2018 Destiny Beginning-of-Year Checklist
CCSD Library Media Education Department
	CHECK
	DESCRIPTION
	DUE DATE

	ACCESS to DESTINY

	
	LM Specialist Verification Form has been updated/corrected and returned to Library Media Education Department  

	8/4

	
	LM Parapro Verification Form has been updated/corrected and returned to Library Media Education Department  

	8/4

	
	Verify Destiny xxxCirc password is working; notify Beverly Myers if you want/need the password changed  

	8/11

	
	Verify Destiny Remote is on the Desktop for the xxxCirc Desk user  

	8/11

	
	Verify Destiny is on the Windows desktop for Faculty users  

	8/11

	
	Verify Destiny is on the Windows desktop for Student users  

	8/11

	
	Open Destiny as a guest/student and verify Destiny default page is working as expected (Quest, Home Page, or Catalog) 
Notify Beverly Myers if changes need to be made.

	8/11

	
	Open Destiny as a guest/student and verify that the Destiny Home Page status is as expected (ON or OFF)
Notify Beverly Myers if changes need to be made  

	8/11

	
	Review Destiny Home Page, update information, and verify all links  

	8/25

	
	Check school and media center websites, blogs, etc. and confirm all links to Destiny and databases 

	8/18

	PATRON DATA

	
	Reports>Patron Reports>Circulation>Current Checkouts/Fines   Run & review report of outstanding transactions for Faculty & others (currently checked out) to determine the actions to be taken (renew, overdue notice/list, change to LOST status, delete item, etc.)  

	8/18

	
	Reports>Patron Reports>Patron Lists> Patron Names   Run a list of Faculty.  Manually delete all faculty no longer employed by CCSD, check Destiny the following day to see if they “re-appear”.  If the patron is listed the following day, contact your CSIS clerk.  Once corrected in CSIS, manually delete and check the following day  

	8/18

	
	If you have new Faculty who need to be added to Destiny, first go to the Circulation tab, uncheck “( only my patrons” and look up the faculty member.  This will identify if the Faculty member has been incorrectly posted at another school site.  Contact the CSIS clerk to update CSIS with the correct school site 

	8/18

	
	Reports>Patron Reports>Circulation>Current Checkouts/Fines   Run and review report of outstanding transactions for Students (currently checked out) to determine the actions to be taken (overdue notice/list, renew items, change to LOST, delete item, etc.)  

	8/25

	
	Reports>Patron Reports>Patron Lists<Patron Names   Run a list of Students by Homeroom (or 1st Period.) Distribute the Destiny Homeroom lists to the Homeroom teachers and ask them to verify the list.  Contact your CSIS clerk with any corrections

	8/18
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 Patrons Not Current 2017-18   Run and review report, manually delete any “OLD” patrons (Back Office>Find Patron)  

	8/25

	MISCELLANEOUS

	
	Plan for the promotion of the Patron Empowerment options, including Quest Mobile Apps, MyQuest & Holds features  (See BlackBoard wiki for overviews and other training resources)  

	8/25

	
	Establish procedures for processing holds, delegate responsibilities as appropriate, and ensure that all circulation staff are trained  

	8/18
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 Patron Empowerment = ON   Run the report and review Destiny help pages (and your school procedures) on creating and maintaining Destiny patron accounts  

	8/25

	
	Back Office> Library Policies   Review and update loan policies (delete any fixed due dates) (ceiling date May 24, 2017) 

	8/11

	
	Back Office> Site Configuration   Compare to Site Configuration handout and update as needed  

	8/11

	
	Circulation>Library Information>Statistics   Review to get an overview of the checked out, overdue, lost items, fines, etc. that will need attention prior to beginning the new school year  

	8/11

	
	Reports>Library Reports>Statistics>Collection Statistics Summary   Clear up any “incorrect” Call # prefix ranges identified in your list  

	8/25

	
	Review your current Barcode Tracking Chart for accuracy  

	8/25

	
	Review the “Destiny Support” page – Destiny>Support  

	8/18

	
	Review the “Patron Policy” information – Program Administrative>Policies & Guidelines>Patron Policy

	8/18


[image: image3.png]



Destiny Checklist ~ August 2018
Page 1 of 2

