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Overview

This guide explains

How to Create Custom Forms in iSOMS

how to create agency-specific custom forms. Custom forms allow you to

create new custom forms or make changes to an existing custom form.
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Custom Form Creation Example

We will use the Warrants module as an example for creating a custom form, but custom forms
are available in numerous modules throughout iISOMS. Simply follow similar steps to repeat this

process in other modules.
Navigate to:

RECORDS > ADMINISTRATIVE = WARRANTS
. Records
¥ Administrative
»» Master Name

»» Patrol Tour / Button Group

» Warrants %

In the upper right, click REPORTS = CUSTOM FORMS

Warrants: Search NEW WARRANT || AUDITS || MAPS | ASSIGN PAPER

TOPICS || REPORTS

ALL ACTIVE WARRANTS LAST 3 ENTRY DAYS LAST 7 DAYS LAST 30 DAYS LAST 3 ENTRY DAYS(ME) CANEXPIR  Active Lists

'WAITING TO BE SIGNED RECENT ACTIVE WARRANTS, WITH BOND AND NO NCIC ENTRY DATE

Served Lists
LOOKUP  CLEAR FILTER Returned Lists
Statistics
Last Name: First Name: Middle Name: Sot
— Statistics Served
Year of Birth: Detail Report

Driver License #: Restrictions: Case/Warrant #: Reference #:
Custom Forms
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This is the screen where you will be able to view, download and upload custom forms. This is
also where you will download the Excel model to merge the data with your form.

Warrants: Custom Reports LOOKUP || NEW WAR

IV ITLUIU STiTuLicu.

[] Employee Electronic Signature  E

Report Format:

® POF (Q pocx QO Excel QO xmL (O saL
Custom System
ADD CUSTOM FORM
25 Records
Entry Date Entry By Report Name File Name ,. a
10/04/2024 09:44 SHOREY, HEATHER  Juvenile Petition Polk Test TN POLK JUVENILE PETITION TEST.DOCX /’
04/25/2025 17:38  Shared Agency, NCIC_Entry_TN_Humphreys.docx NCIC_ENTRY_TN_HUMPHREYS.DOCX Ve '
10/02/2025 15:03 SHOREY, HEATHER  Practice Warrant.docx PRACTICE WARRANT.DOCX /'
10/02/2025 15:26 ~ Shared Agency, Ray practice.docx RAY PRACTICE.DOCX /’
09/16/2025 11:00 CHAMBERS. KRIS testcustomform.docx TESTCUSTOMFORM.DOCX > v

While on the Custom Reports screen, scroll down to the bottom of the page and go to System
on the grid. In the right corner, click on the Download Empty Data Model button and save it on
your computer.

Custom System
DOWNLOAD EMPTY DATA MODEL
28 Records

Report Name o

WARRANT_AFFIDAVIT

&

WARRANT_AFFIDAVIT2BACK
WARRANT_AFFIDAVIT2FRONT

WARRANT_EXECUTION MEMO

€ @ |& |«

WARRANT_FORM_ACIC_NCIC

DOWNLOAD EMPTY DATA MODEL

All custom forms are built in Microsoft Office Word, which will provide you a familiar and user-
friendly environment to create or edit a form. Microsoft Office — Word (2007 or higher with the
.docx extension) is required to create or edit any custom forms. Once this form is merged with

the provided Excel Sheet, it can be uploaded into iISOMS and will be ready to use.

When completing a custom form for iSOMS, it will be treated as a mail merge.
There are two parts to a mail merge that are required:

1. The Word document (Form or Letter, created or edited by you)
2. The Excel Sheet or Model (Provided for you from iSOMS)
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Excel Model

The Excel Model that is provided for you needs to be downloaded and saved to your local
computer to make it available for the merge. The Merge Data Fields are necessary to create a
placeholder in the form to add the data from iSOMS.

This is a very important step in creating a custom form that will merge with iISOMS data.
There are a few steps to follow to download the Excel model.

1. You must have a warrant or record open in iSOMS. (It does not matter what record is
open.)

Warrants: View Record

<< FIRST = < PRIOR NEXT > LAST >>

Court
GSll X

[J Waiting To Be Signed  warrant id: 12082 / Jacket #: 4611 / Master Pers

Reference # Receivec

S0023391 Docket #: 08/171.

