D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

Destiny Textbook Manager allows users to create and print replacement

INY

In this tutorial you will learn how to:

barcode labels for textbooks.

% Log in to Destiny Textbook Manager

* Replace damaged textbook barcode label(s)

* Replace missing textbook barcode label(s)

Requirements:

#%* PCor MAC

% A web browser such as:

& Chrome

(2 Explorer/Edge
@ Firefox

@ Safari

% |LTSS Textbook barcodes
#* An Internet connection
* An LAUSD Single-Sign On
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

STEP 1: LOGIN TO DESTINY

1. Open a web browser

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. In the 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 with your school group (e.g. Middle School).

Then, find and click on your school’s link.

© Welcome to Los Angeles . = | 9
: foliett

Sgarch for Site Hama

Spocial Schools .
LEWC Sites N
Independent Charers .

enirici Users . ] Lagbn

4. On the school’s Home screen, click the Log In link located on the upper-right corner.

Enter your username and password to login.
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

STEP 2: SENERIO 1 — BARCODE LABEL IS DAMAGED, BUT STILL LEGIBLE AND/OR SCANNABLE

This will ensure the copy number is not still assigned to a student’s record.

1. Click the Circulation tab located on the top navigation.

2. Click the Check In Text option located on left-side of the screen.

3. Click inside the Find Copy field and either scan or type in the 14-digit barcode number of
the textbook. If you typed in the barcode number, click the Go button.

- Q) Check In Teat

| & ¢ @

f_‘ E Intograted LibrangTextbook Suppont Services (1113) £§
Calalog _Curculabon | Reports Back Office  Myino
‘ Check In Text

| Check Get Text

How da | {T)
| Check i Text i o
Find Copy |40000005505451 [ o
e

| Fires

E Copy Status
| Eaven status
E Ofming Circulation
| Too
Infodrnabon

Beset

Click the Catalog tab located on the top navigation.
Click the Textbook Search option located on the left-side of the screen.
If not selected, click the Basic sub-tab located on the right-side of the screen.

Click on the Find dropdown menu and select Barcode from the list.

© N o unok

Click inside the Find field and scan or type the 14-digit barcode number of the textbook.

You will be taken to the Copies sub-tab for the title of the book you are re-barcoding.

- O Tedbock Search bl + — o

|+ ¢ @ D@ hitpssifausafolettdestinycomataioginglsenvet/preseat v @ g Qs i mOBE =

Intograted Library/Textbook Support Services [1113) £
Catalog F"-'.l.'

Tewt Search
| Texmwook Search 0
I Howdal. ()
[Teosourge LISt s
! Basic || Copy Categaries
| Transfer Tesbooks
| Update Copes Eind| [Brecge ~J[aeoo00ossosest 18

Look in: | Los Angeles Undied School Destrict v

Dinciude Toachers' Editions [l include Resource Kits
|

NOTE: If the ISBN was typed in, either press the Enter key on the keyboard or click the Go button.

Circulation Reports  Back Office My Info
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

NOTE: if you do not see the Remove Barcodes button, click on the Show More/Less link.

9. Scroll up a bit and click on the Remove Barcodes button.

- ) Detaits for "Cresting Ameice: - ¥ I - o
E ~ o D @ nitpe/fiausd follettdesting comycatalogir vietfpresentt e @ | Q Sea fn @ E =
A
Cophes at Integrated Libeary/Toxtbook Support Services (1113} (Coplos availablo: 1 of 9) ‘
Siwbun Copies |
P— 1 showLess & (e o)
Badeeils Seatus Coditen Lezatian
AD000005205451 Aunlable Hew Z 8
& =cst = Ouele Top

10. By default, in the Quantity to Unassign field is set to 1; if not, type a 1 in the field.

11. In the Starting with Barcode field, scan or type in the 14-digit barcode number of the label
you are replacing.

12. Click the Remove button. When Destiny asks if you are sure you want to proceed, click

the Yes button.

- O Remeve Bacoder bl + = o

€)= o @ D # hitpefausd follesderting comicrsioging/eervieyhandienabook v @ g s tMmOBE =

Integrated Librany/Textbook Suppont Services (1113) 4§ Dostiny Tutorlals FlegOut (@ Help
Back Office: R

‘ Texibock Search » “Creding Amerca. & Hilory of the Uated Stales Begnnngs Thioegh Viorkd Vi 17 » Remowe Barcodes

Catalog  Cwrculalion Reports My Info

| Toxtbook Search
|

| Hew o1 (T)
| Resource Lists o

% AL\ Barcodes to remaove: 1
Transler Tediooks Stamting barcode: J0000005305451
Are you sure you want o proceed?

Remove Barcodes from Creating America: A History of the United States Beginnings Through Werld,
Coples with Barcodes 1 @
Quantity 1o Unassign :

Starting with Barcode [40000005505451

=== Fﬁ@

Updale Copies

H

13. Remove any remnants of the old labels from the copy.
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

14. On the Copies screen, you should see a listing for Copies without Barcodes. The amount

should be 1, since you just removed a single barcode.

