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____________________________________________ 
Lesson 1 
User Access 
 
In this lesson you will learn how to: 
 

• Complete the New User Registration form 

• Login to DWITS 

• Change your Password 

• Request a Forgotten Password 

• Logout of DWITS 
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______________________________________________ 
NEW USER REGISTRATION 
All first time users of the DWI Tracking System will use this to register their profile 
and submit a request for becoming an authorized user to access the system. 

 

 
Step-by-Step 

1. Open a browser window from your desktop by clicking on the           Internet 
Explorer icon. 

2. Enter the DWITS address dwits.mshp.dps.mo.gov to go to the DWITS home 
page. 

3. Single click the GO button. 

 

 

 

 
 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Single click the                                                    button. 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Enter your ORI.   
This is a critical piece of your identity in DWITS! Your ORI must be 9 alpha and 
numeric characters and always begin with MO.  Be sure to enter this correctly. 

2. Enter your First Name. 
First Name must be between 1 and 30 characters in length. 

3. Enter your Middle Name. 
Middle name must be between 1 and 30 characters in length. 

4. Enter your Last Name. 
Last name must be between 1 and 30 characters in length.  

This is the name of the person requesting a User Id and password for access 
to DWITS.  You are not creating a user id here. 

5. Enter your Title if applicable (optional). 
6. Enter your mailing Address. 

7. Enter the City of your mailing address. 
City must be between 1 and 30 characters in length. 

8. Select a State for your mailing address. 
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This field will default to Missouri for you. You may Tab past it. 

9. Enter the Zip Code for your mailing address. 

10. Enter your Phone number. 
Phone must be between 10 and 15 characters in length.  
This number will be used to contact you if we have a question about your 
registration. 

11. Enter your E-Mail address. 
Email address must be between 7 and 50 characters in length. 
This is address will be used to contact you with your User ID and Password 
once you have been registered.   

12. Enter your Fax number. 

 

 

 

 

 

 

13. Enter the Password you wish to have set with your new User ID. 
Passwords must be between 6 and 15 characters in length, cannot contain 
spaces and must contain at least one upper case character, one lower case 
character, one number and at least one of the following special characters, 
!@#$%^&*()+=. 

The first character must be an upper case character, lower case character or 
number. 

Your password will be case sensitive! 

14. Re-enter your Password. 
This will verify that you have typed the password the exactly the same twice. 

13 

14 
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15. Enter the Contact Name for a responsible person at your ORI. 
This person will be contacted, phone or email, to verify your identify, before 
you are given a User Id and password to DWITS. 

16. Enter a Phone number for a contact person at your ORI. 

17. Enter an E-mail address for a contact person at your ORI. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18. Single click the check box for “Check this box to receive a TAS/DWITS 
tutorial CD”.  If you would like a Training tutorial sent to your ORI. 

19. Read the Confidentiality Compliance Statement. 

 

 

 

15 

16 

17 
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20. Single click the                      button to submit your new user registration 
request. 

 

 will empty all fields of their current data, allowing you to 
start again 

 will return you the to DWITS Login homepage 

 
your screen will look similar to this: 

 

 

 

 

 

 

 

NOTE: If you do not complete a required field or have input information erroneously, you 
will be presented with the New User Registration input screen again. 

 
your screen will look similar to this: 

 

 

 

 

 

 

 

 
You will be given a list (in red) of each error that needs to be corrected.  

You will need to re-enter both password fields if you encounter any errors. 

Correct each error noted in red and single click the Register button again. 
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______________________________________________ 
LOGIN TO DWITS 
All DWITS registered users will use this process to Login and gain secure access to 
DWITS. 

 

 

Step-by-Step 

1. Open a browser window from your desktop by clicking on the            Internet 
Explorer icon. 

2. Enter the DWITS address dwits.mshp.dps.mo.gov to go to the DWITS home 
page. 

3. Single click the GO button. 

 

 

 

 
your screen will look similar to this: 
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4. Enter your User Id. 
This will be the User Id that was sent to you from MSHP.  

5. Enter the Password that you requested be set for you when you submitted 
your New User Registration information. 

6. Single click the               button. 

 will empty all fields of their current data, allowing you to start 
again. 

Successful login will take you to the DWITS Home page for your ORI. 

