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Introduction 
 
The Sex Offender Registry Tool (SORT) Web-based sex offender registry system serves as a 
jurisdiction’s Sex Offender Registration and Notification Act (SORNA)-compliant system for 
registering the sex offenders for its jurisdiction.  SORT has two parts to it—the administrative 
Web site and the public sex offender registry Web site.  The administrative Web site is used to 
enter, edit, and delete sex offender information and modify the public sex offender registry 
Web site.  The public sex offender Web site is the Web site that the general public will use to 
search for sex offenders registered by the jurisdiction.  This manual is intended to explain the 
major parts of SORT and how to navigate the system. 
 

Administrative Site Login 
 
To access the SORT administrative site, users will be presented with the system login form 
shown in Figure 1 below.  Users should enter their e-mail address and the password previously 
supplied. 
 
Figure 1 
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Administrative Site Home Page 
 
After successfully logging in, a local jurisdiction user will be presented with the SORT 
administrative site home page shown in Figure 2 below, which allows the user to navigate to the 
different parts of the administrative site.  The user’s role will determine which tabs are shown. 
 
Figure 2 

 

The different parts of the administrative Web site, briefly described below, are more thoroughly 
described throughout the rest of the manual. 
 

1. The welcome message shows who the user is logged in as and the 
jurisdiction with which he or she is associated.  
 

2. The “Offenders” tab is used to add, edit, and delete offender information 
for the jurisdiction. 
 

3. The “Public Web Site” tab is used to customize the public sex offender 
registry Web site for the jurisdiction. 
 

4.  The “Users” tab is used to create user accounts for the jurisdiction. 
 

5. The “Reports” tab is used to generate reports about the information in the 
system. 
 

6. The “Logout” link is used to end the user session and return to the login 
screen.  
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On each of these pages, a help section may be accessed by clicking on the question mark icon, 
located on the right side of the screen.  
 

Administrative Site Offenders Page 
 
When the “Offenders” tab is selected from the home page, the user will see the Offenders page, 
shown in Figure 3 below.   
 
Figure 3 

 
 
The Offenders page allows the user to do the following: 
 

1. Add new offenders by clicking the “Add Offender” link.  
 

2. View all the offenders marked as “Absconders” by clicking the “View 
Absconders” link.  
 

3. Search for offenders in the jurisdiction’s registry system by State 
Identification Number (SID), last name, and/or first name.  When a search is 
conducted, the search results will display only the offenders matching the 
search criteria, as shown in Figure 5. 
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Offender Advanced Search Page 
 
When the “Advanced Search” link on the Offender Search page (as shown in Figure 3) is 
selected, the Advanced Search page, shown in Figure 4, will display.  From this page, the user 
has the option of inputting specific information that will narrow the results returned from an 
initiated search.  
 
Figure 4 

 
 

To perform the advanced search, the user may enter as much information as desired about the 
offender(s) being searched for and then click the “Search” button.  When an advanced search is 
conducted, SORT will return offenders that match all of the criteria specified, so the more 
criteria provided, the fewer number of offenders will be returned.   
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Offender Search Results 
 
The Offender Search Results are displayed under the search criteria with the search criteria 
collapsed to save screen real estate.  The Offender Search Results are displayed the same way 
on the Standard Search page and the Advanced Search page.  When viewing the Offender 
Search Results, the user can specify new search criteria by expanding the search criteria section 
and searching with new search parameters. 
 
Figure 5 

 
 
Once the desired record is located, by clicking the appropriate button, the user can see the 
public view of the offender’s information, view the offender’s detailed information, or edit the 
offender’s detailed information.  Clicking the “Public View” button opens the form shown in 
Figure 6, which shows the public Web site view of the offender’s information.  Clicking the 
“View” or “Edit” button opens the form shown in Figure 7, which shows all of the offender 
information in editable format. 
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Offender Public View Page 
 
The information shown in Figure 6 is the only publicly available information that is used by the 
public Web site part of SORT. 
 
To edit all of the offender’s information, click the “Edit Offender Details” link at the top of the 
offender details form. 
 
Figure 6 
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Offender Information 
 
Offender Tab  
 
The main offender information form, shown in Figures 7 and 8, can be accessed three ways.  
First, when the “View” button on the Search Results page shown in Figure 5 is clicked, the user 
opens the main offender information form with read-only permissions.  Second, when the “Edit” 
button on the Search Results page is clicked, the user opens the main offender information form 
with editing capabilities. Third, when the “Edit Offender Details” link on the Public View page is 
clicked, the main offender information form is opened and also allows for editing capabilities. 
 
Figure 7 
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Figure 8 

 

 
Offender 
 

 Offender Summary – All of the forms within the Offender record include a 
collapsible summary bar at the top that displays a summary of the 
offender’s information. 
 Submit Offender – Click the “Submit Offender” button to designate that 

the offender’s information is ready for the state agency designee to 
verify the information.   The “Submit Offender” button is not available 
until after the “Print Offender Report” button has been clicked.  

 Print Offender Report – Clicking on this button provides a PDF 
document of the information available in the offender’s file.  This 
button must be clicked before the “Submit Offender” button is visible 
when adding a new offender. 

 Export to XML – Clicking on this button will export all of the offender 
information to an XML file. 

 SID – Enter the offender’s state identification number. 
 Prefix – Select a prefix for the offender’s name. 
 First Name – Enter the offender’s first name. 
 Middle Name – Enter the offender’s middle name. 
 Last Name – Enter the offender’s last name. 
 Suffix – If a suffix exists, select the suffix for the offender.  
 Gender – Select the offender’s gender. 
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 SSN – Enter the offender’s social security number. 
 DOB – Enter the offender’s official date of birth. 
 Mobile Phone – Enter the offender’s mobile telephone number. 
 Mobile Phone 2 – Enter the offender’s second mobile telephone number. 
 Other Phone – If the offender has another telephone number, enter the 

offender’s additional telephone number. 
 Other Phone 2 – If the offender has another telephone number, enter the 

offender’s additional telephone number. 
 
Registration Information 
 

 Initial Registration Date – Enter the date that the offender was first 
registered with a registration jurisdiction.  This date will be different from 
the “System Registration Date” if the offender was originally registered by 
another jurisdiction. 

 System Registration Date – Enter the date the offender was registered with 
this jurisdiction.  If this jurisdiction is the original jurisdiction for the 
offender, then this date should be the same as the “Initial Registration 
Date.” 

 Verification Basis Date – Enter the base date the system should use to 
schedule the offender’s verification appearance dates.  

