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iSOMS 

 

HOW TO IMPORT INCIDENTS TO EVIDENCE 

 

Importing an Incident record lets you be able to transfer a record you have entered as in Incident and push it to 

Evidence instead of having to enter the information twice. This pushes the Offender, Victims, Victims Business, 

Property, Drugs, Weapons Vehicles, etc. all to Evidence with a click of a button. Here is how: 

Navigate to the Incident Reports module under Records in the main menu and create a new Incident in the top right 

from the search screen.  

 

Next, It will ask you if you are sure you want to add a new Incident? Click Yes. 

 

 

You are greeted with the screen to enter your new Incident Report, and there are a few fields here that MUST be 

entered in order to import to Evidence. You must enter a Case Number in the main information at the top.  

 

The next thing required is to add a UCR. Go to UCR tab and ADD UCR. 
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You will be greeted with a screen to enter your UCR code. This is required to be connected to your property that you 

want to import.  

 

If any fields are missing, to enter something for those fields, they will be located in Maintain files in the top right. (If 

you cannot see this button, it is because you do not have permission) Ask administration to add something in the field 

you are needing. 

The Offenders tab is the next tab that is required to be filled out. Click the Offenders tab and click ADD OFFENDER. 

 

This will open a new tab and take you to where you can find an offender from Master Name Search. If the Offender is 

not already in your records then there is a button in the top right to add a new Master Name. If the Offender is already 

in your records then search for them and double click on their name to add them.  
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Once you have your Offender selected, a new window will open where you can enter more information about this 

offender if you need to. If not just select Back to Incidents Record at the top left.  

 

Next, you must have a victim. Go to the Victims tab and enter a new victim the same way that you entered an Offender. 

You can either search through the Master Name or add a new Master Name. Once you have selected your offender you 

will be directed to a screen where you can update the victims information in more detail, or just like the offender, click 

the back to Incidents Record button at the top left.  

 

Next you can add a Victims Business in the Victims Business tab to the right of Victims. Go to this tab and select ADD 

VICTIM BUSINESS. 
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Here you can add the Victim Type and the Business where the Incident occurred. After you’re done entering this 

information click the Back to Incidents Record once again. 

 

If you need to, you can add a new Business by pressing the ADD button to the right of the Business. 

Next is when you enter the type of Property that you want to import. There are four types of properties: General 

Property, Drugs, Weapons, and Vehicles. These are all going to be in their own separate tabs, but the information that 

you need to enter for the four to be able to import to Evidence are the same. (I am going to be using General Property 

as the example, but if you enter a drug found than the information needed is the same as Property.) 

Navigate to Property tab and click ADD PROPERTY. 

 

The information required to be entered is Loss Type, Property Type, UCR, Description of Item, Evidence Taken Date, 

Evidence Taken By, Evidence Submitted Date, Evidence Submitted By, and Owner of the Property (Or Unknown 

checkbox is checked). 
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After entering Loss Type, Property Type, UCR, Description, Owner or Owner Unknown go to the Evidence Details tab 

at the bottom of the image to continue entering the information that you need to import.  

 

After entering all of your properties including General Property, Drugs, Weapons, and Vehicles with all the required 

fields filled out as shown above then you are ready to import to Evidence module.  

Go back to iSoms menu and find the Evidence module under Property and click on it.  

Once on the Evidence Search screen (The first one that pops up after clicking Evidence from the menu), find the 

TOPICS button in the top right and click on that and go to Import Incident Property. 
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A new window will come up where you need to enter the Incident Case Number and click save.  

 

If Acquired in Field Transaction Type, Submitted To Evidence Transaction Type, Received Into Evidence Transaction 

Type, and Proposed Disposition are not filled in, they have to be in order to import. Administration can do this through 

maintain files. 

It will ask if you want to import from the correct Incident Number. Click YES if the number is correct.  
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This will then import your record from Incidents to Evidence and you can search for this record in the Evidence search 

and make more additions to it from here.  

When on the Evidence search screen you can go to the quick search button Last 7 Days and it will take you to your new 

record imported from Incidents.  

 

 

You can always go back and import if you need to add another property type and it will only import the property that 

you have not already added.  
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