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OCLQS Portal 1 ODJFS Change of Capacity

Description:

This Job Aid describ es the process of submittinga C hange of Capacity
Amendment on the OCLQS Portal .

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

Click Log in as ODJFS User
Note: If youdo not have an OCLQS account , refertothe OCLQS Portal - Account Mana gement Job Aid

for the steps to create an account.

Ohio Department of Education
Ohio Department of Job and Family Services

P */\

Beginning!

Welcome to the Ohio Child Licensing and Quality System!

Log in as ODE User
Log in as ODJFS User

OR

| Click Loginas
ODJFS User

[ 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 Log In

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

**7|
5 Ohio Department of Education
Y Ohio Department of Job and Family Services
BOLD " £
Beginning!
elcome to e Ohio d e g and Qua =
-~
. Ohio Department of Job and
Enter Email an : .
te a a d Family Services
Password i
" |
| &‘ o - o - Password Forgot Password?
" /
G ’
- Log In
cick |
k o8
L ack
Log In g
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. i

Step 3: Search for the Program

Enter program name inthe search  bar

Note: Itis not always necessary to search for the program. You can also look for the program on the
screen without the search.

@ Evelyn Kung
**
> P Ohio Department of Education
4 Dashboard Messages Documents Add System User
Ohio Department of Job and Family S
Beginning/
Enter program
name
Programs
Search for a program Sort By | Priority 2}
Happy Kids 0S Pretty Evelyn
2160000226 2160000216
Type : Type :
Program Status : Not Licensed Program Status : Licensed
Expires : Expires :
SUTQ Status : SUTQ Status :
Expires : Expires :
adn35000000B2ZY
2160001127
Type :
Program Status : Not Licensed
Expires :
SUTQ Status :
Expires :
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Step 4: Select the Program ‘

Click anywhere in the program card

@ Evelyn Kung A
x*7]
h Ohio Department of Education
* P Dashboard Messages Documents Add System User
Ohio Department of Job and Family Services
BOLD P y
Beginning!
Programs
pretty Sort By | Priority
Pretty Evelyn Click program
2160000216
card
Type :
Program Status : Licensed
Expires :
SUTQ Status :
Expires :
V|

Step 5: Manage Programs

Click Manage Programs

@ Evelyn Kung A
]
* Ohio Department of Education Dashboard Messages Documents Add System User
Ohio Department of Job and Family Services
BOLD P ily Servi
Beginning!
Pretty Evelyn
Program Number: 2160000216
License Step Up To Quality Summary
| 5:%5{:%\3
Pretty Evelyn step up’
123 st. to quality
Franklin, OH Tty
12345
; U s Status:Not Rated Expires:
CI|Ck Manage Status: Licensed Expires: u: pi
Programs
V|
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Step 6: Request A

Click Request Amendment

@ Evelyn McComic A
XX .
. Ohio Department of Education Dashboard Messages Documents Add System User
Ohio Department of Job and Family Services
Beginning/
Pretty Evelyn
Program Number: 2160002024
O Step Up To Quality Summary
. Request {;i?lt}ﬁ
Click Request ! Amendavent App step upiﬁ?
to quali
Amendment o
Request Closure Update
Program
Information
V|

Step 7: Select Change of Capacity /Space Amend ment

Click Change of Capacity/Space

Start an Amendment

Change of Location

To update an Amendment, select a link below. To see a status of an existing Amendments, please see the
Pending Amendment table below.

Change of Administrator

To update your program’s location information, including, Lorem ipsum dolor sit amet, consectetur adipiscing
elit, sed do eiusmod

Change of Capacity/Space

To update an Amendment, select a link below. To see a status of an existing Amendments, please see the

Click Change of

Pending Amendments
Below is a list of your pending amendment transactions and the existing status.
Amendment Status Submitted Actions
Change of Administrator Not Submitted Withdraw
Update
OCLQS Portal Job Aid Page 4 January 2017

ODJFS i Change of Capacity Amendment



|
x> |
*
*
*

BOLD
Beginning!

