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Creating a Bridges Ongoing Eligibility Record

Overview

This document provides step-by-step instructions for creating a Bridges Ongoing Eligibility record. A
new Ongoing Eligibility Record should be completed every 30 days starting from the first day of
custody for each Young Adult to document how the individual is maintaining program eligibility. The
steps are the same for a new custody episode or creating new records on an existing episode.

Note: A Bridges Ongoing Eligibility record cannot be created until a Bridges Custody Episode has
been created, and no more than one unapproved record can be created in a given custody episode.

Navigating to the Bridges Ongoing Eligibility
From the Ohio SACWIS home page:

1. Click, Case.

2. Click, Workload.

3. Click the name of the appropriate Caseworker.
4. Click the relevant case number.

Workload Court Calendar Placement Requests
Case Workload
Caseworker: | v| SortBy:| Case Name Ascending vl m

= Test, Worker (24 cases)

#  Sacwis, Susie [ 123456 ]]- Open 11/21/2022 - Bridges
The Case Overview screen appears.

5. Click, Bridges Ongoing Eligibility in the navigation pane.

Activity Log CASE NAME / ID: Bridges
i i Open (04/07/2022,

Attorney Communication Sacwis, Susie [ 123456 (e ( )
Iniake List
ot ADDRESS: CONTACT:

123 Test Rd
Case Services Test, Oh 12345 ¢
Legal Actions

AGENCY:
Legal Custody/Status Bridges
SO T BRI SR PRIMARY WORKER: SUPERVISOR(S):
Initial Removal Test Worker Test Supervisor
Placement/ICCA
Independent Living
Bridges Application / VPA Case Actions
Bridges Assessment

View Case Information | 0 Linked Cases | Program Categories | Case Status History
Bridges Plan
Bridges Review Action ltems Case Alerts Dashboard Assignments [ Eligibility
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Creating a Bridges Ongoing Eligibility Record

The Bridges Ongoing Eligibility screen appears.

Example below: The list page showing no previous records for current custody episode
and will be the screen you will see when accessing this page for the first time.

Eridges Ongolng Eligibility

Custody Episode DZ2473033

I There is no Ongoing ERpbiily Record)s) for this Cusiody Episode

@ @
The Bridges Ongoing Eligibility List Page appears.

6. Add an Effective Date.

Note: The Effective Date cannot be before the Effective Date of the most recent record or the
Begin Date of the Custody Episode.

7. Click Add Bridges Ongoing Eligibility.

Note: The Add Bridges Ongoing Eligibility button will become active only after an Effective
Date has been entered.

Bridges Ongoing Eligibility

Custody Episode 0224/3033

There is no Ongoing Eligibility Recora(s) for this Custody Episode

(Bﬁw l Department of
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Creating a Bridges Ongoing Eligibility Record
Completing the Young Adult Information Tab

The Bridges Ongoing Eligibility screen appears; the Young Adult Information tab is active.

1. The Effective Date will populate with the date entered on the list page but is still editable on
the Young Adult Information screen and is a required field.

2. Select Yes or No from the following drop-down menu: Is the Young Adult meeting Bridges
Ongoing Eligibility Criteria?

Note: A selection must be made from the dropdown menu to save the record or
navigate away from this screen.

Workicad | Bridges Ongoing Elgibils;

iﬂ"u?-c‘,lF.i Ongodng Ehigibility |

Brdges s Cpan (02012022}

Efeciree Dale: * En=i Tabe

Contasct Information
Sacwis, Susie - Age 18
Addreds BBy
123 Test Rd .
Test, Oh 12345
Cantact
Call
Eligibulity Raquiremant for Bridges

I3 T Young Adull mesting Bridges Ongaing Enginilry Crseria’ *

Created By: Created Date:

Modified By: Modified Date:
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Creating a Bridges Ongoing Eligibility Record

3. If Yes is selected, the screen will display additional information options in response to: Young
Adult must meet at least one of the following criteria to be eligible for Bridges. Check

all that apply.

Note: “Incapable of completing education or employment requirements due to physical
or mental health condition” cannot be checked when any other box is checked. A selection

is not required to save the document.

