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Pre-booking Purpose and Overview 

Pre-booking allows someone other than the booking officer (usually a patrol officer) to enter 

some of the information for the booking ahead of time. Your agency may choose to use this 

option. Consider the following advantages and disadvantages of pre-booking: 

• Pre-booking can save some time for the booking officer since the patrol officer 

already has the information. The booking officer will have some information already 

entered when they start the booking. 

 

 
 

• Pre-booking reduces the chance of miscommunication. The information will be put 

into the computer directly, hopefully with reduced chance of any misunderstandings. 

 

• When considering pre-booking, realize this means an officer will have to input the 

information twice as they must also fill out an incident report. Consider whether you 

prefer the pre-booking or incident report import method. 

 

• Pre-booking must be done before the booking, but many agencies have their officers 

write their incident reports after booking. This does increase the time between when 

officers arrive with a prisoner and when the prisoner is booked. If the officers must 

book the prisoner before having access to a computer or before filling out incident 

reports, you may consider doing standard booking instead. 

  

IMPORTANT: The booking officer will still have 

some work to do. Pre-booking reduces the amount 

of work for them, but it does not complete the full 

booking process.  
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Be aware that the pre-booking records will be submitted by the officer, and then a supervisor 

must approve them before they show up in the booking records. When the booking officer 

begins their work, the booking is already in the booking records, so the booking officer can open 

the record to complete the booking.  

 

 

  

WARNING: The pre-booking must be approved by a 

supervisor after it is submitted, or the booking 

officer will not be able to locate the information in 

the records.  
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Searching Pre-booking Records 

To begin a pre-booking record, begin on the iSOMS home-screen.  

 

Navigate to: 

        Corrections → Booking → Pre Booking Records 
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The following screen is the search screen and menu for pre-booking records. There are several 

options to search for pre-booking records that have already been created. To create a new pre-

booking record, you can click on the New Pre Booking button in the upper right corner. This is 

covered in more detail in Creating a New Pre-booking on page 7. 
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Search Screen 

This search is only for pre-booking, not standard booking. 

Use the options if you would like to search for a specific 

pre-booking entry but note this is not a normal booking entry. 

To find a standard booking entry, please use the standard 

“booking search” (see the Corrections Manual for more info). 

Use the fields provided to narrow your search. For example, 

you can search by arrest date or name of inmate. 

To create a new pre-booking entry, see the next page. 

 

 

 

TIP: The “Waiting to Be Booked” option is a good 

shortcut for supervisors to approve prebooking 

records that have been submitted. 
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Creating a New Pre-booking 

To create a new pre-booking, click “New Pre Booking” in the right hand corner of your screen. 

 

 

Master Name Search 

When you click on New Pre Booking, the following screen is the Master Name Search screen. 

The Master Name system allows you to create new records, such as pre-bookings and bookings, 

from a single record for each person. You want to use this to either find someone’s name in the 

Master Name records or enter a new name. You need to use an existing Master Name or create 

a new Master Name if you want to create a new pre-booking record. 
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If the person being booked in already has a Master Name record in your system, you can enter 

information to narrow the search and click Lookup. Clicking ALL will show all Master Names in 

your system. However, we recommend you use lookup, since you can have many Master Names 

in your system. If you are searching for a Master Name, once you enter any information to 

narrow the search and click Lookup, the next screen will show any results that matched your 

search, and you can choose the Master Name by double-clicking it.  
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Confirming Master Names 

Use at least two pieces of information to confirm that this is the Master Name you need to 

enter in the database, such as DL#, birth date, SSN, etc. 

If the person you are pre-booking does not have a Master Name in the database, you need to 

create a new Master Name by clicking New Master Name in the upper right.  

 

 

 

 

 

 

 

 

Filling in Information about Pre Booking 

Whether you added a new Master Name or used an existing one, on the following screen, you 

will find the Master Name information. If you used an existing one, it will be filled in. You can 

add additional information or edit information. Once you have confirmed that this is the correct 

Master Name, you can enter any additional information you need to enter.  

