
Charging an Item to a patron’s account 

1. When in the customer’s account click on the item ID number that you want to charge to the account. 

 



2. When in the item record go to Lost Status and open window. Click on Lost and then Set Status button. 

 

 

 



3. You can then go back to the patron record by clicking on account number next to Last Returned By. 

 

 

 



4. The item should now be listed under fines as a lost item with the processing fee listed separately. 

 

 

 



 

 

 


