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Setting Direct Reports

The SSA supervisor has the ability to assign or re-assign to themselves, direct reports.

1. Sign in toimaginelS as SSA Supervisor
2. Click on the Microsoft Dynamics icon in the navigation bar
3. Click on the Settings Tile

Aig Microsoft Dynamics CRM I M | IMAGINE v  Dashboards | v

1
[l .../‘ i3
IMAGINE ISP CASE NOTE

Figure 1 — Initial Menu Settings

4. Select the SETTINGS drop down in the blue ribbon
5. Click on the ADMINISTRATION Tile
6. Click on the Users Link

Sultan SUPAgrab...
Al Microsoft Dynamics CRM v #i » ultan gral

s 3
ail 1 il o & >
BUSINESS MANAGEMENT TEMPLATES PRODUCT CATALOG SSA PROFILE TA MANAGEMENT SYSTEM JOBS

Which teature would you like to work with?

Business Units Security Roles
Add rew business units, Eit snd desctivate existing business Unts. Change the parent business unt. I/ Creste new security roles. Manage and desete existing securlty roles for your organization.
< Teams Users
m Add new teams and new members to existing teams. Modify the team description and delete members from teams. Add new users. Edit information about users and deactivate user records. Manage the teams, roies, and licenses
Access Team Templates 5
Figure 2 — Select User
Division of Information
information System ) Technology Services Page 1 of 21
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7. Enter the User Name of the SSA in the search field unless already displayed in the list
8. C_Iic_k the name of the SSA to open the record

Sultan SUPAgrab...

soft Dynamics CRM v #Y | SETTINGS v Administration

imagine

@ E D copyALNK | » eEMAILAUNK |~  [F) RUN REPORT = (H EXPORT TO EXCEL

+ Enabled Users « [ 2]
v « . ered Phone Y o ¢
Holmes Main Phone P
Tuscarawas Main Phaone
ONSS Knox Main Phone
Account Creek ManagedForRoles DODD Main Phone
Adams Sup Adams Main Phone
Admin Knox Superintendent Knox Main Phone
Advait Supanekar ManagedForRoles DODD Main Phone

Figure 3 — Select SSA

9. Click the CHANGE MANAGER link

Sultan SUPAgrab...

imagine

@~ HEsAvE E'SAVE& CLOSE &3 CONNECT | » | & CHANGE MANAGER| === o

H USER : INFORMATION
Adams Sup

The information provided in this form is viewable by the entire organization.

Ay . # SETTINGS ~ Administration Adams Sup | v @

General

Account Information

User Name ™ SECTRN'supa

User Information

First Name ™ Adarns Main Phone

Last Name™ Sup Other Phone

Title - Home Phone

Primary Email idssupport@dodd.ohio.gov Mobile Phone

Email 2 - Preferred Phone Main Phone
Mobile Alert Email -- Pager

Fax
Status Enabled

Figure 4 — User Information Page
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10. Type an SSA Supervisor name or search for it
11. After the SSA Supervisor Name is found, Click OK
12. Click Save and Close

Change Manager x

You have selected 1 User. Specify the manager that you want to
assign to the selected 1 User.

Mew manager:

& sultan SUPAgrabah e

QK Cancel

Figure 5 — Change Manage Approval Screen

Assigning and Reassigning an Individual to an SSA

Walks though how to assign or reassign an SSA to an Individual.

1. Sign on toimaginelS as an SSA Supervisor
2. Change the Dashboard to ‘SSA Supervisor/Director Caseload’ (If not already set)

"W Division of Information
1dEAME

T Technology Services Page 3 of 21
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3. Scroll down and select from any of the Individual Sub-Tables.

