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Overview 

Welcome to the Citations guide. This guide covers the Citations module and associated Fines 

and Cost information for the Citations module, including searching existing citations, how to 

make a new citation, filling in a citation record, adding fines and charges, and the basics of 

making a payment. 

 

The first part of this guide explains searches. If you need explanations on an already existing 

record, see Filling Out a Citation Record to get more information on the different tools and tabs 

available. 
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Searching for Citation Records 

To access the Citations module, begin on the iSOMS home screen. 

Navigate to: 

Court      →      Citations 

 

This will open the Citations: Search screen. Here you can use the blue Quick Search buttons to 

perform do quick searches (common predetermined searches), or you can use the filters to 

narrow the search for things such as Charge Code or Court Date. 
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Quick Searches 

 

These searches let you quickly find records without having to fill in the fields. The following 

searches are available:  

   

Last 5 / 30 Days shows all records that have a ticket date in the last set of days, 5 or 30 days 

respectively. 

   

Use Court Today, Court Tomorrow, and Court Next 5 Days to find records with court dates 

today or in the next few days. 

 

Booking Date Today shows all citations with today as the booking date. 
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Standard Searches 

Some 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.  

You can narrow the search by individual info, ticket/case/docket #/vehicle related, and more. 

Enter the parameters to narrow the search and click Lookup to perform your search. Double 

click on the desired entry to view or edit the record. 
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Creating a Citation 

There are four main ways to create a citation record in iSOMS: 

1. Create a citation from a Traffic Stop. 

2. Create a citation from a charge on an Incident Report. 

3. Using eCite and Importing to iSOMS. 

4.  Manual Citation Creation via New Citation from the search screen. 

Creating a Citation from a Traffic Stop 

To create a new citation from a traffic stop, open or create a traffic stop. You will then click 

Transfer Card at the top of the CFS, where you can select Citations and transfer to a Citation: 

 

 

Mark the vehicle / record you want to transfer, click Transfer, and this will create a citation. 
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Creating a Citation from an Incident Charge 

To create a citation from a charge on an Incident Report, open the Incident Report you want to 

make the citation for, open the Offender View in the Offenders tab, and navigate to the Charges 

tab of the Offender. 

 

 

 

 

Here you can click the button  under “CC” to create a Citation from the charge. 

 

  



Citations Guide
 

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

Creating a Citation Manually 

To create a citation from the Citations: Search screen, simply click New Citation in the upper 

right of the search screen. 

 

 

This will bring you to the Citations: Master Name Search screen. This screen allows you 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 citation 

record. This will allow you to use information already present in iSOMS and link your Citation 

directly to the Master Name and jacket number. 

 

If the person being Cited already has a record in iSOMS, you can enter information to narrow 

the search and click Lookup. Clicking All will show all 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 clicking on it twice. 
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If the person has no Master Name in the database, you need to create a new one by clicking 

New Master Name in the upper right. (See Creating a New Master Name in the iSOMS 

Corrections Manual for more information if you need it.) 

  

Once you double click the row with the correct name, the Master Name will appear and fill in 

information for you. You can fill in additional information if needed. Click Save & Create 

Citations Record at the top of the screen to begin the Citation record. 
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If you have not entered much information yet, you will get a data entry warning. But this will 

not happen if the Master Name has been sufficiently filled in before. In any case, the Master 

Name will fill in information on the newly created Citation record. 
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There are two primary sections of a Citation record: 

1. The fields in the upper part of the screen. These record details on the person who was 

cited, including personal information, address details, and more. 

 

2. The tabs record additional information on the citation, such as Details, Location of the 

citation, the Vehicle involved, Charges related to the citation, and more. 

 

 

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

Here you will fill out the fields above the tabs, which typically relate to the person being cited. 

Many of these fields will be filled in based on the Master Name or based on the record you 

transferred from to Citations. 

Fields 

 

Add the Ticket # manually, or click Assign Ticket to have iSOMS assign the next ticket number in 

order. Make sure you Save before you click Assign Ticket. 

 

Use Case # to record the case number related to this citation, or (if transferred) this number will 

be filled in automatically. 

 

Citation Date, Time, and Reporting Officer are filled in automatically based on the current date 

/ time and user, but can be changed if needed, such as if you are filling in the information for 

someone else. If you would like, you can also record the Officer Shift that was active during the 

citation. 

 

These buttons allow you to scan in information (Scan DL and Scan Vehicle Registration) or check 

their information with NCIC (Check NCIC). 

 

These fields record the person’s name and identifying information. 
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These buttons allow you to quickly print certain reports based on this citation record. There are 

additional options if you click Reports in the upper right. 

 

These fields are related to the address of the person being cited. You can click the map icon  

to view the address on the map. 

