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Equipment Room Guide 

The iSOMS Equipment Room module allows you to record and report on all sorts of 

equipment, including office supplies, radar, administration, patrol equipment, and the like. This 

guide explains the general process in iSOMS, the way to add and edit records, and how to run 

reports.  

 

This guide begins with a brief review of the process so you can see the overall picture.  

After the reference sheet, the more in-depth parts of the guide will follow. 
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Overview 

1. Create Items 

You can add items to the equipment room and fill out the fields above the tabs section.  

Navigate to Property → Equipment Room and then click NEW EQUIPMENT. 

 

 

 

Add the item description, classification, etc. If you need to add more options to the dropdowns, 

see the section below and use Maintain Files to add them. 

 

Add Necessary Maintain Files Records 

You must add the correct codes to the different types of dropdown fields, such as type, 

condition, classification, etc. 

 

 

Click MAINTAIN FILES and then choose the code type you need to add. 

 

  

It is easier to do this if you understand how the module works. If you are new to this module, 

go through the process of adding a new record, and then you can add the correct options to 

the maintain files records. 
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2. Add Additional Details 

Now you can finish adding additional details to the rest of the tabs, such as Purchase Info, 

Assignment History, Transaction History, etc. 

 

As you fill out the record, Save frequently to avoid losing any entered information. 

For more detailed information, see the rest of the manual for more details on each part of the 

process. 
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Quick Reference 

Can I copy a record and information contained within? 

Yes, for the most part. See Repeating Equipment Records on page 33. 

Is there a way to keep track of item counts, such as office supplies? 

Yes, item purchase can be tracked under the Transaction History (pg. 26) tab. 

How do you assign and un-assign items? 

Use the Assignment History tab to assign items. When you add a disposition, the item will be 

unassigned. See Assignment History Tab on page 23 for more information. 

Can I get a report that lists all items a person has? 

Yes: 

Use Issued Equipment Reports (pg. 42) for all items a person has been issued. 

Use All Equipment Reports (pg. 43) for a signable form stating the person has all those items in 

possession. 
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Searching Existing Equipment Room Records 

In order to open the Equipment Room module, navigate to: 

Property    →     Equipment Room 

 

 

This will open the Equipment: Search screen. Here you can search and filter for different 

equipment records. You can either use the blue buttons to do quick searches or enter 

information in the fields to do standard searches. 

 

  



Equipment Room Guide
 

 For Questions, Call 888-644-5786 pg. 8 
Equipment Room Guide 

Quick Searches 

Several different quick searches are available by using the blue buttons. 

 

All returns all equipment items. 

 

Last 7 Days Activity and Last 30 Days Activity will show you all the records with activity logged 

in the past 7 or 30 days respectively. 

 

Active (Below Min on Hand) will show all active equipment that has a quantity lower than the 

minimum recommended to be on hand. 

 

Active (Expires in Next 90 Days) will show all active equipment that has an expiration date 

within the next 90 days. 

 

Active (Warranty Expires in Next 90 Days) will show all active equipment that has a warranty 

expiration date within the next 90 days. 

  



Equipment Room Guide
 

 For Questions, Call 888-644-5786 pg. 9 
Equipment Room Guide 

Standard Searches 

Various fields are available if you need to do a search that the quick searches won’t 

work for. Fill in the fields to narrow the search and click Lookup at the top or 

bottom of the page to perform the search. If you need to start over, simply click 

Clear Filter to remove all search field entries.   

 

Equipment Status searches for either active (not yet disposed, although it may or may not be 

assigned) or disposed (has the disposed field filled in). 

 

If you have multiple agencies on your iSOMS server and you have permission to view them, use 

All Agencies to search all agencies available to you. Show Archived Only will only return records 

that have been archived. 

As mentioned above, when you have finished with your search parameters, click Lookup to 

perform your search. Double click on the desired entry to view, edit, or delete the record. 
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Adding New Equipment Records 

To create a new equipment record, click New Equipment in the upper right corner of the 

Equipment search screen: 

 

 

You will be asked to confirm creating a new equipment record. 

Click Yes and you will see a new Equipment Item record screen. 
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There are two primary sections of the record: 

1. The fields in the upper part of the screen. These are for details about the item, when the 

record was filed, the classification, location, serial number, etc. 

