Destiny® Library Manager
Inventory Basics
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Starting an Inventory

1. Login to your Destiny Library Manager site
2. Click on Back Office | Inventory

Catalog Circulation |zl ey il My Info

Find Patron

Add Patron I e .

Miey In-Progress & Completed Inventories
Update Patrons BTN
J g Finalize

ImportPatrons
Library Inventory |Sprmg 2008 - Started 4/7/2008
Export Patrons

Upload Pictures

Account For Each Barcode " Check shelf order

Library Policies

Access Levels Scan or enter one-at-a-time [ L[A(muntFnr
Calendar f Hours

Or upload a file of barcod B Unload
e r upload afile of barcodes rowse.

Site Configuration

IInuenmry

Started by admin707 [ Wiew Selections ] 04.71% Complete as of 1:17 PM [ View Details ]

Beginning or Finalizing

1. Check to see if an inventory is already in progress

2. Determine whether to Start New or Finalize

3. Click on Check View In-Progress & Completed
Inventories to view current or finished inventories.

Home Catalog Circulation Back Office My Info
Inventory
How da L.,

Find Patron
Add Patron

| [ View In-Progress & Completed Inventories ] |
update Patrons Start New
Import Patrons 21 G-

ILihrary Inventory | Spring 2008 - Started 4/7/2006 jl JM
Export Patrons

Upload Pictures

Library Policies Account For Each Barcode

Access Levels Scan or enter ohe-at-a-time | ’:[nccnuntFnr

Calendar / Hours

. 53 uUpload
Re ports Or upload a file of barcodes Browse

Site Configuration

Started by admin707 [ view Selections ]

{Inventory

™ check shelf order

04,71% Complete as of 1117 PM [ View Details ]

4. Before you plan to Start New, proceed to
Preparing for Inventory. To Finalize, proceed to
Finalizing an Inventory.

Preparing for Inventory

1. If you choose not to Check shelf order, skip to
Starting a new Inventory.

2. Click on Back Office | Site Configuration
| Catalog

3. Click on and select the correct pull-down choice for
During library inventories, check shelf order
based on.

4. Click on and select the correct pull-down for Also
check for differences between Dewey numbers
greater than

5. Click on the Check shelf order box in the Back
Office | Inventory option

Hisrve Catalog Circulation Back Office My Irfo

FCakalog Circulation Sie Info Recapts Site Aderandstration

Catalog Options... Bl save

Supported Reading Program Searches [Accelsaled Readér & Reading Cousl =

Export Patrons

F support Lexils Measure Searches

Upload Pictures
Library Policies Titla Datalls [

Access Lovels

Order  Always Show

Calendar / Hours Exphm :
Guiz Info [2
Publication Info |3
Job Manager Additional Info |4
Aveards E

™ Include reviewer's (patron's) name in library reviews

aamnan

F store Baslc saarch term statistics data for |1 month{s)
prior to current maonth

F Ignore leading articles in search terms when browsing for (or reporting on)
titles
Display Visual Search results using:

& Standard interface

© glamentary interface

Allow: guests and patrons to view select pages in:
F French
F spanish
By default, display select pages in [Engish =]

where applicable, by default, sert search results by [Relrance =] -

‘aﬂfw'.lu?om‘

F wihen the last copy of a library title is deleted, remove the tithe from this
library's collection

During library inventeories, chuck shelf order based on |Coll Nunbesfutber =

Also check for differences between Devey numbers greater than |50 -
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Destiny® Library Manager
Inventory Basics

New Inventory

1. Click on Start New

2. Typein Inventory Name

3. Enter the start of your call number range in the
Call Numbers from field and the end of your range
in the to field if you are doing a partial inventory,
or leave the field blank if performing full inventory

Specify the copies to be inventoried...

Inventory Namel

Call Numbers froml tul

To specify a call number range, enter at least the first 3 digits of each Dewey number ar & camplete
call number prefix.

| Circulation Types all Circulation Types |

All copies meeting the above criteria will be set to "unaccounted for"...

Except for copies that have been seen on or after I3Q3QDDB =

W 0K ] x Cancel ]

6. Enter in a date or click on the calendar icon to
choose the date for All copies meeting the above
criteria will be set to “unaccounted for”.... Except
for copies that have been seen on or after.

Specify the copies to be inventoried...

Inventory Name |

Gall Numbers from | to |

Ta specify a call number range, enter at |east the first 3 digits of sach Dewey number or a complete call number
prefix.

Girculation Types all Circulation Types

all copies meeting the above criteria will be set to "unaccounted for"...

