
 
 

 
 
 
 
 
 
 
 
 
 
DOCUMENTING IN THE KIDS SCREENS 



 
  
  



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 

 

An OKSA Service Type Designation should be completed within 30 days of the youth’s 14th 
birthday or within 30 days of the youth entering care, after the age of 14.  

1. Enter the OKDHS KIDS system using the KK# of the OKSA-eligible youth. 
2. Select “Case Plan” 

 

3. Select “OKSA” 
 
 

 

 

 

 

4. Select the appropriate youth from the list here. Then select “Show.” 
 

 

 

 

 

 

5. Select “OKSA” again. This will show you the OKSA Youth Info screen. 
 



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 
 
6. Under “OKSA General Info” tab, select “OKSA Additional Info” and update all of the youth’s 

information. 
 NOTE: Be sure to scroll down on this tab and complete all information fields. If you are 

not sure about information, speak to the youth for additional details. 
 

 
 
 
 
 
 
 
 
 
7. Under the “Youth Demo” tab, select the appropriate tab and update all the youth’s 

information. 
• Address: Ensure current placement address is accurate. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 
 

• Phone numbers: Add all known phone numbers for the youth 
 

 
 
 

• Email: add youth’s email address. 
 NOTE: Help youth create an email address if they do not have one, preferably not one 

linked to their school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 
 
 
 
8. Under “Education” tab, select “Education” and update current information 

• Education: Ensure planned graduation/GED date and information about special education 
services are entered. 
 NOTE: The “Grade Last Completed” is NOT the current grade the youth is in, rather it’s 

the last full grade the youth completed. 
• School: Ensure the name and address of current school is accurate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Select “OKP/OHLAP tab. Verify Application has been submitted. 

 NOTE: If application has not been submitted, assist youth with completing the 
application, obtaining the needed signatures, and email to 
*CWS.OHLAP.OkalhomaPromise@okdhs.org  
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KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10.  Select “Employment” tab, update current employer information, with address and phone 

number. 
 

 
 



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION 

 
 
 
 
11.  Select “Connections” tab, add as many connections as the youth can identify.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
12. Once you have updated all screens, assess the case. 

 NOTE: Screens to review include, but are not limited to, AFCARS, Child’s Disability, 
Placement, Finance, etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



KIDS GUIDE 

COMPLETING THE SERVICE TYPE DESIGNATION  

 
 
 

 
13. Go to the “OKSA Youth Info” screen. Under the “OKSA General Info” tab, select the correct 

OKSA Service Type Designation for the youth.  
• Regular OKSA - Refers to a youth who is likely to achieve self-sufficiency and be able to 

live independently in a community, who can increase their self-sufficiency with supports 
and/or services. 

• DDS - Refers to a youth who is currently approved for DDS services.  
• Incapable of Receiving OKSA - Refers to a youth who is unlikely to achieve a minimal 

level of self-sufficiency due to a severe physical or mental health issue. If you believe the 
youth should be designated as Incapable of Receiving OKSA, contact the OKSA Helpline 
at OKSA@ou.edu  with the youth’s name and KK case number, and the reason you 
believe the youth should be considered incapable. Youth with this Service Type 
Designation are still eligible to access Youth Development Funds. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
14. Right click in the white space to the right and select “Add/Change” to save.  
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KIDS GUIDE 

DOCUMENTING THE OKSA HOPE ASSESSMENT  

 
 

 

The HOPE Assessment should be completed within 30 days of the youth’s 14th birthday or 
within 30 days of the youth entering care, after the age of 14. Each year, between the ages of 
14 and 18 (or until exiting voluntary care after 18), a new HOPE Assessment must be 
completed within 30 days of the youth’s birthday.  

 

1. Complete and provide original copies of both the “HOPE Assessment” and the “Rights of 
Oklahoma Foster Youth” form (04IL011E). 