Ay Microsoft Dynamics CRM v ft | IMAGINE v  Dashboards

Sultan SUPAgrab...
© imagine

@ - EPSAVEAS ERNEW & REFRESHALL il ADVANCED FIND

SSA Supervisor/Director Caseload... ~

My Direct Reports v

2 A

Sear o

Daisy SSADuck Harrison Main Phone

Sultan SSAAgrabah Harrison Main Phone

Adv Find - Individuals for my SSAs &

First Name & Nick Name DODDE | SSN Medicaid ID Assigned SSA | Reporting County | Residence County
Alltop Lashonna Candice Eckha. 10/1072008 6621880  X00CXX-2715 Sultan SSAAG..  HARR HARR v
jals Pending SSA Assignment v B
o
Last Name k Name 0DD# SSN Assigned SSA | Reporting C

AKEEN Vukovich 3 HARR HARR

BETHENY CANT 101716910199 HARR HARR

CATORIA Titman HARR HARR
Chides szva 65157 104784483009 HARR HARR
CHRISTEAN METROFF I 6663516 HARR HARR
CHRISTEAN Triplett-Boyd 9392974 102204268199 HARR HARR
Clariana Piigrim 6646442 HARR HARR
Corde Lallathin 9/13/1971 9546378 291808458 343009479101 HARR HARR

1-80t71 i
My Notifications v =]
Search for records Fe) ¥

Figure 6 — Assigning an individual to an SSA - Part 1

4. Search for the Individual and click to open the record
5. Scroll Down to the County Information

Division of Information
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6. Click the ‘Search’ for the Assigned SSA

Sultan SUPAgrab...

VIRV | IMAGINE ~ Individuals | v CATORIA Titman | v imagine

@ -~ HBSAVE [J'SAVE&CLOSE &3 CONNECT | * o EMAILALINK  eoe al

INDIVIDUAL : INFORMATION

CATO RIA Tit m a n Date of Birth™ SSN ¥ Assigned SSA
B 11/26/200¢ B XXX-XX-35 -
- ~
[County Information |
Enrollment Date Termination Date Reenrollment Date
Residence County Reporting County ™ Waiver County
HARR @ HARR a -
Individual Waiver Type Waiver Status Waiver Start Date ‘Waiver End Date
. - - -
‘Waiver Waiting List (WL) Private Pay Individual (DRA) PASRR. Tracking (PTS) Incident Tracking (ITS)
Is DOD Source MUI ¥ Date Of Death IDS Living Arrangement
e 8 -
'Ass\gned SSA Special Category
o -
Associated County Information
Associated County -- Assaciated County F
Associated County £ - Associated County E - ¥
DODDs 6663512 Medicaid ID Reporting County HARR
H

Active

Figure 7 — Assigning an Individual to an SSA - Part 2

7. Scroll through the list to find the SSAs or use the Search functionality
8. When the SSA is located, highlight and click the SSA
9. The name will appear as the assigned SSA

O O O

Is DOD Source MUL ¥Date Of Death IDS Living Arrangement
o @ 8-

7Assigned SSA Special Category
Aleesa SSASuper_ITR2 jo) --

Associated County Information

Associated County - Associated County

Associated County Associated County E -

Services and Supports

DODD# 6663512 Medicaid ID Repo)
Active
Figure 8 — Assigning an Individual to an SSA - Part 3
10. Click Save and Close
Division of Information
Technology Services Page 5 of 21
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Setting Supervisor Notifications and Review

An SSA can have their profile set to send a notification or request review by the SSA Supervisor each time any of
seven modules are phased. This allows the SSA supervisor to monitor the work of their direct reports. This
process is also used to remove review settings for a direct report.

1. Sign on toimaginelS as an SSA Supervisor
2. Change the Dashboard to SSA Supervisor/Director Caseload (If not already set)
3. Search for the SSAs list in My Direct Reports.
a. Ifthere are no SSAs listed in ‘My Direct Reports’, go to ‘Setting Direct Report’ step above

A Microsoft Dynamics CRM + Y | IMAGINE ~

@~ EpsaveEas B NEW & ReFRESHALL i ADVANCED FIND

[SSA Supervisor/Director Caseload... |

My Direct Reports_

[[seaccn o recors o]

Harrison Main Phone

Sultan SSAAgrabah Harrison Main Phone

Figure 9 — Opening a Direct Report Record

4. Click on the direct reports Name to open the record
5. Click the down arrow on the blue ribbon next to the SSA’s name to display the tiles
6. Scroll right to ‘SUPERVISOR REVIEW SETTINGS’ Tile and select

Sultan SUPAgrab...

