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OCLQS Portal i ODJFS Registration: Day Camp

Description:

This Job Aid describ es the process of  submitting a registration as an ODJFS

Day Camp in the OCLQS Portal

Appendix:  Additional details on entering c ounty information

Related Job Aid (s) :
1 OCLQS Portal 7 Account Management

Stepl: Loginto the OCLQS Portal
Click Log in as ODJFS User

for the steps to create an account.

Note: If youdo  not have an OCLQS account , refertothe OCLQS Portal - Account Management Job Aid
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Beginning!

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 LogIn
Note: Ifyoudo  notremember your Email address and/or Password ,refertothe OCLQS Portal -
Account Manag ement Job Aid for information on how to get log in information

|
: Ohio Department of Education
'y Ohio Department of Job and Family Services
Beginning!

Welcome to the Ohio Child Licensing and Quality System!

Ohio Department of Job and
amily Services

Enter Email and
Password

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. v

Step 3: Create a Registration

Click Create a Registration

2 _
: } Ohio Department of Education Dashboard Messages Documents
: Ohio Department of Job and Family Services
Beglrmfr\g.'
Programs
Search for a program y l Action Required v
Click Create
a
Registration
N
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Step 4: Continue to Application

Click Continue To Registration .

2

Ohio Department of Education Dashboard Messages Documents Add System User

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 payment of a non-
refundable fee if you are applying as a child care center, family child care type A home, family child care
type B home or child day camp. There are no fees for Pre-School programs and School-Age programs
licensed through the Ohio Department of Education. In addition, Out-of-State programs and In-home
Aides registering through the Ohio Department of Job and Family Services will not be required to pay a
fee. To pay any required application fee you must have a valid credit card (Visa, Master Card or
Discover). No other method of payment will be accepted

The Ohio Professional Registry (OPR) will receive confirmation of this application and the program
information once It is completely submitted, including payment. Until the application is submitted,
individuals will not have the ability to associate themselves with the program or have background check
results returned to the program.

Click Continue To
Continue To Registration Registl’ation

CCIDS Provider Portal Early Child

dhio OCCRRA Ohio.Gov Non-Discrimination Statement Privacy State:

FAQs Contact

Copyright © State of O
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Step 5: Enter Day Camp Information

1) Enter Day Camp Information
2) Click Save and Continue

Note: Click the Q icon toenterthe c ounty. Seethe Appendix atthe end of this document for
additional details.

O]

Day Camp Information Ownership d i = Review & Sign

*

Name of Child Day Camp
Day Camp Information

*

Child Day Camp Telephone * Child Day Camp Email
Enter
information

*

First Day of Operation

*

Street Address
Child Day Camp Program
Address

Street Address 2

* City * State * Zip Code

OH b

* County

ili Same a5 Program Address
Mailing Information J ram Addr

% Mailing Address

Mailing Address 2

* City % State * Zip Code
OH w
Provider Customary Rate m !
Y Infant Toddler Preschool schodAge | U “"‘f' School
Ohio Administrative Code requires ¢
programs licensed, approved, or Full-Time Weekly 4 5 $ $ $
certified with the State of Chio to
provide their current customary Part-Time Weekly & N & s "

rates charged to the public for child
care services. Rates for all age
categories need to be provided in a Hourly $
weekly Full-Time; Part-Time, and
Hourly format and should include
additional amounts for non-
traditional care if applicable. If your
program does not serve an age
category enter $0.00 into all three
fields. However, it s recommended
that you establish a rate for each
age group even if you do not
currently serve that age range. This
will ensure proper payment in the
event you begin to care for a child in
a previously unserved category.

w
0
e
w

Click Save and
Continue

Save & Finish Later
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Step 6: Enter Owner  ship Information

1) Enter detailsinthe  Ownership  section .
2) Click Save and Continue

Note: The specific  information gathered on this page will change based on ownership type of the Day
Camp.
¥
. Ohio Department of Education Dashboard Messages Documents Add System User
BOLD Ohio Department of Job and Family Services
Beginning
Day Camp Registration
@
Day Camp Information Ownership Administrator Information Documentation Review & Sign
Name of Corporation/LLC Corporate Entity # (As provided by the Ohio
Ownership Secretary of State)
Godman Guild Assocation
* Street Address
Enter Details 303 East Sixth Ave
Street Address 2
*® City % County * State
Columbus FRANKLIN Q oH ~
* Zip Code * Phone
43201 (614) 294-5476
*® Email
info@godmanguild.org.test
Save & Finish Later Click Save and Continue
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Step 7: Enter Administrator Information
1) Click Drop Down Arrow to select appropriate answer for ACA accreditation
a. I f AYeso is selected then enter the nam

certificate in the box that is displayed
2) Click Save Answers
3) Click Add Item to add Administrator
Note: The Save Answers  button must be clicked in order for the information to be saved.

a*
:° Ohio Department of Education Dashboard Messages Documents Add System User
BOLD Ohio Department of Job and Family Services
Beginning!'
Day Camp Registration
Fry)
O}
Day Camp Information n hij D Review & Sign

Select Answer

P! o r answers before continuing to next section.

) Click Save Answer s
Administrator Information

First Name Last Name Email Address ene T

% Click Add Item q

I Save & Finish Later Save and Continue
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Step 8: Add Administrat or

1) Enter information
2) Click Save .

Day Camp Registration

Day Camp Information

® 1s the program ACA sccredied?

[ J—

Administrator Information

First Mg Last Name

Click Save

Please save your answers before continuing to next section.

Emad address Frane Hembar

B Fimish Later

Acoess St Duse

Review 5 Sign

Enter Information q

N\
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Step 9: Click Save and Continue

Click Save and Continue

®

Ownership ini i o Review & Sign

Day Camp Information

* Is the program ACA accredited?

No

Please save your answers before continuing to next section.

First Name Last Name Email Address Phane Number Start Date

Administrator Information

Adarn Spain adam@mallinator.com (854

Click Save and Continue

Save & Finish Later Download Report

Step 10: Attach Required Documents

Click on the first document button
Note: If no documents are required to be attached, proceed to Step 15

=

8OLD
Beginning

Ohio Department of Education Bashbosrd Add System User

Ohio Department of Job and Family Services

Day Camp Registration

®

Day Camp Information Ownership Administrator Information Documentation Review & Sign

s coamerin | R <<= Cl docurment
List
button

‘ Save & Finish Later
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Step 11: Click Add New Attachment

Click Add New Attachment

Department of Education
Department of Job and Family Services

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

Step 12: Select Document

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

+ 4 | » Attachments v ¢ | Search Attachments »p

Organize New folder = ]| @

v ~ .
o Favorites Name Date modified Type

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

<4 Recent places

le. Google Drive

Click the
& This PC document

Iy Desktop

I\ Documents
l4 Downloads
¥ Music

& Pictures e Click Open
B Videos

LS 4

A e e

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

‘ QOpen |vH Cancel
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Step 13: 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

gancet “
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Step 14: Attach Other Required Documents

1) RepeatS teps 10 to 1 3 if multipled ocuments are required
2) After all required documents are attached, then c lick Save and Continue
Note: When a document is added, the document name displays to the right of the document button.

T ——_

Click Save and Continue
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