Except for copies that have heen seen on or after [4/7/2008 &R

M 0K ] x Cancel ]

4. If All Circulation Types are desired, skip step 5.
5. If you do not wish to include all circulation types,
click on Update.
A. Check the boxes that you wish to include
as circulation type(s). You may click on
Select All or Clear All to make this
process easier.
B. Click on OK once you have checked the
appropriate boxes.

Select Circulation Type(s)...

W overmnight W video| |u# Select all

M Reqular @ Clear &Il |

7. Click on OK to begin inventory
8. Click on Yes to start this inventory

Working with your Inventory

1. To inventory an item, scan or type a barcode
number in the Scan or enter one-at-a-time field
and select Account For after each entry. If
scanning the number, clicking Account For is not
needed.

2. The barcode will appear under the Most Recently
Accounted For heading.

[ Wiew In-Progress & Completed Inventories ]

| Start New
g” Finalize

Library Inventory |End of Year 2008 - Started 4/15/2008 =l

[T Check shelf arder

JnccuuntFor
Or upload a file of barcodes Browse.. | 3" .:]Upluad

Most Recently Accounted For
Barcode  Call Number  Author Title

T 3526 E FRY Fry, Sonali.  Clifford the big red dog : thank you, Clifford

Account For Each Barcode

Scan or enter one-at-a-time |

Started by admin707 [ View Selections ] 04,85% Complete as of 8:01 AM [ View Details ]
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Destiny® Library Manager
Inventory Basics

3. Another way to account for books is to upload a
barcode file. For more information on creating a
barcode file, go to on-page help — How do |
account for my copies?

4. Click on the Browse button next to Or upload a file
of barcodes and select your file of barcodes from
the Choose file box.

5. Once selected, the field will show you the path to
your file.

6. Click on Upload for Destiny® to account for the
barcodes in the file.

[ Wiew In-Prograss & Complated Inuantorias ]

| Start New
% Finalize

Library Inventory |End of Year 2008 - Started 441572008 j

Account For Each Barcode [ Chack shelf order

=y
;AccnuntFor
Or upload a file of barcodes I Browse... | ﬁ@

Scan or enter onhe-at-a-time I

04.85% Complete as of 7:55 AM [ View Details ]

Started by admin707 [ Wiew Selections ]

7. Click on Back Office | Job Manager
8. Click on View for your completed job called Library
Inventory.

Catalog Circulation Back Office My Info

Job Manager

Viewing Details of this Inventory

1. Click on View Details for the status of this
inventory.
2. This screen will show you the:
A. Name of your inventory.
B. Date when it was started
C. Number of copies in this inventory (Copies
matching selections).
D. Barcodes that have already been
inventoried (Accounted for).
E. Barcodes that still yet to be inventoried
(Unaccounted for).
F. Number of barcodes that you have in your
site (Copies in collection).
3. Click on the See Details link next to the Accounted
for to view items currently marked lost.
4. Click on the See Details link next to the
Unaccounted for to view items that still need to be
inventoried.

n Close

End of Year 2008 - Started 4/15/2008

GCopies matching selections 2,827

Accounted for 278 (12 of which are lost [ See Details 1)

Unaccounted for 2,549 [ See Details ]

Copies in collection 2,827

, Searching for Lost Copies
Find Patron
Add Patron Jobs 1 - 23 out of 23 Refresh List
d . .
pdate Patronz | |~ it _ - 1. Click on See Details next to Accounted for (# of
Import Patrons v = . ) A
Checked Job Schedul 4/28/2008 8:00 M C leted i
Exportravons | | Cosked o Scheduer | 428/ Comploted o view @ which are lost) to arrive at this screen.
Upload Pictures | | chacked Jab Scheduler 4/21/3008 8:00 AM  Completed view @ 2. Click on Printable to prmt a hard copy of the list.
Library Policies Out/Overdue/Fines (42172002 8:00 AM) (4/21/2008 8:00 AM) . ) .
Access Lovels In-Progress Library Site Administrator  4/18/2008 2:21 PM  Completed view [l 3. CI'Ck on Fou n d |f you have Iocated the |tem.
Inventory Report (4/18/2008 221 PM) (4/18/2008 2;21 PM) . X i X
Calendan/jourd In-Progress Library  Site Administratar  <4/18/2008 2:17 PM  Completed view i 4 CI|Ck on Delete |f the item IS no Ionger part Of your
RE e Inventory Report  (4/18(2008 2117 PM) (4/18/2008 2117 PM) A
Site Configuration Library Inventory ?;;fefzi?;mf:i;as% 4/18/2008 1:17 FM fq?f‘e?‘zeutédmﬂ - Wiew m Collectlon .
Inventor: ompleted Ubrary . Library 7162000 5118 &M completed TEw
IJob Manager I Inventory Report Administrator (4/16/2008 2:19 AM)
s Uibrary Materisks 1t 3 autof sort by [Ca Rumber =] (Gt
To reset "lost" library materials to "unaccounted for' or o delete all "lost" copies, use the options at the end of this
list,
call Marked
Barcode Number Author Tide “Lost"
T 2766 635 KLI Klingsl, Cynthia Fitterer. Pumpkins 9/14/2006 |0 Eeund ] [ Delete ]
T 1523 696 THO Thomas, Mark. A day with a plumber  12/6/2006 | Found ] [ Delete ]
T 1528 E BUN Bunting, Eve, 1928- A day's work 12/6/2006 [[ Found ] [ Delete ]
Reset all ibrary materials marked "lost” on BB g Esﬂ "Lost”
Delete al caples marked Tost" onorbefore | | T [l pereten )
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Resetting Multiple Lost Items

