Central Registry Portal
External Training

Texas Central Registry Portal Guide for External Users

The purpose of this training is to provide information on how to submit a
central registry check for a single user.
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Navigation Instructions

To navigate this document, use the table of contents to jump to various
sections. In addition to this navigation tool, you may view and move
between sections by accessing the navigation pane. You can access the
navigation pane by selecting ‘View’ and in the ‘Show’ section, checking the
box for the ‘Navigation Pane’.
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Introduction of Central Registry Portal for single users

The Texas Central Registry Portal allows individuals to submit an electronic
request for a Texas central registry check. Once approved you will be
granted access that will allow you to request a background check for
yourself. When the check has been completed you will receive an email
notification directing you to log into the secure site to view and print your
background check.

You are not permitted to request on behalf of someone else. The
email address, name and SSN fields cannot be changed. Once an email
address is used, that email address is locked in that account and cannot be
reused.

Once your background check is submitted, you cannot make any changes for
7 calendar days. On the 8th day, you can resubmit your background check.
Please note that the Central Registry Portal is for personal requests only.
Once you create an account, there are some fields that will not be editable.
Those include name, SSN, and email address.

For assistance, please Contact DFPS TX Abuse Neglect BGC.
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Register as a New User for the MyDAP external portal

1) Access the Texas Central Registry portal through MyDAP by clicking on
the following URL: https://dfpsportal.dfps.texas.gov

2) Click on “Sign up now”

My DFPS Application Passport

DFPS
@ Texas Department of
“'-'-b,_‘ ,_y"-' Family and Protective Services

System Use Notification

Sign in with your username

3) Select User Type “Central Registry”.

" DFPS
CA N
v v

N7

Texas Department of
Family and Protective Services

Select User Type:
O | work for a DFPS Partner Organization
O 1 am registering to submit an eReport

O Central Registry (This option must be selected if you are
registering to request central registry check on yourself)

4) Enter: Username, New Password, Confirm Password, and Email
Address.


https://dfpsportal.dfps.texas.gov/
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5) Click on “"Send Verification Code”. You should receive an email that
contains your verification code that you will enter.

Verify your email address

Thanks for verifying your tomselleck@gmail.com

Your code is: 095414

Sincerely,
DFPSB2CUAT

6) Enter: Name (Please enter the name that you go by to create your
account, later you will provide all legal names as well as aliases. You
will not be able to edit or make changes to your name once the
account is created.)

7) Enter: Gender

8) Enter: Primary Phone

9) Enter: Address (Please enter the address of your current residence.)

10) Enter: Country/Region

11) Enter: State

12) Enter: County

13) Click on “Create”
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"Gender

Texas Department of o [ *Gender VJ
Family and Protective Services

“PrimaryPhoneType

Select User Type: o
O | work for a DFPS Partner Organization

1 am registering to submit an eReport

*PrimaryPhoneType \']

*PrimaryPhone l

® Central Registry (This option must be selected if you are
registering to request central registry check on yourself)

Please provide the following details. e [ "AddressType V]

*Username

"AddressType

l *Street Address ‘

|
|

[ *Confirm New Password

Postal Code l

"Country/Region

"State/Province
Send verification code
0 I *State/Province bl

*Email Address

"Country/Region V]

County

@ I i v]
G l *Place of Employment ‘

I *Days And Time Can Be Reached ‘

*First Name

Middle Name

“Preferred Name

|
|
|

Suffix

Once your profile is created you will see the following screen.

¥

':,) Texas Department of

e e My DFPS Application Passport

Your profile creation is in progress. Please re-login into MyDAP after some time.

@ Logout
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Login to Central Registry Portal

£

[ Tiepartment of

(g e —— My DFPS Application Passpor

DFPS ACCEPTABLE USE AGREEMENT

Purpose: This document informs you of your responsibilities concemning the use of andfor scoess 1 Department of Family and Protective Services (DF PS) confidential informatian, ageney-
sensitive i . and i rces. jon resources include: computer. hardware, software, infrastructure, data, persennel. and other related resources. Your signature is
required to formally scknowledge that you Understand and accept the provisions of DFPS information rescurces Acceptable Use Agresment (AUA) and commit to compliance

Ihis agreement ap)

o every person using, housing, disclasi

g, cresting, transmitting, or maintining any DF B information resources, whether or net he or she is employed by DF RS

Directions: Please read the following agresment casefully and compietely before signing

AUTHORIZED USE

« Information resources must be used only for official state-approved business.
« Limited personal use of information resources may be allowed and is deserived in other DFPS policies and procedures.

