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Reviewing Agency Certification Inquiry Background Checks in OCAF

Overview

This User Guide describes how a Licensing Specialist reviews a background check
during the Initial Inquiry for an Agency Certification process. If the Licensing Specialist
needs to review a background check outside of the Initial Inquiry process, please refer
to this User Guide: Licensing Specialist Access to Background Checks OCAF.

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.

C@ﬁwl Department of
- Children & Youth

Page 3 of 10 ~ Last Revised: 11/18/2024


https://jfskb.com/sacwis/index.php/ocaf/1234-ocaf-licensing-specialist-access-to-background-checks
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The My Open Agency Inquiries screen appears. The Inquires listed here are assigned
to you.
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From the My Open Agency Inquiries screen:
1. Click on the Contact Name for the appropriate inquiry.
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Reviewing Agency Certification Inquiry Background Checks in OCAF

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

Contact —
James Dean (&) | NewEvent | P

Agency Job Title Phone County
Administrator (123) 456-1122
Details Background Checks Other Documents Personnel History

v Personal Information

Name Mailing Address

James Dean 4 123 Happy St

Phone Happy, Ohio 12345

(123) 456-1122 rd United States

Email

lisa.oliver@childrenandyouth.ohio.gov s () G

¢

2. Click the Background Checks tab.

Contact
James Dean New Event p

Agency Job Title Phone County
Administrator (123) 456-1122
Details Background Checks Other Documents Personnel History

v Personal Information

The Background Checks screen appears.
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Reviewing Agency Certification Inquiry Background Checks in OCAF

Contact — [ )
I E James Dean [&)| Mew Event | New Task | Edit ‘ v ‘ |
Agency Job Title Phone County
Administrator (123) 456-1122
Details Background Checks Other Documents Personnel History

Background Checks (2)

[&-][c]
2 items « Sorted by Created Date « Updated a few seconds ago -
Background Check Number “ | Criminal Record Check Type v | Date of Background Check v | Status v
1 BGC-0127 BCI Only 11/1/2024 Pending (+]
2 BGC-0128 FBI Only 11/1/2024 Pending (=]
View All

3. To view the Background Checks, click the blue hyperlink under Background
Check Number.

Contact — [ )
I a James Dean [&) | NewEvent ‘ New Task ‘ Edit ‘ v | |
Agency Job Title Phone County
Administrator (123) 456-1122
Details Background Checks Other Documents Personnel History

Background Checks (2)

[e-][e
2 items « Sorted by Created Date « Updated a few seconds ago ; \_‘
Background Check Number v | Criminal Record Check Type v | Date of Background Check Vv | Status v
1 | BGc-0127 BCI Only 11/1/2024 Pending (+]
2 | escot28 FBI Only 11/1/2024 pending (+]
View All

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.
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Reviewing Agency Certification Inquiry Background Checks in OCAF

EEE Ohio Certification f... Cases v | @@ 01187053 | Case v X | B8 James Dean |Contact v X I
ED James Dean | Co... Uy BGC-012... ~ X I
Background Check [ - | brintable Vi ]
BGC-0127 i rintable View
Details Background Check History Files cannot be added to an existing

Background Check

~ Background Check Details

Files (1) ]

r Criminal Record Check Type Status
BCI Only Pending s BCI Background Check
Date of Background Check Non-Compliant Reason Nov 12, 2024 « 13KB » docx
11/1/2024 rd
Receipt Date Comments View All
11/1/2024 ra
Review Date Routed for Review Reason
rd s
Background Check Number Study Number
BGC-0127 &

Here is where the Licensing Specialist and/or Supervisor will Review the Received
Background Check. See Below:

4. Click the BCI Background Check blue hyperlink under Files.

EEE Ohio Certification f... Cases v i 01187052 | Case v X | B3 James Dean | Contact w X I
Fg James Dean | Co... Uy BGC-012... v X I
Background Check [ cdi | Printable Vi }
BGC-0127 it rintable View
Details Background Check History Files cannot be added to an existing

Background Check

v Background Check Details

Files (1) [+

" Criminal Record Check Type Status
BCI Only s Pending ul BCI Background Check
Date of Background Check Mon-Compliant Reason Nov 12, 2024 = 13KB + docx
11/1/2024 ra
. View All
Receipt Date Comments

The Background Check displays in a separate window.

5. Click the X button when finished Reviewing the Background Check.
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BCI Background Check oY, Download  [2 Share @ Publiclink []

poc

Test BCI Background Check

6. Once done reviewing, click the Edit button.

H Ohio Certification f... Cases v i 01187053 | Case v X 3 James Dean | Contact v X

see

£ James Dean | Co... Uy BGC-012... v X

Background Check o . . ]
BGC-0127 I Edit I Printable View |
Details Background Check History Files cannot be added to an existing
Background Check

v Background Check Details

(<]

[ Fites (1)

Criminal Record Check Type Status

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.
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Reviewing Agency Certification Inquiry Background Checks in OCAF

Edit BGC-0127

* = Required Information

Background Check Details

*Criminal Record Check Type *Status 9
BCI Only v ] Compliant v ]
Date of Background Check Non-Compliant Reason
11/1/2024 [ None-- v ]
Receipt Date
Comments
11/1/2024
Review Date 5
11/13/2024 ] ‘
Routed for Review Reason

Background Check Number [ ]
--None-- v

BGC-0127

Study Number

| |
=

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.

Cases

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

v Background Check Details

Criminal Record Check Type Status

BCI Only Compliant

Date of Background Check Non-Compliant Reason
11/1/2024

Receipt Date Comments

11/1/2024

Review Date Routed for Review Reason
11/13/2024

Background Check Number Study Number
BGC-0127

The Status also shows Complaint on the Contact Details screen, Background Check
tab.

= |
Contact — [ )
James Dean [&] | NewEvent | New Task | Edit | v ‘
Agency Job Title Phone County
Administrator (123) 456-1122
Details Background Checks Other Documents Personnel History

Background Checks (2)

EMIS
2 items + Sorted by Created Date « Updated 2 minutes ago
Background Check Number ~ | Criminal Record Check Type v | Date of Background Check v | Status v
| 1 BGC-0127 BCI Only 11/1/2024 Compliant | (+]
2 BGC-0128 FBI Only 11/1/2024 pending (+]
View All

If you need additional information or assistance, please contact the JFS DCY Customer
Care Center at https://odjfs2.my.site.com/CustomerCareCenter .
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