
 

 

 

 

 

 
 
 
 
 
 
 
 

imagineIS 
Implementation and  

Change Management Project 

 

Service Support Administrator  
Guide ς Individual Management 

 
 
 
 

Work Request Numbers: 
DMR01-0000018510 

 
 

Version 1.1 ς Final 
12/12/2016 

 
 
 
 
Department of Developmental Disabilities 
Division of Information Technology Services 
30 East Broad St, 12th floor 
Columbus, Ohio 43215 



 

imagineIS: Implementation and 
Change Management Project 

imagineIS_SSA_Guide ς Part 1  

V1.0  
 

11/01/2016 

  

  
Division of Information Technology Services 

ITS Call Center: 800.617.6733 option 4 

 
 

3  
 

Table of Contents 

Introduction to imagineIS Dashboard .................................................................................................................................. 4 

Dashboard Navigation ......................................................................................................................................................... 4 
Access Available Dashboard Views ..................................................................................................................................... 5 

LƴŘƛǾƛŘǳŀƭΩǎ wŜŎƻǊŘ .............................................................................................................................................................. 7 

hǾŜǊǾƛŜǿ ƻŦ LƴŘƛǾƛŘǳŀƭΩǎ CǊƻƴǘ tŀƎŜ .................................................................................................................................... 9 

Individual Front Page Header ............................................................................................................................................ 10 
Introduction Section of Front Page ................................................................................................................................... 10 
Description ........................................................................................................................................................................ 11 
LƴŘƛǾƛŘǳŀƭΩǎ /ƻƴǘŀŎǘ {ŜŎǘƛƻƴ ƻŦ ǘƘŜ CǊƻƴǘ tŀƎŜ ................................................................................................................. 11 
Waiver/Medicaid Indicator Bar ......................................................................................................................................... 12 
Essential Health icons ....................................................................................................................................................... 12 
Individual Front Page Sub-Menus ..................................................................................................................................... 12 
Case Notes ........................................................................................................................................................................ 13 
9ƴǘŜǊƛƴƎ ƻǊ 9ŘƛǘƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ !ŘŘǊŜǎǎ ...................................................................................................................... 14 
Discovery Quick Summary ................................................................................................................................................ 17 
Individual Quick Summary ................................................................................................................................................ 18 

Contacts and Connections ................................................................................................................................................. 19 

Making a Connection to an Individual .............................................................................................................................. 19 
Making a Connection to a New Contact ........................................................................................................................... 25 
Connect an Individual to a Provider .................................................................................................................................. 28 
Connect an Individual to a Guardian(s) ............................................................................................................................. 31 
Download XML File - Guardian.......................................................................................................................................... 33 
Checking Waiver Providers Status & Services ................................................................................................................... 34 
Creating a New Emergency Contact for an Individual ...................................................................................................... 37 
tǊƛƴǘƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ 9ƳŜǊƎŜƴŎȅ /ƻƴǘŀŎǘǎ .................................................................................................................... 39 

Other Individual Sub-Menu Items ...................................................................................................................................... 40 

Portal Contacts .................................................................................................................................................................. 40 
Payors ................................................................................................................................................................................ 40 
Additional Demographics .................................................................................................................................................. 41 
County Information ........................................................................................................................................................... 42 
Service Supports................................................................................................................................................................ 43 
Funding Quick Summary ................................................................................................................................................... 43 
Pictures ............................................................................................................................................................................. 44 
Status Tracker ................................................................................................................................................................... 47 

 
 
 
 
 



 

imagineIS: Implementation and 
Change Management Project 

imagineIS_SSA_Guide ς Part 1  

V1.0  
 

11/01/2016 

  

  
Division of Information Technology Services 

ITS Call Center: 800.617.6733 option 4 

 
 

4  
 

Figure 1 SSA Caseload View Navigation Options 

Introduction to imagineIS Dashboard 
This first time imagineIS opens the SSA Caseload View Dashboard will be displayed. Dashboard navigation will 
allow you to navigate the imagineIS system. 

Dashboard Navigation 

1. Navigate imagineIS system using the Navigation Toolbar.    

2. The Home button will always bring you back to your default SSA Caseload View. 

3. The Sort option is available for finding your assigned Individuals easily. 

4. Find specific records using the Search field. 
5. The list below the Navigation is called the Command Ribbon. 
6. User Profile Name is where you sign out of imagineIS. 
7. View all records associated with this section of the Dashboard. 