RESPONSIBILITIES

« I will aiways grotect the confidentiality integrity: and availability of DFPS confidential information

« lwill not attempt to access or alter any information not authorized for the performance of my job duties

= Iwill not enter any unouthorized information, make any unauthorized changes to information, or disclose any non-public nformation without proper authorization.

« Iwill not create, use, disslose, transmit, maintain, Gopy. broker, sell, lnan, review alter, o destroy any DFPS information except as properly authorized within the scope of my duties far
DPFS.

1 veill not misuse or carelessly handis DFFS confidential inforrmation

Lwill encrypt DFPS when emailing such ion outside the DFPS network and when storing such information on portable storage devices. For additionsl
infermation, please consult the DFPS Safety Nt for specific email encryption instructians,

Ivill not use confidential individual identitiers such as persanally identifiable information (P11} in email subject lines, which are not encrypted.
Iwill protect and not disclose my username or password or any other authorization | have that allows me to access DFPS confidential information

1will repart activities by any other person of entity that | suspect may compromise the confidentiality. intearity, or availability of DFPS information resources to my supervisor | also will
alert the DFPS Office of Information Security (015) at infoscciidips.texas gov or the Customer Suppart Center (CSC) Help Desk at (877)642 4777 Reports about such activities are made
in good faith and will be hesd i e by Taw,

1 will immediately report computer securily mcidences that may violale DFPS policies 1o the £SC Help Desk al (877) 642-4777

USER CREDENTIAL

Wfidence la theexdent pes

The first time you login you will be directed to sign the DFPS Acceptable Use
Agreement.

systems for DFPS business use is prohibited, except for specific instances approved by Office of Information Security for legitimate DFPS agency business purposes.

ONSENT TO MONITORING

+ lunderstand that DFPS hias the legal right to monitor use of DFPS information resources, DFPS confidential information, and DFPS sensitive information

* | understand that DFPS monitors use 10 ensure these resources are protected and to verify compliance with applicable law, DFPS policy, security standards, and controls,

+ By using DFPS information resources or using, disclosing, creating, transmitting, or maintaining DFPS confidential or sensitive information, | consent to the monitoring of the use of
these resources and information in any form and on any device. |understand that | have no expectation of privacy while using DFPS information resources of when lransmitting DFPS

confidential or sensitive information

INON-COMPLIANCE

+ | understand that non-compliance with this agreement or violation of the DFPS Information Security Acceptable Use Policy may be cause for removal of my access to information
resources and disciplinary action up to and issal and/or civil or
« 1 also understand that | must comply with applicable law and DFPS policies, procedures, standards, and guidelines about information resources and DFPS confidential and sensitive
information. This includes the and any changes in for the following
= DFPS Human Resources Manual
o DFPS Privacy Policy.
o DPFS Security Policy.
I il be held respansible for any of the following:
o Vialations of applicable law or DFPS policy related to DFPS confidential or sensitive inf DFPS infor d by my acts or omissions.
o Any harm, loss. or adverse cansequences arising from the use of my credentials, including unauthorized use by @ third party or contractor if such party gains sccess to my
credentials due to my negligence or misconduct
i ¥ Actions up 1o and i
Transactions initiated under my credentials will be
I understand that

inal prosecution may result from any violations of this Acceptable Use Agreement

thorized signed by me
y faillre 1o comply with this Acceptable Use Agreement may resull in loss of acoess privileges to DFPS applications; disciplinary action, up 1o and including
dismissal; and civil or criminal prosec

By checking this box and typing my name below, | acknowledge that | read, understand, and will comply with the requirements in the information Security Acceptable Use Policy 0

Provide an electronic signature by entering your first name and last name @

First Name:

Last Name: . ‘—|9
© caem

2017 Texas Department of Family and Pretective Services | Accessibility | Axgust 13,2024 94354 Al

Once you have read the agreement. Please check the acknowledgement
box, complete first name/last name, then click submit.
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Access Management

Notifications

Manage Access

View Agreements

Applications

Central Registry Portal

Once you have logged into the MyDAP portal you will click on “Central
Registry Portal” under Applications.