 Offender Type – Select the jurisdiction-defined offender type from the list. 
 Term of Registration – Select how long the offender must be registered as a 

sex offender. 
 Appearance Frequency – Select how frequently the offender must make an 

in-person appearance with this jurisdiction. 
 Registration End Date – Enter the date the offender’s registration 

requirement ends. 
 NCIC Offender Status – Select the appropriate National Crime Information 

Center (NCIC)-compliant offender status. 
 Display on Public Web Site – Select this check box to include the offender on 

the public registry Web site. 
 Deceased – Select this check box if the offender is deceased. 
 Active – Select this check box if the offender is currently designated as a sex 

offender and under the registration authority of this jurisdiction. 
 Inactive Description – Enter details about the offender’s inactive status (only 

shows if the “active” check box is not checked). 
 Absconder – Select this check box if the offender is deemed to be an 

absconder. 
 Absconder Details – Enter details about the offender’s absconder status.  

The details here will be displayed on the public registry Web site to provide 
the public with more information about the absconding status of the 
offender so they can determine the proper amount of caution to be 
exercised if they come into contact with the offender. 
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Physical Description 
 

 Height – Enter the offender’s height in feet and inches.  For example, if an 
offender is 6ʹ 2ʺ, then “6” should be entered for feet and “2” should be 
entered for inches. 

 Weight – Enter the offender’s weight. 
 Hair Color – Select the offender’s hair color. 
 Eye Color – Select the offender’s eye color. 
 Race – Select the offender’s race. 
 Ethnicity – Select the offender’s ethnicity. 
 Birth State – Select the offender’s birth state. 
 Birth Country – Select the offender’s birth country. 

 
Identifiers 
 

 Fingerprint Information – Enter information about the offender’s 
fingerprints. 

 Palm Print Information – Enter information about the offender’s palm 
prints. 

 DNA Information – Enter information about the offender’s DNA sample. 
 Passport Number – Enter the offender’s passport number. 
 Immigration Status – Enter the immigration status for the offender. 
 Immigration ID – Enter the identification number of the offender’s 

immigration documents if located in another system. 
 Criminal History Link ID – Enter the ID number of the offender’s criminal 

history record if located in another system.  
 FBI Number – Enter the number assigned by the Federal Bureau of 

Investigation (FBI), if applicable. 
 NCIC Number – Enter the appropriate National Crime Information Center 

(NCIC) number. 
 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
 Create offender relocation task – Click the “Create offender relocation task” 

link to fill out an offender relocation task form for submission to another 
registration jurisdiction through the SORNA Exchange Portal. 

 View Change History – Click the “View Change History” link to view the 
different revisions of the offender’s information. 

 Delete – Click the “Delete” link to remove the offender information from 
the system.  This option is available only to local users assigned the “Admin” 
role. 
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Addresses Tab 
 
The Addresses page, shown in Figure 9, below contains all the residential-type addresses—
whether they are primary addresses, temporary addresses, mailing addresses, or other 
addresses—where the offender resides or habitually lives. 
 
Figure 9 
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Offender Addresses 
 

 Add New Address – Click the “Add New Address” link to add an address for 
the offender. 

 Address List – The offender address list shows the addresses that are in the 
database for the offender. 

 Edit – Click the “Edit” link to edit the offender’s address using the “Edit 
Offender Address” form.  To complete the edit, click the “Update” link; to 
cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the address from the offender 
address list. 
 

Add/Edit Offender Address 
 

 Type – Select the type of address being entered for the offender.  
 Primary – A “Primary” address is the residential address the offender 

occupies most often.  Only one address can be listed as the “Primary” 
address. 

 Temporary – A “Temporary” address is an address that the offender will 
occupy for a specific period of time. 

 Other – The “Other” selection is an address where the offender habitually 
stays, but not as often as the primary address.  For instance, an offender 
may stay at a friend’s house on a regular basis, but not as often as the 
offender’s reported primary address. 

 Mailing Address Only – The “Mailing Address Only” selection is an address 
where the offender only receives mail.  For instance, an offender may have 
a residence but may receive mail at a post office box. 

 Is Current Address – Select the check box if the address is current and not 
historical. 

 Description – Enter a description of the address being entered.  The 
information in this field is especially helpful if the address type is either 
“Temporary” or “Other.” 

 Phone – Enter the offender’s phone number at the address. 
 Street – Enter the street address for the offender’s address. 
 Street 2 – Enter additional street address information for the offender’s 

address. 
 City – Select the city for the offender’s address.  If the “Out of State” option 

is selected in this field, then a field where the name of the city can be 
specified will appear. 

 Out of State City – If the city for the offender’s address is outside of the 
user’s state, then the city can be manually entered here. 

 State – Select the state for the offender’s address.  The “Out of Country” 
option can be selected if the address is outside of the United States. 

 Zip Code– Enter the zip code for the offender’s address. 
 County – Select the county for the offender’s address. 
 Country – Select the country for the offender’s address. 
 Latitude – The latitude will be automatically filled in based on the other 

address information if it can be geocoded.  If the latitude is not 
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automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Longitude – The longitude will be automatically filled in based on the other 
address information if it can be geocoded.  If the longitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Automatic Geocoding – The “Automatically Geocode Address” check box 
should be checked if the system should try to geocode the address entered.  
If a latitude and longitude are entered manually using a handheld GPS or 
other means, then this check box should be unchecked so the system does 
not overwrite the manually entered information.  Also, if the user unchecks 
the “Automatically Geocode Address,” the map pin can be dragged to the 
location where the address should be geocoded, and the system will record 
the latitude and longitude.  

 Start Date – Enter the date the offender started or will start occupying the 
address. 

 End Date – Enter the date the offender stopped occupying the address. 
 Responsible Agency – Select the agency that has sex offender-related law 

enforcement responsibilities for the address. 
 Insert – Click the “Insert” link to add the address to the system.  When the 

address is inserted and it can be geocoded, a map will appear showing the 
location.  If the address cannot be geocoded, a message that says “The 
address added was not able to be geocoded” will appear instead of the 
map. 

 Cancel – Click the “Cancel” link to clear the form and not add the address to 
the system. 

 Send Notifications – When an address is added or edited, a “Send 
Notifications” button will appear providing the user with the ability to 
generate community notifications for the address.  The system will compare 
the address with the information provided by users that registered for 
community notifications to determine which e-mail addresses qualify for 
the notification.  The user can modify the message that will be sent prior to 
clicking the “Send” button. 
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Aliases Tab 
 
The Aliases page, shown in Figure 10 below, contains all the known aliases for the offender. 
 
