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Finance Manager Functional Process

The below flow diagram shows the functional process for creating Funding sources and providers along with
approving and denying funding requests.

FM Approves
—» orDenies
Funding
Create Create Create
Create Fiscal . Create County/Provi County Fund
Funding . ———»
Year Provider der Local Source
Source . . -
Service Rate Allocation Service
Funding Summary
Approved Statusis
¢ ? changedto
Associate Complete
Associate a . Invite SSA Requests
County/Local . 3 Assign a local . )
N Service with Provider to Funding [—
Provider Rate 2 Provider source to Self Portal Approval
to Fund Alloc pp
Reset Service
Summaryto
Draft Status

Figure 1 - Finance Manager Functional Process
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County Creation

Create a Fiscal Year
The County Fiscal Year establishes the boundaries for budgeting and planning.

1.
2.
3.
4.
5.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select the SETTINGS Tile

Select the SETTINGS drop down in the blue ribbon

Scroll and select the ‘County Fiscal Years’ Tile

Sultan FMAgrabah

imagine

Sultan FMAgrabah
A4 Microsoft Dynamics CRM v # SFIT[NGS ary ate \r:.a:\:e o m

Finance Management Extensions

] » .
- - - - |+ >
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... LOCAL SERVICES MSS CATEGORY

Figure 2 - County Fiscal Year Tiles

6. Click on “+New’

7. Enter Fiscal Year information
a. County will populate to the county of the Finance Manager
b. Fiscal Year — Create a name for the Fiscal Year
c. Fiscal Year Start and End Dates

8. Click ‘Save & Close’

Sultan FMAgrabah

Al Microsoft Dynamics CRM ~  #% | SETTINGS v  County Fiscal Years | v New County Fiscal Y... Create P—
@ - Bsave [EPsaveacose 2

COUNTY FISCAL YEAR : INFORMATION

New County Fiscal Year

General 2

County ™ B HARR Fiscal Year HARRIS_FY2016
tart Date * 1/1/2016 End Date * 123172018 X[ v

Figure 3 - Create County Fiscal Year

agtin Division of Information
fonmaton System (s Techno|ogy Services Page 20of3
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Create Fund Source (Requires Fiscal Year Setup)
The Fund Source is the entity that provides the financial resources for services.

1. Sign on to imaginelS as Financial Manager

2. Click on the Microsoft Dynamics icon in the navigation bar

3. Select the ‘SETTINGS’ Tile

4. Click on SETTINGS dropdown and select ‘Funding Sources’

5. Click on “+New’
/6 Dashboards: FM Casenotes Dashi Micrasoft Dynamics CRM - Internet Explorer IR
CTC.) = [ o, o s st goviman s P 31| | ) il oo e | IS W o
A Microsoft Dynamics CR l IMAGINE v Dashboards | v St FiAgrabab ?

1

o 2 %
IMAGINE S REVIEW DATA SYSTEM

M5 County Fiscal Year Active County Fi
SO

M4 Microsoft Dynami

Sultan FMAgrabah

Extensions

v . - o
LOCAL SERVICES MSS CATEGORY

Finance Management

SERVICE SUMMARY

Figure 4 - Funding Source Tile Selection

6. Enter Fund Source information:
a. Fund Source Name

b. FSCode
i. Grants iv. Levy— Local
ii. Donations v. Levy —Waiver Match
iii. Family Support vi. Title XX

c. Source Group
7. Click ‘Save & Close’

' A, Division of Information
nformation Syster () Technology Services Page 3 of 3
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A Microsoft Dynamics CRM -~ SETTINGS ~  Funding Sources | «

FUNDIMNG SOURCE : INFORMATION

New Funding Source

General

B oeasg

Figure 5 - New Funding Source

Creating a New Local Provider
Creating the provider defines the entity or persons that create and executes the action steps for g services agreed
to by the Individual’s support team. (Note: Waiver providers have been loaded from PCW into imaginelS.)

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select ‘IMAGINE’ Tile

Hover over the Imagine Drop Down Arrow

Select ‘Providers’ Tile

vk W e

Sultan FMAgrabah
s | v Create —

Ak Microsoft Dynamics CRI ft IMAGINE v

ER)
IMAG[NE SETTINGS REVIEW DATA SYSTEM

Sultan FMAgrabah
Ai Microsoft Dynamics CRM ~  # Dashboards | ~ ultan FMAgral

My Work Listings

nE
uz ¥ LJ’ '“
DASHBOARDS ACTIVITIES IMAGINE HELP INTRODUCTION INDIVIDUALS CONTACTS PRUVIDERS

Figure 6 - New Provider Tile Selections

6. Click ‘New’ and the New Provider window will display
7. Enter Provider required data:

a. Company Name

b. Provider/Vendor Type = ‘Local Provider’

V-1ehdal Division of Information
information System (5 Technology Services Page 2 of 38
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c. Provider Type

d. Certification Start Date

e. Certification End Date = Leave blanks

f.  Last Compliance Date: If filled in, Provider has been suspended.

g. Setup Complete = ‘Yes’

h. Status = ‘Active’

i.  CEO Name and Email (Leave One Time Pin blank)

j.  Provider Agent Name and Email (Required in order to send Invite to the imaginelS)

8. Click ‘Save’

Sultan FMAgrabah

A Microsoft Dynamics CRM v #Y | IMAGINE v  Providers | v New Provider nagin

@ - HEsave EFSAVE&CLOSE =+ NEw al

PROVIDER : INFORMATION

New Provider

General

6/26/2015

HSP - Hospice

Local Provider

Agency

Yes
Active

Provider Agent Information

CEO-First-Name Last Name CEQ-Last-Name

CEQ.Provider@hotmail.com

Figure 7 - New Provider Creation

' A, Division of Information
nformation Syster () Technology Services Page 3 of 38
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Creating a New Local Service with a County Rate
The County Rate defines the cost the county charges to provide services for the Individual. This record serves as a
base record from which the local provider service rate is created.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select the ‘SETTINGS’ Tile