 

These fields relate to the contact information of the individual as well as the department and 

county where the person was cited. 

 

These fields are for driver’s license information. 

 

These fields are for description information. 

 

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

  

  

Save is located at the 

top of the screen. 
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Filling Out a Citation Record – Tabs 

Summary 

Fill out the tabs below the fields as needed. This guide will cover the first four tabs which are 

the most important, and then the others will be available if needed as well. 

Use Detail tab to record additional information on the ticket or offender. 

Location is for writing down the location of the citation. 

Vehicle is for the primary vehicle involved in the citation. 

Charges is the important tab for all charges associated with this citation. 

Other tabs available include Employer (for job info), Guardian (for info on guardians of minors), 

Narrative (for notes and written report), Images, Attachments, Expungements, Open Fees, 

History [Jacket] (for previous citations connected to Jacket #), Booking Info, History [Plate], and 

History [Decal]. 

 

 

 

  



Citations Guide
 

 For Questions, Call 888-644-5786 pg. 15 
Citations Guide 

Detail Tab 

 

The Detail tab contains additional fields for the person (such as military / tribe info) and ticket 

info, including several checkboxes for the citation. 

 

First, add any relevant military / tribe / student info: 

 

Now add Ticket Type (such as Citation, Misdemeanor, Warning, etc.) and Person Type / 

Affiliation if the person is a Diplomat, Juvenile, etc. Detection Method is for how the individual 

was located (Plane, Radar, Laser, etc.). Special Project can be used for specific occurrences 

related to the citation, such as Road Block. 
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Now use checkboxes to label the citation with anything applicable, such as Crash, Offender Must 

Appear, Has Permit Only, etc. 
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Location Tab 

 

The Location tab records the location of the citation. Fill in the location where the citation was 

given. 
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Vehicle Tab 

 

The Vehicle tab is for recording information on the vehicle involved in the citation. Simply add 

the information on the vehicle and related info (including Wrecker Company.) 
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Charges Tab 

 

The Charges tab is adding charges to the citation. To view, edit, or delete a current entry, 

double-click it.  

 

Use the Add Charge button at the far right to add a charge. You will enter the charges and 

information related to each charge. 

 

 

 

When you click Add Charge, you will be asked if you are sure you want to add a charge. Click Yes 

and the below screen will appear. 

  

Enter the charge details into the fields and click SAVE to avoid losing work. Then reopen the 

charge by double-clicking it and continue editing. 
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Fill in as much information as possible: more can be added later as needed. There is a list of tabs 

in the middle of the screen and each tab is a button that opens new details on Charge Detail, 

Court History and more. 

 

 

If you want information on charge and docket info, use the Charge Detail subtab. 

If you want to add a fee, use the Fees subtab. 

To perform payments, navigate to the Fees subtab and press the Payments button. More 

information is available under the Fees subtab entry below. 
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Charge Detail Subtab 

 

Here you can enter details on the Charges.  

 

First add the details on the charge: 

 

Now you can view or set reference numbers. For reference numbers, you have two options for 

the Docket Number: 

1) You can set the number manually, such as when the court sets the docket number. 

2) You can have iSOMS automatically assign the docket number by using the  AUTO-

ASSIGN-DOCKET-NUMBER setting underneath the Citations category of settings in 

Company Setup. 

 

There are also fields here to enter bond information: 
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Now you can add info on the Court Date, the Court for the citation, the Judge, and then later 

Appearance Date, Charges Filed Date, and Received Notice information as well. 

 

Ticket Detail Subtab 

 

The Ticket Detail subtab is for entering additional info on traffic tickets, such as Accident Type, 

Vehicle Speed, School Zone / Worker Zone, etc. 
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Court History Subtab 

 

The Court History subtab allows you to record new court dates / court location and keep track 

of prior court dates / court location. To view, edit, or delete a current entry, double-click it.  

 

Use the Add Court Date button at the far right to add a court date / location change. 

 

Enter the information on the changes and hit Save when finished. 
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Disposition Subtab 

 

The Disposition subtab allows you to record disposition details on the citation, including 

information on the DA accepting or declining the charge, payment due, warrant issued, and 

payment plan info. 

 

To add disposition details, make sure to add both Disposition result and Disposition Time / 

Date. 

 

You can also add the date / time where the DA Accepted or DA Declined the charge.  

 

You can also add payment requirement information, although actual payments will be recorded 

underneath the Fees subtab. 
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Bond Subtab 

 

The Bond subtab contains fields to record information on Bonds including Terms, Amount, 

Disposition, Company, and more. Fill in the bond information as needed. 

