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Overview 

This Knowledge Base Article provides step by step instructions on how to complete an 
Agency Amendment within the Ohio Certification for Agencies and Families (OCAF) 
system. 

 

Requesting an Amendment 

1. Once you’ve gained access to the OCAF system, you will be navigated to the Home 
screen. 

 

2. From the Home screen, click the Request an Amendment button. 
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The DCY Agency Amendment Types screen displays.  

3. Select an Amendment Type by checking the appropriate checkbox(s). 
4. Provide the date for When does this change take effect. 
5. Click Save and Continue. 
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Change to Agency Name 

The Agency Name screen displays.  

1. Provide the new Agency Name. 
2. Click Save and Continue.  

 

The Policy Revisions screen displays.  

3. Shown are the required policies for your agencies selected functions. Your policies 
may differ from what is shown in this guide. 

4. Click the Upload Files button to provide new files. 

 

5. Selected the appropriate File click the Open button. 
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6. A box displays verifying the document has been uploaded. Click Done.  

 

The uploaded document displays, shown in green below.  

7. Click the N/A button if no effect to that policy. 

 

Note: Each Policy will need to either have a new uploaded documented attached or N/A 
selected to save this page. Complete the above steps for each policy. 
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8. When complete, click Save and Continue.  

 

The Plan Revisions screen displays.  

9. Click Upload or N/A for each Plan listed.  
10. When complete, click Save and Continue.  

 

The Document Revisions screen displays.  

11. Click Upload Files or N/A for each Document listed.  
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12. When completed, click Save and Continue.  

 

 

The Signature and Submission screen displays.  

13. Provide your Signature in the Signature Box.  

Note: You can click, Clear Signature, to redo the signature before clicking Save.  

14. Click Save Signature. 
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The Signature and Submission screen reloads, displaying the saved Signature. 

Note: The Board President/PCSA Director’s signature is also needed to fully submit the 
Amendment. Shown in red below: 

 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 

View, Edit and Withdraw an Amendment 

1. From the OCAF Home screen, the In Progress Amendment displays. 
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2. To Edit the Amendment, click the Edit button.  

 

The Signature and Submission screen displays.  

3. Edits can be made on any screen by clicking the Previous button.  

Note: If any changes are completed, a new signature is needed and Saved. 

 

4. To withdraw the Amendment, click the Withdraw button from the OCAF Home 
screen. 



OCAF Submitting an Agency Amendment 

Page 11 of 43   Last Revised: 05/15/2025 

 

A confirmation box displays.  

5. Click the Ok button to withdraw the Amendment. 

 

The Amendment has been removed.  
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Changes to a Residential Facility 

1. Once Changes to a Residential Facility option is selected from the Amendment 
Types screen, the Facility Information screen displays.  

 

2. To Add a Facility, click the + Add a Facility button. 

 

The New Facility Information box displays. 

3. Complete all sections marked with an * asterisk. (Required) 
4. Once all information is provided, click the Save button.  
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The New Facility now displays, highlighted in green. This green highlight indicates which 
facility the user is working on when there is more than one facility listed. 

 

5. To edit a Facility, click the Edit button next to the appropriate facility. 
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The Edit Facility Information screen displays.  

6. Edit the appropriate information as needed. 
7. Click the Save button.  

Note: The user can Delete the Facility from the Edit Facility Information screen. Shown in 
green below: 

 

The Facility Information screen displays.  

8. Click the Save and Continue button.  
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The Policy Revisions screen displays.  

9. Shown are the required policies for your agencies selected functions. Your policies 
may differ from what is shown in this guide. 

10. Click the Upload Files button to provide new files. 

 

11. Selected the appropriate File click the Open button. 
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12. A box displays verifying the document has been uploaded. Click Done.  

 

The uploaded document displays, shown in green below.  

13. Click the N/A button if no effect to that policy. 

 

Note: Each Policy will need to either have a new uploaded documented attached or N/A 
selected to save this page. Complete the above steps for each policy. 

14. When complete, click Save and Continue.  

 

The Plan Revisions screen displays.  

15. Click Upload or N/A for each Plan listed.  
16. When complete, click Save and Continue.  
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The Document Revisions screen displays.  

17. Click Upload Files or N/A for each Document listed.  

 

18. When completed, click Save and Continue.  

 

The Signature and Submission screen displays.  