 
If you do not complete a required field or have input information erroneously, you 
will be presented with Login Failed message. 
your screen will look similar to this: 
 

 

 

 

 
 

1. Single click the                        button in the browser window to return to the 
Login screen and re-enter your User Id and Password. 
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______________________________________________ 
CHANGING YOUR PASSWORD 
If you feel your password security has been compromised, you may change your 
password at any time. 

 

 

 

 

Step-by Step 

After having successfully logged into DWITS, you will find the above Change 
Password link on all screens. 

1. Single click the  link in the top right corner of your screen.   
your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

2. Enter your OLD Password. 

3. Enter the NEW Password you wish to set. 
Passwords must be between 6 and 15 characters in length, cannot contain 
spaces and must contain at least one upper case character, one lower case 
character, one number and at least one of the following special characters, 
!@#$%^&*()+=. 

The first character must be an upper case character, lower case character or 
number. 

Your password will be case sensitive! 

4. Enter the NEW Password again. 
This will verify that you have typed the password the exactly the same twice. 

5. Single click the                   button to submit your request for a new password. 

2 

3 

4 

5 



Prosecutors 10-10-08 page 14 

 
your screen will look similar to this: 

 
 
 
 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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______________________________________________ 
REQUEST A FORGOTTEN PASSWORD 
Your User Id and Password will allow you to access the DWI Tracking System.  If 
you forget your password you may call technical support and request your password. 

 

Step-by Step 

 

1. Open a browser window from your desktop by clicking on the           Internet 
Explorer icon. 

2. Enter the DWITS address dwits.mshp.dps.mo.gov to go to the DWITS home 
page. 

3. Single click the GO button. 

 

 

 

 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 
 

 
 

4. Single click the                                             button. 

4 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

5. Note the 800 number and single click the  link. 

5 
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______________________________________________ 
LOGOUT OF DWITS 
 

It is important to Logout of DWITS to ensure that only those users with a User ID 
and password gain access to the system from your PC. 

 

 

 

 

Step-by Step 

 

After having successfully logged into DWITS, you will find the above Logout link on 
all screens. 

1. Single click the logout link in the top right corner of your screen.   

your screen will look similar to this: 

 

 

 

 

 

2. Single click the                   button. 
your screen will look similar to this: 

 

 

 

2 
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____________________________________________ 
Lesson 2 
DWI Prosecution Record 
In this lesson you will learn how to: 
 

• Add Full DWI record 

• Add/Modify DWI Prosecution Data 

• Remove Prosecution Data 

• Request Deletion of Prosecution Data 
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____________________________________________ 
ADD FULL DWI RECORD 

Prosecutors will use this to post (ADD) issued Uniform Citations (UCs) to DWITS. 

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 

 

2. Single click the   button. 

your screen will look similar to this: 
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1. Select the Arresting Agency ORI that issued this UC. 

 

 

Note: If you are filing this UC on information and do not have a UC number to include 
in this Add, a UC# will be generated for you when this Add is Saved by 
checking the Generate UC # box. 

If this Add is based on data from a UC ticket and not on information, then 
proceed to step 2 below and enter the actual UC Number. 

 

 

2. Enter the Arrest/UC Number. 
Uniform Citation number (UC #) is a required field and cannot be left blank, 
unless you checked the Generate Felony UC # box. 

UC#s must be a 9-digit numeric value that has not yet been entered into 
DWITS. 

The UC# entered must have been assigned to the agency’s ORI that you 
specified in step 1. 

3. Enter the County of Offense. 
County is a required field and cannot be left blank. 

County entered must be a valid 3-digit numeric County Code. 

4. Enter the Month of the Scheduled Court Date. 
Months are entered as two digits, i.e. 03. 

5. Enter the Day of the Scheduled Court Date. 
Days are entered as two digits, i.e. 31. 

6. Enter the Year of the Scheduled Court Date. 
Years are entered as four digits, i.e. 2004. 

Scheduled Court Dates must be greater than or equal to the Offense Date and 
greater than or equal to today’s date. 

7. Enter the OCA number if applicable for this UC. 
Other Charge Number by Agencies is an optional field and can be left blank. 

OCA is limited to 15-characters. 

2 3 

 

4 5 6 7 

1 
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8. Enter the OCN number if applicable for this UC. 
Offense Cycle Number is an optional field and can be left blank. 

