
 

Page 1 of 25 

Lost and Found 

Quick Reference Guide  

Contents  

 

Overview 

• 

• 

• 



 

Page 2 of 25 

1 Configuration 



 

Page 3 of 25 



 

Page 4 of 25 

2 Entering Lost and Found Items 



 

Page 5 of 25 

2.1 Lost Item Entry 



 

Page 6 of 25 



 

Page 7 of 25 

2.1.1 Match 



 

Page 8 of 25 



 

Page 9 of 25 



 

Page 10 of 25 

2.1.2 Un- Match 



 

Page 11 of 25 

2.2 Found Item 



 

Page 12 of 25 



 

Page 13 of 25 

2.2.1 Match 



 

Page 14 of 25 



 

Page 15 of 25 



 

Page 16 of 25 

2.2.2 Un- Match 

2.2.3 Dispose 



 

Page 17 of 25 

2.2.4 Un-Dispose 



 

Page 18 of 25 



 

Page 19 of 25 

2.3 Found Search 



 

Page 20 of 25 



 

Page 21 of 25 

3 Lost and Found Report 



 

Page 22 of 25 

  



 

Page 23 of 25 

3.1.1 Lost Item Report Example 

3.1.2 Found Item Report Example 

  



 

Page 24 of 25 

4 Lost and Found Purge 



 

Page 25 of 25 