19. Provide your Signature in the Signature Box.  
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Note: You can click, Clear Signature, to redo the signature before clicking Save.  

20. Click Save Signature. 

 

The Signature and Submission screen reloads, displaying the saved Signature. 

Note: The Board President/PCSA Director’s signature is also needed to fully submit the 
Amendment. Shown in red below: 

 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 

To view, edit or withdraw the Amendment, refer to the View, Edit and Withdraw 
Amendment section of this Knowledge Based Article. 

 

 



OCAF Submitting an Agency Amendment 

Page 19 of 43   Last Revised: 05/15/2025 

Changes to Agency Office 

1. Once Changes to Agency Office option is selected from the Amendment Types 
screen, the Branch Information screen displays.  

 

2. To Add a Branch, click the + Add a Branch button. 

 

The New Branch Information box displays. 

3. Complete all sections marked with an * asterisk. (Required) 
4. Once all information is provided, click the Save button.  
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The New Branch now displays, highlighted in green. This green highlight indicates which 
branch the user is working on when there is more than one branch listed. 

 

5. To edit a Branch, click the Edit button next to the appropriate branch. 
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The Edit Branch Information screen displays.  

6. Edit the appropriate information as needed. 
7. Click the Save button.  

Note: The user can Delete the Branch from the Edit Facility Information screen. Shown in 
green below: 

 

The Branch Information screen displays.  

8. Click the Save and Continue button.  
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The Policy Revisions screen displays.  

9. Shown are the required policies for your agencies selected functions. Your policies 
may differ from what is shown in this guide. 

10. Click the Upload Files button to provide new files. 

 

11. Selected the appropriate File click the Open button. 
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12. A box displays verifying the document has been uploaded. Click Done.  

 

The uploaded document displays, shown in green below.  

13. Click the N/A button if no effect to that policy. 

 

Note: Each Policy will need to either have a new uploaded documented attached or N/A 
selected to save this page. Complete the above steps for each policy. 

14. When complete, click Save and Continue.  

 

The Plan Revisions screen displays.  

15. Click Upload or N/A for each Plan listed.  
16. When complete, click Save and Continue.  



OCAF Submitting an Agency Amendment 

Page 24 of 43   Last Revised: 05/15/2025 

 

The Document Revisions screen displays.  

17. Click Upload Files or N/A for each Document listed.  

 

18. When completed, click Save and Continue.  

 

The Signature and Submission screen displays.  
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19. Provide your Signature in the Signature Box.  

Note: You can click, Clear Signature, to redo the signature before clicking Save.  

20. Click Save Signature. 

 

The Signature and Submission screen reloads, displaying the saved Signature. 

Note: The Board President/PCSA Director’s signature is also needed to fully submit the 
Amendment. Shown in red below: 

 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 

To view, edit or withdraw the Amendment, refer to the View, Edit and Withdraw 
Amendment section of this Knowledge Based Article. 
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Changes in Leadership 

1. Once Changes in Leadership option is selected from the Amendment Types 
screen, the Changes in Leadership screen displays.  

 

2. Check the appropriate box for What leadership changes do you want to make. 
3. Click Save and Continue. 

 

The Administrator or Board Chair Information screen displays. The title of the screen will 
depend on which Leadership Member you are updating. 

 

4. To Add a new Board Chair/President, click the + Add Board Chair/President 
button. 
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The New Board Chair/President Information box displays. 

5. Complete all sections marked with an * asterisk. (Required) 
6. Once all information is provided and all required documents uploaded, click the 

Save button.  

 

The New Board Member now displays, highlighted in green. This green highlight indicates 
which member the user is working on when there is more than one member listed. 
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7. To edit a Board Member, click the Edit button next to the appropriate member. 

 

The Edit Board Chair/President Information screen displays.  

8. Edit the appropriate information as needed. 
9. Click the Save button.  

Note: The user can Delete the Member from the Edit Board Chair/President Information 
screen. Shown in green below: 
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The Board Member Information screen displays.  

10. Click the Save and Continue button.  

 

The Policy Revisions screen displays.  

11. Shown are the required policies for your agencies selected functions. Your policies 
may differ from what is shown in this guide. 

12. Click the Upload Files button to provide new files. 
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13. Selected the appropriate File click the Open button. 

 

14. A box displays verifying the document has been uploaded. Click Done.  

 

The uploaded document displays, shown in green below.  

