FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

Destiny Library Manager™ allows full access users to create and print barcodes and
spine labels.

DESTINY#

Library Manager

In this tutorial you will learn how to:

e

Print barcode labels

&
&

%

e
&

Print spine labels

Requirements:

iz PCor MAC

i A web browser such as:

e Google Chrome &
e Internet Explorer O}

e Mozilla Firefox @

e Safari

i An Internet connection

£ Adobe Acrobat Reader 11.0 or later
% Alaserlet Printer

i Avery 5160 address labels

i DEMCO —14216170 spine labels

#  An LAUSD Single-Sign On
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

STEP 1: LOGIN TO DESTINY

1. Open aweb browser
e Google Chrome &

e Internet Explorer (2

e  Mozilla Firefox @

o Safari @

2. Inthe address bar, type the following URL and press the “Enter” key on the keyboard:

e http://lausd.follettdestiny.com

3. There are two (2) ways to find your school:

a. Inthe “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 to your school group (e.g. Middle School). Then, find and

click on your school’s link.

Q/Q Welgome to Los Angeles .. % | ==
» felettdestiny.com [ B 9 +F & =

Cosctusers. . ] Login
Waelcome 1o Los Angeles Unified School District
_ Search for Site Namo
>
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Elemantary Schools
Middls Schools
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— ]
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Special Schools .

AEWC Sites .

Districa Facilities *

Independent Charers .

On the school’s “Home” screen, click the “Log In” link located on the upper-right corner and
enter your username and password to login
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

STEP 2: BARCODE/SPINE LABELS REPORT

Prior to printing barcode labels, be sure to update “Adobe Reader” to the latest version (ex. Adobe Reader
DC) and print barcode labels on a LaserJet Printer NOT an inkjet printer. The recommended labels to use
in Destiny are:

e Avery 5160 — Address Labels
e (DEMCO) 14216170 Spine Labels

NOTE: Compatibility issues may occur with off-name brand labels. Example: Staples, Office Depot, etc.

Other stock label options can be found under the heading “Use label stock”

BARCODE LABELS

1. Click on the “Reports” tab located on the top navigation
2. Click on the “Library Reports” option located on the left side of the screen

3. Scroll down a bit and under the “Labels” section click on the “Barcode Labels” link

| FRe Edt Yiew Higtory Bockmssks Jesk Help = o %
Q) Libeary Reports X BB

i & @ folfettdestiny.com f f & a, ﬁ B 9 3 # =
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Home Catalog Circulation | e Myinfo

Libary Reporia

Wy Favontes

4 Catalog - Titles & Coples
Library Reports I

(Showmore )
Barcode Lists - identify used and unused copy barcodes. =t

| Pairon Reports
| Show Hore
| Rupart Buildor Bibliography - Create reading lists for cumculum or promolion (Eere=:
Report Managed Call Humber Roports - Identify copies that may be incomacily cataloged [__Showbsre |

Ruading Program Fapans - Identiy 12les with quizzes of possible purchases (Showhore )
Rapored Abuses - View raported abuses subrmittad by your patrons m—"""'-:
Shedf L - Lisl copeks in the order thivy should be shibved [ﬂj

Title & Copry List - List your eollection with optsanad copy detal MI

Veacng Log - List copies that wers weeded, deleted, of lanslared | Showilore )

VWish Lists - Viewthe wishes submited by your patrons, e More |
Circulation
Cutrent CheckeutsiFines - idantify or send motices to the patrons with checksutsfines, | _Sw More )

Holds
Helds - View ail curesrt holds and reserves. (_Seowiere )
Hold Notices - Prind or amas! ready hold notices Cetowiiore )

Inventory Control
Compieted brarichas - View the results of complelad swentolies lml

rogress Imentories - Repont oa imventonies that ae in-prograss. |—row Here |

@ Labels
— LT
Create new of réplacement cogry barcode labeds '1_9"""i]

[ showdore ]

Raeading Program Labels - Create new or replacement Reading Frogram Labets
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

4. To print an existing barcode, click on the “Used” sub tab or to print a new barcode, click on the
“Unused” sub tab

5. Fillin the required fields

6. Onthe “Use label stock” drop-down menu, select Avery white address labels (style 5160) from the
list

7. Click on the “Run Report” button

File Edit View History Bookmarks Tools Help

Q Print Copy Barcodes X |+

€ & | https:/lausd-playgr

nd follettdestiny.com/backoffice/serviet/pr
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Dr. Esther Sinofsky EL (2000) iLTSS Tutorials 3] logOut (@ Help
Home Catalog Circulation _Reports  Back Office My Info

Library Reports = Print Copy Barcodes

My Favorites —_\I
How do |
|L\brary Reports @ 0

- Used | Unused
Patron Reports

Report Builder Print unused library copy barcodes...

Report Manager Labels for each barcode
*Number of Barcodes
*Starting Barcode [Follett Classic]
on each label

Include

Use label stock |Avery white address labels {style 516
Avery white address labels (style 5160
Demco 14218050

. Sagebrush Laser 0370-00000001

Printer offset | |niversity 3-62450-16

Start on label

In addition to adjusting your printer offsets, you must also configure Adobe Reader so that your labels are properly aligned.
For assistance configuring Adobe Reader or the printer offsets, see Troubleshooting

@

*= Required Field

8. Onthe reports screen, click on the “Refresh List” to view the completed report

9. Once the report has completed, click on the “View” link

Q Report Manager X T4

€) Da ntps

ndl.follettdestiny.com/backe
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Home

Catalog  Circulation _Reports My Info

Library Reports = Print Copy Barcodes > Report Manager

My Favorites *\
Jobs:1-10f1 8/} Refresh List

| Library Reports

¥ Q Job Status -
Patron Reports O Unused Libra o
ry Copy Barcode Labels Completed WView i
o (10:21/2018 2:53 PM) 9 -
Report Builder
Jobs:1-10f1 Refresh List

Report Manager

Delete Jobs...

