D.R.M - SCHOOL SITE LIMITED ACCESS

This step-by-step tutorial will provide assistance in assigning and un-assigning
resources to patrons. The tutorial will also guide school site Destiny users on how to
NY#® run basic resource reports.

In this tutorial you will learn how to:

i Login to Destiny Resource Manager
i Search resource database

i Check out resources

i Checkin resources

i Reset

i Run a basic report

Requirements:

e

* PCor MAC

%

* A web browser such as:

e

Google Chrome &
® |nternet Explorer

Mozilla Firefox @

Safari @

i Destiny Resource Manager Limited Access

2 An Internet Connection

%

A Barcode Scanner

e
&

NOTE: If using an iPad and Bluetooth scanner, please refer to the Bluetooth Pairing Instructions before
circulating.
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D.R.M - SCHOOL SITE LIMITED ACCESS

STEP 1: LOGIN TO DESTINY

1. Open a web browser
®* Google Chrome &
® Internet Explorer (J

®  Mozilla Firefox @
® Safari @
2. Inthe address bar, type the following URL and press the “Enter” key on the keyboard:

® http://lausd.follettdestiny.com

3. There are two (2) ways to find your school:

a. Inthe “Search for Site Name” field, type in the name or location code of your school.
Press the “Enter” key on the keyboard or click on the “Go!” button OR
b. Click on the “Blue Bar” associated to your school group (e.g. Middle School). Then, find and

click on your school’s link.

- € Welcome toLos Angeles . = |
(g/\'f\-ﬂ fellettdesting.com c oH 9 +$ A =

Dosbrict Users. . %] Lo

Waelcome 1o Los Angeles Unified School District

Separch for Site Nama

~Al ]
@ )
< 4 Earty Education Canters .
Elementary Schools -
Middle Schools *
High Schools -

District Warchouses *

Independem Charers +

4. Onthe school’s “Home” screen, click the “Log In” link located on the upper-right corner and enter
your username and password to login.
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STEP 2: CATALOG TAB - RESOURCE SEARCH

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

2. Onthe left-side of the screen, you will see the “Resource Search” option

3. Onthe right-side of the screen, you will see three sub tabs: “Search”, “Browse Resources”,
and “Item Categories”

© Resownce Seach W

!
bes
o
a
-
»
i

‘ E : .
[(® @@ m y follettdesting.com

LTSS Tutorials ] LogOue

O Q |

D Help

Back Office My Info

| Search | Browse Roessurces ham Cate godes |
Search for Resources and ltems
Findalt [ccT? . =3
Where Resource - Desplayable hame + || Contaéns v | Clear

* SEARCH SUB-TAB
A. Search for Resources and Items
“Find all” — this will allow you to search all resources CCTP cataloged items.

1. Click on the “Find all” drop down menu to browse for and locate specific items.

© Resousce Seach X L+

€ & | nit y foliettdestiny.com, cat / e \ Seg T8 9 + & =

0 Help

| Circulation  Reports  Back Office My Info

Arsouree Soarch

| Resource searen

Search for Resources and ltems (1%

Fiodol (G = =

CCTF > Computing Devices

CCTF > Computing Devs0es > LBpLORS 2 il
CCTF > Computing Devices > Nethooks | Clear
CCTF > Computing Densces > Servers o

Whaere Resource
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B. “Where Resource” (allows a Boolean type search)

1. You may choose a Boolean search from the “Resource” or the “item” section by selecting one of
the following:

® Keyword (Resource)
*Grade Level (Resource) *Displayable Name (Resource) *Instructional Classification (Resource)

*Manufacturer (Resource) ¥*Model (Resource)
® Barcode (item)
® District Identifier (item)
® Purchase Order (item)

® Serial Number (item)

2. Clicking on the “Contains” drop down menu allows you to specify the type of resource details you
want to search.

3. Clickingin the blank field allows you to type in or scan a specific resource to search.

Q Resource Search X &G

& Ua follettdestiny.com cat i & 4, Se oB 9 3+ A =

Esthor Sinofsky EL (2000)

| Circulation  Reports 2 Mylnfo
Resource Search

Resowrce Search
How

Soarch Betrws & Riekooites

Search for Resources and ltems

Findall |CCTP (i;l @J (é;, Srarch
E _' | =)

earch for resources by..

pable hame “

Barcode lect

Digtrict Mentifier
Purchass Order

Findl Sarial Nufibir

Deparment |« Al = «

Purchose Price | Greater than or equol to ~

Date Acquired 8w -

Historical Notes [ Costans B e [m] m
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4. You have the option to further limit your resource search by selecting any of the following:

® Home Location

® Custodian (Full Access Only)
® Funding Source

® Department

® Purchase Price

® Date Acquired

® Historical Notes

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

Q Retownce Seaich ®» T4

& (@ y follettdestiny.com cat e T8 9 + & =

LTSS Tutorials FlogOu (D Help

Reporls  Back Office

My Info

Resource Search

Resowrce Search

8

Hew g1 ()

Search Browse Ressurces nam Calagones

Search for Resources and ltems

Fndol [0 : )

Whaore Resource Kipwgrd Starts With [ Clear

Limit your search for resources by...

Home Location | -~ All -
Custodian  AF Eusmc.ansf Select

@\|_. Funding Source |- All -
~

Departmant | - All = «

Purchasg Price | Greater than or aqual o ~

Dato Acquited B w “

Historical Notes | Contains B w ]

b
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BROWSE RESOURCE SUB TAB

Section: For all resources under...

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.

Q Resowrce Seach X &

|(4 @@ follettdestiny.com

L
oy
o
a
™
»
i

Dr. Esther Sinofsky EL [2000) HLTS55 Tutorials FlogOue B Help

Circulation  Reporis  Back Office My Info

Resource Soarch

Saaten om Catagories
For all resources under...

e O,

-} -] Computing Devicos

Resource search

B Laptops
@ | ] B Hatbooks

B servers

B Tabies

= E IT Equipmant
ﬁ Access Points
B cons
B Digital Media Devices
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3. Once you click on the resource, you are able to view:

® The resource

® The amount available

NOTE: The amount available should always be zero. All resources should be checked out to patrons, (e.g.
student, principal)

= =] X
Q Search Resis E
| % ©a follettdestiny.com =
AT ~
q! Dr. Esther Sinofsky EL [2000)

LTSS Tuorials 3 LegOut (3 Help

) Circulation  Reports  Back Office My Info

Heseurce Search » Search Results
|| Resource searcn

Howda ) ()
Al resources under CCTP » Computing Devices > Tablew. Searched in: Dr. Esther Sinofuky EL [2000).
[Piot what yeu'te loaking for? Refing your seach)

Resowrees: 1 -9 of 9 sor By | Resource Hame - [ o ]

@ Apple T102 IPod Ale [__Detsils ] 0of 2 avallable localty

CCTP > Computing Devices > Tablets No off-site items

Appla TH02 iPoad Al (___Details

J
COTF » Computing Divices > Tablets

0ol 3 available locally
1ol 1 cf.sile

Applo 7102 iPad Al ([ Deals )

1 of 1 available locally
CCTP = Computing Dinices = Tablats

Mo of-sile tems

Apple TT02 iPad Al (__ Dewls )

1 of 1 avallable locally
CCTP » Computing Devices > Tablets

% of 1 cEsite

4. Once aresource is clicked on, you are able to view two sub tubs: “Resource Details” and “Items”
5. The “Resource Details” sub-tab will allow you to view details

= =] *x
© "Apple T2 Pad Air" % BF
& Ta nu y feliettdestiny.com = A E|

_ Circulation Reports My Info

| Resosurce Search » Search Resuts » "Apple 5-pin Cabie Ightning cabie” » Logn » Search Resuts » "Appile T702 iPad Air™

| Resource Search

Apple 7702 iPad Air

4)
Rems avaidabie lecally: 0 of 2

Thenes até na c.aite tams See sl ‘
CS)——- CLTP > Computing Divices > Tabluts

Deseripthon (Fad Al
Monufacturer Apple
Model 1702

Grada Lovel Grade K
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6. The “ltems” sub-tab will allow you to view:
® Barcode
® Status
® (Condition

® Home Location

© “Apple TH0Z dad Air® R

| ®& Da nn v foliettdestiny.com cat : | ! & \ St T8 9 %+ #

1]

Dr. Esther Sinofsky EL (2000) LTSS Tutorials FlogOut (D Help

Catalog  Circulation  Reports  Back Office My Info

Reseunce Search » Search Resuls » “Azple 5-pin cable Ighining cabie” » Lopn » Search Resuts » “Appile TI02 iPed Air

|_Reio|:rcc Saarch
i

Hewas L (F)

’/é‘\‘ Rescures Datsls
Apple 7702 iPad Air \’ ) i

ems at Ov. Exther Sinolsky EL (2000): 2 (0 available)

Group by | = Nene -

Barcode Status Condition Home Location
{50 ris Mumbery

IDMOZ-CS400E8 Due: B0201E Usable IDMDS-ROOM-002
(DAMPIMESBUFK 1)

547468 Lost Usatls 106640101

(DMPMTXEHFI)

“On Order” Hams

Thore are ne “0n Order™ Hems.