Step 8: Enter Capacity Information

1) Enter information
2) Click Save Answers
Note: The Save Answers button must be clicked in order for the information to be saved.

e

Ohio Department of Education Dashboard Messages Documents Add System User

Ohio Department of Job and Family Services
BOLD ; d

Change of Capacity/Space Amendment

Indoor Room/Space Documentation Review & Sign

This request is used

Capacity Information AN

* Dele

or modify a currently approved room/space.

« Change the number of children you are license

serve.
* Change the age groups you ar licensed 10 serve.

Preparing to submit a request for a change of capacity/space:
* Review applicable rule language for specific requirements for your program type
« Check your current building approval for any limitations, if applicable
« If adding a new space, documentation may be requested
« 1f adding a new age group, documentation may be requested.

Beginning the request for capacity/space change
« Complete all required information on the amendment request screens.
* Review information prior to submission.
* Sign and submit the amendment request form,

Click the ‘Submit” button below to complete the capacity/space request

Current Approved Total Capacity
License Capacity

Enter
Informatlon % Requested Total Capacity

Current Approved Total Capacity Under 2 years

Calculated Maximum Capacity

* Requested Under 2 Capacity

a Is a new room/space being added that has not been previously used for care of children

E= ]

Click Save
Answers

Please save your answers before continuing to next section.

Indoor Room/Space Information

Room Name Room Number Currently In Use? Room/Space Type

e & Finish Later Save and Continue

OCLQS Portal Job Aid Page 5 January 2017
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Step 9: Enter Capacity Information

1) Click OK

2) Look at the answer to: Is a new room/space being added that has not been
previously used for care of children?

a. Iftheansweris Yes, then proceed to the next step
b. Ifthe answeris No,then proceed to Step 12

Please answer the questions.

Look at
answer

OCLQS Portal Job Aid Page 6 January 2017
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Step 10 : Click Add Item

Click Add Item  to add an indoor room/space

..’ '/|

. Ohio Department of Education Dashboard Messages Documents Add System User
30LD Ohio Department of Job and Family Services
Beginning!
Change of Capacity/Space Amendment
(®)
Indoor Room/Space Documentation Review & Sign

This request is used to.

Capacity Information » Add a new room/space.
+ Delete or modify a currently approved room/space.
* Change the number of children you are licen: 0

* Change the age groups you ar licensed to serve.

Preparing to submit a request for a change of capacity/space.
* Review applicable rule language for specific requirements for your program type.

« Check your current building approval for any limitations, if applicable
« 1f adding a new space, documentation may be requested.

« If adding a new age group, documentation may be requested.

Beginning the request for capacity/space change:
« Complete all required information on the amendment request screens
* Review information prior to submission
* Sign and submit the amendment request form,

Click the ‘Submit’ button below to complete the capacity/space request

Current Approved Total Capacity

License Capacity

Current Approved Total Capacity Under 2 years

Calculated Maximum Capacity

% Requested Total Capacity

* Requested Under 2 Capacity

Is a new room/space being added that has not been previously used for care of children

Please save your answers before continuing to next section.

Room Name R n Use? Room/Space Type

Click Add

m Item

Indoor Room/Space Information

OCLQS Portal Job Aid Page 7 January 2017
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Step 11 : Enter Indoor Roo ace Information

1) Enter Indoor Room/Space Information
2) Click Save

Indoor Room/Space Information Enter information a

Room Name Room Number Currently In Use? Room/Space Type

Indoor Room/Space Name Indoor Room/Space Number
Is the program currently using this room? Indoor Room/Space Type

[ --None-- v l [ --None-- v I
Will children in this room/space be over or under 2 1/2 years? Indoor Room/Space Location

I --None-- v/ l I --None-- v| l
Other Indoor Room/Space Location Indoor Room/Space Shape

[ --None-- v ]

Length 1 in Feet* Length 1 in Inches
Width 1 in Feet* Width 1 in Inches
Length 2 in Feet Length 2 in inches
Width 2 in Feet Width 2 in Inches

Square Footage Irregular

0
Click Save e
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Step 12 : Click Save and Continue

Click Save and Continue

Click Save and
Continue
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