10. Download the file on to your desktop
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

SPINE LABELS

1. Click on the “Reports” tab located on the top navigation
2. Click on the “Library Reports” option located on the left side of the screen

3. Scroll down a bit and under the “Labels” section click on the “Spine/Pocket Labels” link

Fle [dit View Hglory Bookmadks Tools Help

0 Libwary Reports x T

| € & | htt folfettdestiny.com ' f =

Home Back Office My info

Libéary Repedti
ke Catalog — Titles & Coples
| Liteary Reports I . !
T Pakon Reporis Baceode Lists - idenfify used and unused copy barcodes Ao Moew ]
Roeport Bullder Bibhiography - Create reading lists for comicubsm or promoticn (_Showblere )
Roport Manage: Call Humbar Reports - Identify copias that may be incomectly cataloged (Chowmeee )

Roading Program Repods - identdy tdles wath quizzes or possible purchases. (_Showsiere |
.

Riporied Abuses - View reported abuses submitted by yous patmns N S o)

Shedf List - List copues in the ceder thiry should Be shebed r&J
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Lists - View the wishes submitted by yous patrons. \SPombere |
Circulation

T

Curent CheckoutsiFmes - identify o send nobces to the pations with checkoutsfnes. \ewter )

Holds
Holds - Visw all cureent holds and resenes S Here Shhow bore )
Held Notsces - Prind or amasl ready hold netices Cotowiicre )
Inventory Contral
Comgleted knvartones - View the resulta of completed imuntonies, | ShowMore |
e-Progress rmentones - Report on inventones that ate in-prograss ohow More )
Labels

Harcode Labals - Crente mew of replacemant copy barcods labels [ Showbore )

@\ Ruading Program Labels - Create naw of replacemsent Reading Program Labels | ShiowMore ]|

Craste new o replacement spinafpociket labels |__Show More )
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

4. Fillin the required fields
5. On the “Use label stock” drop-down menu, select DEMCO 5 by 11 — 14216170 (spine) from the list
6. Click on the “Run Report” button

Fle Lon Yhew Hipioey Bockmaki Ieoh g — a x|

Q) Create Spine/Pochet Labels > | 4

]
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Home Catalog Circulation _Repods  Back Office My Info

Li<aiy Reporls » Creade SpinePocked Labels

My Favortes
How o L ()
| Litwary Repons

Fation Repors Create spinelpocket labels...
Ragor Budder Sortby | Call Number
Rapor Manages Based on | List | Selected Lisk Feilam Excce
[ wewtisz ]
Examgle imes: §00 AM, 400 P
Coples Added From date E3 vime
Ta date B3 time
Use label stock | Demeo 5 by 11 - 14216170 [spine) I~]
Dermco 10 by 10 - 14216190 (spine) -

Start on labl | pemes 2 by 6 - 14971370 (spine/ pocket) -
? Do 5 by 10 - 14942270 (Sping) @
Frintor offsit | pemeo 5 by 10 - 14042370 {spine-vertical) /
B Deimco 5 by 11 - 14216170 (spine)
Call number font size TESnen S by 11 - 19216170 ( Spine-vernial)
Demcn 7 by 14 - 14217210 (spine)
Spine Labels |\ e 7 by 14 - 19217210 {spine-varneal)
Demco 7 by 14 - 14942230 {spine)
Demstn 7 by 14 = 14942230 (spine-vereal) o
| Demco & by 6 - 14218030 {spine) pe Troutieshoating
Demde & by & - 14218030 (spine-vertical)
Demco & by 7 - 14218020 {spine)
Demee DOLC 4 - 14216850 {spine/ pocket BCPS Custom)
Demon OOLC 4 - 14216850 (spine; pocket)
Demen Thies Acoss - 14216180 (spine) podiet)

Sagebrush Laser § by 5 - 0370-00000009 {spine)
N -y 5 by 6 - 9-62450-12 {spine)

Uriversty § by 6 - 9-62450-12 (spine-vertical)

Usitversity OCLC 4 - 342-5141 (spire/pocket) ~

In addition to adjusting you s that your labsls ame propérly alignaed.

7. Onthe reports screen, click on the “Refresh List” to view the completed report

8. Once the report has completed, click on the “View” link

Dr. Esther Sinofsky EL {2000) LTSS Tutorials BEllegCut (D Help

Home Catalog Circulation _Re Back Ofice My Info

Lk iy Repaeti » Create SpnePochel Label » Report Mansger

Wy Favontes

Jobei1-2ofd
|| Lrary Repoets
|| ¥ Q Job
Paon Reports 0O SpnaPockel Labols .
Ropon Busider
| O Unused Library Copy Barcode Labals ﬁ

| Repor Manager

9. Download the file on to your desktop

STEP 2: PRINT BARCODE/SPINE LABELS
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FULL ACCESS: ALIGN & PRINT LIBRARY BARCODE LABELS IN DESTINY

To insure proper label alignment, disable the page handling options on the Print dialog of Adobe Reader:

1. Double-click on the file to open it in Adobe Reader

2. Click the “Print” button

3. Onthe Print dialog box, change the following settings:
a. Set “Page Scaling” to None or Actual Size.
b. Clear the “Choose Paper Source by PDF page size” check box.
c. Insure “Orientation” is on Auto Portrait/landscape.

d. Click on the “Print” button at the bottom-right of the print dialog box.
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NOTE: If the label alignment issue still persists, please contact or open a Destiny Helpdesk ticket for further
assistance.
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