 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
8. Access the imagineIS ribbon to find what you need. 

 
 

 

 
 
 

 

Scroll the imagineIS tiles by using the wheel            on your computer 
mouse.   

Home 

Sort 

Navigation Toolbar 

Search 
View all records 

User Profile 

Figure 2 ImagineIS Ribbon 
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Figure 3 Available Dashboard Views 

Figure 4 Set imagineIS Default View 

Access Available Dashboard Views 

1. Click on the arrow beside the dashboard title to view available System Dashboard Views. 

2. Click on the title of the desired dashboard view.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Currently the SSA Caseload View is the set as the default you may also select another view as the default by 

clicking Set as Default. 
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Figure 5 SSA Dashboard View Sub-Menu Detail 

SSA Caseload View 
 
The SSA Caseload View contains the information that the SSA needs and uses most frequently.  
1. Individual list contains Full Name of all the individuals assigned to the SSA. 
2. My Alerts normally contain information on financial adjusments for individuals in your case load. 
3. My Notifications includes any changes that occur in your individuals records. 
4. My Tasks include any outstanding action items specific to you and your case load. 
5. Priorities are an automatic indication of notifications and my tasks have been added to the list. 

a. Red is most important or/and at least two weeks old. 
b. Yellow is for items between one and two weeks old. 
c. Green is lesser important and/or is new. 
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Figure 6 Individual Selection from SSA Caseload View Dashboard 

LƴŘƛǾƛŘǳŀƭΩǎ wŜŎƻǊŘ 
The Individual record is the core of the imagineIS system. This record is the center of all ISP planning efforts. 
{ƻƳŜ ƻŦ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ Řŀǘŀ ǿƛƭƭ ōŜ ǇǊŜ-loaded into the system from the Individual Data System (IDS). 
Additional information is required in order to complete the ISP process. Each Individual in imagineIS has a Front 
Page. The Front Page Ŏƻƴǘŀƛƴǎ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ǿŜƭƭ ŀǎ ƻǘƘŜǊ ŜǎǎŜƴǘƛŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ 
 
hǇŜƴƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ CǊƻƴǘ tŀƎŜ from SSA Caseload Dashboard 
1. Individuals will be assigned to each SSA by their Supervisor or Director. The names of the Individuals who 

have been assigned will appear in the first submenu of the SSA Caseload View dashboard. 
2. Double-ŎƭƛŎƪ ƛƴ ǘƘŜ ƻǇŜƴ ŀǊŜŀ ƛƴ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ǊŜŎƻǊŘ ǘƻ ƻǇŜƴ ǘƘŜƛǊ LƴŘƛǾƛŘǳŀƭΩǎ Front Page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
hǇŜƴƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ CǊƻƴǘ tŀƎŜ from imagineIS Individuals Tile 
1. IŦ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ ƛǎ not listed on the SSA Caseload View Dashboard, click on the down arrow beside 

Imagine in the ribbon. 
2. Click on the Individuals ǘƛƭŜ ǘƻ ŦƛƴŘ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ ƛŦ ƛǘ ƛǎ ƴƻǘ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ŘŀǎƘōƻŀǊŘΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Double click in open area to open 
individual record 
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Figure 7 Individual Selection from imagine Tile 
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The Active Individuals window will open with all the Individuals reporting to your county displayed. Double-click 
ƻƴ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ǊŜŎƻǊŘ ǘƻ ƻǇŜƴ ǘƘŜƛǊ Front Page. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Double click in open area to open 
individual record 

Figure 8 Double-click on Individual's Record in the Active Individuals Window 
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hǾŜǊǾƛŜǿ ƻŦ LƴŘƛǾƛŘǳŀƭΩǎ CǊƻƴǘ tŀƎŜ  
 

¢ƘŜ LƴŘƛǾƛŘǳŀƭΩǎ Front Page is a positive introduction of the person. It contains demographic and identifying 
information as well as DODD eligibility, financial information and documentation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 9 Individual Front Page 
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Individual Front Page Header 

¢ƘŜ LƴŘƛǾƛŘǳŀƭΩǎ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀŎǊƻǎǎ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ƛƴŎƭǳŘƛƴƎ ǘƘŜƛǊ Date of Birth, the last four digits 
of their SSN and the Assigned SSA name. 