Al Microsoft Dynamics CRM « IMAGINE »  Dashboards | v Sultan SSAAgrabah nr»ar.. l_u " -
S g e snrRewewsetmgs
The information provided in this form is viewable by the entire organization.
General &
Account Information
SECTRN\ssaagrabas

Us

First Sultan

» SSAAgrabah

test.dodd @hotmail.com

Main Phone

Figure 10 — Supervisory Settings

V-1eh (el Division of Information
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hioliz:




= imaginelS: Implementation and | V1.0
Ohlo ‘ Department of ; e Change Management Project
Developmental Disabilities imaginelS_SSA_Supervisor_Guide — Final | 7/8/2015

7. Select ‘ADD NEW SUPERVISOR REVIEW SETTING’

: - Sultan SUPAgrab...
A Microsoft Dynamics CRM v # | IMAGINE v  Dashboards | v  Sultan SSAAgrabah | v @ Create <

imagine

USER : INFORMATION

Sultan SSAAgrabah

The information provided in this form is viewable by the entire organization.

Supervisor Review Settings Associ...

Sultan SSAAgrabah Review Review Review None Review Review Review

Figure 11 — Adding New Supervisor Settings - Part 1

8. Select the review setting for the supervisor.
Ay h New Supervisor Rev... e
@ -~ B save  EJVSAVE & CLOSE =+ NEW

SUPERVISOR REVIEW SETTINGS : INFORMATION

New Supervisor Review Settings

Supervisor Review Settings

Dis. ery Results - None
None
None
None
Case Notes - Draft e
U L Vit - Drae |H
UI - Draft Review
Owner * & Sultan SUPAgrabah

Figure 12 — Adding New Supervisor Settings - Part 2

9. Click Save and Close

Division of Information
information System (5) Technology Services Page 7 of 21
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Reviewing Quick Summary Modules for an individual

The Quick Summary Modules provide the SSA Supervisor a convenient way to review the status of the Individual’s
Discovery Management process.

Sign on to imaginelS as an SSA Supervisor

Click on the IMAGINE drop down

Click on the ‘INDIVIDUALS’ Tile to open

Double click on the individual to open up the record

. i e Sultan SUPAgr
Al Microsoft Dynamics CRM ~  # [BINIXSINION| Individuals | v @ Create .:-:-;:e *

e e

My Work Listings

L= ] = F
s ¥ = ¥ —1 ¥ {b ¥ ¥ 2] ¥
DASHBOARDS ACTIVITIES IMAGINE HELP INTRODUCTION CONTACTS
~  Full Name Date of Birt DODD* SSN Medicaid ID Assigned SSA Rej g County Resid Count Date of Deat ‘ermination Dat..
/301988 9448280 SADaimat

Aj JAFFAL 200(-XX-T7623 o HARR HARR
%00 HARR HARR
200 Lilo SSAPeieka HARR HARR
00 HA HARR
%00 HAR HARR |
00 HAR HARR 3
" Lang

Figure 13 — Individual Listing

5. Scroll down and click on one of the Quick Summary listings:
a. Discovery Quick Summary
b. Individual Quick Summary
Sultan SUPAgrab...

Ak Microsoft Dynamics CRM ~  #% | IMAGINE v  Individuals | v  Amnez STEARN | ~ imagine

@ - HESAVE EPSAVE&CLOSE S3CONNECT + e EMAILALINK oo al

INDIVIDUAL : INFORMATION
Arnez STEARN

More About Me A

SSN
B 00(-XX-64

¥ Assigned SSA

SSADalmati

Date of Birth”

B 27211973

Discovery Quick Summary

Individual Quick Summary

Contacts

Figure 14 — Individual Quick Summaries
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Discovery Quick Summary

