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OCLQS Portal — ODE Temporary Pandemic SACC Program

License Application

Description:

This Job Aid describes the process of submitting an application for pandemic
School Age Child care license as an ODE program in the OCLQS Portal.

Step 1: Log In to the OHID

Click Log in to OHID after entering User Name and Password
Note: An account must be created in OHID in order to log in to OHID

I ohid.ohio.gov/wps/portal/ohid/business/login/lut/p/z1/fY1BC4JAFIR_jVFFQ9fSbmuHIsiliPJdOmIdRfPJuvr7WEhLUM1hYD5mGCC4AVXF30)... @ 3

B DEVGOLD & OCLGS & UAT () PortalProd & PortalUat ) TFS @ OEDS @ AppBuilder @) Quizlet ~j ERC @ CDC ' Corona

@OH|ID

@ OH|ID

Uzername:
I 0000 I
OH|ID Pazaword
‘ Enter OHID User
I 2 faw Name/PaSSWOI’d
and click Login

Forgot usernamedpassword?

Meed Help?
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Step 2: Click on OCLQS Tile

Click on OCLQS App on My Apps page in OHID
Note: OCLQS Roles should have been established in OEDS to get access to OCLQS APP

@OH|ID

Home User Account Management v Help Center

My Apps
You are currently subscribed to the apps below - clicking the "X" on the app tile will unsubscribe you from the app and reinstating your subscription may require additional approval.
— Click Ohio Childcare
R Licensing and Ohio Education
— OCLQS Tile ) g Directory System
. Quality System (OEDS)
- Apply, renew, and I I (OCLQS) l I ;
maintain licenses Li ing & Step Up t ey s s
\censing EHEIED and districts
Quality support

Step 3: Create an Application

Click Create an Application

]
L4

Ohio Department of Education

Dashboard Messages Documents
3 Ohio Department of Job and Family Services
Beginning!

Programs

Click Create

an
Application
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Step 4: Select IRN

Click Select IRN

Prescreen

rmation Retrieval Number (IRN) for the Organization that will operate the program. To operate a program
responsible for the day-to-day planning, organizing, and managing of the program.

Click Select IRN

If the proposed location of your program is not displayed here, please select another location IRN or contact the Ohio
Educational Directory System (OEDS) administratoer for your organization.

Which of the following age groups will the program serve? (check all that apply)

Infant Toddler Preschool

School-Age

Continue To Application

Step 5: Select Organization
Click the Drop Down Arrow to select the Organization

Prescreen

Please select the Information Retrieval Number (IRN) for the Organization that will operate the program. To operate a program
means being directly responsible for the day-to-day planning, crganizing, and managing of the program.

Organization

--None--

Select Organization

If the proposed location of your program is not displayed here, please select another location IRN or contact the Ohic
Educational Directory System (OEDS) administrator for your organization

Which of the following age groups will the program serve? (check all that apply)

Infant Toddler Preschool School-Age
OCLQS Portal Job Aid Page 3
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Step 6: Continue to Application

1) Click the Drop Down Arrow to select the appropriate Location
2) Click the circle to select the appropriate Address (physical)
3) Select Age Group 5 years to 14 Years

4) Select if SACC Will serve in same building or new

5) Select if applying for Temporary Pandemic SACC Program

6) Click Continue to Application

Qrganization

043370 - Bellaire Local [Public District)  w

Select Location

Location
Plaase salect e biilding where the progran will be [aeated.
I 142513 - Bellsire Middle Scheol {Public School) w

e Select Address (physical) EE e
® > bellzire-Neffs Rd Eellzire Faci: 11 Belmant Primary
Educational Dir System (DEDS) admi

Select ages served

Which of the fallowing age groups will the
Ii 5 years — 14 years (not in - il ? e

I you areonly senving school-age e Select if operating in an existing Building
Select if applying for Temp SACC

Are you apphying for Temporary pandemic

Click Continue to Application

Continue To Application P
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Step 7: Enter Initial Program Details

1) Enter Proposed Open Date
2) Select Age Group Served
3) Click Save Answers

Note: The Save Answers button must be clicked in order for the information to be saved.

* Are you applying fer Tempeorary pandemic SACC Program License?
Program Address &

Contact Information = ~
o * Proposed Open Date Building Name
I 09/10/2020 I Bellzire Middle School

Program Name

Bellaire Middle School

Enter Proposed

Strest Address

Open Date
L 54555 Bellaire-Neffs Rd
Strest Address 2
City State Zip Code
Bellaire OH hd 43906
. County Fhane Phone Ext

Click Save

Answers BELMONT
* Which of the following age groups will the pragram serve? (check all that apply)

Click Save
Answers

O 1nfant o o Toddler O oder Toadier O pre-school

Please save yo ers before continuing to next section.
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Step 8: Click OK
Click OK

Your answers have been saved.
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Step 9: Enter Additional Program Details

1) Enter Facility information

a. Click on the applicable value(s) in the Available column of the Attendance Options
field and Click on the | » | arrow to select the value into the Chosen column

b. Click on the applicable value(s) in the Available column of the Services Offered field
and Click on the » farrow to select the value into the Chosen column

2) Enter information in the remaining fields
3) Click Save and Continue

Note: Only the values that appear in the Chosen column are selected. Repeat Steps 1a and 1b to
enter multiple values.