2. Scan and save a copy of the “Rights of Oklahoma Foster Youth” form, signed by the youth, 
placement provider, and appropriate OKDHS or tribal representative, to OnBase. 

a. Open up OnBase  

 



KIDS GUIDE 

DOCUMENTING THE OKSA HOPE ASSESSMENT  

 

 

3. Email a completed copy of the HOPE Assessment to the OKSA Helpline email 
OKSA@ou.edu 
OKSA will document completion and save the results for you in OnBase. 
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KIDS GUIDE 

DOCUMENTING THE OKSA GOAL SEETING PLAN & UPDATES 

KIDS GUID 

DOCUMENTING THE CASE PLAN 

 

  

The OKSA Hope for Tomorrow Goal Setting Plan should be initiated within 60 days of the 
youth’s 14th birthday or within 60 days of the youth entering care, after the age of 14. This plan 
should be reviewed and updated at each monthly visit. 

1. Email a completed copy to the OKSA Helpline email OKSA@ou.edu. OKSA will 
document completion and save the results for you in the KIDS OKSA screens and in  
OnBase. 
 
 NOTE: A youth may only have one goal on their plan initially 

 

 
 

2. Add additional goals to the plan as you have discussions during your monthly visits. 
3. Save those additional goals on new Hope Goal Setting Pages in OnBase. 
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KIDS GUIDE 

DOCUMENTING OKSA SERVICES 

KIDS GUIDE 

DOCUMENTING OKSA SERVICES 

 
 
 

To meet the federal reporting requirement, IL/OKSA services which are provided to Oklahoma’s 
youth must be documented in the OKDHS KIDS system each month. 
 

1. Select “Case Plan”.  
 
 

 

 

 

 

2. Select “OKSA”. 
 

 

 

 

 

3. Select the appropriate youth from the list here. Then select “Show.” 
 

 

 

 

 

 

4. Select “OKSA” again. This will show you the OKSA Youth Info screen. 
 

 

 



KIDS GUIDE 

DOCUMENTING OKSA SERVICES 

 
 
 

5. Select the “OKSA Services” tab.  
6. Right click in the empty white space to the right and select “Clear”. 

 

 

7. Under “Type, select the type of service that best represents the service(s) you are 
documenting this month. 

 
 
 

 



 

 

8. Under “Service”, select the service that best represents the specific service(s) you are 
documenting this month. 

 
9. Under “Provided By”, select the type of individual that provided the service.  

 
 NOTE: As the worker you are documenting the OKDHS Staff-CW services you 

helped provide. You may also be documenting the services the foster parent or 
other supports provided, you will get this information during your monthly calls or 
visits. “OKSA Contracted Agency” is the helpline documenting the services they 
are providing to the youth. 

 

 

 



KIDS GUIDE 

DOCUMENTING OKSA SERVICES 

 

 

10. Under “Date/Begin Date”, enter the date the service began. The begin and end date can 
be the same date as the contact. 

11. Under “Comment”, enter a comment I more explanation is needed. Comments are not 
always needed. 

 

 

12. Document the worker visit in “Contacts” and refer to the updated plan for additional 
information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 

 

 
Begin transition planning with OKSA, the youth, and their identified support network the month 
before the youth turns 17. Transition planning occurs through the youth’s 17th year. 

1. Enter a KIDS contact, select the “Face to Face” as the Type/Loc and both “OKSA – 
Transition Plan” and “Worker Visit” as the purpose. 
 

 

 

 

 

 

 

  

 

 

 

2. Select the “14-18 yr.” tab 
 

3. Complete information box for “Assessment of Life Skills Development – ongoing” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 

 

 
4. Scroll down the page and complete the information for “Successful Adulthood case 

plan/transition plan” 
 

 

 

 

 

 

 

 

 

 

5. Scroll down the page to the bottom of the screen, which ask if the 90-day transition plan 
was completed, check the “Yes” box.  

 

 

 

 

 

 

 

 

 

 

6. Select “Applies or “Does not Apply” to all indicated areas of the 90 Day Transition Plan. 
 NOTE: If “Does not Apply” is selected, a reason must be included in the comment 

box provided.  



