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iSOMS 

 

HOW TO CREATE A MISSING PERSONS RECORD 

 

Navigate to Missing Persons -> Records -> Back Office -> Missing Persons and click on it. 

 

If you cannot click on Missing Persons in iSoms menu, you will need to ask an administrator for permissions to this 

module before you can use it.  

 

You are greeted with the search screen, where you can navigate to any Missing Persons that has already been added 

and access them.  
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At the top of the search you have some quick search buttons that you can utilize to find Missing Persons records that 

are Active, Added Last 30 Days, and Cleared Last 30 Days. 

 

You can also search by Last Name, First Name, Social Security Number, NCIC Number and Records between Missing 

Dates.  (Notice that All Agencies are selected by default, so if you do not want to search All Agencies, uncheck this 

option before search) 

 

 

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. 

 

HOW TO ADD A NEW MISSING PERSONS 

 

To add new Missing Persons, from the search screen, navigate to the top right where it says NEW MISSING PERSON. 

Click on that button. 

 

It will take you to a new screen where you can enter a new Master Name or lookup someone if they have been entered 

in as a Master Name already. You can press the lookup button at the bottom if you are looking up someone who is 

already in the system or you can press the NEW MASTER NAME at the top right if you are entering in a new person. 
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Reference how to enter a new Master Name guide if you have any questions on how to enter a new Master Name. 

Otherwise lookup a Master Name and select the person who is missing and press lookup. Select the name you are 

looking for. (For example Bugs Bunny) 

 

Double click on the name who is missing, this will take you to the Master Name record where you can enter more 

information about this person. When you have all the information entered about this person click in the top left where it 

says Save and Create Missing Persons Record. This will take you to the Missing Persons Record.  
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Here you can enter all the information about the Missing Persons like OCA Number, Reason and dates. There are many 

tabs to enter information as well. 
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When done entering all new Missing Persons, click the save button in the top middle of the screen. This will add your 

new Missing Persons record. You can then exit out of that tab after saving. 

 

HOW TO ACCESS MISSING PERSON REPORTS 

 

When on the Missing Persons search screen, in the top right next to the NEW MISSING PERSON button, find the REPORTS button 

and click on that. Then click on Missing Persons List. 

mailto:support@mmmicro.com
file:///C:/Users/drewm/Downloads/Microsoft.SkypeApp_kzf8qxf38zg5c!App/All%20(3)/www.mmmicro.com


 

M&M Micro Systems Inc. 

Phone: 888-644-5786 Ext. 115 

Fax: 865-380-4610 

Email: support@mmmicro.com 

Website: www.mmmicro.com 

 

This will direct you to the Missing Persons list reports page. 

 

Here you can narrow down your list report by Report Dates From and Through. 

Once you have the right criteria entered that you want to see for your list reports, click view at the bottom to view. 

(Make sure PDF is selected in report format to view) 
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