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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” 

 

3) Select User Type “Central Registry”. 

 
 

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. 

 
 

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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Once your profile is created you will see the following screen. 
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Login to Central Registry Portal

 

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

Agreement. 

   

 

Once you have read the agreement.  Please check the acknowledgement 

box, complete first name/last name, then click submit. 
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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. 
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How to submit a Central Registry Check request

 

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

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

the request. 

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

 
E. Volunteer (Please enter the name of the requesting agency.) 
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F. Intern  

 
G. Personal Review (Please select if you are requesting this for 

your personal records.) 

 

 

 
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. 

 
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.   

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

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

your Race. 

 
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. 
 

 

 

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 

 
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.  

 

3. Click on view central registry check results. 
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4. Click on the hyper link corresponding to the request ID  

 

 

 

 

5. Click on PDF to review results.  

6. Save PDF. 

7. Print PDF.  
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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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