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CHALLENGE COURSE APPLICATION  
USER GUIDE 

Office of Public Safety and Inspections 

What this document is for 
Use this document when you are applying for a license to run a Challenge Course or to register, certify, or renew, or if you are updating 

information or paying fees. 
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Registration Process 
Accessing the IPS Customer Poral 

The “IPS Customer – User Registration” screen is accessed from the OPSI website @ www.mass.gov/dpl/opsi. 

 

  

http://www.mass.gov/dpl/opsi
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Customer Registration Screen 

If you do not have an account on the OPSI Customer Portal, create one. 

You will need an account to submit your amusement inspection request through the Customer Portal. If you already have an account, skip to the next section. 

1. Click this link OPSI Customer Portal to go to the Portal login page. 
2. On the Portal login page, click Not an IPS user? 

 

 

 

  

https://ma-dpl.my.salesforce-sites.com/home/home.jsp
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Licensed companies must enter their name under the Company Information as it is listed on their license and hit the Search button. If the record exists, please 
select the correct record which will populate the remaining fields. To move forward, please hit the Submit button. If you experience any issues locating your 
record, please contact the IPS support team at ips.support@mass.gov.  

 

 

 

  

mailto:ips.support@mass.gov
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User Registration Success Page 

Once registered with the IPS, an email with a temporary password will be sent and the following Registration Success page will be displayed on the portal. 

 

 

Customer Portal Home Screen 
Login 

When a user successfully logs-into the system a home screen is displayed (similar to the screen shot below). 
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Apply for License/Registration/Certification 
Select the Apply for License/Registration/Certification button to start a new Challenge Course application. 

 

 

On the next screen, Select Challenge Course License.  

   

After selecting Challenge Course License, the “Sub Type” of Challenge Course License should be selected. Click Next to continue. 
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To Renew an Existing License 
On the next screen, enter your License Number (MA-###) and hit Search to renew a specific license. If you wish to access all licenses under your account, enter 
MA and hit Search. 

  

 

To Start a New License Application 
If you wish to enter a new license, leave the search box empty and hit Search only. The Apply for a New Challenge Course License check box will appear. Click on 
the check box and hit Next.  
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Submitting a New License Application 

Fields highlighted in RED are required and your application will not move forward unless these fields are complete.  
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Adding Challenge Courses 
To enter your elements, you must first enter the Name of Challenge Course. If you have multiple challenge courses, enter each course with a unique name. Click 
Add Course and the information will be listed under the Added Challenge Courses window (see below). 

 

 

Once each challenge course has been entered, elements can be entered by typing the Name of Belayed Couse Element and associating it to the Name of the 
Challenge Course. Click Add Element and the information will be listed under the Added Challenge Course Elements window (see below). 
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Adding Challenge Course Staff 
Enter the Challenge Course Staff Name and select their Role. When done, hit the Add Staff button and the information should appear under the Added Trained 
Challenge Course Staffs window. Repeat steps until all challenge course staff members have been entered. 

 

When all information has been entered, hit the Save & Next button to move forward. 

 

Supporting Documents 
Upload the required documents to their corresponding category. To acquire current licensing documents, please visit https://www.mass.gov/amusements-
challenge-course-climbing-wall-and-inflatables-licensing. When finished, hit the Save & Proceed button to move forward. 

 

 

 

https://www.mass.gov/amusements-challenge-course-climbing-wall-and-inflatables-licensing
https://www.mass.gov/amusements-challenge-course-climbing-wall-and-inflatables-licensing
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Once all the documents are all uploaded, hit the Save & Proceed button to move to the next screen. To save your process up to that point, hit Save and you will 
return to your application. Please note that your application has not been submitted for processing until the payment is applied. You may continue the 
submission process by clicking on the Edit button at the top of the page. 

 

On the next screen, you will be prompted to acknowledge the Attestation of Annual Personnel Training. To proceed to the next screen, click on the checkbox and 
you will be able to select either Save or Save & Proceed.  

 

 

Clicking Save will save your application up to that step and bring you to your application. Please note that your application has not been submitted for processing 
until the payment is applied. You may continue the submission process by clicking on the Edit button at the top of the page. 

 

Clicking Save & Proceed will save your application up to that step and allow you to proceed to the Certification page. 

 

On the next screen, you will be prompted to acknowledge the Certification. To proceed to the next screen, click on the checkbox and you will be able to select 
Submit Application. 
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Submitting Payment 
A screen will appear where you will verify the processing fee(s) and the email address to send the payment receipt. When done, select the fee you wish to pay 
and hit the Continue button to move to the next tab. 
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On the next tab, you will select the method of payment. When done, hit the Proceed button to move to the next tab. 

 

 

On the next page, you will be prompted to input your payment information to complete the application. When finished, hit the Submit Payment button at the 
bottom of the page. 
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When finished, the Order Status of your application will be listed as Successful. At this point, you’ve successfully submitted your Challenge Course application. No 
further action is required at this point. 
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Submitted Applications 
All ‘Pending Applications’ and ‘Rejected Applications’ can be found on your ‘Home’ page. To access it, please click on the Home button below the state seal on 
the top, left hand side of the page. 

 

 

On the home screen, you should see that your application is now under the Pending Application window. At this point your application can no longer be 
modified. If the application was submitted in error and you wish to delete it, click on the Record # for the application and click on the Delete button. Please note, 
that you can only delete an application while it is under an In Review status. 
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If the submitted application is deemed to be incomplete, it will appear in the Rejected Applications-Action Required window. Click on the Record # to access the 
application and view the list of discrepancies. 

 

By accessing the application, you will see the status has changed to Application Incomplete and a list of items that are required will be below it. 
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A copy of this list will also be emailed to the email address provided on the application. You may correct the discrepancies by clicking the Edit button on the top 
of the page. 

If you are required to resubmit documentation, first delete the previously submitted document by clicking on the corresponding Remove button. Next, upload 
the updated documentation by clicking the corresponding Choose File button. When finished, hit Save & Proceed to resubmit your application for review. You 
will be prompted again to complete the Attestation of Annual Personnel Training and Certification acknowledgments prior to submission. 

 

When finished, your application status will change to In Review and the record will be found in the Home page under the Pending Applications window. At this 
point, your application has been resubmitted for further review.  
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Once approved, the application will disappear from the Home page and a license will be emailed to the address listed on the application. If you wish to view your 
application or license, you may Search IPS via the Record # on the left-hand side of the Home page.  
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