* Attencance Options

B H S 5 Lo
) Bvallable - Chosen -
Click on the Pl
value IE
:.. mkEnds o i Click arrow
X -
Sersices Oftered

Bwvallable e Chasen e

Click on the

value
Click arrow
Do ol Nase a currenk SUTD rating?
...... L
Do your operate a sismmer only. program (for no mare than 15 consecufive
Sebect- b
Enter
Information | O yaou operate during school breaks cnly?
...... W
i} rs | prostide: cone
betaesn 7pm-Gam weekdays andfor 12am Saturday -Bam Monday |
e -Sebeck- e 2
Click Save and
- ==
"
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Step 10: Add a Schedule

Click Add Item to add a schedule

Application for Program License

Program Datails Site Dacumentatian Raview & Sign

Schedule Information

Sehedale Name Days of Cperstion Manths of Operation me 1 Start me 1 End me 2 Start me 2 Enc

= ﬁ Click Add Item

* Total nurmber of roorms used by this pragram:

Site Information

# Estimated Enroliment

% Full Day option offered:

None-
Indoor RoomySpace Information

ks pcemig B aew ke Tndcor Sncm/Space Kumber Indoar Raom/Space Type Unider or Ever 21/ Indaer Bnam/Space Shaps
CQutdoor Space Information

Outdose Ssate Name Outonor Space Shape Outdsor Square Footage Dreguls Length 1 ia Fest Lesgth 1 in Irches

| Save & Finish Later Save and Continae | rownicad Report
L L

OCLQS Portal Job Aid Page 8 May 2020
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Step 11: Enter Schedule Information

1) Enter a-Schedule Information b- Enter TEMP SACC as Program Name
2) Click Save
Note: To add multiple schedules repeat Steps 10 and 11.
0 @ Enter information
Schedule Information
Enter TEMP SACC as Schedule Name
o o
Q ]
! : |
K J
Site Informati T PR pY
[
| —
Indoor Room/Space Information
Ei=

OCLQS Portal Job Aid
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Step 12: Enter Site Information

Enter Site Information

c*/]

Frg Ohio Department of Education Dashboaid —

; BOLD, Ohio Department of Job and Family Services

Beginning

Application for Program License
L]
Program Detalls Site Documentation Review & Sign
Schedule Information
5 [t sof O 4 § a Tiimes 2 End
Wweoekday Schedule i inescay; Thursday Friday Year Found 04:00 AM 06:15 PM () [ ]
= Total number of AT d by this progi
Enter
. . # Total mimbar of <taff in this pmgam:
information

* Estimatod Encoliment
= Full Cay cption offened.
E=
= Farl Day option offersd
[ Heome—

Indoor Reom/Space Information

! space Mame Inder ROGMSp ot R Tver Inde
| Downtosd report |
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Step 13: Add Indoor Room/Space Information

Click Add Item to add an indoor room/space

." */]

BOLD

Begianing’

Ohio Department of Education = T
Ohio Department of Job and Family Services

Application for Program License

Program Detalls Site Documentation Review & Sign

Schedule Information

Schecule Bame Days of Operatio Morhs of Operetion. Time L SLan Time L End  Time ISt Thie 2 End

Weokday Schodule  Monday; Tuesday ;Wednosday Thursday:Friday  Year Round 04:00 AM  06:15 PM e (]

* Total numiber of roarms used by this program
Site Information
# Total mimbar of <taff in this pmgam:

= Full Day cotion offered

Indoor Reom/Space Information

T/Space Mame Inciaor ROAM/SPAcE Numiser Indosr Racrm/Space Type Under of Over 2172 Indoor RoomySaste Shape

[ roaxm |
Click Add Item
[

Downtoad Report |

OCLQS Portal Job Aid Page 11 May 2020
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Step 14: Enter Indoor Room/Space Information

1) Enter Indoor Room/Space Information

2) Click Save
Note: To add multiple indoor rooms/spaces repeat Steps 13 and 14.

Indoor Room/Space Information

Indoor Room/Space Name Indoor Room/Spaca Number Indoor Room/Space Type Indoor Room/Space Shape
Indoor Room/Space Name® Indoor Roomy/Space Number™
Indoor Room/Space Type™ indoor Room/Space Location
--None-- v | [ --None-- > I
Other Indoor Room/Space Location Indaor Room/Space Shape®
[ None i) l
Length 1 in Feet Length 1 in Inches
Width 1 in Feet Width 1 in Inches
Length 2 in Feat Length 2 in Inches
width 2 in Feat width 2 in Inches
Square Footage Irreqular
0

Cancel

_——

o Enter information

Outdoor Space Name Outdaor Space Shape ”e Click Save

gth 1 in Feet Length 1 in Inches

Smemdtanie

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

Copyright © 2016 State of Ohio
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Step 15: Add Outdoor Space Information

Click Add Item to add an outdoor space
Note: If an outdoor space does not need to be added, then proceed to Step 17.

