
CPI/CPS Portal

Organization Guide

Updated September 14, 2018

Terry J. Stigdon, Director

Kevin Jones, Chief Information Officer

Next



Children thrive in safe, caring, supportive families and communities 

What’s New? - September 15, 2018 Enhancements

Requesting Organization / Third Party Organizations

1. Requesting Organizations have the ability to correct/edit the Applicant’s “Date of Birth,” “Social Security 

Number,” and “Email Address.” By clicking “Return Request to Applicant,” the changes are saved, and two 

new emails are sent to the Applicant/Parent/Legal Guardian giving access to the updated Request. 

Note:  If a Third Party Organization is acting upon the behalf of a Requesting Organization, these 

corrections/edits may only be made by the Third Party only. 

2. Applicants/Parents/Legal Guardians now have the ability to edit/correct the “Applicant Legal Name,” “Social 

Security Number,” and “Phone Number.” 

3. “Detailed Search” is now available. A new page dedicated to searching requests will allow all Organizations 

a more efficient way to research Requests. Additionally, an “EXCEL” file extract has been made available. 

4. “Expired” Status – A new automated expiration process will begin for Requests created on or after 

September 15, 2018. Ten (10) calendar days after the latest date that the “Applicant/Parent/Legal 

Guardian” was notified about an initiated Request, the “CPI/CPS Portal” will generate an automated email 

reminder notification. If the “Applicant/Parent/Legal Guardian” does not complete their portion of the Request 

before the 20th calendar day, the “Open” Request will have the status changed to “Expired.” “Expired” 

Requests will not display on the Organization Dashboard, however can be displayed through the “Detailed 

Search” page. 

5. A new column, “Applicant Notified Date” has been added to the Organization Dashboard display. This 

column will display the LAST date the “Applicant/Parent/Legal Guardian” was notified of an initiated Request.  

Note: this date may be “reset” at any time by clicking the “Return Request to Applicant” in the upper right-

hand corner of the Request. 
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6. A new icon will appear in the “Applicant Notified Date” column, next to the date for those Requests which 

have been sent the “10-Day Reminder Email Notification.” By hovering over the icon, a User may see how 

many more days are available until the Request is placed into the “Expired” status.

7. A new “Terminate” status is available for Organizations. This is an option for Requesting Organization to 

manually change a Request Status from “Open” to “Terminated” for Requests which are not needed. Once 

a Request has been set to “Terminated” it cannot be used. Note: If a Request is initiated by a Third Party 

Organization, acting upon the behalf of a Requesting Organization, the “Terminated” option is only available 

to the Third Party. “Terminated” Requests will not display on the Organization Dashboard, however can be 

displayed through the “Detailed Search” page.

8. A new status is available for the DCS Central Office of Background Check Unit (COBCU) to manually 

change a Request Status from “Submitted / In-Progress / In-Review” to “Cancelled.” These are Requests 

that will not be completed by “COBCU.” “COBCU” will provide information directly to the Organization 

concerning “Cancelled” Requests.  Once a Request has been set to “Cancelled,” it cannot be 

used. “Cancelled” Requests will not display on the Organization Dashboard, however can be displayed 

through the “Detailed Search” page.

9. Applicants/Parents/Legal Guardians will now have will have the ability to edit/correct the “Applicant Legal 

Name,” “Social Security Number,” and “Phone Number.” 

10.The display of past addresses has been enhanced for readability. 

What’s New? - September 15, 2018 Enhancements – Cont’d
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Organizations initiate “CPI/CPS History Check” requests and include, 

but are not limited:

Licensed Child Placing Agencies (LCPA)

DCS Licensed Residential Facilities

Hospitals

Community Mental Health Centers (CMHCs)

Community Social Organizations

School Corporations, Public and Non-Public Schools

Out-of-State Government Entities

Organizations of all types make numerous requests annually from DCS to verify child protective 

histories as required by law. The new “CPI/CPS Portal” is a single location, simplifying the 

process, securing personal and confidential information and streamlining the COBCU business 

process. With the use of the “CPI/CPS Portal,” we aim to eliminate wasteful duplicate submissions 

and incomplete requests, while expanding communication to all parties involved.

What is an Organization in the “CPI/CPS Portal?”
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Within the “CPI/CPS Portal,” Organizations are referred to as 

“Requesting Organizations”

Participants within a “CPI/CPS History Check”

“Applicants” are the subject of the “CPI/CPS History Check.”

If an “Applicant” is less than 18 years of age, or as a legal 

representative, then a “Parent/Legal Guardian” is required to 

consent to the “CPI/CPS History Check.”

“Requesting Organizations” may utilize vendors to process the 

various background checks. These vendors are referred to as 

“Third Party Organizations” within the portal.
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https://magik.dcs.in.gov/Portal/Home/Login
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Enter User E-mail Address 

as the Username

User Password

Reset a forgotten password.

