


Lost & Paid ILL Procedures 
Background
ILL requests will remain on a patron’s record until the ILL item is checked in and the request marked as returned and deleted. All actions are tied to the ILL request record; the ILL item record cannot itself be deleted. However, staff can only mark an ILL request as returned if the associated item is “Available.” As a result, staff are unable to modify the ILL request record if the item becomes Lost.
The draft procedures provide instruction on how to manage a lost and paid ILL item.

Proposed Procedures: 
Lost & Paid ILL Requests (DRAFT)

Adjusting the Price of an ILL Item
Once an item is billed or manually marked as Lost, the item price cannot be adjusted. Staff with the appropriate permissions will be able to adjust the price of an ILL item before marking it Lost in the Details tab of the item record.
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Removing a Lost & Paid ILL Request
After the replacement fees for an ILL item are paid or waived, the ILL request record will have a status of “Received” and the ILL item a status of “Lost.”
[image: ]

To remove the ILL request record and mark the ILL item record for deletion: 
1. Check the ILL item in. Copy-and-paste or key in the item barcode in the Check In workform. 
2. Click continue through any block messages. 
3. When presented with the Resolve Lost Item dialogue box, select “Leave as is” for relevant actions. (Do not click Refund or Credit.) Click “Continue.”
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At this point, the ILL request record status is “Received”, and the ILL item status is “Available.”
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4. From the Request Manager or the patron’s record, locate the ILL request. Select the request and click “Return.”
5. The ILL request record now has a status of “Returned.” Select the request again and click “Delete.” 
The ILL request record will be permanently removed from the database and the ILL item marked as deleted.
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Resolve lost item

Item Barcode: ILLTEST2282022 Title: ILL TEST

Lost Date: 5/23/2022 Billed Date: Billed

Patron Name: TEST PATRON Patron Barcode: mfltest2 Total Fine: $25.01
Replacement: Processing: Overdue:
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Payment Cash Payment amount: $0.00

method:




image3.png
Check In

CLOSE

& Normal (0) @ Bulk (1)  # In House (0)

2 Inventory (0) ¥ Missing Part

iV Shelf-Ready

[Enter item barcode o

O

O

DUE
BARCODE DATE

ILLTEST2282022  6/13/2022

FIND TOOL

STATUS

Lost ->
Available

Free Days =~ 0

FINE
COMMENT  CHARGED

Item was $0.00
Lost

5/23/2022
MATERIAL SHELF
TITLE TYPE LOCATION
ILL ILL Material
TEST

CALL
NUMBER

ILL

ACTIONS ~

PATRON
NAME

TEST PATRON