Figure 10 

 

 
Current Aliases 
 

 Aliases List – This list shows the aliases that are in the database for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s alias in-line.  To complete 
the edit, click the “Update” link; to cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the alias from the offender’s 
current aliases list. 

 
Add New Alias 
 

 First Name – Enter the first name of the offender’s alias. 
 Middle Name – Enter the middle name of the offender’s alias. 
 Last Name – Enter the last name of the offender’s alias. 
 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
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Alternate Identifiers Tab 
 
The Alternate Identifiers page, shown in Figure 11 below, contains other information about the 
offender, such as other dates of birth or social security numbers that the offender has been 
known to use. 
 
Figure 11 

 

 
Alternate Identifiers Information 
 

 Alternate Identifiers List – This list shows the alternate identifiers that are in 
the database for the offender. 

 Edit – Click the “Edit” link to edit the offender’s alternate identifiers in-line.  
To complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the alternate identifier from the 
list.  
 

Add Alternate Identifiers 
 

 Type – Choose “DOB” if entering an alternate date of birth; choose “SSN” if 
entering an alternate social security number or state ID number. 

 Value – Enter the date of birth (DOB), social security number (SSN), or the 
state ID number for the alternate identifier and click “Insert.” 
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Contact Tab 
 

The Contact page, shown in Figure 12 below, contains information about any contact that has 
been made with the offender.   
 
Figure 12 

 
 
Offender Contact 
 

 Offender Contact List – This list shows the contacts that are in the database 
for the offender. 

 Edit – Click the “Edit” link to edit the offender’s contact using the “Edit 
Contact” form.  To complete the edit, click the “Update” link; to cancel the 
edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the contact from the offender’s 
contacts list. 
 

Add/Edit Contact 
 

 Date of Contact – Enter the date the offender was contacted. 
 Comments – Enter a summary of the contact with the offender. 
 Insert – Click the “Insert” link to add the information to the system. 
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 Cancel – Click the “Cancel” link to clear the form and not add the 
information to the system. 
 

Documents Tab 
 
The Documents page, shown in Figure 13 below, enables the jurisdiction to upload documents 
or other files relative to the offender. 
 
Figure 13 

 
 
Offender’s Documents on File 
 

 Documents List – This list shows the documents that are currently stored for 
the offender. 

 Get File – Click the “Get File” button to open the document. 
 Delete – Click the “Delete” link to delete the file from the database. 
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Add New Offender Document 
 

 Upload Document – Enter the path to the document that is to be uploaded 
for the offender, or click the “Browse” button to navigate to the document. 

 Document Description – Type a description of the document being uploaded 
so it can be identified from the documents list without having to be opened. 

 Insert – Click the “Insert” button to store the document. 
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Employment Tab 
 
The Employment page, shown in Figure 14 below, contains the information about the offender’s 
place of employment. 
 
Figure 14 
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Offender’s Employers 
 

 Add New Employer – Click the “Add New Employer” link to add an employer 
for the offender. 

 Employer List – The offender employer list shows the employers that are in 
the database for the offender. 

 Edit – Click the “Edit” link to edit the offender’s employer information using 
the “Edit Employer” form.  To complete the edit, click the “Update” link; to 
cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the employer from the offender’s 
employer list. 
 

Add New/Edit Employer 
 

 Employer – Enter the name of the offender’s employer.  
 Is Current Employment – Select the check box if the employment 

information is current and not historical. 
 Other Employment Info – Enter additional information about the offender’s 

employment that should be shared with the public. 
 Phone – Enter the employer’s phone number. 
 Street – Enter the street address for the offender’s employer. 
 Street 2 – Enter additional street address information for the offender’s 

employer. 
 City – Select the city for the employer’s address.  If the “Out of State” option 

is selected in this field, then a field where the name of the city can be 
specified will appear. 

 Out-of-State City – If the city for the offender’s address is outside of the 
user’s state, then the city can be manually entered here. 

 State – Select the state for the employer’s address.  The “Out of Country” 
option can be selected if the address is outside of the United States. 

 Zip Code – Enter the zip code for the employer’s address. 
 County – Enter the county for the employer’s address. 
 Country – Select the country for the employer’s address. 
 Latitude – The latitude will be automatically filled in based on the other 

address information if it can be geocoded.  If the latitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Longitude – The longitude will be automatically filled in based on the other 
address information if it can be geocoded.  If the longitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Automatic Geocoding – The “Automatically Geocode Address” check box 
should be checked if the system should try to geocode the address entered.  
If a latitude and longitude are entered manually using a handheld GPS or 
other means, then this check box should be unchecked so the system does 
not overwrite the manually entered information.  Also, if the user unchecks 
the “Automatically Geocode Address,” the map pin can be dragged to the 
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location where the address should be geocoded and the system will record 
the latitude and longitude. 

 Start Date – Enter the date the offender started or will start employment at 
the address. 

 End Date – Enter the date the offender stopped employment at the address. 
 Responsible Agency – Select the agency that has sex offender-related law 

enforcement responsibilities for the address. 
 Insert – Click the “Insert” link to add the employer information to the 

system.  When the information is inserted and the address can be 
geocoded, a map will appear showing the location.  If the address cannot be 
geocoded, a message that says “The address added was not able to be 
geocoded” will appear instead of the map. 

 Cancel – Click the “Cancel” link to clear the form and not add the employer 
information to the system. 

 Send Notifications – When employment information is added or edited, a 
“Send Notifications” button will appear providing the user with the ability to 
generate community notifications for the address.  The system will compare 
the address with the information provided by users that registered for 
community notifications to determine which e-mail addresses qualify for 
the notification.  The user can modify the message that will be sent prior to 
clicking the “Send” button. 
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Images Tab 
 
The Images page, shown in Figure 15 below, contains the images of the offender that have been 
uploaded to the system. 
 
Figure 15 

 
 
Offender’s Images on File 
 

 Images List – The list shows images that are currently stored for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s image in-line.  To complete 
the edit, click the “Update” link; to cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the image from the offender’s 
images list. 
 

Add New Offender Image 

 Image – Enter the path to the image file that is to be uploaded for the 
offender, or click the “Browse” button to navigate to the image file. 
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 Primary Image – The “Primary Image” check box designates the uploaded 
image as the image that will be used as the thumbnail image and will be the 
image displayed on the offender’s public Web site details page first. 

 Display Image on Public Web Site – Select this check box if the image should 
be shown on the public Web site. 

 Photo Date – Enter the date the photo was taken. 
 Insert – Click the “Insert” button to add the image to the system. 

