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Overview 
Why CAPSS? 
In accordance with AB391, which was passed on August 17, 2012, new procedures for California 
Pawnbrokers (PBs) and Secondhand Dealers (SHDs) when reporting property transactions to their Local 

Law Enforcement Agencies were established. PBs and SHDs will be required to use a single, statewide, 

electronic reporting system, which the California Department of Justice has developed and is known as 
the California Pawn and Secondhand Dealer System (CAPSS). 

What is covered by this guide 
This guide has been developed specifically for Store users and covers the following: 

• Logging in 

• Managing your user profile 

• Password Policy 

• Managing other user profiles (Administrator feature) 

• Submitting a JUS-123 property transaction report 

• Submitting property transaction reports with the Bulk Upload feature 

• Finding transaction reports 

• Edit Transaction 

• Contact information 
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Logging In 
Browse to the CAPSS URL 

To login, open your web browser and navigate to the url:  https://capss.doj.ca.gov 
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Enter your credentials 
Enter your username and password, and then click on the LOG IN button. 

If your username and password are valid, you will see the main dashboard: 

 

 

 

If your username and password are not valid, you will see an error message, and will need to re-enter your 
username and password. 

 

 



CAPSS 
 

Store  User Guide Version 1.4 ∙ December 8, 2016 

Page 6  

Password Policy 
A user password will be valid for up to 90 days from when it was last reset. User may reset their 
password anytime prior to or after the expiration. 

 

Email Notifications 
Users will receive an email notification 15, 5 and one day prior to the expiration of the password. 

The email notification will read as such: 

“You have () days to change your password. Your password expires 90 days after your last reset. You 
may reset your password anytime before or after expiration using the “Forgot/Expired Password” link 

below.” 

 
https://capss-id.doj.ca.gov/users/retrievepasswordrequest?mode=forgot 

 
 
 

Forgot/Expired Password 
If you cannot remember your password, or for some reason the one you have is not working or your 

password has expired, you can RESET your password by clicking on the FORGOT/EXPIRED PASSWORD 

link on the log in screen. 

 
FORGOT PASSWORD 
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EXPIRED PASSWORD 
 

 

 

 
 

 

You will then be redirected to a screen where you will enter your CAPSS Username. After entering your 
username, click on the RETRIEVE PASSWORD button. 
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You will receive a retrieval confirmation notification. 
 
 
 

 

 
 
 

You will now need to check your email at the email address associated with your username. 
 

 

 

From: CAPSSId 
To:   peterpawn@pawnstore.com 
Subject: CAPSS Password Reset 
Date: Fri, 13 Mar 2015 10:26:34 -0700 

 

You will be able to reset your password by entering your CAPSS Username on the page at the link below. 
NOTE: This link will only work for 2 hours after it was created. 

 

Password Set Link RESET PASSWORD 
 

Thank You, 
CAPSS Team 

mailto:peterpawn@pawnstore.com
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The link in the email will take you to the Reset Password screen. If you would like to see the password 
format requirements, click on the Help link: 
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Once the password has been successfully reset, the user will be redirected to a screen with links to the 
various CAPSS components. 

 
 

 

 
Click on either one of the two links to continue. 
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Forgot your username 
If you cannot remember your username, or for some reason the one you have is not working, you can 
recover your username by clicking on the FORGOT USERNAME link on the log in screen. 

 

 

 

 
You will then be redirected to a screen where you will enter the email address associated with your 

CAPSS Username. After entering your email address, click on the RETRIEVE USERNAME button. 
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You will receive a retrieval confirmation notification. 
 
 

 

 

You will now need to check your email at the email address associated with your username. 
 

 

 

From: CAPSS Id 
To:  peterpawn@pawnstore.com 
Subject: CAPSS Username 
Date: Fri, 13 Mar 2015 10:26:34 -0700 

 

The email address you provided is associated with the following CAPSS 
Usernames: 

CAPSS Username: peter.pawn 

You may log into the CAPSS system at: 
https://capss-id.doj.ca.gov 

Thank You, 

CAPSS Team 

mailto:peterpawn@pawnstore.com
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Managing your profile 
All users can manage their profile by clicking on the MY PROFILE button at the upper-right: 

 

 

 
 
 
 

You will be taken to the CAPSS User Management tool (CAPSS ID) login screen (in a new browser tab). 
Log in to CAPSS ID using your same username and password. 
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Once logged in to CAPSS ID, you will be taken to the CAPSS ID dashboard. 
 
