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Thank you registering for the 
myDHR CPS Background Portal
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CPS Employee Background Clearance Portal 
Training Slide Deck – Adoption Placement Agency



Please review the following checklist to ensure 
successful navigation withing the CPS Portal

System Check

➢ The Portal applications
can only be process on a
tablet, laptop or,
desktop computer.
Application cannot be
processed on a cell
phone.

➢ Turn off Pop-up Blocker
(required to download
applications)

➢ Access to the portal using
Google Chrome or  Microsoft
Edge

➢ Make sure that your Internet
connection is secured
(https://)



Enter 
https://www.maryland.gov/Pages/default.aspx. 

Select myMDTHINK Consumer Portal
https://www.maryland.gov/Pages/default.aspx

https://www.maryland.gov/Pages/default.aspx
https://mymdthink.maryland.gov/home


Navigate to the myMDTHINK Page - Click Sign In



Select the “Login to myMDTHINK” button



Enter Email Address and Password and  
“Sign In”



A passcode may be sent to your email 
inbox. Enter the Passcode and submit the 
passcode.



Under Services, click on “Organization Employee 
Clearance”



Upon submitting the passcode, the Landing 
Page opens. Select “New Application”. 

Open  New Application link



In section B Check Your Agency Type (“Adoption”). Select 
County, City, and Agency Name. The remaining fields will pre-

populate from your profile.



The response for the remaining 
application refer to the Applicant

Applicant’s response Applicant’s responseApplicant’s response

Applicant must indicate what years for the previous Yes response.

Select “Next to advance to page 2.



Complete All of the fields that 
apply 



NOTE: If you do not have a Social Security Card check the “don’t have SSN” box, select 
the available document from the Document Type, scan and add the document with 

file name of the uploaded document type. 



Acceptable documents in lieu of a Social 
Security Card: 

• Birth Certificate
• Employment Authorization Document (AED) for I-766
• Government Issued Identification providing proof of identity and age
• Letter from the Department of Social Security handling your case
• Passport
• Proof of Social Security
• Real ID
• Unaccompanied Minor/Unaccompanied Person Letter from Homeland Security



Marital Status: 

• If the Applicant is married the following
information must be provided:



If the Applicant respond “Yes” to having 
children, select the +Add button and enter the 

Full Name and Date of Birth for each child



Prior Addresses
• The Applicant must enter all prior addresses withing the past 7

years only. Select the +Add button and add the address(es) and
Dates. Select “Save” to complete the form.



Download and print the 
application and select the “Back to 

Home” button



Print and Review the application 
for accuracy before Notarization.



Uploading  a Notarized Application

• All application created by the Background
Clearance Administrator are Saved in the Portal

• An Applicant’s record is found by searching by:
– Status- “Saved”
– “First Name”, Last Name”, or,
– Control #



Open the record that you wish to 
attach the Notarized Application. 

Select



Uploading and submitting the 
Notarized Application

• Scan the Notarized application to your computer (note:
avoid log file names, extra spaces, and special
characters in the file name)

• Open the record that you want to attach the document
• Scroll to the File Upload section
• Select the +Add button and attach the record and Save



Check the next steps to submit the 
application for a Background Clearance

1. Check “Notarized Document
received and attached

2. Check “Submitted”

3. Press “Complete” to
Submit  the Application

Press “Back” to 
return to the 
landing page 



Application Status Section 

The status of all applications enter in the portal will appear in this 
section



“Status Box” dropdown displays TEN options

• Saved – An application that is in progress and has been
saved

• Application Voided – An application that has been voided
and is no longer valid

• Submitted – An application that has been submitted but no
determination has been made

• In Progress – An application that is incomplete and is
currently being worked on

• DHR Processed - An application that has been submitted,
assigned and completed (determination made)



“Status Box” dropdown displays TEN options

• Hired – An application where the candidate was selected for
employment

• Rejected – An application where the candidate was not
selected for employment

• Unable to Process – An application that has been
submitted, assigned to a DHS worker and deemed unable to
process due to missing or incorrect information.

• Expired - An application that is no longer valid as the amount
of time allowed to complete it has elapsed

• Archived - An older application that is currently kept in
archives



The DHS processed has four categories

• History Found – The applicant has been found to be the identified
“Maltreator” in a finalized CPS investigation

• History Not Found – The applicant has not been found to be the “Maltreator”
(M) in a CPS investigation

• Undetermined – The applicant has been found to be the identified “Alleged
Maltreator” (AM) in an incomplete or un-finalized investigation.

• Unable to Process – The application can not be completed due to incorrect or
missing information



How to retrieve the Application 
Background Clearance Results

• The findings of a Background Clearance is
complete when:
– The application Status is “DHR Processed”, and,
– The “DHR processed” decision is:

• History Found
• History Not Found
• Undetermined
• Unable to Process

– An email is sent to the background clearance
originator and the result are available in the last
Comments section of the record to View/Print.



Is a Social Security Number (SSN) required to complete a CPS History
Clearance application in the MyDHR Portal?

The application can be completed without the SSN but this should only be
done under limited circumstances.

Is the notary stamp or seal required?
The notary stamp or seal is not required as long as the entire written 

portion of the notary is completed and is not the same person as the 
applicant.

Who should I call if there are issues/concerns?
For technical issues contact:
Nathaniel Madden
Department of Human Services
Social Services Administration
25 S. Charles Street, Rm. 1143D
Baltimore, MD 21201
Email: Nathaniel.Madden@maryland.gov
Cell-phone:  443-977-7603
For Processing issues/Support contact:
Email:  Tramaine.Thaxton1@maryland.gov
For the status of a submitted application email the request to:
mdcps.clearances1@maryland.gov

Frequently Asked Questions (FAQ)

mailto:Nathaniel.Madden@maryland.gov
mailto:Tramaine.Thaxton1@maryland.gov
mailto:mdcps.clearances1@maryland.gov


Thank 
You
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