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Overview 

This User Guide describes how a Licensing Specialist completes the Initial Certification 

Application Review within the Ohio Certification for Agencies and Families (OCAF) 

system.  

 

Navigating to the Applications 

From the OCAF Home tab: 

1. Select Agency Applications from the dropdown menu.  

 

The Agency Applications screen displays with the user’s pinned list view.  

2. Select My Initial Certification Applications from the dropdown menu.  

 

The My Initial Certification Application list displays.  
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Reviewing the Application 

 

3. Click on the appropriate Application Number.  

 

 

 

The application Details screen displays defaulting to the Details tab.  

 

 

 

 

Details Tab 

4. Review the Details tab information. 

Note: Sections with this  icon are Editable.  
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When done reviewing the Details tab, scroll back to the top of the page.  
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Agency Information Tab 

1. Click on the Agency Information tab.  

 

The Agency Information screen displays.  

2. Review Agency Information tab.  
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When done reviewing the Agency Information tab, scroll back to the top of the page.  

 

Personnel Tab 

1. Click the Personnel Tab.  

 

 

The Personnel tab screen displays.  

 

2. To view any of the Board Members information, click their Contact Name. 



OCAF Initial Certification Application Initial Review – Licensing Specialist 

Page 9 of 30   Last Revised: 01/06/2025 

 

The Contact Details screen displays.  

 

3. To view Background Checks, Other Documents and Personnel History, click 

on the appropriate tabs. 

 

For additional information on reviewing Background Checks, Other Documents and 

Personnel History, please refer to this User Guide Agency Certification Inquiry 

Background Check Review  

4. When completed reviewing the Contact, click the Application Number tab. 

Shown as APP-######.  

https://jfskb.com/sacwis/attachments/article/1282/Agency%20Certification%20Inquiry%20Background%20Check%20Review.pdf
https://jfskb.com/sacwis/attachments/article/1282/Agency%20Certification%20Inquiry%20Background%20Check%20Review.pdf
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The Agency Application Personnel tab displays.  

 

Policies, Plans and Documents 

1. Click the Policies, Plans and Documents tab.  

 

The Policies, Plans and Documents screen displays.  

2. Click the Agency Policy Name hyperlink.  
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The Policies screen displays, defaulting to the Policies tab.  

 

 

 

3. Click the Expand All button. 

4. Each question will need to be answered with Yes, No or N/A. 

Note: If No is selected, a Comment must be entered. (Required) 

5. Click the Save to Review History button for each question answered.  

6. Repeat steps #4 and #5 for each question.  

Note: The Policy Questions listed are required policies for the Functions(s) the user 

selected during their Application. The policies listed will be different depending on the 

function each user selected. 
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Once the Save to Review History button is clicked, you may view the Review History 

grid. See below.  

 

Note: The user can Save the answer to Review History multiple times and the system 

will document it within the grid. 

When done answering all the questions, scroll to the top of the page.  

 

7. Click the Plans tab.  
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The Plans screen displays.  

 

8. Click the Expand All button. 

9. Each question will need to be answered with Yes, No or N/A. 

Note: If No is selected, a Comment must be entered. (Required) 

10. Click the Save to Review History button for each question answered.  

11. Repeat steps #8 and #9 for each question.  

Note: The Plan Questions listed are required plans for the Functions(s) the user 

selected during their Application. The plans listed will be different depending on the 

function each user selected. 
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Note: The user can Save the answer to Review History multiple times and the system 

will document it within the grid. 

When done answering all the questions, scroll to the top of the page.  

12. Click the Documents tab. 

 

The Documents screen displays.  

 

 

13. Click the Expand All button. 

14. Each question will need to be answered with Yes, No or N/A. 

Note: If No is selected, a Comment must be entered. (Required) 

15. Click the Save to Review History button for each question answered.  

16. Repeat steps #14 and #15 for each question.  

Note: The Document Questions listed are required plans for the Functions(s) the user 

selected during their Application. The plans listed will be different depending on the 

function each user selected. 
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When done answering all the questions, scroll to the top of the page.  

 

17. Click on the Application Number to return to the Application. Example APP-

######.  