  

IMPORTANT: Make sure to 

confirm the Master Name is the 

same as the person you are 

entering. Use at least two 

pieces of information, such as 

DL # and birth date, to verify 

their identity.  
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Pre Booking Master Name Screen 

 

Information filled in the Master Name will carry to all new bookings and pre-bookings. This 

means that filling info in here will automatically fill in fields later. For more detailed information 

on creating and filling in a new Master Name, see Creating a New Master Name in the 

Corrections Manual. Make sure to fill in the following fields at a minimum: 

• Name (Last & First) 

• Race & Sex 

• Height & Weight 

• Description (Hair, Eye, Build, Complexion, facial hair and glasses if applicable) 

• Social Security # and Date of Birth (or estimated age if necessary) 

• Driver License # (or other applicable ID) 

Afterwards, click the Save & Create Prebooking Record to save the info and create the pre-

booking. 
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Filling in the Arrest and Charges Tab 

Now that you have created the pre-booking, the Master Name information will fill in on the pre-

booking record. The Arrest Tab and the Charges Tab must be filled in before the pre-booking 

record can be submitted for approval.  

 

 

 

WARNING: You must fill out the 

arrest and charge tabs, or iSOMS will 

not allow you to continue the Pre-

Booking process. If those tabs are 

not filled in, you will get an error 

message telling you what must be 

filled in. 
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Arrest Tab 

 

The Arrest tab stores information on the arrest of the individual. The following fields must be 

filled in: 

• Arresting Department 

• Arresting Officer 

• Arrest Date 

• Arrest Location 

• Transporting Officer 

• Vehicle Status (even if no vehicle) 

• Arrival date 

 

The Arrest Survey Questions must also be filled in. Record any info you think is relevant and 

then click Yes, No, or Refused as appropriate to fill out the questions. When finished, click Save 

at the bottom of the window. See the next page for a screenshot of the window. 

Fill in the fields first and 

then click this button 
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Add notes if needed 

Answer question 

Save when finished 
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Charges Tab 

 

The Charges tab lists charges for this pre-booking. 

If you want to edit or delete a charge, double-click it or click the pencil (  ) icon.  

If you want to create a warrant, click the page (  ) icon. 

To print a custom form based on the charge, click the printer (  ) icon. 

 

 

Use the Add Charge button to add a new charge. You must add at least one charge. Click Yes 

when asked if you are sure you want to add a charge: 
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Add the charge information on the pop up screen. You should add all parts of the charge that 

you can, including the offense date and time. 

 

When finished, click Save, then Exit in the bottom right corner of the screen. 
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Submitting Pre Bookings 

In order to submit a pre-booking, you must fill in some of the fields and the Arrest / Charges 

tabs. Additional information can optionally be filled out in the other tabs: see Filling Out 

Additional Information on page 21 for details on adding extra information to those tabs. 

Once all the desired information for the pre-booking record is filled in, click Submit. 

 

 

You will get a pop up window where you will add an employee’s email. This should be the 

supervisor who will approve the Pre Booking record. Once you have entered the email, click 

Submit on the window. 

  

WARNING: If you do not enter an email, 

iSOMS will not allow you to submit the 

record. If possible, use the supervisor’s 

email. If necessary, you may use another 

email, but the supervisor will still have to 

approve the Pre Booking either way. 
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After being submitted, the Reject and Approve buttons will be available if the person doing the 

report has the security clearance to approve a Pre Booking record. 

 

The Pre Booking record will also now be available in the Pre Booking record search results by 

using the Waiting To Be Booked button. 
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Approving Pre-bookings 

The supervisor who is on duty can double click on the record and approve the record if all 

required information has been filled in. After this, the record will be available in Intake/Booking 

Records for a booking officer to open and complete. 

Double click the record you wish to approve: 

 

Then click the Approve button to approve it. 
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Security Permissions for Pre-booking 

In order to approve pre-bookings, the security profile assigned to a user must have the proper 

permissions. To begin adding permissions to a security profile, a Super User can navigate on the 

home screen menu to: 

Admin     →      Agency     →     Security Profiles 

 

 

 

This will open the security profiles search screen. Security profiles can be assigned to users and 

control what they can access in iSOMS. For example, a Booking Officer might have the Booking 

Officer security profile, which would allow editing booking records but not investigator reports. 

Click Lookup and double-click the security profile you want to edit (probably patrol or booking 

officers for pre-booking): 
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Click on the Module Permissions button on the following screen: 

 

This will open a long list of module permissions. You will want to scroll down until you find the 

Pre Booking Module. 

 

For User Profiles to Create / Edit Pre-Bookings 

Mark the Can View/Add/Edit Checkboxes. 

