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Individual

The Individual record is the core of the imaginelS system. This record is the center of all ISP planning efforts. Some
of the Individual data will be pre-loaded into the system from the Individual Data System (IDS). Additional
information is required in order to complete the ISP process.

Updating an Individual Record
1. From SSA Dashboard Click on Individual’s name in the List View to access Individual’s Front Page

2. Scroll down to ‘Addresses’
3. Click on the ‘+ icon to the right of the List View; New individual Address box displays

Addresses
Current Addresses “
Address Type /4 | Description DODD Facility DODD Address Address Effectiv., A

No Individual Address records found.

Figure 1 - Add Current Address

4. Enter description, address type and living arrangement
5. Inthe Address field click on the search icons, if the address you want is not already there, then click the

‘“+New’ button and enter a new address

'WALT DISNEY
Aig o M | NewIndividual Add.. (‘D imagine @7

@ - EHsAvE [ SAVE&CLOSE

INDIVIDUAL ADDRESS : INFORMATION

New Individual Address & Girasca

General

Description ™
MY HOUSE

Address Type ®

Residence o)

Living Arrangement Category *
Alone
Facility

Address Dates

Address Effective Begin Date ™ )
/612015 o0k Up More Records i

Status Active

Figure 2 — Create New Address

6. Complete fields in new pop up window
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'WALT DISNEY
Aig » MY | NewAddress (‘D imagine

@ - Hsave [E'sAvEaclosE 4 New

ADDRESS : INFORMATION

New Address

Address Detail

Streetl ® - City™

Street2 - State ™
zip*

Status Active

Figure 3 - Enter New Address

7. Click ‘Save & Close’

End/Replace an Address

When an Individual moves from one address to another, the current address should be end dated and a new
entry added to reflect the most current ‘active’ address. This will create the needed history of where the
Individual has lived over the course of time.

1. Click on the Address section to open in List View
2. Double-click on the address row, not the address link to access address information
3. Scroll down to Address Dates and enter ‘Address Effective End Date’

I Address Dates

: Address Effective Begin Date Address Efective End Dat

B17/2015 1273172015

Figure 4 — End/Replace Address

4. Click ‘Save & Close’
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Inviting an Individual

1. From the Individual’s Front Page, click on the More Commands (...)
2. Select ‘Create Invitation Code’, this will send an email to the Individual’s email address

{3;, Run Waorkflow

[*] Start Dialeg
EI Run Report 3
[} Other Activities k

Figure 5 — Inviting an Individual

3. The Individual will receive an email from AgencylDService@Ohio.gov with instructions on how to gain
access to the portal

Individual Quick Summary

1. From the Individual’s Front Page, Click on the ‘Individual Quick Summary’ link. Summary of the last
published Discovery Result regarding Important To/For and Risks/How Addressed will display

QUICK SUMMARY: Important To / Important For

Discovered In Important To Important For
Communication & Learning « Important to the Testing of the + To prove that it works and | get it
system

Community Membership
Day to Day Life
Employment

Finance

Getting Around

Health & Wellness
Home & Housing

Relationships
QUICK SUMMARY': Risks /| How Addressed
Discovered In Short Name Describe How Addressed
Communication & Learning System Testing Risk These are the risks that Walking through the tests
1 we found
Community Membership
Day to Day Life
Employment

Figure 6 — Individual Quick Summary

2. Click on the ‘Individual Quick Summary’ link to collapse view
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3. To export the Individual Quick Summary, click on the Export button and select Acrobat (PDF) file. File will
download in PDF format

Individual Quick Summary

4 4 or1 Bkl @ I:lFinleext I%'I'Q

QUICK SUMMARY: Important XML file with report data

Discovered In Important To CSV (comma delimited)

Communication & Leaming - IMPORTANT TO BE

TO USE A SMART F MHTML (web archive]

Community Membership Exce

Day to Day Life TIFF File

Employment «_bbbbbbbb o
Funding Quick Summary

1. From the Individual’s Front Page, Click on the ‘Funding Quick Summary’ link. Summary info regarding
current funding information will display

Funding Quick Summary

DODD Individual Demographics Information:

DODD Number

Medicaid Eligibility Span Information:

Medicaid Billing Number

Current Waiver:

‘Waiver Type ‘Waiver County Start Date End Date ‘Waiver Status

Current AAI Acuity Group:

Group Assignment Start Date End Date

Current AAI Administrative Override:

Administrative Override:

Figure 7 — Funding Quick Summary

2. Click on the ‘Funding Quick Summary’ link to collapse view
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Contacts

Contacts are people you do business with or who are associated with the Individual.