1. Click on and select the pull-down box next to Sort
by and select Date Lost to sort your items by date.

2. You may notice that you have a number of items
that are Marked “Lost” for the same date. This
could be the result of someone that finalized an
inventory and inadvertently selected yes to the
mark the unaccounted for copies “lost”.

3. Reset the number of items that were accidentally
marked lost by typing in the exact date found in the
Marked “Lost” column in the Reset all library
materials marked “lost” on box, or select the
calendar icon to select the date and it will appear
in the field.

4. Click on Reset “Lost”.

5. Destiny®will bring up a screen that says: Are you
sure you want to reset these lost copies? Click on
Yes.

Date Lost &#Printable

Library Materials 1 to 3 outof 3 Sortby

To reset "lost” library materials to "unaccount=Yforr mPths, use the options at the end of this

list.

call Marked
Barcode Number Author Titde "Lost™
T 1523 696 THO Thomas, Mark, & day with a plumber  12/6/2006 [ Eound ] [ Delete ]
T 1528 E BUN Bunting, Eve, 1828~ A day's work 12/6/2006 [Found] [ Delete ]
T 2768 635 KLI Klingsl, Cynthia Fitterer. Pumpkins 9/14/2006 [ Eound] [ Delete ]

Reset all library materials marked "lost” on @

7ﬂ Reset "Lost"l
Delete all copies marked "lost” on or before | &3 I I Delete All |

Deleting All Copies Marked “Lost”

1. Some sites feel that after a period of time, it is
appropriate to delete copies that have been
marked lost.

2. Type in the date or click on the calendar icon to
choose the date in the Delete all copies marked
“lost” on or before field.

3. Click on Delete All

4. Destiny® will state: This process cannot be
reversed. Are you sure you want to proceed?

5. Click on Yes.

6. Click on Back Office|Job Manager and view the

job called Delete Lost Copies to see the results.

Accounting for Missing Items

1. Click on the See Details option next to
Unaccounted for to arrive at this screen.

2. Click on and select the appropriate pull-down
choice next to Sort By and Click on Go!

3. Click on Found or Mark “Lost” appropriate links
to account for the item(s).

4. To see more items, click on the number, Next or
Show All

Copies 1 - 25 out of 2549 su.-thy|Ca” Murnber =] (Goi| 12342467 100 [ Next > ] [ show an]

The mystery of UFOs Barcode Last

suthor: Herbst, Judith, Date Last Seen Seen: 10/17/2005
Call Mumber: 001.9 HER [ Found ][ Mark "Lost" ]
Barcode: T 2523

UFOs Last

Author: Landau, Elaine. Seen: 10/17/2005
Call Mumber: 001.9 LAN [ Found ][ Mark "Lost" ]
Barcode: T 3267

Finalizing an Inventory

1. Click on Finalize

2. Click on Mark unaccounted for copies “lost” if
you are sure that you can’t find the remaining
copies that are unaccounted for. The copy status
will change to lost (which makes them accounted
for). Click on Ignore them (don’t mark them
“lost”), to ensure that the status of the copy does
not change. These copies will remain
unaccounted for.

3. Click on Yes to close this inventory.

! This will close this inventory.

There are 2,549 copies unaccounted for.
& Mark all unaccounted for copies "lost"
" Ignore them (don't mark them "lost")

Are you sure you want to close this inventory?