Click on SETTINGS dropdown and select ‘LOCAL SERVICES' Tile

HwnN e

Ak Microsoft Dynamics CRI | IMAGINE v  Dashboards | v @-:r.;.;,,:. i‘"l:'!;::MAqmb.m
1
[ <] -
e Eo P
IMAGINE ISP SETTINGS REVIEW DATA SYSTEM
2

. . — Sultan FMAgrabah
4l Microsoft Dynamics CRM ~  #v |BSamiNe 3Nl County Fiscal Years @-:.em :R'" e

Finance Management -
[+ [ [+ >
=l v [ P =]

COUNTY FISCAL YEARS LOCAL SERVICES MSS CATEGORY

13

¢ ¥ v i ¢
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES

Figure 8 - Local Services Tile Selection

5. Click on ‘New’

6. Enter Local Services required information:
a. Service Code — (Identified in the Service Listing Codes Section below)
b. Rate Type = County; the Provider will be created from the county record (See below)
c. Rate Effective Start and End Dates

7. Click ‘Save and Close’

Note: Once the County record is saved, the more commands (...) will appear next to the “+New’

" & 3 Little FMJoh
Ais Microsoft Dynamics CRM v Y | SETTINGS v  Local Services | v City Bus Pass | « e

magine

@ - Bsave |Esave & close [S DEACTIVATE  »ee A

LOCAL SERVICES : INFORMATION

. Rate Start Date® Rate End Date* County Price List
CITy Bus Pass & 77172015 8- 8 Harrison (

Local Services Detail

8 mou County* 8 Harrison
@ Transportation 8 City Bus Pass
@ County 8 sz200

8 Eaxh

a 72015 Rate Effective End Date *

Figure 9 - Create a New Local Service

Division of Information
Technology Services Page 4 of 38
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View Service Listing Codes
1. Sign on to imaginelS as Financial Manager
2. Click on the Microsoft Dynamics in the navigation bar
3. Select the SETTINGS Tile
4. Select ‘MSS CATEGORY MAPPINGS’ Tile

Sultan FMAgrabah
imagine

@ Create

A Microsoft Dynamics CRI l # | IMAGINE v Da

1
. Eo] a8
IMAGINE ISP SETTINGS REVIEW DATA SYSTEM

soft Dynamics CRM «

Sultan FMAgrabah

imagine

Finance Management

s
= e
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES

Figure 10 - MSS Category Menu Selection

Ay Microsoft Dynamics CRM v # | SETTINGS v  MSS Category Map... | v

@~ D COPYALUNK v eEMAILAUNK ~ [P RUNREPORT~ [ EXPORTTOEXCEL  see

+ Active MSS Category Mappings ¥

v Service Code Category Subcategory MSS Category MSS Local Servic.. Scheduled Servic... Unscheduled Ser...
IM001 Community Me...  Fitness & Aquati.. OTH 18 No Yes
IM001 Community Me... Recreation/Leisu... OTH 19 No Yes
IM002 Creative Supports  Business Dev-T.. ADS 1 No Yes
IM002 Creative Supports  Business Dev-B.. OTH 20 No Yes
IM002 Creative Supports  Business Dev-E.. ADS 21 No Yes
IM002 Creative Supports  Business Dev-T.. ADS 22 No Yes
IM002 Creative Supports  Business Space... OTH 23 No Yes
IM002 Creative Supports  Business Supplie.. OTH 24 No Yes
IM002 Creative Supports  Local Microente.. OTH 25 No Yes
IM002 Creative Supports  Professional Me... OTH 26 No Yes
IM003 Emergency Resp... PERS - Installation EQP 27 No Yes
IM003 Emergency Resp... PERS - Monthly.. EQP 28 No Yes
IM003 Emergency Resp.. Remote Monitor... EQP 29 No Yes
IM003 Emergency Resp.. Remote Monitor... EQP 30 No Yes
IM003 Emergency Resp.. Remote Monitor... EQP 31 No Yes

Figure 11 - Service Codes Listing

y Division of Information
Information System 5) Technology Services Page 5 of 38
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Creating a Local Service with a Provider Rate
The Provider Service Rate is the cost the provider will charge for services for the Individual. This record is created
from the County Service Rate record.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar

Select the ‘SETTINGS’ Tile

Click on ’SETTINGS’ dropdown and select the ‘LOCAL SERVICES’ Tile

HwnN e

Sultan FMAgrabah
magine

M4 Microsoft Dynamics CR ' ' | IMAGINE v Da v @f’r:u:an—

£ P
SETTINGS REVIEW DATA SYSTEM
Finance Management
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... COUNTY FISCAL YEARS

Figure 12 - Local Services Menu

A4 Microsoft Dynamic:

5. Select a County Service record from which the Provider Service record will be created (Example Below)

A Microsoft Dynamics CRM v #% | SETTINGS v Local Services

* Active Local Services v Example of County
Record
v Name A County Provider
Fitness & Aquatic Centers (YMCA, etc)-ABC MEDICAL SU..  Harrison ABC MEDICAL SUPPLY §55.00
Local Microenterprise Grant Harrison County $25,000.00
Local Microenterprise Grant-New Provider fot testing Harrison New Provider fot testing Provider §250.00
Medical Supplies Harrison County §100.00
Medical Supplies-CKTestCEO2 Harrison CKTestCEQ2 County §100.00
carsnsesEnons suen Bone i

Figure 13 - Create Provider Service from County Record

6. Click on More Command (...)
7. Click on “Create Provider Service” Link

e - Division of Information
\\..

iormaton Systemts Technology Services Page 6 of 38
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e Local Services: Fitness & Aquatic Centers (YMCA, etc.) - Microsoft Dynamics CRM - Internet Explorer
@T\,vlhhmﬁ magine. trnapps.dodd. ohio.gov/ma '-’-lzoﬂrﬁ“f . WIP - Al Documents IAL

Al Microsoft Dynamics CRM v #Y | SETTINGS v = Local Services | v | Fitness & Aquatic C...