 

2. The tabs record information about purchase, service, assignment, transactions, notes, 

images, and attachments. 

 

 

Fill out the fields concerning the item and then the tabs as appropriate. This process is covered 

in detail in the next section, Filling Out an Equipment Record  

After you enter new details, make sure to click Save at the top of the screen. 
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Filling Out an Equipment Record – Fields 

This section explains in detail the different fields for an Equipment entry. The fields cover 

information such as item number, item classification, condition, make and model, location, and 

more. 

 

Various of these fields are dropdown, not freeform. If you need to add, edit, 

or delete options, these can be accessed in Maintain Files (see Maintain Files 

Procedure on page 16 for how to do this.) The Maintain File Category is shown to the right of 

fields for convenience. 

 

Fields 

 

Item Number is the item number in iSOMS. Agency Tag Number can be used to add a tag 

number used by your agency. 

 

DLA ID# is for listing the ID number from the DLA if applicable. 

  

Use Item Description for the name or description of the item. 

   

Assigned Division lists the division the item is assigned to. You can use 

this instead of the Assignment tab if necessary. 
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Item Classification and Item Sub Classification are used to sort items by their type. 

Classification lists whether the item is an office item, ammo, uniform, assets, etc. 

Subclassification can be used to be more specific, such as the type of item. These fields are 

dropdown so you will likely want to add the options in Maintain Files that match the item you 

are entering (see page 16 if you don’t know how to do this.) 

 

Use Condition to list if the item is in Good condition, Damaged 

condition, Poor condition, etc. 

 

Destruction Protocol can be used to list if the item has a specific destruction protocol that 

needs to be followed. Make sure to mark High Risk Item if the item is dangerous to deal with. 

 

 

Use these fields (Location, Shelf, and Bin) to add the location of the item; or if you want, you 

can use Location Free Form to just type a location. Note that it will be easier to search by 

location if you use the dropdown fields though. 
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If the item has a make and model, you can add the Make and Model. You can also add the Color 

and Style of the item here as well. Once again, you may have to add these in Maintain Files if 

you have not done so before on your iSOMS server. 

 

Caliber should be used if you are recording ammo. 

 

This field is for the Serial Number of the item. 

 

Use these fields to keep track of how much of an item you have and how much you need. 

On Hand is the current amount your agency has. 

Max On Hand is the most you should have. 

Min On Hand is the minimum you need. 

Auto Order Qty lists the quantity that should be used for auto-orders of this item. (iSOMS does 

not do this automatically; you just use this number as a reference when setting up an auto-

order.) 
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If this item has amounts (i.e. isn’t a unique item like a device but something like staples, paper, 

etc.) make sure to check Can Have Quantity here so that it will show up when searching for 

those items in Lookup. 

If the item is stored by a business and you should get it when needed, check Stored by Vendor.  

If you would like to add an image of the item, you can click Upload Image ( ) or Take New 

Photo ( ) on the right. Select or take the image and it will be added. 

 

Make sure to Save at the top of the record as you go so you do not lose entered details. 
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Maintain Files Entries 

Many dropdown options are present in iSOMS. You can use Maintain Files to add to them. To 

use this, click Maintain Files at the top right of the screen. Then navigate to the correct code 

section and choose the appropriate option for the code you want to add. We will do one 

example, but you can find the right option to change any dropdown beside it in the main 

manual entry for that field. 

 

The method of adding codes (and the way to edit current codes) is to use Maintain Files. As an 

example, let’s change the Location dropdown to have a new room, the “Extra Storage Room”. 

Navigate to the Equipment Room module under Property → Equipment Room, and then click: 

Maintain Files →  Equipment Codes → Property Location Room 

 

 

  

IMPORTANT: Only a person with Super User permissions can 

change Maintain Files settings. Make sure you have a Super User 

editing if using that method. 

 

 

 

 



Equipment Room Guide
 

 For Questions, Call 888-644-5786 pg. 17 
Equipment Room Guide 

This will open the list of all the current codes for Property Location Room. If you want to edit a 
current code, find it in the list that appears and double-click it.  

