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25 October 2023 
 
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.  
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Once selected, an Item Search Wizard box will automatically pop up.  
 

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

 
 
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.  
 

 



Resource Sharing Alliance NFP 866-940-4083 

Page 4 RSA: Engaged, Effective, Efficient 

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.  
 

 
 
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.  
  

 