4 4 i jeta B Pl @ [100% [ find [ Next B~ % &

Discovery Results Explored | Existing Supports Support Last Edited
Module? Requested? Date
Communication & Learning Y Nztural Supports Engaged Yes 06/17/15
Community Membership N No 04/08/15
Day to Day Life Y Matural Supports Engaged Yes 06/16/15
Employment N No 04/08/15
Finance N No 04/08/15
Getting Around N No 04/08/15
Haalth & Wellness N No 04/08/15
Home & Housing N No 04/08/15
Relationships N No 04/08/15
Discovery Quick Sur® 4/8/2015

Figure 15 — Discovery Quick Summary Sample

Note* Quick Summaries will only display data after Discovery results have been published.

o4 ora b P& oox [V

find |INet B~ 3 &

QUICK SUMMARY: Important To / Important For

Discovered In Important To

Communication & Learning « Important to the Testing of

the system
Community Membership

Day to Day Life « This is something that the
individual will need in order
for them to be able to live
sucessfully

Employment

Finance

Getting Around

Health & Wellness
Home & Housing

Relationships

Important For

+ To prove that it works and | get
it

+ This is something that the
individual desires in order for
them to be able to live
sucessfully

Figure 16 — Individual Quick Summary Sample

2

2 daT-1

ithe

LE - ,_L.—l LA

Information System (s
hio|
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Reviewing or Advancing (Activating) an Outcome (With Supervisor Review On)

Prior to executing a plan for an Outcome, the Outcome must be reviewed by all parties and phased through the
required step to be activated. This section walks through how to advance the Outcome to an active status.

Sign on to imaginelS as an SSA Supervisor

Change the Dashboard to SSA Supervisor/Director Caseload (If not already set)
Scroll down the page to ‘My Alerts’

Click the ‘Outcome Review Required’ entry

e e

SUPHiss Sir

A . Dashboards | v @ imagine

IMAGINE +

@ = ErSAVEAS % NEW = SETASDEFAULT & REFRESHALL

SSA Supervisor/Director Caseload... ¥

My Alerts v
Search for records o)

Priority Subject Individual Regarding Assigned SSA Owner Contact Due Date
Red Outcome Review Required NEHAMIAH V... [ RideaBike  SSAHiss Sir SUPHiss Sir

Figure 17 — Outcome Review

5. Click the ‘Regarding’ link to open the Outcome to review

SUPHiss Sir
VIV | IMAGINE ~  Dashboards | v  Outcome Review Re... | v @ imagine Lo

@ - HEsSAvE [Q'SAVE&CLOSE  + MARK COMPLETE W DELETE

ALERT : INFORMATION

O t R H R H d Individual "
utcome review reqguire 8 NEHAMIAF
General
Subject ™ Outcome Review Required
Description A Draft Outcome for NEHAMIAH VANVLIET is ready for review prior to sending for Assigned Team feedback. After your review is complete, remember to advance the
QOutcome to the next phase. The S5A waiting for this review is S54Hiss Sir.
Contact -- Assigned 554 SSAHiss Sir
Individual * NEHAMIAH VANVLIET Recipient * & SUPHiss Sir
Priority * Red Due Date
Start Date - Date Created & 77772015 11:12 AM
Figure 18 — Alert Information: Regarding
Timaotn. Division of Information
¥ -~
LERA 12 A .
information System ) Technology Services Page 10 of 21
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a. Once the Outcome displays, the Supervisor can scroll through the Outcome as desired
b. Click the title lines to expand and review

SUPHiss Sir

Ais ~ MY | IMAGINE v Dashboards | v RideaBike | v @ imagine

@~ HBHsAavE ISAVE&CLOSE &3 CONNECT | v o EMAILALINK  ses

QUTCOME : INFORMATION

Rlde a Bl ke | Individual Projected Start™ Projected Comple]
a8 I a8 *
NEHAMIA 7/7/2015 & arnonic
Outcomes
Current As Of & 7/7/2015 Status B Working Draft - Review Required
Outcome Name * Ride a Bike Discovered In ™ Getting Around
Desired Outcome * Impraved modiblity by riding a bike
Projected Start Da * 7/7/2015 So that/In order to * Individual would like to ride a bike so he can gain mobility in order

to attend baseball games and shop for groceries.
Projected Complet ™ 9/30/2015

Priority 2

Emergency Request Ne

* This is important to the Individual so he can be more mobile. It is important for the Individual to suppoert the other outcomes of shopping and going to the baseball
game.