@ - HESAVE EJ'SAVE&CLOSE = NEW [§ DEACTIVATE  ses

%3 Assign
LOCAL SERVICES : INFORMATION
ID Create Provider Service |

Fitness & Aquatic Centers (grmveo

[®] Start Dialog
Local Services Detail [ Run Report »
Service Code " & IMo01 L’,.', Other Activities »

. n . a , » : ;

Figure 14 - Create Provider Service

8. Change the Rate Type to “Provider”
9. Update the Provider field — Use search functionality to find a provider if necessary
10. Update the ‘Rate Amount’ and ‘Unit of Measure’ if desired
11. Click ‘Save and Close’ to close the Provider Rate display
12. Click ‘Save and Close’ to close the County Rate display
13. To see the listing of service codes, do the following:
a. Review the listing via imaginelS:
i. Click on the Microsoft Dynamics in the navigation bar
ii. Selectthe SETTINGS Tile
iii. Select ‘MSS CATEGORY MAPPINGS’

Note: Once a Local Service is saved:
e Only DODD System Admin role, MD Admin role, Finance Manager can edit the Local Service
o [fit needs edited, these 4 roles must add an end date and then recreate the Local Service.

= Division of Information
Tiformation Systemts) Technology Services Page 7 of 38
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Local Services | v New Local Services

Al Microsoft Dynamics CRM v #% | SETTINGS v

@~ HsAvE E'SAVE&CLOSE 4 NEwW

LOCAL SERVICES : INFORMATION

New Local Services

Local Services Detail

Service Code™ N pucy County™® & Hamison
Service Categcry* 8 | Transportation Sub»(a{egor"‘* @ City Bus Pass
Rate Type ™ Coun A Rate Amount ™ & s200
S Provider v Sito-Measare™ P

Rate Effective Start Date ™ 7/1/2015

Rate Effective End Date™

Figure 15 - Create Provider Service Part 2

e Division of Information
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Create New County Fund Source Allocation: (Requires Fund Source Setup)

The County Fund Source Allocation (CFSA) contains a list of services that have been associated to a funding source.
The initial setup of the CFSA identifies the date boundaries and G/L account used to govern when services will be
available for use.

Sign on to imaginelS as Financial Manager
Click on the Microsoft Dynamics icon in the navigation bar
Select the ‘SETTINGS’ Tile
Click on” SETTINGS’ dropdown and select the ‘COUNTY FUND SOURCE ALLOCATIONS' Tile
Click on “+New’
Enter Fund Source Allocation information:
a. County Fiscal Year
b. Funding Source
7. Click ‘Save & Close’

oOuhkwWwNn e

A4 Microsoft Dynamics CRM ~  # | SETTINGS ~  County Fund Sourc.. | ~  New County Fund ...

@ - B SAveE ) SAVE & CLOSE

COUNTY FUND SOURCE/ALLOCATION : INFORMATION

New County Fund Source/Allocation

General

& Sultan FMAgrabah

ole o a alo

Total Committed

All Services

Individual Category Sub-Category Provider Start Date End Date Item Description How Much Units for Planni.. How (

Active

Active

Figure 16 - Create New County Fund Source/Allocation

Division of Information
Technology Services Page 9 of 38
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County Setup

Associating a County/Provider Local Service and Rate to a Fund Source Allocation
This associates provider services to the funds set aside to pay for those services. The rate charged for those
services will be at the county or the provider level.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Click the ‘SETTINGS' Tile

Click the " SETTINGS’ dropdown

Click the ‘"COUNTY FUND SOURCE ALLOCATIONS' Tile

AR i o

) Sultan FMAgrabah
Create imagine

Ais Microsoft Dynamics CR ! M | IMAGINE v  Dashboards | v
1

o s s
IMAGINE Isp

Ay Microsoft Dynami

Finance Management Extensions

y y y y 4] >
SERVICE SUMMARY CES G MSS CATEGORY M

Figure 17 - County Fund Source Menu

6. Click the desired County Fund Source Allocation name to open the County Fund Source

Little FMJohn

Ak Microsoft Dynamics CRM «  # | SETTINGS v  County Fund Sourc.

@~ +new DCOPYAUNK * e EMAILAUNK = [P RUN REPORT =

+ Active County Fund Source Alloca... )

ode 2 ed < ce. Y ¢ ¢
G Funding Source - Levy HARR a)
a
MDG Funding Source - Levy HARR "

12345 EAG Fund Source HARR 4321 2015

Levy HARR 2015

CPS-123436789  Charies’ Go-Fund-Me HARR 23454, Charies’ Fiscal Year
. sdgtest F5- ks HARR 2 2015 §1,000,00

5. FSl. CPSKAL FS local ial 2015 HARR 32 $1,000,000.00

Figure 18 - County Fund Source Allocation

7. When the County Fund Source Information page displays, scroll down the page to “Associated Services”
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8. Select the “+” to add a provider service

9. Select the spy glass to service (If Service is not found, scroll down and select “Look up More Records”
10. Select the Service

Note: The fund allocation will be available for service when:
i. Service(s) have been associated to a fund allocation
ii. The budget support specialist does funding for the Service Summary

My Microsoft Dynamics CRM v # | SETTINGS v  County Fund Sourc.. | v  HARR-1/1/2015-.. |~ @Lveate l,:::r:“nhn
L
COUNTY FUND SOURCE/ALLOCATION : INFORMATION
HARR - 1/1/2015 - 12/31/2015 - Levy
Provider Services Associated View ~ 13

@ A |? ADD EXISTING PROVIDER... ||',CZ"-'3.’ PANE ~ [¥) RUN REPORT = ﬂa EXPORT PROVIDER SERVL..

