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Significant Incident Management Guide 

The iSOMS Significant Incident Management module allows you to record and report on 

significant incidents (i.e. attacks/threats on schools or other organizations). 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 vital information quickly. 

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

1. Add Person Data into iSOMS Significant Incident Management Module 

Create a record for the significant incident.  

 

Import the student list file through TOPICS →  IMPORT STUDENT/PEOPLE FILES. 

This will import the Student / Person ID Number, identification 

information for the student, and contact information for the 

student’s family. This information will be excluded from global 

search and all other modules – it is only available here. 

This file should be provided by the IT department of the school on the day of the incident. 

If the school or organization uses Skyward, make sure to use Skyward as file format: 

 

Otherwise, use format appropriate to file. 

2. Organize and Confirm Data 

After importing, return to your significant incident record. Fill in location and other details of 

school / organization and save record so far. 

   

Now click the People to Review tab. The imported people will be added here. 
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Use this list to evaluate each person for the different phases of classification. 

All information will be imported into each entry: 

 

Under the Classification heading, each classification type can be set, and iSOMS will record time 

and the person who entered it: 

 

RED – The person has finished being initially reviewed (such as marking present). 

WHITE – The person needs to be interviewed, after interview check Completed White. 

BLUE – The person needs to have media stored, after stored check Completed Blue 

GREEN – Classification has been completed and the person should be sent to reunification. 

EXAMPLE for White 

      Needs Interview – Check White           Finished Interview – Check Completed White
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Lists of these people can be looked up easily be using LOOKUP → 

SEARCH PEOPLE. 

Use the quick search buttons at the top of the search screen to see 

the people who need to be reviewed, interviewed, etc. 

This functions almost like a to-do list for easily viewing people still in 

each category so you can quickly find the people you need. 

 

 

3. Add Additional Details 

Now you can finish adding additional details to the rest of the tabs, such as Officers, Vehicles, 

Narrative, Case Notes, etc. This is like a typical incident record. 

 

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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Searching Existing Significant Incident Management Records 

In order to open the Significant Incident Management module, navigate to: 

Records → Administrative → Significant Incident Management 

 

 

 

This will open the Significant Incident: Search (Main) screen. This screen allows you to search 

significant incidents by the main records. If you want to search for the people involved instead, 

click LOOKUP → Search People in the upper right corner of the screen. 

 

Search Main (Incident Records)   Search People (Person Records) 

Use this to search complete incident   Use this to search person records. Searching 

records, which includes information on  here will bring you to the incident record 

the entire incident.     which contains details on the person. 
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Searching the Main Incident Records 

Opening the module or using Lookup → Main will open the Significant Incident: Search (Main) 

screen. Here you can search and filter for different incident records. You can either use the blue 

buttons to do quick searches or enter information in the fields to do standard searches. 

 

Quick Searches 

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

 

Last 7 Days and Last 30 Days will show you all the records in the specified recent time periods. 

 

Unapproved lets you quickly find records that have been written but have not yet been 

approved by a supervisor. 

 

Not Admin Approved only shows incident records that need to be approved by administration. 

 

Active Cases simply returns all incident records that are active (i.e. have not yet been closed.) 

This does include unapproved and unassigned cases. 
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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.   

Selected Field Explanations 

 

Case # filters by the case number assigned by iSOMS or manually changed by your agency. 

 

Use Narrative Keyword to search for records that contain a word of your choice inside the 

Narrative for the record. For example, if you searched for Manifesto in this field, iSOMS would 

return all cases that had the word Manifesto inside the narrative note box. 

 

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 approve the record. 
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Adding New Significant Incident Management Records 

To create a new significant incident record, click New Incident in the upper right corner of the 

Significant Incident search screen: 

 

 

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

Click Yes and you will see a new Significant Incident 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 when the record 

was filed, what type of incident occurred, and the approval status of the incident record. 

 

2. The tabs record information about people, officers, others involved, vehicles at the 

incident, notes, images, investigation details, and more. 

 

Import the people involved in the incident using the TOPICS button in the top right. Afterwards, 

fill out the fields and tabs as appropriate: begin with People to Review so that other officers can 

review, interview, etc. as you finish filling in other parts of the entry. Fill out the other tabs as 

needed. This process is covered in detail in the next section, Filling Out a Significant Incident 

Report. 

