Destiny Resource Manager allows users with limited and full access to
FOI Iett generate reports used to identify students with checked-out items,
Destiny Resource Manager  overdue items, and/or outstanding fines.

In this tutorial you will learn how to:
e Generate various reports used to identify students with checked-out items, overdue items, and/or
outstanding fines.

e The reports include:
o An Excel Spreadsheet Page 3
o Email to Homerooms (A PDF is sent to homeroom teachers listing their students with

checked-out items, overdue items, and/or outstanding fines.) Page 6

o Notices (to be printed and given to patrons) Page 9
o Email Notices (emailed directly to patrons via Destiny) Page 12

Requirements:
e PC or Mac
e A web browser such as:
* Google Chrome &
* Mogzilla Firefox @
»  Safari @

e Limited or full access to Destiny Resource Manager
e An Internet connection
e An LAUSD Single-Sign-On (SSO)
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LOG IN TO DESTINY

1. Open a web browser

2. Inthe address bar, type the following URL: http://lausd.follettdestiny.com
3. Clickon Login

Lag in {E‘l
District Home
Sites Directory @
Q
Early Educatlon Cantors (87) Adult School (2) Primary Canters (19)
Ath Street EEC (1944001) BELMONT dth St PC [1357401)
24th Streat EEC (1957004) E Manliod Evana Cormrmusraty Adklt inacer PFC (1643601
Z8th Sireet EEC (1 Bakewsll PC (402001)
36th Strest EEC (1956601) Escutia PC (1322001)
37th Streat EEC (1059301) Garza PC {1342607)
BEth Swreet EEC (1256301) Hooper fve PC (WM57807)
75th Strest EEC (1855801) Jones PC (EEN2010
851h Streat EEC (1853801) Lalayette Park PC (1254301
gth Strest EEC (1853001) Lak= 31 Primary (1238301}
102nd Street EEC {1854501) i
NZth Street EEC (1954601) Maple PC (1722001
Elamantary Schools (652) Middle Schoots (175) High Schooks (238)

Select the LAUSD Faculty/Staff SSO to login. Enter your full LAUSD email (e.g. jane.doe@lausd.net)
and password to log in. Note: If you are logged in to your LAUSD email, clicking on the LAUSD
Faculty/Staff SSO, will automatically log you into Destiny.

Individuals granted access to Destiny for a specific site(s) or District level access and assigned a
specific User Name and Password, use the Destiny account log in on the right.

Log into Follett

Los Angeles Unified School District

p LAUSD Faculty/Staff SSO Username

p LAUSD Student S50

Password
p LAUSD District Staff §50 ®

Forgot your password? Recover password
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GENERATING AN EXCEL SPREADSHEET

1. Click on the Reports tab.
2. Click on the Patron Reports option.
3. Under the Circulation section, click on the Current Checkout/Fines report.

Goge MS (1B15101) #f BackOfice v [\  OSCAR @
@ . Circulation
" Checked In Matariass - identéy or send notces to patrons confimming that materials wers checked in. oo e
Catalog
.‘_' Circulation e Currgrt Checkouts/Fines - idently or send nofioes to the patrons with chockouts/Sngs. _ ShewMore |
| % Reports . Fie History - View ine payments nd refunds for a paricular Eme frame, ' now More |
My Fevoring Ovardue Malerials - List overdue copiés in the order they should be sheived. s ore |
Libwary Raports Patron Lisis
| Patron Reports
ik Buweode Lists - kientity used and unused patron barcodes, | hom More
QustomBaports ™~ R
Erviched Resorts Pation Names - List all your palrong. |\ Show Mare
Raport Manager Statistics

4. Under the Setup a newreportor notice, inthe Show section, select the radio button for All

that are checked out (NOTE: You have the option to customize the report by selecting any of
the other options. However, this tutorial will show how to generate a report that will include

students with items checked out and overdue as well as students with outstanding fines).

5. Check the radio button for UnpaidResource Fines.

6. Inthe Formatsection, select the radio button for Report—Output and use the drop-down
menu to select MicrosoftExcel.

7. Click on Continue.

1. Format

Show B checked Out/Overdue Materials

All that are currently overdue

L ' That are :_m.rerdue by ~ | to| days @
() That are due from to | @

@) Al that are checked out
|| Resources Assigned to a Custodian
Unpaid Resource Fines
| Unpaid Patron Fines @

| |unpaid Resource Fees

Format g Roport -- Qutput| Microsoft Excel ~

ail to Homerooms
_ Notices —- Language: English ~
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8. Click on Update for All Patron Types. From the options, check the box for the patron types you
want to include. Then, click on OK.

