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Introduction 

The Offender Entry website is a software program provided by the Iowa DCI Crime Laboratory to 
facilitate the collection of offender DNA samples.   Iowa Code Chapter 81 requires all offenders 
under supervision convicted of a felony or a misdemeanor sex offense to submit a DNA sample for 
DNA profiling.  In 2013, House File 527 was passed to include certain aggravated misdemeanors.   
Please refer to House File 527 for the specifics of this law, which goes into effect on July 1, 2014. 
 
The Offender Entry website is to be used for the sole purpose of offender DNA collection.   Any 
misuse of the program will result in the termination of a user’s access to the program.  Any 
identifiable information accessible through the Offender Entry website is to be kept confidential by 
the collection agencies and is only to be used to assist in determining if a sample needs to be 
collected or not.  Iowa Code Section 81.6 sets out criminal penalties related to DNA records and 
samples.  Any person who knowingly or intentionally discloses a DNA record to a person or agency 
that is not authorized to  have access to the record can be charged with an aggravated 
misdemeanor.  Anyone who uses or obtains a DNA record for an unauthorized purpose can be 
charged with an aggravated misdemeanor.  Any person who  knowingly or intentionally alters or 
attempts to alter a DNA sample, falsifies the source of a DNA sample, or materially alters a 
collection container used to collect the DNA sample can be charged with a class D felony. 
 

Please contact the Iowa DCI Crime Laboratory’s PCO Section at 515-725-1500 if you experience 
any difficulties with the Offender Entry website, or if you have any questions regarding any part of 
the offender DNA collection process. 
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New Users Registration 

In order to use the Offender Entry Website an individual must have the following: 

 Computer 

 Printer 

 Internet Access 

 

 Completed the training provided by the Iowa DCI Crime Laboratory  

 

a. By attending, in person, the local training session provided by the DCI Crime 
Laboratory 

OR 

b. By completing video training and quiz provided by the DCI Crime Laboratory. 

 

 An Offender Entry Website Account 

 

a. This account information will be provided on an individual-basis to trained 
personnel. 

  



5 
 

Login 

 

1. Notification will be emailed to the users stating that the Offender Entry Website has been 
activated.   

a. Users will be provided with the exact Offender Entry website address 

OR 

b. Users can locate the link on the DCI Website.  

 http://www.dps.state.ia.us/DCI/index.shtml 

 

2. From the Offender Entry ‘Sign On’ Screen: 

a. Enter the User ID  

b. Password  

c. Select ‘Login’ 

 

  

http://www.dps.state.ia.us/DCI/index.shtml
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3. A successful login will take the user to the Offender Entry Home Screen. 

 

 

It is important to note that the web browser backward and forward buttons should not be 
used.   

 

 

 

Select the ‘Close’ button in subsequent screens to move to the previous screen. 
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Search Offender 

 

1. From the Offender Entry Home Screen, select ‘Search Offender’. 

 

a. ‘Search Offender’ button allows the user to search for Offenders currently in the 
Lab’s database. 

b. This will prevent collecting duplicate samples from the same Offenders. 

 

THIS SEARCH SHALL BE DONE PRIOR TO ANY COLLECTION  
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2. The ‘Search Offender’ screen is shown below. 

 

3. At least one field is required to perform a search.  Information can be entered in any 
combination of fields to narrow the search. 

4. The ‘Last Name’ and ‘First Name’ fields are programmed to perform wildcard searches. 

a. For example:  if ‘Smith’ and ‘D’ are entered into the ‘Last Name’ ‘First Name’ fields 
respectively, the search will result in finding Danny Smith, Donald Smith etc. 

5. After entering the appropriate search criteria select ‘Search’. 
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6. The search result screen will display all offenders that meet the search criteria. 

 

7. If you do not see the offender you are looking for in the display, make sure that there are 
not multiple pages to choose from. 

8. The offender identifying information will be displayed in the lower portion of the ‘Search 
Result’ screen. 

9. If the search results in ‘No matching Records’, then the sample will need to be collected. 

10. If the ‘Need to Recollect Sample’ box is checked, then the sample will need to be 
recollected. 
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Enter Offender 

 

1. From the Offender Entry home screen select ‘Enter Offender’. 
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2. The ‘Enter Offender’ screen is shown below: 

 

 

 

3. To amend, complete or delete a previously entered offender: 

a. Select the Offender then chose the following: 

i.  ‘Edit/View’. 

ii.  ‘Delete’. 

iii.  ‘Submit to Lab’. 