After you enter new details, make sure to click Save at the top of the screen. 
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Importing People to Review using the Topics Button 

Since identifying who should be at a location is important during a response to a significant 

incident, one of the first things you want to do if you can is import a list of the people who 

should be at the location (such as a list of students enrolled at a school). The Significant Incident 

Module lets you import lists of people through the topics button. 

You must get a file from the school or organization (usually from their IT department) in order 

to import these names and associated info. Otherwise, you must add them in manually. 

On the incident record, click TOPICS → IMPORT STUDENT / PEOPLE FILES. 

 

Here you need to select the correct file and format to import. iSOMS currently supports the 

following formats: 

Skyward® Tab Delimited 

Powerschool® Tab Delimited 

Canvas® Tab Delimited 

This will import the Student / Person ID Number, identification information for the student, and 

contact information for the student’s family. This information will be excluded from global 

search and all other modules – it is only available here. 

This file should be provided by the IT department of the school on the day of the incident. 

Now navigate to the record again, and the People to Review tab will have the list of people you 

need to review. Begin there if you are responding to a significant incident so you can sort people 

and determine the health and safety of individuals involved. 
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Filling Out a Significant Incident Record – Fields 

This section explains in detail the different fields and tabs for a Significant Incident report. The 

top section of the report with fields should always be filled out when relevant information is 

available, and the tabs should be filled out as needed. 

Fields 

 

Case Number will automatically be filled in when you create a significant incident record, but if 

you want to use a different numbering system, feel free to change it here.  

List the day and time the incident occurred under Report Date / Time. If the incident was a 

prolonged event, you can add additional details under the Notes tab. 

 

Add the person who is filling out the report in Report By. It should automatically be yourself 

unless otherwise changed. 

 

Report Status lets your agency keep track of the current state of the incident investigation. Use 

it to keep everyone clear on the current status of approval or investigation, and make sure to 

update it when the report is approved by a supervisor. 

 

Report Type lists the type of incident. If you would like to add additional options for this field, a 

Super User will need to use Maintain Files. 
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These fields are for the location where the incident occurred. You can also use Business / 

Common Name to name the general place where the incident occurred (e.g. COUNTY HIGH 

SCHOOL). 

 

These fields relate to the location of the incident as well. They describe the school, building, 

area, room, etc. 
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Filling Out a Significant Incident Record – Tabs 

Summary 

Fill out the tabs below the fields as needed. Begin with People to Review if you are responding 

to a significant incident: this will sort the people by color groups and allow other employees / 

officers to search by classification to facilitate smooth organization of individuals involved. 

Classification is for recording CAD / call information, approval status, and assignment 

information. 

People to Review is where you can track the people involved in the incident and what their 

classification is. 

Others Involved is used for other people who don’t need to be classified but were involved or 

related to the incident. 

Officers can be used to track all officers / employees involved. 

Other Vehicles allows you to track vehicles involved in the incident. 

 

Narrative lets you write a long narrative to summarize the incident. 

Images, and Attachments tabs are available if you need to upload images and documents. 

(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.) 

Case Notes lets you record notes related to the case. The notes can be approved by supervisors. 
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Classification Tab 

 

The Classification tab lists information on the original CAD call, approval information, 

assignment date, and notes related to the approval or un-approval of the record. 

 

 

First, add the information from the CAD card by adding the File / CAD ID number for the CAD 

card.  

 

These fields relate to approval / un-approval and will be automatically filled in when you hit the 

buttons shown below: 

 

Click the appropriate button to approve or un-approve the report. If you need to send a 

notification to the assigned officer, simply click the appropriate Notify button and iSOMS should 

notify that person that the report was approved / unapproved. 
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Use these fields to assign the report, set the report inactive, or to clear the report. If you do one 

of the last two, you should probably add a note related to them. 

 

If this record should be restricted to the detective and super users only, check Restricted By 

Detective.  
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People to Review Tab 

 

The People to Review tab is for a list of all the people imported via files (see Importing People 

to Review using the Topics Button on page 10 for more information) or added manually. Here 

you will be able to classify each person using the Red, White, Blue, and Green color system and 

add details about them. 

 

To view, edit, or delete an entry, double-click it in the table or click the pencil (  ) icon. 