 

Internet Identifiers Tab 
 
The Internet Identifiers page, shown in Figure 16 below, contains information about usernames 
and/or e-mail addresses the offender uses to communicate over the Internet.  The system 
captures the username and the site the username is affiliated with, since usernames are unique 
only within the site with which they are affiliated. 
 
Figure 16 

 
 
Offender’s Internet Identifiers 
 

 Internet Identifiers List – This list shows the Internet identifiers that are 
currently stored for the offender. 

 Edit – Click the “Edit” link to edit the offender’s Internet identifier in-line.  
To complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the Internet identifier from the 
offender’s list. 
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Add New Internet Identifier 
 

 Internet Identifier – Enter the offender’s e-mail address or Internet 
username.  For example, if the offender has a Facebook account and the 
username is “johnsmith,” then the “Internet Identifier” is “johnsmith.” 

 Site Affiliation – Enter the Internet site with which the identifier is affiliated.  
For example, if the offender has a Facebook account and the username is 
“johnsmith,” then the “Site Affiliation” is “Facebook.”  For e-mail addresses, 
list the “Site Affiliation” as   “E-mail.” 

 Is Current – Select the check box if the Internet Identifier is current and not 
historical.  

 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
 

Licenses Tab 
 

The Licenses page, shown in Figure 17 below, contains information about any professional 
licenses the offender holds. 
 

Figure 17 

 
Offender’s License Information 
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 Licenses List – This list shows the licenses that are currently stored for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s license information in-line.  
To complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the license from the offender’s 
license list. 
 

Add Offender’s License Information 
 

 License Type Selector – Select whether the license being entered for the 
offender is a driver’s license or a professional license.   

 License Number – Enter the license number for the offender’s license. 
 License Type – If the license is a professional license, enter the type of 

license being entered. 
 Issuing Agency – If the license is a professional license, enter the agency that 

issued the license. 
 Issuing State – Select the state that issued the license. 
 Expiration Date – Enter the expiration date of the license. 
 Is Current – Select the check box if the license is current and not historical. 
 Insert – Click the “Insert” link to add the information to the system and to 

the licenses list. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
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Offenses Tab 
 

The Offenses page, shown in Figures 18 and 19, contains information about crimes for which the 
offender has been convicted. 
 
Figure 18 
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Figure 19 

 
 
Offender’s Offenses 
 

 Offenses List – This list shows the offenses that are currently stored for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s offense information using 
the “Edit Offense” form.  To complete the edit, click the “Update” link; to 
cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the offense from the offender’s 
offenses list. 
 

Add/Edit Offense Information 
 In-State or Out-of-State Selection – Select whether the offense was 

committed within your state or outside your state. 
 Conviction Date – Enter the date of the conviction. 
 Offense Date – Enter the date the offense was committed. 
 Offense Code – Enter or select the code that was violated by the offense. 
 Offense – Enter a description of the offense or verify the offense description 

that was entered because of the offense code selected. 
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 Arrest ID – Enter the arrest identification number if applicable. 
 Arrest Date – Enter the date of the arrest. 
 Number of Counts – Enter the number of counts included in the offense 

conviction. 
 Resulted in Conviction – Select the check box if this offense resulted in a 

conviction. 
 State of Conviction – Select the state where the conviction was made.  
 Registerable Offense – Select the check box if this offense results in sex 

offender registration requirements. 
 Offense Location – Enter the location where the offense was committed. 
 Additional Information – Enter additional information about the offense. 
 Victim Age (1–4) – Enter the age of the victim(s). 
 Victim Sex (1–4) – Select the sex of the victim(s). 
 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
 

Scars Tab 
 
The Scars page, shown in Figure 20 below, contains information about scars the offender has. 
 
Figure 20 

 
 
Scars 
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 Scars List – This list shows the scars that are currently stored for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s scar information using the 
“Edit Scar” form.  To complete the edit, click the “Update” link; to cancel the 
edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the scar from the offender’s scars 
list. 
 

Add/Edit Scar Information 
 

 Location – Select the location of the scar. 
 Description – Enter a description of the scar. 
 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 

 



Sex Offender Registry Tool (SORT) User Manual                                                                  

 

30 

School Information Tab 
 

The School Information page, shown in Figure 21 below, contains information about where the 
offender attends school. 
 

Figure 21 

 
 
Offender’s School Information 
 

 Add New School – Click the “Add New School” link to add a school for the 
offender. 

 School Information List – This list shows the school information that is in the 
database for the offender. 
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 Edit – Click the “Edit” link to edit the offender’s school information using the 
“Edit Offender’s School Information” form.  To complete the edit, click the 
“Update” link; to cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the school information from the 
school information list. 
 

Add/Edit Offender’s School Information 
 

 School Name – Enter the name of the school. 
 Is Current School – Select the check box if the school information is current 

and not historical information. 
 Additional Info – Enter additional information about the offender’s 

education. 
 Phone – Enter the telephone number for the school. 
 Street – Enter the street address for the school. 
 Street 2 – Enter additional street address information for the school. 
 City – Enter the city for the school’s address.  If the “Out of State” option is 

selected in this field, then a field where the name of the city can be 
specified will appear. 

 Out-of-State City – If the city for the offender’s address is outside of the 
user’s state, then the city can be manually entered here. 

 State – Select the state for the school’s address.  The “Out of Country” 
option can be selected if the address is outside of the United States. 

 Zip Code – Enter the zip code for the school’s address. 
 County – Enter the county for the school’s address. 
 Country – Select the country for the school’s address. 
 Latitude – The latitude will be automatically filled in based on the other 

address information if it can be geocoded.  If the latitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Longitude – The longitude will be automatically filled in based on the other 
address information if it can be geocoded.  If the longitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not checked. 

 Automatic Geocoding – The “Automatically Geocode Address” check box 
should be checked if the system should try to geocode the address entered.  
If a latitude and longitude are entered manually using a handheld GPS or 
other means, then this check box should be unchecked so the system does 
not overwrite the manually entered information.  Also, if the user unchecks 
the “Automatically Geocode Address,” the map pin can be dragged to the 
location where the address should be geocoded and the system will record 
the latitude and longitude. 

 Start Date – Enter the date the offender started or will start attending the 
school. 

 End Date – Enter the date the offender stopped attending the school.  
 Responsible Agency – Select the agency that has sex offender-related law 

enforcement responsibilities for the address. 
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 Insert – Click the “Insert” link to add the school information to the system. 
When the information is inserted and the address can be geocoded, a map 
will appear showing the location.  If the address cannot be geocoded, a 
message that says “The address added was not able to be geocoded” will 
appear instead of the map. 