”~
Indoor Room/Space Information
Indoor Roomy'Space Name Indoor Room/Space Number Indoor Roomy'Space Type Indoor RoomySpace Shape
Room 1 123 Frimary Space Square/Rectangle/L-Shaped 5 W
Qutdoor Space Information
Outdoar Space Name Outdoor Space Shaps Duitdoor Squars Foatage Trogular Langth 1 in Feat Langth 1 in Inches
i Click Add Item
Sﬂnwnmm Lot
v
£ - >

Step 16: Enter Outdoor Space Information

1) Enter Outdoor Space Information
2) Click Save

Note: To add multiple outdoor spaces repeat Steps 15 and 16.

Owtdoor Space Name® Outdoor Space Shape

None b

Sguare Footage brregular Lenigth 1 in Feet

width 1 in Fest

Width 1 In Inchas Langth 2 in Faat

Length 2 in inches

width 2 in Feet

width 2 in Inchas

—

g[ Enter information w i Click Save o &

OCLQS Portal Job Aid Page 13
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Step 17: Click Save and Continue

Click Save and Continue
Indaor Roam/Space Mams Indnes Ream/Spaca Numbar Indoor RoomySpace Typa Indaor Roam/Space Shaps A
Room 1 123 Primary Space Square/Rectangle/L-Shaped @ ]
QOutdoor Space Information
Quidvor Space Name Cutdoor Space Shape Qutdoor Square Foctage Irreqular Length 1 in Feet Length 1 in Inches
Outdoor 1 Square/Rectangle/L-Shaped 0.0 10.0 9.0 =1 ]
m Click Save and
Continue
Dawnbead Bepart
v
< I >

OCLQS Portal Job Aid Page 14 May 2020
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Step 18: Attach Required Documents

Click the first document button

Application for Program License

®

Program Details Site Update Licensing and Contact Documentation Review & Sign
Information

Required Documentation

List Building Approval

ire Ins n
button

Step 19: Click Add New Attachment

Click Add New Attachment

File Edt Yiew Favortes lools Help

Choose a document Click Add New
Attachment

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

Document Link Mame Rating Points Affiliation

Camments

OCLQS Portal Job Aid Page 15 May 2020
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Step 20: 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.

- 1 | » Attachments

Organize = New folder

" ~
" Favorites Name

v € | | Search Attachments

Date modified Type

B Desktop

Document 1.docx

11/29/2016 10:49 ...  Microsoft W

I3 Downloads

<+ Recent places

le. Google Drive

& This PC
I Desktop
I Documents
I3 Downloads
& Music
& Pictures
B Videos

WL Armca. rma

v <

Click the
document

e Click Open

File name: Document 1.docx

v | | All Files v

Click Save

‘ Open |VH Cancel ‘

Step 21: Save the Attached Document

File Edit View Favorites Tools Help

Choose a document

1 there are
attach it to this application,

Document Link MName

Comments

Rapl: is Document 1.decx

ppraved documents for yaur use, they will appear here. Dauble-click the document name to

Rating Points Affiliation

Click Save

OCLQS Portal Job Aid
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Step 22: Attach Other Required Documents

1) Repeat Steps 18 to 21 for all required documents

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.

Application for Program License

®

Program Details Site Update Licensing and Contact Documentation Review & Sign
Information

i i St Mary's fl lan.pdf
Eiesguwred Documentation v —— roval (added) ary's floor plan.p:
wadg
v Fire Inspection (added)

Save & Finish Later Save and Continue | Download Report

Click Save and Continue

Step 23: Review and Sign

1) Check the Electronic Signature box if you agree with statement
2) Enter your full name
3) Click Submit

Application for Program License

(] ] (] @

Program Detaile Site Decumentation Review & Sign

Review Compheted

Electronic Signature

o[ Check box i

Ownerd Dclas

16, 11:%0 AM

e Enter full name P .

Click Submit

OCLQS Portal Job Aid Page 17 May 2020
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Step 24: Return to Dashboard

Click Go back to Dashboard

@ Stephanie Morris

2 on _

" E Ohio Department of Education Dashboard Messages Documents
: Ohio Department of Job and Family Services
Beginning’

Application Successfully Submitted

You have successfully submitted your application for Kramer Elementary
School (Program Number: 1200022339). A copy of the application will be e- J
mailed to you or you can download a copy by dicking "Download Report”.

You will be contacted about the next steps in the process or if additional
information is required.

Go back to Dashboard ownload Report

Click Go back to Dashboard

The process of submitting an application for child care license as an ODE

program is complete.
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