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Discarding a Lost Item from a Graduated Student Procedure 

Last updated: July 28, 2026 

*Note* This should only be done with items that belong to your library. If it belongs to a 
different library, please contact them about the issue. 

Step 1: Look up the student 

 

Step 2: Find the lost item in the Bills tab. Click on the price of the item 
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Step 3: CTRL+C (copy) the item ID of the lost item. 

 

Step 4: CTRL+V (paste)the lost item ID into the Fine Free Discharge wizard and hit enter. 
This will remove the lost item from the student’s account. 
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Step 5: Open the CheckOut Wizard and enter the Discard User. The lost item *should* be 
the information in the Current box. Click on that and hit enter to check the item out. 

 

This will remove the bill and the lost item from the graduated student’s account and 
remove the lost item from the catalog so that no one will be searching for it next year.  

 

Questions: Please contact the RSA Help Desk at help@librariesofrsa.org or 866-940-4083. 
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