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[bookmark: _cbav9fqncs28]BECOME A
LOST & FOUND SOFTWARE EXPERT
IN NO TIME
[bookmark: _xqis5kevj2qa][image: ]
Get the Lost and Found Software certificate for acquiring and proving the skills necessary to operate 
Lost & Found Software and entailed processes. 

The recipient of this certificate has shown prowess in the fields of:

» registering found items using the classic form or image recognition 
» managing customer inquiries
» successfully matching found items and owners with the smart matching technology
» returning items via shipment and payment portal
» handing over found items to third parties
» best lost & found management practices
» handing unclaimed items over to charity or auction
	[bookmark: _7jft8nk6r6i0]Training Agenda

1. Account Information

2. Found Items

3. Customer Inquiries

4. Smart Matching

5. Return Item

6. Handling Gateway

7. Scan and Task List
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[bookmark: _twvrdmdnh3bw]Quicklinks

Software Login
www.lostandfoundsoftware.com/dash

FAQ
www.lostandfoundsoftware.com/dash/helpportal/faqs

Knowledgebase
www.lostandfoundsoftware.com/dash/helpportal/knowledgebase

Training Videos
www.lostandfoundsoftware.com/dash/pages/video.php



[bookmark: _fjszgq7nlloi]1. Account Information

[bookmark: _3g7710jklr2g]1.1 Access User Menu and Profile[image: ]
You can get an overview of different information pertaining to your profile and edit it by clicking on your account name in the top right corner to access the Profile menu. Here, you can also change the system language as well as your password.
Depending on your Software Role it can happen that you don't see specific menu points.
[bookmark: _fchxop75casg]1.2 Change Password
Change your password when logged in
1. Navigate to My Profile > Change Password.
2. In the dialog box, enter your current password and 
    your new password.
3. Click Save.
[bookmark: _3x940cdkz2x7]1.3 Password forgotten
Reset your password when you are not logged in
1. Navigate to Lost and Found Software Login and click Forgot your password? in the password field.
2. Enter your email address and click Submit.
3. You will receive an email with a Reset your Lost and Found Software Password subject line. 
   Open this email and click Reset Your Password.
4. Enter your new password.
5. Click Save.
    You'll see a message that your password was set and then redirected to your Lost and Found account.  
[bookmark: _hr44uzbwz095]

[bookmark: _8liipy4046vc]1.4 Activity Log History
The activity log lets you see the history of the changes made to each entry and any attached notes. 
View the history and notes activity:
1. In the Dropdown Menu next to your user name (highlighted by arrow symbol), select Activity Log. 
2. Select the Time Frame to run the report on - or leave it blank to search the complete activity report.
3. (Optional) you can search for terms and apply them to your search.
4. Click Search. The entries that match your search criteria are shown.



	
You want to find out more 
about your profile settings: 

You need to log into your Lost and Found Software Account first:

www.lostandfoundsoftware.com/dash/helpportal/
knowledgebase/category/user-profile
	
SCAN ME
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[bookmark: _rk0va2s0hdd4]2. Found Items
To register a Found Item, click ★ Add Entry in the left menu or ★ Found Item Entry on the dashboard.
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1. Main Category and Sub-Category
Choose the main category and the appropriate sub-category. Be sure to pay attention to the attribute fields because the choice influences the automated smart matching process.
2. Title
Choose an expressive title so colleagues and other staff members also know what exactly was found.
The Title is generated using the first three attributes of the sub-category – it can be manually edited and changed anytime.
3. Found Date
The date and time of the found item is automatically set to the current time of your browser. You can edit it manually. Be sure to insert the day correctly as the data is considered for the matching process. 
4. Storage Until
The date for the end of the storage date is automatically calculated via the storage period provided in the Category Management. For example, the storage period for perishable foods can be just a few days, for cash it can be the full legally required storage period of your region.
5. Found at/in
Choose where the item was found in order to improve the matching of found items and owners. The possible locations where items could have been found are selectable via the drop-down menu and can be determined in the settings menu.
6. Place of Storage
Take a note on where the found item is stored. The places of storage are determined in the settings.
7. Description
Describe special characteristics or other features of the found item that don't have an input field of their own.
8. Status
Registering a found item does not require you to provide a status. Including status information helps the lost and found process, however, once the owner has been identified and contacted.
9. Identification
You can optionally add an identifying question to ask that only the owner can answer.