Ai Microsoft Dynamics CRM ~  #% | SETTINGS v  County Fund Sourc.. |~  HARR-1/1/2015-.. |~ @mm Litte FlLicka
O
COUNTY FUND SOURCE/ALLOCATION : INFORMATION
HARR - 1/1/2015 - 12/31/2015 - Levy
H1 & Aquatic Centers (YMCA, etc
[ - ~ A)
>
“
+ e

Figure 19 — Select Provider Service to add to Allocation
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Associating Services with Providers

This step identifies the Providers that will carry out specific services. This is an alternate way of associating local

services to providers than the section titled, “Creating a Local Service with a Provider Rate “

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar

Select the ‘SETTINGS’ Tile

Click on ‘SETTINGS’ dropdown

Click ‘LOCAL SERVICES’ Tile to display ‘Active Local Services’ dashboard

vk wN e

Sultan FMAgrabah

magine

M4 Microsoft Dynamics CR ' ' | IMAGINE v Da

1
©
Lo RS
IMAGINE SETTINGS REVIEW DATA SYSTEM

Mg Microsoft Dynamic ¢ ounty Fiscal Years | v

Finance Management

y ?
[+
¥ ¥
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES LOCAL SERVICES MSS CATEGORY

Figure 20 - Local Service Menu - Associate Services with Provider

6. Click on the Local Service to open

Little FMJohn

Ak Microsoft Dynamics CRM v # | SETTINGS v Lo

magine

@~ +New D COPYAUNK ~ e EMAILAUNK' » [} RUN REPORT ~

+ Active Local Services ¥ o

v yoe ¥ Y o
ovider )

>
suey

NMT - One-way Trip - Eigible Vehicie-We Need Transport  Harrison We Need Transport Provider 51873

Transportation - General-1 - Harsh T Harrison 1-HarshT Provider

Figure 21 - Active Local Services Dashboard

7. Click the down arrow next to the local service (in the blue ribbon)
8. Select Local Service Tile to display the Provider Service Associated View

Division of Information

iormaton Systemte Technology Services Page 12 of 38

hio|ms e




imaginelS: Implementation and | V1.0

| |
Ohlo ‘ Department of . . Change Management Project
Developmental Disabilities imaginelS_Finance_Manager_Guide_Final | 7/6/2015

| SETTINGS ~

8 ooz B Haerizon

B  Creative Supports B Local Microenterprise Grant
B Provider B 525000

B MewPr o f @ Houn

B &a7015

Figure 22 - Local Service Detail

9. Inthe Provider Services Associated View, Click ‘Add New Provider Service’

A4 Microsoft Dynamics CRM v #t | SETTINGS v  Local Services | v Local Microenterpri... | v @Create

LOCAL SERVICES : INFORMATION

Local Microenterprise Grant-New Pro...

| Rate Start Date® | Rate End Date”,

8 6/17/2015 8-

Provider Services Associated View v |

(7, ADD EXISTING PROVIDER... sl CHARTPANE »  [¥) RUN REPORT ~

Product Service Code Provider

New Provider.

Figure 23 - Add New Provider Service

10. Enter New Provider Service information:

Imagine Service Code (See following page for Service Code Listing)
Provider

Unit Group

Default Unit Rate

Effective Start and End Dates

® a0 oW

11. Click ‘Save & Close’
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A . BN PV

Provider Services | v New Provider Service

@ - |Es.-.vs [t s-wsaaossl 4+ NEW

PROVIDER SERVICE : INFORMATION

New Provider Service

General

Sultan FMAgrabah . o

magine Service Code

Service Type
8 Local
Rate Type

Category

Sub-Category/Name

Default Unit *
8 - Js

Rate Effective Start Date

Rate Effective End Date

Description

Figure 24 - Creating a Provider Service

Informat
) 11, [l
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Assign a Local Service to You (Finance Manager)

Assigning a Local Service to a Finance Manager is required to allow the Budget Support Specialist to complete the
cost projections on the Service Summary; this also directs the workflow notification that costing is complete, to the
Finance Manager. (The Finance Manager owns the new Local Service)

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select the ‘SETTINGS’ Tile

Select the ‘SETTINGS’ drop down arrow

Select ‘Local Services’ Tile

vk wN e

FINISEEISER SN I # | IMAGINE v Dashboards | v @(,ramp f:_'::::mwm’h
1
= i o a3
IMAGINE IsP SETTINGS REVIEW DATA SYSTEM
2

Sultan FMAgrabah t)
imagine 0 )

Al Microsoft Dynamics CRM ~ ssrnnr,s M| County Fiscal Years

Finance Management

()
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... COUNTY FISCAL YEARS I.OLN. SERVICES MSS CATEGORY

Figure 25 - Assign Local Service to Team or Me

6. Scroll or search the click the hyperlink for the Active Local Service
7. Click the more command (...)
8. Click ‘Assign’

Aiy Microsoft Dynamics CRM « Y | SETTINGS v  Local Services | v Fitness & Aquatic C...

@ -~ HBSAVE [JSAVE&CLOSE < NEW [g DEACTIVATE [ess

28 Assign I

LOCAL SERVICES : INFORMATION
?{. Run Workflow

Fitness & Aquatic Centers (m suroso

[¥) Run Report 3
Local Services Detail [ Other Activities ,
Service Code™ 8 1Mool County™
Service Category ™ B Community Memberships & Activity Expense Assistance Sub-Category ™
Rate Type ™ 8 Provider Rate Amount ™
Provider B ABC MEDICAL SUPPLY Unit of Measure™
Rate Effective Start Date ™ & 6/9/2015 Rate Effective End D

Figure 26 - Assigning Local Service - Part 1

9. Assign Local Service to yourself or team member by selecting appropriate radio button
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10. Click ‘Ok’

Assign Local Services

You have selected 1 Local Services. To whom would you like to assign it?

