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_________________________________________________________________________________________________ 

Wyoming Central Registry of Abuse & Neglect 
of Children & 

Vulnerable Adults: 
Online Application Instructions 

Screens for Non-Invoiced Employers, 
Agents, Entities, and Individuals 

⬥  These instructions are for Central Registry screens paid for on an individual basis ⬥ 

GENERAL PROCESS: 
The online Central Registry application is a 3 step process. 
(1) The requestor (ie the entity or person needing a result) initiates a request online for a client to fill out the 
Central Registry application. ** You will need the client’s email address. 
(2) The client receives an email containing a unique link to complete the Central Registry application form 
online. 
(3) The requestor receives an email confirming the client has completed the Central Registry application form 
online and the form is ready to be verified and submitted for processing.  ** The requestor has the final step in 
this process and must use the provided email link to submit the final Central Registry screen  application. 

STEP-BY-STEP ONLINE APPLICATION INSTRUCTIONS: 

(1) Go to this url: https://wyodfsportal.force.com/wydfs/s/ 

(2) Use the right column labeled "Submit a New Central Registry Screen". Click the "No" radial button, use the 
drop-down menu to select the appropriate screen type, and click "submit". 

(a) For future screens, you may use the “Yes” radial button, enter in the CRSR number received by email 
through previous screens, and requestor information will auto populate. 
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(3) The main application page appears. In the "Persons to be Screened" fields, enter the person's name and 
email address. If a Central Registry screen is needed for more than 1 person, additional persons to be screened 
can be added by clicking on the purple +. 

(4) Below the "Persons to be Screened" section is the "Requestor Information" section. This is similar to page 1 
of the paper SS-26 form. 

(a) In “Organization requesting check” or other similar field, begin typing the organization’s name. 
If screens have been completed under this name prior, an auto suggestion may appear. You 
may click on the auto suggestion to populate the form or complete all fields manually.  Click 
“Submit”. 

(5) The applicant (ie person(s) to be screened) will receive an email and a link to complete the Central Registry 
form and authorization (same as the SS-26) online. The applicant clicks on the link in the email to be taken 
directly to the applicant’s unique online application. Each person to be screened will receive a separate email. 
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(6) The applicant uses the OTP number in the email to access the form. This number ensures the Central 
Registry result is securely returned to the requestor. 

(7) The applicant completes the Central Registry form online and clicks the "Submit" button at the bottom of 
the page. 

(8) IMPORTANT: The screen is NOT yet formally submitted. The requestor receives an email 

notification that the applicant has completed the Central Registry screen application. Use the link in the email 
to open the final Central Registry screen application page. 
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(9) The final screen application page displays the information provided by the applicant. The requestor shall 
verify the accuracy of the applicant’s information. To do so: 

(a) Locate the CRSR number found in the requestor’s email message. 
(b) Click on the eye decal next to the applicant’s social security number and date of birth fields. 

(c) Enter the CRSR number and applicant’s last name. Click “Verify”. 

(d) The previously hidden social security number and date of birth will be displayed. 
(e) Review all fields to ensure accuracy and click the purple “Pay” button at the bottom of the page. 

(10) You will be be directed to Value Payment Systems to complete payment. Follow the payment instructions. 
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(11) When payment is complete the final screen submission page appears. Click the purple “Submit” button. A 
green banner and confirmation appear if the Central Registry screen application is successfully submitted. The 
confirmation page information should be kept for future reference. 

(12) Central Registry results are sent electronically. The requestor receives an email with a link to retrieve the 
completed Central Registry screen when ready. 
** Pursuant to state statute and agency rules, all results reporting that an applicant is listed on the Central 
Registry will be sent by hard copy through postal service mail. 
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CHECKING THE STATUS OF A CENTRAL REGISTRY SCREEN: 
A requestor may check the status of a submitted Central Registry screen at any time. 

(1) Go to the Central Registry application home page here: https://wyodfsportal.force.com/wydfs/s/ or use 
the link in the requestor’s email. 

(2) In the status checker on the left side of the screen, enter the CRSR number found in the requestor’s email, 
and the applicant’s last name. Click “Submit”. 

(3) The status will show “Submitted” if the screen request application is successfully submitted and the screen 
is in the queue for processing. The status will change to “Complete” when results are ready. 

NEED ASSISTANCE? 
Contact the Central Registry office at centralregistry@wyo.gov 

https://wyodfsportal.force.com/wydfs/s/
mailto:centralregistry@wyo.gov