9. For Status, only check Active.

10. Leave the box for Graduating in unchecked.

11. Leave the box unchecked for Patrons of other sites that have my resource materials and/or
that owe fines...

12. Check the box for Resources. Then click on Update. In the first row, click on the button Clear
All. Then check the box for Textbooks and Adopted and Approved. Click on OK at the bottom
of the page.

13. Check the box for The resources materials my patrons have and/or the fines they owe that
belong to other sites in the District.

14. Click Continue.

1. Format 2. Limit
Chacked Qut / Overdue Materals & Unpaid Fines Report

Limit the results to...

_ My Locations/Departments o
@® My Patrons

p . Status Active
All Patron Types l Update | ;

Inactive

% Graduating in | 2026 | Restricted
Also Includ Patrons of other sites that have my resource materials and/or that owe fines to Gage MS (1815101). @

| Update

Also Include The resource materials my patrons have and/or the fines they owe that belong to other sites in the district. |f_?}

@/ =2

My Materials [ Resources All Resource Types
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15. For Select & Sort by, use the drop-down menu to select how you want the data sorted. You can
choose between Patron Name, Grade Level, and Homeroom. Itis recommended to sort by
Homeroom.

16. If you want a specific Patron Name, Grade Level, or Homeroom, use the From and to drop-down
menus to specify one or a range.

17. Check the appropriate boxes for the information you want displayed on the report.

18. Click on Run Report. You will be taken to the Job Manager. Once the status shows completed,
you can click on the View link to access the report.

NOTE: If you choose to save the report, click on Save Setup. You will be prompted to name the
report in the Save As field. After naming your report, you can either click on Save Setup or Save
& Run.

1. Format 2. Limit 3. Details
Checked Out / Overdue Materials & Unpaid Fines Report

Select & Sort by A

v | from | Any Homeroom v | to Any Homeroom v
Also Display...
'_
Resource Infd [ Price of checked out/overdue materials @ (__Selectan ]
Patron Infq ¥ Barcode | Clearall
@ = 4 Phone number
Grade Level v @
Homeroom v
Y
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GENERATING AN EMAIL TO HOMEROOMS (When using this feature, it is recommended you first inform
teachers and ask if they are willing to receive this email and inform the students of their outstanding
materials and or fines.)

1. Click on the Reports tab.
2. Click on the Patron Reports option.
3. Under the Circulation section, click on the Current Checkout/Fines report.

Goge M5 (1915107) 8 sackoOfice v [} 0sCAR (2)
@ : Circulation
M Catalog v Checked In Maariais - idenify or send nolces o paivons confinming fhal materials weve checked in. s Mare_J
: Circulation o Cumart CheckoutsFines - idently or send noices io the patrong with checkouls/Sngs. _ ShowMore |
| % Reports . Fife History - Vies fine payments 8nd rehinds for & paricular Eme frame, —ow Mofe |
My Foeries Ovardoe Materials « List overdue copies in the order they should be sheved, o ot
Libvary Raports Patron Lisis
| Potron Reports
Bavcoco Lists - Wentily used and ursed patron barcodes, | — o MOTE

QustomBeperts »

Erviched Reparts Patran Names - List all your paivong, L Show Mose

Ruport Managir Statistics

4. Under the Set up a new report or notice, in the Show section, select the radio button for All
that are checked out (NOTE: You have the option to customize the report by selecting any of
the other options, however, this tutorial will show how to generate a report that will include
students with items checked out and overdue as well as students with outstanding fines.)

5. Check Unpaid Resource Fines.

For Format, select the radio button for Email to Homerooms.

7. Click on Continue.

o

1. Format

Show Checked Out/Overdue Materials

‘Al that are currently overdue

'That are overdue by ~ |to | days @
'That are due from | i Bl 1o | @
@) All that are checked out
| Resources Assigned to a Custodian
Unpaid Resource Fines
Unpaid Patron Fines @

e Unpaid Resource Fees

Format . Report -- Output PDF ~

®) Email to Homerocoms

Notices -- Language: | English ~ / :
Continue
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8. Click on Update and check the box(es) for the patron types you want to include. Then click

on OK.
9. For Status, only check the box for Active.
10. Leave the box for Graduating in unchecked.