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.
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STEP 3: CIRCULATION TAB

On this tab, you will be able to view the following options and sub-tabs:

Options: Left-side of the screen
® Check Out Items
® Checkin ltems
® |tem Status

® Reset button

Sub tabs: Right-side of the screen

® To Patron
® To Department

® To Location

Q Check Out ltems R

€ D& n v follettdestiny.com

Dr. Esther Sinofsky EL (20000
Calalog

Check Out Itemia

Check Out ems
| Cheiig tems

| Nam Status

Beset Find [0 |_.:liadla¢1|isn |

wlalion . Reports  Back Office My Info

LTSS Tutorinls S LlogOut (& Help

How gal_ ()

| ToPauga | ToDepatment | ToLocanon

Fick Location |

TO PATRON SUB TAB

Check Out Items:

1. Click the “Check Out Items” option located on the left-side of the screen

2. Click inside the “Find” field and scan OR type in one of the following identifiers:

® Patron Barcode ID

® Patron Last name, First name

Q Check Out Rems » =

& Ta Y follettdesting.com

Dr. Esther Sinofsky EL (2000)

= O M
[ e 9 4+ f =

LTSS Tutorinls S logOut (D Help

Calalog . n_ Reports  Back Office My Info

Check Out Itemis

®
D) (o |

| Chec ig fems

| Nam Stahss

Beset
Find |McDonsld, Jim

@ [ findpatron | [ fiodnem |

Clonly search | Patron Hames |  [TlOnly Active Patrens:

Rame Barcode
McDonald, Jim P 100101

Hew do . (7)

-TuPal:on To Department | TolLocaton

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

3. 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.

4. The resource will appear in the “Checked Out” section of the screen

= g X
© Check Out lrems x B
| & D@ nu y folettdesting.com 1 t th <] 2 T 8a 9 4+ & =
Fid oY
L1l Dr. Esther Sinofsky EL (2000)

Calalog _ Circulation . Reporis  Back Office

| Check Owt ltems

| Check Out items

[ — Hew dol_ (F)
| Cheicin Hems @ ] s = Ly
l ” To: Departnent | TolLocabon

| Nem Status

Boset —
Find [ce40064 @ Fimd Patron |I_ Fnditem |

|
|
[l Only search | Pstron Hames ~|  [lOnly Active Patisns

Wiew Classes |

McDonald, Jim  (Student: P 100101) lil

Checked Out Rosources: 1 Grade Level
Overdue Resources: 0 Home 1oam

- —_—
) Onty today's chack outs | Priot Receint )

Checked Qut
Apple TT02 IPad Alr e CH40084) Past Due 6102016

Items Out l

To Department:

NOTE: This sub-tab will not allow check outs.

© Check Out lnems X &&

| ® D& y follettdesting.com L tipresenicheckoutt tmentfor 1 [ - a9 4+ #

Dr. Esther Sinofsky EL (2000) LTS5 Tutorinls B LogOut (D Help
wlalion = Reports Back Office My Info

L e

Check Out Itemis
Chock Out Hems

| Check in Rems

| Nam Statss

There are no depanmanis o select.
Beset
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To Location:

1. Click the “To Location” sub-tab located on the sub-navigation to the right
2. Click inside the “Find” field and scan OR type in the location barcode identifier (ex. 123456)

3. Once the item populates on the screen, scan or type in the resource ID

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

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

‘ € Check Out e » =

| €& ma hw v follettdestiny.com 1 t ot tionf torefr [ 3 v a 9 %+ #@

Dr. Esther Sinofsky EL (2000) LTSS Tutorinls S LlogOut (D Help
Calalog Repodis  Back Office My Info

_Circulation

| Check Out Itemis

| Chick Out Hems

=)
| Cheic g Rems (2 ]
| ToPaton | To Dopatmant W
am Statys
Beset Find | C540064 B | rinduocation | [ Findiem
\
Cheeked Out Rosources: 1 N