 
 

 

 

Click on the EDIT MY PROFILE button to change the various fields on your profile, including your 

password. 
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Managing Other User Profiles 
(Administrator Feature) 
In addition to managing their own profile, Administrators can manage other store user profiles. Access 
the CAPSS User Management tool by clicking on the MY PROFILE button at the upper-right section of 

the screen. Administrators will get the Managed Users tab on the dash board. 

MY PROFILE 
 

 

 

Managed Users 
 

 



CAPSS 
 

Store  User Guide Version 1.4 ∙ December 8, 2016 

Page 16  

Adding a new user account 
Click on the ADD USER button. You will then be able to enter the details for the new user account. When 
the details are complete, click the CREATE USER button. 

 
ADD USER: Store User 

 

 

 

 
ADD USER: Store Admin 
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Finding a user account 
To narrow the list of users in the list, you can enter a portion of a username in the Search box. The list will 
dynamically change to reflect only those users with usernames that match the text you entered. 
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Editing a user account 
Click on a user’s row (it will be highlighted in blue as you hover over it). You will then be able to edit the 
details for the user account. When the details are complete, click the UPDATE USER button at the 

bottom of the screen. 
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Deactivating a user account 
You can deactivate / activate accounts using the Active checkbox under ACCOUNT STATUS. 

Updating user roles 
You can update the role(s) (authorizations) a user has by checking/unchecking the checkboxes under 
GROUP MEMBERSHIP. 
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Submitting a JUS-123 
To submit a JUS-123, open the form by doing one of the following: 

• Click on the JUS-123 link in the black Navigation bar at the top of the screen 

• Click on the SUBMIT A REPORT link on the dashboard 
 

 

 

Enter all of the details on the form as appropriate. Note that all required fields are indicated with a blue 

asterisk* next to the label. 

 

JUS-123 
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JUS-123 Cont. 
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Uploading Signature and Thumbprint images 
In order to complete the JUS-123 form, you will need to upload Signature and Thumbprint images. To 
upload the images, the following buttons are displayed on the form: 

 
UPLOAD CUSTOMER THUMBPRINT FILE... UPLOAD CUSTOMER SIGNATURE FILE... 

UPLOAD EMPLOYEES SIGNATURE FILE... (Optional) UPLOAD ITEM IMAGE FILE... (Optional) 

Once you click on one of the upload buttons, select the appropriate image file from your PC. 
The image files1 should be captured using appropriate devices2. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

 
1 Image files cannot be larger than 75kb in size. 
2 Devices must be capable of saving captured images as .jpg, (preferred), .png, or .gif. 

IMPORTANT NOTE: DOJ recommends thumbprints and 
signatures not be retained, unless they are kept in an 
encrypted file system or some other secured method.  This is 
necessary to ensure privacy and confidentiality. 
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Submitting Bulk Uploads 
JUS-123 forms can be submitted in bulk using the Bulk Upload feature. 

 

 

 
 

 
Click on the SELECT AN .XML FILE TO UPLOAD… button. After an .XML file is selected, the 
UPLOAD TRANSACTIONS button will be enabled (changed from grey to blue). 
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Next, click the UPLOAD TRANSACTIONS button to upload the XML file (See the CAPSS Data File 
Specification for format details) 

 

 

 

 
After successful upload, you will see the following: 
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Errors in Bulk Upload 
If errors are found in your Bulk Upload Submission you will receive a detail screen identifying the specific 

errors (see below). In addition to the detail screen of errors, you also have the option to ‘Download 

Details’ to your local computer. 
 

 

 

At this point, you have 2 options: 
 
1. Cancel Submission – The Bulk Upload will be cancelled. 

You will need to: - Correct the Error and Resubmit. 

2. Submit the Bulk Upload Without Errors. If you choose this option, only Property Transactions without 

errors will be submitted into CAPSS. 

You will need to: - Correct the Property Transaction(s) with errors and Resubmit the Bulk Upload 

with the corrected transactions in a separate file. 

Note: If a Property Transaction is in error or if any item within the property transaction has errors, the 

entire Property Transaction and associated items will be rejected. 
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Finding Transactions 
Recent Transactions 
To find recent transactions you have submitted, click on the Transactions link at the top of the 
navigation bar. The most recent 100 transactions will be displayed. 
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Searching for Transactions 
You can use the Search Property Transactions box to search for transactions using search criteria. 