1

O Assign to me
Assign the selected Local Services to yourseif.

Assign to another user or team

Assign the selected Local Services to the following user or team:

? X

I

o]
2

Cancel

Figure 27 - Assigning Local Service - Part 2

Informatic
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Inviting New Providers to imaginelS
The invitation process for Providers sends an email with credentials allowing Providers to build the support team
within the imaginelS system.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select IMAGINE Tile

Select IMAGINE’ dropdown

Select ‘PROVIDERS' Tile.

vk wN e

. Sultan FMAgrabah
ks Microsoft Dynamics CR IMAGINE i

F
IMAGINE
2
A4 Microsoft Dynan M. # m -
3 [imogne]
B E ] .
ACTIVITIES IMAGINE HELP

& P
SETTINGS REVIEW DATA SYSTEM

Listings

@ create
o = 2
(1] .= . B M (I3 >
INTRODUCTION INDIVIDUALS CONTACTS PROVIDERS

Sultan FMAgrabah
imagine

reaf

My Work

DASHBOARDS

Figure 28 - Inviting a New Provider Tiles

6. Search for and click on the Provider that will be invited into the ImaginelS
7. Click more commands (...)
8. Select ‘Send Portal Invitation’

M . A IMAGINE v Providers | v AAAABIG CARTRA... |v

® - ESAVE [JSAVE&CLOSE = NEW & EMAILALINK B

[ start Dialog
P : INFORM
ROVIDER : INFORMATION [® Run Report »

AAAA BIG CAR TRAVEL [ seraponsiimioton

Figure 29 - Inviting a Provider to imaginelS

9. The Following Message is displayed after selecting “Send Portal Invitation”
10. Select ‘OK’ on the confirmation message: Portal Invitation has been sent
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\;f;rrnatw'c:n’S‘,jste\mEr.::: Technology Services Page 17 of 38

hiolmrs ...




imaginelS: Implementation and | V1.0

| |
Ohlo Department of . _— Change Management Project
Developmental Disabilities imaginelS_Finance_Manager_Guide_Final | 7/6/2015

Message from webpage

This will create a new portal login user and send an invitation
email to the email address listed in the Provider Agent Email
Address field.

- Any existing Provider Agent portal login for this provider will be
removed.

Are you sure? Hit OK to continue.

Lo ] = |

Figure 30 - Portal Invite Confirmation Message
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County Maintenance

Setting Default Dashboard
A new user signing into imaginelS as the Financial Manager, will land on the below initial page. If the page default
page needs to be changed, following the below instructions.

Sign on to imaginelS as Finance Manager

Select dropdown next to the dashboard selection to reveal the dashboard underneath
Select the Dashboard intended to make as default

Select the SET AS DEFUALT icon

HwnNe

A Microsoft Dynamics CRM «  #t | IMAGINE v  Dashboards | v

@ v E7SAVEAS  B% NEW |9 SET ASDEFAULT| & REFRESH ALL

Financial Approval Dashboard

System Dashboards
Agreement Tracking Dashboard

~

Billing Specialist Dashbcard v
Budget Support Specialist Financial Dashboard o)
County Transfers ) X

Status Reason 4 | Total Amount Individual's Budget St
Customer Service Representative Social Dashboard
Eligibility Specialist Dashboard

I Financial Approval Dashboard I

FM Casenotes Dashboard

Group Manager - Review Statistics

ooy

Figure 31 - Set Default Dashboard
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Deactivate a Local Service
When a service becomes obsolete or no longer available, it can be deactivated to make it unavailable for use. To
accomplish this, do the following.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Click on SETTINGS Tile

Click on ‘SETTINGS’ drop down arrow

Select ‘LOCAL SERVICES' Tile to display local services

vk wN e

Sultan FMAgrabah
! ' | IMAGINE v  Dashboards | + @ create B N

Lo 3
SETTINGS REVIEW DATA SYSTEM
Finance Management Extensions
y P .
¥
SERVICE SUMMARY PROJECTED SERVICES MSS CATEGORY M

Figure 32 - Deactivate Local Service Tiles

Sultan FMAgrabah

magine

6. Click the Local Service name to open the record

A Microsoft Dynamics CRM v #% | SETTINGS v Local Services | v

+* Active Local Services ¥

v Name County Provider Rate Type Rate Amount
Fitness & Aquatic Centers (YMCA etc)-ABC MEDICAL SU..  Harrison ABC MEDICAL SUPPLY Provider §55.00
Local Microenterprise Grant Harrison County $25,000.00
Local Microenterprise Grant-New Provider fot testing Harrison New Provider fot testing Provider $250.00
Medical Supplies Harrison County $100.00
Medical Supplies-CKTestCEQ2 Harrison CKTestCEO2 County $100.00
Miciaciou Cocace o S oo

Figure 33 - Active Local Services
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Tnformation System 5! Technology Services Page 20 of 38

hiolmrs ...

—~|




= imaginelS: Implementation and | V1.0
Ohlo ‘ e bl . P Change Management Project
Developmental Disabilities imaginelS_Finance_Manager_Guide_Final | 7/6/2015

7. Select ‘DEACTIVATE

Ay v M | SETTINGS v  Local Senvices |

[ DEACTIVATE
LOCAL SERVICES : INFORMATION

Fitness & Aquatic Centers (YMCA, etc.)

