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Step 1: On the Welcome Page, click Add Tools. Step 2: When the Lost and Found tool loads,
Select Lost and Found. Click Add. select the Lost Items tab and click New Item.
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—p [ Add Cancel Click the Magnifying Glass icon to open a
full-screen view of Lost and Found.

Step 3: Completely fill out the New Lost Item form.
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Be as specific as possible in the description.

ltem Name Harry Potter Hardcover Book

Asgard will automatically assign a unique tracking number. Cetegony:  Weda
Datelost 1V 712024 [+ Expiraion Date 12/ 82024 [~
Expiration Date: will default to 30 days from today but can Description:  Hary Potier and the Chamber of Sacrets hardcaver book

be adjusted according to the item's legal or organizational
requirements.

LastSeen Location: Bar & Grill

Reporting and Ownership Details: Clearly indicate who LossRepotedBy:  MaxRigel

reported the lost item and who the owner is. Note that OwnerName:  Max Rigel

these may be different individuals.

Owner Contact ~ Room 1531

Owner Contact Information: Include the owner's full contact _J Remove fiem
details, such as room number, phone number, shipping Resul
address, and email (if available). \
. . 0K Cancel
When all information has been entered to ensure accurate
tracking, click OK.
The item will appear in the Lost and Found liems Lost liems ]
Found tool on the Welcome Page and New Item View Delete
in the full-page Lost Items grid, Number  Date Lost Location Name
searchable using the green filter bar. ' = 0 0
LOOOO0D4 11/7/2024 Bar & Gril Harry Potter Hardcover...

T\@P‘ To view Expired items, use the clear date filter in the Expired column on the full-page view.
i To view Removed items, click the checkbox.
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