 
 
 
 

 

Introduction Section of Front Page 

Individual picture will appear if it has been uploaded along with four questions for the Individual, their 
family/guardian/Assigned Team Member or SSA to complete with input from the Individual.  Click in the area 
below each of the following questions to enter data in each field. 
 
1. What Other People Like And Admire About Me 
2. ²Ƙŀǘ LΩƳ LƴǘŜǊŜǎǘŜŘ Lƴ 5ƻƛƴƎ 
3. Important People In My Life 
4. Best Way To Communicate With Me (Preferred Methods) 

 
For instructions on uploading pictures see Pictures section of SSA Guide. 

 
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

Figure 11 Introduction Section of Front Page 

Figure 10 Individuals Front Page Header 
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Description 

This field is populated by Customer Eligibility Specialist at time of in-take in order to capture any pertinent 
information about the Individual. 

 
Figure 12 Individual Front Page Description 

LƴŘƛǾƛŘǳŀƭΩǎ /ƻƴǘŀŎǘ {ŜŎǘƛƻƴ ƻŦ ǘƘŜ CǊƻƴǘ tŀƎŜ 

1. Contact information for the Individual appears under the IƴǘǊƻŘǳŎǘƛƻƴ ǎŜŎǘƛƻƴΦ ¢ƘŜ LƴŘƛǾƛŘǳŀƭΩǎ Full Name, 
Date of Birth and Age will automatically be completed for any Individual currently in IDS. Click in any field to 
enter additional information.  

2. An Email address must be entered in this section before the Individual can be invited to imagineIS. 
3. The phone number will be formatted as entered, i.e., (###) ###-#### in the Home Phone, Work Phone, and 

Mobile Phone fields. 
4. Once the Email address has been entered the individual can be invited to imagineIS using the Invite 

Individual link in the tool bar at the top of the screen. You may also re-invite individual after the first invite 
was sent out. 

5. Click Save or Save & Close ŀŦǘŜǊ ŜƴǘŜǊƛƴƎ ƻǊ ŜŘƛǘƛƴƎ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ Front Page. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 

Fields that are marked with *  are required fields. 
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3 

5 
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4 

Figure 13 Individuals Contact section of Front Page 

Figure 14 Individuals Front Page Save, Save & Close, and Invite Individual 
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Waiver/Medicaid Indicator Bar 

If the Individual has a Waiver dark blue W will appear and M will appear if they are on Medicaid. Clicking on the 
indicators will provide information regarding the Individuals Medicaid and Waiver. 
 
 
 
Figure 15 Waiver/Medicaid Indicator Bar 

Essential Health icons 

Information entered into Essential Health is visible to Portal users via the Essential Health icons on an 
LƴŘƛǾƛŘǳŀƭΩǎ Front Page. Essential Health is gathered during the Discovery process but is a separate module that 
tracks medical conditions and associated medications for an individual and outlines issues with the protocols of 
the medicine.  
 
1. Dark blue icons indicate that information has been entered in Essential Health which is a separate module. 
2. Grayed out areas indicate that no information has been entered. 
3. Hover over the icons in order to display the type of indicator.  
 

 
Figure 16 Essential Health Indicators on Individuals Front Page 

Individual Front Page Sub-Menus 

Sub-menus are found on the IndividualΩǎ Front Page to provide a high level view of modules completed for the 
individual. 

 

Expand Sub-Menus 
Click on any sub-menu to expand or collapse the information contained in imagineIS.   

 
 
 

 
 
 
 
 
 
 
 
 
 
 

W M 

1 2 

Medications 

3 

Figure 17 Individual Front Page Sub-Menus 
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IndividualΩǎ Front Page Sub-Menu Definitions 
 

Defined Sub-Menu Options 

a. Case Notes Case Notes for this Individual 

b. Addresses Any addresses pertinent to the Individual is entered 

c. Discovery Quick Summary Short report of what discovery modules have information and the last date it was edited. 