 Cancel – Click the “Cancel” link to clear the form and not add the 
information to the system. 

 Send Notifications – When school information is added or edited, a “Send 
Notifications” button will appear providing the user with the ability to 
generate community notifications for the address.  The system will compare 
the address with the information provided by users that registered for 
community notifications to determine which e-mail addresses qualify for 
the notification.  The user can modify the message that will be sent prior to 
clicking the “Send” button. 
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Tattoos Tab 
 
The Tattoos page, shown in Figure 22 below, contains information about tattoos the offender 
has. 
 
Figure 22 

 
 
Tattoos 
 

 Tattoos List – This list shows the tattoos that are currently stored for the 
offender. 

 Edit – Click the “Edit” link to edit the offender’s tattoo information using the 
“Edit Tattoo” form.  To complete the edit, click the “Update” link; to cancel 
the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the tattoo from the offender’s 
tattoos list. 

Add/Edit Tattoo Information 

 Location – Select the location of the tattoo. 
 Description – Enter a description of the tattoo. 
 Insert – Click the “Insert” link to add the information to the system. 
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 Cancel – Click the “Cancel” link to clear the form and not add the 
information to the system. 

 
Vehicle Information Tab 
 
The Vehicle Information page, shown in Figure 23 below, contains information about vehicles 
that are owned or used by the offender. 
 
Figure 23 

 
 
Offender’s Vehicle Information 
 

 Offender’s Vehicle Information List – This list shows the vehicles that are 
currently stored for the offender. 
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 Edit – Click the “Edit” link to edit the offender’s vehicle information using 
the “Edit Vehicle Information” form.  To complete the edit, click the 
“Update” link; to cancel the edit, click the “Cancel” link. 

 Delete – Click the “Delete” link to delete the vehicle from the offender’s 
vehicle information list. 
 

Add/Edit Vehicle Information 
 

 License Plate Number – Enter the vehicle’s license plate number. 
 State Registered – Select the state where the vehicle is registered.  The “Out 

of Country” option can be selected if the address is outside of the  
United States. 

 License Plate Type – Select the vehicle’s license plate type. 
 License Plate Expiration Date – Enter the expiration date of the vehicle’s 

license. 
 Vehicle Identification Number (VIN) – Enter the Vehicle Identification 

Number (VIN). 
 Vehicle Type – Select the vehicle type. 
 Vehicle Year – Select the vehicle year. 
 Vehicle Make – Select the vehicle make.  The values in this list are dependent 

on the vehicle type selection. 
 Vehicle Model – Select the vehicle model.  The values in this list are 

dependent on the vehicle make selection. 
 Vehicle Style – Select the vehicle style. 
 Vehicle Color – Select the vehicle color. 
 Additional Details – Enter additional information about the vehicle. 
 General Parking Locations – Enter information about where the offender 

typically parks the vehicle. 
 Is Current – Select the check box if the vehicle is currently owned or operated 

by the offender and the information is not a historical record. 
 Insert – Click the “Insert” link to add the information to the system. 
 Click the “Cancel” link to clear the form and not add the information to the 

system. 
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Verification Dates Tab 
 
The Verification Dates page, shown in Figure 24 below ,contains the dates when the offender 
has made an in-person appearance to verify the accuracy of the information in the registry.  The 
Verification Dates tab is not available until after the offender’s initial record has been approved 
by the state user. 
 
Figure 24 

 

 
Offender’s Verification Dates 
 

 Verification Dates List – This list shows the dates that the offender has made 
in-person appearances. 

 Edit – Click the “Edit” link to edit the offender’s verification date in-line.  To 
complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the verification date from the 
verification dates list. 
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Add New Verification Date 
 

 Scheduled Appearance Date – The system automatically generates the next 
date the offender is scheduled to make an in-person appearance so the 
actual date of the in-person appearance can be associated with the 
scheduled date.  This date is based on the “System Registration Date” and 
“Appearance Frequency” set on the “Offender” tab. 

 Verification Appearance Date – Enter the date the offender made an in-
person appearance. 

 Insert – Click the “Insert” link to add the information to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the 

information to the system. 
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Public Web Site Setup Page 
 

Web Site Setup Tab 
 
SORT enables a jurisdiction to customize the look and content of its public  
sex offender Web site.  When a user clicks the “Public Web Site” tab on the SORT administrative 
site home page, the public Web site customization page, shown in Figure 25 below, is opened.  
The public Web site page contains two forms that allow the jurisdiction to set up the public Web 
site and manage the resources shown on the “Resources” tab of the public Web site.   
 
Figure 25 
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The “Web Site Setup” form allows the jurisdiction to do the following: 
 

1. Provide a name for the Web site. 
 

2. Select a template that will determine the way the public site looks.  The 
SORT system has six different templates to choose from, so all of the 
jurisdictions that use this system do not have an identical public sex 
offender registry Web site.  Click “View Templates” to view all the template 
designs available, or click “More” to access files for customizing your 
jurisdiction’s Web site template discussed in the next section. 
 

3. Upload the jurisdiction’s seal. 
 

4. Add the address and phone number of the jurisdiction’s agency that 
manages sex offender registration. 
 

5. Add the Web site address for the official public Web site of the jurisdiction. 
 

6. Add a welcome message to the home page of the public Web site. 
 

7. Add conditions of use that users must accept in order to use the Web site. 
 

8. Enable or disable the public Web site features that use mapping and 
geocoding.  Disabling these features will remove the map from the offender 
search and change the way the community notifications and the geographic 
searching work on the public Web site. 

 
9. To view the Web site changes without publishing them, click the “Preview 

Site” button.   
 

10. To save and publish the Web site changes so they are applied to the live 
public Web site, click the “Save and Publish” button. 
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Resources Tab 
 
The “Resources” tab, shown in Figure 26 below, enables the jurisdiction to add links to online 
sex offender safety and education resources by entering the resource’s Web site address and 
selecting the appropriate category.  The links that are added on this form will be listed on the 
Resources page on the public Web site.  
  
Figure 26 

 
 
Resources 
 

 Resources List – This list shows the resources that are in the system. 
 Edit – Click the “Edit” link to edit the resource using the “Edit Resources” 

form.  To complete the edit, click the “Update” link; to cancel the edit, click 
the “Cancel” link. 

 Delete – Click the “Delete” link to delete a resource from the resources list 
and the public Web site Resources page. 
 