Local Services Detail

@ Sultan FMAgrabah

imagine

@ - Hsave ElsavEaClosE =+ NEw

Rate Start Date™ Rate End Date County Price List
& 65/14/2015 8- 8 Harrison C

Service Code * & Mool County™® B Harrison

Service Category ™ 8 Community Memberships & Activity Expense Assistar 1 Sub-Category™ @ Fitness & Aquatic Centers [YMCA, etc)
Rate Type™ & County Rate Amount™ & s10.00

Unit of Measure * 8 Day

Rate Effective Start Date * B 6r14/2015 Rate Effective End Date

Figure 34 - Deactivate a Local Service
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Activate a Deactivated Local Service
This provides the ability to Activate or Deactivate a local service.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select ‘SETTINGS’ Tile

Select ‘LOCAL SERVICES’ Tile

HwnN e

. Sultan FMAgrabah
Ak Microsoft Dynamics CR ' # | IMAGINE v  Dashboards | v @Eh:-.]h:- ultan FMAgrabal

imagine

2 o] PR3
ISP SETTINGS REVIEW DATA SYSTEM
2

) @ Sultan FMAgrabah
C ~ imagine i
3 Extensions
N — = e
y ¥ s N = o R N = >
SERVICE SUMMARY PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... COUNTY FISCAL YEARS LOCAL SERVICES MSS CATEGORY
4

Figure 35 - Inactivate Local Service Tiles

5. Select ‘Inactive Local Services’ from the list view

Al Microsoft Dynamics CRM v # | SETTINGS v Local Services

@~ <+ New [DJCOPYAUNK ~ eEMAILALNK ~  [F] RUNREPORT ~

+~ Active Local Services ~

System Views
Active Local Services County Provider Rate Type Rate Amount
I Inactive Local Services l Harrison County $25.00
Local Services Expiring in 30 days
9 Y Harrison County §500.00
Create Personal View
_ Harrison County $10.00
Save Filters as New View
Save Filters to Current View IGCA.. Harrison A-1 NURSING CARE INC County $75.00
HPC - Routine Harrison County $471.00
HPC - Routine-ABC MEDICAL SUPPLY Harrison ABC MEDICAL SUPPLY Provider §471.00

Figure 36 - Local Services View

6. Search for the name of the inactive service
7. Click the name to open
8. Click ‘ACTIVATE’
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Aig Microsoft Dynamics CRM ~  #t | SETTINGS v Local Services | v

@ ) Sultan FMAgrabah
Create

magine

@ - 4 new | ACTIVATE | [S DEACTIVATE  $8 ASSIGN

3
+ Inactive Local Services ~

v Name 4 County Provider Rate Type Rate Amount 1 Yy o ¢

|\/ Fitness & Aquatic Centers (YMCA, etc) Harrison County $1000 ] o

o HPC-Rautine Harrisan County 547100 3
HPC . Routine..ABC MEDICAL SUPPLY Hamison  ABC MEDICAL SUPPLY Provider $471.00

HPC - Routine-Licking Caunty Aging Program Harrison Licking County Aging Prog... County $471.00

Figure 37 - Activate a Deactivated Local Service
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Print Service Summary
Printing Summary Service creates a PDF document.

1. Sign on to imaginelS as Financial Manager
2. Click on the Microsoft Dynamics icon in the navigation bar
3. Select ‘SETTINGS' Tile
4. Select the SETTINGS drop down arrow
5. Select ‘Service Summary’ Tile
i Microsoft Dynamics CR I # | IMAGINE v Dashboards | v @ create =

LJ £
/-
IMAGINE isp

# JC“
SETTINGS REVIEW DATA SYSTEM

Sultan lMAqnhnh

Extensions
)
LOCAL SERVICES MSS CATEGORY M

Figure 38 - Service Summary Tiles

6. Click the dropdown in the ‘Select a View Window’ and select a desired Summary Service view
7. Search for and click on a Service Summary from the list to open it

M Microsoft Dynamics CRM «  #% | SETTINGS v

@~ [DICOPYAUNK = eEMAILAUNK ~+ [P RUNREPORT+ [ EXPORT TO EXCEL

+[All Service Summaries { .

v | Individual Name

ZYONUAALGO...  Service Summary

>
spey

ZYONUA ALGO. Service Summary
Lorretts BERANEK  Service Summary
Lorretta BERANEK  Service Summary

Service Summary

Service Summary 5000 Working Draft

Latitia Crosty-E..  Service Summary 5000 Working Draft Future

$by-E..  Service Summary $0.00

Service Summary

Figure 39 - Summary Service Listing

8. Select more commands (...)
9. Select Run Report
10. Select individual Service Summary
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a. There are three options for the Service Summary Print
i. Individual Service Summary (Draft)
ii. Individual Service Summary (Agreement)
iii. Individual Service summary (Complete)

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

@ - HESAVE [3'SAVE&CLOSE [ RECALCULATE  [5 PRINT SERVICE SUMMARY... E 1

& Email a Link

SERVICE SUMMARY : INFORMATION ¥, Run Workflow

Service Summary - 1/1/2015 - 12/3 msuoses .

[¥) Run Report » |Run on Current Record Draft Status
General L’i Other Activities » Individual Service Summary Agreement St@tus
Service Summary Individual Service Summar... Completed St@tus
|
St A OF 8 7/9/2015 QuoteD* Individual Service Summar. $5-01795-CLI9J1
Name * Service Summary - 1/1/2015 - 12/31/2015 - Tharrin Dick Revision 1D ™ 3 8o
Total Amount 8 193435 Assigned Finance Manager * Little FMJohn
Status Reason Working Draft Budget Support Specialist ™ Little BSJohn
Individual's Local Services Budget Amount $25,000.00 Remaining Local Services Budget Amount 8 $24,998.65

Price List @ Harrison County Price List

Figure 40 - Print a Service Summary
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Deny Funding Request
Denying a Funding Request will delete the service summary and the then create a new Service Summary Request
in Working Draft status.

