
 

myDHR User Account Instructions 
 

Thank you for submitting your request to process for CPS Background Clearances access through the 
myDHR portal. Please review the following checklist to ensure successful navigation within the CPS 
Portal 
System Check 

● The Portal applications can only be 
processed on a tablet, laptop, or 
desktop computer. Applications cannot 
be processed on a cell phone.  

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

 
● Access the portal using Google Chrome 

or Microsoft Edge 
● Make sure that your Internet 

connection is secured (https://) 

 
Select the following links to create a CPS background Clearance Portal Account 
 

https://benefits.maryland.gov/home/#/ 
Select “Create Account” next to “Sign In”  
 

 
 
 

Click the Create Account button to begin the account registration process. 
 

 

 



Please make note of the following important guidelines:  
 
 
 
 

 

 

 
 

 
Select “Yes” for “Are your applying for yourself?” and enter your agency email 
address, address, and phone number. 
 
Adhere to the Password Rule:14-character minimum 20 characters maximum, 
combination of two capital letters, two lower case, two numbers, and two special 
characters (cannot contain “&” or “+”) Note:  Do not include and character 
sequences that resemble your name or email address. 
 

The system will not prompt you to correct errors to the rule, so you must be sure to create 
your password correctly! 

 

 Follow these helpful 
arrows to complete 

registration. 



Create a password that complies with the rules 

 
 

Complete the required fields as indicated with a red (*) as shown below. 
 

 

Enter: 

● First Name 
● Last Name 
● Date of Birth 
● Gender 

Select “Continue” to advance to the next screen 

 

 

 

 

 

 

 



Check “I don’t have a permanent address” and complete the mailing address section using your office 
address. 

 

Completing the contact section by adding the office phone number, the mobile phone number 
(optional), and the primary phone. 

 

After completing the mandatory fields click the Create Account button 

The screen will refresh with a notification displaying the following screen: 

 

 



An activation link will be sent to your email address from 
mydhrbenefits@benefits.maryland.gov  with the Subject line myMDTHINK Account Activation 
Notification. Click on the link in the email to activate your account, then follow the prompts to 
register and Sign into the myMDTHINK Consumer Portal as shown below. 

A Passcode will be sent to your email which is valid for 5 minutes. Please enter it in the 
Passcode field. Once you click Submit Passcode you will be logged into the myMDTHINK 
Consumer Portal. Select “Sign In” 

 

Select the “Login to Maryland Benefits” button 

 



Enter your email address and password

 

 

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



 

Enter the passcode and select your name next to the notifications link. Select “My Account” 
below you name. Select “Organization Employee Clearance 

 



 

 

Under Maryland Services, click on Summer Camp Background Clearance 

 

 

Select CPS Employment Background Clearance Application, select” Organization Employee Clearance” 

 



STOP! Do not enter any data on the following screen. 
Sign out of the application and follow the instructions 
below in yellow. 

 

 

You have completed the registration process Click on the link below and 
complete the Google form. It will notify SSA that you have completed the 
MyDHR registration process and your account will be activated by the SSA 

Administrator to provide you with access to the myDHR Entry feature. 

https://forms.gle/XcfK5WRdfrBnbNZv9 

This process may take up to 5 business days 

You will receive the following email confirming your account activation: 



 

The Portal Administrator will contact you to schedule a Google Meeting orientation on using the 
application. 