Add/Edit Resources 
 

 Web Site Address – Enter the Web site address of the resource. 
 Resource Category – Select the appropriate category for the resource being 

added.  The category will determine how the resource link is grouped on the 
public Web site Resources page. 

 Insert – Click the “Insert” link to add the resource to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the resource 

to the system. 
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Notification Setup Tab 
 
The “Notification Setup” tab, shown in Figure 27 below, enables the jurisdiction to customize 
the default community notification e-mail message.  The community notification message is sent 
to individuals who register to receive e-mail messages about offenders who register addresses 
near them. 
 
Figure 27 

 
 
Notification Setup 
 

 Notification Subject – Enter the text to use as the subject of the community 
notification messages. 

 Notification Message – Enter the text to use as the body of the community 
notification messages.  Enter [OFFENDER NAME] within the text where the 
offender’s name should be added to the message. 

 Update – Click the “Update” link to update the community notification 
message settings with the changes made. 

 Cancel – Click the “Cancel” link to remove the changes and not update the 
community notification message. 

 

FAQs Tab 
 
The FAQs tab enables the jurisdiction to populate the Frequently Asked Questions (FAQs) tab on 
the public Web site.  Providing FAQs on the public Web site allows the Web site users to view 
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answers to popular questions without having to contact the sex offender registration agency 
and wait for a response.  
 
Figure 28 

 
 
FAQs 
 

 FAQs List – This list shows FAQs that are in the system. 
 Edit – Click the “Edit” link to edit the FAQ using the “Edit FAQ” form.  To 

complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete a FAQ from the list and the public 
Web site FAQs page.  

 
Add/Edit FAQs 
 

 FAQ Question – Enter the question. 
 FAQ Answer – Provide an answer to the question. 
 Display Order – Enter the position within the list of questions where this 

question should appear.   
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 Insert – Click the “Insert” link to add the FAQ to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the FAQ to the 

system. 
 

Users Tab 
 
The administrative site Users page is used to create read-only, standard, or admin users for a 
jurisdiction.  When a user clicks on the “Users” tab on the administrative site home page, the 
form shown in Figure 29 below is opened. 
 
Figure 29 

 
 
Administer Users 
 

 Users List – This list shows the users that are currently stored for the 
jurisdiction. 

 Edit – Click the “Edit” link to edit the user in the “Edit User” form.  To 
complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the user from the system. 
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Add New/Edit User 
 

 E-mail – Enter the e-mail address of the user, which will serve as the user’s 
username. 

 Password – Enter the password for the user.  The system requires the use of 
strong passwords that have at least 8 characters and include at least one 
symbol, one uppercase letter, and one number. 

 First Name – Enter the first name of the user. 
 Last Name – Enter the last name of the user. 
 Role – Select the role of the user, either “Admin,” “Standard,” or “Read-

Only.”  Users with the “Admin” role can access every function of the system. 
Users with the “Standard” role can only add offender information, edit 
offender information, and run reports; they cannot create custom fields, 
customize the public Web site, or delete offenders.  Users with the “Read-
Only” role can only view the offender information in the system. 

 Insert – Click the “Insert” link to add the user to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the user to the 

system. 
 

Reports Tab 
 
The administrative site Reports page, shown in Figure 30 below, is used to generate reports 
about the information in the system.  When a user clicks on the “Reports” tab, a listing of 
reports available to the user will be displayed. 
 
Figure 30 
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Management Console Tab 
 
The Management Console page, shown in Figure 31 below, enables state users to access the 
system-wide management functions for the application.  Within the Management Console, 
users can manage state user accounts, manage jurisdictions and associated local user accounts, 
modify lookup tables, manage protected locations, manage Offender Relocation Tasks from the 
SORNA Exchange Portal, view system log messages, and view state-level reports by clicking on 
the appropriate sub-tab. 
 
Figure 31 
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Management Console State Users Tab 
 
The State Users page, shown in Figure 32 below, is used to add new state-level users or edit 
existing state-level users.  If there are state users in the system, then a table of existing users 
will be displayed. 
 
Figure 32 

 
 
Add/Edit User 
 

 E-mail – Enter the user’s e-mail address, which is the user’s username. 
 Password – Enter the password for the user.  The system requires the use of 

strong passwords that have at least eight characters and include at least one 
symbol, one uppercase letter, and one number. 

 First Name – Enter the first name of the user. 
 Last Name – Enter the last name of the user. 
 Role – Select the role of the user, either “State Admin” or “State Standard.”  

Users with the “State Admin” role can access every function of the system.  
Users with the “State Standard” role cannot manage state users, protected 
locations, lookup tables, or jurisdictions. 

 Insert – Click the “Insert” link to add the user to the system. 
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 Cancel – Click the “Cancel” link to clear the form and not add the user to the 
system. 
 

Management Console Jurisdictions Tab 
 
The Jurisdictions page, shown in Figures 33 and 34, lists all of the existing jurisdictions within the 
system and provides the ability to add new jurisdictions or edit existing jurisdictions. 
 
Figure 33 

 

 
Jurisdictions 

 Add New – Click the “Add New” link to create a new jurisdiction. 
 Edit – Click the “Edit” link to edit a jurisdiction’s information or add or edit 

users associated with the jurisdiction. 
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Figure 34 

 

 
Add/Edit Jurisdictions 
 

 Add/Edit Users – The “Add/Edit Users” link opens the users form shown in 
Figure 35 and is used to add or edit user accounts associated with the 
jurisdiction being added or edited. 

 Jurisdiction ID – The Jurisdiction ID is the unique identifier for the 
jurisdiction.  If the jurisdiction public Web site feature is used, then the 
Jurisdiction ID here must match the virtual directory alias (IIS 6.0) or 
application alias (IIS 7.0). 

 Jurisdiction Name – Enter the name of the jurisdiction.  This name will be 
used to identify the jurisdiction throughout the administrative site and will 
be the name displayed in the banner of the jurisdiction’s public Web site. 

 Template – Choose the default template to use for the jurisdiction’s public 
Web site. 