[ View In-Progress & Completed Inventories ]

| Start MNew
Library Inventory |End of Year 2008 - Started 4/15/2008 =l | 5| Finalize l
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Destiny® Library Manager
Inventory Basics

Viewing Inventory Reports

1. Click on Back Office | Reports
2. Click on In-Progress & Completed Inventories

Home: Catalog Circulation |NEE:¥ R ii=:] 1 My Info

Reparts

bLibrary Materials Patrons Report Baslder

Find Patron
Add Patron

This opticn lets you create a list of titles for use as a reading list or as a tool for promating
Update Patrons certain titles in your library collection,
Import Patrons Collection Statistics - Historical
Export Patrons This option provides you with crculation statistics for a particular time frame. You can organize

your statistics by call number or copy catagory in aither & summary or & detailad format.
Upload Pictures

tollection Shabi g
Library Policies
This option provides you with & surnmary of the circulation statistics, average ages, and
valuas of the all the materialz in your collection organized by call numbar,

Reports I Copy Barcodes
Site Configuration Barcode Labels
This option lats you create copy labals based on the ttes in your List or the date the copies
Inventory ware added to the collection.
Job Manager Barcode Lists
T e e nEa L e [ s el B ae e T et m ez et = ol cF
barcodas.

This option provides you with lists of copies without call numbers, copies with different call
numbers, and copy call number prefixes.

Copy Spine/Pocket Labels

This option lets you create spine and pocket labels based on a list or the date copies were
added to the colleckion.

Headings without Authorities

The Headings without Authorities report finds the name, subject, or seres headings in your
bibliographic recards that do not have corresponding autharity records.

Holds - View All
This option provides you with a list of all the holds/reserves for your collection.
Hald Statistics

This option lats you examine how often your patrens are placng helds and reservas on
salect ttles.

Eaeady Hold Notices

If you need to inform your patrons that the itams thay requested are ready to pick up,
choose this option,

In-Progress & Completed Inventories

This option allows you to create reports based on in-prograss or complated inventories.

3. There are 2 tabs: In Progress and Completed

I ¥In Progress Completed
Name Started ¥V Started by Accounted for Unaccounted for
Spring 2008 - Full Inventory 4/7/2008 admin707 511 2,315
Spring 2008 4/18/2008 admin707? 277 2,549
End of Year 2008 4/29/2008 admin707 277 2,549

4. Click on In-Progress and then View next to the
inventory to allow you to view a report
5. Click on one of the choices
A. All copies in the inventory
B. Copies that have been ‘Accounted For’
C. Copies that are ‘Unaccounted For’
6. Click on Run Report

In-Progress Inventory...

wview & all copies in the inventory
Copies that have been 'Accounted For'

" Copies that are 'Unaccounted For'

Fun Report

7. Once the status is completed in the Back Office |
Job Manager, click on View next to the
In-Progress Library Inventory Report

8. Click on Completed and then View next to the
inventory you wish to see and click on Report

Job Completed Library Inventory Report
Site Ronald Reagan Elementary School
Started 4/16/2008 9: 19 AM
Options « all copigs in End of Year 2008

Summanry

9. After viewing the report, if you no longer need to
information about this inventory, click on Remove.
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Frequently Asked Questions

Q: Why can'’t | find the Inventory option under Back
Office?

A: Your account doesn’t have access rights to
inventory the library collection. Contact your Site
Administrator or Destiny Administrator.

Q: When | try to run a partial inventory from call
number prefix (e.g. “E AAA” to “E CZZ”), Destiny®
inventories my entire E prefix.

A: When you do an inventory and you specify E prefix
or any other prefixes that have just one letter, it will
bring up all the call numbers in that call number
prefix.

Q: | cannot view any completed inventories in
Reports.

A: The job “Completed Library Inventory Report” was
deleted from the Job Manager or the inventory was
removed from the Completed tab.

Q: Il uploaded a batch of scans containing lost books
and they are still lost.

A: Books marked lost can only be accounted for by
checking them in through Circulation /Check In or
accounting for them one at a time in Inventory. It is
also possible to reset your lost, see Lost Copies or
Reset Multiple Lost Items in this document for
more details.

Q: I'm scanning books into inventory, but my statistics
aren’t changing.

A: Itis possible that these items have already been
accounted for in inventory. Another option is that
you could be in an inventory that is 100%
complete. Click on the appropriate inventory from
the pull-down menu.

Q: When | enable Check shelf order, nothing

happens.

A: Before beginning an inventory, you need to setup

check shelf order preferences in Site Configuration
/ Catalog and click on the appropriate pull-down
for During library Inventories, check shelf order
based on. Refer to Preparing for Inventory in this
document.

: Most of my collection shows up as lost, what do |

do?

A: Begin a new full inventory. Click on View Details

and next to the Accounted for, Click on See Details
on lost copies, scroll to the bottom, and reset
based on the date marked lost. Refer to Resetting
Multiple Lost Copies in this document.
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