OCN is limited to 30-characters. 

9. Single click the drop down arrow        to select Y for Yes or N for No to 
indicate if there is a FCC for this UC. 

Fine Collection Center is a required field and cannot be left blank. 

10. Enter the Month of the Offense Date. 
Months are entered as two digits, i.e. 03. 

11. Enter the Day of the Offense Date. 
Days are entered as two digits, i.e. 31. 

12. Enter the Year of the Offense Date. 
Years are entered as four digits, i.e. 2004. 

Offense Date is a required field and cannot be left blank. 

Offense Date must be greater than or equal to the date this UC was assigned 
to arresting agency’s ORI and equal to or less than today’s date. 

13. Enter the Offense Time. 
Offense Time is a required field and cannot be left blank 

Offense Time must be entered in a 4-digit military format between 0001 
and 2400, i.e. 0930 

14. Enter the HWY Class. 
Highway Class is a required field and cannot be left blank. 

Highway Class must be a valid 1-digit numeric Highway Class code. 

Use Highway Class J for local streets. If you do not have a Highway Class 
stated on the UC, use class O. 

15. Enter the HWY Street. 
Highway Street is a required field and cannot be left blank.  

If HWY Class was equal to A, B, C, E, F, G, H, or I, then Highway Street must 
be a valid 3-digit numeric Highway Street code. 

If HWY Class was equal to D, then Highway Street may be a valid 1, 2 or -3-
digit numeric Highway Street code. 

16. Enter the offender’s Last Name. 
Last Name is a required field and cannot be left blank. 

Last Names are limited to 20-characters. 

10 9 8 11 12 13 

17 16 15 14 



Prosecutors 10-10-08 page 23 

17. Enter the offender’s First Name. 
First Name is a required field and cannot be left blank. 

Last Names are limited to 20-characters. 

 

 
 

18. Enter the offender’s Middle Name if available. 
Middle Name is an optional field and can be left blank. 
Middle Names are limited to 10-characters. 

19. Enter a Suffix for the offender if available. 
Suffix is an optional field and can be left blank 

Suffix is limited to 1-character. 

20. Enter the offender’s Street Address. 
Street Address is a required field and cannot be left blank. 
Street Address is limited to 50-characters. 

21. Enter the offender’s City. 
City is a required field and cannot be left blank. 
City is limited to 30-characters. 

22. Enter the offender’s State. 
State is a required field and cannot be left blank. 
State must be entered as a valid 2-character NCIC State identifier. 

23. Enter the offender’s Zip Code if available. 
Zip Code is an optional field and can be left blank, but must be entered as 
either a 5 or 9 digit numeric codes if used. 

24. Enter the Month of the offender’s DOB. 
Months are entered as two digits, i.e. 03. 

25. Enter the Day of the offender’s DOB. 
Days are entered as two digits, i.e. 31. 

26. Enter the Year of the offender’s DOB. 
Years are entered as four digits, i.e. 2004. 
Date of Birth is a required field and cannot be left blank. 
Date of Birth should always be less than the Offense Date of this UC and must 
be less than today’s date. 
Date of Birth cannot be for a juvenile and therefore must be equal to or greater 
than 15 ½  years. 

18 19 20 21 

28 27 26 25 24 23 22 
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27. Enter the offender’s Race if available. 
Race is an optional field, but must be entered as a 1-character valid race code 
if used. 

28. Single click the drop down arrow        to select F for Female or M for Male to 
indicate the offender’s Sex for this UC. 

Sex is a required field and cannot be left blank. 

 

 

 

 

29. Enter the offender’s Height. 
Height is an optional field and can be left blank, but, must be entered as a 3-
digit value for feet and inches if used, i.e. 5 feet 6 inches, must be entered as 
506. 

30. Enter the offender’s Weight. 
Weight is an optional field and can be left blank, but must be entered as a 2 or 
3-digit value for pounds if used. 

Weight cannot be entered as zero or a single digit and is limited to a minimum 
of 10 and a maximum of 999. 

31. Enter the Offender’s License No. 
Offender’s License Number is a required field and cannot be left blank. 

Offender’s License Number is limited to a maximum of 20-characters. 

