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Special Notes to the Participant

Course Description

Welcome to the Library Manager Essentials training. This training introduces you
to Library Manager and the fundamentals of using the product.

During the training, please do not hesitate to ask questions. Your trainer may
take notes to respond to questions later in the training when the related topic
arises.

We want you to be confident in your ability to use Destiny Library Manager, and
we know that this Essentials training simply opens the door to some of the power
of this product. Because we know that you’ll want to explore other features and
functionality as you grow more confident, we provide a humber of eLearnings for
your product that are available through the Follett Software website, as well as
product support. If you can’t find what you're looking for, please don’t hesitate to
contact your Follett Software representative as additional trainings not yet posted
may be available to you and your school or district.

We're delighted that you are a Follett Software customer, and we look forward to
providing you with the training, professional development, and services you need
to achieve success.

Who Should Take This Training?

Librarians, information technology personnel, and others assigned a role using
Library Manager.
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Agenda

Library Manager Overview
This module describes how to navigate Library Manager and explains how to access the
Destiny Help systems.

Catalog Searches

The search features in Library Manager accommodate all types of users in your library
or school, from early learners to power users, through the Destiny Classic and Destiny
Quest® search interfaces. This module describes Library Manager’s Basic, Power,

and Visual search options and use of searching tools such as Boolean operators and
wildcards to enhance and focus catalog searches.

Advanced Catalog Features

This module describes Library Manager’s advanced search features, including One
Search™, and demonstrates how to create and share Resource Lists and book ratings
and reviews with other patrons. You can customize the way the catalog displays to
make it easy for patrons to find what they need in the library catalog, and this module
also describes the catalog customization options available in Site Configuration.

Circulation Basics

In addition to enabling you to check materials out and in with ease, Library Manager’s
circulation features allow you to set special due dates, generate overdue notices, and
assess fines for overdue, damaged, or lost items. The module also explores features
that allow you to gather information on individual copies and patrons and explains how
to customize your circulation options through Site Configuration.

Circulation Loan Periods & Policies

Library policies define the circulation periods for your library materials and are based
on circulation types, patron types, and the library calendar, all of which work together
to enable Library Manager to assignh due dates and assess overdue fines automatically.
This module explains how to set up the settings for your library loan periods and
policies.
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Collection Management

One of your primary tasks in collection management and development is adding
resources to the collection. This module explores methods for adding and importing
title and copy records to avoid creating duplicate records, ensure accurate collection
reports, and enable patrons to find the materials they need easily.

Reports Overview

Library Manager’s Reports feature offers several options for gathering circulation
information and tracking fines and other policy-related data. This module describes
how to create reports that show current checkouts and fines as well as generate
overdue notices.
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Module
Library Manager Overview

Learning Objectives
As a result of completing this module, you should be able to:
e Access and navigate Destiny Library Manager.

e Use on-page and online Help systems to locate additional information.

Logging in

W Welcome to McHenry Central School District Users ... (Tedin )
District

Elementary Schools High Schools
e McHenry East Elementary School s MocHenry East High School

e McHenry South Elementary School s McoHenry South High School
e McHenry West Elementary School + McoHenry West High Schoaol
Middle Schools District Warehouses
s McHenry East Middle School « McoHenry Central District 4sset Warehouse

¢ McHenry South Middle School

« McoHenry Central District Texthook

s McHenry West Middle Schoaol
Warehouse

Any user of Destiny Library Manager is a patron. The patron who logs in to the
system has access to a range of features and functionality. A patron who does not
log in to the system is called a Guest and has access to basic functionality only,
such as searching the catalog.
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Navigating Tabs
T e
——— | Home [eCELEM Circulation | Reports | Back Office | My Info
Breadcrumbs Library Search = Search Results = "Dogs™
| Library Search Subtabs Howda L.
Desti st
T U I } Title Details MARC Wiew Reviews Copies
WebPath Express - T el —
REINEY 8 Dogs A intnie |
Digital Resources DOGS
David Alderton ; photography by Tracy = -
Stapdonielsearch iy Morgan.
Options 3| addTitle ,ﬁ t (Series: Smithsonian handbooks) m@
Resource Lists Local copies available: 1 of 1,
», ‘ L There are no off-site copies of this title, see all...
Import Tiles ﬂ > # ﬁndd Copies
Export Titles ¥ A Provides descriptions and annotated photographs of "
ar ¢ A over three hundred breeds of dogs, and includes "Ig Wish List
Update Ties v st s s v | iNfOrmation on the ewvalution of the domestic dog and
the difference between purebreds and mixed breeds, L pecommend
Update Copies 636.7 as well as a glossary,
Reading Program ® TilePeek™

Tabs identify the four major functional areas of Library Manager: Catalog,
Circulation, Reports, and Back Office.

e The key functions in Catalog are searching for, adding, and updating item
records.

e The key functions in Circulation are checking items out and in, placing holds
and requesting Interlibrary loans (ILLs), and assessing fines.

e The Reports tab enables users to generate preconfigured and customized
reports.

e The Back Office tab enables administrative tasks such as setting up loan
policies, managing patron records, and conducting inventory.

Options are the functions associated with each tab. The list of options changes
as users select a different tab.

Subtabs are additional functions of a particular option. Some options have

multiple subtabs. Selecting a subtab takes users to a new screen and a different
function.

Breadcrumbs indicate the path of tabs and subtabs users have navigated. It is
important to use the breadcrumbs to back out of a function because using the
browser back arrow may log users out of Destiny.

1
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Destiny Help Systems

Library Manager offers two help systems: on-page Help and online Help.

W McHenry West High School Site Administrator | Help | % shop|

———— Home E&ELB Circulation | Reports | Back Office | My Info
Library Search

| Library Search How do I...
Desti st

estiny Que B Top 10 » Basic Power Wisual Copy Categories Murmnber Barcode Brief Regrds
WebPath E

© BT »- Miffearches
| Digital Resources

Find Resat All
Standards Search n | |® =5
Add Tile 1 25 —a Ei
Resoureelliste Keyword Title Author Subject Series
Import Titdes
Export TiHes Narrow your search to...
Update Tiles @ Lirmiters have been set...
SDat=lbopies Location |High Schools v|
ReadindRootany [J McHenry Central Disthjct Media Center
ST Material Type |Any Type v|
Award Winner | Unlimited v
Reading Level From to

On-page Help allows users to locate information regarding the screen/page or a

specific field displayed currently.

