
 
Checking Books In ​ (view video tutorial here) 
 

1.​ Grab one of the “catalog” chromebooks (it will say Library Kiosk) on it. 
  

2.​ Remove the black scanner and cord from the circulation desk PC (on the blue counter) and plug it into 
the chromebook.  

 
3.​ The chromebook should be on this screen. Choose our school from the list.  

 
 

4.​ Click on “Back Office” (along the top) 

 
 

5.​ Click “Login” (top right corner) 

 
 

6.​ On the right side of the screen, where it says “ Log in using your Destiny account,” use the volunteer 
login credentials provided by Ms. Aubrey. 

https://drive.google.com/file/d/1sz7aZCVNs_doBo1LRgnNa5TUfbO0F0es/view?usp=sharing


 
 

7.​ Click on “Circulation” (along the top) 

 
 

8.​ Click “Check in” (left side) 

 
 

9.​ Begin scanning books. Go slowly and look up after each one to ensure that each is scanned before the 
next. The cursor must be in the “Find” field or the book will not be accounted for. Watch for messages 
and dismiss before continuing. Caution: the scanner MAY make a sound even if it hasn’t been checked 
in. 

 
 

10.​Common Error Messages:  
a.​ Book on Hold. Set book aside, click OK. Later, grab a hold bookmark (top drawer of circ desk). 

Complete it and put the book on the hold shelf for the appropriate grade.  
b.​ Book had been marked Lost = OK. No further action needed.  
c.​ Patron status was inactive = OK. No further action needed.  

 



Shelving 
 
Please watch this video to get oriented to the layout of the library.  
 
 
Adding Sublocations to Destiny Records 
 
 
1. Login to Destiny Discover. 
 
2. Select Catalog (top tabs). 
 
3. Select Update Copies (left menu). 
 
4. Select Batch Update (upper sub-tabs). 
 
5. From the first (leftmost) dropdown menu, select Change Sublocation to: 
 
6. From the second (rightmost) dropdown menu, select the appropriate Sublocation. 
​  

For example: 
- for Everybody (picture) books about Activism, select E Activism 

​ - for Chapter books in the red section, select CHAP Red 
 
7. Click in the field next to Create a barcode list.  
 
8. Begin scanning barcodes, ensuring that they are generating a list. 
 
9. When finished, click Update at the bottom of the screen.  

 

https://drive.google.com/file/d/1IX2HUia0EduCdM6HntIu4MFZN73yrc3Z/view?usp=sharing


 
 
10. To scan a new batch, find the breadcrumb (not the browser’s back button) at the top to return to the 
previous screen.  
 
 

 
 
11. Repeat the steps above.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Processing ADDs (New Books) 

 
1.​ You’ll find the necessary Processing supplies behind the circulation desk (blue counter) in a basket 

near the window. It should contain barcodes, clear label covers, a school property stamp and property 
labels. 

 
2.​ Property stamp the inside front cover of the book near the bottom.  

a.​ If there is a book jacket in the way, stamp vertically closer to the spine.  
b.​ If the endpapers are glossy or too dark for a stamp to be visible, use a label with the property 

stamp already printed on it.  

 
3.​ Add a barcode label to the upper left corner of the front cover.  

a.​ Place it parallel to the spine (vertically). Place it at least ¼” from the 
crease created when the book opens. If it’s obscuring the title, you can 
slide it down toward the middle, keeping it near  the spine. If you’re not 
sure, just set it aside.  

b.​ Place a clean label cover over it, ensuring that the label cover does 
not cover that crease.  

 
 
 
 
 

4.​ If I’ve already printed spine labels, they’ll be tucked inside the first book in the pile.   
a.​ Place the spine label about ¼” from the bottom of the spine to allow room for the label cover.  
b.​ If the spine is thin, please place the label in the lower right corner of the front cover.   
c.​ Cover with either a clear label cover (English titles) or purple label cover (for Spanish). 

 



 
 

Library Cards 
 

1.​ Please help put these out before each class arrives.  
a.​ These are located in the card catalog drawers behind the circulation desk. Tuesday is the 

leftmost drawer; to the right are the cards for Thursday and Friday.  
b.​ If there are seat assignments handwritten on the cards, those need to be put on the tables in the 

appropriate places. If they’re blank, please spread them out on the circ desk.  
c.​ Collect all cards as classes leave, rubber band, and return them to the appropriate basket. ​  

i.​ If they have seat assignments, please reorganize them in ascending order by table and 
seat number. (T1 S1, T1, S2…T2, S1, T2, S2….) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Adding New Books to the Catalog 

 
1.​ In Destiny, go to Catalog 
2.​ Select Number along the top. 
3.​ Find: ISBN   
4.​ Location: Portland Public Schools  
5.​ Scan the barcode on the BACK of the book. 

6.​ Click the Add Copies button 
7.​ Scan the barcode on the FRONT of the book (Glencoe Library 31168….) 
8.​ Click inside the Call Number box and enter info from spine label 
9.​ Enter purchase price (on back cover or inside front cover) 
10.​ Click Save Copies button 

 



 


