
 

 

 
 
 

 
 

 
 
 
 
 
 
 
 
 



STARS Reporting System 11/13/07 page 2 

MSHP Accident Reports 
Table of Contents 

New User Registration .................................................................................................. 3 

Request a Forgotten Password ...................................................................................... 7 

System Access .............................................................................................................. 8 

Running Police Traffic Safety Grant Reports ............................................................. 10 

Running Accident Characteristics Summary Reports ................................................. 13 

Running Accident Involvement Reports ..................................................................... 16 

PDF Reports ................................................................................................................ 19 

EXCEL Reports .......................................................................................................... 21 

 



STARS Reporting System 11/13/07 page 3 

______________________________________________ 
NEW USER REGISTRATION 
All first time users of the STARS Reporting 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. From the MSHP homepage, select the Law Enforcement Home link. 

2. Single click the STARS Reporting System link. 
Your screen will look similar to this: 

 
 

3. Single click the                                                    button. 
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Your screen will look similar to this: 

 
 

4. Enter your ORI.   
Your ORI must be 9 alpha and numeric characters and always begin with MO.  
Be sure to enter this correctly. 

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

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

7. 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 the STARS Reporting System.  You are not creating a user id here. 

8. Enter your Title if applicable (optional). 
9. Enter your mailing Address. 

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

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

12. Enter the Zip Code for your mailing address. 

13. 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. 

14. 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.   

15. Enter your Fax number. 

 

 

 

 

 

 

16. 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! 

17. Re-enter your Password. 
This will verify that you have typed the password the exactly the same twice. 
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18. 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 the STARS Reporting System. 

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

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

 
 

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

will return you the to STARS Reporting System Login homepage 

 

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. 

15 

16 

17 
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______________________________________________ 
REQUEST A FORGOTTEN PASSWORD 
Your User Id and Password will allow you to access the STARS Reporting System.  
If you forget your password you may call technical support and request your 
password. 

 

Step-by Step 

1. From the MSHP homepage, select the Law Enforcement Home link. 

2. Single click the STARS Reporting System link. 
Your screen will look similar to this: 

 
 

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

 
4. Note the 800 number and single click the  link. 
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______________________________________________ 

SYSTEM ACCESS 
 

 
Step-by-Step 

 

1. From the MSHP homepage, select the Law Enforcement Home link. 

2. Single click the STARS Reporting System link. 
Your screen will look similar to this: 

 
 

3. Enter Your User Id. 
This will be the User Id that was sent to you from MSHP.  

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

5. Single click the               button. 

 Empties all fields of their current data, allowing you to start again. 
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Your screen will look similar to this: 
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______________________________________________ 

RUNNING POLICE TRAFFIC SAFETY GRANT REPORTS 

 
 
Step-by-Step 

 

1. From the Accident Reports Menu, single click the Police Traffic Safety 
Grant Reports link. 

Your screen will look similar to this: 

 

2. Single click the Report drop down list to select a report to run. 
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Your screen will look similar to this: 

 
3. To run this report for Your Agency, select Your ORI from the drop down 

list. 
Your screen will look similar to this: 

 

4. To run this report for a City, select a City from the drop down list. 
Your screen will look similar to this: 

 
5. To run this report for a County, select a County from the drop down list. 
Your screen will look similar to this: 

 

6. Select the format for this report by single clicking Report Format drop 
down list. 
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7. After selecting the Report, by ORI or City or County and the Report Format, 
single click the Submit this report button. 

 
Note: To run a different report or with new settings, single click the Reset Values 

button. 
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______________________________________________ 

RUNNING ACCIDENT CHARACTERISTICS SUMMARY REPORTS 

 
 
Step-by-Step 

 

1. From the Accident Reports Menu, single click the Accident Characteristics 
Summary Reports link. 

Your screen will look similar to this: 

 

2. Single click the Report drop down list to select a report to run. 
Your screen will look similar to this: 
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3. Select a Report Begin Date Month and Year for the report. 