To add a new code, click New Record: 

  

On the screen that appears, type the Code (system hidden name) and Description (the actual 

words displayed for users), and then click ADD to add the code. This will open a new screen, but 

you can just hit Save and exit the code record; we do not need to add any special functionality. 
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If we go back to the Equipment records, we will see our new option in the Location dropdown: 

  

 

A Super User can follow this similar procedure to add additional codes for more options to 

almost any dropdown in the module. 
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Filling Out an Equipment Record – Tabs 

Summary 

Fill out the tabs below the fields as needed. 

The Purchase Info tab contains when and where the item was purchased, if funding was 

received for it, etc. 

Service Info lets you keep track of when important service items were performed (such as 

Repair or Inventory). 

Assignment History tracks the history of assignments and also disposition of the item. 

Transaction History is used for items (such as office supplies) that need to be re-ordered and 

tracks the purchase, receipt, etc.  

Notes, Images, and Attachments tabs are available if you need to take additional notes or 

upload images and documents. (Notes, Images, and Attachments in this module function similar 

to those in all of iSOMS, so if you are familiar with them, you do not need to read those 

sections.) 

 

 

  



Equipment Room Guide
 

 For Questions, Call 888-644-5786 pg. 20 
Equipment Room Guide 

Purchase Info Tab 

 

The Purchase Info tab contains when and where the item was purchased, if funding was 

received for it, etc. Fill out what you know about the purchase 

 

 

 

These fields are for information about the purchase of the item. 

If you received a grant for the item, add the Grant #. If the condition of the item is different 

than when it was purchased, you can use Purchase Condition to keep track of what it was when 

you initially bought it. 

 

If the item expires, add an expiration date here in Item Expires Date so it can be searched for 

easily via the appropriate quick search. 
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If you did get a grant or outside funding, use the Funding Source dropdown to record where the 

money came from. 

 

These fields are used to record information about the warranty the item has, if any. 

 

If the item is given away, sold, or retired to someone, you should record that here as Disposed. 

Use the Disposition Date and Value to record information on it. Record the Disposed Condition 

and then add the reason for disposition in Disposed Reason. 

 

Purchased From lets you select the business the item was purchased from. If you already have 

the business in your records, simply type the name (such as OFFICE PRODUCTS) and it will 

appear automatically. If you don’t have the business in iSOMS or for more information on 

inputting new organizations into iSOMS for quick reference later, see Appendix A, Business 

Records on page 33. 
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Service Info Tab 

 

The Service Info tab keeps track of services to the item so you can keep track of care to the 

item, but also so you can search for this information later and filter in reports. Use this tab to 

keep track of scheduled inventory dates and scheduled service dates. 

 

 

If the item should be serviced based on mileage, days, or hours, use the above fields to add the 

required service intervals. 

 

Use these fields to record when a service was performed and who did it. 

 

These fields let you keep track of when inventory was performed. 
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Assignment History Tab 

 

The Assignment History tab lets you record assignment of this item to officers, employees, or 

vehicles. Use this to keep track of who the item is currently assigned to, or use this tab to add a 

new entry to change who it is assigned to. To view, edit, or delete a current entry, double-click 

an entry from the table. 

 

To print a form for entry on the table, click on the printer icons. You can print Custom Forms for 

your agency or standard forms available by default with iSOMS. 

Custom Form (Left Button)  Standard Form (Right Button) 

        

In order to add a new entry, click the Add Assignment button. 

Confirm you want to add a new assignment, and then you will see the 

options to fill in the fields. 
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How to Assign an Item to an Officer / Employee 

Add the Assignment Date, Assignment Condition, Quantity Assigned, Assigned Value, and who 

the item was Assigned To. If the assignment expires, add an Expires on Date. 

 

This will assign the item to the officer. If you want to assign the item to a vehicle / item / asset 

instead, see below. 

How to Change an Assignment 

Add a new entry changing these items. 
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How to Attach Item to Vehicle, Equipment, or Asset 

If you would rather attach an item to a vehicle, equipment, or asset instead of an officer, use the 

following fields: 

 

 

 

Add Attached To and Attached To Vehicle / Asset / Equipment to assign this to an item instead 

of an officer. 

How to Remove an Assignment 

Add Assignment Disposed Date, Condition, and Quantity Returned: 

 

Additional Information 

 

You can add notes for this assignment in the Notes box. 