 Seal – Select a seal graphic to display on the jurisdiction’s public Web site. 
 Street – Enter the jurisdiction’s street address. 
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 City – Enter the jurisdiction’s city.  
 State – Select the jurisdiction’s state. 
 Zip Code – Enter the jurisdiction’s zip code. 
 Phone – Enter the jurisdiction’s phone number. 
 Web Site Address – Enter the Web site address of the jurisdiction’s existing 

Web site if there is one. 
 Welcome Message – Enter a welcome message to be displayed on the 

jurisdiction’s public Web site home page. 
 Conditions of Use – Enter the conditions of use that a user must agree to in 

order to use the jurisdiction’s public Web site. 
 Disable Geocoding and Mapping Features – Select the “Disable Geocoding 

and Mapping Features” check box if the jurisdiction does not want to 
display maps or use geocoding features on the public Web site.  Disabling 
these features will remove the map from the offender search and change 
the way the Community Notifications and the Geographic Searching work 
on the public Web site. 
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Users 
 

The Users page shown in Figure 35 below is used to add new users or edit existing users.  If 
there are users in the system associated with the jurisdiction being edited, then a table of 
existing users will be displayed. 
 

Figure 35 

 

 
Add/Edit User 
 

 E-mail – Enter the user’s e-mail address. 
 Password – Enter the password for the user.  The system requires the use of 

strong passwords that have at least eight characters and include at least one 
symbol, one uppercase letter, and one number. 

 First Name – Enter the first name of the user. 
 Last Name – Enter the last name of the user. 
 Role – Select the role of the user, either “Admin,” “Standard,” or “Read-

Only.”  Users with the “Admin” role can access every jurisdiction function of 
the system.  Users with the “Standard” role can only add offender 
information, edit offender information, and run reports; they cannot create 
custom fields, customize the public Web site, or delete offenders.  Users 
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with the “Read-Only” role can only view the offender information in the 
system. 

 Insert – Click the “Insert” link to add the user to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the user to the 

system. 
 

Management Console Lookup Tables Tab 
 
The Lookup Tables page, shown in Figures 36 and 37, is used to manage the lookup tables that 
populate various drop-down lists throughout the system.  In some cases, the lookup tables are 
dependent on one another, so users must populate dependent tables in the appropriate order.  
For example, in the lookup table shown in Figure 36 below, “Appearance Frequency” includes 
another lookup table, “Offender Type,” as one of its fields.  Therefore, in order to appropriately 
populate the “Appearance Frequency” lookup table, the user must first populate the “Offender 
Type” lookup table.   
 
Figure 36 
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To manage a lookup table, select it from the “Lookup Table” drop-down list as shown in  
Figure 37 below.  Once the desired lookup table is selected, the existing lookup table values 
appear in the list and the “Add New Lookup Value” form displays the appropriate input fields 
needed to add a new value. 
 
Figure 37 

 
 
Lookup Tables 
 

 Lookup Table – Select the appropriate lookup table from the list. 
 Lookup Table Value List – The lookup table value list shows the values 

currently included in the selected lookup table. 
 Delete – Click the “Delete” link to delete the value from the lookup table 

value list.  The system enforces referential integrity, so a value cannot be 
deleted if it is currently used by a record. 

 Insert – Click the “Insert” link to add the user to the system. 
 Cancel – Click the “Cancel” link to clear the form and not add the user to the 

system. 
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Add New Lookup Value 
 
The “Add New Lookup Value” form will change depending on the selected lookup table.  Most 
forms will include a value and a description field. 
 

 Value – Enter the value that should be added to the selected lookup table.  
 Description – Enter a description of the value that is being added.  Some 

lookup tables do not have a description field.  If the description field is 
available, this will be the information the system shows a user in the 
selection list. 
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Management Console Protected Locations Tab 
 
The Protected Locations page, shown in Figure 38 below, is used to enter locations such as 
schools, churches, day cares, etc., that the users should be warned about if an offender’s 
address entered into SORT is within the specified radius.  For example, if a school is added as a 
protected location and the “Distance” is set to 500 yards, any offender residence, employer, or 
school address entered into SORT that is within a 500-yard radius will be flagged with a warning 
that the address is within the specified radius of a protected location. 

 
Figure 38 
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Protected Locations 
 

 Add New Location – Click the “Add New Location” link to add a new 
protected location. 

 Import New Locations – Click the “Import New Locations” link to import a 
CSV file of protected locations into SORT. 

 Protected Location List – The offender address list shows the addresses that 
are in the database for the offender. 

 Edit – Click the “Edit” link to edit the location using the “Edit Location” form. 
To complete the edit, click the “Update” link; to cancel the edit, click the 
“Cancel” link. 

 Delete – Click the “Delete” link to delete the location from the location list. 
 

Add/Edit Location 
 

 Name – Enter the name of the location being added.  
 Additional Info – Enter additional information about the location as 

necessary. 
 Street – Enter the street address of the location. 
 City – Enter the city for the location.  
 State – Select the state for the location. 
 Zip Code – Enter the zip code of the location. 
 Latitude – The latitude will be automatically filled in based on the address 

information if it can be geocoded.  If the latitude is not automatically filled 
in, one can be entered manually as long as the “Automatically Geocode 
Address” check box is not selected. 

 Longitude – The longitude will be automatically filled in based on the 
address information if it can be geocoded.  If the longitude is not 
automatically filled in, one can be entered manually as long as the 
“Automatically Geocode Address” check box is not selected. 

 Automatic Geocoding – The “Automatically Geocode Address” check box 
should be selected if the system should try to geocode the address entered. 
If a latitude and longitude are entered manually using a handheld GPS or 
other means, this check box should be unchecked so the system does not 
overwrite the manually entered information.  Also, if the user unchecks the 
“Automatically Geocode Address,” the map pin can be dragged to the 
location where the address should be geocoded and the system will record 
the latitude and longitude. 

 Distance – Enter the distance that will generate a warning if an offender’s 
address is within that distance from this location’s address.  For example, if 
“100” is entered into this box, the system will show a warning flag when a 
user inserts a home, employment, or school address that is within a 100-
yard radius of this location’s address. 

 Insert – Click the “Insert” link to add the location to the system.  When the 
location is inserted and it can be geocoded, a map will appear showing the 
location.  If the address cannot be geocoded, a message reading “The 
address added was not able to be geocoded” will appear instead of the 
map. 
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 Cancel – Click the “Cancel” link to clear the form and avoid adding the 
location to the system. 

 
Management Console Relocation Tasks Tab 
 
The Relocation Tasks page, shown in Figures 39 and 40, is used to retrieve Offender Relocation 
Tasks from the SORNA Exchange Portal that have been assigned to this jurisdiction. 
 
Figure 39 

 
 

 Username – Enter your SORNA Exchange Portal username. 
 Password – Enter your SORNA Exchange Portal password  
 Jurisdiction – Select your jurisdiction from the drop-down menu.  If SORT 

has been configured with a default jurisdiction, then the appropriate 
jurisdiction should show and not need to be changed. 

 Load – Select this button to retrieve a current list of Offender Relocation 
Tasks from the SORNA Exchange Portal. 