Online Help allows users to locate information on any topic, regardless of which

screen or page displays currently.

In addition to Library Manager’s Help Systems, eLearnings on many topics are
available when you log in to the Customer Portal on Follett Software Company’s®

homepage at: http://www.follettsoftware.com.

1
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Module
Catalog Searches

Learning Objectives

As a result of completing this module, you should be able to:
e Perform Basic and Power searches.

e Perform a Visual search.

e Perform a search in Destiny Quest.

e Use MyQuest features.

Basic Searches

The default Basic search function allows patrons to use simple search terms or
phrases to locate materials and to set limiters to narrow their search results. Its
buttons provide the ability to perform five types of searches: Keyword, Title,
Author, Subject, and Series.

Catalog
Library Search
| Library Search How do I...
Destiny Quest - - .
BTopin } Basic Power Visual Copy Categories
Resource Lists
Find | |®Reset all
Keyword Title Author Subject Series

Narrow your search to...

Location | McHenry West High School v|

Material Type |Any Type V|
Award Winner | Unlimited v
Reading Level From | | to | |

Interest Level From |Un|imited v| to |Un|imited v|

Reading Prograrms N 3

A Keyword search displays the largest number of titles in the Search Results
list as it searches all title, author, subject, series, and note tags (fields of
information) in the district’'s MARC (title) records.

r o
L 2 ]
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Power Searches

A Power search is a more co

Boolean operators are words

A limiter is a means of limitin

mplex search interface that allows patrons to use

Boolean operators and additional limiters to perform a more precise search.

that link search terms to broaden or narrow search

results. These operators are AND, OR, and NOT.

g a search to a particular field or fields.

Uibrary Search

Destiny Guest

Limiting Your Search

Narrow your search to:

Location | McHenry West Middle School %

Haw i 1

Hesource Lists W o 10 Basic b Power | visual | Copy Categories
Keyword » Al hese words @ ,'.J Smarch
@anp Cor  OnoT ﬁ! T
Keyword > All these words L
Sann Dor ONOT
Keyword * All lhese words |

Limit your search for titles,,.
Location | McHerry Wit High School %
Material Type | any Type

Publication Year | any vesr -

Al Circulation Types B update

Circulation Type

Award Winner  glirded v

Reading Level From to

Intarest Level oo Unlimited

to | Unlimaed

reading Programs  Unlimited

Both the Basic and Power search options let patrons limit their search to a
particular Location, Material Type, Reading Level, and other limiters.

Limit your search for titles...

Location | McHenry West Middle Schoal v‘

Material Type ‘ Any Type

3

Award Winner | Jnjimited b

Level From to

Material Type | Any Type

Publication Year |Any Year -

Interest Level From |Unlimited | to |Unlimited

|

ding Programs | Unlimited b ”

Circulation Type

All Circulation Types

Aveard Winner
From |Unlimited

Unlimited v
Reading Programs | Unlimited A ”

Reading Level

Interest Level

To

© 2011 Follett Software Company
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Library Manager limiters:

e Location (available in Basic and Power search) allows patrons to narrow the
search to materials owned by their school, the entire district, or a group of
schools (such as all elementary, middle, or high schools).

e Material Type (available in Basic and Power search) allows patrons to
narrow the search to a specific material type, such as Book or Video.

e Publication Year (available in Power search) allows patrons to narrow the
search to any material published during a specific year or range of years.

e Circulation Type (available in Power search) allows patrons to narrow the
search to materials that share a particular circulation type. The default is All
Circulation Types; click the Update button to limit the search to one or
more of the eight types listed, such as Reference, Audiovisual, and DVDs.

e Award Winner (available in Basic and Power search) allows patrons to
narrow the search to award-winning materials by selecting a specific state or
“Literary Prizes” from the drop-down list. Once patrons select one of those
options, they refine the search further by selecting a specific award. The
Destiny Administrator must enable this limiter on the Edit District screen.
Destiny updates the list of award winners automatically once a month.

e Reading Level (available in Basic and Power search) allows patrons to
narrow the search for books that are not too easy or too hard for them to
read. Patrons can enter values between 0.1 and 20.0, using one or both
fields.

e Interest Level (available in Basic and Power search) allows patrons to
narrow the search to books that should interest students in a particular grade
level. Patrons must select grade levels in both the From and to fields.

e Reading Programs (available in Basic and Power search) allows patrons
to narrow the search to books that match particular reading levels from
the Accelerated Reader®, Reading Counts!®, Lexile® or Fontas and Pinnell®
Reading Programs based on reading levels and point values. This feature is
available only with a Reading Program Service Enriched Content Subscription.

The Online Resources checkbox (available in Power search) allows patrons to
include the library’s online resources in a search. Selecting this function opens a
list of available resources to choose from. Online Resources are automatically
included in a Basic search. This function is available if One Search™ is enabled.

© 2011 Follett Software Company



Visual Search

Destiny’s Visual Search feature allows patrons to click on a series of pictorial
buttons to search for resources instead of entering search terms.

Home [ReELGER Circulation | Reports | Back Office | My Info
Library Search

—
| Library Search BTop 10 Basic Power b ¥isual Copy Categories Nurnber Barcode Brief Records
Destiny Quest - My Searches
WebPath Express

Digital Resources % % L

5

Standards Search '~

add Tide nlmals Famous Peuple Folk and Fairy Tales Geography
Resource Lists ot (g

Import Tiles Pl

B o] e S III ’ .

Bl History Holidays Science Sports

Visual searches use two types of buttons: group and search (or URL) buttons.
Click on the Visual subtab to display the group buttons. Group buttons represent
broad topics to help guide patrons toward a particular area of interest. Clicking
on a group button displays the search buttons. When patrons click a search
button, the Search Results screen opens and shows a list of the resources in the
library’s collection that match the search topic.

Search Tools

Library Manager provides many tools that help patrons perform successful
searches.