15. Click the N/A button if no effect to that policy. 
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Note: Each Policy will need to either have a new uploaded documented attached or N/A 
selected to save this page. Complete the above steps for each policy. 

16. When complete, click Save and Continue.  

 

The Plan Revisions screen displays.  

17. Click Upload or N/A for each Plan listed.  
18. When complete, click Save and Continue.  
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The Document Revisions screen displays.  

19. Click Upload Files or N/A for each Document listed.  

 

20. When completed, click Save and Continue.  
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The Signature and Submission screen displays.  

21. Provide your Signature in the Signature Box.  

Note: You can click, Clear Signature, to redo the signature before clicking Save.  

22. Click Save Signature. 

 

The Signature and Submission screen reloads, displaying the saved Signature. 

Note: The Board President/PCSA Director’s signature is also needed to fully submit the 
Amendment. Shown in red below: 

 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 

To view, edit or withdraw the Amendment, refer to the View, Edit and Withdraw 
Amendment section of this Knowledge Based Article. 
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Changes in Agency Function 

1. Once Changes in Agency Function option is selected from the Amendment Types 
screen, the Functions screen displays.  

 

2. Check the appropriate box(es) for, Identifying the function(s) for which your 
agency wishes to be certified. 

3. Click Save and Continue. 
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The Policy Revisions screen displays.  

4. Shown are the required policies for your agencies selected functions. Your policies 
may differ from what is shown in this guide. 

5. Click the Upload Files button to provide new files. 



OCAF Submitting an Agency Amendment 

Page 36 of 43   Last Revised: 05/15/2025 

 

6. Selected the appropriate File click the Open button. 

 

7. A box displays verifying the document has been uploaded. Click Done.  

 

The uploaded document displays, shown in green below.  

8. Click the N/A button if no effect to that policy. 
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Note: Each Policy will need to either have a new uploaded documented attached or N/A 
selected to save this page. Complete the above steps for each policy. 

9. When complete, click Save and Continue.  

 

The Plan Revisions screen displays.  

10. Click Upload or N/A for each Plan listed.  
11. When complete, click Save and Continue.  
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The Document Revisions screen displays.  

12. Click Upload Files or N/A for each Document listed.  

 

13. When completed, click Save and Continue.  
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The Signature and Submission screen displays.  

14. Provide your Signature in the Signature Box.  

Note: You can click, Clear Signature, to redo the signature before clicking Save.  

15. Click Save Signature. 

 

The Signature and Submission screen reloads, displaying the saved Signature. 

Note: The Board President/PCSA Director’s signature is also needed to fully submit the 
Amendment. Shown in red below: 

 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 
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To view, edit or withdraw the Amendment, refer to the View, Edit and Withdraw 
Amendment section of this Knowledge Based Article. 

 

Board Chair/President Signature 

The Board President/PCSA Director will need to log into OCAF and Sign the Amendment. If 
the Board President/PCSA Director makes any changes to the Amendment, the Agency 
Administrator will be required to re-sign before it can be submitted. 

1. From the OCAF Home screen, click the Edit button within the Amendment section. 

 

The Amendment Types screen displays, with the Amendment pre-selected and the date 
the change takes effect.  
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Note: Changes can be made on all screens but will require the Agency Administrator to 
review and re-sign the Amendment.  

2. Click the Save and Continue button.  

 

3. Depending on the Type of Amendment being reviewed by the Board 
President/Director, the next steps may differ. Each Step will need to be Reviewed 
and Saved to continue to the Signature and Submission Step. 

4. If additional guidance is needed on each page, please refer to the steps detailed 
earlier in this Knowledge Base Article. 

 

5. Once all Steps have been Reviewed and Saved, the Board President/Director will 
need to Sign the Amendment.  

6. Click Save Signature. 
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The Board President/PCSA Directors signature is saved. 

7. Click the Submit button.  

 

A notification displays, verifying the Amendment has been submitted. 
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Amendment Status 

An Agency Administrator or Board President/Director can track and check the status of 
their Amendments by navigating to the Agency Amendments screen.  

1. From the OCAF Home screen, select Agency Amendments from the dropdown 
menu.  

 

The Agency Amendments tab displays. 

2. Select All Amendments from the Agency Amendment List. 

All Amendments for that Agency display, verifying the current Status. 

 

An email will be issued for any additional information needed or status change. 

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

