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Introduction 
 
The Criminal Justice Information System (CJIS) site is provided by the Texas 
Department of Public Safety to assist counties in managing their Computerized Criminal 
History (CCH) information.  The site consists of three major areas – Reports, Electronic 
Disposition Reporting (EDR), and Subscriptions.   
 
The Inbox section lists all previously requested reports and any automatically generated 
reports and notices from TxDPS.  Most reports are available in HTML, PDF, and CSV 
formats and can be downloaded if desired.   
 
The Reports section allows authorized users to request reports for their county.  Most 
reports are available in HTML, PDF, and CSV formats and can be downloaded if desired.   
 
The EDR section covers submission of prosecution and court transaction files and 
individual transactions to TxDPS.  EDR file histories are also available via the CJIS site.  
A record of the transmission and return file is available when the files are submitted via 
the CJIS site.   
 
The Services section allows users to subscribe to services provided via the CJIS site such 
as activity notification for a SID number of interest or to execute services such as Lineup 
creation. 
 
The Admin section allows users to manage their security profiles.  Users can change 
their password, update their security questions and responses, and select a security photo 
and corresponding phrase. 
 

Contacts 
 
HQ DPS EDR Coordinator    Cassandra Richey 512-424-2479 
HQ DPS CJIS Site Support Specialist James McElroy 512-424-2500 
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Login to CJIS  
 
Connect to the Internet and CCH/CJIS (CJIS) by typing the following URL: 
https://cch.dps.texas.gov 
 

Enter USER ID 
 
Login by typing your work e-mail, then click Login.  
 

 
 
Note: You must be registered as a CJIS user to logon.  If you are not currently an 
authorized user, you may click Application-New User and complete the application form 
which will be sent to TxDPS for consideration.  A confirmation of your request and 
instructions will be emailed to you.  
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Enter Password 

 
Verify that your site image and phrase are accurate.   
Enter your password and click Sign On.  
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Inbox 
 
The CJIS home page defaults to your Inbox page. 
 
The information displayed in your Inbox lists your most recently delivered reports or 
notifications.  Click the link in the View column to view a report.   
 

 
By default, reports and notifications remain in your Inbox for 30 days, but can be shorter 
if the selection is made when running the report.  To keep a report from being deleted, 
click the Archive link. 
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An example Open Offense Report: 
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Reports 
 
The Reports menu tab lists the reports which you are authorized to execute. 
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Report Example – Open Offense Report 
 
To execute an “Open Offense Report” for a county, select a county, a date range, and 
click Run Report.   
 

 
 
Note: The report will remain in your Inbox for one month. To adjust the retention period, 
change the Keep For prior to running the report. 
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The sample Open Offense Report with the report parameters and number of records 
returned is shown below in the default format (HTML). 
 

 
 
To display the report in another format, select the format and that report format (CSV in 
this example) will be displayed or you will be prompted to Save or Open the file. 
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Reports for periods larger than 31 days must be run offline.  If your report period is more 
than 31 days, the following page will be displayed: 
 

 
 
Click on Run Report again to submit a batch report request. You will receive an email 
confirmation when your report has completed and is available in your Inbox. 
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Report History 
 
To see all instances of a particular report, click the report name in the left side column. 
 

 
 
and all previous versions of that report type will be listed. 
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Notice Example - Non-Disclosure Report 
 
Non-Disclosure notices are processed weekly.  You will receive an e-mail indicating the 
number of non-disclosure notices for the cycle. 
 

 
 
When you logon to the CJIS site, your CJIS Inbox will contain a link to the latest set of 
notices.  You may review the notice information as a report or create and print the 
notices.  
 
Previous notice information may be reviewed by clicking Non-Disclosure Notices under 
Show Report Type.  Also, a notice report may be generated for a specified period which 
may include multiple notice cycles. 
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The HTML version of the Non-Disclosure Notices Report: 
 

 
 
Select the “Notice” format to view all notices for the period in PDF format: 
 

 
 
To review Non-Disclosure Reports and Notices for a different period, click the “Non-
Disclosure Report” from the Report menu. 
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EDR Error Reporting 
 

 
 
The EDR Error Reports can be used to review errors in Prosecution (ER3), Court 
(ER4), and Juvenile Program (ER4J) transactions.  To receive a daily email summary of 
errors for your authorized counties, click “Subscribe” and you will receive the 
notification below. 
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 Report Example - Prosecution Errors 
 
To review prosecution errors, select your desired county and “date range”   

 
then click Run Report.   
 