Wildcards help when patrons are unsure of the complete word or do not know
the exact spelling. When using wildcards, patrons might begin with a title search,
then, if necessary, expand the search with a subject or keyword search.

e Asterisk (*)
The * replaces any number of letters at the end of a word. However, it cannot
be used in place of a word’s first or last letter, and it cannot have any letters
after it. For example, entering teach* and then choosing a Title search
locates any MARC (title) records with the letters teach in the title, such as
teach, teaches, teacher, and teaching.

e Question Mark (?)
The ? wildcard replaces single letters; however, it cannot replace the first or
last letter of the word. For example, entering m?n and then choosing a Title
search locates any MARC (title) records with a single three-letter word that
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starts with m and ends with n, such as man and men. To expand the search
results, patrons might conduct a Subject search with m?n, which yields
results of titles that have the letters m and n and any letter in between in
both the titles and the subject tags (fields). The broadest wildcard search is a

keyword search.

If a patron misspells a search term while using the Keyword search, Library
Manager tries to locate a match close to the word the patron entered in the Find
field with the Did you mean... feature in the Search Results

Search Results

Search results are organized by material types on subtabs on the Search

Results screen.

Home Circulation | Reports | Back Office

Library Search = Search Results

Catalog

| Library Search

Destiny Quest

My Info

How do I...

WebPath Express } Titles Web Sites

One Search

Digital Resources

Digital Resources Searched for (dogs). Searched in: High Schools.

[Mot what you're lacking for? Refine vour search?
Browse Subjects?]

Standards Search

Add Tile
R Tides: 1 - 25 of 85 Sort By Gol
Resource Lists
Import Titdes SNE. Dogs = Perros
ont Call #: 636.7 Khu, Jannell.
Export Titles PERRCS Published 2004
Reading Level: 1.5 Interest Level: K-3
Rpdsteyities ‘ Asccelerated Reader® Level: 1.3 / 0.5 pts,

The Titles subtab lists materials in your library that match the search term. This

includes Follett ebooks.

The Digital Resources subtab lists videos, pictures, or sound files from a digital

provider.

The Web Sites subtab lists the websites that have information about the search
term. This tab is only available to sites with a subscription to WebPath Express.

The One Search subtab lists resources in your online databases.

Selected List: |Weather Project %

&4 Printable
u¥Add Pace)
122 4)p[showall]

1 of 1 available

p Add to this List]
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Searching With Destiny Quest

Destiny Quest is a highly graphical searching interface included with Destiny
Library Manager. It engages K-12 students and helps them easily locate
appropriate library materials that meet their classroom needs and personal
interests.

Access Destiny Quest by clicking on the Destiny Quest option on the Catalog
tab. The Destiny Quest Home page contains The Top 10 Books, Resource
Lists, New Arrivals, and My Personal List.

i Quest Home ILI My Info |_.. Advanced Search ‘_.’ visual Search | |1 logout & l“ Exit Destiny Quest I G ! (7)

McHenry West High Schoo!
Hello, Allison Adams!

My Personal
] List |

1143072011
s 11/30/2011
$0C101-5P Reading List
11/30/2011

4}Turﬂe in paradise 11/29/2011

5 Ramona Quimby, age 8 11/29/2011

©2002-2011 Follett Software Company

To access Destiny Quest, a workstation must have the following:

e One of these browsers—Microsoft Internet Explorer version 7 or higher, Apple
Safari, Mozilla Firefox, or Google Chrome.

e Monitors with a minimum screen resolution of 1024 x 768.

Quest’s Simple Search function allows patrons to enter a keyword search term
in the Find field and select Go! to locate library materials. Patrons can access
Simple Search within every main link in Destiny Quest: the Find field appears
at the top of each screen.

The Advanced Search feature in Destiny Quest is comparable with the Power
search in Destiny Classic. It allows patrons to use Boolean operators (AND, OR,
NOT) to narrow or expand searches, but in Destiny Quest patrons add another
limiter line to indicate AND and fill in a But I don’t want field to indicate NOT.

10

1
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Ac you use the options below, your Advanced Search term appears here.

|+~ Show me everything that has...

All of these |Heywonl3 V| | |

This exact|Keyword v| | |

One or more of these |Keyw0l(ls v| | | OR | | OR | |

..&u' But I don't want...

One or more of these |Keywalds v| | | OR | | OR |

|+ Limit my search to...

Choose.. w

Visual Search in Destiny Quest functions in the same manner as it does in the
Classic Catalog and uses the same predefined groups and searches. Clicking the
Visual Search link opens the Visual Search window.

- | |
i Quest Home ! LB My Info ‘ % Advanced Search | ® yisual Search | ! Logout & | 7 ExitDestiny Quest

Q DESTINY --t
Yisual Search Home

1

Jo v

Famous People Folk and Fairy Geography
Tales

11

1
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MyQuest

MyQuest gives patrons their own space to create “shelves” containing the books
they have read, the books they are currently reading, and the books they want
to read. They can also request and accept Friends with whom they can share
ratings and reviews, recommendations, and comments. MyQuest is available

to patrons only if granted the appropriate permissions by the Destiny or site
administrator based on school policies.

=SSO S e I o'l SR SR S, S S S

MyQuest
...............

1Quest

f| imdates
Hrmlf: Havm Rl
Hrwll Morre e
shelf Want to Bead
inhex [

Lriends
Erafersnces

 Recommendations sentr [

L= plder
L 10/25/2011

n Mary Ranchero marked Fox in socks a3 NOW READING
' 'g B & s
" Hary Ranchern marked The very hungry caterpillar as WANT To READ
i
B noscomen

Mary Ranchera commented on yaur eview of o terpill,

|".-
A | BB T cant wait to read this book. 39

e Friends
Patrons can send other patrons Friend Requests. Patrons can choose to
notify their MyQuest Friends and be notified about the following activities:
shelf updates, new ratings, and reviews. Friends can make recommendations
to each other and comment on reviews, shelf changes, and other comments.

e Inbox
The Inbox is an area where incoming Friend Requests, recommendations,
and other actionable items reside.

e Shelves
MyQuest shelves allow patrons to display books they want to read, are
currently reading, and have read. The shelves are shared with their MyQuest
Friends.

e Updates
Updates give a date-based view of what patrons and their friends have
shared in MyQuest. They can add comments to reviews, ratings, and
shelf additions or changes. Comments are a private conversation between
MyQuest Friends. Patrons have the option to report inappropriate
comments.

