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Use the Mark Item Lost Wizard when a patron loses an item, or an item is damaged and must

be replaced and needs an immediately bill. This wizard is not part of the overdue notices and
billing cycle.

When a library user pays for the replacement copy, the payment must be sent to the item-
owning library

Examples:
Patron leaves a book in the airport

Patron’s new puppy chewed a book
Patron’s toddler colored the inside of a book

1. Openthe Mark Item Lost wizard in the Items Group.
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2. Searchforthe lostitem ID using the Item Search helper to search the bibliographic
database or use the Display User helper to search the patron’s account.

3. Usingthe Item Search helper:
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4. Mark ltem Lost: Item Search

Searchior: | Monuments men
Index. Title

Library WO_WASH-PL

Current

Mark Item Lost

e Searchfor: Enter the item title

e [ndex: Use the drop-down menu to select Title
e Library: Change to the owning library

e Type (Radio buttons): Select Browse
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5. Onthe Markltem Lost: Item Search result screen:

wikHem Lostifem Search . mEs
A==

Searchfor: |DVD MON (BLU-RAY)

Index call Number
Lbrary: | WO_WASHPL

Current: The monuments men — OYD MON (BLU-RAY) — ID:ABE701881646

EXACT Item ID AG6701881646, WO_WASH-PL: 1 record

Title Author Call number
DVD MON (BLU-RAY)

Description| Call Number/item

= & The monuments men - Price: $25.00 em type: BLU-RAY Ongoing checkouts: 27
-y DVD MON (BLU-RAY) - WO_WASH-PL Home location:  VIDEO Current location- CHECKEDOUT ~ Ongoing renewals: 1
LIJAB6701881646 - 1 - BLU-RAY - CHECKEDOUT - Carfi ERRRa i v B led fTe!Y] Item category 2- ADULT Checkouts to date: 4
(-4flly DVD MON (DVD) - WO_WASH-PL Item category 3:  MOVIE Item category 4: UNDEFINED ~ Renewals to date: 0
Il 456701880321 - 1- DVD - CHECKEDOUT - CantCir | item category 5 MOVIE-PG13  Previous user ID: none Date last cleared:  1/1/20
DVD 943 BLU - CREVEC-FLD Date created: 52212014 User ID: D667294470
N A35520441309 - 1- DVD - BLU-RAY Date last charged: 2/26/2015 Last activity: 3/26/2015
Last discharged:  1/28/2015,23:59 Total checkouts: 28
Date invenioried: Never In-house uses: 0

Times inventoried: 0

[ Mark tem Lost|fcancel]

Highlight the Item ID
Click the Mark Item Lost button on the bottom of the popup screen.
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6. Theitem ID will appear inthe Item ID box on the Mark Item Lost screen.
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7. Click the Mark Item Lost button.
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8. The Mark Item Lost: Billing for Lost Item/Processing Fee box will appear containing user
information, item information and billing information:

"tk Item Lost Billing for Lost ltem/Frocessing Fee

Billing user

User ID: DEBT001267
AltID: 123456

For last item

ltem ID: AB6T01881646

TROXELL, MARTHAO

Title:  The monuments men DVD MON (BLU-RAY)
Price:  $25.00
Billing info

Amount

Lost item: $25.00 Payment type: |

Processing fee: $7.00 '

. Cancel
Bill User | | PayNow® || | o5tjtem gl

Bill User button: Information is posted to the user’s account to pay at a later date,
Pay Now button:

o Paymenttype: Use the drop down menu to select a payment type

o Click the Pay Now button

rk Item Lost : Confirmation

User ID:
TROXELL, MARTHAJO

De67001267

Lostitern fee:  $25.00
Processing fee: $7.00
Faid in full

DVD MON (ELU-RAY)
ABGT11881646
The monuments men
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e The Mark Item Lost: Confirmation box pops up
e Click the OK button.

izards Helpers Modules Preference Tools Help R
n | Serial Cantrol | Utility
Mark ltem Lost x
k= @ Wark ltem Lost
n [y
= (Checkin)
Item information
: Discharge
o Identify item
Item 1D:
m
Iser List of ltems.
lls Item id Title Current location
ch and Display \ABB701881646 The monuments men LOST-CLAIM
m Status:
Title
em ID
1 Missing
1Lost
ms ¥

The item information will appear in the List of ltems display window The current
location is changed to LOST-CLAIM.