NOTE:  If OLN is not listed on this UC, query the MULES system to obtain a OLN for 
this offender.  If no OLN is available, leave the OLN blank, but be sure to enter 
the OLN State.  With an OLN State, an OLN will be generated when this UC is 
saved. 

32. Enter the Offenders’ License State. 
Offender’s License State is a required field and cannot be left blank. 

Offender’s License State must be entered as a valid 2-character NCIC State 
identifier. 

NOTE:  If Offender’s License State is any other state than MO, Offender’s License 
Number must begin with the 2-character NCIC State identifier code of the 
offender’s License State. 

33. Enter the RSMO/ORD ID. 
The Revised Statutes of Missouri Ordinance/City or County Ordinance 
Indicator is a required field and cannot be left blank.  

RSMO/ORD ID must be entered as a valid 1-character Statute Code. 

RSMO/ORD ID for Local ordinances should be entered as an L (see 
RSMO/ORD note for local ordinances). 

29 30 31 32 

33 34 35 
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34. Enter the RSMO/ORD. 
The Revised Statutes of Missouri Ordinance/City or County Ordinance number 
is a required field and cannot be left blank.  

RSMO/ORD must be entered as a valid 6 to 11-character Statute Code. 

If an L was entered for the RSMO/ORD ID, then the RSMO/ORD must be left 
blank. (see charge code note for local ordinances). 

35. Enter the Charge Code. 
Charge Code is a required field and cannot be left blank and may not contain a 
decimal point. 

Charge Codes must be entered as a valid 8-digit numeric Missouri Charge 
Code.   

Local DWI ordinances must be a State accepted local ordinance.  State 
accepted local ordinance DWI charges are available in section III of the 
Ordinance of the Missouri Charge Code manual. 

 

 

 

 

 

 

36. Single click the drop down arrow        to select Y for Yes or N for No to 
indicate if there is a Fatal Acc Ind. 

Fatal Accident Indicator is an optional field and can be left blank. 

37. Single click the drop down arrow        to select Y for Yes or N for No to 
indicate if there is an Acc Ind. 

Accident Indicator is an optional field and can be left blank. 

38. Single click the drop down arrow        to select Y for Yes or N for No to 
indicate if there is a DWI/BAC Ind. 

DWI Blood Alcohol Content is an optional field and can be left blank. 

39. Enter the Arresting Officer ID. 
Arresting Officer ID is an optional field and can be left blank. 

40. Enter the Offender SSN. 
Offender Social Security Number is an optional field and can be left blank. 

Offender SSN must be 9-digit numeric value. 
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41. Enter the Prosecutor Case Number. 
Prosecutor Case Number is an optional field and can be left blank. 

Prosecutor Case Number is limited to a maximum of 15-characters 

42. Enter the Prosecutor Charge Code. 
Prosecutor Charge Code is a required field and can not be left blank. 

Prosecutor Charge Codes must be entered as a valid 8-digit numeric Missouri 
Charge Code. 

43. Enter the Amended Charge Code if applicable for this UC. 
Amended Charge Code is an optional field and can be left blank. 

Amended Charge Codes must be entered as a valid 8-digit numeric Missouri 
Charge Code. 

 

 

 

 

 

44. Single click the drop down arrow        to select a Prosecutor Action Code 
from the list. 

Prosecutor Action Code is a required field and cannot be left blank. 

 

 

 

 

 

 

 

47 
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45. Single click the drop down arrow        to select an Amendment Action Code 
from the list if applicable for this UC. 

Amendment  Action Code is a required field if an Amended Charge Code was 
entered for this UC. 

 

 

 

 

 

 

 

46. Single click the drop down arrow        to select an  Reason DWI Not Filed 
from the list. 

Reason DWI Not Filed must be left blank if, Prosecutor Action Code is equal to 
Charges Filed. 

Reason DWI Not Filed is a required field and cannot be left blank if, Prosecutor 
Action Code is equal to Charges not Filed. 

 

 

 

 

 

 

 

47. Single click the drop down arrow        to select an Amended Reason DWI 
Not Filed from the list if applicable for this UC. 

Amended Reason DWI Not Filed is an optional field and can be left blank. 

47 

49 

48 
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48. Enter the Month of the Prosecutor Action Date. 
Months are entered as two digits, i.e. 03. 