Sign-on Help
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Application – CPI/CPS Portal

Users with “CPI/CPS Portal” access only will use this link.
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Application – CPI/CPS Portal for Established KidTraks Vendor
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Organization/Vendor Users already established within DCS KidTraks, will use this link to enter the “CPI/CPS Portal.”
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Organization Dashboard
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Organization Dashboard Terminology and Function

Request ID: This is a unique identification number for an individual report.

Submitted Date: This is the date when the “CPI/CPS History Check” request was received by 

the DCS Central Office Background Check Unit.  It has not started the process of being 

reviewed.  It is waiting in a work queue for assignment and processing. No date appears in 

this column until all parties have consented to the history check.

Applicant Name: This is the Applicant’s Legal Name as entered on the history request.

Requested Reasons: This column displays the reason(s) for the “CPI/CPS History Check.”

Requesting Organization: This is the name of the “Requesting Organization” using the results 

from the “CPI/CPS History Check.”

Third Party Name: This Organization is administering background checks on behalf of a 

Requesting Organization. Questions and communication will be made through the Third Party 

Organization. However, the Requesting Organization will be able to follow the status of any 

requests submitted on their behalf.  
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Applicant Notified Date: This is the latest date when the “Applicant/Parent/Legal Guardian” 

was sent an email notification that a “CPI/CPS Request” had been initiated. 
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Organization Dashboard Terminology and Function

CPI/CPS Request Statuses:

 Open        -- The request is awaiting review and consent by one or more parties.

 Submitted -- The request has received all consents and has been submitted to DCS COBCU.

 In Progress – The request has been assigned to a COBCU Worker and is being reviewed.

 In-Review – The request is being is undergoing a second review for quality assurance. 

 Completed – The COBCU has reviewed the request and the final results are available for review.

 Terminated – This Request has been stopped by the Requesting Organization. It will not be processed. 

 Cancelled – This Request has been stopped by the DCS COBCU.  It will not be processed.

 Expired – This Request has not received an Applicant/Parent/Legal Guardian consent.     

It will not be processed.

Consent Details: These icons provide a quick way to know if consents by the parties have been 

completed without opening each request.  

Red indicates that the consent is still outstanding.  Green indicates that the Party has consented. 
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Organization CPI/CPS Dashboard – Quick Links

Quick Links

 Create a New Request

 Update Organization Profile/Users – Organization Administrator’s dashboard to update the Organization

Profile and to Add/Update/Remove CPI/CPS Organization Users.

 CPI/CPS Organization Guide – Slide presentation walking through each page of the “CPI/CPS Portal.”

 CPI/CPS Portal FAQs – Various Questions/Answers Related to all Participants

 Submit an Issue or Question – Access to submit an email request to the Helpdesk.
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Quick Links – Update Organization Profile/Users 
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Create a New Request
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Organization Profile

Contact

Populates with 

User Profile
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Minimum Applicant Data Entered by Organization

Note: If Applicant is a minor then a Parent or Legal Guardian Name and Email Address is required.
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Create a Request by entering in the Applicant’s:

• Date of Birth

• Legal Name

• Social Security Number

• Phone Number

• Email Address



Children thrive in safe, caring, supportive families and communities 

Applicant Notified by Email – Password Provided

All parties involved identified to 

the Applicant or Parent / Legal 

Guardian

Note: If Applicant is a minor then a Parent or Legal Guardian is notified and Applicant receives no 

email.
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Applicant Notified by Email – Link to CPI/CPS Portal Provided

Note: If Applicant is a minor then a Parent or Legal Guardian is notified and Applicant receives no 

email.
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Link to CPI/CPS Portal Provided

Password available until 

consent, then inactivated. 

Last four digits of SSN. 

NextPrevious



Children thrive in safe, caring, supportive families and communities 

Applicant Can View the Requesting Organization

Blue information panels assist Users

Note: If Applicant is a minor then a Parent or Legal Guardian enters the CPI/CPS Request for review.
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Insert Comments to Applicants Here
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Applicant is Required to Enter Details
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Applicant is Required to Enter Details and Consent

Applicant Consent or Parent/Legal Guardian Consent required.
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Organization Notified by Email – Link to CPI/CPS Portal Provided

Direct Link to CPI/CPS Portal

Note: If Applicant is a minor then a Parent or Legal Guardian is notified and Applicant receives no 

email.
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Organization Notified by Email – Link to CPI/CPS Portal Provided

Organization has an opportunity to review the 

data provided by the Applicant prior to 

Organization Confirmation
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Participants Notified CPI/CPS Check Received by DCS COBCU
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Participants Notified CPI/CPS Check Request Complete
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CPI/CPS Check Request – Results Available
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CPI/CPS Check Request – Results Available
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CPI/CPS Check Request – Results Available
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CPI/CPS Check Request – Detailed Search