2. Next you will go to the upper right and click REPORTS = CUSTOM FORMS

= ASSIGN PAPER || TOPICS REPORTS

Active Lists
Served Lists
Returned Lists
Statistics
Statistics Served
Detail Report
Form Letters

Custom Forms
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3. Once on the Custom Reports screen, scroll to the bottom of the screen. Here you will
notice a box that says Report Format. Choose Excel, and then click the Download button
below it.

Form for: ANTHONY FREELS

[] Employee Electronic Signature ~Employee Password:

Report Format:

QO poFr O DOCX O xve QO sa

VIEW DOWNLOAD EMAIL ATTACH TO CURRENT RECORD CLEAR FILTER

4. Once the file has been downloaded, open the file in Excel. (We suggest you create a new
folder on your desktop or elsewhere on your computer that is easy to find where you
can save this and all other forms you create.

v WarrantsRe... v

Home Insert Draw Page Layout Formulas Data Review View Automate Help i1 Comments

L|‘] X Calibri |11 v = C’)/(’D [ Conditional Formatting @ O q_.—

Paste EB B I Q ¥ A A Alignment | Number @FormatasTable" Cells

o
- g & - A v v [ Cell Styles ~ v
Clipboard N Font N Styles

Editing | Add-ins | Copilot

f:l. ~| | WarrantNotesPartl

B
WarrantNotesPart1 _WarrantNotesPar‘tZ Charge1TCA Charge1Class ChargelType ChargelDescription
r

Charge2TCA Charge2Class
r
4031 FELONY AGGRAVATED BURGLARY 9071

U o

[=)]
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Microsoft Word

Now open Microsoft Word. Open an existing form, or you may create your own from a blank
document.

First, in the top menu, go to Mailings - Select Recipients = Use an Existing List.

AutoSave Of'F ¥ v ) s  Howto Create Custom Forms in iSOMS v~

File Home Insert Draw Design Layout References| Mailings | Review View Help

Envelopes Labels Start Mail Select
Merge ~ |Recipients ¥
Create =1 Tvoe a New List.. Write & Insert Fields
Navigation Use an Existing List...

= Choose from Qutlook Contacts...

This will open a search box on your computer. Navigate to the folder and Excel model / file you
saved from iSOMS.

L > Downloads

Name

- Today

L | WarrantsReport

M WARRANTModel \ Micros

ﬂ CUSTOM AGENCY FORMS (2017_03_17 1... /14, 5 Microsoft Word D...
- Last week

. YA Ministries 26 8:4 i Text Document

Last month

B Phone-Export-Inmate-2025-12-05-12-14 Z 25 12:14 PM Text Document

| New Source... |

name: |WarrantsReport ~ | | All Data Sources

Cancel |

Once you choose it, Word attaches it to your document and unless you move the form to
another location or to another computer. You should now be ready to add the data fields
needed for the merge.
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Adding Data Fields

To add data fields to this Word document, you will place your cursor in the document where
you want the data:

PROGRAM | GRADE | DATE | TIME

Section Title

Now go to Mailings = Insert Merge Field and scroll down the list to find the appropriate data
field. (Agency Name, Agency Address, etc.)

References Mailings Review View Help

B RE o

24 Match Fields

Address Greeting |Insert Merge
Block Line Field~ | [2

Write & If

BondTerms
AdditionalNotes
IssueDateNoTime
BondAmountDecimal
BondAmountDecimalStr

FullDate

PROGRAM | GRADTIME
Section Title

PRI PN B -l R U T . T S D O [ S
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Now go through your letter or form and add all the fields you wish to auto-fill from iSOMS. Once
you have all fields completed, you will need to merge the document. This can be done two
different ways:

One, go to Mailings = Start Mail Merge - Step-by-Step Mail Merge Wizard.

sert Draw Design Layout References Mailings

Start Mail Select
Merge ¥ | Recipients ¥ Recipient List

E-mail Messages
Envelopes...

Labels...

Directory

Normal Word Document

Step-by-Step Mail Merge Wizard...

This will bring up a dialog in the bottom right corner of your document, and you can click
through until you get to the appropriate merge option.

Or two, you can also click on Finish & Merge on the menu.

