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Library Services

Inventory
The inventory will be created and set up by Library Services. Inventory is best done with a laptop and
scanner. These are available for checkout from Library Services.
Log in to Destiny and click the Back Office tab:

On the left sidebar, click Inventory:
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The inventory section will show you the title and parameters for your inventory:

It will show the percent complete of the selected inventory. All applicable items that are checked out
are Accounted For in the inventory. During the inventory, any applicable items that are checked out
are also Accounted For. The more items that are checked out, the fewer items will have to be
physically scanned.
You are ready to start scanning barcodes. Be sure to read the screen after each scan. Just listening
for the scanner is not enough. The scanner beeps to indicate the barcode was read. Reading the
screen will ensure that the scan was a good scan, or if an exception or problem occurred. If there are
no problems, the title of the scanned item will appear under the Most Recently Accounted For
heading:
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If an exception occurs, or the barcode is not correctly read, an error box will appear:

If an item is scanned that is not part of the inventory, an error report occurs:

If you scan an item that was checked out, but not checked in, Destiny will check it in automatically.
If you scan an item that was marked lost, Destiny will mark it as Accounted For. If the patron paid the
item, it will let you know that the patron is due a refund.
If you scan an item that was deleted from the collection, or the barcode is unreadable, leave the item
aside to send to Library Services to add it back to the collection or replace the bad barcode.
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You can quit the inventory at any time and resume at any time. It’s a good idea to mark the shelves
so you know where you stopped scanning.

The “xx.xx% complete” is a link that will show
you how many items have been Accounted
For, and how many are still Unaccounted For.

You can click on the See Details links to view the titles. You can also run reports from here.
When you think you have scanned all the items for your inventory (a 95% or better is a good
indicator), please let Library Services know so your inventory can be finalized.
Once finalized, missing items are marked as lost. If they ever get scanned for an inventory or
scanned for check out or check in, the item status will change from lost to available.
If you have any questions or problems, please contact Library Services at x28451.
Happy scanning!
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