4. To enter in a new offender select ‘Add’. 
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5. Enter the offender information into the appropriate fields. 

 

a. Required fields will display in red.  

 

*KIT NUMBER IS VERY IMPORTANT: PLEASE CONFIRM THAT IT HAS BEEN ENTERED 
CORRECTLY.* 
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b. Enter all available information, even if it is not required. 

c. Use the drop down lists to assist with selecting the appropriate data. 

d. If a sample already exists in the database, a message will pop up informing you that 
software has found a duplicate. 

 

 

i. Navigate to ‘Search Offender’ and repeat the search process to make sure that a 
sample does in fact exist in the database.   

ii. If the sample does exist in the database and the ‘Need to Recollect Sample’ box is 
NOT checked, then the sample does not need to be collected. 

 

IMPORTANT: If you have been contacted by the laboratory to recollect this sample 
and you still receive this message please contact the Iowa DCI Crime Lab, PCO 

Section at  

515-725-1500. 
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e. Qualifying Offense 

 

 

 

 

 

 

 

 

 

i. Select the offense from the drop down list that best represents the most serious 
offense for which the offender was convicted and sentenced. 

ii. Choices include: 

1. Felony 

2. Sexual Offense- Aggravated 

3. Sexual Offense- Serious 

4. NCIC 

5. Aggravated Misdemeanor 

6. Other 

iii. If the crime code associated with the conviction is known. Please enter that 
information into the comments field. 

f. Check All That Apply 

i. Select the criteria pertaining to the offender sample. 

ii. Multiple criteria may be selected if appropriate.  

 

 

 

 

 

 

 

 

 

6. Select ‘Save’ if the sample is not ready to submit to the laboratory or if additional 
information needs to be gathered. 

7. Select ‘Cancel’ if it is determined that sample is not needed. 

8. Select ‘Submit to LAB’ if the data entry is complete. 
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a. A confirmation screen will appear to make sure that the collector wants to proceed. 

 

b. Select ‘Yes’ 

c. The Electronic DNA Database Collection card will then be generated. 
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d. After the Electronic DNA Database Collection Card is generated, use your browser, select 
File→Print. 

 

e. Once the Electronic DNA Database Collection Card has been printed select ‘Close’ 

  



17 
 

f. A completion screen will appear reminding the collector to: 

i. Sign the printed Electronic DNA Database Collection Card and enclose it with the 
kit. 

ii. Collect Fingerprints on the card. 

 

iii. Click done when prompted, this completes this process. 
 

 
An email notification will be sent out to the submitting agency when the sample has 

been scanned into the database at the DCI Crime Laboratory. 
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Reprint Recent Submissions 

 

1. If an additional copy of the Electronic DNA Database Collection Card is needed, select 
‘Reprint Recent Submissions’ from the home screen. 

2. Navigate to the appropriate offender name and select ‘Reprint’ 
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Edit User Profile 

 

1. Edit User Profile allows users to access their account information. 

 

2. Updates can be made by users to their: 

a. Passwords 

b. Name 

c. Phone number 

d. Email Address 

 

 

3. Changes to the following will require a call to the DCI Crime Laboratory: 

a. User ID 
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Required Documentation 

 

1. Sign the Electronic DNA Database Collection Card. 

2. Fill out the Collection envelope and FTA collection card. 

3. Fingerprints are to be taken on the back of the FTA collection card at the time of the DNA 
collection. 
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Packaging the DNA Kit 

 

 The large white shipping envelope should contain: 

a. A signed Electronic DNA Database Collection Card. 

b. A completed DNA sample collection envelope and supporting information filled in on the 
FTA card. 

c. DNA sample on the FTA paper. 

d. Fingerprints on the back of the FTA card. 
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Contacts 

Eric Parry………………………………………………………..515-689-3609 

Kathleen Kinseth……………………………………………...515-559-7076 

DCI Crime Lab………………………………………………....515-725-1500 




