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• CJIS site user guide 

• NICS guide 

• Transaction formats for electronic reporting 

• Offense codes 

• Adult and Juvenile reporting training manuals 

• Entity Administrator guide 
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www.txdps.state.tx.us  
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https://cch.txdps.state.tx.us 
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https://cch.txdps.state.tx.us  
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Request Access Screen 

Last Name 

email@email.com 

email@email.com 

555           555                  5555 

Agency Name 

Law Enforcement 
Agencies 

Prosecutor 

Add / Modify Charges; 
and Run Reports; and 
Photo Line Ups 

Applicant Rap Backs: 
PLEASE INCLUDE ORI 

Online EDR and Run 
Reports 

- 

- 

First Name 

Courts - Online EDR, NICS 
and Run Reports 
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Security code 

Email must be work email domain 



Acknowledgement Email 
(Should receive in a few minutes) 
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Security Profile Setup Email 
(Should receive in about 1 to 2 weeks) 
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User Agreement 
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X 

Test,Test 12345678 

TX 

 



Security Profile Setup 
Click here to choose a picture 

Must be at lease 8 characters long and 
include a number, letter and special 
character.  i.e.  password#1 

These are case sensative 

Choose a site phrase 

phrase 

name 

name 

name 

password#1 password#1 
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Security Profile Setup 
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Let’s Login 

email@email.com 

12 



Authentication Code 
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password#1 



Authentication Code 
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Enter Password 

password#1 

Verify that this is your email address 

Verify that this is your site image 

Verify that this is your site phrase 
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Forgot Password 

answer 

newpassword$1 

newpassword$1 
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 



Forgot Password 
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Inbox 
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Reports 
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 



County Open Offense Reports 

01/01/2015 06/01/2015 
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 

The selected date range is greater than 31 days and this report will run batch. Click Run Report to proceed as is or modify the date range and resubmit. 



County Open Offense Reports 
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Court Transaction Error Reports 
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Court Transaction Error Reports 
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Court Transaction Error Reports 
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EDR Online 
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Choose TRN or SID 

123456789X 

07777777 
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Choose TRN or SID 

3039000039 
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A003 

Adding Charges on CJIS Site 
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Adding Charges on CJIS Site 
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Adding Charges on CJIS Site 
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123456 55555 TX0000000 

10000000 N A 

MA 01/12/2009 

205 01/12/2009 

TX000000A 

Arrest - Adding Charges 
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123456 55555 TX0000000 

00000001 N A 

MA 01/12/2009 

205 01/12/2009 

TX000000A 

Arrest - Adding Charges 
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Arrest - Corrections 
For correcting Offense Information Only 

(you can’t modify if Prosecutor or Court data are present) 
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X TX0000000 

54990068 N 

MB 

205 

00000001 

11/25/2009 

TX043015A 

Arrest - Corrections 
For correcting Offense Information Only 

(you can’t modify if Prosecutor or Court data are present) 
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Prosecutor - Accepting a  Charge 
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TX000000A A 01/12/2009 

A N 00000001 

MA 

Prosecutor - Accepting a  Charge 
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C001 

Prosecutor - Added Charges, Re-
Indictments or Re-Files 
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Prosecutor - Added Charges, Re-
Indictments or Re-Files 
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Prosecutor - Added Charges, Re-
Indictments or Re-Files 

C001 
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TX000000A A 01/12/2009 

A N 00000001 

MA 

Prosecutor - Added Charges, Re-
Indictments or Re-Files 
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Court - Dismissal 

TX000000J M090001 A 

N 00000001 

FS 

N 01/20/2010 

305 

ER4 Submission Successful 
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TX000000G A 

N 00000001 

MA 

A 01/01/2010 01/01/2010 

619 
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 Juvenile Pre-Adjudication/Court - 

Deferred Prosecution  

ER4 Submission Successful 

47 



TX000000G A 

N 00000001 

MA 

A 06/01/2010 06/01/2010 

635 

Juvenile Pre-Adjudication/Court – 

Dismissed Deferred Prosecution 

ER4 Submission Successful 

619 
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Juvenile Programs 
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Juvenile Programs 

A04 – A04 My County Alchohol Treatment 

ER4J Submission Successful 
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Name Base Disposition 



BEXAR 

Name Base Disposition 



Name Base Disposition 



Name Base Disposition 

00589488 



Name Base Disposition 



00589488 

Name Base Disposition 



Reason Example 

Name Base Disposition 



Name Base Disposition 



Name Base Disposition 



National Instant Criminal Background Check System 
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Individual Report 

