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Work Instruction 
Producer - SOMA Letters 

Purpose 

This work instruction is used to provide an overview of the steps to: 
• Navigate to the Reports & Form Letters tab
• Use the help feature
• Run the Preliminary SOMA letters

Prerequisites 
• All LOMCs have been categorized

Navigation 

Via Menu Path Log in to the MIP > Workbench > Tools & Links > Reports & 
Form Letters > Form Letters 
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Work Steps 
 

 

1. Click on: to open a new window with more information on report options 
 

 

2. Click on: for a list of all form letters 
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3. Click on the Preliminary Summary of Map Action (SOMA) twistie 

 

4. A list and definitions of the fields in the Preliminary SOMA letter display; close out of 
the window to return to the Reports & Form Letters screen 
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5. Click the Select Report Category dropdown box 
 

 

Different options appear in the next fields depending on the option selected 
in the Select Report Category dropdown box. 

6. Click the Select Report Name dropdown box 

7. Click to enter a Project Number (Case Num) 

8. Click to enter the Community ID (CID) 

9. Click on:  to run the report 
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10. A new window opens with the Preliminary SOMA; close out of the window to return to 

the Reports & Form Letters screen 
 

 

A separate letter must be printed and mailed for each community with 
LOMCs.   

11. Enter a new CID and click Run to run a report for a different community 

 

Results 

The SOMA letters are printed and can be mailed to the communities. 
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