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Introduction

General Use

Required Fields: Red asterisks (*) denote required fields. Fields that do not contain red asterisks are
optional or conditional fields.

Field Formats:

= Dates: All dates must be entered in the “MMDDYYYY” format without spaces, dashes, or
hyphens. For example, the date of birth of September 15, 1980 would be entered as
“09151980”.

= Email Addresses: All email addresses must be entered in the x@y.z format. For example,
ismith@organization.com.

General Navigation: You can navigate through the system by using the in-page navigation links and
buttons. You can also use the Home and Logout links located in the upper right corner of the screen to
return to home or log out of the system.

Note: Please do not use the “Back” or “Forward” buttons in your web browser for navigation.

Log out of ESORI Portal: To log out of the ESORI Portal, click the “three dot icon” next to your
username in the application header and select the Logout link.

Valerie100 -

Logout Valerie100
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Homepage

The homepage is the default page in the ESORI Portal you are directed to when you log in. Below the
system header is a top navigation bar that contains links to all of the functions in the ESORI Portal. Your
most recent 5 submitted requests will be displayed on the homepage as well.

ESORI Portal Valerie100

@ Home Q submit Re

% Results & Account Details

Submit Single Request =
Use this option to submit an ESORI request for one subject Welcome to the ESORI Portal, Test!
Please use the options within this portal to electronically request sex offender registry information
Submit Batch Request 9 @ (ESORI). ESORI Results will be provided in the Request History & Results option above.
a Jues:

Use this option to submit an ESOR! request for multiple subjects The Board will provide a report that includes the following information: whether the person identified is a
sex offender with an obligation to register, the offense(s) for which the offender was convicted or

< 1 ] its | &L adjudicated, and the date(s) of the conviction(s) or adjudication(s).
Please be advised that the law only permits the public to receive information on sex offenders required
to register and finally classified by the Board as a level 2 (moderate risk) or level 3 (high risk) offender.
Recent iew All
ecent Requests View All > Therefore, information is not available to the public if the identified individual is a level 1 (low risk)
offender or if he/she has not yet been finally classified by the Board.
Request -
Name Tl = Status ) Actions 3 2 ntia assist or 2
Date/Time I All requests shall be recorded and kept confidential, except to assist or defend in a criminal prosecution.
Please keep your contact information current. If your inquiry results in a match, you may be contacted to
No records found. verify additional information

If you have any questions, please contact the Sex Offender Registry Board, 978-740-6400.

Sex Offender Registry Board © 2021 Sex Offender Registry Board
ESORI Support Line: 978-740-6400
Email: sori.sori@mass.gov

Hours: M-F 9:00 AM to 5:00 PM

Terms of Use
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Submit Single Request

Follow the steps below to submit an ESORI request for one subject.

1. Select the Submit Single Request option from the ESORI Portal homepage.

Submit Single Request

Use this option to submit an ESORI request for one subject.

2. Enter the information for the ESORI request subject and click the Continue button. Note that
First Name, Last Name, and Date of Birth are required.

3. Review your information on the Verify Request Details page and click the Submit Request
button. If you need to modify your request information, click the Edit button.

Submit Request

4. Your request information will be submitted and you will be directed to a confirmation page.
Once there is a result for your request, you will receive an email indicating so. You can view
request result information from the Request History & Results area of the ESORI Portal.
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Submit Batch Request

Follow the steps below to submit an ESORI request for multiple subjects. Note that you can download
the Batch Upload Requirements and the Batch Template from the ESORI Portal homepage.

1. Select the Submit Batch Request option from the ESORI Portal homepage.

Submit Batch Request

Use this option to submit an ESORI request for multiple subjects.

Upload Requirements | & Download Batch Template

3 Nownload Batch Unload Requirerments
& Download Batc

2. Upload the completed batch request spreadsheet using the Choose button on the Batch
Request Details page. Note that First Name, Last Name, and Date of Birth are required for all
subjects.

* File:

3. Click the Continue button.

4. Review your information on the Verify Request Details page and click the Submit Request
button. If you need to modify your request information, click the Edit button.

Submit Request

5. Your request information will be submitted, and you will be directed to a confirmation page.
Once there is a result for all subjects within your batch request, you will receive an email
indicating so. You can view request result information from the Request History & Results area
of the ESORI Portal.
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Request History & Results

Click the Request History & Results option from the top navigation bar to view your submitted requests
and results.

Request History & Results

5(

R‘equest Date/Time Subject Name T.  Subject DOB Tl

0/2021 09:23 PM test, test 01/01/1988 Record, Test Single 21-000423 ER21-0000090¢ Complete No Match o 9

R;f“"‘“ Name  pequestType Tl Group D 11 Request ID 1] Status 11 Result 11 Actions

Your most recent 500 requests will be displayed on the page by default. If you would like to view
additional results, apply a filter by clicking the Add Filter button on the page.

Request History & Results

To view the details for your request, click the blue “I” icon next to a specific result. To download the
result letter for a request, click the green “download” icon next to a specific result. Result letters are

provided in PDF format.

equest Duta/lime Subject Name 7.  Subject DOB Tl Request Type T Group ID 11 Request ID 11 Status 10 Result 11 Actions

IF

06/30/2021 09:23 PM 01/01/1988 Record, Test Single 21-000423 ER21-00000906 Complete No Match o 9

Requestor Name
1
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Manage Account

Change Account Email

Follow the steps below to change the email address associated with your account.

1. Click the Account Details option from the top navigation menu.

@ Home Q. submitRequest ™ = Request History & Results & Account Details

2. On the Account Details page, select the Change Email button.

Change Email

3. Enter your new email address twice and click the Submit button.

4. The system will send an email to the new email address you provided with a link for you to
confirm the email change. Your account email address will not be changed until the new email
address is confirmed.

5. Click the Confirm Email link from the ESORI Portal Email Change Notification email.
ESORI Portal Email Change Notification

You, or someone on your behalf, recently requested that your ESORI Portal account email
be changed to this email address. Please use the confirm email link below to log in to
ESORI Portal and confirm this change. Please save this email for your records.

Confirm Email

6. The system will direct you to the Confirm Email Change page. Select the Security Code and click
the Confirm Email button.

* Security Code:
™

reCAPTCHA
Privacy - Terms

7. The system will direct you to a confirmation page that will indicate your account email was
changed successfully. All future ESORI Portal related emails will be sent to the new email
address.

\/ I'm not a robot

ESORI Portal User Guide Page 8 of 10
Copyright © Sex Offender Registry Board



ESORI Portal User Guide

Edit Account Details

Follow the steps below to edit your account details.

1. Click the Account Details option from the top navigation menu.

@ Home Q. submitRequest ™ = Request History & Results &2 Account Details

2. On the Account Details page, select the Edit Details button.

Edit Details

3. Make any changes to your information and click the Submit button. Please note that your
account type and username cannot be changed.
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Cancel Account

Warning: This action cannot be undone. Once you cancel your account, you will not be able to access it
or your submitted requests again.

1. Click the Account Details option from the top navigation menu.

@ Home Q. submitRequest ™ = Request History & Results &7 Account Details

2. On the Account Details page, select the Cancel Account button.

3. You will be directed to the Cancel Account page to confirm the action. Select the Yes button to
cancel your account.

Cancel Account

WARNING: This action cannot be undone. Once canceled, you will not be able to access your ESORI requests and responses.
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