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Automated Lost Process

Assumed

Lost
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Assumed Lost Report
(LOST-ASSUM)

Item Continues
through
to the Next
Process

Item not
Returned

After 30 Days, 60
Days, or 90 Days

Staff will need to:

Reshelve

*Note: The system will not automatically update the user's status if it was changed to 'Barred' by the Assumed
Lost report. Staff will need to go into the Modify User wizard and update the status to 'OK". This is an optional
setting. If you'd like to turn on/off this feature, please open a help desk ticket.
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Item Returned

Final Lost Report

(runs on the 5th)
- Removes link between
patron and item.
s - Changes Item Status and

Days Location to LOST, DISCARD,
or REPLACE

Returned | - circ type to
LOSTITEM

- Replaces LOST bill to
permanent LOS TX bill and if
applicable, the PROFEE bill is
replaced with PROFEEX fee

+ Adds LOSTITEM note to

patron’s account

Item Still Not

Lost Repor
(LOST)

Library Staff
will need to:

* Determine if they will accept
return
* If accepted, staff will need to:

Item Not Accepted

- Waive LOSTX bill
- Remove LOSTITEM note
from patron account
- Update circ type
and home location
- Reshelve

The system will:

Library Staff
will need to:

Item Not
Returned

- Change the circ type
to LOSTITEM and
home location LOST-
PAID

Item Paid

* Remove LOSTITEM Note
via Modify User wizard

Item Not Paid

Library Staff
will need to:

* Move item to DISCARD or
REPLACE

Note: The system will not immediately update the items as LOST-PAID and LOSTITEM. The system will update overnight.
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Manual Lost Process
(LOST-CLAIM)

Item will stay checked out to user
until:

- Bill is paid OR
- ltem is returned OR
« ltem moves through to the Lost

The system will: Report

Bill not Paid

Patron
informs staff Staff uses

that they have the Mark Item P nogiam
| . . status to LOST-
ost the item Lost Wizard
CLAIM - Library Staff
- Bill the User The system will: will need to:
- Change the circ type ; ;
to LOSTITEM and Move the item to
» N REPLACE or
home location to DISCARD
LOST-PAID.

Note: The system will not immediately update the items as LOST-PAID and LOSTITEM. The
system will update overnight.
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Claims Returned ltems
(CLAIM-RET) *Optional

Library Staff
will need to:

Item Returned
or Found

- Reshelve
- Adjust the Claims
Returned Counter in the
Modify User wizard.

Library Staff
Library Staff will need to:
- el e Item Returned
Patron informs

staff they + Search for the item
returned item - Use the Claims
Retumed

wizard

- Update circ type and home
location
- Adjust the Claims
Returned Counter
in Modify User wizard

Final Lost Report

(runs on the 5th)
After 180
Days
Item Not - Removes link between

Returned $( patron and item.

or Found - Changes Item Status and
Location to CLAIM-RET
- Changes circ type to Library Staff
LOSTITEM

Item not will need to:

Returned

- Move items to
DISCARD
or REPLACE

Note: If you want your patrons to be billed for items that are marked Claims Returned, then please
open a help desk ticket. If you choose for items to be billed, then the process would follow the Lost
Report.
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Missing ltems
(MISSING)

After minimum

Library Staff 2 searches

Library Staff
will need to:

will need to:

Item Not Found

- Search for the
item

- Move the item
to REPLACE or

The system will:

DISCARD
Library Staff
Staff cannot will need to: - Check out the item
[ : to library's missing
ocate an item L
- Use Mark ltem
on the shelf

account
- Change item status
to MISSING

Missing wizard

Library Staff
will need to:

Item Found

- Check item in.
- Reshelve
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Lost Paid Iltems
(LOST-PAID)

The system will: Library Staff

will need to:

Patron paid for

an item marked - Change circ type

LOST-CLAIM or to LOSTITEM and
LOST-ASSUM home location LOST-

PAID

- Move items to
DISCARD or
REPLACE

Note: The system will not immediately update the items as LOST-PAID and LOSTITEM.
The system will update overnight.
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Repair, Replace, and Cataloging Items

The system will:

Staff has made Ubrary Staft
Item is in need of Staff checks the item - Change item will need to:

repair, replacing, out to designated status to fepairs, reordered,
or re-cataloging system user REPAIR,

or re-cataloged the

REPLACE, or 1T - Reshelve

CATALOGING

- Check the item in
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Monthly Reports

Claims

Returned Items
After 3 Years 1 Month Later

Lost-Paid Items

MONTANA STATE LIBRARY

10

10

4/28/2026




4/28/2026

New Process Starting May 2026
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