STEP 2: New CORI Registration Process 
The online CORI registration form has been moved onto the ShareView system
.  In order to complete a CORI registration all adults must have registered using the new Adult Registration process.  They will need their ShareView Username and Password.   The CORI registration form will be pre‐populated with their personal information.
  To complete a CORI registration, the adult will need to receive an email invitation which includes the link for the registration.  Adults will no longer be able to complete a CORI form without properly completing their Adult Registration. 
 With the initial rollout, over the next six months, the following adults will receive email invitations after completing their Adult Registrations.
o All adults with current CORI certifications set to expire within one year.  All of these adults will have registered as a New User.
o All adults who have never CORI registered with a Mass Youth Soccer organization and have completed an Adult Registration as a New User
  After the initial rollout, when all adults have accounts set up, they will receive automatic emails when their CORI certification has five months until expiration.  Reminder emails will also be sent at the three and one month dates until expiration.

 Online CORI Registration Process
 1. After an adult completes the Adult Registration form, the system will identify them and match their information with the uploaded CORI data from our old database.
2. An email with instructions on completing the CORI registration will go to all adults who had to register as New Users (those with a CORI expiring within a year and those without any CORI certification history)
3. Upon receipt of the email the adult will click on the link provided and open up their browser to the CORI Registration online form
4. The adult will need to enter the username and password they recorded after completing their Adult Registration.
5. The adult will complete their CORI registration.
o Note:  Only one CORI registration need be completed if the adult is affiliated with more than one organization.  This single CORI registration will be used for all organizations selected during the Adult Registration process.
6. Upon completion of the CORI registration, the adult must print out their Mandatory CORI Submission Form using the “PRINT FORM” button.
 o For those adults affiliated with more than one organization, print or copy enough forms for each organization.
 7. This will complete the online CORI registration Process

Paper CORI Form Submission Process
1. Upon completion of the online process and printing of the CORI Submission Form all adults must complete the form by hand filling in the blank sections.
2. After completing the printed form, the adult must submit their form in person to the CORI submitter for each organization with which they are affiliated.  They must provide proof of identity by using their driver’s license.  If a driver’s license is not available, some other form of U.S. Government issued photographic identification is suitable.
[bookmark: _GoBack]3. Both the CORI subject (adult completing the form) and their organization’s CORI submitter(s) must sign the form using a pen (ink).  No stamps, electronic signatures, or facsimiles are permitted

