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Destiny – Library Staff - Adding Users to Destiny
Note: student and teacher users are nightly imported into Destiny from Discovery, but there are a few instances when you may need to add a user manually: 
· Staff members assigned to more than one school
· Interns
· Non-instructional staff such as secretaries, custodians, and aides 
· Temporary users for new students or staff members who are not yet in Destiny (these can be merged with their official account once it appears)

1. In Destiny, go to Back Office > Manage Patrons.
2. Click the Add New Patron button on the right side of the screen. 
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3. Enter Last Name and First Name. Leave the District ID blank for staff, unless you know their employee number (example: “12012345”); for students, enter the student number (example: “9876543”). (Destiny uses the District ID and Barcode fields for updating patron imports, so bad information in these spots can lead to syncing errors.) 

















4.  For User Name, enter the user’s district username.









5. Leave New Password and Confirm Password blank. This tells Destiny to go by the user’s district username and password (a.k.a. “AD credentials.”)

6. Enter a Barcode. For staff, enter their username in ALLCAPS or their employee ID if you know it. For students, enter their student number preceded by P and a space (example: “P 9876543”).  Never choose “Assign next barcode.”
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7. Select a Patron Type of “Faculty” for any staff member, and “Student” for students. 

8. Select an appropriate Access Level for the user. These vary by school, but “Teacher” is usually best for staff members, and either “Patron” or “Student” is best for students. (Access Levels can be modified in Back Office > Access Levels.) 

9. Click the Save button. 
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