Overdue Materials Reports & Notices

e More of a Video Learner? Watch Maegan's Loom or Destiny’s Tutorial
e Keep Scrolling for Text Directions with Screenshots

What's the difference?

Overdue/Checkout Reports Overdue/Checkout Notices
e Reports list all books checked e Notices list a single child’s or
out/overdue in a PDF or Excel file teacher’s checkouts
o For the whole school OR e Includes a space for a customized
o By homeroom message
e They can be great for teachers to e Can be sent home multiple ways
reference in helping you get back o Via email to students and/or
books their parents
. o Via backpacks as printed
G e e S notices
T e S Hawws S e Printed notices can be run 1, 2, or 4 to
R a page

B~

72612022 EWIL 3000760003028 Iwill surprise my friend!

- Barcode: (D

71202022 FICSTI  30007600002342 P . My best friend is invisible
Notice: Overdue Materials.
Dear QD

The following items are overdue. Please return them as soon as possible.

Library Materials

Due Cal Num. Barcode Tie Est Fine
anvi2022 SFICROT  30007770001267 Quien me arfopara esla

noche?

12002022 SFRA-F 973007B0B467T2 % Sally, la Divertida

2 ltems Overdue

Getting Started

1. In Classic Destiny, click Reports>Current Checkouts/Fines.
2. Scroll to the bottom and make your selections.

Library materisl from 2013-2014 school year W04 T 30 P

Est up & new repor of stoe

Show B Checked OutiCvendue Material .
ehe B Wil only pull books that are averdue - good for looking for books at BOY

® L0 ghat are curantly overdus e
That are | overdue by w | [1 o days (1) +—— Can pull overdue books fram a certain point in ime
That are dus from |922/3022 M e w2300 M (T =— Can pull books that ware dug in the past or will be dua in the fulure

Al hal are checksd oul  —— Wil rapart all books that are checked aul - good for giving leachers a snapshol

Rescurces Assignad to 8 Custodian

Unpaid Library Fines Uncheck Ihasa - wa dan'l charge finas far books and Chromebooks are na
Unpald Rasaurce Finas. longer in Resource Manager

Unpaid Patron Fimes !

Format @ Repor - Output | POF

- . i b frrrn: '
Ermail 1o Homarsoms Selact which farmal you'd like
Nofices ~ Language. | English


https://www.loom.com/share/a686a6c9b7e64a74a99f220aec1ac69c
https://players.brightcove.net/1464976798001/rJf31dMfQ_default/index.html?videoId=5212777143001

3. Click Continue.
4. Select your Limits to include the information you want.

1. Format 2. Lirmit
Cemrdoe Aabgred Ve as L orpad Fres Resart
Limdt the results to...

Active pulls only current studenls ——w Swtus g Active
My Patrons All Patron Types [ Update | [+]

Inactive
Graduating In | 2022 Rastricted
Also Include Patrons of other sites that have my materals and'or that owe fines o Emerson Elementary School (7)
My Materials Library - A8 Cireulation Types | Update ] Uncheck all unless you want a report on what books your students have from

other libraries
Raesources |
All Resource Types [ 4 ]

Also Include The materlals my patrong have andlor the fines they owe that belong to other sites in the district (F)

Contimur

5. Click Continue.
6. Select the appropriate directions from below based on the type of product you’'d like to

run:
a. Reports
b. Notices

Running Overdue/Checked Out Reports

1. In the Details section, make your selections. See below.

How to run reports for just teachers:

1. Format 2. Limit 3. Details

Overtie ( Assgned Maserak & Unpas Snes Sepon

Select & Sortby [ Homeroom «| from | Any Homeroom + | to | Any Homeroom A

Start a new page for each group 1&\; If you want printouts for each teacher, selact this way

. E 's cf its owi
Also Display... Start a new page for each group so each teacher's class is on its own page

Title Info ( Title for library materials
Cover image helps with identification

Cover image a—ﬁ Price not necessary since we don't charge fines

Price of checked outfoverdue matedals
Patron Info [ Barcode

Phone number

Subtotal items/fines for each pairon

Grade Level w

Homeroom  w

(o

How to run reports for students by homeroom:



Select & Sortby [Hymergom v | from [Koratko, Cynthia E v | to [Ms. Wittman v

[ Start a new page for each group

Select the first and last teacher in alphabetical order to capture all homerooms.

2. Click Run Report. You can Save Setup if you want to be able to run this report again
later.

Running Overdue/Checked Out Notices

1. In the Details section, make your selections. See below.

1. Format 2. Limit 3, Details

Overdul | ARRgres Vanenais & Ungaee Findstotoes

Select & Sort by [Patron Nama w | from to |

Distributed @ internally @ Intemally means printed and distributed
| Mallad Mailed creates a mailing label (not often usad)

Via email sends an electronic copy
'Via amall - Provide sender information

Display name | school library name

Emall |Iibrary@mudimn k12 wius @ @

Send To [ MMSD Student smail

|| Parant amail
CEmall 3 At elementary, often student & parent are selected
At secondary, often just the student is selected
_JEmall 4
[_IEmall 5
Page layout | Print 1 notice per page v | —_—
For printed copies, select if you want 1, 2, or 4 notices per
Message Dear Patron's Nama page

Perzonalize your message to make it sound friendly!

The follewing ltems are overdue. Ple“E‘_..--"“‘fHHCIiCk Address Label if you're mailing them
return them as soon as possible.

Address Label [ To the Parent or Guardian of Patron's Name
Also Display...

Tite Info Title for library materials Cover image helps with identification
Price not necessary since we don't charge fines
Cover image

[ Price of checked outioverdue materials
Patron Info [ Barcode
[ Phone numbar

| Grade Laval w
I/ Homeraam w

Save Setup




2. Click Run Report. You can Save Setup if you want to be able to run this report again
later.
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