Tabs
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Finder
Add the finder's data in order to inform them in case the found item is picked up or left on site beyond the legal storage period – either so the finder can claim their finder's reward or so they can claim the item itself.
Owner
If you have information on the owner, for example an address sticker, the information should be added in the "Owner" tab.
Attachment
Add a picture via webcam or upload an image file of the found item. It is advisable to take an individual picture of all items within a main item, e.g. a bag, and to take a picture of the bag itself while it is closed.
Notes
Add notes that contain special or additional information you want preserved for your colleagues.

[bookmark: _pa2ifb1r15jh]2.1 Add Found Item - Image Recognition
Save time by skipping the tedious filling out of forms. Automatic image recognition is the easiest way to register found items. It works either by uploading an image or by directly taking a picture via webcam or mobile device. Important keywords (e.g. categories) are inserted automatically. If keywords are wrong, you can manually delete them from the keyword cloud.
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[bookmark: _c7m3bumw618]2.2 Add Found Item - Sub Entry
You can add sub-entries using the "Add Sub Entry" button on the top and bottom of the “Add Found Item" popup. For example, a sub-entry could be a credit card contained in a wallet, or clothing packed in a suitcase. This kind of organization allows for the correct allocation in the system.
Found date, storage until date, found at/in, storage place and all the finder and owner information from the main entry is automatically transferred to the sub entry.
[bookmark: _93yi3ku6qia6]

[bookmark: _t6r5c987dtnv]2.3 Search Found Item
Utilize the “Detailed Search” by clicking on the button in the upper right corner. Here, you can define your search in detail in order to show only items matching your exact criteria. 
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[bookmark: _vx7lrvt0c2y6]2.4 Edit Found Item
By clicking on the ID or the title of a found item, you can open the entry and edit it.


	
You want to find out more 
about found items: 

You need to log into your Lost and Found Software Account first:

https://www.lostandfoundsoftware.com/dash/helpportal/knowledgebase/category/found-item
	
SCAN ME
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[bookmark: _2a9c7kynyp82]

[bookmark: _6bx2syyuo0n]3. Customer Inquiries
Customers can submit and edit their inquiries via your website. 
The Customer Inquiry Form should be implemented or linked on your company website. Be sure to check out the form from the customer perspective. Ask your Super User how to access the form if you don’t have the link. 
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[bookmark: _7bh5g674tkvo]3.1 Send Link to Inquiry Form
Your customer calls in to make an inquiry? You can submit it on their behalf or simply send them the link to your company’s customer inquiry page.
[bookmark: _cv1eosqj6ghz][image: ]


[bookmark: _o45sj6faf71i]4. Smart Matching
The unique Smart Matching automatically matches lost item inquiries with found items and owners. 
[bookmark: _ymueo8l5t4u9]4.1 Matching Tab
The Smart Matching Algorithms in the Lost and Found Software ensure customers are automatically identified as owners of found items. Date, Name and other Characteristics (category, type, brand, date, color, serial number, etc.) of the customer inquiry and the found item are compared and weighed. The results are then displayed to authorized users and tagged with a percentage that expresses the likelihood of a successful match.
In the matching tab, you can see the customer inquiry on the left-hand side and the possible matches on the right-hand side. The better the match, meaning the more similar a lost item inquiry and a found item are, the higher the percentage. The first percentage displays the similarity of the attributes. The second percentage displays the similarity of the name.
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[bookmark: _nicy1nhi9n18]4.2 Manual Matching
You can manually merge (meaning manually matching an entry to a customer inquiry and vice versa) from within the owner tab from within the customer inquiry.