NOTE: If the quantity is more than 1, disregard. If you have questions about the number of copies

without barcodes, contact Integrated Library & Textbook Support Services at 213.241.2733.

15. Click the Assign Barcodes button just to the right of the number of copies without

barcodes.

- ) Detas for "Creating America: . % [

|« ¢

|| Texibook search
|

Ragource Lists
Teamster Tenbooks

Upasts Copies

11/15/2018

Catalog

Tedboed SE8h » "Croatahi) AMenea A

OF - R follettdesting.onm
Intograted Librany lexibook Support Servi

Circulation  Repodts

United States

Myinfe  Fm

Through Workd War 1°

I A Barcodes unassignod starting with 40000005505451: 1

a8 Datads Supplements
B creati ng America: A History of the United States Beginnings Through World War 1 | dd Copies
Bednarz, o1 al. @
Copies at Integrated LibraryTexthook Support Services (1113) [Copies ﬁM{ ol 9)
Status Cophes
S u [Assign Barcodes) )@
In Teamsit ] Show Mote W
Ot site Coplos
Site Available Coples
32nd Street USC Padorming Arts Magnaet [T137) 10 of 49 copies availakie Show More W
Adams Middle School (800%) 108 of 554 copies avadably Shew More W
Aggeler Community Day School (B505) T of 21 copies svadable Shew More W
Aggeler Opportunity High Schocl [8507) 6 of 35 copies madable Shaw Mors ¥
Areta High Scheol (B503) 0 of 1 copy available Shew More ¥
Aydubon Meddle School (B028) 127 of 575 coples eadable Shew Wore W
Augustus F. Haelins A HS (B713) 2 of 3 copies avilable Sherw More ¥
Ball Seaior High Library (8536) 0 of 1 copy aailable Shew More W
Baobmdare Middie School (8047T) 48 of T97 copies mailable Shew More ¥
Barendo Middle School (B05T) 38 of 505 copies avnlable Sherw More W
Barmstein High School (B596) 4 of 4 copies aailablo Shew More W
Bathune Middie School (8060} 0 of 1 copy amilable Show More W
Brookiyn Elementary (2562) 71 of 84 copies mailabie Shew Mors ¥
Burrcughs Middle School (BO75) 129 of 955 coples ovadable Shew Wore W
Byrd Meddla School (B080) 101 of 737 copies avadable Show More W
Carlson Hospital Home School [1944) 10 of 29 copies svailable Shew More W
Carson High School (8575) 0 of 1 copy mailable Snow More W
Cantral High School (3580) 0 of 2 copies availabio Shew More ¥
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

16. By default, in the Copies to Barcode field is set to 1; if not, type a 1 in the field.

17. On the Assign Barcodes, the Starting Barcode radial button should be automatically
selected. In the field, scan or enter the 14-digit barcode number of the new label you are
assigning from the sheet of available barcode labels provided by Integrated Library &
Textbook Support Services.

18. Make sure the Print Labels checkbox is UNCHECKED.

19. Click the Assign button at the bottom of the screen.

- Q) Barcode Copies bl + - ]

| & c @ D@ hitps/flausd follettdesting.comycat viet, vwe @ || Q Sea L@@ =

Intograted LibianTextbook Suppont Services (1113) £ Destiny Tutosials E]logtut (D Help
Back Office  Myinlo  Flm

Tetbock Searcs = “Craatng Amenca: & History of the Bated States Beginnings Thioogh Work Wi 17 = Barcode Copers

Catalog  Circulation  Reports

| Toxtbock Search

Howas L ()

| Resousce Lists
E Transfer Tesbooks Barcode COpillE

| Upaate Copees Title Creatnglarnenca: A History of the United S1ates Begmnings Theough Wedd War 1

Copies without Barcodes
Coples to Barcodes | 1 I
@ I Assign Barcodes @ Starting barcode 40000005905465 I .

(O Assign nexd bascode  [Mext: S3110000045740]

[0 Print labals

Purchase Price

Cepies with wn intming urshate Sron aill 1ees S Stk s frice

Assign Location e | Other |

Assign Budget Category il

= Undefined -«

Cpiii with i indeesing Butlet categady will ined M Budgel Shlgsry

Conditlon | tew

T )| C==)

20. Apply the label(s) for the newly assigned barcode number to the copy (copies).
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

STEP 3: SCENARIO 2 — BARCODE LABEL IS COMPLETELY ILLEGIBLE, NOT SCANNABLE, AND/OR
REMOVED ENTIRELY

In this scenario, you will be assigning a new barcode number and label (as if you were adding a
new copy), without removing the old number from Destiny. The difference will balance out

when your school performs an annual textbook inventory using Destiny.

Click the Catalog tab located on the top navigation.
Click the Textbook Search option on the left-side of the screen.

Click on the Find dropdown menu and select ISBN from the list.

