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Budget Support Specialist Functional Process

The below flowchart shows the functional process for developing and getting a Service Summary processed for an
Individual. The following section define the steps required to complete the function.

Setup Summary
Service for the
Individual

Using Work Flow,
FM Requests BSS

to Complete Cost
Projections

BSS Completes Cost
Projections

Using Work Flow,
BSS sends
notification to SSA
that costing is
complete

Service Summary
can be printed

l

Using Workflow,
SSA Request
funding Approval
from FM

Did FM
Approve

Funding
?

FM or BSS resets

N — Summary Service to

Draft Status

Y

v

Discovery
process
begins

Figure 1 — Budget Support Specialist Functional Process
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Set Default Dashboard

The default dashboard when established, will be the dashboard seen each time the user signs into imaginls.

1. Sign on to imaginelS as Budget Support Specialist
2. Click the IMAGINE down arrow
3. Click the DASHBOARDS Tile

ACTIVITIES IMAGIME HELP

Figure 2 — Set Default Dashboard

4. Click the sub grid down arrow and select “Budget Support Specialist Financial Dashboard”
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Figure 3 — Budget Support Specialist Financial Dashboard Selection
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5. Click “SET AS DEFUALT” to save
6. Click the House on the blue ribbon to return to the initial dashboard

Mg Microsoft Dynamics CRM v | #% | IMAGINE v  Dashboards | v @ Create

Eligibility Specialist Dashboard ~

Incomplete LOCs v

Figure 4 — Set Budget Support Specialist Financial Dashboard as default
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Setup Service Summary for the Individual
Assign the Finance Manager and Budget Support Specialist to the Service Summary as well as establishes the date

range for which the service will be active.

1. Sign on to imaginelS as Budget Support Specialist
2. Click the IMAGINE down arrow
3. Click the INDIVIDUALS Tile )

Figure 5 — Navigation to select the Individual

4. Search for the desired Individual

: 5 Sultan BSAgrabah
Mg Microsoft Dynamics CRM v #% | IMAGINE v Individuals | v @Create imagine N

@~ DCOMAUNK v @EMALAUNK v

* Active Individuals ¥ [end x|
v Y o

>
Heyo

Figure 6 — Search for an Individual
5. Click on the Individual’s “Full Name” link to display the Individual’s screen

- - Sultan BSAgrabah
Mg Microsoft Dynamics CRM v #t | IMAGINE v Individuals | v @ Create xr:eg i

@~ DCOPYAUNK ~ EMALAUNK v [) RUNREPORT EXPORT TO EXCE

amez

* Search Results ¥

V| Full Name Bith A

Figure 7 — Select an Individual
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6. Select the down arrow next to the Individuals name
7. Select the Service Summaries Tile

Figure 8 — Select the Service Summaries Tile

8. Click the ‘Current’ Service Summary

@ crome T

Crictovery Rarpuit.
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Sultan BSAgrabah

| s
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A Microsoft Dynamics CRM «  #% | IMAGINE v  Individuals | v Amez STEARN | » e
al
INDIVIDUAL : INFORMATION |
Date of Birth® SSN ¥ Assigned 554
Arnez STEARN e | exooces | S
Service Summary Associated View ~ o
Filter on: | Draft [¥] Include: reistea “Regarong” Recorss [M]
@ - B cHARTPANE = [ RUNREPORT = [ EXPORT SERVICE SUMMA.
v | Individual Name otal Amount n A al's Budget Start..  Individual's Budget End D... Individual Budget Year St Y o
Service Summary - 6/1/20. $000 Working Draft 6/1/2015 1
Amnez STEARN Service Summary - 6/1/20! $0.00 Pending Appr... 6/1/2016 5/31/201° Future
— A L\ y |
Figure 9 — Select the current Service Summary
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9. Click on the “Assigned Financial Manager” field
10. Look up the desired Financial Manager and select to assign to the Service Summary
11. Click the Budget Support Specialist Field
12. Look up the desired Budget Support Specialist and select to assign to the Service Summary
13. Click the “Individual’s Budget Start Date” and enter span start date
14. Click the “Individual’s Budget End Date” and enter span end date
a. Note: Span Date cannot exceed 366 days
15. Fill in other information on the page
16. Click the Save link
17. Click Save & Close link