49. Enter the Day of the Prosecutor Action Date. 
Days are entered as two digits, i.e. 31. 

50. Enter the Year of the Prosecutor Action Date. 
Years are entered as four digits, i.e. 2004. 
Date Field with Court is a required field and cannot be left blank. 
Date Field with Court must be equal to or less than today’s date. 

51. Enter the Month of the Date Amended if applicable for this UC. 
Months are entered as two digits, i.e. 03. 

52. Enter the Day of the Date Amended if applicable for this UC. 
Days are entered as two digits, i.e. 31. 

53. Enter the Year of the Date Amended if applicable for this UC. 
Years are entered as four digits, i.e. 2004. 
Date Amended is a required field and cannot be left blank if, Amended Charge 
Code is entered for this UC. 
Date Amended with Court must be equal to or less than today’s date. 

54. Enter the Prosecutor Comment. 

Prosecutor Comment is an optional field and can be left blank. 

 

55. Single click the                button to Save this UC. 

will submit this UC to DWITS.  All field requirements will be 
checked at the time you click the Save button.  If there are 
errors on any fields, you will be presented with a list of red 
errors explaining which fields need attention.   

will return you the to DWITS Login homepage 

 
your screen will look similar to this: 

 

 

 

 

 

 

 



Prosecutors 10-10-08 page 29 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
ADD DWI PROSECUTION DATA 
Prosecution Services will use this to Add Prosecution Data only to a Uniform 
Citations (UCs) that has been Added to DWITS. 

 

 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 

 

2. Single click the  button. 

your screen will look similar to this: 

 

 

 

 

 

 

 

3. Enter the UC number that you want to Add Prosecution Data to. 

4. Single click the                   button. 

3 

4 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Enter the Prosecutor Case Number. 
Prosecutor Case Number is an optional field and can be left blank. 

Prosecutor Case Number is limited to a maximum of 15-characters 

6. Enter the Prosecutor Charge Code. 
Prosecutor Charge Code is a required field and can not be left blank. 

9 
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8 
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Prosecutor Charge Codes must be entered as a valid 8-digit numeric Missouri 
Charge Code. 

7. Enter the Amended Charge Code if applicable for this UC. 
Amended Charge Code is an optional field and can be left blank. 

Amended Charge Codes must be entered as a valid 8-digit numeric Missouri 
Charge Code. 

 

 

 

 

 

8. Single click the drop down arrow        to select a Prosecutor Action Code 
from the list. 

Prosecutor Action Code is a required field and cannot be left blank. 

 

 

 

 

 

 

 

9. Single click the drop down arrow        to select an Amendment Action Code 
from the list if applicable for this UC. 

Amendment  Action Code is a required field if an Amended Charge Code was 
entered for this UC. 

 

 

 

 

 

 

8 

9 
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10. Single click the drop down arrow        to select an  Reason DWI Not Filed 
from the list. 

Reason DWI Not Filed must be left blank if, Prosecutor Action Code is equal to 
Charges Filed. 

Reason DWI Not Filed is a required field and cannot be left blank if, Prosecutor 
Action Code is equal to Charges not Filed. 

 

 

 

 

 

 

 

11. Single click the drop down arrow        to select an Amended Reason DWI 
Not Filed from the list if applicable for this UC. 

Amended Reason DWI Not Filed is an optional field and can be left blank. 

12. Enter the Month of the Prosecutor Action Date. 
Months are entered as two digits, i.e. 03. 

13. Enter the Day of the Prosecutor Action Date. 
Days are entered as two digits, i.e. 31. 

14. Enter the Year of the Prosecutor Action Date. 
Years are entered as four digits, i.e. 2004. 
Date Field with Court is a required field and cannot be left blank. 
Date Field with Court must be equal to or less than today’s date. 

15. Enter the Month of the Date Amended if applicable for this UC. 
Months are entered as two digits, i.e. 03. 

16. Enter the Day of the Date Amended if applicable for this UC. 
Days are entered as two digits, i.e. 31. 

17. Enter the Year of the Date Amended if applicable for this UC. 
Years are entered as four digits, i.e. 2004. 
Date Amended is a required field and cannot be left blank if, Amended Charge 
Code is entered for this UC. 
Date Amended with Court must be equal to or less than today’s date. 

18. Enter the Prosecutor Comment. 

Prosecutor Comment is an optional field and can be left blank. 