 

 

 

 

 

 

Viewing a Transaction 
 

To view the details of a transaction, click on the transaction’s row (the row will be highlighted in 
blue as you hover over it). 
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Edit Transaction 
To edit or modify the Serial or Owner Applied Number for “Electronic Hand-Held Devices” within 10 days 
of submission, enter information in the appropriate field and click on the UPDATE link at the bottom of 
the page. 

 

 

 

 

 

 

 

To cancel the transaction within 24 hours of submission, click on the CANCEL TRANSACTION link at the 
top of the page. 
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Application Programming 
Interface (API) 
 System to System 

The CAPSS system has expanded the ability to upload an XML file containing multiple Property 
Transactions via a JSON web service. This is an optional service to help with automating the upload process 
for those interested and is not mandatory. The existing web based upload bulk import and online form will 
still be available. 

 
Uploading Property Transactions requires an account for the user to be established. Uploading 
transactions require limited access to the CAPSS system, which can be controlled by the account admin. 
Third party clients are registered for an account by the CAPSS admin. An authorized client will request an 
access token prior to interacting with the system. The token is used as credentials to upload and check 
status of Property Transactions. 
For complete details on the API Bulk Submission process click on the link below: 

 

https://oag.ca.gov/secondhand/capss/resources 
 

Below are the steps to initiate the API Bulk Submission process. 
 

Browse to the CAPSS URL 

To login, open your web browser and navigate to the url: https://capss.doj.ca.gov 
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Enter your credentials 
Enter your username and password, and then click on the LOG IN button. If 

your username and password are valid, you will see the main dashboard: 

 

 
 

 

 

Click on API Client on dashboard: 

 



CAPSS 
Store User Guide Version 1.4 ∙ December 8, 2016 

Page 32 

 

 

 
 

 

Click on New Client bullet and complete requested information: 
 
 

 

 

 

Data Field Definitions: 

• Client Id – is the User Name. Can be alphanumeric and only special characters hyphen (-) and period (.) 
allowed 

• Client Secret – the password created by the user 

• Access Token Validity Seconds – time frame to create access token 

• Redirect URI – used only for select clients requiring a redirect URI 
 
 

 
Client List – to see the list created by the client click the API Client on dashboard. 
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Show Client – to see client status click on Client Id from the Client List. 
 

 

 
 
 
 
 

 

 

Edit API-Client Information – Click on the Edit button at the bottom of the screen 
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Each field is editable 
 

 

 

Client Secret – enter new password 
Client Secret confirmation – re-enter new password 

 

 

Multi-Store 
Follow the below process to obtain a Multi-Store account. 

 
Browse to the CAPSS URL 

To log in, open your web browser and navigate to the url: https://capss.doj.ca.gov 
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Enter your credentials – Must be a Store Admin 
Enter your username and password, and then click on the LOG IN button. If 

your username and password are valid, you will see the main dashboard: 
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To Apply for a Multi-Store Account: 
Download the CAPSS Multi-Store Application (BCIIS 127) located on the Attorney General Website and 
fill out application: https://oag.ca.gov/secondhand/capss/resources 
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Click on Multi-Store Registration on dashboard: 

 

 

 
 

 

 

Fill out required fields below and upload signed Multi-Store Application. 
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Once submitted you will receive the following response: 

 

 

 

Application Approval/Denial – CAPSS staff will review your application and if approved, you will 
receive an e-mail containing your Multi-Store (MS) number and instructions on how to subscribe 
licenses under your MS number similar to the following: 

 

 
Subject: CAPSS Multi-Store Application Approval 

 

Dear Michelle Gamer, 

 

Your application requesting a Multi-Store (MS) account has been approved. Your MS account, "Gamer 

Pawn Shops" has been assigned MS account number MS0000109. You must use the assigned MS account 

number when submitting for the subscribed MS group. 

 

MS Subscribing Instructions: 

 

• Download the MS Subscription Authorization form located on the Attorney General's 

website:  https://oag.ca.gov/secondhand/capss/resources/CAPSS-Multi-Store-Subscription-Authorization.pdf   
• Complete and sign the PDF authorization form 

• Create a .CSV formatted list of the requested store license numbers that you will be submitting for 

• Submit both the MS Subscription Authorization form and .CSV list of store license numbers 

to: capss@doj.ca.gov 

 

A separate email has been sent with your MS Username for account activation. 

 

 

Thank You, 

CAPSS Team 

mailto:capss@doj.ca.gov
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Multi Store User Name – You will also receive an e-mail similar to the following containing your MS 
Username for account activation. 

