
Change an item status to missing 

Bring up the missing item patron record (n missing) then click on the ‘Holds’ tab 

 

 

 

 

 

 

 

 

Click on ‘Add Holds’ then change the dropdown to barcode if you are searching for a barcode 

 

 

 

 

 

 

 

 

When the item comes up, make sure the correct item is selected and click on ‘Hold Selected Items’ 

When the ‘Place Hold for Available Item(s) window pops up, click on ‘Place hold and change status to MISSING’ 

 

 

 

 

 

 

 

 

 



Click on ‘OK’ on the Place an Item-level Hold window that pops up next 

 

 

 

 

 

Once the hold is placed on the Missing Item patron account, click on the hold in the holds tab and click on ‘Cancel Holds’ button 

 

 

 

 

 

 

 

When the ‘Cancel Hold’ window pops up, click on ‘Cancel hold’ 

 

 

 

 

 

 

 

 

 

When the ‘Question’ window pops up, click on ‘No’ 