1. Sign on to imaginelS as Financial Manager

2. Click on the Microsoft Dynamics icon in the navigation bar
3. Select the ‘SETTINGS’ Tile

4. Select the 'SETTINGS’ drop down arrow

5. Select ‘'SERVICE SUMMARY’ Tile

Ak Microsoft Dynamics CR IMAGINE ~  Dashboards | v

ol LR
IMAGINE 1sp SETTINGS REVIEW DATA SYSTEM

Sultan FMAgrabah

Sultan FMAgrabah
magine

Extensions
LOCAL SERVICES MSS CATEGORY M

Figure 41 - Deny Service Summary Tiles

6. Click “My Service Summary Pending Approval - Finance” from the drop down List
7. Click the Service Summary that will be denied
8. Click ‘Deny Request’

Ay Microsoft Dynamics CRM « h SETTINGS v  Service Summary | v Service Summary -... »

@ ~ [EReVISE (5 PRINT SERVICE SUMMARY... | & DENv ReQUEsT | 2 APPROVE REQUEST

SERVICE SUMMARY : INFORMATION

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

General

Service Summary

Figure 42 - Deny Service Summary Request - Part 1

9. Select Status Reason for denial

10. ‘Close Date’” will default to current date; change if necessary
11. Enter description

12. Select radio button to either:

' Division of Information
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1. ‘Create a Revised Summary’, puts the summary back in ‘working draft’ status
2. ‘Do Not Revise Summary’, puts the summary back in ‘Current’ status

1 Deny Request X

Select the closing information for this Service
Summary.

Status Reason Denied Request/Revised
Close Date 6/23/2015 =22
Description
-12/31/2
fimou

@ Create a revised Service Summary

O Do not revise this Service Summary

OK Cancel

Figure 43 - Deny Service Summary Request - Part 2
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Review and Approve Funding Request
Approve Funding Request functionality is in response to the SSA requesting funding approval. The SSA initiates
this request using a work flow process. The request will display as a notification to the Finance Manager.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamic icon in the navigation bar
Select the ‘SETTINGS' Tile

Select the ‘SETTINGS’ drop down arrow

Select SERVICE SUMMARY Tile

vk W e

44 Microsoft Dynamics CR IMAGINE ~ v Create ‘ -
1

w s
e o] g
IMAGINE ISP SETTINGS REVIEW DATA SYSTEM

SETT[NGE

rabal
v v
Extensions
=
o " =
PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... COUNTY FISCAL YEARS LOCAL SERVICES MSS CATEGORY M

Figure 44 - Review and Approve Funding Tiles

6. Select ‘My Service Summaries Pending Approval — Finance’ in the list view
Ay Microsoft Dynamics CRM «  #t | IMAGINE v  Dashboards | v
@ -~ BSAVEAS ESNEW M SETASDEFAULT & REFRESHALL  »ee

Financial Approval Dashboard ~

My Funding Requests

My P Pendmg‘,, R v
Search for records o

Individual Name Status Reason | Total Amount Individual's Budget Start... | Individual's Budget End D...
Srikanshka An...  Service Summary - 1/1/2015 - 12/31/2015 - Srikans...  Pending Appr... $6,290.00 1/1/2015 12/31/2015

Figure 45 - Approve Service Summary Request - Part 1

7. Click on desired Service Summery to see details
8. Select ‘Approve Request’
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SETTINGS ~

@ -  [EsRevise [ PRINT SERVICE SUMMARY... B8 DENY REQUES| ] APPROVE REQUEST | =ve

SERVICE SUMMARY : INFORMATION

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

General

Service Summary

Current As OF 6/23/2015 5

Name * Service Summary - L/1/2015 - 1273172015 - Srikanshka Antimisiaris i

Total Amount $5,290.00 Assigned Finance Manager * 9

Status Reason Pending Approval (Active) Budget Support Specialist * i
sal's Local Services Budget Amount $1,000,000.00 Remaining Local Services Budget Amount s

ice List Harrison ity Pri
Individual Budget Year
Individual's Budget Start Date VL2015 Individual's Budget End Date b

Individual Budget Year State Current

Services with Financial Information

Projected_services.

Start Date End Date Funding Source... Item Description How Much

Individual 4 Category Sub-Categorny

I L Srikanshika An...  Community... Fitness B Agu...  Kaltest -UAT 17172015 /L2015 LCL 25

Active

Figure 46 - Approve Service Summary Request - Part 2
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Review Remaining Balance on County Fund Source Allocation
The FM can review remaining/spent dollars in a fund allocation and their allocation.

Sign on to imaginelS as Financial Manager

Click on the Microsoft Dynamics icon in the navigation bar
Select the ‘SETTINGS’ Tile

Click on SETTINGS dropdown and select ‘County Fund Sources’

HwnN e

m # | SETTINGS ~  Funding Sources | v @

1. 2
© 2
e o] 38
IMAGINE ISP SETTINGS REVIEW DATA SYSTEM

Aig Microsoft Dynamics CRM v # | [IS3siNG3M Bl | Funding Sources | v New Funding Source

Customization Adxstudio Productivity Pack CRM Tools Finance Management

SERVICE SUMMARY

N Adg L .
CUSTOMIZATIONS DYNAMICS MARKETPLACE SETTINGS ODATA QUERY DESIGNER

Mona Fin_Mgr

4,

] ] ] ] .
b4 b1 b4 b4
PROJECTED SERVICES FUNDING SOURCES COUNTY FUND SOUR... COUNTY FISCAL YEARS LOCAL SER

Figure 47 - Menu Selection to get to CSFA

5. Select an Active Fund Source to open it
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Figure 48 - View Active County Fund Source Allocation

Scroll down the County Fund Source/Allocation Information page to ‘All Services’
7. Locate Total Allocated and Total Remaining

Scroll the All Service sub grid to the right to see: Billing Unit, Billing Rate, Rate Amount per Fund Year

Little FMJohn
M. A SETTINGS v County Fund Sourc... | v  HARR -1/1/2015 -... v

imagine

® - [ESAVE [JSAVE&CLOSE = NEW & EMAIL A LINK

COUNTY FUND SOURCE/ALLOCATION : INFORMATION

HARR - 1/1/2015 - 12/31/2015 - Levy

Scroll Down To
_AII Services | (e ———— : ;
ELESE All Services

Individual ™ Category Sub-Category Provider Start Date End Date Item Description ~ How Much Units for Planni... How Often
|® AKEEN Vukovi... Transportation Transportatio... Licking Count... 7/7/2015 7/28/2015 Check Mirror... 3 Miles Weekly
| AKEEN Vukovi... Transportation City Bus Pass ABC MEDICAL... 7/13/2015 7/17/2015 Learn wheret.. 3 Each One Time

[Leam where to buy a bus pass |
Total Allocated B $13125 Total Remaining B $49,868.75
Tatal Allacated 8 513105 Total Remainina B $4986R75
Status Active
Active

Figure 49 - CFSA Balance Review
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Send Manual Notification to Budget Support Specialist of Funding Approval

After funding has been approved, a notification will be sent to the SSA via Work Flow. However, there is no work
flow notification that is sent to the Budget Support Specialist. This must be completed by sending a manual
notification.

