Beginning!

OCLQS Portal — ODJFS Registration: Border State

Description:

This Job Aid describes the process of submitting a registration as an ODJFS
Border State program in the OCLQS Portal.

Related Job Aid(s):
e OCLQS Portal — Account Management

| step1:Log In to the OCLQS Portal

Click Log in as ODJFS User.
Note: If you do not have an OCLQS account, refer to the OCLQS Portal - Account Management Job Aid
for the steps to create an account.
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Ohio Department of Education
Ohio Department of Job and Family Services

Welcome to the Ohio Child Licensing and Quality System!

Log in as ODE User
Log in as ODJFS User

OR

[ Register As ODJFS User

We have created this new web-based portal to access the licensing and Step Up to Quality systems for Ohio's Early
Learning and Development programs.
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Step 2: Enter Log In Information

1) Enter Email address and Password.
2) Click Log In.

Note: If you do not remember your Email address and/or Password, refer to the OCLQS Portal -
Account Management Job Aid for information on how to get log in information.
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: Ohio Department of Education
% Ohio Department of Job and Family Services
BOLD P y
Beginning!

Welcome to the Ohio Child Licensing and Quality System!

; Ohio Department of Job and
Entsr Ema”;nd amily Services
aASSWOr

Forgot Password?

We have created this new web-based portal to access the licensing and Step Up to Quality systems for Ohio's Early
Learning and Development programs. >

Step 3: Create an Application

Click Create an Application.

<-4 . 4
* Ohio Department of Education Dashboard Messages Documents
Ohio Department of Job and Family Services
Beg(rming./
Programs
Click Create
an
Application
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Step 4: Enter Progr Number

1) Enter Program Number
2) Click Drop Down Arrow to select the State
3) Click Continue to Application

%]
o Ohio Department of Education
x } P Dashboard Messages Documents
Ohio Department of Job and Family Services
Beginning!

Instructions:
Provide the information necessary for the application. You may save and return to complete your
application as necessary. Applicants will be required to upload all required documents, as determined by
the type of application, prior to submitting the application.
Prior to submitting, the application must be completed in its entirety, including g t of a non-
refundable fee if you are applying as a child ca , family child care
type B home or child day camp. There are no f En r Pr ram bol-Age programs
licensed through the Ohio Department of Educd te og a ms and In-home
Aides registering through the Ohio Department] Number E required to pay a
fee. To pay any required application fee you m Eter Card or
Discover). No other method of payment will be acg
Please enter your current Program Number ®hpears on your license/certification/exemp d
select the associated State.

Program Number

Select State
State
--None-- - l
to Application
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Step 5: Enter Program Information
1) Enter information
2) Click Save and Continue

Program Information Ownership Dacumentation Review & Sign

Enter
information

* Program Name
Program Information

* Street Address

Street Address 2

* City * State * Zip Code

--Select-- v

* Phone Phone Ext

% Program Email Address % State of License/Certification/Exemption

--Select w

Expirabion Date
| |I'Ju Expiration Date

- . Same as Frog A
Mailing Information Sa e

* Mailing Address

Mailing Address 2

® City * State * Zip Code

--Select-- w

Provider Customary Rate Tnfor Toddier Preschool Schaal Age Surr-r—..c.’ School
Ohi ve Code requires Age

progra nsed, approved, or
certified with the State of Ohio to
provide their current customary N . .
rates charged to the public for child Part-Time Weeldy + +
care services, Rates for

Full-Time Weekly

>
a
a

n

n

w
"
"

Hourty 5 5 - § L

urly format and should indude
additional amounts for non-
traditional care if applicable. If your
program does not serve an age
three

erve that age range. This
will ensure proper payment in the
event you begin to care for a child in
a previously unserved category.

Click Save an
Continue
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Step 6: Enter Ownership Information

1) Enter information
2) Click Save and Continue

'. */]

80LD

Beginning

Ohio Department of Education Dashboard Messages Documents

Ohio Department of Job and Family Services

Out of State Registration

Program Information Ownership Documentation
Enter Information
Name of Corporation/LLC Corporate Entit!
Ownership - Secretary of Stateg
Corporation/LLC PEAS IN A POD LRNG CNTR

X Street Address

Street Address 2

* City % County X State
HAMILTON Q v
Zip Code X Phone
X Email

ﬁ m Click Save an
l Save & Finish Later h
SRR Continue
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Beginning!

