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OVERVIEW 
This job aid provides a walkthrough of how to 
access the Capture application via LEEP for the 
IGA Management External Users. The LEEP 
application will need to be completed before 
applying for Capture access. 
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Accessing Capture 

1. Copy and paste this link into your Chrome browser: 
https://portal.cjis.gov/wps/myportal/LEEPNG 

2. Enter your username, then click Sign In. 

 
3. Enter your password, then click Sign In. 

 

 

Capture 

------
Forgot Password 

------
Apply for an Accou nl 

You are signing in as: landerson11 

lease Note: When leaving the Law Enforcement Enterprise Portal your identity information wil l be shared with 
each service/system you are accessing. 

Please validate that the following image and caption match what was entered during initial sign-up. If this isn't 
the image you selected then please abort. 

"LyAsha" 

If so, please enter your password : 

Rules of Behavior Last Acknowledged: 

2020-10-08 17:27:24 
------

Sign In Cancel 

------
Forgot password 

https://portal.cjis.gov/wps/myportal/LEEPNG
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4. Complete two-factor authentication by selecting how you would like to receive your One-Time 
Passcode. Then, click Next. 

 
5. Once you receive the One-Time Passcode, type in the code, then click Next. 

 

 
 
 

Two-factor authentication is required to continue. 

You are signing in as: landerson11 

Please select how you would like to receive your One-Time Passcode: 

@ One-Time Passcode (via email) 

0 One-Time Passcode /via SMSl 

Alert 

A One-Time Passcode has been sent. 

A One-Time Passcode has been sent to the email address on file 

Lxxxxxxxxx@usms.doj .gov 

Please check your emai l and enter it into the field below. 

One-Time Passcode: 

-FHfoHiM -

Capture 
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6. On the LEEP home page, click the Capture icon. 

 
7. Read the Government System Notification and click Accept to accept the terms.  

 
 
 
 
 
 
 
 
 

 

' 

Enter terms to search services Filter by category V ~ r , \ 0- 000 - (?) ,.~•i6J o- ODD = 
\;;- .-' a- DCID -

@leo.gov Email 
LEO Email 

Active Shooter 
The FBI Active Shooter Resources Page serves as a single clearinghouse for al l materials 
avai lable for use by law enforcement agencies and other first responders around the 
country 

Capture 
Production Service for Capture provides a secure, mobile-friendly platform through which 
Prisoner, Investigative and Judicial Security information can be seamlessly shared. 
Whenever and wherever needed, across the USMS and with external law enforcement 
partners. 

[g] 

[g] 

[g] 

Capture 

~~re --® USMS 

Capture User Notifications 

You are accessing a U.S. Government information system, which includes: (1) tnis computer, (2) tnis computer network, (3) all computers connected to tnis 
network, and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. 
Government-authorized use only. Unauthorized or improper use of this system may result in disciplinary action , and civil and criminal penalties. By using this 
information system, you understand and consent to the following : 

• You have no reasonable expectation of privacy regarding any communications transmitted through or data stored on this information system. At any time, 
the government may monitor. intercept, search and/or seize data transiting or stored on this information system 

• Any communications transmitted through or data stored on this information system may t>e disclosed or used for any U.S. Government-authorized purpose. 

For further information see the Department order on Use and Monitoring of Department Computers and Computer Systems. (NIST 800-53) 

Ill 
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8. Select Request Access to Capture 

 
 

9. Begin the User Access Request by selecting what type of provider you are and what type of user 
you are. Note: Fields marked with a red asterisk are required fields.  

 
  

Capture 

Initial Capture Login 

This looks like t he fi rst ti me you have logged into Capture. In o rder to gain access, you must create an init ial profile and request the permiss ions you need. Your request will 
t hen be reviewed and accepted, modifi ed or rejected. 

To sta rt this process, cl ick the Request Access to Capture button below. Alternat ively, you may log off. 

a:. Capture ~ :i<!!il!ir 

l~ USMS 

Organization User Access Request 
General Information 

Review 
Organization 

What type of provider are you?* What type of user are you?* Capture Actions 

I Select... • I I Select ... 
~------------~ 

Ill 
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10. For What type of provider are you, click the arrow to show the list of options. Select Prisoner 
Housing Provider.  

 

 
 

11. For What type of user are you, click the arrow to show the list of options. Select IGA 
Application Requestor.  
 

 
12. For Organization State/Territory click into the field, then press the ‘down’ arrow key on your 

keyboard to show the options OR start typing the name of your organization. Select your 
organization’s name from the list of options 

 
 
 
 
 
 

Capture 

What type of prov:ider ali'e youJ· * 
Select... 

Select... 

CSO/SSO Provider 

Prisa ner Ho usi rig Provider 

Prisoner Designat ions 

What type of user are you? * 

Select... ... 

Se lect... 