Grrerdu Rosources: 1

Checked Out
Applo TT02 IPad Alr (tem C540064) Past Due 61002016

|
Secure area (Location: 12M456) d

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

0 Pick Lecation » =

€ 0a m rround Jolletdestinoomfirautaton/serviet oresentpiddoabonform.d e as “8 9 & & =

Dr, Esther Sinofsky EL (2000) LTSS Tutorials FlogOut D Help

Catalog _ Circulabion = Reports  Back Office My Info

Check Out Bema » Pick LOCAoR

| T —
[ check out ems Fick Locatien... Py E] (et .!
| Chedi in hams \ b

Hem Statss Lagation q?&'::d,—" /\"/ "\

| p \b/'
| Bexet Rean 2 B |
Y -

Foom 4
Room 5
room 5 best
Rioom &
Rsom 7
Reom &
Rgom 9
Room 10
Reom 11
Rpom 12
Room 13
Reom 14
Rioom 15
Room 16
Ream 17
Room 18
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Check in Items

1. 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 hit the “Enter” key on the keyboard on click on the “Go!” button.

Dv. Esthes Sinofeky EL (2000) LTSS Tutorinls S logOut (B Help

Calalog _ Circulalion  Reports  Back Office My Info

Check In Rams
™ ) [
1 | | Checkoutmems 2 )
Haw go L (7F)
Find ltem |csa0064 @
| nem Stahss

! Most Recently Checked In
Boset Appla TI02 iPad Alr (tem: CS40084) Past Due 6102016 Reom 10
| Checked sut 32272017 to Secure area (Location 123458)

I[tem Status

Allows an overview of a specific resource

1. Click the “Item Status” option located on the left-side of the screen
Click inside the “Find Item” field and scan or type the barcode ID of the item
3. Once theitem’s information is retrieved, you will have VIEW only access to the record. On this

screen, the current and previous checkout history of the resource can be viewed

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

D Help

Dx. Esthar Sinofsky EL (2000) LTSS Tuiorinls 5 Log Cut
Reporis  Back Office My Info

Catalog _ Circulation

Hem Status ~
|
- Checi Gt Bem @ J
(1\ o 4 Hew gal_ (7
Chadic In iems =
A T R — -
Lltem Statis
[ Apple 7702 iPad Air O e ———
| Boset | PrintLabels |
Barcode CS40064 Home Locasion Room 10 RpeS——
Daie Acguired Custodian Uindefingd
Condtion Usable teparment [Indefined
Destrict 1D [OS000000 16014 Projected Life Lindofined
Parchase Ovdar Fanding Source CCTR
Serial Famber DMPMBEZPFE I Siatus Aailable (7)
Purchaso Price
Currant Chisckout Prowious Chieckoul
None {Rebamed: VE22017)
Uker Secuve area [Locatisn]
Barceds 173456
Checked In by Tigonals
Hotos , L Add Note |
®
-
Reset

To clear the screen, click on the “Reset” button located on the left-side of the screen
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STEP 4: 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

O Retowice Reports ®x 4+

|4 D& y follettdesting.com f t/prose tsource Report & Q seo Tae v+ i

i

Dr. Esther Sinolsky EL (2000} HLTSS Tutorials FlogOuw (D Help
Calalog Back Office My Info

Carcidabon | _Repofls

Resource Reporis

_\I | My Favontes
2 | Catalog — Resources & lems

| Rgeoit Busier Barcoda Lists « idantity used nem barcodes, | SPowMore |

| Regort Manager Delsted Resoutces - Retrieve information about ressurces that have been deleted (_Showblore )

Itarm Status - View the curent status of your resomices. ———— =
Lost Resowicas and Fings - Summary of lost resources and fne smounts, |\ SowMore |

Resource Nosd Forecasting - [dontdy msowces that need replacing with optional tem detail KM

z Sheve Maste
Resource Value - Examing the cistent or depreciated value of your resouces L -

- ; [}
Texibook Adoptions - Examing whens bextbooks ane in the adoption schedule (_Showbore )
Circulation

Class List - List elass $octions by teacher of student |\ Show More | —

C ] ﬁ@
Outstanding Texiback Obligations - Idertify bocks that should be retumed, [ Shemiiore )
= [~ ShowMere |

Resource Checkeut Summary - entify the number of students wilhout resources |__ShovwrHeore |

Labels

Barcoda Labels - Create new or raplacement item barcode labels |_ShowMore ]

[ ShowMore |
Location Labels - Croale new of replacement localnng bamcode labels (__Show ore )

Software
Remns gsng Software Licenses - View the 2ems that have software boenses ss9ned to them [,,!'_'__'_'!0_':
License Assignments - List your soltware beenses and op iy thew o s (B iiors 7)
Statistics

Student 1o Ridourcs S1ahibes - identdy resounte shomages of Surplutes Ui Shiwiort )

NOTE: For a detailed description of the available reports, please click on the “More” icon
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Report Builder Option: Allows you to view resource reports that the Destiny Resource Administrator
(District Access) has pushed down to the schools.