A Destiny Quest Mobile application is available to students, teachers, and
librarians. It allows remote access to Destiny Quest to browse the catalog, place
an item on hold or save it to a resource list, and view a detailed summary of their
account.

[ 15 |
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Module

Learning

Advanced Catalog Features

Objectives

e Create and use Resource Lists.

e Create title ratings and reviews.

e Customize your catalog.

Resource Lists

As a result of completing this module, you should be able to:

e Conduct a search with the One Search feature.

e Describe and demonstrate the Digital Content Subscriptions your library
purchased.

A resource list is a group of library titles that are organized for a specific purpose.
Destiny’s Resource Lists function makes it easy for patrons to organize titles
they locate through searches and other Destiny functions. With access level
permission, patrons can create two types of Resource Lists—private and public.

Access a resource list by selecting the Catalog tab > Resource Lists option.
Personal lists are located on the My Lists subtab. Public Lists are located on the
Public Lists subtab.

Library Search
Destiny Quest
WebPath Express
Digital Resources
Standards Search

Add Title

Import Ties
Export Ties

Update Tides

Update Copies

| Resource Lists

Home el 0] Circulation | Reports

Resource Lists

My Lists

Name

My Personal List
Presidents Project

Weather Project

1

Back Office

Resources for Mr. Cooper's weather project

13

Resources for Ms. Sanchez's U.S. Presidents project

My Info

Public

¥

Date Last Updated

10/26/2010

11/29/2011

11/29/2011

How do ...

b My Lists Fublic Lists

Add List

L |
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Use a resource lists to:

e Store titles you want to locate or materials you used for a project.
e Share resources with other users.

e Create citation lists and bibliographies.

e Print barcodes for new materials.

e Merge duplicate titles

Title Ratings and Reviews

Reviews offer students a way to share their opinions of their favorite (or least
favorite) titles. A 1- to 5-star average rating appears on the Search Results and
Title Details screens of the Catalog tab. In Destiny Quest, patrons can narrow
their search of the initial Search Results based on the review ratings. Patrons
may also include a written comment about the title.

Ratings and reviews display on the Reviews subtab on the Title Details screen.

Title Details MARC View b Reviews Capies
B matilda F{hdd Review
Roald Dahl ; illustrated by Quentin Blake. @ @.
Average Rewview: 707000000
Total Number of Reviews: 2
TR Reviews without contents Shaw Mare ¥
Total Reviews without contents: 2

The ability to add ratings and reviews and upload digital content is controlled by
permissions.

One Search

One Search allows patrons to search multiple resources, including the library
collection and online free and subscription databases, simultaneously.

A Basic search searches these multiple resources automatically. The One Search
results are available on the One Search subtab.

To access One Search results in a Power Search, click on the Include Online
Resources checkbox. Then select the databases you want to include or choose
Select All. Click Search.

14
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Titles Wweb Sites b Dne Search Digital Resources

One Search results for {oceans) &§ Printable
Databases searched: 5 Selected List:
WebPath Express
WebPath P
Express Found 999 results for "oceans"
o Sh Links students to thousands of zafe, high quslity, up-to-date websites on the Internet supporting hundreds
ow of authorized Sears and Library of Congress subject headings,

ENCYCLOFEDIA Britannica Consumer - Free
13)niw=1giailez] Found 446 results for "oceans”

Encyclopedia Britannica Online iz 3 referance site for students, educatars, and parents encarmpassing
# Show editorially reviewed sites and the Encyclopedia Britannica,

Digital Content Subscriptions

The following are Digital Content Subscriptions that your school may have a
subscription to.

WebPath Express™ provides today’s K-12 kids with a safe, fun, and familiar
search tool that integrates trustworthy, relevant websites into your library catalog
while filtering out questionable content. You can limit WebPath Express website
searches to specific grade levels.

Follett’'s Reading Program Service enhances your library records with reading
program information for Accelerated Reader®, Reading Counts!®, Lexile®, Fountas
and Pinnell® and other popular reading programs.

Follett’s Standards subscription automatically aligns your library resources and
educator-reviewed websites with the standards being taught, helping you find
appropriate materials by using fast and convenient searching options.

TitlePeek™ is a subscription service that displays in the Search Results the
book cover along with varied additional content, such as the title profile, table of
contents, brief summary, author notes, first chapter or excerpt, and published
reviews. Books in your collection are matched with TitlePeek by means of their
ISBN numbers.

15
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Catalog Configuration Options

You can customize the way your catalog displays through the use of the Site
Configuration option on the Back Office tab. The customization options are on
the Catalog subtab.

Home | Catalog | Ciroulstion | Reports SR My Info
Sits Configuration

Hanage Patroas ¥ Catalog | Crrculabion | Site Infu | Recepts/Refund Nobhcaton | Site Adrnstration
Update Patrons Catalog Options... = e
Import Patrons.

EXport Patrons Catalng Maintenance...

;”'Nﬂ Patrom [Flwhen the last copy of a library title is deleted, remove the title from this Worary's collection

Access Levels

check shelf order based on | Call Number b

Calendar [ Hours
L arances batwean Dawey numbars greater than Donl chieck &
Silr Comliguration

Inventory Destiny Quest Options...
Job Manager Default therme for Destiny Quest:
& 3-MAZE-ing
D ocean Odyssey
O Malten Metal
O Spaced
% Marks the Spot

[ Show Niew Arrivals in Desting Quist

Some of the customization options available include the following:

Destiny Quest Options...

e Show patron pictures in MyQuest: If pictures are attached to patron
records, your choice in this setting displays or hides them when patrons use
the Friends feature in MyQuest.

Library Title Display Settings...
e Library Reviews: Select the format for displaying the reviewer’s name on
reviews. You can also choose to hide the reviewer’s name.