e. Individual Quick Summary {ƘƻǊǘ ǊŜǇƻǊǘ ƻŦ άLƳǇƻǊǘŀƴǘ ¢ƻέΣ άLƳǇƻǊǘŀƴǘ CƻǊέΣ ŀƴŘ άwƛǎƪǎ ŀƴŘ Iƻǿ !ŘŘǊŜǎǎŜŘΦέ 

f. Contacts Any person or organization connected to the Individual 

g. Portal Contacts Any person or organization connected to the Individual who are in the imagineIS Portal 

h. Payors Any organization which is financially responsible for the Individual such as an insurance company 

i. Additional Demographics Any demographic information mandated by the county 

j. County Information All county and waiver information, Associated County information, and Services and Supports 

k. Services and Support Information provided by Service Listing, Customer Eligibility Specialist, and Service Support Administrator 

l. Funding Quick Summary DODD financial information for the Individual 

               Figure 18 Defined Sub-Menus 

Case Notes 

The Case Notes sub-menu includes all the case notes that have been opened for the Individual.  It also has an 
option to add + ŀ /ŀǎŜ bƻǘŜ ŦǊƻƳ ǘƘŜ LƴŘƛǾƛŘǳŀƭΩǎ Front Page. 
 
 

For instructions on entering Case Notes see Case Notes User Guide. 
 
 
 

 
 

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 19 Case Notes Sub-Menu 
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Figure 22 New Individual Address: Choose Address Type 
Figure 23 New Individual Address: Select Living Arrangement 
Categories 

9ƴǘŜǊƛƴƎ ƻǊ 9ŘƛǘƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ !ŘŘǊŜǎǎ 

1. Scroll down the IndividualΩǎ Front Page and click on the Addresses sub-menu title to expand from 

LƴŘƛǾƛŘǳŀƭΩǎ Front Page.  Any addresses entered for this Individual with their Address Type will display.  

2. A Residence address must ōŜ ƛƴ ŜŀŎƘ LƴŘƛǾƛŘǳŀƭΩǎ ǊŜŎƻǊŘΦ /ƘŜŎƪ ǘƘŀǘ ŀ wŜǎƛŘŜƴŎŜ ŀŘŘǊŜǎǎ ƛǎ ǇǊŜǎŜƴǘ ŀƴŘ ǘƘŀǘ 

it is correct. 

3.  To enter a new addrŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ+Ω ƛŎƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ  

 

 

CƻǊ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ƻǇŜƴƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ Front Page see hǇŜƴƛƴƎ ŀƴ LƴŘƛǾƛŘǳŀƭΩǎ CǊƻƴǘ tŀƎŜ section of 

the SSA User Guide. 

 

 

 

 
 
 
 
 
 
Entering New Address 
1. The New Address window opens. Enter a short Description. The Description will appear in that field on the 
LƴŘƛǾƛŘǳŀƭΩǎ Front Page. 
 

 

 

 

 

2. Click in the Address Type field and select from the drop-down list. Additional fields must be completed for 
the Residence Address Type. When Residence is chosen the Address field will disappear until the Living 
Arrangement Category and the Living Arrangement Subcategory and/or Facility are completed. 

 

 
 
 

 
 
 
  
 
 
 

Figure 20 To Add a New Address Click the '+' Icon 
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Figure 21 New Individual Address Description 
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Figure 25 Select New Individual Address Selection 

Selecting Address Categories 

1. For a Residence address the Living Arrangement Category chosen will determine the selections available in 
the Living Arrangement Subcategory and the Facility Selection. 

2. /ƭƛŎƪ ǘƘŜ άΚέ to view Living Arrangement Category and Living Arrangement Category list.  

  

  
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Look up more records 
3. Click on the magnifying glass in the Address field.  
4. If the desired address is not listed in the drop-down box, click Look Up More Records to open the Look Up 

Record search box. 
 

 

     

 

 

 

 

 

 

 
 
 
 
 
 
 

Figure 24 Living Arrangement Category &  
Living Arrangement Subcategory

Figure 26 Search for New Individual Address 
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Figure 27 Select an Address and Add or Choose New 

Figure 28 New Address Window: Entering a new address 

Search for the address desired 
1. Search for address using the * as a wild card. 
2. If it is found, click to the left of the Description or in the open area of the address to select. 
3. Click the Add button. 
4. Click on the New button if it is not listed to enter a new address into imagineIS. 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

5. Once an existing address is added or a new address has been added Click Save or Save & Close. 

  

 

 

Figure 29 Save and Save & Close 
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