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Overview 

This User Guide reviews the process of a Supervisor assigning an Agency Certification 
Inquiry to a Licensing Specialist, reviewing the inquiry as a Licensing Specialist, and 
approving and/or rejecting the inquiry within the Ohio Certification for Agencies and 
Families (OCAF) system.  

 

Navigating to Agency Inquiries - Supervisors 

Once an Agency Certification Inquiry has been submitted, a Licensing Supervisor will 
assign a Licensing Specialist to the inquiry for review.  

From the Licensing Supervisors OCAF Home screen: 

1. Select Cases from the dropdown.  

 

2. Select OCAF Licensing Supervisor Queue from the dropdown menu. 

Note: The Licensing Supervisor may select All New Agency Inquiries and see all the 
Submitted and Assigned Inquiries. The OCAF Licensing Supervisor Queue will only 
display the inquiries that need to be assigned to a Licensing Specialist. 
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Assigning a Licensing Specialist 

3. Locate the appropriate inquiry that needs Assigned.  
4. Checkmark the appropriate inquiry.  
5. Click the Blue Arrow dropdown button. 
6. Select Assign Inquiry Owner. 

 

An Assign Inquiry Owner box appears. 

7. Select the Licensing Specialist for your Agency.  
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8. Click Save. 

 

Note: The user may need to change from Search Queues to Search Users by clicking 
the grey arrow in order to search for the Licensing Specialist. See below: 

 

 

Once a Licensing Specialist has been Saved, a message will display verifying the 
Owner Change.  
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Note: The Supervisor can also Assign Inquiry Owner from the Case Details screen. 
See below: 

 

 

Navigating to Open Agency Inquiries - Licensing Specialist 

From the Licensing Specialist OCAF Home screen: 

1. Select Cases from the dropdown.  
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2. Select My Open Inquiries from the dropdown menu. 

 

The My Open Agency Inquiries screen appears. The Inquires listed here are assigned 
to you. 

 

 

Licensing Specialist Inquiry Review 

From the My Open Agency Inquiries screen: 

1. Click the appropriate Case Number. 
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The Case Details screen appears defaulting to the Details tab.  

 

Note: The  Icon indicates those fields are Editable. 
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You can Edit any fields marked with Edit Icon on this page at any time. 

2. To view case history, click the Case History tab.  

 

The Case History screen appears.  
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When done reviewing the Case Details and Case History tabs, click the Case tab at 
the top of the page. You will be navigated back to the My Open Agency Inquiries 
screen.  

 

3. Click on the Contact Name for the appropriate inquiry.  

 

The Contact Details screen displays, defaulting to the Details tab.  
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4. Click the Background Checks tab. 

 

The Background Checks screen appears.  

 

5. To view the Background Checks, click the blue hyperlink under Background 
Check Number. 
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The Background Check Details screen appears. This tab displays the information 
entered by the agency, such as: Criminal Record Check Type, Date of Background 
Check, Receipt and Personnel Name. All these fields with the Edit Icon next to them 
are Editable.  

 

Here is where the Licensing Specialist and/or Supervisor will review the Received 
Background Check. See Below: 
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6. Once done reviewing, click the Edit button. 

 

An Edit box appears allowing the user to Edit the status of the Background Check. 

7. Make a selection from the Status dropdown menu. 
8. Select a Review Date.  
9. Click Save. 



Agency Certification Inquiry Supervisor & Licensing Specialist 

Page 15 of 22   Last Revised: 01/06/2025 

 

Note: If the Background Check is Non-Compliant or needs corrected, please refer to 
this User Guide for further instruction: Licensing Specialist Access to Background 
Checks OCAF . 

A message will display verifying the Background Check has been saved. 

 

The Status now shows as Compliant on the Background Check screen. 

https://jfskb.com/sacwis/index.php/ocaf/1234-ocaf-licensing-specialist-access-to-background-checks
https://jfskb.com/sacwis/index.php/ocaf/1234-ocaf-licensing-specialist-access-to-background-checks
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The Status also shows Complaint on the Contact Details screen, Background Check 

tab.  

 

10. When finished reviewing all Background Checks, from the Contact Details 

screen, click the Other Documents tab. 
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The Other Documents screen appears, displaying any other Personnel Documents. 

 

11. Click on the Document ID to review the document.  

The Document Details screen appears, defaulted to the Details Tab. All the fields with 

the Edit Icon next to them are Editable.  
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Here is where the Licensing Specialist and/or Supervisor will review the Received 
Personnel Document. See Below: 

 

12. Once done reviewing, click the Edit button. 
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An Edit box appears allowing the user to Edit the Status of the document.  

13. Select a Review Date.  
14. Select Approved from the Status dropdown menu. 
15. Add Comments if needed.  
16. Click the Save button.  

 

A message will display verifying the document has been Saved. The Status on the 
Details screen is now updated to Approved. 



Agency Certification Inquiry Supervisor & Licensing Specialist 

Page 20 of 22   Last Revised: 01/06/2025 

 

 

Changing the Inquiry Status 

Once the inquiry has been reviewed and all documents received and approved, the 

Status of the inquiry can now be changed.  

From the Case Details screen:  

1. Click the Change Status button. 

 

A Change Status box appears.  
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Note: The current Status will prepopulate within the Status field.  

 

2. Select Accepted from the Status dropdown menu.  

Note: Other options in the Status dropdown menu include, Rejected. Closed, 
Duplicate/Submitted in Error, etc. If Rejected is selected, a Narrative is required. 

3. Click the Save button.  

 

The Case Details screen displays. The Status now shows Accepted. See below: 
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From the My Open Agency Inquiries screen, the Status has been updated to 
Accepted. See below:  

 

 

The Agency Administrator will receive an email advising them they may continue with 

the Application process. Once the Agency Administrator and Board President sign their 

application, the Licensing Specialist will receive an email.  

For next steps on reviewing the new application please refer to this User Guide 

SACWIS Knowledge Base - OCAF Certification Application Review Licensing Specialist 

 

If you need additional information or assistance, please contact the JFS DCY Customer 

Care Center at https://odjfs2.my.site.com/CustomerCareCenter . 

 

 

 

 

https://jfskb.com/sacwis/index.php/ocaf/1313-ocaf-certification-application-review-licensing-specialist
https://odjfs2.my.site.com/CustomerCareCenter

