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Overview 

This article reviews the process of an Agency Administrator reviewing, acknowledging, 

and signing the Initial Review findings for their Initial Certification Application.  

Once a Licensing Specialist completes the Initial Review, the Agency Administrator will 

receive an email advising them what the next steps are. See below for an example of 

the email:  

 

Navigating to Application 

1. Login to OCAF system. 
2. From the Home screen, you can find the Status of the Initial Certification 

Application is listed as Review Shared with Agency.  
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3. To View the findings, select Agency Reviews from the dropdown menu.  

 

The Agency Reviews screen displays defaulting to the user’s Pinned List. 

4. Select All Reviews from the dropdown menu.  

 

5. Select the appropriate Review Number. 

 

The Initial Cert Review screen displays defaulting to the Compliance tab. 
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Acknowledge and Sign 

6. Review the Compliance tab. 

 

7. When completed, click the Summary tab. 
8. Review the records. 
9. Click the Arrows to expand, Compliance Summary of Additional Findings, 

Compliance Summary of New Staff Tool, and Compliance Summary of On-
Site Residential Tool. 

 

10. When completed, click the Compliance tab.  
11. Click the Acknowledge and Sign button. 
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12. Provide your Signature as acknowledgement of the present findings. 
13. Click Save Signature.  

 

A message displays that the signature has been saved. 
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Note: On the OCAF Home screen, the Initial Certification Application is now displaying 
as Agency Acknowledged. 

 

At this time, the Licensing Specialist receives a notification that the Agency 
Administrators signature has been provided. They will review any documents received 
and proceed with the approval process. 

 

If you have additional questions pertaining to this Deployment Communication, please 
contact the Customer Care Center.  

 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fodjfs2.my.site.com%2FCustomerCareCenter&data=05%7C02%7CLisa.Oliver2%40jfs.ohio.gov%7C989cf850d37046f616fb08dc62ce48c2%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638493885340155072%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=m7Jj%2FJgZoByjWSmS1yVsBvkU74K5cBrLFP0FC1bFFvo%3D&reserved=0