Mailings Review View Help

BB @i | =)

=] ; - e
Address Greeting Insert Merge = Match Fields ﬁ Finish &
Block  Line Fieldv  [& [> check for Errors Merge ¥

Write & Insert Fields Preview Results

I_EI Edit Individual Documents...

you have all fields completed, you will need to mer
different ways: 'J:IJJ Print Documents...

57 Send Email Messages...

Go to Mailings = Start Mail Merge = Step-by-Ste

Either way, choose Letter. Once they are merged, you need to save the document and name it
so it is easily understood for those who will be using it in iISOMS. Storing the original on your
computer will allow you to edit or add to the document any time you need to.
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After viewing the form, it can be printed or downloaded to type in additional information if
needed.

Example:

The screen shot below shows a custom letter being created using a basic letter format. The

information that | want to pull from iSOMS are in bold. These are the areas that will be used

from the Excel sheet that was selected earlier.

To:

Scheduled Date:

Print Date:
Dear Probationer:

You were placed on probation with Agency Probation Services in Judges Name court. As of the above
date you missed your last scheduled appointment with my office.

This letter is to inform you that you are in violation of your probation. I have rescheduled your
appointment for Next Appt. Date between 8:00 am and 4:00 pm. As of the date of this letter, you have a
total open balance of Total Fees which is payable in either cash or money order.

Failure to report on or before the above date will result in a Probation Violation Warrant being issued.
You must inform our office of any changes in your address or phone number. If you have any questions
regarding this letter, please call the office at Agency Phone Number.

Merge Field

Insert Merge Field ? *

Insert:
() Address Fields (®) Database Fields

Fields:
T
Agency_MName

Agency_Address1

Agency_Address2

Agency_City

Agency_State

Agency_ZipCode

Agency_Phone

Agency_Fax

Agency_County

Agency_StateName

Agency_StateNameCased

Agency_CityCased

Agency_C5Z

Agency_Admin v

Match Fields... Cancel
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Uploading the Document to iISOMS

Now we will upload the Word document to iSOMS. Navigate to:

RECORDS > ADMINISTRATIVE = WARRANTS
.l Records
¥ Administrative
» Master Name

»» Patrol Tour / Button Group

» Warrants %

In the upper right, click REPORTS = CUSTOM FORMS

Warrants: Search NEW WARRANT | AUDITS MAPS ASSIGN PAPER || TOPICS || REPORTS

ALL ACTIVE WARRANTS LAST 3 ENTRY DAYS LAST 7 DAYS LAST 30 DAYS LAST 3 ENTRY DAYS(ME) CAN EXPIR ACﬁVe LiStS
WAITING TO BE SIGNED RECENT ACTIVE WARRANTS, WITH BOND AND NO NCIC ENTRY DATE SE Wed LiSlS
LOOKUP CLEAR FILTER Returned Lists
Statistics
Last Name: First Name: Middle Name: Sot o
— Statistics Served
Year of Birth: Detail Report

Driver License #: Restrictions: Case/Warrant #: Reference #:
Custom Forms
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LOOKUP || NEW WAR

Report Format:
® poF O pocx QO Excel (O XML

O sa.

25 Records

While on the Custom Reports screen, scroll down to the bottom of the page and go to Custom
on the grid. In the right corner of custom, click Add Custom Form

25 Records
Entry Date Entry By Report Name File Name

Now add the Report Name, any Notes, and upload the file that you created as detailed in this

guide.

Report Name:
CUSTOM LETTER TN AGENCY NAME

Notes:
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Finished Word Document

YOUR AGENCY
100 MAIN STREET
MARYVILLE, TN 37803
(865)-380-4600

ABBOTT, STANLEY WAYNE
3248 ABBOTT RD
MARYVILLE, TN

Re: Missed Appointment
Scheduled Date:

Print Date: 03/16/2017 15:52
Dear Probationer:

You were placed on probation with YOUR AGENCY Probation Services in court. As of the above date
you missed your last scheduled appointment with my office.

This letter is to inform you that you are in violation of your probation. I have rescheduled your
appointment for between 8:00 am and 4:00 pm. As of the date of this letter, you have a total open balance
of $0.00 which is payable in either cash or money order.

Failure to report on or before the above date will result in a Probation Violation Warrant being issued.
You must inform our office of any changes in your address or phone number. If you have any questions
regarding this letter, please call the office at (865)-380-4600.

Sincerely,
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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, January 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 iISOMS 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.
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