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 

 

7. Save a copy of the Transition Plan, with signatures, in OnBase.  
8. Scan the youth’s My Transition Plan 
9. Open OnBase 
 Click on the “Import” button at the top of the screen. 
 Click on the “Browse” button at the top left of the screen and select your document. 
 Click on “Document Type” and Scroll down to select “830 CWS OKSA Transition 

Plan”. 
 Select date the document was completed under “Document Date”. 
 Enter youth’s KK# under “830 CWS Case Number”. 
 Enter youth’s first name under “830 CWS Client First Name”. 
 Enter youths last name under “830 CWS Client Last Name”. 
 Click on “Import” at the bottom of the screen. 

 
10. Select “Case Plan”.  

 

 

 

 

 

11. Select “OKSA”.  
 

 

 

 

 

12. Select the appropriate youth from the list and select “Show”.  
 

 

 

 

 

 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 

 

13. Select “Trns Plan”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

14. Under “Identifying Info”, enter youths identifying information. 
15. Document the information from the youth’s My Transition Plan into every corresponding 

tab. 
 NOTE: Not all information from My Transition Plan will correspond with the KIDS 

screens 
16. Enter youth’s information under “Education”. 
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DOCUMENTING OKSA TRANSITION PLAN 

 

 

 
17. Enter youth’s information under “Employment & Income”. 

 

 

 

 

 

 

 

 

 

 

 

 

18. Enter youth’s information under “Housing”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 
 
 
 

19. Enter youth’s information under “Health”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

20. Enter youth’s information under “Life Skills”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 
 

 
21. Enter youth’s “Supportive Connections” information in the “Permanent Connections” tab. 

 

22. Enter youth’s information under “Essential Documents”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 
 

 

 

23. Enter youth’s information under “Tribal Youth”, if applicable. 

 

24. Enter youth’s information under “Additional Discussion”. 
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DOCUMENTING OKSA TRANSITION PLAN 

KIDS GUIDE 

DOCUMENTING OKSA TRANSITION PLAN 

 

 

25. Add any information about resources or services under the “Resources/ Services” tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

26. Under “Comments”, enter all comments regarding the youth’s plan from the youth, the 
worker, and any supportive adults who participated in the transition meeting. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

KIDS GUIDE 

DOCUMENTING VOLUNTARY SERVICES 

 

 

27. Check the box that the 90 Day Transition Plan was saved in OnBase. 
 Select “Approval” and ensure your supervisor confirms the My Transition Plan is in 

OnBase and approves the plan in KIDS. 
 

28. On the “Signature” tab, complete the following: 
 Indicate the date all participants signed the document; and Check the box that the 90 

Day Transition Plan was saved in OnBase. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

1. Go to the “Removal” screen. 

 

 

2. Select the appropriate youth and select “Show”. 

 

 

 

 

 

 

 

4. Under “Removal Context”, select “Current Removal Status”, then select “Voluntary”. 
 Enter the date the youth began voluntary care 
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DOCUMENTING VOLUNTARY SERVICES 

 

 

5. Scroll down to “Voluntary Placement Agreement” and enter all requested information. 

 

 

 

 

 

 

 

6. Go back to “Workload”. 

 

 

 

 

7. Select “Court”. 

 

8. Select “Status”. Then select the appropriate youth from the list and select “Show”. 
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DOCUMENTING VOLUNTARY SERVICES 

 
 

 

9. Under “Custody Information”, click on “Clear”. 
10. Under “Begin Date”, add the beginning date. 
11. Under “Official Custody”, select “Voluntary”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



KIDS GUIDE 

REVIEWING CREDIT REPORTS  

 

 

1. Go to the OKSA Screens 
 

2. Select “OKSA Additional Info” 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Information regarding the results of the youth’s credit report will be provided in the 
“Credit Concerns?” box.  
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