TX2270000 OCA1234 

Test Test 

09/24/1974 M B 
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01/01/2011 



Zero Report 
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TX999913J 

 



NICS Search 

test 
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NICS Modify/Cancel 

 
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 

11/16/2015    CANCEL 

123456789 



Mugshots 
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Mug Book Search 
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Facial Search 
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Lineup 
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Entity Administrator 

72 

X 

Test9,Test9 12345678 

TX 

 



Entity Administrator 
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Entity Administrator 
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Entity Administrator 
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test.test@test.com 



Entity Administrator 
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User.name@email.com 

First 

M 

Last 

Test Agency 

Phone # 

 



Entity Administrator 
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Deactivation 
TO ALL CJIS SITE USERS:  

 As part of the Entity Agreement that is required for access to 
the CJIS Site, it is the responsibility of the Entity’s contact 
person to notify us when your employee has separated from 
your agency/department and no longer requires access.  

Please email us the following information:   

 Agency/Entity: 

 User Name:  

 User Email Address: 

 Reason: Deactivate the account  

You may send this to cjis@txdps.state.tx.us 
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Deactivation 
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Person.leaving@email.com 

Person is leaving, no longer needing access 

If they are transferring agencies, let them inform us. 



Questions? 
What if my password doesn’t work? 

 •Verify that your complete User ID is displayed after “You are logging in as…” 
and the picture and site phrase was what you selected.  If it isn’t click  “Not 
your name/email” and you will be sent back to the login page.  

•Click on Forgot Password and answer the security question and reset 
password.  If you forgot the answer, click on Forgot Answer and a reset 
request will be sent. 

•Contact myself or cjis@txdps.state.tx.us and we will reset your password. 

•If you fail to login successfully after the third time you will get locked 
out.  The lock out is temporary and will be locked out for about 10 - 20 
minutes.  The lockout is for security purposes. 
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“I can’t log in” is going to need more information.  Include more detail and what 
steps was done, this is helpful for us and can help solve the issue if it happens again.  

mailto:cjis@txdps.state.tx.us


Questions? 

I had an email address change, should I request 
access for the new address?  

No.  Do not make a new request.  Instead, inform 

us of the change needed and we will update your 
account.  If this is a multi-user address update, add 
others in your agency and CC them on the email to 
cjis@txdps.state.tx.us  
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Questions? 

Why when I login does it display a different 
image?  

A different image is displayed because the 
complete User ID was not entered.  Your 
first and last name is not your User ID.  You 
must use your complete email address. 
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Questions? 

Can I make an online correction to the 
court segment via the CJIS Site?  

No.  All corrections must be faxed to: 

Attention Corrections at 512-424-2476 
and please include your name, and 
contact phone number. 
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Questions? 

Can I modify the arrest segment via the CJIS 
Site?  

The arresting agency are the only entities 
allowed to modify (certain fields) the arrest 
segment.  Also, the arrest segment cannot 
be modified if the prosecutor and/or court 
segment has been applied to the record. 
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Questions? 

Why isn’t the Add Charge/Prosecution/Court 
button able to be clicked? 

The arresting agency determines what 
county can report.  If your county did not 
report the arrest, you will not be able to 
report online.  You must report manually. 
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Questions? 

If there are more technical problems please 
contact us with the following answers: 

What date and about what time did the 
problem occurred? 
Has this worked before? 
Does this work with other data? 
What OS are you running? 
What browser and version are you using. 
Send it to cjis@txdps.state.tx.us  
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Questions? 
Technical Problems…. 
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Any new counties who want to participate in the 
Electronic Disposition Reporting (EDR) must 
provide at least two weeks’ notice for scheduling. 
Agencies that are adding, changing or multiple 
vendors need to contact Holly Morris or 
GRP_CJIS_SITE@dps.texas.gov . We need to setup 
a schedule for testing, get contact information, CJIS 
Site account information, and update our records. 
Agencies will need to successfully upload and 
download 10 prosecutor (ER3) and 10 court (ER4) 
transactions in test before a production key can be 
released. Please allow plenty of time for testing. 
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CJIS Test Site 
https://cchuat.txdps.state.tx.us  

92 



http://www.txdps.state.tx.us/administration/crime_records/pages/cjisJJISInfo.htm 
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http://www.txdps.state.tx.us/administration/crime_records/pages/cjisSite.htm 
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