Step 7: Attach Required Documents

Click on the first document button
Note: If no documents are required to be attached, proceed to Step 11.

Department of Education
Department of Job and Family Services

xk
Fgied ; "
- Ohio Department of Education Dashboard Messages Documents
Ohio Department of Job and Family Services
BOLD 4 4
Beginning

Out of State Registration

Program Information Ownership Documentation Review & Sign

Eiesiuired Documentation I Copy of License/ Certification/ Exemption I Clle document

button

Save & Finish Later Save and Continue

CCIDS Provider Portal  Early Childhood Ohic  OCCRRA  Ohio.Gow  Non-Discrimination Statement  Privacy Statement  FAQs  Contact

Copyright © 2016 State of Ghio

Step 8: Click Add New Attachment

Click Add New Attachment

File Edit View Favorites Tools Help

Choose a document Click Add New
Attachment

Add New
Attachment

If there are any approved documents for your use, they will appear here. Double-click the document name to
attach it to this application.

Document Link Name Rating Points Affiliation

Comments
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Step 9: Select Document

1) Select the document to attach
2) Click Open
Note: The view of this step will vary depending on the internet browser you are using.

Department of Education
Department of Job and Family Services

| » Attachments v @ | Search Attachments »p

Organize ~ New folder = ]| @

';- Favorites ~ Name Date modified Type

I Desktop Document 1.docx 11/29/2016 10:49 ..  Microsoft W
4 Downloads

<4 Recent places
I Google Drive

Click the
& This PC document

Iy Desktop

I\ Documents
l4 Downloads
¥ Music

k Pictures e Click Open

B Videos

e I I E

v £

File name: | Document 1.docx v | |All Files v

‘ QOpen |VH Cancel ‘

Step 10: Save the Attached Document

Click Save

File Edit View Favorites Tools Help

Choose a document

Replace this Document 1.docx
Attachment

If there are any approved documents for your use, they will appear here. Double-click the document name to
attach it to this application.

Document Link Name Rating Points Affiliation

Comments

Click Save

Sancet “

OCLQS Portal Job Aid Page 7 December 2020
ODJFS - Registration: Out of State



Bl

»*
*

Beginning!

Step 11: Attach Other Required Documents

1) Repeat Steps 7 to 10 if multiple documents are required
2) After all required documents are attached, then click Save and Continue
Note: When a document is added, the document name displays to the right of the document button.

%
. ) Ohio Department of Education Dashboard Messages Documents
y Ohio Department of Job and Family Services
BOLD S =
Beginning!
Out of State Registration
Program Information Ownership Documentation Review & Sign

Required Documentation ' Copy of License/Certification/ Exemplion Document 1.pdf
List (added)
Click Save and Continue

CCIDS Provider Portal Early Childhood Chio OCCRRA Ohis.Gov Non-Discrimination Statement Privacy Statement FAQs Contact

Copyright © 2016 State of Ohio
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Step 12: Review and Sign

2) Enter your full name
3) Click Submit

1) Check the Electronic Signature box if you agree with statement

a*7]
¥ Ohio Department of Education

...“,‘?‘.".
Out of State Registration

Program Information

Check Electronic
Signature box

Enter full name

Submit Your Registration

Ohio Department of Job and Family Serv

‘et

@ L] (]
Onmership Documentation Review & Sign
Completed

N Click Submit b

OCLQS Portal Job Aid
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Step 13: Complete Process

Click Go back to Dashboard or Initiate PFCC Agreement & Financials as appropriate

*
*
.
d t Ohio Department of Education Dashboard Messages Documents
BOLD Ohio Department of Job and Family Services
Beginning/
Registration Successfully Submitted
N
You have successfully submitted your registration for Portal 0OS (Program J
Number: 2200022574). You will be contacted about the next steps in the
process or if additional information is required.
Provider Ag reement =! Click the appropriate button
If you wish to be eligible to provide publicly fulhded child care, you will need to enter into a PFCC provider agreement and
provide financial information. Click the "Initiat§ PFCC Agreement and Finanaals” button below to begin this process.
CCIDS Provider Port Early C do OCCRRA  Ohio.G m eme acy Stateme AQ Contact
G Ohi

The process of submitting a registration as an ODJFS Out of State program
is complete.
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