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1. User Registration Instructions  

 NEW USER REGISTRATION HOME PAGE 1.1.
 

As additional agencies become authorized to retrieve electronic images of OMPF records and 
documents through DPRIS, prospective authorized users within these agencies will need to obtain 
properly documented approval from their designated Agency DPRIS Manager to become authorized 
users of the website. After an agency has completed the pre-negotiated and non-automated 
arrangements for its personnel to use DPRIS, individuals within that agency may start their personal 
registration process via the DPRIS Home Page. They begin by clicking the “Register Now” link         
(Figure 1-1).   

 

 
Figure 1-1: Registering a New User 

 

 PRIVACY AND SECURITY STATEMENT 1.2.
 

After clicking on the “New User Registration Form” link, you will be brought to the Privacy and Security 
Statement page (Figure 1- 2). It is important to read and understand this information before accepting 
and acknowledging that you will comply with the policies. 
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Figure 1-2: Privacy and Security Statement 

 

 LOGIN METHOD 1.3.
 

Once the terms of the Privacy and Security Statement have been agreed to, you will be brought to the 
Login Method Screen (Figure 1-3). Users are given the choice to login with either the User ID & 
Password Method, or the Common Access Card method. For the purposes of this User Guide we will 
login with the User ID and Password Method. Then click “Continue.”  

 
Figure 1-3: Login Method Form 
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 AGENCY ID CODE ENTRY 1.4.
 

After selecting the login method users will be asked to enter their Agency ID Code provided by their 
Agency Manager on the Agency ID screen (Figure 1-4). 

 

 
Figure 1-4: Agency ID  

 

 NEW USER REGISTRATION FORM 1.5.
 

The New User Registration Form (Figure 1-5) contains the fields where users must enter information 
required for all authorized DPRIS users. You will be asked to create a unique User ID and Password. 
Then you will also be asked to identify your manager using the system so that they can approve your 
registration. Clicking on the “Select Manager” link will bring up a list of managers to select from. 
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Figure 1-5: New User Registration Form 

 

 DPRIS PASSWORD RULES 1.6.
 

Using the User ID & Password Login method requires individuals to create a password that adheres to 
the specific DPRIS Password Rules (Figure 1-6) in order to insure security for the user as well as the 
integrity of the system. 
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Figure 1-6: DPRIS Password Rules 

 

1.7 MANAGER SELECTION PAGE 
 

From the Manager Selection Page (Figure 1-7) users will select their appropriate agency manager to 
approve their User Registration Form. 
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Figure 1-7: Manager Selection Page 

 

Selecting your Agency Manager will auto-populate their information into the appropriate fields. The 
user is now ready to submit the form (Figure 1-8). 

 

 
Figure 1-8: Manager Information 
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Be sure that you see the below screen (Figure 1-9) to ensure that the information has been submitted. 

This submission will notify your Manager that you have submitted a New User Registration Form. Once 

your Manager approves the account, the user will be ready to login and begin using DPRIS. 

 
Figure 1-9: Form Submitted 

 