11. Leave the box unchecked for Patrons of other sites that have my resource materials and/or

that owe fines...

12. Check the box for Resources. Then click on Update. In the first row, click on the button Clear
All. Then check the box for Textbooks and Adopted and Approved. Click on OK at the bottom

of the page.

13. Check the box for The resource materials my patrons have and/or the fines they owe that

belong to other sites in the District.
14. Click Continue.

1. Format 2. Limit

Checked Out / Overdue Materials & Unpaid Fines Report

Limit the results to...

_ My Locations/Departments o
® My Patrons

) e ..
All Patron Types[ Update | :

Inactive

@\ Graduating in 2026 | Restricted
Also Includ Patrons gf other sites that have my resource materials and/or that owe fines to Gage MS (1815101). @

| Update

Also Include The resource materials my patrons have andlor the fines they owe that belong to other sites in the district. (3)

@/ (o)

My Materials
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15. To include all homerooms, skip this step. Otherwise, click on the Update button to select
the specific homerooms you want to send an email to and then scroll down and click OK.

16. By default, the Display name (sender name) will be Destiny. This name will be displayed on
the email received by the homeroom teachers. You have the option to change this to

whatever name you want displayed.

17. By default, the email displayed will be do_not_reply@follett.com (this prevents recipients
from replying to the email). You have an option to change this to include your email, if you
are willing to receive replies. It is recommended to leave the default email.

18. Check the appropriate boxes for the information you want displayed on the report.

19. Click on Run Report. You will be taken to the Job Manager to view a summary of the emails
sent.

NOTE: If you choose to save the report, click on Save Setup. You will be prompted to name
the report in the Save As field. After naming your report, you can either click on Save Setup
or Save & Run.

1. Format 2. Limit 3. Details
Checked Out / Overdue Materials & Unpaid Fines Notices

Send To Al Homerooms
Update |

Display name | Destiny

N (7
Reply To Email Test Email o/
do_not_reply@follett.com
Also Display...
a—
Resource Infg Price of checked out/overdue materials (__selectan )
Patron Infd Barcode I’ Clearall |

Phone number
Subtotal items/fines for each patron

Grade Level v @
Homeroom v
———

s
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GENERATING NOTICES (These are meant to be printed and given to patrons or sent to parents).

1. Click on the Reports tab.
2. Click on the Patron Reports option.
3. Under the Circulation section, click on the Current Checkout/Fines report.

Gage MS (8I5107) v B Backoffice v [\  08CAR (3)

o H Circulation
B Catalog v Chacked In Matarias - idenify or send naices 1o patrons confinming thal materials wera checkad in L—Srom Mare_J
2 Circulation e Currgrt Checkouts/Fines - idently or send nofioes to the patrons with checkouts/Snes. e B
| # Reports = Fine Hisiory - View fine payments and refands lor & particuler me frame, oo wore |
My Favrites Ovardue Maleriais - List overdue cophes in the order they should be sheived. '—om ore_|
Litwary Raports Patron Lisls
| Patron Reports
Barcoc Lists - Kientlly used and unused patron barcodes, | —om More

CustomBeperts >~ ——

Erviched Reports Pation Names - List all your patrong. | More

Rapart Manager Statistics

4. Under the Set up a new report or notice, in the Show section, select the radio button for All

that are checked out (NOTE: You have the option to customize the report by selecting any of
the other options. However, this tutorial will show how to generate a report that will include

students with items checked out and overdue as well as students with outstanding fines.)
5. Check Unpaid Resource Fines.
6. For Format, select the radio button Notices — Language and use the drop-down menu to
select the language to be used: English, Spanish, or French.
7. Click on Continue.

1. Format

Show B3 checked Out/Overdue Materials

' _'All that are currently overdue

'__'That are overdue by ~ Ito !days@
_'That are due from to | @

@) All that are checked out
Resources Assigned to a Custodian
Unpaid Resource Fines
!Unpaid Patron Fines @

Unpaid Resource Fees

Format — geoort -- Output| PDF v

Email to Homerooms
@) Notices - Language: I-Englis_h S
o
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8. Click on Update and check the box for the patron types you want to include. Then click on OK.