This will take you to the Central Registry Portal home page.

TEXAS

Department of Family and Protective Services

Home | Request Central Registry Check View Central Registry Check Results

Custom Impersonation |

Welcome to the Texas Central Registry Portal

This portal is for in-state and out-of-state individuals to request a Texas child abuse and neglect central registry check. For more information about the Texas Central Registry, please visit our website (Background
Checks - Child Abuse Central Registry (texas.gov)).

How To Request a Texas Central Registry Check

Click the tab above titled: Request Central Registry Check
You will need to have the following information available to request a Central Registry Check.

« First, Middle and Last Name
o Provide your full middie name, not an initial
o Include Alternate Names, Aliases, Maiden Name(s). Nicknames
Note: ALL name combinations you have ever used or been known by must be included.

« Social Security Number (SSN)
If you have an SSN, you must enter it
If you do not have an SSN, you can use one of the following other Valid Alternate Identification forms of ID:

State Issued ID

Driver's License

Military ID

Permanent Residency Card
o Passport

S - P\ata Af Oirth

°
°
°
°

K
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How to submit a Central Registry Check request

UAT

TEXAS
Department of E

Home | Request Central Registry Check View Central Registry Check Results

Custom Impersonation |

Welcome to the Texas Central Registry

This portal is for in-state and out-of-state individuals to request a Texas child abuse and neglect central registry check
Checks - Child Abuse Central Registry (texas.gov)).

g more information about the Texas Central Registry, please visit our website (Background

How To Request a Texas Central Registry Check
Click the tab above titied: Request Central Registry Check

You will need to have the following information available to request a Central Registry Check.

« First, Middle and Last Name
o Provide your full middie name, not an initial
o Include Alternate Names, Aliases, Maiden Name(s). Nicknames
Note: ALL name combinations you have ever used or been known by must be included

« Social Security Number (SSN)

If you have an SSN, you must enter it

If you do not have an SSN, you can use one of the following other Valid Alternate Identification forms of ID
o State Issued ID
o Driver's License
o Military ID
o Permanent Residency Card
o Passport

S . Pta AfOirk

K

1. On the home page click on “Request Central Registry Check” tab.

TEXAS

Department of Family and Protective Services

Home | Request Central Registry Check View Central Registry Check Results

| Custom Impersonation |

*Required Field

Request For Texas Child Abuse/Neglect Central Registry

If you have questions, email. TXAbuseNeglectBGC@dfps texas gov

Purpose

“ Reason you are requesting the central v
registry check :

Placement of a child

Texas Child Custody or Adoption Evaluation
Child Care/Day Care/Head Start Employment

Demographic Informatio B P2}
Volunteer

Intern

FirstName:  phoebe Last Name: Buffay

Personal Review

The Person does not have any other name combinations .

Nthar Nlamafe)\
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2. Select the purpose for the central registry check from the drop-down
box. Depending on your selection another dropdown box might
appear.

A. Placement of a Child (Please select the type of placement.)

*ﬁ» TEXAS
Department of Family and Protective Services

Home | Request Central Registry Check | View Central Registry Check Results

|  Custom Impersonation |

Request For Texas Child Abuse/Neglect Central Registry el T

If you have questions, email. TXAbuseNeglectBGC@dfps texas gov

Purpose

* Reason you are requesting the central Placement of a child v
registry check :

* Placement of a child : v
Foster Care/Foster Parenting (i.e. Adam Waish Child Protection Act)

Kinship

Demographic Informatio 5

Other
First Name: Middle Name: Last Name:

The Person does not have any other name combinations .

If you choose Other, you will be asked to type in a reason for
the request.

tﬁ» TEXAS
Department of Family and Protective Services

Home | Request Central Registry Check | View Central Registry Check Results
|  Custom Impersonation |

Request For Texas Child Abuse/Neglect Central Registry PRaRORY

If you have questions, email: TXAbuseNeglectBGC@dfps texas.gov

Purpose

* Reason you are requesting the central Placement of a child v
registry check :

* Placement of a child : Other

Specify the reason for the Central Registry
request :

Demographic Information

First Name: Middle Name: Last Name:

B. Texas Child Custody or Adoption Evaluation

C. Child Care/Day Care/Head Start Employment (Please choose
if the operation is not regulated by Texas Child Care Registry
or if it follows CCBF.
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*& TEXAS

Department of Family and Protective Services
Home |

Request Central Registry Check
|

| View Central Registry Check Results
Custom Impersonation |

Request For Texas Child Abuse/Neglect Central Registry

“Required Field
If you have questions, email: TXAbuseNeglectBGC@dfps texas.gov
Purpose

* Reason you are requesting the central Child Care/Day Care/Head Start En v
registry check :

* Child Care/Day Care/Head Start Employment

v

|
Operation not regutated by Texas Child Care Regulatory
In compliance with CCDBG
Demographic Information
First Name:

Middle Name:

Last Name:
The Person does not have any other name combinations .