You can also use the Maintain Files button as a shortcut to edit the Condition codes specifically, 

as that is the only dropdown that is present in this tab. 
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Transaction History Tab 

 

The Transaction History tab is for recording purchasing quantity items, such as staples, paper, 

etc. To view, edit, or delete a current entry, double-click an entry from the table. 

 

In order to add a new entry, click the Add Transaction button. 

Confirm you want to add a new transaction record, and then you will see 

the options to fill in the fields. 
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Add the Transaction Date. Then add how you acquired the item in the Transaction Type (such 

as Purchased, Gifted, or Donation). 

 

Now add the details of the transaction in the fields shown above. The Vendor field lets you 

select the business the item was purchased / received from. If you already have the business in 

your records, simply type the name (such as OFFICE PRODUCTS) and it will appear 

automatically. If you don’t have the business in iSOMS or for more information on inputting new 

organizations into iSOMS for quick reference later, see Appendix A, Business Records on page 33. 

 

You can add notes for this record in the Notes box.  

You can also use the Maintain Files button as a shortcut to edit the Transaction Type codes 

specifically, as that is the only dropdown that is present in this tab. 
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Notes Tab 

 

The Notes tab is used to view or add notes pertinent to the record. Double-click on any entry in 

the table to edit or view it. 

 

Narrative acts as an area where you can add a long note. This is useful when you want to add 

important or long form notes that won’t be mixed in with the rest of the short notes. 

 
 

Use Add Note to add a new note. 

 

 



Equipment Room Guide
 

 For Questions, Call 888-644-5786 pg. 29 
Equipment Room Guide 

 

The View Story button will show all notes (except Narrative) that have been added on one page. 
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Images Tab 

 

The Images tab is used to view, download, or add images. You can add a single image at a time 

or multiple images at a time. Click Add Image to add a single image. 

 

To add multiple images at a time, you will need the System Tray Installer downloaded to the 

computer you are using. The System Tray Installer can be found on the iSOMS home page by 

clicking on the button in the upper right with your username. Once you click on that, you will 

get a drop-down list, and Download System Tray Installer is one of the options. Download and 

install it on this computer. 

 

 

 

 

After you have the System Tray Installer on the computer, you can now use the Add Images 

button to upload multiple images at once if necessary. 

Click YOUR 

NAME 
Click HERE 

Download & 

Install 
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Attachments Tab 

 

The Attachments tab is used to view, download, or add attachments. Double-click a file entry to 

view the record for the attachment or click on the  icon to download the attachment to the 

computer. 

 

You can add a single attachment at a time or multiple attachments at a time. Just like above 

with images, you will need the System Tray Installer downloaded to the computer you are using 

to add multiple attachments at once. See the Image tab instructions on the previous few pages 

for instructions on installing the System Tray Installer. 

Click Add Attachment to add a single attachment or click Add Attachments to add multiple 

attachments at the same time. Choose the attachments from the computer, then add the 

appropriate category and sub-category for the file. 
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You can also Download All PDFs at once by clicking the appropriate button. 

 

 

If you have the iSOMS Windows App, you can use Scan to scan files into the attachments. 
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Repeating Equipment Records 

If you wish to copy the information in a record, you can do so by repeating the record. 

Navigate to the record you wish to copy: 

 

Click the REPEAT button in the top right. Confirm you wish to copy/repeat, and a new record will 

be created. 
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The new record will be created, with most of the fields copied. 

 

Purchase Info and Service Info tabs will be copied as well. 
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Equipment Room Reports 

iSOMS allows you to print different types of reports for equipment records: 

➢ List Reports 

➢ Details Reports 

➢ Transactions Reports 

➢ Assignment Reports 

➢ Issued Equipment Reports 

➢ All Equipment Reports 

➢ Stats Reports 

➢ Form Reports 

➢ Custom Reports 

To access the reports, begin on the iSOMS home screen and navigate to: 

 Property    →     Equipment 

 

 

Now click on the Reports button in the upper right corner and choose the report you would like 

to run. 
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List Reports 

The List Reports provide an overview and list of multiple equipment items. The Report Style 

field has numerous options for sorting the list by many of the fields: you can sort by listing, 

classification, make/model, and numerous other options. 