Quiz/Level Based Searches...
These settings allow your patrons to limit their searches by a particular reading
program and reading/interest levels, if this information is in the MARC record.

Search Settings...
e Enable search suggestions in Destiny Quest: This setting turns on the
Auto-suggest feature in Destiny Quest.

e Filter search suggestions: This setting allows you to enter specific words
that you do not wish to appear in the Auto-suggest drop-down list. It does
not stop the patron from using the word as a search term, but it does prohibit
others from seeing it in the list.

e By default, show limiter options in Basic search: When enabled, this
setting displays all the limiter fields on the Basic search screen.

Top Ten Titles
This setting displays the top 10 titles that circulated in your library. You may
choose to count only titles checked out by students, particular material types, or
call number ranges.

[ s |

L 16 ]
© 2011 Follett Software Company



Module
4‘ Circulation Basics

Learning Objectives

At the end of the module, you will be able to:
e Circulate materials.

e Change due dates.

e Explore patron and copy information.

Checking Out

To check out library materials to patrons, click the Circulation tab. By default,
the Check Out option is selected.

You have two checkout choices:

e To Patron subtab: Use this subtab to check out items to individual patrons.

e By Homeroom subtab: Use this subtab to check out items to students using
the library during class time.

Home | Catalog [el=RERLLM Reports | Back Office | My Info

» To Patron By Hormeroom

Holds fILL

Fzs | Go! HglFind patron| ).ﬂFind Copy
Copy Status [Jonly search | Patron Names + Due Dates

17
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Checked Out and Items Out Sections

Checked Out section—identifies the last copy checked out during a circulation
session.

Items Out section—lists all copies checked out to a particular patron.

» ToPatron | By Homeroom

Find | | [cog ﬁFindPah'on] }hﬁndtupy] ﬁnddTiﬂe
[only search Due Dates

Hernandez, Ava (Student: 20100017223

thecked Out Library: 3 Grade Level 12
Overdue Library: O Homergom Mr, Henderson
Holds Ready [

__Library: $0.00
Fmilﬂatron: £0.00

Oonly today's check outs
Checked Out

B F. scott Fitzgerald : The Great Gatsby (copy: T377) Due 12/22/2011
. Change
Items Out
Due Date Title call Number Price thecked Dut
12/13/2011 i Turtle in paradise (copy: T 2861) [Fic] HOL 11/29/2011  Renew
Lost
12/13/2011 B weather : air masses, clouds, rainfall, storms, weather 551.5 11/29/2011  Renew
maps, climate (copy: T 2789) Lost

p Renew All

Changing Due Dates

Select the Change icon under the Checked Out section on the Check Out
screen.

Change the due date for checkout to patron...

=l save |
~
K Cancel

O selected date: |1292JQD11 | |unti| logout % << December 2011 >

Sun|Mon[Tue[wed[ThulFri [5at]
1)2]3
7|8 |9]10
14 |15 |16{17
21 |22123|124

@ Default date: 12/22/2011

27|28 |29)30)121
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Checking In

The Check In option looks similar to the Check Out option, but, unlike the
Check Out option, you do not check in items by patron—you check in by item
only. Recently checked in items appear in the Most Recently Checked In
section. This section is helpful for confirming items were checked in. The list
holds the 10 most recent checkins.

Home | Gatalog EeR=VEHGLI Reports | Back Office | My Info
Check In

Check Dut Howdo I..

| Check In =
Find Copy l:l lG_D!J [“Irecord in-library use
Most Recently Checked In
Holds/ILL i F. Scott Fitzgerald : The Great Gatsby (copy: T 277) Due 12/22/2011 813/.54
Fines Checked out 12/8/2011 to Hernandez, Ava (Student: 2010001722)
Library copies st checked out: 2

Renew

EEiCreate Fine
Copy Status

e Record in-library use checkbox—This option counts in-library use of
materials that are not officially checked out (Ex. reference books).

e Create Fine button—This button allows you to assess a fine for a damaged
book immediately after checking in the item.

Copy Status

The Copy Status option displays information about a particular copy, including
current and previous checkout information. In addition, on this screen you can

edit the copy record, add a hold, mark the copy lost, print new barcode labels, or
add a note to the copy record.

From the Check In screen, click the copy barcode number of an item recently
checked in to open the Copy Status screen. You can also access Copy Status
information by clicking on the Copy Status option and scanning the barcode or
typing the name or barcode of a title.

Home | Catalog ((eIeTEGEOM Reports | Back Office | My Info
Copy Status

Check Out HowdaI..
Check In —
Renew
- Turtle in paradise 4 E
Author Holm, Jennifer L. Call Number [Fic] HGL
Fines ﬁ AddHold
 Copy Status Barcode T 3351 Status Due; 13/13/2011 ﬁ"'
Date Acquired ¥endor = -
Offine Circulation aured 11/28/2011 ° =JPrint Labels]
Copy Number Sublocation
Library Information| Description
Current Checkout Previous Checkout
(Due: 12/13/2011) None
Checked Out 11/25/2011 4:19 PM
Patron Hernandez, Ava [Student]
Barcode 2010001722
Grade Level 12
Homeroom Mr. Henderson
Notes add Note
There are no notes for this copy
Circulation Statistics
Current Month 0 Current Year 1 Previous Year @ Total 1

19

1
L1

© 2011 Follett Software Company



Patron Information

The patron information section is in the top portion of the Check Out screen. In
the patron information section of the Check Out screen, you can perform the
following tasks.

Home | Catalog jReR=TEGE Reports | Back Office | My Info
Check Dut

Check Dut How do L.

Check In

Renew b To Pabron By Homeroom

HoldsfILL

Fines Find| | @ ﬁFind Patron | }ﬂFind Copy | ﬁndd Title

Copy Status Oanly search Due Dates

[Patron Status

(ififie @rekiim Hernandez, Ava (Student: 2010001722}

Library Information; Checked Out Library: 2 Grade Level 12

Overdue Library: O Homeroom [Mr, Henderson

Holds Ready [
oo S 200 -.