Eligibility Requirement for Bridges

Is the Young Adult meeting Bridges Ongoing Eligibllity Criterla? *

Yes v

Completing secondary edu

Ince yyment requireme

ble of completing education or empl

Young Adult must meet at least one of the following criteria to be eligible for Bridges. Check all that apply.

cation (high scheool) or a program leading to an equivalent credential

Enrolled in an institution th onal education
Participating in a program that is designed to promote or remove barriers to employment
Employed at least 80 hours in a month

ents due to physical or mental health condition

Note: When a box is checked, the selection will expand further, providing a list of
documentation required for the selection.

Young Adult must meet at least one of the following criteria to be eligible for Bridges. Check all that apply.
Documentation is required for all criteria and will be requested once selected.

Completing secondary education (high school) or a program leading to an equivalent credential
Examples of documentation: school enrollment letter, current grade report or transcript, current school schedule.

Additionally, a text box will appear, labeled: Explain how the Young Adult meets selected

Eligibility Criteria.

4. Enter comments in the text box labeled, Explain how the Young Adult meets selected

Eligibility Criteria.

Note: This is not required to save the record.

Explain how the Young Adult meets selected Eligibility Criteria:(expand full screen)

 ABC

4000
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Creating a Bridges Ongoing Eligibility Record

5. If No is selected from the drop-down menu, check the box to confirm the Young Adult’s

ineligibility.
6. Enter comments in the text box labeled, Explain how the Young Adult is working to re-
establish eligibility.
Eligibility Requirement for Bridges

Is the Young Adult meeting Bridges Ongoing Eligibility Criteria? *

No ~

By determining this record as "Not Eligible”, you acknowledge that a Notice of Ineligibility or Notice of Termination has been generated with the correct effective and termination dates and provided to the young
adult by hand delivery or mail

Explain how the Young Adult is working to re-establish eligibility: (expand full screen)

« ABC

4000

Note: You cannot save or navigate to another tab until all required fields have
been completed.

7. Once all the required information has been provided for the Bridges Ongoing Eligibility, click
the Documents tab.

Brigges COngoing Ehgibility
Sacwis, Susie [ 123456

Bridges / Open (02252020)

In progress

The Bridges Ongoing Eligibility screen appears; the Documents tab is active.

C@m l Department of
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Creating a Bridges Ongoing Eligibility Record
Completing the Documents Tab

1. In the Attached Documents grid, click the Upload Documents button.

Sacwis, Susie f 123456 Bridges / Cpan 020 12022

The Manage Documents screen appears, displaying the Maintain Documents Information grid.

2. Make a selection from the Document Type drop-down menu.

Note: Document type will be dependent upon the eligibility requirement(s) checked on the
Young Adult Information tab and a list of document types will display beneath each
selection.

Note: The list of documents necessary for each section is displayed on the Young Adult
Information tab under each eligibility criterion.

w

Type in a name for the document to be uploaded the in the Document Name text box.
Choose a date from the Date on Document field.

5. Upload the document in the File to Attach box by clicking the Browse button and locating the
file on your desktop.

Type in any necessary comments in the Comments text box.

Click the Save button.

s

N o
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Creating a Bridges Ongoing Eligibility Record

Manage Documents

Maintain Document Information

Document Category: Document Type: *
Person Documents v | v
Document Name: * Date on Document: *

| | | |

File to Attach: *

Browse

Comments: (expand full screen)

¥ ABC

500

Save Cancel

The Bridges Ongoing Eligibility Documents tab appears, displaying the uploaded document in the
Attached Documents grid.

8. Click the Approval tab.

[Rw};m-s Ongaing Elgibiity I

Sacwis, Susie [ 123456 Bridges / Cpan (02002022

5 In progress

Anasched Deumsnts

Dacument Date Docusent Type Docusent Nams

Cr iy Motcn of Inukgitlty (NOH| Insisgbibty Dodument

Upload Documant
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Creating a Bridges Ongoing Eligibility Record

Completing the Approval Tab

The Approval tab displays any outstanding issues to be resolved prior to the Bridges
Ongoing Eligibility being routed for approval. If there are no outstanding issues, the page
displays with a message indicating that the Bridges Ongoing Eligibility is ready for approval.

