ISOMS

HOW TO USE TRESPASS NOTICE

Navigate to Trespass Notice under Communications -> Trespass Notice and click on it
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If you cannot click on Trespass Notice 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 Trespass Notices that have already been added
and access them.
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At the top of the search you have five quick search buttons that you can utilize to find trespass notices opened in the
last 7days, last 30 days, active notices, inactive notices, and all expired in one click.

You have many fields that you can search by such as report dates from and through, disposed from and through dates,
case number, etc. (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 TRESPASS NOTICE

To add new Trespass, from the search screen, navigate to the top right where it says NEW TRESPASS. Click on that
button.
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It will take you to a master name search screen where you can search for someone that has been entered before that will
fill in more of their general information into the trespass notice form.
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If the person is not already in the master name, you can choose to add a new master name in the top right, where you
will have to enter information about the new person you are trying to enter.

You can also click the skip master name and create trespass notice record button, and that will take you to the trespass
notice record to enter the notice information.

With any option you take, you will be taken to the Trespass Notice record to enter the case number, report date, and
trespass type. Here you will fill out all of the trespass notice information on the main page and the tabs below.
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Address 1:

Address 2: Apt/Suite #:

City: State: Zip Code:
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When done entering the trespass notice information, in the top middle of the screen you will see a save button. Click
the save button to save all the trespass notice information.
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HOW TO ACCESS TRESPASS NOTICE REPORTS

When on the Trespass Notice search screen, in the top right next to the New Trespass button, find the REPORTS button
and click on that.
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Here you can choose the kind of report you want to access such as list, detail, stats, form, and custom form reports.
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Click on the desired report you want to see, and you will be directed to that page.

For example, when you click on list reports page, you will see that you can choose the report style that you want to
view.

Here you can view reports by dates from and through, by Business, trespass type, disposition, etc.
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You also have the option to choose to see all agencies, but you will have to check that checkbox if you want to see list

DOWNLOAD
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reports from all agencies.
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You have checkboxes that you can check to include things such as main note, name, images, etc. to the report you are

viewing.

TresPass Type:

~ Disposition:

v Assigned To:

- Q

City:

v  Street:

[ include Main Note

[ include Notes

ZipCode:

[ Include Name/Address

[ include Images

[J include Name

[ include Attachments

(] Al agencies

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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