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OCLQS Portal  ï 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) :   

¶ OCLQS Portal ï Account Management  

Step 1: 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.  

  

 

  

Click Log in as 
ODJFS User  
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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 Manag ement Job Aid for information on how to get log in information . 

 

Step  3: Create a  Registration    

Click Create a  Registration . 

 

  

 

1 

Click  
Log In  

Enter Email  and 
Password  

2 

Click Create 
a 

Registration  



                                                                       
 

 

OCLQS Portal Job Aid  

ODJFS ï Registration Day Camp   

Page 3 December  20 20  

 

Step 4 : Continue to Application    

Click Continue To Registration .    

 

  
 

 
  

Click Continue To 
Registration   



                                                                       
 

 

OCLQS Portal Job Aid  

ODJFS ï Registration Day Camp   

Page 4 December  20 20  

 

Step 5 : Enter Day Camp Information    

1)  Enter Day Camp  Information . 

2)  Click  Save and Continue . 

Note: Click the        icon to enter the c ounty.  See the Appendix  at the end of this document for 
additional details.   

   

 
 

 
  

Enter 
information    

Click Save and 
Continue    

1 

2 
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Step 6 : Enter Owner ship  Information        

1)  Enter details in the 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.  

   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter Details  

Click Save and Continue  

1 

2 
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Step 7: Enter Administrator Information  

1)  Click Drop Down Arrow to select appropriate answer for ACA accreditation . 

a.  If ñYesò  is selected then enter the name as it appears on the day camp 

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.  

 
 

 
 

  

Select Answer  

1 

2 

Click Save  Answer s 

Click Add Item 
3 
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Step 8:  Add  Administrat or         

1)  Enter information . 

2)  Click  Save . 

 

 
 

  

Enter Information  

Click Save  

1 

2 
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Step 9 :  Click Save and Continue      

Click  Save and Continue . 

   
 

 

Step 1 0 : Attach Required Documents  

Click on the first document button . 

Note: If no documents are required to be attached,  proceed to Step 15 . 

   
 

  
 

  

Click document 
button  

Click Save and Continue  
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Step 1 1 : Click Add New Attachment  

Click Add New Attachment . 

  

Step 1 2 : 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.  

   
 

 

Click Add New 
Attachment  

Click the 
document  1 

Click Open  2 
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Step 1 3 : Save the Attached Document   

Click Save .    

  

  

Click Save  



                                                                       
 

 

OCLQS Portal Job Aid  

ODJFS ï Registration Day Camp   

Page 11  December  20 20  

 

Step 1 4 : Attach Other Required Documents    

1)  Repeat S teps 10 to 1 3 if multiple d 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.  

  

  

Click Save and Continue  










