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Overview 

This Knowledge Base Article discusses the Review Invoices functionality for Person Invoices, 

detailing the steps for the Agency to approve Invoice Line Items.  

 

Navigating to the Review Invoices Screen 

From the Ohio SACWIS Home Page: 

1. Click the Financial Tab. 

 

2. Click the Invoicing tab.  
3. Click the Review Invoices link on the side navigation menu. 

 

The Review Invoices screen appears, displaying the Review Invoices List grid. 

Note: The screen will default results to any Invoice Line Items that are awaiting approval for the 
Logged in Agency. The User can enter Search Criteria to filter down to a specific item. 

4. Make a selection from the Invoicing Agency drop-down menu.  
OR 

5. Provide the Invoice Number or Person ID. 
6. Click, Filter. 
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The Review Invoices screen appears, displaying the Review Invoices List grid. 

7. Select the Review hyperlink next to the desired Invoice Line Item.  

 

The Line Item Details screen appears.  

 

Reviewing a Line Item 

1. The Line Item Details screen will display in View Mode to allow the reviewer the ability 
to see all the Service Details for the Line Item. Please ensure the Service Details are 
accurate. 
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2. If the reviewer wants to view, Approved/Pending Costs, Custody Details, 
Eligibility/Reimbursability Details, Bridges Ongoing Eligibility and Housing/Dependent 
Records, click the Dropdown button to expand each section. 
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3. From the Status drop-down menu, select the desire status:  

• Approved: This status will approve the Line Item and allow the payment to be issued. Enter 
comments if desired. If the Line Item requires State Approval, once approved by Bridges Fiscal 
Supervisor, the Line Item will be sent to the State for Approval. 

• Declined for Rework: This status will return the Invoice Line Item for corrections. For this 
status, comments will be required to detail why the line item is being declined. The Invoice will 
now display on the Declined Invoices page. 

• Denied: This status will deny the Line Item and prevent any payments from being created and 
notify the Worker that the Line Item has been denied. For this status, comments will be 
required to detail why the line item is being denied. These comments will also be available to 
the Invoicing Agency.  

Note: Any comments that were previously entered will display below the Status History section 
in descending order.  

4. Click Save. If the status is approved, payments will be created and issued the first of the 
following month. 

 

 

 

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