Haw will we balan

Figure 19 — Outcome Information

NOTE: Once the review is complete the SSA Supervisor has two choices; move the Outcome to the next Phase
allowing the process to continue or returning the Outcome to the SSA for further refinement.

6. To move the Outcome to the next phase click the ‘More Commands’ ellipsis (...) then click ‘Next Phase’.
Two confirmation alters will be displayed. Accept the notices by clicking ‘OK’. The Outcome is moved to
‘Draft Distributed’. The Outcome is now visible to all members of the Team.

7. To return the Outcome to the SSA for further refinement reset the Outcome to ‘Working Draft — Internal’
by clicking the ‘More Commands’ ellipsis (...) then clicking ‘Reset to Internal’.

A . B Dashboards | v  Ride a Bike | v @

IMAGINE ~

@ - HsavE EJISAVE&CLOSE &3 CONNECT |+ &= EMAIL A LINK E

{u?, Run Workflow
QOUTCOME : INFORMATION

[¥] Start Dialog
R . d B N |< Individual Projects
l[de a blKe (A Run Report » | & NEHAMIAL | & 777
@ Reset to Internal
Outcomes =) Next Phase I
Current As Of B 77702015 Discontinuz Norking Draft - Review Required
Outcome Name ™ Ride a Bike |2'|_ Other Activities »  Getting Around

Desired Qutcome ™ Improved modiblity by riding a bike

Figure 20 — Outcome Page: Phasing
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8. To ‘Activate’ the Outcome click the ‘More Commands’ ellipsis (...) then click ‘Activate’

A Microsoft Dynamics CRM v #t | IMAGINE v  Dashboards Learn what I like to... | v

@ - HBEsAvE [J'SAVE&CLOSE &3 CONNECT | v @ EMAILALINK | s=s
3?{. Run Workflow

OUTCOME : INFORMATION
IE Start Dialog

Learn what I like to do B) Ron Report .
@ Reset to Internal

OUtCOIﬂeS y Discontinue

Current As Of B 62272015 | fi Activate Status

Outcome Name * Learn what I like to do [Z1 Other Activities » DiscoveredIn™
Desired Outcome * different opportunities in the community

Projected Start Dat ™ 5/1/2015 So that/In order to ™

Projected Complet ™ 4/30/2016

Priority * 1
Emergency Request
How will we balanc * make sure that the opportunities are presented daily

Figure 21 — Activate an Outcome

9. Click OK

10. Once the review process is complete the Alert will need to be marked completed. Click the ‘Mark
Complete’ option on the Alert screen to close and removes the alert from the ‘Alerts’ list on the ‘SSA
Supervisor/Direct Caseload’ dashboard.

SUPHiss Sir
Ay . r IMAGINE v Dashboards | v QOutcome Review Re... | v @ imagine a

@ -~ BEsAvE  [J SAVE&CLOSE v MARK COMPLETE | I DELETE

ALERT : INFORMATION

O t R H R H d Individual™

utcome review require NEHAMIA!

General

Subject ™ Qutcome Review Required

Description A Draft Qutcome for NEHAMIAH YANVLIET is ready for review prior to sending for Assigned Team feedback. After your review is complete, remember to advance the
Outcome to the next phase. The S5A waiting for this review is S5AHiss Sir.

Regarding ‘% Ride a Bike

Contact - Assigned S54 S5AHiss Sir

Individual ® NEHAMIAH VANVLIET Recipient ™ & 3UPHiss Sir

Priority * Red Due Date -

Start Date - Date Created B 7/7/2015 1112 aM

Figure 22 — Alert Information: Mark Complete
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Reviewing ISP for an individual (With Supervisor Review On)

If the SSA Supervisor requests to review the ISP, (See the section on Setting Supervisor Review), the section below
steps through where to find the ISP on the Supervisor Dashboard and how to mark the alert as complete.

