pandin,
1 9
Report ullder all tablets Completed View i
(392015 12137 AM)

3. Once the status indicates “Completed”, click on the “View” link to view the report

File Ed2 Yirw Higtory Beskmurls Tock Help - olEN
£ Feport Manager % W
LI fellettdetting. com Miee/s 1 e ST ner alla A8 9 + & ®- =

T iy aruses D, Esther Sinofsky EL ILTSS Tuterials (Logst] | Help

Catalog Circalaition L Back Office | My Info

wtaFines > Repert Mansger

My Ponvortes

Jokin 7 3 Eafresh List @'\
)
Resource Roports
- : Bk Shatus >y ~

Ll Owerdue Matenals, Assigned Rescwrces, Unpaid Fines. Complated iew i
Heport Busider (BF11/2015 10438 AM)

all tablets Completed view i
Report Manager

[WA/301S 12037 AM
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Save Setup button

1. To save the setup for the next time, you need to run the report then click the “Save Setup” button

Pagron Infe ¥Barcode
Phone mumber
o Grade Level

¥ Homeraam W

Q:) ‘ ] seve seum 77 Pun riotices

2. Inthe “Save As” field, type in a name for the report, e.g. Overdue Resources

3. Toautomate this report, click on the “Schedule Report” dropdown menu, and select one of the
following options:

® Do Not Schedule
® Daily
®*  Weekly
4. Click “Save Setup” button. The Format screen will display along with all of the saved
reports/notices

File Edit Wiew Histery Bookmarks Tools Help

|

| K3 Save This Setup x \ +
€ | @ nttps//lausd-playground follettdesting.com/backoffice/ servlet/handlepatroncircreportform.de c Search B 9 ¥+ & @-=
T ] Dr. Esther Sinofsky EL iLTSS Tutorials | Help
T Catalog Circulation Reports Badk Office My Info P4 1
Patron Reports > Currant Checkouts/Fines > Save This Setup
My Favorites Howdo I...
Resource Reports Overdus / Assignad Matarizls & Unpaid FinesNotices
Patron Reports
Save As |Overdue Resource
Report Builder
Enter = unique and descriptive name for your report or notice satup;
Report Manager - ~ &.g.. "1st Notice (5 to 10 days overdue).” “
]
@-}! ‘Schedule Report |Do MotSchedule (v ‘_‘/
Do Not Schedule
EVZ‘BKI [ﬁ] SaveSetup| | [Zj5ave & Run
NOTE: This view will allow you to mark the reports/notices as follows:
® Add to Favorites, Run, Edit, and Delete
LRy & pusmct Dr. Esther Sinofsky EL iLTSS Tutorials [Logout| | Help

Catalog | Circulation [EBEWGLEN Back Office | MyInfo
Patron Reports > Carrent Checkouts/Fines

<

My Favorites Howdo L.
S J -1 Format

PatronReports | g repert or notice you'd like to genarste listed below? If so, click its "Run” option. Othervise you can sst up 3 new one.

o Rl Saved Report / Notices Last Run

Hepoet Fanoger Overdue Resources ® [Trn #F T

Scheduled Every Monday 7:00 AM

Save & Run button
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To save the setup for the next time you need to run the report, click the “Save Setup” button
2. Inthe “Save As” field, type in a name for the report, e.g. Overdue Resources

To automate this report, click on the “Schedule Report” dropdown menu and select one of the
following options:

® Do Not Schedule
® Daily
o Weekly

4. Click the “Save and Run” button. The Report Manager screen will be displayed

File Edit View History Bookmarks Tools Help

=
€3 Save This Setup x \+

€ | @ nttps//lausd-playground follettdestiny.com/ backoffice/serviet/handlepatroncircreportformi.do < Search wBa O 3 & ®- =
Litmrs 5 Parsizct D, Esther Sinofsky EL iLTSS Tutorials [Logout] | Help

Catalog Circulation Reports Badk Office My Info (1
Patron Reports > Current Checkouts/Fines > Save This Setup

My Favorites Howdo IL...
Resource Reports Overdue / Assigned Materials & Unpaid FinesNotices

Patron Reports
Save As |Overdue Resource
Report Builder
Enter a unique and descriptive name for your report or notice setup;
Report Manager -—.\ e.g., "1st Notice (5 to 10 days overdue).” ..\
(3/' -Schedule Report | Do NotSchedule |v @/'
Do Not Schedule '
Daily
=l
Weokl [m_] SaveSetup| | [j5ave & Run

5. Click on the “Refresh List” link to refresh the page
6. Click on the “View” link to view the report

e o2 \Gew Hutery Beckmodls Joch Help

- oM
£l Report Manager ® Ut

L fellettdetting, com A0 D N &=
Ty —— D, Esther Sinafsky EL LTSS Tutorials [Logout] | delp

Catalog

Cireuldation Dok Olfice

Putran Rapedts » Curfest ChekootaFined > Riport Mansger

My F aneorties
Jobui 1= 3af 3

Hesouree Roports \_S/' ‘M (¢ -\l

o/
; FHY Shatus
[Pakren Raporm Ovardise Reserucas Comphated Wiaw a
Feport Bullder

