Directions for Using Destiny

This is the icon on the desktop to access the Circulation Desk.
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The main home screen is below. In the top right corner there is a login button. Click on

it to login. After 30 minutes of inactivity, the program will ask you to login with password
again.
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Here is the login screen. Your username is jecmsub and you will find your password in
the sub folder from the office.
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After logging in you will see this screen. Notice the top right corner has LMS Substitute
showing. This indicates that you are logged into the program. While in the program you
have access to the Catalog and Circulation. Please do not enter the Back Office tab.
The Library Search and Visual Search options should be self-explanatory. They are
similar to the Follett OPAC used previously.
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For circulation, click on the Circulation tab and you will see the following screen. Type
in the patron’s last name and click find patron or enter. If you don’t know how to spell

the entire name you can do the first few letters with this symbol (*) following it and you
will get more options.
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The patron names will be blue. Click the name to retrieve the record.
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Below is a sample of a patron record. Students are only allowed to have 2 books at a
time and one magazine. To check out books you just need to scan the barcode on the
book. For a magazine you will click the “add title’
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The following screen will appear. Scan the barcode, type the title & date of the
magazine, enter $2.50 for the price, and select “Serial” for material type. Then click
save.
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Now you will have to change the date since magazines may be only checked out for
one night. To the right of the due date for this item, there is a calendar icon. Click on
this icon.
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On this screen, choose selected date and be sure to select the option “for this item.”
Using the arrows on the calendar, select the month and choose the next school day for
the due date. Then click save. After each patron, please click on the reset button on
the bottom left of the screen.
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For check-in or renew, choose the tab in the left column and scan the barcode on the
book.
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Please look for holds when checking in books. See below for an example of the screen.
If a book is on hold, put a post-it note on the cover with the student’'s name and | will
take care of it when | return. If you have any other questions, use the help feature or
click on the question mark to find the answer.
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