	Merge Entry to Inquiry
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	Merge Inquiry to Entry
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You want to find out more 
about matching: 

You need to log into your Lost and Found Software Account first:

https://www.lostandfoundsoftware.com/dash/helpportal/knowledgebase/category/matching
	
SCAN ME
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[bookmark: _p53yqv43gy46]

[bookmark: _2t88i0nvdpq1]5. Return Item[image: ]
The Lost and Found Manager enables the fully documented handover of found items to owners or authorized third parties (assignee, customs, police, etc.)
You can return an item by opening it and clicking on the “Return” Button.
[image: ]
Return to Owner

Hand over the found item directly to to owner by clicking on the “Return to Owner” tile. Be sure to follow your company protocol (e.g. check ID, sign handover, ...)

Return to Assignee

Found items can be picked up by an authorized third party during office hours of the lost property office. Please consider additionally logging the address data of the authorized person.

Shipment to Owner

Found item is picked up by recurring persons, e.g. courier service personnel.

Hand over to Organization

Found items can also be handed over to an organizations like Customs, Police, etc.

[bookmark: _5uyblwf34qw2]

[bookmark: _tdzky95g3gym]7. Handling Gateway
[bookmark: _bl7ec4kqbwvd] 
7.1 Shipment Dialog[image: ]
Click on the [image: ] icon to access the Shipment Dialog. 

1. Enter the email of the customer / owner of the item (in case you matched the found item with an inquiry, the email is loaded automatically).

2. You can choose a standard size for the package or change the measurements in the Edit Shipment Details tab.

3. To grant the customer access to the Handling Gateway, you need to enter the weight of the package. 

If you want to charge Handling Fees or Packaging Fees, you can enter the values in the according fields. 

[bookmark: _tca0ykn18iy]
[bookmark: _q8oef18opy79]7.2 Handling Gateway Tab
[image: ]

	Shipment Label
In case the shipment is not active or hasn’t been paid by the customer, the measurements are displayed. As soon as the customer pays their balance, the label is linked to the “Print Label” Button.
Courier
By clicking on the courier icon, you are redirected to the tracking page for the according shipment.
Date created
Date the shipment contract was sent.
“Action Required” Button
Shows you all entries that haven’t been packed or handed over to the courier.
	System Status
Waiting for Customer
The customer received an email with payment instructions.
Ready for shipment
The outstanding payment has been balanced by the customer. The package needs to be packed, labeled and handed over to the courier.
Shipped
The package was handed over 
to the courier. 






	
You want to find out more 
about the Handling Gateway: 

You need to log into your Lost and Found Software Account first:

https://www.lostandfoundsoftware.com/dash/helpportal/knowledgebase/category/handling-gateway
	
SCAN ME
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[bookmark: _3078l1y7ju67]

[bookmark: _likakbdxjj4g]8. Scan List and Task List
Scan and task lists are made to keep an overview of your inventory or to perform an action on multiple entries. So you are able to process multiple items with just a few clicks instead of having to go into every single entry to update. 

The difference between a scan list and task list is easily explained. Task lists are limited to pre-selected criterias like a single category or status, date range, etc. With the scan list, you can scan individual entries into one list. 

You can perform actions for every individual list. Actions, for example, include changing the status for all entries. You can also archive all entries in the list. By clicking on Perform Action, all changes you select are executed.
[bookmark: _xofshyrtienr][image: ]
By clicking on Print, you can print the page – or choose to go paperless through a digital signature, which is saved to the document list. You can find the document list in Settings - Document list.
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[bookmark: _ltxzm19aizl9]8.1 Scan List
With the scan button you are able to scan specific found items with the barcode and assign them to this lists. Example: Hand over items to a children’s hospital
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[bookmark: _9smhvpkn6unw]8.2 Task List
You can determine rules and procedures for specific found items and assign them to task lists. Example: Show all credit cards ready for disposal in march.
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36 Inquiries Search Possible Matches (% atributes /% Name)
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V15145/19 - Apple - iPad 1914284 - Apple - Pink

= ) ( - B First Name : Gerrit First Name : Gerrit
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Date of Loss : 10/26/2019 | Date created : 10/29/2019 Found Date : 10/27/2019 | Date created : 10/27/2019

Place of loss : TSA Found Place : TSA
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