Oanly today's check auts

e View patron information
Click the patron’s barcode hyperlink to display the Patron Status screen.

e Manage fines
Click the Fines link to display any fines for this patron, create or waive fines,
or mark them as paid.

e Print a patron transaction receipt
To print a receipt showing all transactions, select the Receipt button. To print
just the daily transactions, click on the Only today’s check outs checkbox.
After you make your selection, a new window containing the transaction
information opens.
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Module

5 Circulation Loan Periods &
-

Policies

Learning Objectives

e Edit the library Calendar.

Getting Started

following information:

based on patron type.

At the end of the module, you should be able to:
e Create new and edit existing Circulation Types.

e Create new and edit existing Patron Types.

e Explain and set up appropriate Site Configuration circulation settings.

Before setting up your Patron and Circulation Types, you should gather the

e A list of patron groups, such as students, faculty, staff, parents, and
volunteers. This is the list of Patron Types.

e A list of circulation periods for the different types of materials in the library
collection. This is the list of Circulation Types, which in some cases may be

Material Students Faculty Substitutes
Open stack 2 weeks 90 days 2 weeks
Media 1 week 30 days 2 weeks
Circulating reference 1 hour 1 hour 1 hour
Noncirculating reference No Overnight No

library.

e The library calendar.

1
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e A copy of the library policy handbook or a list of the circulation policies for the
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Circulation Types

Once you identify your patron types and the loan policies for the types of
materials in your collection, you are ready to set up those policies in Library
Manager. To do so, select the Back Office tab and the Library Policies option.
Select the Circulation Types subtab to edit these policies.

— ~—
—————— Home | Catalog | Circulation | Reports R0 My Info
Library Policies
Manage Patrons Howdo L.
Update Patrons - -
Patron Types | » Circulation Types

Import Patrons a

E—— Circ Types g e e |

Upload Patron

Pictures

—_— eBook #

| Library Policies

Default Settings

fzsllerEh Loan Period Days: 14 Fine Increment $0.05 per day

Calendar / Hours Grace Period Days: 0 max Fine $£5.00

Site Configuration Renewable Times: 0 Overdue to Lost MNAA

Inventory
Patron Type theckout Limit Loan Period  Grace Period Renewable  Fine Increment Max Fine

Job Manager
Faculty Days: 14 Days: 0 Times: 0 £0.05 per day $£5.00
Student Days: 14 Days: 0 Times: 0 £0.05 per day $£5.00

Library Manager assigns the Default Circulation Type to any new copies you
add. Click the Edit icon to make any changes to a Circulation Type. To add a
new Circulation Type, click the Add Circulation Type button. Make decisions
on the following options:

Loan Period: period of time patrons are allowed to keep library materials. You
can customize these for different patron types.

Grace Period: number of days a checkout is not yet considered overdue and for
which a fine is not calculated.

Renewable: number of times a patron can renew a particular item before Library
Manager blocks the transaction.

Fine Increment: amount incurred for each open day that a checkout is overdue.

Max Fine: upper limit or cap of a fine. In addition, Library Manager can
automatically charge a fine to a patron based on the purchase price in the copy
record when a checked out copy is marked lost. If a purchase price is missing,
Library Manager assesses the max fine.

Overdue to Lost __ Days: number of days library material can be overdue
before the copy status changes automatically to lost.
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Patron Types

After editing the Circulation Types settings, select the Patron Types subtab
under the Back Office tab > Library Policies option to edit these additional
library loan policies.

Home | Gatalog | Girculation | Reports [EElERjilscl My Info

Library Policies

Manage Patrons How do L.
Update Patrons -
» Patron Types Circulation Types
Import Patrons
g
Export Patrons Patron Types E Circ. Type
Upload Patron
Pictures
| Library Policies Faculty @ m
access Levels Max Checkouts 10 Max Holds 5
Fixed Due Date None Ready Holds Expire in Days: 7
Calendar / Hours Ceiling Date None Pending Holds Expire in Days: 21
Site Configuration Block on Fines/Overdues No Default Hold Priority Standard
Inventory
o Circulation Type theckout Limit Loan Period  Grace Period  Renewable  Fine Increment Max Fine
Job Manager eBook Days: 14 Days: 0 Times: 0 $0.05 per day $5.00
eBooks Days: 10 Days: 0 Times: 0 $0.00 per day £5.00
*MNC Days: 14 Days: 0 Times: 0 $0.05 per day $£5.00
Regular Days: 14 Days: 0 Times: 0 $0.05 per day £5.00

The Library Manager installation provides two default Patron Types: Faculty
and Student (the latter is the default patron type). To edit the policies for one
of the Patron Types, select the Edit icon to its right and make decisions on the
following options.

Max Checkouts: number of copies of all Circulation Types a person of this
Patron Type can check out at any time.

Max Holds: maximum number of holds a patron can place at one time.

Ready Holds Expire in ___ days: number of days an available copy is held for a
patron until it is released for the next patron in the hold queue or placed back on
the shelf for circulation to others.

Pending Holds Expire in ___ days: number of days a patron hold remains
active in the hold queue.

Default Hold Priority: order of patrons in the hold queue.

Block check outs and renewals if the patron has fines or overdue items:
Library Manager alert that blocks checkout of additional items when a patron
owes fines or has overdue materials. You can override the block.
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Circulation Site Configuration Options

You can customize your circulation options through the use of the Site
Configuration option on the Back Office tab. The customization options below
appear on the Circulation subtab.

Home | Catalog | Circulation | Reports [EElEQuiils-l My Info
Site Configuration

Manage Patrons Catalog |k Circulation | Site Info | Receipts/Refund Notification | Site Administration
Update Patrons
Import Patrons Circulation Options... B save |
Export Patrons
Upload Patron [J Allow library materials to circulate to all patrons in the district

Pictures
[ allow library materials to be renswed at the borrowing site

Galculate library loan periods based on days

Calendar / Hours Automatically calculate fines for overdue items

Library Policies

Access Levels

| Site Configuration [JRequire explanation when waiving library fine
Inventory [JRequire explanation when issuing library refunds

[¥] Automatically create fine for lost library materials

Allow library materials to circulate to all patrons in the district: enables
interlibrary loans with other sites or schools (for district installs only).