 
The report contains a text reason for the transaction error. 
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Electronic Disposition Reporting (EDR) 
 

Manual Transmission of EDR files 

Uploading EDR File (to TxDPS) 
 
Select EDR > Upload 
 

 
 
Use the Browse button to select a text file of EDR formatted transactions from your 
workstation or network and click Upload.  The transaction file will be transmitted to DPS 
and scheduled for processing.  Files will generally process within 15 minutes of upload.  
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Return File (from TxDPS) 
 
Select EDR > Download to retrieve processing results (an EDR return file) in .txt format 
from DPS.    
 

 
 
Select the county to download a Return File for and click Select.  The number of records 
to be downloaded will be displayed, click Download to start downloading the file. 
 

 
 
The return file consists of all transactions which have been processed since the previous 
Return File request and any arrest transactions for your county.  Click “Open” to view 
your file or “Save” to store it for later processing at a later time. 
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EDR History Files 

EDR Upload History 
 
To review a list of previously uploaded transaction files, select the “EDR Upload 
History” from the Reports menu.  Select your “County” and click Run Report. 

 
A list of previously uploaded files will be displayed. 
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EDR Return File History 
 
To review a list of previously downloaded transaction files, select the “EDR Return File 
History” from the Reports menu.  Select your “County” and click Run Report. 
 

 
 
A list of previously downloaded files will be displayed. 
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Online Entry of EDR Transactions 

Court and Prosecution Transactions 
 
Individual Prosecution (ER3) and Court (ER4) transactions may be entered via the CJIS 
site by selecting EDR > Online.   
 
Enter the SID Number for the transaction you wish to enter and click Search. 
 

 
 
A list of Tracking Numbers (TRNs) for your authorized counties will be displayed.   
 

 
 
Select the TRN for your prosecution or court transaction and click Search.. 
 
 
Select a Tracking Sequence Number (TRS) for the TRN and click Search. 
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Arrest Information 
 
If you are authorized to modify arrest information and no prosecution or court 
information has yet been entered, click Modify Arrest. 
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Change the arrest information  
 

 
 
and click Save.  A pop up will display if your update is successful.  Click OK to 
continue. 
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Prosecution Information 
 
To add Prosecution information, select Add Prosecution: 
 

 
 
Add your prosecution information, and click Save 
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Any prosecution fields in error will be highlighted in red.   
 

 
 
Correct any errors and click Save. 
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A pop up will display if your prosecution information was successfully added.  Click OK 
to continue. 
 

 

 
And the updated record will display. 
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Court Information 
 
To add Court information, select Add Court: 
 

 
 
Add your court information, and click Save. 
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Any court fields in error will be highlighted in red. 
 

 
 
Correct any errors and click Save. 
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A pop up will display if your court information was successfully added.  Click OK to 
continue, 
 

 
 
And the updated record will display. 
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Juvenile Program Information 
 
If the court segment is for a juvenile jacket, 
 

 
 
 
Juvenile programs may be added to Court information by clicking on Add Program 
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Add your program fields, and click Save. 
 

 
 
A pop up will display if your program information was successfully added.  Click OK to 
continue. 
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Juvenile program information is displayed in the Program section.  Additional programs 
may be added by clicking Add Program again. 
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New TRS 
 
If you need to add a new TRS, 
 
 

 
 
click ADD TRS, type the new TRS, then click Add 
 

 
 
The new TRS will be created when a charge, prosecution, or court segment is added. 
 

 
Add charge, prosecution or court information, by clicking the appropriate button. 
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Adding a Charge 
 
To add a charge to a newly created TRS, add the charge information and click Save, 
 

 
A pop up will display if your charge information was successfully added.  Click OK to 
continue. 
 