7/6/2015

1. Sign on to imaginelS as Financial Manager
2. Select ‘My Service Summaries Pending Approval - Finance’ from the Financial Approval Dashboard

3.

Click on a Summary Service to open

Sultan FMAgrabah

A Microsoft Dynamics CRM «  #y

IMAGINE ~

@ - BSAVEAS I9 NEW - SETAS DEFAULT

Financial Approval Dashboard ~

My Funding Requests

Pending Approval - Finance v
o

Dashboards | v

& REFRESHALL  +=r

imagine

Figure 50 - Financial Approval Dashboard

4. Select the more commands (...)

5. Select Other Activities
6. Click Notification

f

A Microsoft Dynamics CRM v

ISP v Service Summaries | v Service Summary -...

@~ HBSAVE E3J'SAVE&CLOSE  [@ RECALCULATE  [E PRINT SERVICE SUMMARY... EI 1

SERVICE SUMMARY : INFORMATION

Service Summary -

[® Run Report »

General [} Other Activities » | [3% Action Step
Service Summary 2 Ei. Alert
Current As Of 8 61622015 Quoten* | @ Identifier Request 550274
Name * Service Summary - 6/10/2015 - 6/30/2016 - Lashonna Alitop Revision 1D* [3% Notebook Activities 1
Total Amount 8 $900.00 Assigned Fin{ [3 Notification Sultan Fl
Status Reason Pending Approval (Draft) Budget Supp B OPSR Notification Sultan B

3 $25,000.

Individual's Local Services Budget Amount

Price List "]

& Email a Link

% Run Workflow

6/10/2015 - 6/3 @saoues

$25,000.00
Harrison County Price List

Remaining Lc

¢ Rating

Figure 51 - Open Summary Service to Send a Notification Funding is Complete

7. Fillin the required fields:

Information System (15)
B0/ teasie
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a. Subject

b. Notification Details
c. Individual

d. Priority

e. Recipient (This must be changed to the person the notification is going to.)

8. Select Save and Save and Close

V7 h New Notification
® - HBsAvE [JISAVE&CLOSE vV MARK COMPLETE

NOTIFICATION : INFORMATION

New Notification

Notification

Sultan FMAgrabah
imagine

@

Individual*

8 Alyscia F

Subject * BSS - Finance for the Summary Serivce has been approved

Financing is approved. Please complete the CPT,

Regarding Eg Service Summary - 1/1/2015 - 12/31/2015 - Srikanshka Antimisiaris

Contact Assigned SSA Sultan SUPAgrabah
Individual * Alyscia Fadley Assigned SSA Profile @ --

Priority ™ Green Recipient ™ & Sultan FMAgrabah
Date Created a8 -

Activity Status Open

Open

Figure 52 — Send New Notification
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Review User Security Roles

A county board user can have multiple security roles assigned. For example, if a SSA needs the permissions of the
Budget support Specialist, the SSA supervisor can assign them that role along with the SSA role. The below
functionality assigns the role title to the user providing the additional functionality in imaginels.

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

Al Microsoft Dynamics CRMEl ' | IMAGINE v  Dashboards | v

i,
w 2 3 713
IMAGINE ISP CASE NOTE

Figure 53 — Settings for User Groups

5. Click the Users link

z = Sultan SUPAgrab...
Al Microsoft Dynamics CRM v # | SETTINGS v  Administration magine

g

@ v

Administration

Which feature would you like to work with?

Business Units Security Roles
. ~
Add new business units. Edit and Geactivate existing business units. Change the parent business unit 0/ Create new security roles. Manage and delete existing security roles for your organization.
Teams Users
Add new teams and new members to existing teams. Modity 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, Modlfy the team tempiate description.

Figure 54 — Select Users link

6. Search/Select the users

. : s Sultan SUPAgrab..
A4 Microsoft Dynamics CRM « 1 SETTINGS ~ Administration imagine B E
@~ DCOPYAUNK ~ eEMALAUNK ~ [PRUNREPORT* [ EXPORT TO EXCEL
+ Enabled Users ~ | o
v | Full Name Y ¢
Holmes A
| 2_Brian TestTrf Tuscarawas Main Phone
2 knouss Knox Main Phone
Account Creek ManagedforRoles DODD Main Phone

Figure 55 — Search and Enable User Roles
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7. Scroll down to ‘User Titles’
8. Click the roles that apply
9. Click Save

10. Click Save and Close

M Microsoft I:::":.-rl._|r|'|i|:-. CRM -~ | &

SETTINGS ~

WHER ; INFOEMATION
2 Brian TestTrf

) The micrmation provided o thes form 15 vtwible By the S0 SApamzIton.

fier Tithes

JAKE Acc e Levels

Figure 56 — Assigning User Roles

Division of Information
Technology Services

Information System (15)
B0/ teasie

Page 35 of 38




imaginelS: Implementation and | V1.0

| |
Ohlo Department of . . Change Management Project
Developmental Disabilities 7/6/2015

imaginelS_Finance_Manager_Guide_Final

Appendix
Resource Management flow Diagram
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