D. Employment (Please enter the name of your employer.)

Home | Request Central Registry Check |
| Custom Impersonation |

View Central Registry Check Results

Request For Texas Child Abuse/Neglect Central Registry

*Required Field
If you have questions, email. TXAbuseNeglectBGC@dfps texas.gov

Purpose

* Reason you are requesting the central
registry check :

Employment v

* Name of Employer :

Demographic Information \

First Name: Middie Name:

Last Name:
The Person does not have any other name combinations .

Other Name(s)

Request Central Registry Check | View Central Registry Check Results
| Custom Impersonation |

E. Volunteer (Please enter the name of the requesting agency.)
Home |

Request For Texas Child Abuse/Neglect Central Registry

*Required Fiold
a TXASUsEN

Purpose

e vt o e
registry check

* Name of Agency

Demographic Information \
First Name.

Middte Name.

Last Name:
The Person does not have any other name combinatens

Other Name(s)
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F. Intern
Home | Request Central Registry Check | View Central Registry Check Results

| Custom Impersonation |

Request For Texas Child Abuse/Neglect Central Registry i

If you have questions, email. TXAbuseNeglectBGC@dfps texas gov

Purpose

* Reason you are requesting the central [ Intern v]
registry check :

* Name of Agency :

Demographic Information

First Name: Middle Name: Last Name:

The Person does not have any other name combinations .

Other Name(s)

G. Personal Review (Please select if you are requesting this for
your personal records.)

Demographic Information

0 First Hama: Middle Mams: Last Name:

E The Person does not have any other name combinations. .

Other Name(s)

Alprnate First Name:

Alsernate Last Namse:

Current Address
Address emtered must be vali fior to submitting the check request.
* Cusrent Street Address 1: i
Curent Streot Address 2:
* Currem City: * Cument County: "
* Current State:

w * Cusrent Zip Code:

=
3. Your first, middle, and last name will prefill from the name you
entered when creating the account.
4. If you have not used any other names in the past, please click on the
box. If you have other names, please continue to step 5. Please note
your request could be rejected for failure to add all prior used names.
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5. For each name you have used in the past please add by filling in the
information and clicking the Add button.
6. Enter your current address and click on Validate Address.

Social Security Number

If this person has been issued 2 Social Security Number (35N), it must be provided o ensure the background check
does not have 3 S8, you must enter 3 valid altemate n: e

s beet
resultis valid. If this person does ot have umber typ:

Birth Information e

*Birth Date: * Gender. ~

*Primary Phons:

Race / Ethnicity 9

*Ethnicity: v

History of Previous Cities

Release Of Results 0 @
Emai

7. Select (Yes or No) if you have a Social Security Number. If you select

yes, provide the Social Security Number. If you select no, you will be
able to proceed.

. Complete the Date of Birth, Gender, and Primary Phone number.

. Select your Ethnicity from the drop down. Click on the box next to
your Race.

O

History of Previous Cities

* Did you ever live in any other city in Texas? ® ves O No

* List Previous Cities you lived in Texas:
Hold CTRL key to select multiple cities A D ACRES

ABBOTT
ABERFOYLE
ABERNATHY
ABEX
ABILENE
ABLES SPRINGS
ABNER
ABRANM
ABRANM PEREZVILL
ACALA
ACE
ACKERLY
ACME
ACTON
ACUFF
ACWORTH
ADAMS
ADAMS ACRES 7

10. Select Yes or No if you have lived in any other cities in Texas.
Please select all cities except for your current city that you have lived

-
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in. Hold the Ctrl key and click each city. You can release the Ctrl key
to scroll.

11. Your email address will be prefilled from the account you created
and cannot be changed. A notification will be sent to this email
address once the central registry check has been completed.

