Marking Items MISSING in Circulation
L1 M5 Circulation (M3 Workstatio) |

1 File Mode Patron ltem Tools Settings Help

Return Renew Reserve Status
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Patron:
610293987 ﬂ
To MARK ITEM MISSING: Smith, Sierra

If an Item is Lost/Missing OR Damaged to the point thatyou  ![{G~5  HmRm: 207
need to take it out of circulation | eacher: Pauilo —
Pull up the Patron’s record :
= Patron Transactions:
Look for the Item under PATRON TRANSACTION} [ mem [[Transaction

T0026511 BlueFiction DAHL Matilda / Loan

. .. Barcode |Ca|| Number
Click the box next to the missing Item

wirseHn?asan FICTINMN DAL The magic finger/  Loan
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Right Click and select LosT

Design Mode

Recall
Click YEs at the “Are you sure you want to flag this item as o
missing or damaged?” window Renew Al

6. Holding Record will be tagged MissinG (M) and show \ o

up as RED in the web OPAC Claimsd Returned
7. A FINE will be attached to the patrons record (yes most L\ e e

of you don’t charge fines — see below) [~ | Coneet Bsonin: H Loon
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grzel Fesere/Hold
Lost

Damaged
Change Date
Print

CLEARING THE FINE FROM A PATRON RECORD

File Mode Patron ltem Tools

1. Bring up the patron in Circulation

Loan Return Renew  Rese
2. Click the Payment Button | & JRLLI
3. The Payment window will appear Al&lﬁ |‘,.,|._‘|g| <

a. If you are NOT accepting any money [Payments|[SERRTTIRE

i. Type amount in the “Forgiven” column — it must equal
the payment total

Patron:
610342488

ii. Click OK
ﬁ Title \ Fine |Hefundad| Balance\Payment|Fmgwen| Reasan |Claimed Paid|DateHetumed\ D:i oK |
Locking at- Allosaurs | 1788|000 A7E8| 1795 000 | MISSING| | 0672572008 | 02, Cancel |
b. If you ARE accepting T
money PREE
i. Type amountin _ petund_|
“Tendered:” box
ii. Click OK
1] i
4. Fine will be cleared off of
. . Payrment Balance
patron record, but, item will
remain marked MISSING \D‘a'i 1 -
Tendered: li
Change: 0.00

Can you accept partial payment and forgive the rest? — YES, simply type in amount Tendered and type in the
remaining balance in the Forgiven column.



