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OCLQS Portal 17 ODJFS Registration: In -Home Aide

Description:

This Job Aid describ es the process of  submitting a registration as an ODJFS
In -Home Aide in the OCLQS Portal

Appendix:  Additional details on entering registration information
Related Job Aid (s) :
1 OCLQS Portal 7 Account Management

Stepl: Loginto the OCLQS Portal

Click Log in as ODJFS User

Note: Ifyoudo not have an OCLQS account , refertothe OCLQS Portal - Account Management Job Aid
for the steps to create an account.

**|
,' Ohio Department of Education
¢ Ohio Department of Job and Family Services
BOLD : Y
Beginning!

Log in as ODE User
Log in as ODJFS User

OR

[ 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 Manag ement Job Aid for information on how to get log in information

**7|
- Ohio Department of Education
i soLp | Ohio Department of Job and Family Services
Beginning!

Welcome to the Ohio Child Licensing and Quality System!

Ohio Department of Job and
Family Services

Enter Email and
Password

Forgot Password?

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. -

Step 3: Create an Application

Click Create an Application

T ,
* Ohio Department of Education Dashboard Messages Documents
Ohio Department of Job and Family Services
Beginm‘ng!
Programs
Click Create
an
Application
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Step 4: Continue to Application

Click Continue to Application

@ Evelyn McComic A

%
» \ " .
. Ohio Department of Education Dashboard Messages Documents Add System User

Ohio Department of Job and Family Services

B
Beginning!

Prescreen

Instructions

Provide the information necessary for the This ion will take appr 30 minutes
to complete. You may save and return to complete your application as necessary.

Applicants will be required to complete the application in its entirety and may need to pay a non-
refundable fee. Applicants will also be required to upload any required documents as determined by the
type of application and may be required to have a valid credit card (Visa, Mastercard, or Discover).

cancel Continue To Ap)

Click Continue
to Application

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

Copyright © 2016 State of Ohio v
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Step 5: EnterIn -Home Aide Information

1) Enter in-home a ide information
2) Click Save Answers

Not e: | f sélettedsfay havirg ever held a child care

B or in -home aide certificate or license, then additional information is required. See the

the end of this document for additional detai

Is.

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

certificate /license in another state or a Type

appendix at

In-Home Aide Certification
)
Program Information Dacumentation Review & Sign
* Program Name
Program Information
* Street Addr
Street Address 2
o * City * Stat
Non
~ Enter * Zip Cot
information
* Phone Phone Ext
* Prog | Add
Expiration Date
* Provider Agreement
Hon
* Malling Address
Mailing Information
Mailing Address 2
* City * Stat
N
* Zip Cod
N
Hr 4 a Type 8 h " !

Click Save
Answers

nswers before continuing to next section.

OCLQS Portal Job Aid
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Step 6: Click OK

Click OK

been saved.
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Step 7:Click Save and Continue

Click Save and Continue

In-Home Aide Certification

Program Information Documentation Review & Sign

* Program Mame
Program Information

* Street Address

Street Address 2

* City * State
No

* Zip Code

* Ph Phone Ext

* Program Emall Address

Expiration Date

* Provider Agreement

None:

* Mailing Address
Mailing Information

Malling Address 2

* City * State

* Zip Code

Please save your answers before continuing to next section.

Click Save and
Continue
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Beginning!

Step 8: Attach Required Documents

Click on the first document button
Note: If no documents are required to be attached, proceedto S tep 12 .

In-Home Aide Certification

Program Information Documentation Review & Sign

Click document
button

Required Documentation
List

Statement of Nonconviction for Child Care

Verification of Completion of a High School
Education, a High School Diploma or General
Fducational Development (GED)

Verification of Certification in First Aid

Verification of Certification in
Cardiopulmonary Resuscitation (CPR)
Certification

Management of Communicable Discase
Training

Save & Finish Later Save and Continue

Click Add New Attachment

FEile Edit View Favorites Tools Help

Choose a document Click Add New
Attachment

Add New
Attachment

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

Document Link Name Rating Points Affiliation

Comments

Cancel
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Beginning!

Step 10 : 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.

Department of Education
Department of Job and Family Services

- | » Attachments v O Search Attachments

Organize ~ New folder

';- Favorites ” Name Date modified Type

B Desktop Document 1.dock 11/29/2016 1049 ..  Microsoft W
I3 Downloads

=4 Recent places

I Google Drive
Click the

& Thie pC document

Iy Desktop

I Documents

I3 Downloads

& Music

k. Pictures e Click Open

B Videos

v <

File name: Document 1.docx v | | All Files v

BL Armca. rma

‘ Open |VH Cancel ‘

Step 11 : Save the Attached Document

Click Save

File Edit View Favorites Tools Help

Choose a document

Document 1.docx

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

Document Link Name Rating Points Affiliation

Comments

Click Save

ancel “

OCLQS Portal Job Aid Page 8 January 2017
ODJFS i Registration: In  -Home Aide



Bl

»*
*

Beginning!

Step 12 : Attach Other Required Documents

1) Repeat S teps 8to 11 if multipled 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.

In-Home Aide Certification

Program Information Documentation Review & Sign
Required Documentation i ;
List Statement of Nonconviction for Child Care 2
(added)

Verification of Completion of a High School
Education, a High School Diploma or General
Educational Development (GED) (added)

Verification of Certification in First Aid

Test Documentegy

A J Click Save and Continue
Step 13 : Review and Sign

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

IH

In-Home Aide Certification

Program Information Documentation Review & Sign

Review Completed

Placeholder

Applicant Statement

G Electronic Signature

Check Electronic
Signature  box

Nick House
e 01/02/2017, 2:57 PM

Enter full name } b

Submit Your Registration

TALEd 10 YOUr (EQISTIAtion yOU MUSK SEIeCt 'MaKe Payment and proceed through the

Click Submit a
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Step 14 : Return to Dashboard

Click Go back to Dashboard

o4 I ‘
* Ohio Department of Education Dashboard Messages Documents
Ohio Department of Job and Family Services
Beginning!
Registration Successfully Submitted
You have successfully submitted your registration. A copy of the registration will be e-mailed to J
you or you can download a copy by clicking "Download Report”. You will be contacted about the

next steps in the process.

Go back to Dashboard ( Pown

Click Go back to Dashboard

-Home Aide is

The process of submitting a registration as an ODJFS In

complete.
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Appen dix: Entering Additional Registration Information
Description:

Appen dix gives additional details for entering registration information

Step A-1: Additional Registration Details

I f AYes o i s helédchildtared cdrtificate /license in another state
1) Click all of the applicable checkboxes
2) Click the Drop Down Arrow to select the applicable state

I f AYeso i s heléd €ypdaBehdmeforamr -home aide certificate or license, then enter
the county in the field that is displayed.

3) Enter the county

Note If you held child care certificates/licenses for multiple states, then enter information for the most
recent certificate/license. If you held Type B home or in -home aide certificates or licenses for multiple
counties, then enter information for the most recent certificate/license.

Click
checkboxes

Select state

Enter county

Additional registration details have been entered - returnto S tep 5.
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