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Important Notice: 

 Only actual attorneys can be set up through the Registration Page on the website. 

 Legal Assistants for the attorneys will need to be completed by the Web User 

Administrator through the Web User Maintenance page. 

See below for the instructions for Defense Attorney’s. 

1. Go to www.cjis20.org  

2. Click on the left hand pane, Registration button as shown in Fig. A. 

Fig. A

 

 

http://www.cjis20.org/
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3. Look in the Agency Section of the page and click on the dropdown menu: 

a. Choose Law Office 

4. Checkmark the application(s) that you would like to request 

a. Document Exchange Portal and the agency/agencies you would like to 

exchange data with: 

i. Document Exchange with Court Administration 

ii. Document Exchange with State Attorney 

iii. As shown in Fig. B. 

Fig. B
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5. Scroll down to the Disclaimer section 

a. Read the information. 

b. If you agree, check mark the “Accept” as shown in Fig. C. 

c. If you do not agree, you can close the web application. 

Fig. C 

 

d. Click Continue 

6. Enter the following information: 

a. The User’s Primary Email Address (which will be their User Name) 

b. Secondary Email Address (if applicable) 

c. Name of the Law Firm 

d. Their Bar Number 

e. First name 

f. Middle Name (if applicable) 

g. Last name 

h. Suffix (if applicable) 

i. Business Street Address 

j. City 

k. State 

l. Zip code 

m. Office Phone Number 
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n. Cell Phone Number (if applicable) 

o. Continue, as shown in Fig. D.  

Fig. D

 

7. Read the Memorandum of Understanding (MOU) 

a. If you agree to those terms click Approve 

b. Continue, as shown in Fig. E. 

Fig. E. 

 

 

 

c. If you do not agree, close the web page. 

i. The MOU must be agreed to in order for Registration to be completed 

and in order to utilize the DEP 

d. If there is a second organization then repeat step 7 
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8. Review the data for accuracy 

a. If it is correct, Click Submit 

9. If it has an error, Click Previous until you reach the data entry page and correct the 

error 

a. Repeat steps 6a – 8 

10. The screen will then let you know that your submission was successful, as shown in 

Fig. F. 

Fig. F.

 

11. If you need a copy of the MOU you signed for each agency you can click on the 

hyperlink and it will bring up the document with your electronic signature with the 

data and time. 

a. You may save the document or print it out for your records 

12. You will then receive an email thanking you for registering with the 20th Judicial 

Circuit, as shown in Fig. G. 
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Fig. G.

 

a. Click the hyperlink as directed in the email 

i. If you do not,  the registration request will not forward to the 

agencies to process 

b. The user will then be directed to a Confirmation Successful page, as shown in 

Fig. H. 

Fig. H.

 

 

13. Your account will be sent to the agency/agencies you chose to share data with via 

the MOU(s) to approve or deny. 
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14. Once you are approved, you will receive an email listing all of the access you have 

been granted similar to what is shown in Fig. I. 

Fig. I

 

15. If you are denied access, it will give you a reason as to why, as shown in Fig. J. 

Fig. J 

 




