iISOMS®
Agency User Forms

Just like WinSOMS there is a place in iSOMS to add Forms and documents accessible to users
for download. Generally these are Fillable PDF or MS-Word templates for the user to fill in.
This document will cover how to add the forms, give security access to the users, and then the
menu option for the users to the list of forms for a specific Agency.

Adding Forms

You must be an Agency Super user to add forms. From the main menu, expand the Admin
menu, Agency Menu, then select Company Setup.

Click on ALL to get list of all agencies in your system. Then Select your agency.
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In the lower right select the tab for Agency User Forms

To add a new form, click the button on the far right for “Add Attachment”
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Browse to the File, Fillable PDF or Word Document you want to allow the users to download.
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The most important field on this screen is the Description box at the bottom. This is the
description that will be displayed in the grid for the user. So you if add several warrant forms or
Personnel forms, describe them in that field.

Saying something like Consent to Search 1, Consent to Search 2, and Consent to Search 3 would
not be helpful in selecting a Consent to Search Person, Consent to Search Premises, and Consent
to Search Vehicle.

Click Save when finished.
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Adding Security to allow users to Access the forms
You also need to modify the Security Profile(s) to allow the users access to these forms.

Select the Admin Menu, Agency Menu then Security Profiles.

» Purchase Orders

» Employee

Type in a name of profile to search, or click Search (with the Profile name field empty to see a
list of all profiles.
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Select the profile that needs access to the Agency User Forms
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Click on the Modules Tab (2nd tab)
Find the Agency Forms / Attachments Module (company setup)
Click on Can View as the Security Option, then Click Save.
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You would need to do this for all profiles that need access to the forms.



Accessing these forms.

When the user logs into iISOMS and wants to access/download one of the forms you have added
(if they have security profile rights to do so)

Click on the System Menu, Shift/Patrol Menu, Department Forms

» Agency Contacts/Phone Book

» BOLO

» Daily Logs

» Radar Logs

» Department Forms

The grid will be displayed with all forms you have added (via company setup)

They need only to click on the Attachment. (Click on the 15t column of the row they want) In the example
below click on the 2™ row, the letters PDF in the 15t column.

System will download it to their browser to be opened. (Lower left)

Sub-Category Description

Copyright® 2016-2020 M & M Micro Systems, Inc

@ CASE INFORMATL....pdf A