 Offender Name Link – Once the list of Offender Relocation Tasks has been 
retrieved from the SORNA Exchange Portal, the offender’s name can be 
clicked to access the details of the task. 
 

The Offender Relocation Task details page, shown in Figure 40, shows all of the information 
contained in the Offender Relocation Task.   
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Figure 40 

 
 

 Edit – Click the “Edit” link to open the Offender Relocation Task on the 
SORNA Exchange Portal. 

 Import Offender – Click the “Import Offender” link to begin the import 
process which is described in the Import an Offender section of this manual.  
This link is available only if the Offender Relocation Task contains the 
NIEMExport.xml attachment. 

 Mark Complete – Click the “Mark Complete” button to change the status of 
the Offender Relocation Task to “complete” on the SORNA Exchange Portal.  
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Management Console System Log Tab 
 
The “System Log” tab, shown in Figure 41 below, provides information that may be useful to 
system administrators when troubleshooting system errors.  The system log displays errors and 
informational messages for the past seven days. 
 
Figure 41 

 
 
Management Console Reports Tab 
 
The “Reports” tab within the Management Console, shown in Figure 42 below, provides access 
to state-level reports. 
 
Figure 42 
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Pending Changes 
 
The Pending Changes page, shown in Figure 43 below, is used by state users to view, edit, and 
approve or reject changes that have been made to offender records before they are written to 
the database.  The Pending Changes list shows all of the offender information changes that are 
awaiting approval.  The list displays the name of the offender, the offender’s SID, the user that 
has made the changes, the status of the change, the type of change, and the date and time of 
the most recent change.  When an offender is new, the change type is “New” and status is 
“Pending” while the offender information is being added to the system and the user has not 
clicked the “Submit Offender” button.  Once the user has finished adding the offender and has 
clicked the “Submit Offender” button, the status will display “Submitted.”  The status change 
lets the state-level users know that the local user is finished adding the information and is ready 
for the state user to approve the record.  When an existing offender record is being edited, the 
change type is “Updated” and the status is “Pending.”  To view, edit, and approve or reject 
changes to offender information, click the “View/Edit” link next to the appropriate offender’s 
record. 

 
Figure 43 
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View/Edit Pending Changes 
 
The offender information Pending Changes page, shown in Figure 44 below, displays all of the 
offender information tabs that are used to enter and edit offender information.  The system 
highlights in red the tabs that include changes, so the approver can focus his or her attention on 
what has changed.  When an approver views a tab that contains changes, the list items or fields 
that contain the changes will include a blue icon with an “i” for information to clearly identify to 
the user what has changed within the form.  If the changed information is a text box or drop-
down list, it will have a red border as well.  On forms where the list contains only part of the 
record information, the user can click the “Edit” link to view all of the changes in the edit form.   
 
Figure 44 
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To view information about the change, the approver can click the blue icon to open the “Change 
Information” box, shown in Figure 45 below, which displays what the previous value was, 
whether the change is an update, and when the change was made and by which user.  The 
“Change Information” box also includes a red up arrow icon that allows the approver to revert 
the change back to the previous value.  The approver can click the red “X” icon to close the 
“Change Information” box. When the approver has reviewed all of the changes to the offender 
information, the approver can click “Approve All Changes” to permit the changes to be written 
to the database or click to remove all submitted changes and revert all changes to their previous 
values.  If the approver clicks “Reject All Changes” to a new offender, then the offender is 
removed from the system. 
 
Figure 45 

 



Sex Offender Registry Tool (SORT) User Manual                                                                  

 

62 

Import an Offender 
 
The Import an Offender page, shown in Figure 46 below, is utilized by state users to import an 
offender’s record into the database.  There are four steps in the import process. 

 
Figure 46 

 
 
Offender Import Step 1 
 
The first step in the import process is to enter a path to the file to be imported.  To browse to 
the file, click the “Browse” button and navigate to the file.  Once the file has been located, click 
the “Next” button.  
 
Figure 47 
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Offender Import Step 2 
 
In the second step in the import process, the system will advise whether there were any 
problems with the uploaded file.  If there were no problems or if the problems found are only 
warnings, the import process can be continued by clicking the “Next” button.  If critical errors 
were found, the system will not allow the import process to continue and the “Next” button will 
be disabled. 
 
Figure 48 
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Offender Import Step 3 
 
In the third step in the import process, the user can preview all of the offender information that 
will be imported into the system if the process continues.  To continue, the user can click the 
“Next” button. 
 
Figure 49 
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Offender Import Step 4 
 
In the final step in the import process, the system provides a summary of the information that 
has been imported to the system.  Click the “Finish” button to edit the imported record. 
 
Figure 50 
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SORT Public Sex Offender Registry Web Site 
 
The public sex offender registry Web site for your jurisdiction can be accessed using the public 
Web site address that was sent to you when your jurisdiction was first set up on the SORT.  The 
public Web site uses the settings you designated in the public Web site customization page on 
the administrative Web site.  Therefore, before you access the Web site, you should input some 
information on the public Web site customization page. 
 
When the public sex offender registry Web site is accessed, the Conditions of Use page, shown 
in Figure 51 below, is opened. 
 
Figure 51 

 
 
The public registry Web site for your jurisdiction may look different, depending on the template 
that you have chosen in the public Web site customization settings on the administrative Web 
site.  To continue, click the “I agree” button. 
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When a user clicks the “I agree” button, the main public registry Web site offender search page, 
shown in Figure 52 below, is opened. 
 
Figure 52 

 
 
The search page provides navigation to the following Web site functions. 

 
Name Search—used to search for sex offenders by name.  To conduct a search, 
a user must supply at least the first letter of the last name.  Both fields use the 
“like operator,” so a search for the last name “Jo” will return sex offenders with 
the last name “Jones,” “Johnson,” “Jordan,” etc. 
 
Geographical Search—used to search for sex offenders located within a 1-, 2-, 
or 3-mile radius of the specified address or within a specific zip code. 
 
Community Notifications—allows members of the public to sign up to be 
notified about sex offenders who live, work, or attend school near an address or 
within a zip code that they specify. 
 
FAQs—allows members of the public to view Frequently Asked Questions 
(FAQs) and their corresponding answers. 
 
Resources—provides a list of links to online sex offender safety and education 
resources. 
 
Contact Us—provides a way for the public to contact the jurisdiction.  When 
the form is filled out and submitted, the contents will be e-mailed to the e-mail 
addresses of the SORT admin and standard user accounts for that jurisdiction. 

 



 

 



 

 

 


