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Register as a Direct Care Organization 
To register as a Direct Care Organization, login to your individual account by entering your 
email address and password. If you have not created your individual account, use this 
guideline and create your own account. 

There are two ways to add an Organization Profile. Click on “+ Organization Profile” from the 
pulldown menu under your name or “Add Organization Profile” on the lower right-hand 
menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://cecpd.org/Portals/1400/Assets/Documents/Registry%20Documents/How%20to%20Create%20an%20Individual%20Account%20in%20the%20OPDR.pdf?ver=_O2C2RlMOVMgQfOjDpdpMg%3d%3d
https://cecpd.org/Portals/1400/Assets/Documents/Registry%20Documents/How%20to%20Create%20an%20Individual%20Account%20in%20the%20OPDR.pdf?ver=_O2C2RlMOVMgQfOjDpdpMg%3d%3d


Source: Center for Early Childhood Professional Development        Wednesday, June 12, 2024 2 

Organization Profile Lookup 
 
 Enter the organization ID and click on “Create Profile.” If you do not know what your 
organization ID is, please contact CECPD. Contact information is available on the last page 
of this document. 
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Organization Registration 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verify the information in the boxes and enter a phone number. Click on the radial button 
for: “Yes, the organization provides direct care or PDC services to children and families,” 
and click on the “Next” button. 
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Organization Identification 

 
If OKDHS has licensed your organization, you will click on the “Yes” radial button. Enter 

your license number. You will need to include the K8. There should be ten characters for 

your license number. 

 

 

 

 

 

 

 
 

“Is your agency part of the Professional Development Collaborative (PDC)?” For all Direct 
Care Organizations, the answer to this will be “No.” 
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“Are you a Head Start grantee or Head Start site?” If you are part of the Head Start program, 
click the radial button that applies to your organization, then select your grantee using the 
pulldown menu. If you are not a Head Start program, select “No.” 

 

 

 

 

 

 

 

 

“Are you a child care program in partnership with Head Start?” If you are a Direct Care 
program in partnership with Head Start, check “Yes” and select your grantee. If you are not 
in a partnership with Head Start, select “No.” 
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“Are you a program within a school district?”  This question is asking if your organization is 
in a school district. If your program is located within a school, check the “Yes” radial 
button, and select your school. If not, select “No.” 

 

 

Are you a regulated child care program in partnership with a school district? This question is 
asking if you are a licensed program with a contracted partnership with a school district. If 
you have a contract, respond “Yes.” If not, select “No.” 

 

Click the “Next” button 

 

When you click “Next” the system will look for your program information. If the organization 
has already registered, you will receive a notification on the screen. 
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The system will display program information on the screen if you have not previously 
registered the program. Confirm the information. If correct, click “Next.” If incorrect, 
contact the OPDR. Contact information is on the last page. 

 

Organization Type Details: 
 
Training Sponsor Organization: Here, you will let the OPDR know if you want to be an 
“Approved Training Sponsor.” If you are not a training agency or are not sure, do not select 
anything. You can always contact the OPDR if you change your mind. 
Use the pulldown menu to select the accrediting agency.  

 
 
When you are through with your selections, click on the “Next” button. 
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Program Capacity 
 
Program Capacity: Here you will enter the number of children you can accommodate in 
each age group. The total should match the number of children listed on your license 
issued by DHS. 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have entered your enrollment information, click the “Next” button. 
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Organization Address 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This information defaults from DHS data. If it is not correct, contact your Licensing 

Specialist. CECPD cannot correct this. 
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Verify the phone number. Add your “Primary Website” address and any additional 
information you want to share with providers. 

Determine your “Communication Preferences,” and then click on the “Submit” button. 

 

Organization Approval   
Your application is ready for review and approval. The approval process typically takes one 
to two business days. 

You can return to your individual account using the pulldown menu at the top right of your 
screen or log out. 
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