9. For Status, only check the box for Active.

10. Leave the box for Graduating in unchecked.

11. Leave the box unchecked for Patrons of other sites that have my resource materials and/or
thatowe fines...

12. Check the box for Resources. Then click on Update. In the first row, click on the button Clear
All. Then check the box for Textbooks and Adopted and Approved. Click on OK at the bottom
of the page.

13. Check the box for The resource materials my patrons have and/or the fines they owe that
belong to other sites in the District.
14. Click Continue.

1. Format 2. Limit
Chacked Qut / Overdus Materials & Unpaid Fines Report

Limit the results to...

_ My Locations/Departments o
® My Patrons

Inactive

@\ Graduating in| 2026 | Restricted
Also Includ Patrons gf other sites that have my resource materials and/or that owe fines to Gage MS (1815101). @

| Update

Also Include The resource materials my patrons have and/or the fines they owe that belong to other sites in the district. (3)

@/ =)

R Status @ Active
All Patron Typas[ Update | !

My Materials
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15. For Select & Sort by, use the drop-down menu to select how you want the data sorted. You
can choose between Patron Name, Grade Level, and Homeroom.

16. If you want a specific Patron Name, Grade Level, or Homeroom, use the From and to drop-
down menus to specify one or a range.

17. Select the radio button for Internally.

18. ForPage layout, usethedrop-down menu to select to print one, two, or four notices
(students) per page. One ortwois recommended.

19. Inthe Message field, the default greeting is Dear, this canbe changed.

20. The message box should include something generic since the messagewill begoingoutto
various individuals who fit the criteria selected. (For example: The following itemsneed to be
returned and/or fines are due. Please return theitems and/or pay the fines as soon as possible.)

21. ChecktheboxforAddress Label, Tothe Parentor Guardian of: Patron’s Name

22. Use this drop-down menu to select how to refer to the patron.

23. Check the box(es) for the information you would like the report to display.

24. Clickon Run Notices. Youwill betaken totheJob Manager. Once the status shows completed,
click on View to access the report. NOTE: If you choose to save the report, click on Save
Setup. You will beprompted to name the reportinthe SaveAs field. Then after naming your
report, you can either click on SaveSetup or Run Notices.

Select & SortbY ' tron Name v | from | to

Distributed Q'Inlsrnally'z' \‘9
@ s (©

Via email - Provide sender information
Display name | Destiny
Reply To Email |do_not_reply@follett.com (IS

Send To [_| Student Email
Faculty/Staff Email

|_ Parent Email

@ Emall 4
| Email 5
Page layout | b0 4 notice per page v @
Message:

Salutation Dear | Patron's full name v |

The following materials need to be X@

returned and/or fines need to be paid.
Please return them and/or pay the fines
as soon as possible.

Address Label [ To the Parent or Guardian of: Patron's Name

Also Display...
p,
Resource Infd [ Price of checked out/overdue materials
Patron Infg Barcode

Phone number
@ —=< [ subtotal items/fines for each patron

| Grade Level v

| Homeroom v
—
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GENERATING EMAIL NOTICES (When using this feature, it is recommended you first inform patrons that
they may be receiving an email and if they do, express your expectations of what needs to be done.)

1. Click on the Reports tab.
2. Click on the Patron Reports option.
3. Under the Circulation section, click on the Current Checkout/Fines report.

Gage MS (1B1SI01) v Hi BackOffice ~ [\  OSCAR ®
for H Circulation
I Catalog v Chacked In Materials - dentfy or send nolices 1o parons confinming thal malerials wers checkad in. | S== Hare |
.—_' Circulation g Current CheckoutsFines - idently or send nolioes to the patrons with chockouls/Snes. _ Swwhore |
I ﬂi R'G‘FIOFTS A Fine History - View fine payments and refunds lor & particular me frame. l ﬂ'— }
My Favoies Ovardua Malerials - List overdue cophes in the order they should be sheived. ' ——om ore |
Libwary Raports Patron Lisis
| Patron Reports
Bueroce Lists - identity used and unused patron barcodes, | ohow More

Custom Reports ——

Enviched Rearts Pairon Names - List ail your palrons. |\ ow More

Report Manager Statistics

4. Under the Set up a new report or notice, in the Show section, select the radio button for All

that are checked out (NOTE: You have the option to customize your results by selecting any of
the other options. However, this tutorial will show how to generate a report that will include

students with items checked out and overdue as well as students with outstanding fines.)
5. Check Unpaid Resource Fines.
6. For Format, select the radio button Notices — Language and use the drop-down menu to
select the language to be used: English, Spanish, or French.
7. Click on Continue.

