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When to use the Mark Item Lost Wizard: 
 

• When a patron loses an item and would like to pay for the item immediately, instead 
of waiting for the Workflow’s billing cycle.  

 
• When an item is so damaged that it cannot be circulated again. 

  
• Examples of when this is useful: 

 Patron leaves a book on the beach while on vacation. 
 Patron’s new puppy eats an item. 
 
Note: This wizard is not part of the overdue notices and billing cycle.  
 
 
How to use the Mark Item Lost Wizard: 
 
Open the Mark Item Lost wizard in the Items Group. 
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Look the patron up. 
 

 
 
Once you find the correct patron, select their name. At the bottom of the popup box, a list 
of that patron’s current checkouts will appear. Select the item they wish to pay for. Once 
checked, select Mark Item Lost. 
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This will close the popup box and populate the original screen. Select Mark Item Lost 
again. 

 
A popup box will appear that will allow you to alter the price of the item, bill the patron or 
bill and immediately pay for the item. You may only change the price of an item owned by 
your library. 
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Choose Bill user. That item will now have the status of LOST-CLAIM and will appear as a 
bill on the patron’s account:  

 
 

 
 
When a library user pays for an item, the payment must be sent to the item owning 
library.  