16

SRR PRy ; DR TIO
Service Summary - 6/1/2015 - 5/31/2... |;3_,.;L;_33. A
riral e

Nrryia s fammemary

Figure 10 — Service Summary navigation and field locations

18. Click the “refresh List” link on right side of the individual’s sub grid on the individual front page
19. The status reason column will be “Working Draft”.
Note: Below are the Service Summary statuses and their definition:
Working Draft — SSA is entering information. The Service Summary cannot be seen by
portal users.
Pending Approval — BSS has completed costing and the Service Summary is now viewable
by portal users and can provide feedback. Any non-assigned team member will require
feedback to be sent to the SSA for manual entry. Finance manager must enter waiver
dollars at this point. Printing is allowed.
18

Complete — The Summary Service is active and will print on ISP.
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Ais Microsoft Dynamics CRM

IMAGINE v Individuals | v Arnez STEARN | v @ Create ‘S:_:t,;:fmrmh
Al
INDIVIDUAL : INFORMATION
9 Date of Birth* $5N ¥ assigned 55A
Arnez STEARI\J 2/2/1973 XNX-XX-642 | SSADalmatic

Service Summary Associated View
Filter on: Draft [M] Include: Reiates “Regaraing” Records (]

@ ~ Wl CcHARTPANE ~ [MRUNREPORT = ([ EXPORT SERVICE SUMMA,

Arnez STEARN Service Summary - 6/1/2015 - 5/31, Arnez ST...
Arnez STEARN Service Summary - 6/1/2016 - 5/31/2017 - z ST. $0.00 Pending Appr. 19

Figure 11 — Individual’s Service Summaries List refresh
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Completing Cost Projections

Identify the costing type and costing for the service (Local or Waiver).

Note: The Service listing needs to be created for the outcome prior to this step. Otherwise this step cannot not be
completed.

1. Sign on to imaginelS as Budget Support Specialist
2. Select from the subgrid “Budget Support Specialist Financial Dashboard”

A Microsoft Dynamics CRM v #t | IMAGINE v  Dashboards | v @ Create

@- B SAVEAS B9 NEW & REFRESHALL Jf ADVANCED FIND

Budget Support Specialist Financi...

My Service Summaries

My Service Summaries v

Figure 12 — Changing to Budget Support Specialist Dashboard

3. Scroll down the page to “My Notifications”. This is located on the same line as “Alerts”.
4. Click on ‘Cost Projections Needed’ notification

a. If this notification does not exists, use the My Notification drop down to change the view.

b. Use the Pop Out, ,to see more records associated with the Notifications view

. - Sultan BSAgrabah
Ak Microsoft Dynamics CRM v #¥ | IMAGINE v  Dashboards | ~ @ G ultan BSAgraba

imagine

@ - EpsaveEAs ELNEW O REFRESHALL ik ADVANCED FIND

Budget Support Specialist Financi...

My Alerts v + = My Notifications v

Figure 13 — Navigation to find “Cost Projection Needed” records
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5. While on the ‘Cost Projections Needed’ page, click the Service Summary, on the Regarding line

A4 Microsoft Dynamics CRM ~ ¥ | IMAGINE ~ D

@ - HEsave EJSAVE&CLOSE v MARKCOMPLETE T

Cost Projection Needed

Notification

Cost Projection Needed

A cost projection needs to be prepared for Arnez STEARN's Service Summary.