 

You can also narrow the report using the filters. There are options at the bottom for additional 

sorting and you can choose to hide or show Notes and Inactive Items. Set your parameters for 

the report and click View or Download to view the report. 

 

 

  
Examples on the next page 
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By Listing 

 

 

By Classification 

 

Equipment Audit 
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Details Reports 

Details Reports go over equipment items in detail so you can view records in an information-

complete report. If you do not select a specific record, it will print a detail report of every active 

equipment item in iSOMS. You can set it to a specific record if you click the Reports button from 

the record you want to print a detail report for.  Choose anything you would like to hide and 

then click View or Download to view the report. 
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Transaction Reports 

Transaction Reports go over equipment items for their Transaction tab records (as on page 

26Error! Bookmark not defined.) and give details about those entries. 

If you do not select a specific record, it will print a report of every active equipment item in 

iSOMS. You can set it to a specific record if you click the Reports button from the record you 

want to print a report for. 

Add your parameters to filter the report, choose anything you would like to hide, and then click 

View or Download to view the report. 

  

 

Example on the next page 
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Assignment History Reports 

Assignment Reports go over equipment items for their Assignment History tab records (as on 

page 23) and give details about those entries. 

You can set a range of dates: either by assignment, disposition, or warranty. It will show all 

assignments over that time period. Add your parameters to filter the report, choose if you 

would like to hide the notes/details, and then click View or Download to view the report. 
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Issued Equipment Reports 

Issued Equipment Reports list information about items based on who they were assigned to.  

You can see information about the assignment and other details about the item. It has a place 

for a signature to be responsible for the items assigned. You can set a date range. You must 

choose one employee to run the report for. It includes information from assets, equipment, 

armory, and vehicles. 

Add your parameters to filter the report, choose what you want to include, and then click View 

or Download to view the report. 
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All Equipment Reports 

All Equipment Reports also list information about items based on who they were assigned to. 

It has a place for a signature to be responsible for the items assigned. You can see information 

about the assignment and other details about the item. You must set a date range for when the 

assignment occurred. 

Add your parameters to filter the report, choose what info you want to include, and then click 

View or Download to view the report. 
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Stats Reports 

Stats Reports lists statistics about your equipment items. It tells the count, the percent, and the 

purchase value. You can set the Report Style to give stats by classification, make, or vendor. 

Add your parameters to filter the report and then click View or Download to view the report. 
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Appendix A: Business Records 

iSOMS has various sets of business and organization records, which works by storing records of 

organizations. This makes it so that you do not have to continuously re-enter the same 

information on the same business or agency. We will use this as an example for Vendor in 

Purchased From, but it works for all businesses and organizations that have fields that look like 

this.  

 

To add a new organization: 

Click Add to add a new entry. Enter the organization 

information in the window, click Add at the bottom of the 

window, and then this will be marked as the organization. 
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To edit a current organization:  

Click Edit to edit the current organization which is 

selected. Click Save when you are done 

editing this organization. 

  

 

 

 

Continued on the Next Page 
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To use an existing organization:  

Click Search to use an existing organization.  

Enter the name or other 

identifying info. 

 

 

 

 

Click the Lookup button near the bottom of the window in order to find existing records.  

 

Then scroll down the window and select the correct organization from the list by double-clicking 

their record.  
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For More Information          

We hope this manual has been helpful to you and your agency. 

If you have any questions, don’t hesitate to call us at 888-644-5786. 

Second Revision, June 2025 

All material appearing in this guide (“content”) is protected by copyright under U.S. Copyright 

laws and is the property of M&M Micro Systems Inc. or the party credited as the provider of the 

content. You are allowed to copy, distribute, and display this work for use with the iSOMS 

platform and for training concerning the usage and operation of the iSOMS platform. You may 

not publish, modify, create derivative works, or in any way exploit any such content, sell or offer 

it for sale. You may not alter or remove any copyright or other notice from copies of the content. 

in M&M Micro Systems Inc.’s manual. Copying or storing any content except as provided above is 

expressly prohidd without prior written permission of M&M Micro Systems Inc. or the copyright 

holder identified in the individual content’s copyright notice. 

 

 

 


