
Overdue Materials Reports & Notices 

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

What’s the difference? 

Overdue/Checkout Reports Overdue/Checkout Notices 

●​ Reports list all books checked 
out/overdue in a PDF or Excel file 

○​ For the whole school OR 
○​ By homeroom 

●​ They can be great for teachers to 
reference in helping you get back 
books 

 

●​ Notices list a single child’s or 
teacher’s checkouts 

●​ Includes a space for a customized 
message 

●​ Can be sent home multiple ways 
○​ Via email to students and/or 

their parents 
○​ Via backpacks as printed 

notices 
●​ Printed notices can be run 1, 2, or 4 to 

a page 

 

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

 

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. 

 
 

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: 

How to run reports for students by homeroom: 



 

 
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. 



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

later. 
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