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User Guide  
DFPS uses a web application that allows requesters to submit and receive feedback about their records requests.  

This User Guide is intended to guide persons requesting records with accessing the site, logging in, setting one’s own 

password, and submitting and viewing requests. Features covered by this guide include: 
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Application Overview 
This application is a web-based platform which is accessed through an internet browser.  

Files in this application are organized into “Requests”. Requestors submit requests that are then forwarded to DFPS 

Records Management Group (RMG) for processing, researching, redacting, or any other actions RMG may need to take 

before releasing results back to the user. 

Accessing the Site 

Public users can access this application here - Requesting a Copy of a Case Record policy page. 

 

https://www.dfps.texas.gov/policies/Case_Records/default.asp
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Registering an Account 
Persons who want to submit a request for DFPS case records need to create an account. In the bottom right of the 

login screen is a Register button. Click this button to navigate to the Register page. 

 
Fill out the form with the relevant information and then click Submit. 
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Setting Your Password After submitting, you will receive an email to complete the registration process.  

Clicking the Set Password link in the email will confirm your email and navigate the user to the Set Password page. 

 
You will need to enter the same email, and your new password twice to complete the registration process. 
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Logging in 

To access the application: 

1) Have a browser window open. (E.g. Edge, 

Chrome or FireFox.) 

2) Enter the following URL 

https://starrsext.nexternal.us/auth/login  

into your browser’s address bar. This should 

take you to the login screen. From there: 

3) Enter your Username in the Username field. 

4) Enter your Password in the Password field. 

Note: Your password will show up as black 

dots. 

5) Click Login.

 

https://starrsext.nexternal.us/auth/login
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My Requests 

The My Request tab shows a list of all the Requests submitted by or released to the requester. If the requester has no 

requests, then they will be directed to Submit Request. 

 

For individuals with at least one Request, the summary view shows the status of each Request.  

Clicking a Request focuses the view on that Request. 

The focused Request view contains the three subtabs: Status, Detail, and Download. You can return to the summary at 

any time by clicking either View All Requests below the focused view, or by clicking the My Requests tab in the side bar. 
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Status 

The Status subtab contains a detailed breakdown of the timeline for a Request’s processing.
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Detail 

The Detail subtab contains the information submitted in your original request. This form is read-only and cannot be 

edited.  
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Submit Request 

To submit a new request, click the Submit Request tab. 

Once on the Submit Request tab, you must first select from the available request types available to them. 

 

 

Filling out a Request 

When filling out a request, there will be a page with instructions and fields for the user to fill out. Information in the 

Requester’s Identifying Information section will be prefilled with the logged in user’s My Account information. You can 

edit this information while filling out the Request Form. 
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Once you have finished the form, click Submit request in the bottom right corner. Once submitted, you will receive a 

Temporary Request ID on screen and via email.  

 

 
 

 

Your Permanent Reference ID will appear in the My Requests tab. 

 

Notifications 

 

As a Request is processed by RMG, you will get notifications during certain milestones. These notifications will appear in 

the Notifications tab and it will be sent to your email on file. Notifications can be expanded or collapsed by clicking at 

the top of them. Expanded notifications show more text (if necessary) and contain a button for you to view that 

request. 
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My Account 

In the My Account tab, you can edit the information used to prefill Requester’s Identifying Information, change your 

password, or upgrade your account security to use Multifactor Authentication (MFA). Your email cannot be changed 

once your account is registered. 

 


