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How to Complete a QRIS Agency 
Application 

Instruction Sheet 248

 You have been invited to apply to participate in your local county/
consortia's Quality Rating and Improvement System (QRIS) that 
supports and provides incentives to preschool and child care programs 
in order to offer the best early care and education possible.  

 This instruction sheet will walk you through the on-line application 
process. Feel free to take breaks and come back to your application as 
often as needed as you complete all data fields. You may need time to 
gather some of this information, and the system will save your data as 
you work through the sections.  
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Accessing the Application Portal

There are two ways to access your county/consortia QRIS Agency Application portal.   
  
1. By Invitation — If you were invited to apply to your local county/consortia’s QRIS 

program, you would have received the invite via email. Use the information 
provided in the email to log-in to the Application Portal. The email you received 
includes a link to the portal, your user-name and password. Click the link to access 
the portal.  

To log-in, enter the username and password provided in the email and click the “Sign 
In” button.  

2. Accessing Online — If you are accessing the Application portal from a link 
provided by your local county/consortia QRIS program, you will need to create an 
account. To create an account:  

1. Click “Don’t have an account?” 
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2. Enter your name, email, and create a password. Then click 
“Register.” Once you click Register, you will receive an email 
containing the link for the application portal and your username 
(your email address is your username). The email does not contain 
the password your created for security purposes.  

3. When you create an account and click Register, you will land in the 
Application portal. You can access the portal in the future by 
following the link in the email.  

When you first sign-in to the portal there will be a brief description of the Application 
Portal. Read the description before beginning the application. The Application Portal 
included a Google Translate tool located at the top of each page. Google Translate 
can be used to translate the application into other languages. If you want to use the 
tool, click the drop-down menu and select a language. 
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Start Application

The first step in the Application process requires filling out the agency name and 
selecting the agency type. An agency application differs depending on the agency 
type selected. For example, a Family Child Care Home will have a different 
application than a school district.  These two fields are required.

1 Enter the agency name in the “Agency Name” field. 

When you are ready to start the application click the “Begin Application” button. 
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2 From the “Agency Type” drop-down menu, select the agency type. If “Other” is 
selected, enter the agency type in the “Agency Type” field. 

3 
_______________________________________________________________________________________

Then click “Save.” 
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Agency Information

The agency name and type selected will autogenerate on the “Agency Information” 
page. These field are editable. 

1 Enter the agency phone number and address. The County drop-down menu will 
display the county or counties your county/consortia QRIS program serves. If you 
do not see your county included in this list, contact a county/consortia 
administrator.  
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2 If applicable, enter the California Department of Education Vendor number.

_______________________________________________________________________________________

3 Enter the name, phone number, email, and title of the Agency Director, or 
equivalent. The information entered will be used to contact the Agency Director 
after the application has been reviewed. 

_______________________________________________________________________________________

4 Enter the date your program began this year, when the last date of service will be, 
and the best time to reach you by phone to review your application in the 
Additional Information section.
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5 Click the “Save” button. 

Review the data you entered for accuracy. If you need to edit the information, 
click the “Edit” button. If, at any point during the application, you want to start 
over, click the “Start Over” button. This will essentially delete the information 
entered on the application allowing you to start a new application.  

If the information is accurate and you are ready to move-on in the application 
process, click the “Add Site” button. 
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Site Information

The second step in the application process requires filling out site-level information. 
A site is the physical address of a preschool location. An agency can have multiple 
sites or multiple locations where a preschool is provided. For example, a public 
school district may have a preschool site at each elementary school. Each elementary 
school would be considered a site. You will need to “Add a Site” for every site in the 
agency. This instruction sheet will create a site then add the session the site serves 
before adding the additional sites that belong to the agency. However, you can enter 
site-level information first for all the sites at your agency, then add sessions to the 
sites. It is recommended to do whatever is easiest for you. 

Enter the site name, phone number, and address. The County drop-down menu 
will display the county or counties your county/consortia QRIS program serves. If 
you do not see your county included in this list, contact a county/consortia 
administrator.  

1 
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2 Select the type of setting that best describes the site.

____________________________________________________________________________________________
_

3 Enter the name, phone number, email, and title of the Site Supervisor, or 
equivalent.

4 Enter the site’s Child Care Licensing (CCL) number(s). If the site only has one CCL, 
leave the second field blank. If the site is not a licensed childcare or preschool, 
leave these fields blank.

________________________________________________________________________________________
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5 Click the “Save” button. 

Review the data you entered for accuracy. If you need to edit the information you 
entered, click the “Edit” button.

Session Information

The third step in the application process requires filling out session-level information. 
A session is a designation that relates to a specific group of children. There may be 
an "AM Session" and a "PM Session" that share the same classroom, as an example. 
It is important to submit the data separately for each "session" or group of children 
served that you wish to include in the QRIS Program. 

If a site is not a traditional preschool or childcare program, there may not be any 
“sessions” implemented at the site. As an example, if the site is a library program or 
a Family Resource Program, sessions may not apply to the services you offer. You do 
not have to create sessions in these cases. Some alternative programs do implement 
classes or groups that serve designates groups of children. When this is the case, 
sessions can be 
created, but not all of 
the fields will apply.  

Click the “Add a 
Session/Classroom” 
button to add a 
session to the site. 
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Enter the session name.1 

_______________________________________________________________________________________

2 Enter the room number. 

3 
________________________________________________________________________________________

Enter the capacity of children.

4 Select the time of day the session operates (AM, PM, or Full-day) and the start 
and end time. 

________________________________________________________________________________________

5 From the drop-down menu, select the language of instruction and the language 
of the majority of children the session serves. 

______________________________________________________________________________________
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6 Select the session’s age group of children. Select as many as applicable. 

________________________________________________________________________________________

7 Select the subsidy type for the children enrolled 
in the session. Select as many as applicable. 

8 Enter the session staff. 

________________________________________________________________________________________
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9 Click the “Save” button. 

Review the data you entered for accuracy.  To do so, click the session name 
displayed in blue. This will 
expand the box to display the 
session information you 
entered. If you need to edit 
the information you entered, 
click the “Edit” button. Note 
that when in ‘edit-mode’ the 
delete option is available. 
Click the “Remove” button to 
permanently delete the 
session.

If the information is accurate and there are more sessions at the site, click the “Add 
Session” button and repeat steps 1 through 9. 
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If you have entered the information and sessions for only one of your sites, click the 
“Add a Site” to enter information for another site. Then enter the sessions that take 
place at the site. Continue this until you have added all of the sites and sessions that 
belong to your agency. 

If you finished entering the information for all the sites and sessions that belong 
to your agency, you are ready to submit your application. Review your 
application before submitting. Note that once any application is submitted, you 
will not be able to make any edits.  To submit the application click the green 
“Submit Application” button.  
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The application portal displays the status of your application. When the QRIS or 
county administrator, changes the status of your application, the status will reflect on 
the portal and any notes/comments provided by the QRIS or county administrator 
will appear as well. You will also receive an email notification letting you know when 
the status has changed. When you received the email, log back into the portal to 
review.  