 

 
Subject: CAPSS Multi-Store Account Activation 

 

Your requested Multi-Store has been assigned a Multi-Store account number. In order to use the new Multi- 

Store account, you must first set your password. To set up a password, please click on the RESET 

PASSWORD link. Your CAPSS Multi-Store Username is provided below. 

 

CAPSS Multi-Store Username: michelle.gamer 

 

RESET PASSWORD 
 

Thank You, 

CAPSS Team 

 

 

 

 

Click on RESET PASSWORD: 
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To Subscribe licenses under your MS number: 
 

Follow the instructions received in your “CAPSS Multi-Store Application Approval” e-mail. 

 
• Download the MS Subscription Authorization form(BCIIS 128) located on the Attorney General's 

website: 
https://oag.ca.gov/secondhand/capss/resources/CAPSS-Multi-Store-Subscription-Authorization.pdf 

 

 

 
• Complete and sign the PDF authorization form 

• Create a .CSV formatted list of the requested store license numbers that you will be submitting for 

• Submit both the MS Subscription Authorization form and .CSV list of store license numbers 
to: capss@doj.ca.gov 

 

 

Multi Store Subscription Confirmation – You will then receive a confirmation e-mail similar to this one 
confirming the results of your requested subscription(s). 

mailto:capss@doj.ca.gov
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Subject: Confirmation of Multi-Store Subscription 

 

Your Multi-Store associated with Account Number MS0000109 requested to subscribe the following stores. 

Please see the results below and contact the CAPSS team at capps@doj.ca.gov if you have any questions. 
 

Store License number XXXXXXX has failed to subscribe due to invalid license number. 

Store License number XXXXXXXX has been successfully subscribed. 

Store License number XXXXXXXX has been successfully subscribed. 

Store License number XXXXXXXX has failed to subscribe due to license is not active. 

Store License number XXXXXXXX has failed to subscribe due to license is not available. 

 

Thank You, 

CAPSS Team 

 

 
NOTE: There are 3 possible reasons as to why a license number failed to subscribe, they are: 
Denial reasons for Store Subscription/Release Request: 

 

• Invalid License Number -> Indicates wrong number/typo 

• Store License is not active -> License status is not Active/Expired (i.e., denied, canceled, revoked, pending) 

• Store License is not available -> Store is already bounded to a different multi-store account 
 

 
Log In as Multi-Store User: Enter your Multi-Store username and password, and then click on the LOG IN 

button. https://capss-sb.doj.ca.gov 

 

mailto:capps@doj.ca.gov
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Upload Multi-Store Property Transaction: Click on BULK UPLOAD PROPERTY TRANSACTIONS to upload 
property transaction file: 

 

 

 
 
 

Click on SELECT AN .XML FILE TO UPLOAD to select a file. 

 

 

Confirmation response: 
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Click on SEARCH PROPERTY TRANSACTIONS to search for transactions submitted under your MS number. 
 

 

 

 

 

Utilizing any of the following fields and click on SEARCH: 

 

 

You will see a response similar to this one: 
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By clicking on the Submission ID number on the left hand side will drill down to the Property Transaction 
Report: 

 

 



Page 45 

CAPSS 
Store User Guide Version 1.4 ∙ December 8, 2016 

 

 

 

 

To Release licenses under your MS number: 
 

 
• Download the MS Release Notice (BCIIS 129) located on the Attorney General's website: 

https://oag.ca.gov/secondhand/capss/resources/CAPSS-Multi-Store-Subscription-Authorization.pdf 

 
 
 
 

 

 
 
 
 

• Complete and sign the PDF release notice 

• Submit the MS Release Notice to: capss@doj.ca.gov 

mailto:capss@doj.ca.gov
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Multi Store Release Confirmation – You will then receive a confirmation e-mail similar to this one 
confirming the results of your requested release(s). 

 

 
Subject: Confirmation of Multi-Store Release 

 
 

 

Your Multi-Store associated with Account Number MS0000109 requested to release the following stores. 

Please see the results below and contact the CAPSS team at capss-stg@doj.ca.gov if you have any 

questions. 

 

Store License number XXXXXXX has failed to release due to Store License is not available. 

Store License number XXXXXXXX has been successfully released. 

 

Thank you, 

CAPSS team 

mailto:capss-stg@doj.ca.gov
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Contact Information 
Phone: (916) 227-6400 

Email: capss@doj.ca.gov 

mailto:capss@doj.ca.gov