Restrictive HoU1sing 

Or:ga nization State'/ Teliiritory * 

I newjer J 

I NJ New Jersey I 
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13. For Which organization do you belong to, click into the field, then press the ‘down’ arrow key 
on your keyboard to show the options OR start typing the name of your organization. Select 
your organization’s name from the list of options.  

 
 

14. Click Next.  

 
  

Capture 

Which organization do you belong to? * 

I ~rt typing in your organization's name J . 
BERGEN COUNTY SHERIFF 'S OF FICE 

~ NJ 

I 
~ 

ATLANTIC COUNTY SHERIFF'S OFFICE 

NJ 

MIDD LESEX COUNTY SHERIFF' S OFFICE 

Which organization do you belong to?* 

somers 

SOMERSET COUNTY SHERIFF'S OFFICE 

NJ NJ 

PASSAIC CO UNTY SHERIFF'S OFFICE 

NJ 

OCEAN COUNTY SHERIFF'S OFFICE 

NJ 

MORRIS COUNTY SHERIFF'S OFFICE 

NJ 

MONMOUTH CO UNTY Sfl ER IFF'S OFFICE 

NJ 
~ 

a:,,. Capture ~ li<!linr 

l~ USMS 

Organization User Access Request 
General Information 

Review 
Organization 

What type of provider are you? * What type of user are you?* Capture Actions 

I Prisoner Housing Provider ... 1 I IGA Application Requestor 
~------------~ 

... ] Create New IGA Appl ica t ion 

Organization State/ Territory * Wh ich organizat ion do you belong to? * Physical Address 

NJ I SOM ERSET COUNTY SHERIFF 'S OFFICE j 20 Grove St , Somervi lle , NJ, 08876 
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15. Fill in the General Information fields with your information: Position, Last Name, First Name, E-
mail (This must be your Company Email address), and Phone Number.  

 
 

16. Complete the Supervisor Information fields: Position, Last Name, First Name, E-mail (This must 
be your Supervisor’s Company E-mail Address), and Phone Number 

a. Once complete, click Next to continue. 

 

Capture 

a:. Capture ~ _., • 
'i ~ USMS 

Organizat ion & 

General Information 

Review 

User Access Request 

General Information 

Position • 

I 
Last Name • 

I 
Email Address • 

I 

Supervisor Information 

Position * 

I 
Last Name • 

I 
Email Address • 

I 

Effective Date 

05/04/2021 

I 

I 

I 

I 

I 

I 

First Name • Midd le Name 

I ---~I l~---~I 
Phone Number • 

I (###) ###--#### 

First Name • Middle Name 

I ---~I l~---~I 
Phone Number • 

I (###)###-#### 

Access Request Approver 

Pr isoner Operations Division 

Supervisor Information 

Position * 

Last Name * 

Email Address * 

Effective Date 

05/04/2021 

First Name * 

Phone Number • 

Access Request Approver 

Prisoner Operat ions Div ision 

Midd le Name 

Previous 
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17. Review your information. If correct, click Submit. If any of the information needs to be changed, 
use the menu on the left side to go back to the previous screens and make updates.  

 
 

18. After reviewing, scroll down to the Rules of Behavior and then click Download Rules of 
Behavior. After reviewing the Rules of Behavior, click the checkbox below the Download Date to 
acknowledge that the Rules of Behavior have been reviewed. 

a. Once complete, select Submit to submit your User Access Request 

 
 

Capture 

® Capture ~ S<l!ina · 

I USMS 

Organization 

General Information 

Review 

el User Access Request 
el 

Review 

Organization 

Type of Provider 

Prisoner Housing Provider 

Belonging Organization 

SOMERSET COUNTY SHERIFF'S OFFICE 

General Information 

Position 

Officer 

Last Name 

Doe 

Email Address 

lloo@.l!.!l'olko,gQl! 

Supervisor Information 

Position 

Sheriff 

Last Name 

Smith 

Email Add ress 

Smill!@ll,ioolli;o,gQ>< 

Rules of Behavior 

Type of User 

IGAApplicatfon Requester 

Physical Address 

20Grove St, Somerville, NJ, 08876 

First Name 

John 

Phone Number 

{789) 789-7894 

First Name 

Jane 

Phone Number 

{123) 123-1234 

Capture Actions 

Create New IGAApplication 

Middle Name 

Middle Name 

Click the button below to download and view the current Rules of Behavior. The Ru les of 

Behavior must be downloaded before the abi l ity to acknowledge becomes avai lable. 

Download Rules of Behavior 

Download Date 

05/04/202 1 ll:25AM 

[ii I acknowledge receipt and understand my responsibfHties as identified in the Rules of Behavior document. * 

Effective Date 

05/04/2021 

Access Request Approver 

Prisoner Operations Division 

Previous 
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19. Now that your User Access Request has been submitted, click Log Off and close the webpage 
completely.  

 
 

20. Once you receive an email that your request has been approved, you may log back into Capture 
via LEEP. 

 

Capture 

Access Request Pending 

Your request fo r access to Capture is still under review wit h you r supesvisor. You will receive an email notification when the review is complete. 
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