The information for the item is saved to the patron’s account under Paid Bills.
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1. Usingthe Display User Helper:
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2. Markltem Lost: User Search

Refer to the User Search Helper document for more information on searching for
patrons: http://alsi.sdp.sirsi.net/client/search/asset/3483

itk ltem Lost : User Search S
Search for. ETSEEN

|
Index: Name AND oR |  Type:
Library: | ALL_LIBS » | O Keyword

| © Browse

(©) Browse user group

List of users

Name UserID AltID Phone
Current user checkouts

[ Select All
Select Title Item ID Date Due Reserve Type

Wark ltern Display this Return to
Lost User Groun User Group List Gancel

Basic name search:

= Search for: Enter patron’s name
» /ndex: Name
= Library: ALL_LIBS

Type (radio button): Select Browse
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3. Onthe Mark Item Lost: User Search popup box:

Search for:
Name:
STARFISH
Searchior
Index Name AND || OR | Type:
Library: ALL_LIBS ~| @ Keyword
@ Browse
(© Browse user group
List of users
Name User ID AtID Phone
\STARE, JENNIE ADAMS D880105502 217-245-5125 =
ISTARFISH, PATRICK D150098766 309-123-4667 H
|STARK (2017), COLIN D661018101 00173340
ISTARK, ANN L D142751648 309-693-9035
ISTARK, ARLENE K D031377448 IL 536201158866 309-275-9225
ISTARK, ASHLEY M D143324850 309-681-9819
\STARK, BAREARA JEAN D171269042 309-267-9047
\STARK, BECKY L D120543847 300-321-8036
\STARK, BETH D121626189 2859728 -
ﬂ rrent user checkouts '\
[7] Select All
Select Title Item ID Date Due Reserve Type
[} The monuments .. AG6701881646 412/2015,23:59 BLU-RAY
K 4/
Display this Return to
User Group | | User Group List

= Highlight the user

4. The patron’s current checkouts are displayed in the lower window of the popup box.
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| &

Search for:

Name:
STARFISH
Search for: | ]
Index |Name - | Type:
Library.  [ALL_LIBS | © Keywora

@ Browse
() Browse user group

List of users

Name User ID AltID Phone

ISTARE, JENNIE ADAMS DB8B0106503 217-245-5128 e
\STARFISH, PATRICK D150098765 309-123-4567 B
; I
\STARK (2017), COLIN De61018101 00173340

\STARK, ANN L D142751648 309-693-9035

\STARK, ARLENE K D031377448 IL 536201168866 309-276-9225
|STARK, ASHLEY M D143324850 309-681-9819
\STARK, BARBARA JEAN D171269042 309-267-0047
ISTARK, BECKY L D120543847 309-321-8038
ISTARK, BETH D121626189 285-9728 -
Current user checkouts

Select All

Title Item 1D Date Due Resenve Type
The monuments .. ABG701881646 4/2/2015,23:59 BLU-RAY
Mark ltem Disnlay this Return to —
Lost User Group User Group List Lancel

Place a check markin the box in front of the Lost item.
Click the Mark Item Lost Button
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5. Theitem ID will appear in the item ID box on the Mark Item Lost screen.
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6. Clickthe Mark Item Lost button.
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The Mark Item Lost: Billing for Lost Item/Processing Fee box will appear containing user
information, item information and billing information:

Mark Item Lost : Billing for Lost Rem/Processing Fee = O =

Billing user

User ID: D15009998098976

STARFISH, PATRICK J

|| Forlostitem
Item |D: ABG701851646
|| Title:  The monuments men DVD MON (BLU-RAY)
|| Price:  $25.00
Billing info
Amount

Lost item: $25.00 Payment type: A —

Processing fee: $7.00

Cancel

PayNow B} | || j3t jtern Bl

‘ Bill User |

e Bill User button: Information is posted to the user’s account to pay later,

e Pay Now button:
o Paymenttype: Use the drop-down menu to select a payment type
o Click the Pay Now button

Mark Item Lost : Confirmation = m|

User IDx D15009993098976
STARFISH, PATRICK J

Lost itern fee:  $25.00
Processing fee: $7.00

VD MOM (BLU-RAY)
ABET018581646
The monuments men

OK (c)

o The Mark Item Lost: Confirmation box pops up
o Click the OK button
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4;

|[File Edit Wizards Helpers Modules Preference Tools Help

Acquisitions | Cataloging| Circulation+ | Offiine | Outreach | Reports | Requests | Resenves | Selection | Serial Control | Utility

i
| Mark tem Lost %
WMark ltem Lost

X, checkout @ }ﬁ

WA, bischarge (Checkin)

Common Tasks %

Item information
§ Fine Free Discharae

@ Renew User Identify item

@ e i Item ID:

£ Biting a User [ Listorttems )
B payng ous Item id Title Current location

@ ttem Search and Display \_ /66701881646 The monuments men LOST-CLAIM

Check fem Status

Help

L sk tem

R A Brief Tite

I change ttem 1D

T Mark tem Missing

R Mark tem Lost

Holds.

I

Special ¥
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®
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The item information will appear in the List of ltems display window The current location is
changed to LOST-CLAIM.

The information for the item is saved to the patron’s account under Paid Bills.

Questions??

Contact the RSA help desk at help@rsanfp.org or RSA staff at 866-940-4083
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