DESTINY - CIRCULATION DESK INSTRUCTIONS
►Circulation Desk Login:
1. Computer username: library1
2. Computer password: destiny
3. Choose Destiny icon.

4. Log in (Click button in top right corner of screen.)

5. Destiny User name: _________
6. Destiny Password: __________
►To Check In Books:

1. Click on the Circulation tab (top menu bar)
2. Choose Check In tab (left menu bar-2nd choice)
3. Scan book barcode only
4. Place book on cart/in return bin/__________
►To Print a Class List of Books Still Checked Out:

1. In Destiny, select Reports (top menu bar)

2. My Favorites

3. Find the “Class Name Checkout List” in the Favorites list

4. Click “Run Report”

5. Click “Refresh (List)”

6. Click “View”

7. If you want to print the list…File-Print-OK

►To Check Out Books:

1. Click on the Circulation tab (top menu bar)
2. Click Check Out tab (left menu bar-1st choice; This is the default.)
3. Scan student barcode on class list in Circulation Desk binder
4. Scan book barcode for each book

►To Print Overdue Notices for a Class:

Follow the procedure above for printing a list of checked out books, but choose “Class Name Overdue Notices” from the list of Favorites.
