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OCLQS Portal – Facility Information Update 

Description:  

This Job Aid describes the process of submitting a Facility Information 
Update on the OCLQS Portal.  This Job Aid includes steps to add, delete, or 
edit a schedule. 

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 Facility Information 

Click Update Facility Information 

  

  
 

  

Click Update Facility 
Information 



                                                                       
 

 
OCLQS Portal Job Aid 
Facility Information Update 

Page 4 January 2017 

 

Step 5: Enter Facility Information 

1) Enter Facility information 
a. Click on the applicable value(s) in the Available column of the Age Groups 

Served field 
b. Click on the      arrow to select the value into the Chosen column 

2) Enter information in the remaining fields 
Note: Only the values that appear in the Chosen column are selected.  Repeat Steps 1a and 1b to 
enter multiple values.  Use the  arrow to move values previously selected out of the Chosen 
column. 

  

 
  

  

Click on the 
value 

1a 

Click arrow 

1b 

2 

Enter information 
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Step 6: Edit Schedule Information 

Click the  icon to edit the existing schedule 
Note: To add a new schedule click the blue Add Item button in the Schedule Information section.  
To delete a schedule click the  button near the  icon and skip to Step 8. 

 

 
 

  

Click the icon 
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Step 7: Enter Schedule Information 

1) Enter schedule information 
2) Click Save 

Note: The Save button must be clicked in order for the information to be saved.  If Submit is clicked, 
then the information will not be saved. 
To add/edit additional schedules repeat Steps 6 and 7. 

 
 
 

   
 

 
  

Click Save 

Enter information 1 

2 
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Step 8: Submit Update  

Click Submit 
 

   
 

  

Click Submit 
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Step 9: Return to Dashboard    

Click Go back to Dashboard 

   

The process of submitting a Facility Information Update is complete. 
 

Click Go back to 
Dashboard 
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