To add a new entry, click Add Person. Confirm you want to add a new entry and you will be 

brought to a window where you can add the necessary details. 

 

Now, whether you added a new person or are using the existing people, you will need to fill in 

information and verify classification of the people involved. 
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First, verify the information up in the fields at the top of screen.  

 

Add the Person Type (Student, Teacher, Visitor, etc.), Student ID #, and Bracelet ID (if needed). 

Verify name, address, race, sex, DOB, grade, and homeroom teacher in these fields. 

 

If the individual is not present at the location, check Not at School Today and add the reason. 

Headings 

 

Below the main fields, the headings are available to type additional information about the 

person. Once you have verified the field information, you can move to the headings: verify 

Parent/Guardian/Notes info, add additional Details if needed, and go to Classification and add 

sorting / classification info. 

Begin with the 2nd heading, Parent/Guardian/Notes, so you can ensure that information is 

correct. Continue by going to the 3rd heading Details and adding any needed info. Finally, go to 

Classification and mark this person as Red (The person has finished being initially reviewed 

(such as marking present). This process ensures ID info is correct before any interviews or 

additional media are taken. 
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Parent / Guardian / Notes Heading 

 

The Parent / Guardian / Notes heading contains information imported from parent and 

guardian contacts in files, or notes adding manually. You can edit or add to these notes here. 

 

Details Heading 

 

The Details heading has markers to identify additional info about the person. You can mark if 

they are Injured, Refused Bracelet, Treated at Scene, Transported, or a Possible Suspect. 

If there are additional descriptive features or important clothing, you can add those under 

Features and Clothing. Add any additional notes on description / details and Save. 
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Classification Heading 

 

The Classification heading lets you identify students / people by their classification in the color 

code system. Simply mark the appropriate box for their current classification. This will auto-

record your name and the current datetime. For White and Blue, these have a checkbox to 

mark them as needing to be interviewed / media taken, and then a checkbox for White and 

Blue Complete. 

Before Checking Red and Saving: 

 

After Checking Red and Saving: 

 

This person will now be able to be found easily via Search (People) who have red marked so 

that the process can continue to the next stage. 
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Colors Information 

RED – The person has finished being initially reviewed (such as marking present). 

WHITE – The person needs to be interviewed, after interview check Completed White. 

BLUE – The person needs to have media stored, after stored check Completed Blue 

GREEN – Classification has been completed and the person should be sent to reunification. 

Your agency can use bracelets or lanyards to classify people by color, so that everyone involved 

in the significant incident response can know what needs to happen for the person before 

release. Examples are shown below: 
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EXAMPLE for White 

      Needs Interview – Check White           Finished Interview – Check Completed White

              

 

Lists of these people can be found using the Significant Incident: Search (PEOPLE) screen. 

Navigate to the Significant Incident Module and click LOOKUP → Search People in the upper 

right. 

 

Use the quick search buttons at the top of the search screen to see the people who need to be 

reviewed, interviewed, etc. 

This functions almost like a to-do list for easily viewing people still in each category so you can 

quickly find the people you need. As you update their checkmarks, you will see them move 

through the lists until everyone should eventually be marked Green. 
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Others Involved Tab 

 

The Others Involved tab lets you record any other individuals (besides the People to Review) 

that are involved in the situation and details relevant to those people. To view, edit, or delete a 

current entry, double-click an entry from the table. 

When you add a new entry, you should fill out only the tabs you need to fill out to track 

information and then save it. Details are provided for each of the sub-tabs below, although each 

sub-tab is relatively intuitive. Add information as needed. 

 

In order to add a new entry, click the Add Person button. Confirm you want to 

add a new person involved, and then you will see the options to fill in the fields. 

 

 
 

The fields at the top list the person’s involvement and relationship to the people involved. Then 

identifying fields are below, along with additional headers to add extra info such as 

Biographical, Employer, and Juvenile / Child Info. For details, see below. 
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Quick Fill from Master Names 

If you already have information on someone as a Master Name, then you 

can add it quickly by clicking the Search People button in the upper left.  

 

This will open the Master Name search screen. Input a name and other identifying info (such as 

DL number or SSN, etc.), then click Lookup.  

 

Select the person from the list to add them, and then click Save and Select in the Others 

Involved tab. This will autofill information you have on them. 
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Filling in Information 

 

First, fill in How Involved dropdown with how the person is connected to the incident. 

