
Procedure for collecting money for damaged or lost RB/ILL items not yet billed  

 
 

Complete the following procedure when a patron brings in a damaged RB/ILL item or tells you 

they have lost an RB/ILL item (that has not yet been billed) and they will be paying for it today. 

Reminder: Do not use the right click option to Mark an Item Lost. 

 

1. Open the Display User Wizard and look up your patron. 

a. Click on the Checkouts tab and find the item that has been lost or damaged. 

b. Click on the glossary for the Item ID. 

c. Once the glossary opens, highlight the Item ID and copy it (CtrlC) 

2. Open the Mark Item Lost Wizard. The Mark Item Lost wizard can be found in the Items 

Wizard Group.  
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a. You can paste the Item ID (CtrlV) in the search field or select the current item, if it is 

the item you are marking lost. 

 

b. Click Mark Item Lost  

c. Click Bill User and OK on the next screen and Close 

 

 

 

 

 

 

 

3. Open the Paying Bills Wizard from the Common Tasks Wizard Group  
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a. Enter the 

patron’s User ID 

b. Highlight the bill 

in the list of bills 

c. Select the 

payment type 

d. Enter the 

payment amount 

on the line for 

the lost item and 

processing fee.  

e. Click Pay Bills  

 

 

 

f. Screen repaints 

and will display 

amount paid  

 