Calculate library loan periods based on calendar/open days (offers two
options):

e Calendar: this setting calculates due dates according to the calendar,
including weekends, holidays, and any other library closed days in the loan
period. This setting works hand-in-hand with the Loan Period setting in
Library Policies.

e Open: this setting calculates due dates based on open days in the Library
Manager calendar only. It does not count closed dates such as weekends and
holidays as part of the loan period. The patron has a due date of x humber of
open days. For example, if your library is open five days a week and you want
to set a two-week loan period, set the loan period to ten days, not fourteen
days.

Note: If a calculated due date falls on a closed day, the due date moves to
the next open day.

Automatically calculate fines for overdue items: enable if your school
charges overdue fines. Overdue fines are then charged upon checkin of an
overdue item. If your school does not charge overdue fines, it is very important
that you uncheck this option or Library Manager will assess fines that will then
require you to override and/or delete the fines.
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“Lost” library materials must be returned in a timely fashion to generate
a refund: allows placing a time limit for patrons who paid a lost fine to receive

a refund for a returned copy. After checking the box, enter the number of days
in which patrons can receive a refund in the Calendar days from date “lost”
before a paid library fine becomes non-refundable field.

Library Calendar/Hours

It is important to update the Library Manager library calendar regularly as Library
Manager uses it to assign due dates, calculate fines, manage holds, and report
circulation statistics. To ensure that Library Manager’s calculations are accurate,
you should mark closed dates for the entire school year, either at the end of

the previous school year or the first day you return at the beginning of the new
school year.

Home | Gatalog | Girculation | Reports Rl My Info

Ccalendar

Manage Patrons How do 1.,

Update Patrons

e << December 2011 ==

Export Patrons Sunday Monday Tuesday vWednesday Thursday Friday Saturday

Upload Patron 1 2 3

pictures Closed

Library Policies 4 5 6 7 8 9 10

Access Levels Closed Closed

 Calendar/ Hours 1 12 13 14 15 16 17

Site Configuration Closed Closed

Inventory 18 19 20 21 22 23 24

T Closed Glosed
25 26 27 28 29 80 31
Closed Closed
Closed: Sunday, Saturdsy Hours: 8:00 AM - 4,00 BN Wigw 2011

Closed dates are marked “Closed” and highlighted in gray. If an unscheduled
closed day occurs (due to bad weather, for example), you can mark the date
closed retroactively when school opens again. Upon return to school, simply
select the Back Office tab > Calendar Hours option and click on all dates the
school was unexpectedly closed. While the due dates for checked-out items do
not change, Library Manager does not assess fines for items due on the dates you
close retroactively. Library Manager counts only open days when calculating fines.

L |
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Module
Collection Management

Learning Objectives
At the end of the module, you should be able to:
e Import title records without creating duplicates.

e Add titles by using resource databases, such as Follett’s Alliance Plus Online®
database.

e Add copies to existing title records.

Importing Titles From a Vendor File

When your library receives a book order from a publishing firm that provides
MARC and copy records, performing a title import is the most efficient way to add
the title and copy records to Library Manager.

Home (eGSR Circulation | Reports | Back Office | My Info
Import Titles

How do L.

Library Search

Destiny Quest
o » Add / Update Recent Imports

WebPath Express
Title Matching
Digital Resources N :
(& Strict - Standard numbers, titles, material types, authors, and publication dates must match
Standards Search .
[[Iremove the author requirement from the strict matching rules

Add Tide O Relaxed - If no standard number is found, allow matches based on title, material type, author, and
publication date

Resource Lists

If an incoming title matches an existing title:
| Import Tides . . . .

@ Replace the existing title if the incoming title is better
Export Tiles

O Skip the incaming title

To import the records, select the Catalog tab > Import Titles option. The
Import Titles screen contains four sections:

27

1
L1

© 2011 Follett Software Company



Title Matching

Before importing a title record, Library Manager checks to see whether it is a
duplicate (or match) of a record already in the district’s collection. In the Title
Matching section, you set up how you want Library Manager to handle a match:
retain the existing record or replace it with the incoming record.

The Strict option (recommended) performs the most comprehensive check
to avoid creating duplicate MARC or bibliographic records. When using the

strict matching rules, Library Manager determines that an incoming record

is a duplicate of an existing record if the two records share all the following
information:

e A standard number—LCCN, ISBN, or ISSN

e First 80 characters of the title (Field 245_a)

e Material type (e.g., video, book, sound recording)

e Material type subtype (if present)

e First 20 characters of the author’s name (Fields 100, 110, or 111) (if present)

Please note: Library Manager ignores the author field if the Remove the author
requirement checkbox is selected.

e Publication date (if present)

Copy Matching

Library Manager next determines whether an incoming copy is a duplicate of one
in the library’s collection by comparing barcode numbers and site names.

e Skip the incoming copy if its barcode matches an existing copy’s
barcode—The import summary report provides information you need to
investigate why a barcode number in the vendor import file matches one
already in the collection.

e Replace the existing copy with the incoming copy if the barcodes and
the titles match—updates the information in the existing copy records.

e Always add the incoming copy record and assign it the next available
barcode—ignores barcode numbers in incoming records and assigns new
ones to every incoming copy. Use this option when the vendor hasn’t assigned
barcode numbers.

Assign Copy Information

If all the imported copy records are for one site (library), you can add the
following information to copy records if it is missing: circulation types, copy
categories, sublocations, vendors, and funding sources.
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Import File

The Import File section provides options to select the import file, add the
imported titles to a resource list, limit the Job Summary, and preview the

import before completing it.

Adding Titles by Using Resource Databases

If the title you wish to add does not have a district record, it may have a title
record in Follett’s Alliance Plus Online database, which contains more than 8
million MARC records. Using an Alliance Plus Online database record saves time
by eliminating the need to create a record manually. To avoid duplication, it is
important to search for the item before adding a new title to the database.

Home |G
Check/Set Sources

Library Search
Destiny Quest
WebPath Express

Digital Resources

Circulation

Reports | Back Office | My Info

Standards Search Find | Books

&

| with[1zBH v

| Add Tile
Resource Lists
Import Tiles
Export Tides
Update Titles

Update Copies

Lonking for tithes to support your corricwlom? Check aut.