The page will display a list of outstanding issues if any exist. The tab is displayed in bold and
the issues which need addressed display under the name of the tab on which the issue is
found. This allows you to see the section to which you need to navigate to address the issues.

Bridges Ongoing Elgibility

Sacwis, Susie [ 123456 Bridges 7/ Dpen (00 TE2021

[ Appdoval Information ]

Young Adult Information

Documents

When all required information has been recorded, the Approval Information grid appears.

1. Click Submit for Approval.
Bndges Ongoing Elgibility

Sacwis, Susie [ 123456 Bridges £ Opan (020012023

N progross

Approval Information

(Bﬁw l Department of
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Creating a Bridges Ongoing Eligibility Record

2. Make a selection from the Action drop-down menu.

3. If necessary, add narrative to the Comments text box.

4. Make a selection from the Reviewers/Approvers drop-down menu.
5. Click, Save.

Process Approval
W e
i+ Type CASE PraPersnce

Task I0: Task Type Drages Dingoing L gty Tash Relerere

Taah Sishun

Rt Approval Aotion

Atanc * l P Sabecs An Bctian o I

= el 10

Mgy Begeracy -

Ray raei L Apgs crers l Fimgns Select A Reviewsr ADprover .

Sanes!

Note: After the first record has been created, the list page will appear similar to the image
below.

e CASE MAME [ i} Bridges
Sacwis, Susie f 123455 Opan (017142021}

Eormaiotons. & Vour daks has Been changed x

e Bridges Ongoing Eligibility

Inchde Créated in Efror

Bkt 1kt Custody Episode 0210312021

}mmm - — L _
B an
A I Date
pproval Da

Facae laag it e 0012022 Ellglble Pendng o Test Agency
Oa0a02

Note: The steps in this article are the same for every new Bridges Ongoing Eligibility record and a
new record should be completed every 30 days from the beginning of the custody episode.

Caﬁw Department of
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Creating a Bridges Ongoing Eligibility Record
Amending an Approved Record

Note: This functionality is to be utilized by Bridges Supervisors and Bridges System
Administrators to set an Approved record back to In Progress for editing purposes.

When logged in as a supervisor or Bridges System Administrator, navigate to the Bridges Ongoing
Eligibility list page as described above.

1. Click the Edit link on the left of the record to be amended. The Edit link will only display on
approved records when logged in as a supervisor or Bridges System Administrator. This will
be a view link for all other workers.

L Lkt

At log .
Cipas [OROT 0D

Aoy Conmunasn

ok Ll

PR PN T

Lo Camdody Saftag

el Rt R Cambody Epesoie QR MESNEE
rEE Bamiag

PR

Bl ApLsETET

L STEE AR T
Eachows limums

Ly
L=a=ie t) e—

= A Brspes, Orgung Eagibie
GmeCises | =R H] = cambeni. A

Bty Lo Trisilad

2. Click on the Approval tab.

Young Adult Information Documents
Effective Date: * End Diate:

037302022 sl 0470112022
Contact Information

Sacwis, Susie f 123456 - Age 18

Address: County:

123 Test Rd
Text, Oh 12345

Contact:

Note: If not logged in as a supervisor, Bridges System Administrator this tab will not display.

Caﬁw | Department of
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Creating a Bridges Ongoing Eligibility Record

3. Click on the Amend Record button.

Young Adult Information Documents Approval

Approval Information

Amend Record

4. Upon clicking, the user will be navigated to the Ongoing Eligibility list page and the record will
be set back to In Progress and can be edited and resubmitted for approval once the
corrections have been made.

Additional information can be found by viewing the following Knowledge Base articles:

Creating a Bridges Review

Creating a Bridges Plan

If you need additional information or assistance, please contact the OFC Automated Systems Help
Desk at sacwis_help desk@childrenandyouth.ohio.gov .
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