Mark Item Lost

* This wizard is useful if a patron wants
to pay for an item prior to the 30 day
automatic bill process.

* Wizard also can be used to bill patron
at the end of the 12 week Claims
Returned cycle.

Right-Click on item title in the Display User
wizard’s check out tab or on the title in Check
Out wizard. Choose Mark Item Lost from drop

down menu.
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1. Wizard adds the bill (what ever price is in computer or default table, but it can

be edited).

2. Item status changes to Claims Lost in Checkout Tab.

3. Bill appears in patron bill tab.

4. Current location in Item Search is LOST-CLAIM.

5. When bill paid (S or forgiven), item is removed from patron checkout and bill

tabs. Current location remains as LOST-CLAIM in Item Search.

*this status only changes if item is discharged or WALS report is run to delete.

6. If item is returned/discharged before payment, item info is removed from

patron record and status changes to home location as available on shelf.



RECOMMENDED
OPTION: Bill can be

For lost item

Item ID: 0040407576178 paid immediately by

Billing user

User ID: 1040400562372 BAIRD, NANCY M

Title: Puzzles : 1000 pieces I love hockey .

Price:  $10.00 choosing Payment
Billing info

Amount type (drOp down
Lost item: $1000 Payment type: ~

Processing fee: $0.00 menU) and then

clicking Pay Now
. ancel
Bill User\ | Pay Now (b) }| ci"1tem Bill button.
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User Information
Name: BAIRD, NANCY M Status: DELINQUENT Library: NEENAH
Profile name: PUBLIC2... Amount owed:  $10.00 Available holds: 0
User categories:Y Overdues: 0 Checkouts: 1

Group ID: Privilege expires: 2/11/2025 NOte the VC"'iO us the

Identify user
Phone: 920-277-6909 (EML)
Sreet 5w THORNE ST screen shots of how it
City, state: RIPON WI

Zip: 54971

Email: baird@neenahlibrary.org

User ID: 1040400562372

looks on patron record

Identify item
Item ID:

and in Item Search or
Check Item Status.
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Puzzles : 1000 pieces 0040407576178 11/20/2023,12:20 12/18/2023,23:59 Claims lost KIT

- Bills:1($10.00)

Reason Billed Note
LOST $10.00 11/20/2023
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Date created:  10/31/2023 Home location: DISPLAYNF Check Ttem Status (F2) : Cuvent Status OF Item 0040407576178
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