
Safe at home ● Supporting the people who support the families ● Opportunities for success
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Wyoming Central Registry of Abuse & Neglect

of Children &

Vulnerable Adults:

Online Application Instructions

Screens for ACES$ CCW Participants Only

GENERAL PROCESS:

The online Central Registry application is a 3 step process.

(1) The requestor (the employer) initiates a request online for an employee (the person providing services) to

fill out the Central Registry application. ** You will need the employee’s email address.

(2) The employee receives an email containing a unique link to complete the Central Registry application form

online.

(3) The 3rd party agent, ACES$, receives an email confirming the employee has completed the Central

Registry application form online and the form is ready to be submitted for processing.  ** ACES$ 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) Employer starts the process at this link: https://wyodfsportal.force.com/wydfs/s/

Mark Gordon, Governor

Korin A. Schmidt, Director

https://wyodfsportal.force.com/wydfs/s/
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(2) Use the right column labeled "Submit a New Central Registry Screen". Use the drop-down menu and scroll

down to the “Third Party Central Registry Screen” screen type. Click on “Third Party Central Registry Screen”,

and click "submit" at the bottom of the page.

(3) The main application page appears. In the "Persons to be Screened" fields, enter the employee’s name who

is being screened, and their email address.

(4) Below the "Persons to be Screened" section is the "Requestor Information" section.

(a) In “Organization/Agent requesting check” field, begin typing “ACES$ FMS on behalf of

Employer”. An auto suggestion of “ACES$ FMS on behalf of Employer (Cheyenne)” will appear

below the box. Click on “ACECS$ FMS on behalf of Employer (Cheyenne)”.
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(i) A pop up with the heading “Verify” appears. Enter in 0401 and click “Verify”.

(b) After you click “Verify”, many of the Requestor Information fields will automatically populate.

In the fields that have not populated:

(i) “On behalf of employer” field: Enter the name of the employer (do NOT enter ACES$).

(ii) “Contact person for requesting organization” field: Enter in “ACES$ FMS”.

(iii) “Contact person Email” field: Leave blank.

(c) Click “Submit”.
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(5) The employee who is being screened, which is the person providing services, will receive an email and a

link to complete the Central Registry form and authorization online. The employee clicks on the link in the

email to be taken directly to the employee’s unique online application.

(6) The employee uses the OTP number in the email to access the form.
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(7) The employee completes the Central Registry form online and clicks the "Submit" button at the bottom of

the page.

(8) ACES$ receives an email notification that the employee has completed the Central Registry screen

application and will proceed accordingly.

(9) Central Registry results are sent electronically to ACES$ when ready.

** Pursuant to state statute and agency rules, all results reporting that an employee is listed on the Central

Registry will be sent by hard copy through postal service mail.

NEED ASSISTANCE?

Contact the Central Registry office at centralregistry@wyo.gov

Effective 3.1.2024
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