11 
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19. Single click the                button to Save this UC. 

will submit this UC to DWITS.  All field requirements will be 
checked at the time you click the Save button.  If there are 
errors on any fields, you will be presented with a list of red 
errors explaining which fields need attention.   

will return you the to DWITS Login homepage 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 

 
NOTE: The Add Prosecutor data only link, allows you to add the Prosecution data on a 

UC that has already been added to DWITS.  IF you request a UC with this link 
that has not yet been added to DWITS.  You will be presented with A Full Add 
UC session, see page 19 for Full Add steps.  
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____________________________________________ 
MODIFY PROSECUTOR DATA ONLY 
Prosecution Services will use this to Modify Prosecution data only on a Uniform 
Citations (UCs) that have been Added to DWITS, if the Court findings have not yet 
been posted to the UC. 

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page. 
 

 

2. Single click the  button. 

your screen will look similar to this: 

 

 

 

 

 

3. Enter the UC number that you want to Modify the Prosecutor data on. 

4. Single click the Submit button. 

3 
4 
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your screen will look similar to this: 

 

 

 

 

 

 

 

5. Edit the data on the UC that needs to be modified. 

6. Single click the                 button to apply the changes. 

 Will prompt you to cancel the UC Modify and return you 
to the Home Page. 

your screen will look similar to this: 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 

 
NOTE: The Modify Prosecutor data only link allows you to modify the Prosecution data 

on a UC that has already been added to DWITS.  IF you request a UC with this 
link that has not yet had Prosecution data entered, DWITS will warn you that 
must first enter the data and no modification can be done. 

your screen will look similar to this: 
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____________________________________________ 
REMOVE DWI PROSECUTION DATA 
Prosecutors will use this to remove Prosecution Data on Uniform Citations (UCs) 
Only if No Court Findings Exists for the UC. 

 
 

 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 

 

2. Single click the  button. 

your screen will look similar to this: 

 

 

 

 

 

3. Enter the UC number that you want to Remove DWI Prosecution Data from. 
You can only remove prosecution data from a UC that you entered the 
Prosecution data to and has not yet had court findings added. 

4. Single click the                   button. 

4 
3 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Single click the                   button to remove all the Prosecution data from the 
fields. 

 Will prompt you to cancel the Remove and return you to 
the Home Page. 
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your screen will look similar to this: 

 

 

 

 

 

6. Single click the                      button to Remove the Prosecution Data only 
from the UC. 

 Will prompt you to cancel the Remove and return you to 
the Home Page. 

your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
DELETE REQUEST OF DWI RECORD  
Prosecutors will use this to request that a UC that has been added by their ORI, and 
No Court Findings Exists for, be deleted from DWITS.  A request for deletion will be 
sent to the Traffic Division manager.   

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 

 

2. Single click the  
button. 

your screen will look similar to this: 

 

 

 

 

 

 

 

 

3. Enter the UC number that you want to request be Deleted from DWITS. 
This entry will not delete the prosecution data, a request for its deletion will be 
sent to the Traffic Division manager. 

4. Single click the                   button. 

4 

3 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Enter the Delete Reason Reason. 

6. Single click the                                      button. 

 Will prompt you to cancel the Remove and return you to 
the Home Page. 

your screen will look similar to this: 

 

 

 

 

7. Single click the                      button to Send a Delete Request for this UC. 

 Will prompt you to cancel the Request and return you to 
the Home Page. 

6 

5 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
Lesson 3 
ORI Jurisdiction Maintenance 
 
In this lesson you will learn how to: 
 

• Prosecutor ORI Jurisdiction Report 

• Add ORI Jurisdictions 

• Delete ORI Jurisdictions 
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____________________________________________ 
PROSECUTOR ORI JURISDICTION REPORT 
Prosecutors will use this to view an online report showing them all of the ORI’s 
within their jurisdiction.  

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page 
 

 

2. Single click the  button. 

your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
ADD ORI JURISDICTIONS 
Prosecutors will use this to add additional ORIs that are within their jurisdictional 
domain, to DWITS. 

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page 

 

 

2. Single click the  button. 
your screen will look similar to this: 

 

 

 

 

 

 

 

3. Enter the ORI number that you want to add to your ORI Jurisdiction list. 
ORIs must be entered as 9 alpha and numeric characters and always be within 
your jurisdictional domain in Missouri. 

