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Overview 

This article describes how to enter a Bridges Housing Service Record and Dependent Housing 
Cost within Ohio SACWIS.  

 

Navigating to Housing Service Records 

 
1. From the Ohio SACWIS Home screen, click the Case tab. 

2. Click the Workload tab. 

3. Select the appropriate Case ID link. 

 
Note: If you know the Case ID number, you can also use the Search link at the top of the 

Home screen and navigate to the Case Overview screen. 

4. On the Case Overview screen, click the Housing Service Record link in the side 
Navigation menu. 

 

 

The Housing Records screen displays, defaulting to the Housing tab. 
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Adding a Housing Service Record 

 
1. Click the Add Housing Information button. 

 

The Housing Address Details screen displays.  

2. Make a selection from the Housing Type dropdown menu.  
3. Provide a Begin Date. 
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4. If applicable, link a provider by clicking the Link Provider button. Required only if the Young 
Adult lives in a home or residential provider. 

5. Click the Select Address button. 

 

The List of Address screen displays. 

6. If the address shown is correct, click the Select link.  
7. If the address is not listed, the user can edit and/or add and address by clicking the Update 

Address button. 

 

The selected address is now shown on the Address Details screen. 

Note: The Created in Error checkbox now displays shown in green below: 

8. Click the Save button. 
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The Housing Records screen displays. The new housing record now displays.  

 

 

Adding a Service Tier 

From the Housing Records screen, click the Service Tier/Dependent(s) Costs tab.  
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The Service Tier/Dependent(s) Cost screen displays.  

1. Click the Add Service Tier button.  

Note: Only one non-end dated Service Tier record can exist at a time and cannot have overlapping 
dates. 

 

The Add Service Tier screen displays.  

2. Make a Selection from the Service Tier dropdown menu.  
3. Provide a Begin Date.  
4. Click the Upload Document button.  

 

The Maintain Document screen displays. 
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5. Make a Selection from the Document Type dropdown menu. 
6. Provide a Document Name. 
7. Click the Browse button.  

 

8. Select the appropriate document you wish to add and click the Open button. 

 

The document is now attached.  

9. Provide Comments if necessary. 
10. Click the Save button. 
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The Add Service Tier screen displays.  

11. Click the Save button. 

The Service Tier/Dependent(s) Cost screen displays. The new Service Tier is displayed. 

 

 

Adding Dependent Costs 

1. Click the Add Dependent(s) button. 
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2. Check the checkbox next to the appropriate available child(ren) listed. 

Note: If the user needs to Add a Case Member or an Associated Person, they can click the Add 
Case Member button or the Add Associated Person. They will be prompted to checkmark the 
appropriate persons to be added to the Available Children screen. The user may also add/create a 
New Person(s) by selecting the Add Case Member and/or the Add Associated Person buttons.  

Important: The Dependent will need to have a DOB to appear on this screen.  If the user adds a 
New Person without a DOB they will not display. 

3. Click the Continue button. 

 

 

4. Provide an Effective Date. 
5. Click the Save button. 

 

The page expands displaying Medicaid Details.  
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Important: If the Youth has already been matched for Medicaid, the next step will not display 

for the User. The User will click Save and will be navigated back to the Dependent Costs screen 

displaying the new record. Shown on Page 13. 

Medicaid Match: 

There are three outcomes the system will display for a potential match:  

• Multiple Matches 

• Exact Match 

• No Match 

 

Note: The system will display only one of the match methods listed above to the User. 

 

Exact/Potential Match: 

6. To view Ohio SACWIS Case Members, click Ohio SACWIS Case Members to expand 

the page. 

7. Select the Radio button for the most appropriate Medicaid Match for the youth. 

Note: The system defaults to the Not Answered Radio button.  

 

Mulitple Matches: 
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No Match: 

 

8. Select the most appropriate option from the results returned for the Youth. If no possible 

results are returned, the User will not need to make a selection. 

9. Make a selection for Managed Care Organization (MCO) Plan Selection, if applicable. 

Note: The MCO Selection dropdown will default in several scenarios based on predetermined 

information recorded in your Agency: 

• Drop down is Non-Modifiable: Your Agency has Pre-Selected to use the ODM 

Enrollment Broker to select the youth’s MCO plan.  

• An MCO has been Pre-Determined by your Agency. This is still modifiable by the 

User as needed.   
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• An MCO appears in the drop down: System is displaying the Youth’s last known 

MCO plan. This is still modifiable by the user.  

• No Default: The User will need to select a MCO Plan. 

 

10. Click the Save button. 

 

The Dependent Cost(s) screen displays showing the new record. 

 

 

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