Shop with Confidence
Shop DestinyExpress

How do L.,

b Check Sources Update Z-Sources

B Books with the ISBN "D-395

Titdes: 1 - 4of 4

&

Boston :

: The Boréal Expr
Yan alls
Paris :

-3

Loc  Boston @

The house icon represents a title record that already exists in the district’s

. The Polar Express
Yan allsburg, Chris.

, The Polar Express
Yan allsburg,

-38949-6"

Sortby |_Source ¥ [Goll

Details
LCCN: 85-10907

Houghton Mifflin, 1925, [32] p.

ess ails
burg, Chris.
I'Ecole des Loisirs,

ISEN: 0-395-30949-6
1986. [32] p.

LCCN: 85-10907
1985, [32] p. :

ris.
Houghton Mifflin,

collection in Library Manager.

ISBMN: 0-395-38949-6

ISBMN: 0-395-38949-6

Mothing rmatchas?
Add the Title
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The A+ icon represents a title record in Follett’s Alliance Plus Online database. If
no matching title exists in Library Manager, use this source.

The lightning bolt icon represents a title record located in a library database that
was set up as a zSource in your software.

Adding Copies

To add copies to an existing district record, click on the title or its Details button.
The Title Details screen opens with additional information about the item. Select
the Add Copies button to add a copy to this record.

» Tile Details MAaRC View Reviews Copies

THE POLAR EXPRESS B The Polar Express E

written and illustrated by Chris ¥an allsburg.
88| Duplicate It

Local copies available: 1 of 1. -
There are no off-site copies of this title, see all... Delete Title

¢ A magical train ride on Christmas Eve takes a boy to the North Polg
to receive a special gift from Santa Claus.

ﬁndd Copies

[E] VAN
Title Peak™ RRecommend
Selected List: |Westher Project & | B4 Add to this List !
Show Less A Explore! | Publication Info | Additional Info | Awards
E | ! ¥

The steps for using resource databases are basically the same as adding a copy
to an existing district record.

When electronic sources don’t provide the correct record, or any record at all,
for an item you are adding to the collection, you may need to create a record
manually by using Library Manager’s Easy Editor or MARC Editor. For more
information on manually adding a title record, refer to on-page Help.
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Module
7/ Reports Overview

Learning Objectives
At the end of the module, you should be able to:
e Generate a Current Checkouts/Fines report and notices.

e Understand how to find preformatted reports that provide valuable
information about your library resources and patrons.

Current Checkouts/Fines Report

The Current Checkouts/Fines report helps you track unresolved transactions
in your library. The report can include checkouts, overdue copies, and fines. You
have the option to run reports or notices.

Depending on how you format, limit, and sort a report, you can generate reports
on the following:
e Patrons with overdue copies and outstanding fines, grouped by homeroom

e Graduating patrons with any checkouts, grouped alphabetically by patron
name

e Only patrons with outstanding fines

Checked Out Materials, Unpaid Fines.

Circulation Types: All. Patron Types: All. McHenry West High School
Homercom:
Antioli, Henry
Library Materials Due Gail hNm. Barcods Title Est Fne
11192010 81354 T 1003 [Lord of the flies $5.00 ($0.05/day)*
Connely, Mary
Library Matenals Due Call Num. Barcode Trtle Est. Fme
11/92010  B13J54 T 1004 [Lord of the flies $5.00 ($0.05/day)*
Delgaldo, Ursula
Library Materials Due Call Nm. Barcode Title Est. Fine
1192010 614.5M14 T 881 The ghost map : the story of London's mast terifying $5.00 ($0.05/day)*
epidemic— and how it changed science, cities, and the modern
world
1182010 813452 T127 Their eyes wers watching God $5.00 ($0.05/day)*
11/92010 813754 T376 F. Scott Fitzgerald : The Great Gatsby $5.00 ($0.05/day)*
1192010 [Fig] T937 The red badge of courage $5.00 ($0.05/day)*

Elliott, Rebecca A.
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Depending on how you limit the patrons and materials, you can generate the
following notices:

e Overdue notices.
e Fine notices.

e Bills for books presumed lost.

Other Reports

In addition to the Library Manager’s preformatted reports, Report Builder enables
the creation of custom reports. Visit online Help or the eLearnings for more
information on custom reports.
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Additional Resources

eLearnings

Destiny 10.0 — Getting Around in Destiny

Destiny 10.0 — Managing Access Level Permissions

Destiny 10.0 — Performing Basic Searches

Destiny 10.0 — Performing Power Searches

Destiny 10.0 — Using Visual Searches

Destiny 10.0 — Searching for Digital Resources

Destiny 10.0 — Using Destiny Quest

Destiny 10.0 — Creating Resource Lists

Destiny 10.0 — WebPath Express for Students

Destiny 10.0 — WebPath Express for Educators

Destiny 10.0 — Setting Up WebPath Express

Destiny 10.0 — Searching With One Search

Destiny 10.0 — Searching With Standards

Destiny 10.0 — Importing Titles

Destiny 10.0 — Setting Library Loan Policies

Destiny 10.0 — Adding Titles from Sources

Destiny 10.0 — Editing Copy Records

Destiny 10.0 — Creating Title Records Manually

Destiny 10.0 — Circulating Materials

Destiny 10.0 — Generating Collection Statistics Summary Reports

Destiny 10.0 — Generating Collection Statistics Historical Reports

Destiny 10.0 — Generating Overdue Notices and Reports

Destiny 10.0 — Creating a Report With Report Builder

Destiny 10.0 — Learning the Features of the Destiny Quest Mobile App

Destiny 10.0 — Downloading and Configuring the Destiny Quest Mobile
Application for Android or iPhone Mobile Devices

Quick Reference Resources
Checking Out

Checking In

Adding a Title

Adding a Copy

Basic Searching in Destiny Classic

Basic Searching in Destiny Quest
Checked Out/Overdue Reports (Lists)
Checked Out/Overdue Reports (Notices)

Online and On-page Help Articles
Both online and on-page Help are valuable resources as you learn the software
or need more detailed information on a topic.
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