A w N

Click on the Look In dropdown menu and select Los Angeles Unified School District from
the list.

5. Click inside the blank field next to the Find dropdown menu and scan or type the
textbook’s 10 or 13-digit ISBN.

: ‘ E Integrated Library/Textbook Support Services (1113) % Destiny Tutorials I logOut @ Help

_Catalog  Circulation  Reports  Back Office My Info R
—

|Tex|book Search |
1 How do ..
Resource Lists W . @
Basic Copy Categaries
Transfer Textbooks

Update Copies Find | 1SBN v||0-615-55949-3 J m
| Look in: |Los Angeles Unified School District |
TTnclude Teachers Editions | L1Include Resource Kits
N

NOTE: If the ISBN was typed in, either press the Enter key on the keyboard or click the Go button.

6. Click the Add Copies button located on the upper right.

Integraied Library/Texibook Support Services (1113) £ Destimy Tutorlals ) logOuwt (D Help
Back Office Mylnfe B

Textbosk Searth » "Creaing Amarica: A Hisbory of The UniSed Staben Beginnings Through Werld War 17

_Calalog  Ciculabon  Reports

[

Textbook Search
| How g0 1. ()
| Rasourcs Lists .

| Titse Dotads Coples Supplomants
: Transhed Tedbooks _— -
(e B creating America: A History of the United States Beginnings Through World War 1 | dd copies |
(Inm—— Bednarz, ot al,

2 Local copes avalable: 1 of 2

E |, Off-sde copies available: 6,298 of 41,007 seean..

Solocted List: My Pedsonal List (A to Ths Lt )

11/15/2018 Integrated Library & Textbook Support Services Page |7



D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

On the Add Copies dropdown menu, select with Barcodes from the list.

Click on the dropdown menu under the Add Copies, select Number of Copies from the list
and on the field next to it, type the number 1.

On the Starting Barcode the radial button should be automatically selected. In the field,
scan or enter the 14-digit barcode number of the new label you are assigning from the
sheet of available barcode labels provided by Integrated Library & Textbook Support
Services.

10. On the Condition dropdown menu, select Good from the list.

11. Leave Location and Budget Category as Undefined.

12. DO NOT change the Date Acquired

13. Leave the Purchase Price and Purchase Order Number blank.

14. Verify that all the information entered is correct, then click the Save Copies button

located on the upper-right of the screen.

- Q) Add Tedbosck Copie P+ = &

| Textbook Search
| Rusource Lists

| Framster Tasonis 0 Creating America: A Higtory of the United States Beginnings Through World War 1

| Upcate Copees

c o D @ nitpe/fiausd follettdesting comycat vt wd v @ | Q Sea + D@ =

Integrated LibranyTextbook Suppont Services (1113) £ Destiny Tutorals F]logut (D Help
Back Ofice Mylnio R

Viordd s 17 » Add Textbook Coples |

Catalog  Cwculation Reports

Texdbook Search » "Crestng Amenca: & Mislony of the ated States Beginnngs Zi

Author Bednarr et
Adopled - Wiidale Schiool

Add Coples | vwith Barcodes -
[THumber of Coples - |®
Ee— -

[Genedic Code 39, 14 characters totad]

O Assign nexa barcode
oot 99110000045740]
Stotus | avalsblo | (@
ICmdiﬂon Good - |
Location | - Undafingd — ~
Budget Category [ oo ol | Other |
Date Acquired 11/13/2018 |-
| Purchase Price |

Furchase Order Humber

" = Raquingd Fiala

Copy Cotegories (7)

Notes (3) ® [-_m = ]
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D.T.M: REPLACE DAMAGED OR MISSING TEXTBOOK BARCODE LABELS

15. Destiny will take you to the Copies sub-tab for that title. Click the Show More link to

check for the last barcode in your added copies range.

-.O.ﬁ-ﬂl-.'-.lnf'{malm-g»\mln:- b -+ = u
| € c @ oF - follettdesting comyat L ¢ v @ o + n D@ =

Destiny Tutorials 5] LegOut (B Help

Integrated LibrangToxbook Suppert Sorvices (1113) £
Reports Back Office My Info R ]

_Catalog  Cwculalion

Teatbosk Search » “Creating Amarica: A History of the United States Beginnings Through Werid War 1%

| Texibok: Seareh
|

Hoywaal ()
| Resource Lists oz
| Tramsfar Testbaoks A Copy addid with barcode msgm..ls.s_’
| Update Coples Tiae Detans W Suppisments:
B Creating America: A History of the United States Beginnings Through World War 1 " AddCoples |

Badnarz, ot al.

Coples ot Integrated LibsaryTextbook Support Services | 1113) (Copies available: 1 of 9)

Statan Copioa

Aoalable 1 Showhicte ¥
Ins Teamsit ] Show Mode ¥

16. Apply the label(s) for the newly assigned barcode number to the copy (copies) from the
sheet of available barcode labels provided by Integrated Library & Textbook Support

Services.
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