4. Select a Report End Date Month and Year for the report. 
Your screen will look similar to this: 

 

5. Select a Report Type from the drop down list. 
Your screen will look similar to this: 

 

NOTE: If you select a “By Area” report type, complete the following 
fields to run your report. 

Your screen will look similar to this: 

 

NOTE:  Enter only one Location detail: 
6. Select Troop from the drop down list 

OR 
7. Enter the Zone code for the Troop selected to run this summary report against. 

OR 
8. Select a County from the drop down list. 

OR 
9. Select a City from the drop down list. 

OR 
10. Enter the ORI for the Agency you want to run the report for. 
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11. Enter a 4 digit Highway code, if applicable. 

12. Select a Area Classification from the drop down list, if applicable. 

Your screen will look similar to this: 

 

Your screen will look similar to this: 

 

13. Single click the Submit button to run the summary report. 

 
Note: Single click the Reset Values button to enter settings for another summary 
report. 
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______________________________________________ 

RUNNING ACCIDENT INVOLVEMENT REPORTS 

 
 
Step-by-Step 

 

1. From the Accident Reports Menu, single click the Accident Involvement 
Reports link. 

Your screen will look similar to this: 

 
 

2. Single click the Report drop down list to select a report to run. 
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Your screen will look similar to this: 

 
3. For Accident Reports, single click the Report Year a timeframe for the 

report to run against. 

 
4. To run this report for Your Agency, select Your ORI from the drop down list. 
Your screen will look similar to this: 

 

5. To run this report for a City, select a City from the drop down list. 
Your screen will look similar to this: 

 
6. To run this report for a County, select a County from the drop down list. 
Your screen will look similar to this: 
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7. Select the format for this report by single clicking Report Format drop 
down list. 

 
8. After selecting the Report, Report Year, by ORI or City or County and the 

Report Format, single click the Submit this Report button. 

 
Note: To run a different report or with new settings, single click the Reset Values 

button. 
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______________________________________________ 

PDF REPORTS 
 
Step-by-Step 

After running an Accident Involvement or Police Traffic Safety Grant 
Report in a PDF format: 
Your screen will look similar to this: 

 

1. To PRINT the Report, single click the printer icon on the toolbar or select 
File, Print from the menu. 

 

2. To SAVE the Report, single click the Save icon on the toolbar. 

 
Your screen will look similar to this: 
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3. Enter a New Name for this report in the Object Name field. 
Your screen will look similar to this: 

 
Note: By default this report will be saved to the My Documents folder on Your PC.  

To save this report to another folder, select the folder to Save In, before 
completing step 4. 

4. After naming the report, single click the SAVE button. 

 
5. Single click the window X to close the window that is displaying Your PDF 

Report. 
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______________________________________________ 

EXCEL REPORTS 
 
Step-by-Step 

After running an Accident Involvement Report or Police Traffic Safety 
Grant Report in an Excel format: 
Your screen will look similar to this: 

 

1. Single click the Open button to open the Report as a spreadsheet. 
Your screen will look similar to this: 
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Note: Some reports may have multiple reports in one file.  This example shows 9 
sheets for this report. 

2. To PRINT the Report, select Print from the File menu. 
Your screen will look similar to this: 

 

3. To SAVE the report as an Excel file, select Save As from the File menu. 
Your screen will look similar to this: 

 
Your screen will look similar to this: 

 



STARS Reporting System 11/13/07 page 23 

6. Enter a File Name for this report in the File Name field. 
Your screen will look similar to this: 

 

7. Select Microsoft Office Excel Workbook as the Save as Type. 
Your screen will look similar to this: 

 

Note: By default this report will be saved to the My Documents folder on Your PC.  
To save this report to another folder, select the folder to Save In, before 
completing step 4. 

8. After naming the report, single click the SAVE button. 

 
9. Single click the window X to close the window that is displaying Your PDF 

Report. 

 
 


