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Introduction 
This guide is to help you appeal a civil fine online through the OPSI Customer Portal. It provides a step-
by-step process with lots of screenshots. 

If you do not have an account on the OPSI Customer Portal, create one 
You will need an account to appeal your fine through the Customer Portal. If you already have an 
account, skip to the next section, on page 3. 

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?

 

3. Read the instructions and complete the registration form to create your account. 

 
  

https://massdpsportal.secure.force.com/
https://massdpsportal.secure.force.com/
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If you already have an account on the OPSI Customer Portal, start here 
1. Click this link OPSI Customer Portal to go to the Portal login page. 
2. Enter your your Username and Password.  
3. The Home page displays. In the upper right of the page, click Apply for Variance/Appeal. 

 

 

4. On the next screen, in the Select Type section: 
a. In the Type dropdown, selected Appeal. 
b. In the Sub Type section, click the radio button for the appeal sub-type you are filing, and 

then: 
c. Click Next. Then: 

• If you selected Appeal sub-type BCAP, go to step (5) 
• If you selected Appeal sub-type BEA, go to step (6) 
• If you selected Appeal sub-type BER, go to step (7) 
• If you selected Appeal sub-type Civil Fine (520 CMR1.00), go to step (8) 
• If you selected Appeal sub-type Expired Elevator Civil Fine (520 CMR 

16.00), go to step (9) 
 

https://massdpsportal.secure.force.com/
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5. The BCAP page displays: 

 
 
• Complete all the required fields, and click Next. 
• Continue with step (10), Location Validation. 

 
6. The BEA page displays: 

 
 
• Complete all the required fields, and click Next. 
• Continue with step (10), Location Validation. 
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7. The BER page displays: 

 
• Complete all the required fields, and click Next. 
• Continue with step (10), Location Validation. 

 
8. The Civil Fine (520 CMR 1:00) page displays. 

a. In the third section down, Application Information, in the Type of Fine 
dropdown, select the category of fine you want to appeal. 

b. Enter the Ticket Number, which appears on your Notice of the Fine. 

c. If you don’t know the ticket number, you can search for it by clicking the  icon to the right of 
the Ticket Number field. 

 
 

  

a 

c b 
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i. The system will display a list of all tickets associated with your account.  
ii. Click the ticket number you want to appeal. 

iii. The ticket number will display in the Lookup field. Click the Go! button. 

 
iv. Skip to step (10) to continue with location validation. 

 
The Expired Elevator Civil Fine (520 CMR 16.00) page displays:  

9.  
 

a. Complete all the required fields. 
b. To add appeal reasons, click one or (Shift-click) more applicable reasons in the Available 

column and click on right arrow to add them to the Chosen column.  
c. Click Next, and proceed to step (10), Location Validation. 

 

i 

iii 

ii 

c 

b 
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10. CONTINUE HERE Location Validation Page Displays as shown below.

 
a. Validate your address. Check the “Continue Without Validated GIS Address” checkbox if you 

don’t want to validate your address. 
b. Click Next. 
c. A pop up with a warning “Are you sure to choose continue validated GIS Address”. 
d. Click “Ok” to proceed to 11 (Add Code).  

 
11. Add Code Page Displays. 

   
a. Complete all required fields and click “Add” to the right of “Relief being sought”. 
b. The “code section/statue” and “relief being sought” appears under “Added/Existing Codes” 

panel.  
c. Click the next button to proceed to step 12 (Attestation). 
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12. The Attestation screen displays. Below the Attestation banner: 
a. Read the statement and mark the checkbox. 
b. In the Name field, enter your name. 
c. Click the Next button. 

 
 

13. The Document Submission screen displays.  
Adding a document here is like adding an attachment to an email: 
• Click the Choose File button.  
• A typical Windows Open box will display.  

Locate the document you want to attach, click it, and then click the Open button.  
• When you have added all the documents you want to attach, above the files  

click Save & Proceed. 
If you are not submitting any documents: 
• Click the Reason for not including submission drop-down and select a reason. 
• Click Save & Proceed. 

 
  

a 

c b 
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14. The Cart page displays, showing any fees you currently owe.  
There is a charge for filing an appeal. To pay only the Appeal fee: 
a. Locate the Appeal Civil Fine Fee line and mark its checkbox. 
b. At the bottom of the Cart page, click the Refresh Total button. 
c. Just below that, click the Continue button. 

 

 
 

15. Verify the total amount and click Proceed to make your payment through the online payment 
gateway.  

 
 

16. The Payment page displays.  
Select your payment method and complete the required fields in the form.  

a 

c 

b 
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If you have made payments previously through the payment gateway and saved your payment 
information, you can mark the Same As Previous Information checkbox to re-use it.

 
 

17. Further down the page, click the Submit Payment button. You will receive a confirmation 
message on your screen if your payment is successful (and a text message if you provided a cell 
phone number), or an error message if it was not. 

 
 

You have successfully applied to appeal your civil fine fee.  
You can continue with other tasks in the OPSI Customer Portal, or you can log off. 

If you have questions about using the Customer Portal 
You can get help by email at ips-support@mass.gov.  

mailto:ips-support@mass.gov
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