To enter more than one ORI, be sure to separate each ORI with a comma and 
a space. 

4. Single click the                   button. 

4 
3 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
DELETE ORI JURISDICTIONS 
Prosecutors will use this to remove ORIs that are listed in DWITS as part of their 
jurisdictional domain, from DWITS. 

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page 

 

 

2. Single click the  button. 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

3. Enter the ORI number that you want to remove from your list of ORI 
Jurisdictions. 

ORIs must be entered as 9 alpha and numeric characters and always be within 
your jurisdictional domain in Missouri. 

To remove more than one ORI, be sure to separate each ORI entered with a 
comma and a space. 

 

4. Single click the                   button. 

4 
3 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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____________________________________________ 
Lesson 4 
Code Files/Reports 
 
In this lesson you will learn how to: 
 

• Query Code Files 

• Query Charge Codes 

• Access LEA DWI Statistical Reports 
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______________________________________________ 
QUERY CODE FILES 

Prosecutors will use this search for appropriate Code Files entries to ensure accurate 
data while submitting UCs to DWITS.  

 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 

 

2. Single click the  button. 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Single click the        drop down arrow to view a list of code tables to choose 
from. 

3 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Single click on the Table Name that you need to view. 

your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

5. Single click the                   button. 

4 

5 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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______________________________________________ 
QUERY CHARGE CODES 

Agencies will use this search for a Charge Code to ensure accurate data while 
submitting UCs to DWITS.  

 

 

Step-by-Step 

1. From the Prosecutor Home Page. 

 
 

2. Single click the  button. 

your screen will look similar to this: 

 

 

 

 

 

3. Enter the Charge Code you wish to search for. 

4. Single click the                   button. 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

3 
4 
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Note: Charge Code queries will display a detailed description of an available charge 
code. 

Your data entry on a UC Add or Modify will require an 8-digit charge code. 

Positions 1 thru 5 are the base charge code 

Positions 6 and 7 will be one valid NCIC Modifier from the list  

Position 8 will be one valid Offense Modifier from the list 

In this example your charge code would be  91435040 or 91435990 

Note: Be sure to check the Date Enacted and Date Repealed to ensure that the charge 
code is currently active. 

Valid NCIC Modifiers  

01 =  Hit and Run 

02 =  Transport Dangerous Material 

03 =  Driving Under the Influence of Drugs 

04 =  Driving Under the Influence of Alcohol 

05 =  Moving Traffic Violation 

06 =  Non-moving Traffic Violation 

99 =  Traffic Offense  

Valid Offense Modifiers 

0 =  Not Applicable 

1 =  Attempt 

2 =  Accessory 

3 =  Conspiracy 

 

 

1. Single click the    link in the top right corner of your screen. 
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______________________________________________ 
LEA STATISTICAL REPORTS 
Agencies will use this to run online statistical reports.   

 
 

 

Step-by-Step 

1. From the Prosecutor Home Page 

 

 

2. Single click the  button. 
your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

1. Single click the drop down list to select a Report. 
2. Single click the drop down lists to select a Begin Month, Day and Year. 

3. Single click the drop down lists to select an End Month, Day and Year. 

4. Single click the drop down list to select your ORI 

5. Single click the drop down list to select your County 

6. Single click the drop down list to select an Output Format. 
7. Single click the Submit button to complete the report. 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

Single click the    link in the top right corner of your screen. 
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____________________________________________ 
Lesson 5 
Query DWI UCs 
 
In this lesson you will learn how to: 
 

• Query DWI UCs by specific detail 
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____________________________________________ 
QUERY DWI UCS 
Prosecutors will use these Queries to search for specific UC information that has been 
posted (added) to DWITS. 

 
 

 

 

Step-by-Step 

1. From the Prosecutor Home Page. 
 

 

 
your screen will look similar to this: 
 

2. Single click the          bullet for the type of query you choose.  

3. Enter the detail you are querying for example “last name on UC”. 

4. Single click the           button. 
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Single click the UC # link. 

 

 
NOTE: If the UC that you have opened is a Closed Record, you will be given the 

following disclosure warning  
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your screen will look similar to this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Single click the    link in the top right corner of your screen. 
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