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Overview

Description
This training will instruct designated county board 
members who are responsible for assisting other 
board members with the imagineIS application.  
Training will takes place in a dedicated training 
environment, after which the newly gained skills will 
be applied to the production environment using real 
cases.

Who should attend?
Anyone designated as a Super User in the imagineIS
application.
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Register New Associated (County Board Worker)



Register New Associated (County Board Worker)



Register New Associated (County Board Worker)



Complete the remainder of the registration 

process using your information and work 

or other email which you can check from 

here.

After completing the Finance Manager 

also create a logon for the following using 

the same county (Morgan):

• Behavior Support (BSC)/Human 

Rights (HRC)

• Budget Support

• Customer Guide

• SSA

• SSA Manager/Director

For this class and the follow on classes 

you will need these roles to complete the 

tasks.

Register New Associated (County Board Worker)
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Contact Type and Relationships

What kinds of Relationships are there?

• Assigned Team Member – Potential team members include anyone who the 

individual knows well and feels will be a part of the support process. Assigned Team 

Members are people who are assigned to help the person accomplish outcomes 

that are meaningful to them.  Assigned team members are either someone who will 

be working on action plans or they are someone who must agree to the plan.

• Contributing Team Member - These are team members which provide 

contributions to the individual and plan. Their inputs and feedback is important to 

the success of the Support Plan (ISP) but are not agreeing to provide services and 

therefore do not require them to agree or disagree to the individuals support plan. 

These team members do not complete action steps or learning logs. (These type 

relationships will NOT have Portal access)



Contact Type and Relationships

What kinds of Contact Types are there?

• 1 – Family – As the title implies this is a family member to the individual. This type connection can have portal access when 
connected as an Assigned team member

• 2 – Guardian – This is the legal guardian for the individual. If this is also a family member this can be identified in the 
‘Relationship’ field f the connection. This type connection can have portal access when connected as an Assigned team 
member (Only 1 active (dates) Guardian can be connected to an individual at a time) (reflects on the ISP Agreement 
Tracker)

• 3 – Co-Guardian - This is the co -legal guardian for the individual. If this is also a family member this can be identified in 
the ‘Relationship’ field f the connection. This type connection will not have portal access when connected as any type Team 
Member.

• 4 – Program Manager – This is a direct Program manager for the individual which provides supports. This type contact 
type will not have portal access when connected as any type Team Member. (This can be used to add the Program 
manager to the ‘rolodex’ for reference, not to connect to portal or provider)

• 4 – Provider – This is ALL providers (independent/Agency/etc) which provide a service to the individual and will be listed in 
some manner on the Outcome, must agree to the ISP, and may or may not need/have Portal access. (Portal access is only 
granted when identified as ‘Assigned Team Member’) (reflects on the ISP Agreement Tracker)

• 5 – Medical – This is medical support or other medical type personnel which provide direct or indirect support to the 
individual. This type connection will not have portal access when connected as any type Team Member



What kinds of Connections Types are there?

• 6 – CDJFS Contact – County Department of Jobs and Family Services. This type connection will not have 

portal access when connected as any type Team Member

• 6 – Friend – A person with whom the individual supported has a mutual bond of concern and support. The 

individual and may provide insight or value to developing or supporting the plan or individual. This type 

connection will not have portal access when connected as any type Team Member

• 6 – Other Professional – This may be a point of contact which provides services or materials to support 

an individual. This type connection will not have portal access when connected as any type Team Member

• 7 – SSA – This connection will happen automatically by the system when an SSA is assigned to the 

individual. This type connection will not have portal access when connected as any type Team Member

• 8 – Individual – This connection will be a ‘hidden’ connection and happens when the imagine record for 

the individual is created from IDS. The process of granting Portal access for the individual is done from the 

Front Page by adding an email address, and creating an invitation code from ‘More Commands’ (reflects on 

the ISP Agreement Tracker)

Contact Type and Relationships
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Contacts, Connections and Team 

Members Check List

Before you make a Connection and select a team member, double check 

to make sure that the person is a Contact in imagineIS

After you confirm that they are a contact within imagineIS, select the 

Individual you are working with and choose the Connections tile.  Confirm 

The expected person is a connection 

If the person is listed as a connection, double check the type of connection.

Confirm that it is correct
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Adding a Provider 

Confirm that the Provider has been added to imagineIS by the Finance Manager

• If your using “Look Up” – make sure that the field your searching in is Provider 

Confirm that the provider has services associated, and that the provider 

certification dates are still active

Confirm that the provider has been added as a Team Member to the individual

you are working with
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Helpful Notes

• When connected correctly as Assigned Team Member and Contact Type= 

Providers the Provider (agency/independent) will be displayed on the ISP 

Agreement Tracker

• When connected correctly as Assigned Team Member and Contact Type= 

Guardian the Guardian will be displayed on the ISP Agreement Tracker

• Only Assigned Team Member and type Provider, Guardian and hidden 

contact type Individual display on ISP and agree to ISP
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Portal Viewing

If a Portal Contact has more than one connection type, Example – Guardian and Parent, even if they are working with more than one 

individual.  Make sure that they only have one Web Role listed.  If you make a duplicate entry a second Web Role will be created.

This will cause the Portal to not display for them.
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Outcome and Service Dates

Double check the Funding Allocation Start and End date

Double check the Services Start and End date

Double check the Provider Certification End date

Double Check the Outcome End date and the Action Plan End date

Confirm that the dates are in alignment and the end dates are not shorter

than the Outcome you are working with. 
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Essential Health Comment Field
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Advanced Find – Discovery Management



Advanced Find - Discovery Management



Advanced Find – Discovery Management



Advanced Find – Outcomes Status



Advanced Find – Outcomes Status



Advanced Find – Outcomes Status
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