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Subject: Mark Item Missing Wizard Guide

When an item can not be located on the shelf or in the location WorkFlows thinks it

should be, a library can mark it Missing. This status will keep holds from being placed
on that item.

Mark Item Missing is in the Items Group in the Circulation section of Workflows.

Common Tasks

Z CheckOut

@, Discharge (Checkin)
U Fine Free Discharge
& Discharging Bookdrop
(& Renew User

@ Renew Item

& Billing a User

Ex Paying Bills

¥ Item Search and Display
& Check Item Status
Help

& Print

£ Add Ttem
<> Add Brief Title

e Change Ttem ID

% Mark Ttem Missing
Ty Mark Item Lost
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Once selected, an Item Search Wizard box will automatically pop up.

Mark Item Missing *

Mark Item Missing

A ([ ==
_| Search for: H N Search
1 Index: Title v Type:
I Library: ALL . | ®Keyword
O Browse
] Current: O Exact

Search for the particular title that is unable to be found. Make sure that your search
limiters are on Title and your specific Library.

Mark Item Missing

% rrem Missing

AR ==
_ | Search for: ‘Throne of the fallen V‘ | Search
I Index: Title v Type:
| Library: ~ Wo_WASH-PL -
! Current: OExact

KEYWORD Title Throne of the fallen, Wo_ WASH-PL: 1 record

itle
Throne of the fallen

Author Pub. Year Library Copies
Maniscalco, Kerri, author.

Description Call Number/Item

@ MAN - P3_ MCLURE

Sl MAN - NORTH
L A132 2707 - 1- N-BK-H - CI
= TWAN
=4 FIC 'ANDA-DL
~mA854 66705 -1- N-BK - FIC

=l Wo-WASH-DL (Wo_ / W1_)
= FIC MAN - Wo_WASH-PL
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Price: $29.00 Item type: BOOK Ongoiny”
Home location: NEW-FIC Current location: CHECKEDOUT Ongoiny
Item category 1: FICTION Item category 2: ADULT Checko
Item category 3: BOOK Item category 4: UNDEFINED Renewa
Item category5: UNDEFINED Previous user ID: none Date las
Date created: 10/5/2023 User ID: D667430199

Date last char 10/12/2023 Last activity: 10/12/2023

Last discharge: 10/9/2023,15:49 Total checkouts: 1

Date invento ever In-&louse uses: O

:l‘inles invento o] N N

\Mark Item MissingHCanceﬂ
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Make sure you scroll down and select the specific item you need, then click on Mark
Item Missing.

The pop up box will go away and the item ID selected will appear in the Item ID box of
the Mark Item Missing screen. Once you are ready, select Mark Item Missing.

Mark Item Missing *

1 =k Item Missing

B

Throne of the fallen / Maniscalco, Kerri, author.
FIC MAN 1ID:A667026542906
Identify item

Item ID:

List of Items

Ttem id Title

Current location

Get Item Mark Item
Information || Missing (o)

Close

After Mark Item Missing is selected, the Item Search window will appear again in case
you have additional items to mark Missing. If not, close that window.

Mark Item Missing

Mark Item Missing

b

Item information

Identify item
Item ID:

List of Items
Item id Title

Current location

A66702654296 Throne of the fallen MISSING

1t
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That item is not in a home location of MISSING. It will

not appear on picklists or be

holdable. If that item is found, Discharging will take it out of MISSING status.

Discharge (Checkin) =

(deharge (Checkin) : Identify Ttem

B e s
User Information
User ID: MISSING
Name: Missing Items DELINQUENT Library: AG_ALS-PDC
Profile name: MISSING... An $0.00 Available holds: o
User categories: NONE Overdues: 1 Checkouts: 12204
Group ID: Privilege expires: NEVER
Identify item
Ttem ID:
List of discharges
Ttem ID Route/Transit To Amount Billed Amount Paig Auto... User

66702054206 [Wo WASH-PL ||

MISSING

If this is an item that has been on a library’s pick list for more than two consecutive pick
lists, it can also be marked missing from the OnShelf Items Wizard. Highlight the item
that cannot be found and select Mark Item Missing.

] SirsiDynix Symphony WorkFlows: Onshelf Items
[File Edit Wizards Helpers Modules Preference Tools Help

Cireulation+ | Offline | Outreach | Reports Serial Control  Utility
¥ LTem dearcn anda Lisplay Onshelf Ttems =

¥ Check Item Status Onskelf rrems
L

| Help
8 Pg On shelf:10

Onshelf Hold Ttems: Wo_WASH-PL
Title
Knocki

Call Num... Author Item ID

Item type

@, Place Hold

@& Display User Holds

# Modify Holds for User
% Remove User Hold

% Display Title Holds

8 Display Item Holds

& Modify Holds for Item
% Remove Item Hold
X Trap Holds

W& Place Research Hol,
&) Onshelf Items

nsit [tems

Start
L Type here to search

Trap Hold for ~Mark Item
Selected Copy

Missing
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Current lo... Date/Tim... Pickup Li... User ID User Name
8/16/2022../GU_GBUR..|D191285628
VIDEO 9/19/2022.. Wo 43¢
VIDEO 1/19/2023,... W1_} 2295... KOSKI, LL
VIDEO 8 1
EASY-NF 581475 PLUMIER, ...
J-NEWBO... DONALDS...
EASY-NF ..Wo
J-NONFIC 8/16/2023...13_I LEMAN, K.
J-NONFIC 3/26/2022... D365137502 WINEING.
J-FICTION 10/23/202..W1_}

Unfill Hold Print Close
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