[ Service Summary - 6/1/2015 - 5/31/2016 - Amez STEARN ] ]

ez STEARN Assigr file @ -

Figure 14 — Select Service Summary from Notifications

6. Scroll down to “Services with Financial Information” section and select. There can be two types:
a. LCL = Local; Must have a Local Fund Source Allocation associated with it.
b. WVR = Waiver; A Waiver does not get a fund source allocation. It is paid through MSS/PAWS

Note: In the example below, there are three ‘LCL’ and one ‘'WVR’ Service.
Costing must be complete for all Service Lines before Finance approval can be requested

Ak Microsoft Dynamics CRM v | ISP v Service Summaries | v Service Summary v

@ - BEsAvE [PSAVE&CLOSE [ RECALCULATE [ PRINT SERVICE SUMMARY... s+ 3

SERVICE SUMMARY : INFORMATION

Service Summary - 1/1/2015 - 12/31/...

- itan FMAgrabah x
Sultan BSAgrabah
& $2500000
8
Individual Budget Year
1172015 015
Current
[\wrvu es with Financial ]mnrnmvu-n]
Projected services
| Tharrin Dick asgsd sadg 10 Item
P Tharin Dick
# Tharr
2 Tharrin O ihis s 2
< > i g
Draft H

Figure 15 — Services with Financial Information
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7. Costing
a. Double click a “LCL” or “WVR” funding source to open the item for costing; it will open a
‘Projected Service” window.

Note: Do not click on an underlined item. It hyperlinks to the column heading name.

| dtg https: imagine. trnapps.dodd. ohio.gov/main.aspx?etc=10 aqs=2%3f_CreateFromId%3d%257b9322CA0E-3298-E411-9CF 1-0050568C30C9%257d%26_ |

) FILE PROJECTED SERVICE

X | I TsavedNew (g 0 Copy aLink @ @ g
l'l'.é J  Email a Link
f Save Save & Look Up Run  Start Run
- Close Address Workflow Dialog Report«
Save Actions Collaborate Process Data

Projected Service : Information

% Projected Service Projected Services v || ¥
Service Information ® A A
e — Transportation - General
Billing Services Infor...
Billing Information Individual & Tharrin Dick v
Related 4 Service Information A
4 Common
[A Audit History Funding Source LcL Start Date 7/1/2015 By
Group
4 Process Sessions
Category Transportation End Date 7/2/2015 =R
(-'{e Background Processes . [—]
'@] Real-time Processes Sub-Category * 28 Transportation - General [Q]  Units for Planning Miles
Provider ...ﬂ Licking County Aging P ﬂ How Often Daily

How Much

Figure 16 — Projected Services
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b. Scroll down and click the Billing Information link

c. Click the County Fund Source look up function
Note: The County Fund Source Allocations (CFSA) will only display for selection if:
1. The Finance Manager has been assigned to the CFSA
2. The CFSA contains the specific service combination (Category & Sub-Category) as
the Service Summary
3. The CFSA is within the time frame of the Service Summary

| Aig htips: femagine. tmapps. dodd. ohio. govjmain. aspxetc= 10858extraqs = %3¢_CreateFromid¥d %2579322CA06-3296-E411-9CF 10050568C0Co%257d%26 | )

PROJECTED SERVICE
I I l ! 4 save & New am!

[} Copya Link

o Email 3 Link

© &

Save  Saved Look Up Run Start Run
- Close Address Workfiow Dialog Report.
Save Actions _ Collaborate Process Data_
Projected Zervice : Information 3 Projected Service Projected Services v A | ¥
Service Information - A
- p— Transportation - General
ng Services infor...
Billing Information Individua a Tharrin Dick v
Related A
4 Common
[ Audit History Scheduie Notes
4 Process Sessions
@i Background Processes
H Real-time Processes
4 Billing Services Information
Pricing (@) ® Unit* 5 Mies =]
County/Provider  Individual
Rate Rate

