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MARKING AN ITEM AS MISSING 
 

Option A: If item is on loan: 

 

 

1. Open Circulation. 

 

2. Click the Status button 

and enter the item’s 

barcode.  Press Enter. 

 

3. Click in the box in front 

of the patron’s name in 

the Transaction pane to 

select the item. 

 

 

 

 

 

 

 

 

 

 

4. Right-click your mouse on the selected item in the transaction pane.  

Click “Lost.” 

 

 

5. It will ask you to verify this action; choose Yes. 

 

 

 

 

 

NOTE:  This may create a fine against the patron’s account.  Press F4 and click the “Claimed Paid” box, then 

choose OK to get rid of the fine if you wish. 
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Option B:  

 

Note: It makes life a lot easier if you make sure the item is not loaned out for this option! 

 

1. Open cataloging and 

use a bibliographic 

search to find the title 

of the item you wish 

to mark as missing.  

(You can also do a 

holdings search and 

search directly for the 

barcode if you like. 

 

2. Double click the 

holding you wish to 

edit.   

 

 

3. Right click in any field in the holding to bring up 

a selection menu.  Choose Insert Field. 

 

4. Scroll down to the 994 field or type 994 in the 

lower right hand box.  Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

5. Choose Status 1 (field a) or  

type an “a” in the lower right 

box.  Click OK. 

 

 

 

Click the drop-down arrow on the right of the newly-inserted field/subfield,  

and select “missing” from the list.  Save the record and you’re done! 

 