12. Click Next.

From:

Sent: Monday, August 12, 2024 8:46 AM

To: " o

Subject: UAT- Your request to access Central Registry Portal Approved

Hello,
The following access request has been approved:
Requestor's Name:

Request Access For: Central Registry Portal

https://mydapexternaluat.apps.dfps.texas.gov/

If you have any questions, please contact the Help Desk at 877-642-4777.

Thank you,
DFPS MyDAP Portal Administrator

Please note: Do not reply to this email as this email box is not monitored.

Once you click Next, you should see the following message - “Your
request for central registry check has been submitted successfully. You
will receive an email advising you about your results. Please see our
website for details regarding current timeframes.”
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How to obtain results of Central Registry Check request

From: TXAbuseNeglectBGC@dfps.texas.gov

Date: August 27, 2024 at 11:31:12 AM CDT

To:

Subject: Background Check ID - Central Registry Check Notification

Dear Brad Pitt,
Results for your Central Registry request are now ready to review. Please click on the hyperlink below to reviey

‘ CRP LOGIN PAGE) '

Thank you.
DFPS Background Check Program
(512) 840-7825

***Note This is an automated message. Please do not respond to this email . ***

1. Check the email account used to register for the central registry check.
You should have received an email with information regarding the
results of your central registry check. If you don't receive the email,
you can also log in to the portal and check the results section.

2. Click on the portal link provided in the email. Using your username
and password, login to the Central Registry portal to review your
results.

(]
*ﬁ TEXAS
Department of Family and Protective Services

Home | Request Central Registry Check |  View Central Registry Check Results

| Custom Impersonation | 3

Welcome to the Texas Central Registry Portal

This portal is for in-state and out-of-state individuals to request a Texas child abuse and neglect central registry check. For more information about the Texas Central RegiS®g please visit our website
(Background Checks - Child Abuse Central Registry (texas.gov)).

How To Request a Texas Central Registry Check

Click the tab above titled: Request Central Registry Check
You will need to have the following information available to request a Central Registry Check.

» First, Middle and Last Name
o Provide your full middle name, not an initial
o Include Alternate Names, Aliases, Maiden Name(s), Nicknames
Note: ALL name combinations you have ever used or been known by must be included.

3. Click on view central registry check results.
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(]
tn» TEXAS
Department of Family and Protective Services

Home | Request Central Registry Check | View Central Registry Check Results

| Custom Impersonation |

View Central Registry Check Results

Please click on the Request ID hyperlink to view complete details of your central registry check

Request Id . Submitted By . Full Name DOB SSN . Requested Date

1000126 Phoebe 07/30/ 531-69- 08/13/2024

Showing items: 1to 1 of 1

4. Click on the hyper link corresponding to the request ID

(]
tﬁ. TEXAS
Department of Family and Protective Services

Home | Request Central Registry Check |  View Central Registry Check Results

| Custom Impersonation |

View Central Registry Check Detail
Central Registry Check History

RequestID Status Status Date Requested Date Notification Date Notification
1000126 Submitted 08/13/2024 08/13/2024
1000126 Under Review 08/13/2024 08/13/2024 08/13/2024
1000126 Clear 08/13/2024 08/13/2024
1000126 Notification 08/13/2024 08/13/2024 08/13/2024 e Clearance Notification[f§

5. Click on PDF to review results.
6. Save PDF.
7. Print PDF.
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Texas Department of Family and Protective Services

COMMISSIONER
Stephanie Muth

08/13/2024

CONFIDENTIAL

Ph

4900 N LAMAR BLVD, AUSTIN, TX 78751-2316

Background Check ID: 1000126

Dear Phu

On 08/13/2024, a Texas Child Abuse/Neglect Central Registry check was completed for:
Phos y

DOB: 07/30/1963

This person is not listed in the Texas Child Abuse/Neglect Central Registry.

DFPS Background Checks
Phone: (737) 249-8355

DEPARTMENT OF FAMILY AND PROTECTIVE SERVICES * 4900 North Lamar Blvd. * P.O. BOX 149030
AUSTIN, TEXAS * 78714-9030 * (512)929-6900

Troubleshooting

Please visit the following for more information:

Central Registry Background Checks

For assistance, please Contact DFPS TX Abuse Neglect BGC.



https://www.dfps.texas.gov/Background_Checks/Central_Registry_Checks.asp
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