  

For Supervisor Profiles to Approve Pre-Bookings 

Enable the Super User checkbox as well as Can View/Add/Edit/Delete. Only do this for security 

profiles that you want to be able to approve / delete pre-bookings. After adding those 

permissions, users with that profile will be able to approve or reject pre-bookings. 

  

Click Module Permissions 
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Filling in Additional Info 

Only the first two tabs in pre-booking are required, but there are some more tabs available if 

you would like to add more details to the pre-booking. Victim lets you record the victim’s info. 

At Release Contact Emails lets you set email addresses to auto-send when the inmate is 

released. Classification lists details such as Escape Risk, Violent at Intake, etc. Notes, Images, 

and Attachments can be added to this record, while Approval lists details on the approval status 

of this record. 
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Victim Tab 

 

The Victim tab allows you to list victims for this pre-booking. To view, edit, or deleted a current 

entry, double-click it.  

 

Adding a New Victim Entry 

Click Add Victim Item to add a new entry. 

 

Here you can list the victim’s information. Add Name, Address, and Identifying Info and click 

Save when finished. 
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At Release Contact Emails Tab 

 

The At Release Contact Emails tab allows you to add emails for reference to notify when the 

inmate being booked is released, such as victims or officers. To view or edit a current entry, 

double-click it on the table. 

 

Adding a New Release Contact Email 

Click the Add Release Contact Email button to add a new contact email: 

 

Fill in the Name, Phone, and Email, then add any pertinent notes. Click Save when finished. 
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Classification Tab 

 

The Classification tab allows you to mark certain things about an inmate, their arrest, or intake. 

 

 

Add Interpreter Required in the dropdown menu if the inmate needs an interpreter to 

communicate. 

Check any of the checkboxes below if 

one of the classifications apply, i.e. 

armed at arrest, escape risk, violent 

intake, etc. Some of these will add a 

warning at the top of the record 

when loaded, such as Violent at 

Intake.  

 

Add any relevant notes pertaining to the bond, if applicable, in Bond Notes, and when finished, 

click Save at the top of the screen to save the pre-booking. 
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Notes Tab 

 

The Notes tab is used to view or add notes pertinent to the booking. 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. 

 

  



Pre-Booking Guide
 

 For Questions, Call 888-644-5786 pg. 26 
Pre-Booking Guide 

Use Add Note to add a new note. 

 

 

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. These images are normally for 

identifying or medical information, such as images of specific features of the inmates such as 

tattoos, piercings, or injuries. 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, such as other files besides 

images associated with an inmate. 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 page 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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Approval Tab 

 

The Approval Tab is simply an information tab that details approval or reason for rejection. 

Rejection Notes can be used to record why a pre-booking was rejected. If approved, the 

approval date and time can be viewed for the pre-booking on this tab as well. 
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Pre-Booking Reports 

iSOMS has the capability to allow you to print different types of reports for Pre-Booking 

Records. 

To access the reports, begin on the iSOMS home screen. Navigate to: 

        Corrections → Booking → Pre Booking Records 

 

Now click on the Reports button in the upper right corner and select the report you wish to run. 

Different reports are explained over the next set of pages. 
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List Reports 

The List Report displays pre-booking records in iSOMS over a certain date range. This allows you 

to see a list of records over your chosen time period. Add the start and end date in Arrest From 

and Arrest Through. 

 

Report Style has some different layout and sorting options, such as List by Arrest Date, Group by 

Agency, Group by Approved By, and more. Pick the one most relevant to your desired result.  
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You can filter by Arresting Department, Arresting Officer, Transporting Officer, Special Event, 

and Approved By. You also can use the checkboxes to decide what should be on the report: do 

you want to include Address, Arrest Info, Charges, Arrest Survey, Victims, and/or Release 

Contacts? 

 

Now, with your chosen parameters, click View or Download to view the report. 

 

List Report 
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Details Report 

This report displays many details for individual pre-bookings in your iSOMS records. 

First, go to the record you want to make a detail report for and open its record in iSOMS. 

 

Then click REPORTS → DETAILS REPORT to open the Detail Report screen. 

 

 

Choose what you would like included on the report, such as victims, images, attachments, or 

notes. And with your chosen parameters, click View or Download to view the report. 
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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. 

First Revision, November 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 prohibited without prior written permission of M&M Micro Systems Inc. or the 

copyright holder identified in the individual content’s copyright notice. 

 

 

 