1. Sign on toimaginelS as an SSA Supervisor

2. Change the Dashboard to SSA Supervisor/Director Caseload (If not already set)
3. Scroll down the page to ‘My Alerts’

Ay Microsoft Dynamics CRM ~

IMAGINE v  Dashboards

@ Sultan SUPAgrab...
Create PR
@ -~ B SAVEAS B NEW & REFRESHALL M ADVANCED FIND
SSA Supervisor/Director Caseload... ~
A
My Alerts v I -
Search f o
Red ISP Review Required | Chantz Tyner A 1sp Sultan SUPAg... 7/6/2015 1:38..

Figure 23 — ISP Review Required

4. Double click the ‘ISP Review Required’ alert item to open the ISP
5. Inthe Alert, click the ‘Regarding’ item to open the ISP to review

A Microsoft Dynamics CRM v #Y | IMAGINE v  Dashboards | v

Sultan SUPAgrab...
ISP Review Required | v @ create s
@ - Hsave [Psaveaclose OMPLETE

ALERT : INFORMATION

ISP Review Required

et
General
ISP Review Required

A draft ISP for Sultan SSAAgrabahis ready for review prior to sending for Assigned Team feedback
After your review is complete, remember to advance the ISP to the next phase. The SSA waiting for this review is Chantz Tyner.

& IS8

& Sultan SUPAgrabah
Red

& 7/6/2015 1:38PM

Figure 24 — Alert Information: ISP Review Required

6. When ISP opens, the supervisor can:
a. Review or update
b. Respond or provide feedback
c. Advance to the next phase

7. To Advance to the next phase, click more commands (...) and select Next Phase
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Sultan SUPAgrab..
imagine

@ Create

@~ Hsave [Jsave&clOsE &3 CONNECT | = < EMAIL A LINK Al
% Run Workfiow
ISP : INFORMATION 15 star Diiog
- Individual
IS P & Switch Process B Chantz Ty
o [ Run Report »
+ Working Draft @ resetolntemal Pending Agreements
A ik N « Phase Mot Phase
'd o (£} Other Activities »
Yes
i~
A
me* 1sp & 762015
B Working Draft - Review Required A N
Needed No ntact -
s Needed No 8 Mo
tact
ISP Document Approval
Individual Received Date* 6/30/2015
a o Received Date - -
~ Doe o Date* 6/30/2015
H

Active

Figure 25 — Advancing the Phase

8. Click OK to each of the confirmation widows that display

Message from webpage

Y "'| This will set the ISP record to the next phase.
\ / Are you sure? Hit OK to continue.

X

| OK l Cancel

Figure 26 — ISP Confirmation

9. Select ‘Mark Complete’ to close the Alert
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Sultan SUPAgrab...
imagine

Ais Microsoft DynamicsCRM v # | ISP v ISPs | v ISP Review Required | v @(male

@~ Bsave EIsAvE&CLOSE |V MA il DELETE  oee 3

ALERT : INFORMATION

ISP Review Required et

General

ISP Review Required

A draft ISP for Sultan SSAAgrabahis ready for review prior to sending for Assigned Team feedback.
After your review is complete, remember to advance the ISP to the next phase. The SSA waiting for this review is Chantz Tyner.

G lse
Chantz Tyner & Sultan SUPAgrabsh
Red 2

8 7612015 1:38PM

Figure 27 — Marking an Alert Complete

Note: The SSA Supervisor will be notified if the ISP has been set to ‘Review’ status. The ‘Review’ setting
requires the SSA Supervisor to move (action) the ISP to the next phase. If the setting were set to ‘Notify’
or ‘None’, then the SSA actions the ISP to the next phase.

e S%no | Division of Information

A

ormation Systomte) Technology Services Page 15 of 21

)3 L




= imaginelS: Implementation and | V1.0
Ohlo ‘ Department of . . Change Management Project
Developmental Disabilities imaginelS_SSA_Supervisor_Guide — Final | 7/8/2015

Validate User Security Roles

The below is for reviewing user security roles with in the imaginelS system.