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

‘ © Repart Builder X &t

it
b g
g
a
-
>
1]

& TDa ya follettdestiny.com

Dr. Esther Sinofsky EL (2000) LTSS Tutorials Sl logOue (D Help

| Calalog Circulabion _Reports = Back Office My Info
i Report Bullder I
i\' I Report Bullder
Rezource Repors
tame & Trpe Crestad By Last Rumn
I Roport Managh Assel Status. Rusource - ems destinyademin 511972015 e
Assel Status 2 Rosource - Rems dira iy adimun s +' “
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
® To access a report, click on the “View” link
® To permanently delete a report, click on the “Trash” icon
NOTE: If a generated report is not on the list, click on the “Refresh List” link to update the list
‘ = =] x
) Repont Managr x ==
& Da hi v Folettdesting.com i " Jert degport B o T B 9 4+ & =

Dr. Esther Sinofsky EL {2000) LTSS Tutorials FlogOu (D Help
Calalog Back Office My Info

Circulation _Repo

Repori Manager

My Farvontes
Jobsz 1 -dofd Refreah List

| Rescurcs Repodts

(‘1\] | Sl Seatid
[t Asset Status Completed
EVIONT 821 A
View 8
5}
=]

Libwary Weeding Log Complated
11182018308 PR

Spine/Pocket Labels Complated View
(10252018 1210 AM)

Unused Library Copy Barcede Labels Completed Wi
10T12016 268 PAL

Jobsz 1 - dofd Refresh List
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Back Office Tab: Allows you to view or delete the reports in the queue

1. Click on the “Back Office” tab located on the top navigation
® To access a report, click on the “View” link

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

Q Job Manager X L+

nd follettdestiny.com/ba

(<] Search B 9 % 4@

L JIE Dr. Esther Sinofsky EL {2000) iLTSS Tutorials 3] logOut  (® Help

Catalog Circulation Reporis

Job Manager
‘lan Manager =
: Jobs: 1 -12 0f 12 Refresh List
Job Submitted By Started Status
Asset Status iLTSS Tutorials 3/23/2017 8:21 AM Completed @
(3/23/2017 8:21 AM) (32302017 8:21 AM)
Library Weeding Log iLTSS Tutorials 11714/2016 3:17 PM Completed View o
{11/14/2016 3:17 PM) {11/14/2018 3:18 PM}
Spine/Pocket Labels LTSS Tutorials 10/25/2016 10:18 AM Completed View ﬂ
{10/25/2016 10:18 AM) (10/25(2018 10:18 AM)
Unused Library Copy Barcode Labels iLTSS Tutorials 10/21/2016 2:58 PM Completed View o
(10/21/2018 2:55 PM) {10/21/2018 2:55 PM)
Check In Expired Digital Checkouts Job Scheduler 9/26/2015 2:01 AM Completed View o
(B/26/2015 2:00 AM} (8/26/2015 2:01 AM)
Global Update Resources Destiny Administrator 9/25/2015 3:28 PM Completed View ﬂ

{9925/

5 3:28 PM) (99252015 3:28 PM)

My Info Tab: Allows you to view the materials and resources checked out to the current user logged in to
the Destiny Manager.

1. Click on the “My Info” tab located on the top navigation

= (=] *
© Sestun for ATSS Tutorsls S
|
| €& @& nt y felettdestiny.com L] T8 9 + A& =

D, Esther Sinofsky EL [2000) HLT55 Tutorlals 5] Log Oue
Calalpg Circulation Reporis  Back Office _ My info_

D Help

Stafus for LTSS Tutorials

Pairen Slatus

Enpahol
Items Out
Library Matorials
Thade ane o Bbrary maberials checked oul for this pabion.

Temthooks

There are no texibooks checked cut for this pairen,
Resources

Thets sre no ressurces checked ot for this patron.

= Fines
1 Theere are no fines for this patron

Holds

Thare are no helds for this patron

Recommended Titles

There are no recomimended tithes for this patron
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