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OCLQS Portal – Authorized Representative Update 

Description:  

This Job Aid describes the process of submitting an Authorized 
Representative Update on the OCLQS Portal.  This Job Aid includes steps to 
add a new Authorized Representative. 

Related Job Aid(s):  

• OCLQS Portal – Account Management 

Step 1: Select the Program   
• Log in to the OCLQS Portal 

o For information on OCLQS Portal log in refer to the OCLQS Portal – 
Account Management Job Aid 

• Click anywhere in the program card   
 

 

  

Click program 
card  
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Step 2: Manage Programs  

Click Manage Programs  

 

  

Step 3: Update Program Information 
Click Update Program Information 

   

  

  

Click Manage 
Programs  

Click Update 
Program 

Information 
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Step 4: Update Authorized Representatives 

Click Update Authorized Representatives 

  

  
 

  

Click Update Authorized 
Representatives 
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Step 5: Edit/Add Authorized Representative  

Click the  icon to edit the existing Authorized Representative Information 
Note: To add a new authorized representative click the blue Add Item button in the Authorized 
Representative Information section. 

  

 
  

  

Click the icon 
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Step 6: Enter Authorized Representative Information   

1) Enter Authorized Representative Information or update the information as 
appropriate 

2) Click Save 
Note: The Save button must be clicked in order for the information to be saved.  If Save and 
Continue is clicked, then the information will not be saved. 
To add/edit additional authorized representatives repeat Steps 5 and 6.  

 

 
 

Enter information 

Click Save 

1 

2 
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Step 7: Save and Continue  

Click Save and Continue 

 

   

Step 8: Attach documents if required 

Click Save and Continue 
Note: Refer to OCLQS Portal – Document Management Job Aid for information on attaching 
documents. 

  

  

Click Save and 
Continue 

Click Save and 
Continue 
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Step 9: Submit Request 

Click Submit 

  

  

Step 10: Return to Dashboard    

Click Go back to Dashboard 

   

The process of submitting an Authorized Representative Update is complete. 
 

Click Submit 

Click Go back to 
Dashboard 
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