1. Sign on to imaginelS as an SSA Supervisor
2. Click the CRM drop down
3. Click the ‘SETTING' Tile

M4 Microsoft Dynamics CR . | IMAGINE v  Dashbo

® creme Ex
>
IMAGINE CASE NOTE SETTINGS PORTALS RESOURCE CENTER REVIEW DATA
My Direct Reports ¥ 2
Search for records o
ul ime nf Ti Fer

Figure 28 — Initial Menu Settings

4. Select the ‘SETTINGS’ drop down
5. Click on the ‘ADMINISTRATION’ Tile
6. Click Users

A4 Microsoft Dynamics CRM +  #h

istration

[ £o) o] >
ICT CATALOG DMINISTRATION TA MANAGEMENT SYSTEM JOBS

2

Business
2l

BUSINESS MANAGEMENT

™
TEMPLATES

Which teature would you like to work with?

Users

Teams
Add new teams and new members 0 existing teams. Modify the team description and deiete members from teams. Add new users. Edit infarmation about users and deactivate user records. Manage the teams, roles, and licenses

assigned to users

Business Units Security Roles
Add new business units. Edit and deactivate existing business units. Change the parent business unit I/ Create new security roles. Manage and delete existing security roles for your organization.

Access Team Templates 3
Add new team templates. Modify the team template description.

Figure 29 — Validate User Security Roles — Part 1

7. Type the user name in the search window and select Enter
8. Double Click the user to open

9. Click the drop down next to the users name

10. Click the ‘SECURITY ROLES’ Tile

11. Click on the security role to display the assigned security

L~ Y Division of Information
| & .
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12. Click the tabs to reveal the security roles underneath

I‘ https://imagine. trnapps.dodd. ohio.gov biz/roles/edit.aspx?_CreateFromld=%7bA06D 7F SA-98EE-£411-9683-F 76 70356CE42%7d&_CreateFromType =88id=%7b95313180-7E0D-4AD7-A7FD-CD22BCEA* ‘ i

B3 Cose  WpActions ~ @Help ~
File &
E@J Security Role: CB - Finance Manager
@ Inherited roles cannot be updated or modified.
| Details Core Records Marketing Sales Service Business Management Service Management Customization Custom Entities I
Role Name * |CB - Finance Manager Business Unit * =9 nermson -ﬂ

Figure 30 — Validate User Security Roles — Part 2

Assign Additional CRM Roles to Users

To assign multiple CRM roles to a single user, such assigning the Budget Support Specialist role to the Finance
Manager, follow the instruction below.

Sign on to imaginelS as an SSA Supervisor
Click on the CRM drop down

Click the ‘SETTINGS’ drop down

Click the ‘SETTINGS' Tile

HwnN e

Aig Microsoft DynamicsCRMEl ' | IMAGINE v  Dashboards | v

il
a £
/«
ISP CASE NOTE

w

IMAGINE

Figure 31 — Settings for User Groups

5. Click the Users link
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z : Sultan SUPAgrab...
Al Microsoft Dynamics CRM v # | SETTINGS v  Administration = =

imagine

@ v

Administration

Which feature would you like to work with?

Business Units . Security Roles

Add new business units. Edit and deactivate existing business units. Change the parent business unit. #/  Create new security roles. Manage and delete existing security roles for your organization.

Teams Users

Add new teams and new members to existing teams. Modify the team description and delete members from teams Add new users. Eqit information about users and deactivate user records. Manage the teams, roles, and licenses
assigned to users.

Access Team Templates
Add new team templates. Mod!fy the team tempiate description

Figure 32 — Select User Link

6. Search/Select the users

. o L Sultan SUPAgrab...
Ak Microsoft Dynamics CRM v« #Y | SETTINGS v  Administration G an 9ra E

imagine

@~ [DCOPYAUNK ~ e EMAILAUNK ~ [F)RUNREPORT~ [ EXPORT TO EXCEL

Figure 33 — Search and Select User

7. Scroll down to ‘User Titles’
8. Click the roles that apply
9. Click Save

10. Click Save and Close

SETTINGS ~

O USER INEORMATION
\ 2 _Brian TestTrf

The rformaton provided i th Form i viewable By the £abng Srgaszaton

Wiior Tiides

JAKE Acc e Levels

Figure 34 — Assign Users to Search Group
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Add a SSN, Medicaid Number or update DOB for an Individual

This section explains how to update Date of Birth, Medicaid Number, and Social Security Number for an
Individual.