(873172045 21102 AM)

Report Builder Option: Allows you to view resource reports that the Destiny Resource Administrator
(District Access) has pushed down to the schools
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1. Click on the “Report Builder” option located on the left-side of the screen
® Torun a report, click on the “Run” icon

® To make a report a “favorite”, click on the “Heart” icon

e Ed2 Yiew Higtory Beckmoris Tock |Help - n “
£ Fepon Bulder ® |+
L feliendeting cam Hice o 4 tens Rt Bl e L T 9 + A B =
";—" Feess D, Esther Sinofsky EL ILTSS Tutorials ((5350] | Help
= ) Catalog Cireud athon L Back Office My Info

My Farvorites -

Report Builder S iew Foport
Rescurce Reports

- ITmpart

Patron Heports

Mamg b Tvns Grsated by Last Bus

all tablets Resource - Items des tinyadmin 52015 U‘,éb' T |
Rirgrot Piaiager

B Assets with location & status Rasouree - [Rems FolatnaM ®Toan D

Available iPads Patron - Current Chackouts FoBottas /159/2014 L ST S T :

CCTP Asset Distribution Report Patron - Current Checkouts jschippe 8/21/2014 L BTl e |

Report Manager Option: Allows you to view any report run for your site

1. Click on the “Report Manager” option located on the left-side of the screen
® Toaccess a report, click on the “View” link

® To permanently delete a report, click on the “Trash” icon

TR I I - o HEN

.fﬂ Frpant Manager :\+ :

e P T P——] | “ 0 O & A ®- =
"nr'_- Dr. Esther Sinofsky EL (2000) LTSS Tutorfals [Logousl | Help =
. Catalog | Crostation il Back Oifice | My Info pd |

My Favortes
Jobar 1= 10 of 10 Bafresh Lt
Rstcuiren Ropots

Tob Status
ivebelice it Overdus Rescuces Complated
Weport Hadder {3/16/2003 9112 AM)

Overdue Rescuces Miaw fa
gt Hanager 1

Aszat Status Camplated Wiy 5]

(812772019 1:31 PM)

NOTE: If a generated report is not on the list, click on the “Refresh List” link to update the list

BARCODE LABELS REPORT
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Patron Barcode Report

1. On the “Reports” tab, click on the on the “Patron Reports” option located on the left-side of the
screen
2. Click on the “Barcode Labels” link under the heading “Labels/Cards”

Ble Ed4 Wiew Higtory Beckmarks Tock Help - olEN
B2 Patron Reports u |-+

€ & ke follettdriting.com et pery \eaped tien Repedt . oQ oD 9 3 &=

LAy & resst D, Esther Sinofsky EL ILTSS Tuterials (595t | ielp

Cataladg Carallation Back Oifice My Info

My Favortes

Circulation
Current Checkouts/Fines - identify or send notices to the patrons with checkouts) fines, Mtkre

Emi History - View fné payments and refunds for a particular tme frame. W tore

S K

Resonroe Reports
Report Bulder
Qgerdus Matenals - List overdue coges in the ofder they should be shelved. Siere
Rieport Hanager
Patron Lists
Bicods Lists - ldentify used and unused patron barcodes. Miiore
Patron Names - List al your patrons. More
Statistics
Patren Data - Extract XML contasning patron information. Store
Patron Statistics - Mstorncal - Examine patron circulations for a particular tmeframe. Hore
[

5 - Summary - Examine current circulation statisbcs, Mttere
Canmot be rus batraen 800 AM and 3100 BM (Mo, Tus, Wed. Thu. Fri),

Labels/Cards

N\
(2 ) | Barcods Labals { create new or replacement patron barcode labels. M are
Batron ID Cards - Create new or replacement patron 1D cards. Arore

3. Onthe “Select by” field, click on the dropdown menu and select to “Patron Name”

a. Leave the “From” and “To” fields blank

4. Under “Sort by”, click on the second radio button then click on the dropdown arrow and select

“Homeroom” “and then by” select “Grade Level”

Bde fo2 Moew Higtory [Beockmara Jock Help = =] n
B Pont Pateon Badcodes L

) ame ollettdeting, com & achaffice e i f ol wEw s BYE

LAy & reesea r, Esther Sinofsky EL LTSS Tutorials (Logait] | velp

log | Circadation . Back Office | My Info
iits * Print Patros Barcodes

Hy Favorites Hpwids L.,

b Used | Unosed
Rescurce Reports

Potron Reports Print used patron barcodes...

o\
Horganet Haslider 3 ] Select by | PavonMame w

et Manager - Ime - I - (a).
@I - Sorted by Patron Hame N

I* Homereom w | and then by | Grade Level vI

Limited to patrons Of these types L.with these statuses
&h ~ Active
All Patron Types S update
o iRestricted
~ Inactive