 

Add the Relationship this person has to the other people involved. 

 

Now you can scan the person’s driver license if you click Scan DL. 

 

 

If you need to hide this name or details about the report, check Hide Name or Hide Details. 

If the person had to be restrained, check Safety Restraints Used. 

Now fill out the information about the person if necessary: 
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Headings 

Below the main fields, the headings are available to type additional information about the 

person. 

 

Fill in the biographical information under this heading, including SS and DL numbers. 

 

 

Here you can add an employer record. The Employer system works by storing records of 

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

on the same business. See Appendix A, Business Records on page 39 for more information. 
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Here you can fill out information on the individual if they were a juvenile / child. 

 

Add the Level of Education and School along with any necessary Notes. 

This completes filling out the Others Involved entry. Click Save in the bottom right to finish this 

entry. If you have any more to add, simply repeat the process. 
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Officers Tab 

 

The Officers tab lists the officers present at the scene of the incident. 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 Officer button. 

 

Fill in the officer and their involvement, and hit Add to add them to the list. 
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Other Vehicles Tab 

 

The Other Vehicles tab can be used to log information on the vehicles related to the incident, 

such as a student’s personal vehicle. 

 

To view or edit an entry, double-click it on the table. To add a new entry, click Add Vehicle in the 

upper right.  

 

This will open the window where you can input vehicle information: 
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If you want to add information already stored in iSOMS, hit Search and you can find vehicles by 

license plate number: 

 

 

If you need to input a new vehicle not in your records, instead simply start adding information 

on the vehicle. There is a place to put images as well if desired. 

 

There are additional fields to put information if the vehicle is stolen / recovered, insurance info, 

wrecker info, etc. 

 

 

 

  

Continued on the next page 
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Now there are headings to fill in notes on different things. All of them are simply note fields, 

including: 

 

Main – add any notes related to the main details about the vehicle here 

 

 

Disposition – add any notes related to the disposition of the vehicle here. 

 

 

Tow Info – add any notes on towing here. 

 

 

Markings – add notes on markings on the vehicle here. 

 

  

Continued on the next page 
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Owner / Driver – Add information on the owner / driver here. 

 

 

Vehicle Ownership – Add info on the vehicle ownership and details here. 

 

 

As usual, make sure to Save the record periodically to avoid losing entered information. 
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Narrative Tab 

 

The Narrative tab gives you an area where you can add a long note to describe the incident and 

add additional details. 

 

 
  



Significant Incident Guide
 

 For Questions, Call 888-644-5786 pg. 33 
Significant Incident Guide 

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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Case Notes Tab 

 

The Case Notes Tab is for adding notes related to the case that don’t fit under another tab. 

These notes can be approved or disapproved by administrators and super users. 

 

To view or edit an entry, double-click it on the table. To add a new entry, click Add Case Note in 

the upper right.  

 

Now add the details to your case note. 
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Date / Time will be added automatically. If this should be Restricted, check that here. Once 

finished, add Time Spent on Report. 

 

Add the Note Reason for why you are editing / approving / resubmitting this report. Then add 

the Report Status. 

 

Add the Description for the note. 

 

Now add the Notes. 

 

Finally, if you are approving the note, check Approve Report and your info will be added 

automatically. 
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Significant Incident Reports 

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

➢ List Reports 

➢ Detail Reports 

➢ Form Reports 

➢ Custom Reports

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

Records → Administrative → Significant Incident Management 

 

 

 

Now click on the Reports button in the upper right and choose the report you want to run. 

Some reports require you to choose a specific incident record first before you run them. 
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Your agency can use bracelets or lanyards to classify people by color, so that everyone involved 

in the significant incident response can know what needs to happen for the person before 

release. Examples are shown below: 
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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 Worked For in 

Service Work, 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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Appendix B: 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 Report Status dropdown to have a new option, Ongoing. Navigate to 

the Significant Incident module under Records → Administration → Significant Incident 

Management, and then click: 

Maintain Files →  Incident Codes → Report Status 

 

 

  

 

 

  

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. 
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This will open the list of all the current codes for Report Status. 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. 

 

 

If we go back to the Significant Incident Management records, we will see our new option in the 

Report Status 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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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, May 2026 

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. 

 

 

 