 
 
Add Prosecution, Court, or Modify Arrest as needed. 
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Services 
 

Subscriptions – Activity Notifications 
 
Subscriptions send an email notification when activity occurs for a specific SID number.  
Types of activity that can be specified for a SID number are: 
 

• Update activity: 
o All (includes any changes) 
o New Arrests (only new arrest transactions – ER2) 

• Rapsheet activity – Individual and summary RAP sheets 
• Background Checks – Those background checks run by TxDPS for authorized 

state agencies 
 
Select Services > Activity Monitoring from the menu to list your current subscriptions. 
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Add Someone to the Subscription List 
To add someone to your Subscription list, enter your desired SID, then click Add 
Subscription. 
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The new SID number will appear on the subscription list.  The default update type is All 
Updates. To change an activity type, check the desired box, and click Save Changes. 
 

 
 
To discontinue receiving notifications, check Remove and click Save Changes. 
 

TxDPS CJIS Subscription Notification Email Example   
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Activity Notifications 
 
Activity notifications display in your Inbox. 
 

 
 
Click view to see the notifications in HTML format. 
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Mug Shots 
 

 Mug Book Search 
 
To search mugshots in the Criminal History database, select Services> Mugbook Search 
from the menu. 
 

 
 
Enter your search criteria, and click Search.  Fields are required as follows: 

• Gender, Race, Height, Weight and Age (ranges can be open ended)  
OR 

• SID or Name 
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Line Up 
 
To create a Line Up from a SID or from an image available on your desktop or network, 
select Services>Lineup from the menu. 
 

 
 
Enter a SID or Upload an image.  If you enter a SID, the Suspect Characteristics 
associated with that individual will be populated.  Characteristics can be added or 
changed as needed. 
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Select five “Potential Matches”,  
 

 
 
 
 
 
 
 
then click “Generate PDF” and a PDF formatted version of the Line UP is displayed. 
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Facial Search 
 
The Facial Search feature allows you to search the mugshot database for persons who are 
visually similar to a given base image.  To start a facial search, navigate to Services > 
Facial Search under the menu. 
 

 
Click Browse to select a base image for upload, verify the uploaded base image, and click 
Add Parameters to continue. 
 
Enter the subject’s Age and Sex (required) with any additional parameters and click View 
Results to continue, or click Select New Base Image to start over.  
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The results of the facial search will be displayed with the highest scoring match listed 
first.  Click Modify Parameters to edit the current search, or click New Search to do 
another facial search from a new base image. 
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ADMIN 
 

Security profile 
To edit or update your security profile, select your name > Security Profile from the 
menu. 
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Security Image and Site Phrase 
 
The security image and site phrase are used during the login process to allow you to 
verify that you are on the TxDPS CJIS web site.  To change your image, click Change 
Image”.  To change your phrase, enter your new phrase.  Click Save Changes. 
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Security Questions 
 
Security questions and answers are an additional method of identification.  If your 
computer is not recognized by the CJIS site or if you have forgotten your password or it 
has expired, you will need to answer one of your security questions. To enter or change 
any of your question/answers, select the question, type an answer, and click Save 
Changes. 
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Passwords 
 
Your Password can be changed from the Security Profile page by typing in the new 
password, confirming it, and clicking Save Changes. 
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If you have fogotten your password, you may reset it by clicking the “Forgot 
Password?” link on the password entry page. 

 
 
Provide the answer to your security question, enter your new password, retype it, and 
click Reset Password.  If you do not remember the answer to your security question, 
click Forgot your answer? and a CJIS Administrator will be notified to contact you 
regarding access to your account. 
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Browser Authentication 
 
If your computer and/or browser is not recognized by the CJIS site or if your browser 
authentication has expired, a code will be emailed to you after successfully entering your 
Login ID and password.  You will see the following screen 
 

 
 
where you will be asked to enter the authentication code from the email that was sent to 
you.   
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When you have received the email, enter the code into the Code from your email field 
and your CJIS password once again, and click Authenticate This Browser. 
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CJIS Online User Agreement 
Your first time logging into the CJIS website, you will be prompted to electronically sign 
the CJIS User Agreement with your full name, driver’s license state and driver’s license 
number. This will serve as your acknowledgment of the user contract presented on the 
signature screen: 
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