5. Under “Include the following”, make sure the “Barcode Number” box is checked
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6. Under “Formatted for”, click the radio button “Use at circulation desk” and make sure “Start a
new page for each group” is checked

7. Click on the “Run Report” button. You will be taken to the Report Manager screen.

=\
@/I - Include the following ¥ Barcode number

Farmatted for Barcode labels
Use label stock Avery whte address labals (style S160) «
Start on label 1

Prnter offset - Honzontal: |0 wertical: |0

(6-/' ‘ ®Use at the circulation desk

I FIStart 3 niw page for each groupl

ltnclude Libeary  ~ Circulation command barcodas

In addition to adjusting your printer offsets, you must alse configure Adobe Reader so that your labels are propery aligned.
For assistance configuring Adobe Reader or the prnter offsets, se¢ Troublashaoting

8. Click on the “Refresh List” link to see if your report has completed

File Eda Niew Higtory Bookmads Took Help = I:ln
3 Feport Manager x W=
L L Follettestiny, com backotice 1 P PP, alla 4B D % Ak B =
“Aker & vt Dr, Esther Sinofsky EL AfssTuHUS OEEE | Wbt |
Catolog | Cradation R EREl BockOffice | Mylnko | I

Pasran Raports * Print Pisron Darcodes * Beport Mansger

Poy Pt Job submitted: Patron Barcode Labels
Rescurce Reports ¥ou may continue to use the application as normal. To check on your report's progress at any tima, select the Report Manager from Reports.
Patron Reports
Heport tusbder Jobas1 =11 of 11 CB\I - Befresh Liat
Hepoet Mansger 2ok = Status
Patron Barcoda Raport In Progress
Resource Chackout Summary Completad W f

(8302015 2029 Pu)

9. Click on the “View” link to view/print the report

Ede Ed2 Noew Higtory Beskmoda Tech Help = “
£l Report Manager ® Ut

L Telletidriting. com Hiee pen e epenll trusfps e g R+ oD 9 4+ A 8| =

LRy & Funsima D, Esther Sinafsky EL LTSS Tutorials [Logot] | Help

Catalog Ciral ation Back Oifice My Indo

Patran Rapedts > Brint Ritron Dard ode

1 = Répoit Mansger

Hiy Faneoriies

Jobes i = 38af 13 Bafrash List
Hescir e Boports
3 e Job Status -
Patroa Raports. Patron Barcode Raport Complated 9 wigw |7 6
Horguert usider (B/11/2015 Brid aM)

Resource Checkout Summany Complated igw |7
fegriet Manager {6/10/2015 2138 pM}

STEP 8: BACK OFFICE TAB
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Allows you to view or delete the reports in the queue

1. Click on the “Back Office” tab
2. Click on the “Job Manager” option on the left-side of the screen

® To access a report, click on the “View” link

® To permanently delete a report, click on the “Trash” icon

File Ed2 Yiew Higtory Beokmori Tock |Help
B lob Mansger ®

€ @ felietidrttiny, com

LAy & rusena D, Esther Sinofsky EL

Catalog | Ciradation | Reports

Upclabe Patrons

Joba: 1 - 25 0f 301
Calendar / Hours

Ish

Job Hanager
’ Overdus Reseruces 3
@I *

STEP 9: MY INFO TAB

- oW

-Cl-\ poagerkndels v € | [ o= T - O SRR

-4 LTSS Tutorials [Logowl | reln

Bilresh st 1234021 0080 (ShomaN)
Submitted By Started Status
LTSS Tutonals B/11/2015 11:02 AM Completed y ™ @
(B/1E/2005 1102 AM) [B/L2/2003 10,02 aM)
station22 8/11/2015 8:00 AM Complated Wi |31
(/1572005 8100 AM) {B/21/2015 B100 AN}
stationZ2 8/10/2015 8:01 AM Completed Wiew i
(B/10/2013 8100 AM) (B/10/2015 8101 AM)
stationz2 8/9/2015 B:00 AM Completed Wiawe i
(8972018 8:00 AM) (8/9/2018 8:00 AM)
station22 8/8/2015 B:00 AM Completed i i
{8/0/2015 800 M} (8072015 8:00 AM)

Destiny tracks all users and their transactions under this tab

Ede Ed2 Noew Higtory Beskmoda Tech Help
E¥ Statusforil T35 Tutenak x U

& @ felleetdestiny. com

A Fuesinet Dr, Esther Sinofsky EL

Catalog | Cirodation

Reporis
Status for ILTSS Teloriak

Patros Status
foecree Lists Items Out
bél_'{'-l'_‘D Library Materials

Textbooks

Resources

Fines

Holds

Recommended Titles

Baodk Office

- o N

a0 U 3 A &~ =

LTSS Tutorials [Logot] | Help

b de |

[E[Foem oy

Thers ars ne blerary materials checked eut for this pateon.

There are no textbooks checked cut for this patron.

Thaen are no revources checked oul fer this pateos.,

Thers are no fines for this patron

There are no holds for this patron

Thare are no recommanded titles for this patron
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