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The Organization Dashboard is a resource that Administrators can use to manage the program’s registry 
information. It is a helpful tool in the program administrator’s daily work.   

 
Rule 5180:2-12-07, outlines the documentation responsibilities for administrators in a license childcare 

regarding the Organization Dashboard. Information in this dashboard is directly pulled to the Employee 
Record Chart for licensing specialists to view. 
 

This document provides guidance and provides instructions for accessing and managing the Organization 
Dashboard and each tab within the dashboard.  
Click on any item below to view the guidance.  

 

 

Requesting Access 
How to Access the Organization Dashboard 
Employees Verification and Management 

• current, former, pending 

• verify and/or end date 

• manage/view PD 

• New Hire Checklist 

Applications 

Background Check Notifications 
Groups 

Payments 
Schedules 

Reports 
  

https://codes.ohio.gov/ohio-administrative-code/rule-5180:2-12-07
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Requesting Organization Dashboard access 

Some administrators will receive access automatically, while others may need to request access. A 

professional who needs access can send the following details to support@occrra.org: 

- For an Ohio Department of Education and Workforce (ODEW) program, your request must be on 

agency/company letterhead and include the name of the person needing access, their OPIN and 

the program license number. The requester must provide their name, OPIN, and role/title. 

- For an Ohio Department of Children and Youth (DCY) program, your request must include the 

name of the person needing access, their OPIN and the program license number. The OPR will 

check our data provided from DCY/OCLQS and if the data matches, access will be provided. If it 

does not match, then one of the following can be provided to receive access: 

o A copy of the DCY Program license with the requester’s name listed as administrator 

o A letter on agency/company letterhead from the owner of the program stating access 

should be given to the requester.  

 

Accessing the Organization Dashboard  
To access the program’s Organization Dashboard, locate the Organizations tab and click the        to open the 

Organizations options.  
 

 

 
 
 

  

mailto:support@occrra.org
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Click inside the Program Management box to Select Organization and select the program you wish to manage. 

 
 
The Organization Dashboard tabs are now visible in the left-hand menu (outlined below). 
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If there are Employees that are pending verification, this will be the first page you see.  

• If the professional is currently working at this program, select Yes. 
• If the professional is not currently working at this program, select No and provide an end date. 

If there are no employees that need verified, you’ll be taken directly to the Current Employees tab.  
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Current Employees 

The Current Employees section of the Organization Dashboard shows all active verified employees at that 

program.  

The columns include: Employee name, OPIN, Employment dates, Position/Role, CPL, PD complete/required, 

Completed PD topics, and Actions. 

The clock indicator next to the name of the professional shows they have a staff scheduled entered. 

The      next to a professional’s name indicates they have additional roles at that program. Select the       to 

display additional roles. 

 

 

 

 
 

 

 

 

 
 

 

 

 
 

 
 

On the right of each employee in the list, the three dots in the Actions column will open a menu of options to 
select, including: 

PD – (Professional Development/training) -View PD, Print PD Report 
End Date Employment – Administrators can end date employees who are no longer with the program. 

New Hire Checklist – this checklist will pull in staff requirements, such as trainings and health and safety 
training expiration dates, directly from the professional’s OPR profile.  It will also allow the 
administrator to enter medical completion dates and background check expiration dates for the 
administrator to view and monitor compliance.  
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New Hire Checklist Guidance: 

• Enter the date in the date box for each item that you can confirm, and then checkmark the box 
on the left to indicate that it is complete. 

• Health and Safety required trainings that have been verified in a professional’s profile will auto-
populate in there checklist (CPR, First Aid, Communicable Disease, Child Abuse).  Check mark in 
the box on the left to confirm completion. 

 

 

 
 

 

The Former Employees tab shows employees who have an end date for a record at that program. 
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Applications  

The Applications section is for programs interested in applying for the Ohio Healthy Programs, or other 

available OCCRRA initiatives for programs if available. 
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Background Notifications 

Opens a new tab to display this program’s background check notifications. 

 

 
 
Complete the security check 
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A list of background checks for your verified employees will display.  

Use the filters at the top of each column for specific search. 

Click on the   on the right to open, view, and/or print the DCY 01176 form.  
 
 

 
 

Administrators who have Organization Dashboard access will receive a notification in their OPR profile when a 

DCY01176 form is completed.  
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Groups 

Opens a new tab to display this program’s groups. Groups is connected to the Employee Record Chart (ERC) 

licensing inspection tool. The information on each group will populate into the ERC. The program 

administrator will need to add each group in the program to the Organization Dashboard.  

NOTE: each group only needs to be added once to this section AND each group must have a unique name for 

the ERC. 

 
 

 

 

 

 

 

 

 

 

• Click Add Group to begin. The program administrator will add the group and include the name of the 
group, the lead teacher’s name, number of children enrolled in the group and their age group.  

• Click +Add to save the group.  

Please note: The program administrator will need to complete the information on each group in the 

program before they will be able to enter the staff’s working schedule into Staff Schedules. 

The program administrator can also edit or remove groups on this page and will need to make sure that 

groups and lead teacher assignments are kept updated for the ERC.  
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Payments 

Displays any payments made to that program for various OCCRRA initiatives. 
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Staff Schedules 

Opens a new tab to display the staff scheduling tool. This page is used for creating schedules for each of your 

staff members. This data goes into the Employee Record Chart and is a requirement to be completed. The 

program administrator would start with selecting an employee from the drop-down menu. 

 

Once an employee is selected, the staff schedule tool appears. The roles are listed under an accordion drop-

down and the staff schedule selector is below it.  

1. To add a schedule to the grid, first click +Add Schedule.   
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2. Left click on your computer mouse, hold, and drag the mouse over the time slots for the schedule. Release 
the mouse button and the schedule will be filled in for the time slots selected. The program administrator 
can un-select using this method also. The color on the card on the left matches the color on the schedule 
on the right.  

 

3. Click Save to save the schedule or click +Add Schedule to add another schedule for a different role. The 
program administrator also has the option to remove the schedule by clicking the trash can on that 
schedule card. 
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Reports 
1. Program Reports are accessed via the Reports tab in your profile. 

2. Click on the Reports tab from the menu panel in your profile. 

3. Click on the + next to Program Reports 

4. Click inside the Select Organization box 
5. Select your Organization 

 

 
 

 
Click on each report tab to view and/or print the report. 
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Report Type Summaries: 

 

Program Summary Report - (PDF or CSV): Lists verified employee information in an easy-to-read layout, lists 
employees, date of hire, role, CPL, Education, SUTQ PD, and Groups assigned. 

 
 

 
 
Program Detail Report – Professional Development Certificate (PD Cert) information for each professional at 

that program  
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Professional Development Report - (CSV): Professional Development (PD) information for each professional. 

Select an employee to be provided with a CSV file of their PD. 

 

 

 Expired Required Trainings Report - This report shows the expiration dates for required licensing health and 

safety trainings—CPR, First Aid, Communicable Disease, and Child Abuse—for current employees. 
* Only employees whose training has already expired or will expire within the next 90 days are included. 
* The report is a point-in-time snapshot based on the date it is run. 

 

Program Checklist Report – (PDF or CSV) view and/or print the New Hire Checklist information from all 

employees at the program.  At least one employee must have a completed/saved checklist for this report to 
list any information.  

 
 

 

 

 
 

 
For more information, please view our website (Program Administrator). 

If you have additional questions, contact us at support@occrra.org. 

https://occrra.org/ohio-professional-registry/program-administrator/
mailto:support@occrra.org