4 Billing Information
County Fund Source | |gy HARR - 1/1/2015 - 12/31/2015 - Levy
Allocation

Billing Units Per 3.00 Rate Per Billing Unit  $0.45
Fund Year 3

Rate Per Fund Year  $135

Figure 17 — Projected Services — Billing Information
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d. Pricing will default to the County/Provider rate. If Individual Rate is selected, rate per billing unit
can be modified (See Fig Projected Services — Individual Rate Selected)
e. “Billing Units per Fund Year” must be calculated and entered by the Waiver/Budget Specialist
8. Click Save and Close

I‘ https:/fimagine. trapps. dodd..ohio.gov/main. aspx?etc=10858extraqs =%3f_Createfromld%3d%257b9322CA0E-3298-£411-9CF 1-0050568C30C9%257d %26 a I

G PROJECTED SERVICE
JSove SNew  (gia [ copy a Link @ _i @
H lﬂ ﬂj € Email a Link

Save Save& Look Up Run Start Run
- Close Address Workfiow Dislog Report«
Save Actions Collaborate Process Data
Projected Zervice - Information Projected Service Projected Services v | &

Service Information . . . A
E Billing Services Infor.. NMT - One-way Trip - Eligible Vehicle
Billing Information Individual & Tharrin Dick v
Related A
4 Common
|4 Audit History
4 Process Sessions
@i Background Processes Schedule Notes
[E Real-time Processes
4 Billing Services Information
Pricing (@] ® Unit * 8 Item & ﬂ
County/Provider | Individua
Rate Rate
4 Billing Information
Billing Units Per 1.00 Rate Per Billing Unit  $2.50 I
Fund Year -

Rate Per Fund Year  $1.00 v

Figure 18 — Projected Services - Individual Rate Selected
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Send Naotification Costing is Complete:
Running the on-demand work flow will notify the SSA that costing for services is completed and the SSA can now
request funding approval.

1. While on the Service Summary, select the more commands (...) to Run Work Flow that will send a
notification to the SSA that costing is complete.

Ay Microsoft Dynamics CRM v # | ISP v Service Summaries | v

Service Summary -.. | v

@ - BEISAVE EPSAVE&CLOSE [ RECALCULATE [ PRINT SERVICE SUMMARY

SERVICE SUMMARY : INFORMATION

. Individual® ISP
Service Summary - 6/1/2015 - 5/31 i |
divid Date 6/1/2015 B Ron *dget End Date 5312016
e A~
Current @ ot
Services with Financial Information
Projected_services
L #Amez STEARN  Equipment &..  Medical Suppl.. LOCAL Provid... 6/24/2015 6/29/2015 LCL 1 Item Daily

Figure 19 — Run Workflow for Service Summary

2. Verify that ‘Notification — To Assigned SSA — Cost Projections Completed’ is selected
3. Select ‘Add’ button to send the notification
Note: This step moves the Service Summary phase from ‘Working Draft’ to ‘Pending Approval’
This is the phase from which the Service Summary can be printed.

Look Up Record x

Enter your search criteria

Look for . [J show Only My Records
Look in  On Demand Workflows i
Search | Search for records 0

Process Name

Categor c 2
Notification - Cost Projection Needed From Budget Specialist Workflow 9/27/2C
Service Summary - Approve Request Workfiow 8/20/2C

v  Notification - To Assigned SSA - Cost Projection Completed ‘Workfiow 11/15/I
Reset Service Summary to Working Draft Workfiow 9/27/2¢

< >
of4 ecte Pa
Add Cancel

Figure 20 — Work Flow — Send Notification Costing is Complete
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Printing the Service Summary

The result of printing the Service Summary produces a .pdf file.

1. Sign on to imaginelS as Budget Support Specialist
2. Start from the Service Summary for which costing was completed
3. Select More Commands (...)
a. Click the Run Report link
i. There are 3 phases/version of the service summary that can be printed.

1. Draft
2. Agreement
3. Completed

ii. Click the version you wish to print and it will display as a PDF on screen.

