
Mark Item Lost 

Open Item Information and Maintenance 

 

 

 

 

 

 



Click on the Mark Item Lost Wizard 

 

Search for the item or the user 

 

Click on Get Item Information at the Bottom 

Click on Mark Item Lost at the Bottom 

You will receive a pop up (see below) 



 

 

If you want to charge for the item do the following; 

Put in an amount for the Lost Item and Processing fee (if you charge for processing) 

Then you can click on Bill User 

If you don’t want to charge for the item, just click Cancel Lost Item Bill. This will set the time to Lost-

Claim and stay on the patrons record. 

 

If you just want to remove the item from the patrons record, not charge for the item, and set the item 

to lost do the following; Check the item in, then modify the item home location to Lost or just delete 

the item from the system. 

 

 

 

 

 

 