 

Bond History Subtab 

 

The Bond History subtab allows you to record new bond information and keep track of prior 

bond information. To view, edit, or delete a current entry, double-click it.  

 

Use the Add Charge Bond button at the far right to add a bond change. 

 

Enter the information on the changes and hit Save when finished. 
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License / Traffic Subtab 

 

The License / Traffic subtab allows you to record information on Ignition Device, BAC Device 

Settings, Traffic School, and License Revokes from this charge. 

 

Abstract Subtab 

 

The Abstract subtab allows you to record information for the abstract of this charge. This way 

you can later print the abstract for this citation’s charge and print out this information. 

Fill in the fields and mark the checkboxes as needed. 
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Fees Subtab 

 

You can use the Fees subtab to enter information on fees, payments, etc. To view, edit, or delete 

an existing entry, double-click it on the table. 

 

To add a new fee, click Add Fee in the upper right. 

 

 

Now add the Fee Code, such as Court Costs, Fee Added by Judge, Litigation Tax, etc. 

 

Depending on how your agency has edited the fee codes, you can either have Pay Order and 

Original Balance be added automatically or input them manually here. Pay Order determines 

which fee will be paid off first if only partial payment of fees is made, and Original Balance is 

the original cost of the fee. Current Balance will display the remaining balance on the fee after 

any payments applied. 
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Payments (under Fees Subtab) 

To perform a payment, click Payment on the Fees subtab. 

 

 

On the window, add the Amount the person is going to pay. iSOMS allows partial payment in 

the records. 

 

Pay Orders on the fee are listed to the right. If the person needs to pay down certain fees in a 

different order than in the system, you can uncheck boxes to apply the payment to only the 

selected fees in order. In this picture, the Cleet Fee of $9 would be ignored since it is unchecked, 

and the payment would go to the other two fees since they are still selected. 

 

Use Transaction Type to explain the transaction, such as Payment, Adjustment, Court Payment, 

etc. You can use Payment Type to record whether the person paid with card, cash, check, etc. 

Document # is for reference numbers such as Check Number. 
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Once a payment has been made, you will receive the option of printing one or two receipts. 

 

 

Once payment for the entire charge has been made, don’t forget to navigate to the Disposition 

subtab where you can mark the charge as Paid in Full, for example. 
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Receipts Subtab 

 

The Receipts subtab lists the details of all previous and current receipts. This lets you quickly 

view details of previous money received. This tab is read only, although you can print receipts 

from this tab. 

 

Collections Subtab 

 

The Collections subtab contains fields for payments send to collections as well as write-off 

amount. 
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Notes Subtab 

 

The Notes subtab is used to view or add notes pertinent to the charge. 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. 
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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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Additional Information on the Charges Tab 

Multiple charges can be added. Click Save at the bottom of this screen after entering the 

information for each charge and use the Exit button when done. You can also use the navigation 

buttons at the top left of this screen (First, Prev, Next, Last) to move between the charges 

quickly without having to close the entire screen. 
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Additional Tabs 

The other tabs are not required, but can aid in keeping information on the citation and 

individual. 

Employer: Job information for the person cited. 

Guardian: Person information if the person has a legal guardian 

Narrative: Use this tab for notes and a written report. 

Images: Images related to the citation. 

Attachments: Attachments related to the citation 

Expungements: Expunging the citation if you are a Super User. 

Open Fees: Read Only Fees (detailed in Charges Tab) 

History [Jacket]: List of previous citations connected to Jacket #) 

Booking Info: Mittimus / Booking Date. 

History [Plate]: List of citations connected to vehicle plate #. 

History [Decal]: List of citations connected to decal / permit. 
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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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Citation Reports 

iSOMS has the capability to allow you to print different types of reports for citation records. 

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

Court      →      Citations 

 

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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Docket List Reports 

This report displays a list of dockets in iSOMS over a certain date range. In this way you can see 

a list of court appointments based on dockets. By default, the Court Dates will be set to today 

so you can view all dockets with a court date of today. 

 

Report Style has many different layout and sorting options, such as List by Name, List by Court 

Name, and more. Pick the one most relevant to your desired result. Some of the styles have a 

note area for writing on the print out as well as a balance total. 
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You can add various filters to reduce the list if desired. 

 

Choose what Courts should be listed by using the court filter on the right. 

 

Now, with your chosen parameters, click View or Download to view the report. 
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Appendix A: Business / Organization 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 Vets in the K9 

tab of Use of Force, but it works for all businesses and organizations that have fields that look 

like this. (Employers, etc.) 

 

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 animal’s vet 

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.  

 

 

 

 

 

 

This method can be used for any of the tabs or fields that require an organization, so that you 

do not have to retype information repeatedly. Examples are showing below. 
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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, September 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. 

 

 

 