Ay Microsoft Dynamics CRM v # | ISP v  Service Summaries | v Service Summary -... @ Create

@~ [save [J'SAVE&CLOSE B RECALCULATE |2 PRINT SERVICE SUMMARY.. E

€ Email a Link

SERVICE SUMMARY : INFORMATION 2 Run Workflo
% Ru rkflow

Service Summary - 1/1/2015 - 12/3 mseoies

I B Run Report » |Run on Current Record
General 7. Other Activities v Individual Service Summary 4|  Draft Status
+
Service Summary Individual Service Summar... 48 | Agreement Status
Individual Service Summar... 4 | Completed Status
Current As Of 8 63072015 QuoteID* - $5-01795-CLA)1
Name * Service Summary - 1/1/2015 - 12/31/2015 - Tharrin Dick Revision ID ™ 8o
Total Amount B $141435 Assigned Finance Manager * Sultan FMAgrabah
Status Reason Pending Approval (Draft) Budget Support Specialist™ Sultan BSAgrabah
Individual's Local Services Budget Amount $25,000.00 Remaining Local Services Budget Amount & $25,000.00
Price List B Harrison County Price List
Individual Budaet Year
Figure 21 — Print Service Summary
imadthe | Division of Information
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Resetting the Service Summary to Draft

The Service Summary can be reset to “Working Draft” from either “Pending Approval” or “Completed Approved”
status. This allows the Budget Support Specialist to enter costing for services again.

1. Sign on to imaginelS as Budget Support Specialist
2. Click the IMAGINE down arrow
3. Click the INDIVIDUALS Tile

. o - Sultan BS. bah
Au Microsoft Dynamics CRM v #  |BIVIXSINI| individuals | v @ creste e

My Work

Listings

1
n& 2 B o a
L] v I—" v = v o v v 25 ¥ & >
DASHBOARDS ACTIVITIES IMAGINE HELP INTRODUCTION INDIVIDUALS CONTACTS PROVIDERS

Figure 22 — Individual Tiles

I@

4. Search for and click on the desired Individual to open the record

A4 Microsoft Dynamics CRM v #t | IMAGINE v Individuals @ Crasta ‘S'::::EBSAqubah H
@~ [DCOPYAUNK ~ EMALAUNK ~ [)RUNREPORT~ [ EXPORT TO EXCEL

+ Search Results v = =
v e te of Birth 4

Figure 23 — Search and Click on Individual

5. Click the drop down to the right of the sub grid and select “Service Summary Associated View Dashboard”
6. Click on Current Service Summary to open

dia Microsoft Dynamics CRM ~ % | IMAGINE v Individuals | v Tharrin Dick | v Sultan BSAgrabah

imagine

INDIVIDUAL : INFORMATION

- : : Date of Bith” SN ¥ Assigned SSA
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Figure 24 — Service Summary Associated View
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7. Click on more commands (...)

8. Click the Run Workflow command
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Figure 25 — Work flow - Reset to Working draft — Part 1
9. Check Mark “Reset Service Summary to Working Draft”
10. Click “Add” Button to initiate the work flow
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Look for [l O show only My Records
Lookin On Demand Workfiows ~
Search | Search for records o
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1
< >
2
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Figure 26 — Work flow - Reset to Working draft — Part 2
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11. Click “OK” on confirmation Dialogue window
12. Close Service Summary and click the refresh button to refresh the list of Individuals
13. Notice that the status reason of the Service Summary has been reset to Working Draft
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Figure 27 — Status Change Verification
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Mark Notification Complete

Notifications do not disappear on their own, however they will disappear when marked to complete.
Following the below steps to make a notification complete.

1. Sign on to imaginelS as Budget Support Specialist
2. Ensure you are on the Budget Support Specialist Financial Dashboard
3. Scroll down to My Notifications
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Figure 28 — Scrolling to Notifications

4. Click on the notification to open
5. Select Mark Complete
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A cost projection needs to be prepared for Tharrin Dick's Service Summary.
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Figure 29 — Mark Notification Complete
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