Library Training Information

Go to http://ccsoh.follettdestiny.com

FIRST-Select the school you are subbing at from the list of schools on the left.

THEN-Login with your user name and password in the top right corner.

To CHECK OUT MATERIALS-

1.

2.

Go to the Circulation Tab
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To Check Out-Type in the Patron’s last name and press Go.
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Select the correct patron by clicking on the Name below in the list. Once selected the patron
name will show any currently checked out items.
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Once the patron is selected you are ready to enter a book barcode. Scan the barcode in the Find
box and click Go. This will check out the book to the patron.
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5. The newly checked out title will appear under the Patron’s name.
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6. Click Reset to begin working with a new Patron.
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7. You can also check out by Homeroom classes. Switch to By Homeroom tab at top. Then select

room.
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CHECK IN MATERIALS

8. Enter the barcode in the Find box and click Go.
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Reshelving Items in the Library-

There are 5 main sections in the library

R=Reference — Shelve in Reference section by Dewey Decimal numbers.
B= Biography- shelve in Biography section by arranged by subject’s last name.

Fic=Fiction-Books are shelved alphabetically by the last name of the author. If an author

has several books, within that author’s work, the books are arranged alphabetically by title.

E= Easy- Books are shelved alphabetically by the last name of the author. If an author has

several books, within that author’s work, the books are arranged alphabetically by title.

Non Fiction=Dewey Decimal- Nonfiction materials will have Dewey Decimal
numbers on their spines. Shelve nonfiction books first by numbers, then by the letters under
the numbers that stand for the author’s last name.

Online Shelving Game to Play
http://www.mrs-lodges-library.com/shelver/