1. Sign on toimaginelS as an SSA Supervisor
2. Change the Dashboard to SSA Supervisor/Director Caseload (If not already set)
3. Scroll down and click on a user from any of the Individual Sub-Tables.

Sultan SUPAgrab....

4is Microsoft Dynamics CRM +  #% | IMAGINE v  Dashboards | v

imagine

@~ [EsavEAs I%NEW O REFRESHALL i ADVANCED FIND

SSA Supervisor/Director Caseload... ¥

Adv Find - Individuals for my SSAs v ~

Individuals Pending SSA Assignment v

Figure 35 — Sub-tables of Individuals

4. DOBis a the top of the screen, click to make a change

Sultan SUPAgrd
imagine

V. ] IMAGINE ~  Individuals | v Chantz Tyner | v

@~ Hsave FsavEa&closE &3 CONNECT | » o EMAILALINK  ses

INDIVIDUAL : INFORMATION

Date of Birth™ SSN
C h antz Ty ner & 10/10/200 | B 00-XX-T4
Mick Name Ema -
First Name ™ Chantz | pate ot Birth * 10/10/2007 |
Middle Name Hunter Age B 7yrs8mos
Last Name ™ Tyner Full Name Chantz Tyner
Generation
Figure 36 — Individual Information: Date of Birth
Division of Information
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5. Scroll down the page to the Additional Demographics (Click to open and see the details)
6. Click on the SSN or Medicaid Number field to make a change

Ay . A IMAGINE ~  Individuals | v  Chantz Tyner | v

@ -~ B SAVE [J'SAVE&CLOSE &% CONNECT |+ e EMAILALINK  ses

INDIVIDUAL : INFORMATION

Chantz Tyner

Additional Demographics

Date of Birth*
& 10/10/200

Individual IDs

DODD# @ 6622310 SSN & 287-13-7412
Medicaid ID:

Figure 37 — Update/Review DOB, Medicaid, & SSN for an Individual
7. Click Save and Close

Note: A Supervisor can only add a new SSN or Medicaid number. To update/change these fields
requires a DODD Systems Administrator.

Division of Information
information System (5) Technology Services Page 20 of 21

A0[RI s




= imaginelS: Implementation and | V1.0
Ohlo ‘ Department of . . Change Management Project
Developmental Disabilities imaginelS_SSA_Supervisor_Guide — Final | 7/8/2015

Change the Name of an SSA

1. Sign on toimaginelS as an SSA Supervisor
2. Change the Dashboard to SSA Supervisor/Director Caseload (If not already set)
3. Under ‘My Direct Report’ sub-menu, Search for or Click on the Direct Report’s name

i C Sultan SUPAgrab...
A4 Microsoft Dynamics CRM v # | IMAGINE v  Dashboards | v @ Create s

imagine

@ - FsavEAs ELNEW & REFRESHALL  Ji ADVANCED FIND

SSA Supervisor/Director Caseload... ~

| My Direct Reports v

Harrison Main Phone

Harrison Main Phone

Figure 38 — Find Direct Report

4. Click on the first or last name and then change it
5. Select Save and Close

. L Sultan SUPAgrab...
44 Microsoft Dynamics CRM v #4 | IMAGINE v  Dashboards | v  Sultan SSAAgrabah | v @ Create imagine I
@ -~ Bsave | Esave&CLose | 83 CONNECT & CHANGE MANAGER

USER : INFORMATION

Sultan SSAAgrabah

The information provided in this form is viewable by the entire organization.
General
Account Information
SECTRN\ssaagrabas
User Information

Sultan

| SSAAgrabah|

Figure 39 — Change Name of Direct Report
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