 

The Agency Application Details tab displays.  

 

Branches and Facilities 

1. Click the More tab.  

2. Select Branches and Facilities from the dropdown menu.  
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The Branches and Facilities screen displays.  

Note: If the applicant listed additional branches or facilities, they will be listed here. If 

the applicant did not list any, there will be nothing shown here. 

 

 

3. To view Branch information, click the Account Name hyperlink on the 

appropriate record. 
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The Branch Details screen displays, defaulting to the Details tab.  

4. Review the Branch Details screen. 
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5. To view branch history, click the Branch History tab.  

 

6. When done reviewing Branch Details, return to the Branch and Facilities screen 

by clicking the Application Number. Shown below: 

 

 

The Branches and Facilities screen display.  
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7. To view facilities, click the Account Name hyperlink on the appropriate facility.  

 

The Facility Details screen displays, defaulting to the Details tab. 

8. Review the Details tab. 

 



OCAF Initial Certification Application Initial Review – Licensing Specialist 

Page 20 of 30   Last Revised: 01/06/2025 

 

 

9. When done reviewing the Details tab, click the Living Units tab.  

Note: If the applicant listed additional Living Units, they will be listed here. If the 

applicant did not list any, there will be nothing shown here. 

 

10. Click the Living Unit Number hyperlink.  
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The Living Units Details screen displays, defaulting to the Details tab. 

 

11. Review the Details tab. 
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12. When done reviewing the Details tab, click the Living Unit History tab.  

The Living Unit History screen displays.  

 

13. When done reviewing the Living Units, click the Application Number to return to 

the Branches and Facilities tab. 

 

The Branches and Facilities tab displays.  
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Reviews 

1. Click the More tab. 

2. Select Reviews from the dropdown menu.  

 

The Reviews tab displays.  

Note: Since this is a new initial application, no reviews have been completed. Once a 

review is completed, it will display here. 

 

 

Approval History 

1. Click the More tab. 

2. Select Approval History from the dropdown menu.  
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The Approval History screen displays.  

Note: Since this a new initial application, no Approval History exists for this agency. 

Once approved, the history will display here.  

 

 

Generate Documents 

1. Click the More tab.  

2. Select Generate Documents from the dropdown menu. 
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The Generate Documents screen displays.  

Note: Here is where the Licensing Specialist will generate the Certificate for Initial 

Certification. Since this is an initial review of the application, the certificate will not be 

generated yet. 

  

 

 

Application History 

1. Click the More tab.  

2. Select Application History from the dropdown menu. 

 

 

The Application History screen displays.  
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3. When done reviewing the Application History tab, click the Details tab.  

 

 

 

Initial Certification Checklist 

Once the Initial Application for Certification has been reviewed by a Licensing 

Specialist, they may utilize the Initial Certification Checklist tool to verify they have 

reviewed all portions of the application. Shown in green below: 

 



OCAF Initial Certification Application Initial Review – Licensing Specialist 

Page 27 of 30   Last Revised: 01/06/2025 

1. Click the Edit button. 

 

 

The Checklist displays a Yes or No option under each section.  

2. Update each section to Yes if the Licensing Specialist reviewed the entire Initial 

Application.  

3. Click Save when complete.  
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The Initial Certification Checklist now shows green checkmarks. 
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Application Status 

After the Initial Application for Certification has been reviewed by a Licensing Specialist, 

the Status can be changed to Application Accepted. 

From the Application Details screen:  

1. Click the Edit icon for Status.  

 

2. Select Application Accepted from the dropdown menu.  

3. Click the Save button.  

 

 

The Status now shows as Application Accepted. 
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The next step in the application process is processing Review Tools. Please refer to 

this User Guide for further guidance.  

SACWIS Knowledge Base - OCAF Review Tools Certification Application Licensing Specialist  

SACWIS Knowledge Base - Certification Application Supervisor Review Tools 

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

https://jfskb.com/sacwis/index.php/ocaf/1314-ocaf-review-tools-certification-application-licensing-specialist
https://jfskb.com/sacwis/index.php/ocaf/1311-certification-application-supervisor-review-tools
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