1. Format

Show B checked OutOverdue Materials

\_ ' All that are currently overdue

'_'That are overdue by ~ | I!o !days @
(' That are due from to @

@ All that are checked out
Resources Assigned to a Custodian
Unpaid Resource Fines
Unpaid Patron Fines @
Unpaid Resource Fees

Format  — peport - Output| POF v~

! Email to Homerooms
@ Notices -- Language: | English  ~
‘@f'
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8. Click on Update and check the box for the patron types you want to include. Then click on OK.

9. For Status, only check the box for Active.

10. Leave the box for Graduating in unchecked.

11. Leave the box unchecked for Patrons of other sites thathave myresource materialsand/or
thatowefines...

12. Check the box for Resources. Then click Update. In the first row, click on the button Clear All.
Then check the box for Textbooks and Adopted and Approved. Click on OK at the bottom of
the page.

13. Check the box for The resource materials my patrons haveand/or thefines they owe that
belong to other sites in the District.
14. Click Continue.

1. Format 2. Limit

Checked Out / Overdue Materials & Unpaid Fines Report

Limit the results to...

_ My Locations/Departments o
@ My Patrons

Status Active

Inactive

@\ Graduating in 2026 | Restricted
Also Includ Patrons af other sites that have my resource materials and/or that owe fines to Gage MS (1815101). (3)

| Update

Also Include The resource materials my patrons have and/or the fines they owe that belong to other sites in the district. (7)

@/ o)

@ All Patron Typas[ Update |

My Materials Resources All Resource Types

5/2026 - Library & Textbook Support (LTS) Page 13



15.
16.
17.

18.

19.

20.
21.

22.

23.

24,
25.
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For Select & Sort by, leave the drop-down menu at Patron Name and the From and to fields blank.
For Distributed, select the radio button for Via email — Provide sender information

By default, the Display name (sender name) will be Destiny. This name will be displayed on the
email received by the patrons. You have the option to change this to whatever name you want.

By default, the Email displayed will be do_not_reply@follett.com (this prevents recipients from
replying to the email.) You have an option to change this to include your email, if you are willing to

receive replies. It is recommended to leave the default email.

For Send To, check the appropriate box(es) depending whom you intend the email the notices to
go to; Student Email, Faculty/Staff Email, and/or Parent Email.

In the Message field, the default greeting is Dear, this can be changed.

The message box should include something generic since the message will be going out to various
individuals. (For example: The following items need to be returned and/or fines are due. Please
return the items and/or pay the fines as soon as possible.)

Use this drop-down menu to select how to refer to the patron.

Check the box for To the Parent or Guardian of : Patron's Name.

Check the box(es) for the information you want displayed in the email.
Click on Run Notices. You will be taken to the Job Manager to view the job summary. NOTE: If you

choose to save the report, click on Save Setup. You will be prompted to name the report in the
Save As field. IMPORTANT — DO NOT SCHEDULE THE REPORT. After naming the report, you can
either click on Save Setup or Run Notices.

Select & Sort by (T iron Name v | from to |

Distributed Internally (2

Mailed

@) Via emalil - Provide sender information

: Display name |Destiny

Reply To Email |do_not_reply@follett.com | Test Email ]

|| Student Email

®

Faculty/Staff Email

Parent Email

[ Email 4
Email 5
Page layout | it 1 notice per page v | @
Message:
Salutation .Dear e j -Patron's full name -

@-\ The following items need to be returned
and/or fines are due. Please return the
items and/or pay the fines as soon as
possible. il
Address Label To the Parent or Guardian of: Patron's Name

Also Dispiay...
—
Resource Infp Price of checked out/overdue materials

Patron Infp Barcode

FPhone number

®—< Subtotal items/ffines for each patron

| Grade Level v | @

Homeroom v |
S
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