
Online Application User’s Guide

Step Up To Quality, Ohio’s voluntary quality rating system, utilizes an online application for programs applying for an initial Star Rating or
for programs renewing their Star Rating.

This document outlines step by step directions to assist programs with the Registration and Key Code set up, initial log-on instructions
and completion of the profile submission. Any questions can be sent to SUTQonlineapp@jfs.ohio.gov.

Opening Screen: In the middle section under Login Here, go to
New User? Click here to register. Click on the statement to be
taken to the Registration Screen.
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On this screen you will create your account. Enter your
program’s six digit ODJFS license number, a valid e-mail
address and a key code. Your key code is a password.
Write down your key code so that you will have it to log in.

You will then be directed to an Eligibility Notice screen. This screen will outline
the program’s eligibility to participate in SUTQ. Even if the program is ineligible
at this time, you can still continue with the completion of the online application.
The system will not allow submission until the point in time when the
program is eligible.



Once registered, the program will receive an e-mail from
SUTQonlineapp@jfs.ohio.gov. You must then click the link in
the e-mail to verify your account. If you do not, you will not be
able to enter the online application.
Check your spam / quarantine for this e-mail.

When you have verified the account by clicking on the
link in the e-mail, you will be given an SUTQ
Registration number and be asked to put in the key
code again. This step is necessary to verify the
account. This is a one time verification process. After
this process you will go to the front page and log in
each time you return to the application.
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This screen confirms your registration and account
verification.

You will then go back to the main screen and log in with your SUTQ
number and key code.



Now that you are logged in you are ready to begin the profile.

Review this screen for accuracy. If any of the
information on this screen is not accurate, please
contact your regular licensing specialist. All the
information on this screen comes from the licensing
section and any changes will need to go through
licensing. You may continue on to the next screens
after you have answered Yes or No.



On this screen you will fill in the required information in the fields

marked with a red*

Hours/Days of Operation Instructions:

Depending upon your computer settings, you may find it necessary
to scroll down in order to find the set button on the time entry
screen.



When you have completed the entry of all information on
this screen, click the Save Your Changes button.

Once your changes have been saved, you will Click Next to
go to the profile entry screens.

You will now be directed to the Profile Question screens. There are four parts to the Profile and all of the questions in each section must
be answered.



Click on the blue bar for each profile section
and the question section will open. Clicking
on the blue bar at the end of profile
submission will close the section.

As you complete each section, please click
the Save Your Profile button. Save often so
as not to lose any of the information entered.
If the question does not pertain to your
program, click N/A. The questions ask for
ratios of each age group and if you do not
group the children by that age group or you
do not serve a particular age group (i.e. your
program only serves preschool age children)
then mark N/A.



Profile Part 1 – Screen shot of questions

Type A Homes –
Note: This application was developed for
centers. We are in the process of
developing a specific application for Type A
Homes. Answer the questions as best as
you can and default to the answer that is
closest to your situation. Your Step Up To
Quality Licensing Specialist will verify all of
the benchmark indicators during the
verification visit at your program.

This graphic is blank prior to
completion of any of the profile

questions. As you complete questions and
sections and save your work, the graphic will
fill in with blue color.



Once you have completed all four sections you
will see that the status is showing
COMPLETED. For any section that is started,
but not complete, the status will be
IN PROGRESS.

When all sections are complete, the graphic will
look like this. You will then click on the graphic
and your application is submitted. If your
program is not eligible at this time, you can
complete the profile and when the program is
eligible, the profile will be ready to submit.

Questions can be sent to
SUTQonlineapp@jfs.ohio.gov.
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