Create a Contact

1. Click IMAGINE’ dropdown and select ‘Contacts’ tile
A Microsolft Dy cam . o [T . @ ::II  OESHEY

la]F
- HE
CIRCLE OF SUPPOAT ... DO0DD AFFLICATIONS CEPWHLOAD CALEND

Figure 8 - ImaginelS Contacts

2. Click “+NEW’ button

@ | IMAGINE + Contacts |

@ -~ +new [e>EMAILAUNK |+ [FIRUNREPORT~+ [ EXPORTTOEXCEL  =ee

A4 Microsoft Dynamics CRM «

Figure 9 — New Contact

3. Enter Contact details

WALT DISNEY
VU IMAGINE v  Contacts | v New Contact @

@ - Hsave | savEaclose| 4 New

imagine

CONTACT : INFORMATION

|w ew Conta CJ[ Primary Phone Num | Logen Enabled
- No

General

Portal Contact Type * A Other Primary Phone Number

Salutation - Secondary Phone Number

First Name = Mobile Phone

Middle Name - Fax

Last Name ™ - Email

Agency Name

Job Title

Address

Address 1: Address Type - Address 1: City

Address 1: Name - Address 1: State/Province
Address 1: Street 1 - Address 1: ZIP/Postal Code
Address 1: Street 2 - Address 1: Country/Region

Address 1: Street 3

Figure 10 - Add New Contact Information

4. Click ‘Save & Close’
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Search Contacts

1. Click IMAGINE’ dropdown and select ‘Contacts’ tile. The Active Contacts list view will display

WALT DISHEY
imagine

[ a]F

CIRCLE OF SUPPOAT .. DODD APPLICATIONS CWHLOWAD

2. Enter Contact search criteria in the search box to the right

. . WALT DISNEY
Ais Microsoft Dynamics CRM «  #f | IMAGINE ~  Contacts | v @ Create imagine

@~ +NEw e EMALAUNK |+ [ARUNREPORT~ {3 EXPORT TO EXCEL

+ Active Contacts v | Kew pRoVIDER pl

Figure 11 — Search Contacts

3. Click the magnifying glass D' to start the search
4. From the Search Results window, select the Contact by clicking on the link to display the Contact Front

Page

- . WALT DISNEY
Ais Microsoft Dynamics CRM v #% | IMAGINE v  Contacts | v @ Create e

@~ +nNEWw EMALAUNK |+ [IRUNREPORT~ [ EXPORTTOEXCEL  eee

+ Search Results ~ = x|
Full Name Primary Phone Number Logon Enabled Y & °
WMary Ann CAIN I No a}

o
WMary LeMaster Yes =1
MARYJANE Kubek No

Figure 12 - Select Contact

Deactivate a Contact

1. From the Contact Front Page click the "Deactivate’ button
2. Confirmation page will display. Click ‘Deactivate’. Contact will not display in Active Contact list.

Confirm Deactivation x

Do you want to deactivate the selected 1 Contact? You can
reactivate it later, if you wish.

This action will set the Contact as inactive, There may be records in
the system that continue to reference these inactive records.

Deactivate Cancel

Figure 13 — Deactivate Contact
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Activate a Deactivated Contact

1. Click IMAGINE’ dropdown and select ‘Contacts’ tile. The Active Contacts list view will display

W, DESHEY
imagine

[ a]F

PROVIDERS. CIRCLE OF SUPPOAT .. DODD APPLICATIONS CWHLOWAD

2. Change the List View to ‘Inactive Contacts’

Ais Microsoft Dynamics CRM v Y | IMAGINE v  Contacts | v

@ * o= NEW  ACTIVATE [@ DEACTIVATE % SEND DIRECT EMAIL

+ Active Contact]

System Views
Active Contacts Primary Phone Number
Active Contacts Subgrid View

All Active Contacts Lookup

Contacts: Influenced Deals That We Won

Contacts: No Campaign Activities in Last 3 Months i0....

Contacts: No Orders in Last 6 Months

Centacts: Responded to Campaigns in Last 6 Mo...

ICF Assessors

Inactive Contacts
My Active Contacts " .
Y Inactive Contacts g,

My Connections
Provider Review Contacts
Create Personal View

Save Filters as New Vies

Save Filters to Current View

Figure 14- Inactive Contacts List View

3. Enter Contact search criteria in the search box to the right
4. Click the magnifying glass D' to start the search or select Contact from search results

WALT DISNEY
My . MY | IMAGINE v  Contacts | » @ imagine
@~ +nNEw @ EMALAUNK | - [MRUNREPORT= [ EXPORTTOEXCEL ===
| Inactive Contacts ~ | (e ol
~ | Full Name 4 Email Primary Phone Number Job Title Logon Enabled Yy oz
AALAYZIA AGYEKUM No
Clark Kent awing@meorc.com +555-867-5309 Super Vice-President No
Kelli Trainer kjohnson@meorc.com S5A No

Matt Goodrich matt.goodrich@hamiltond...  513-359-6881 Supervisor No

Samantha Cook 2 scook@hockingdd.org No

Figure 15- Inactive Contacts search
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5. From the Search Results window, select the Contact by clicking on the link to display the Contact Front
Page
6. From the Contact Front Page click the 'Activate’ button

dis « M | IMAGINE v  Contacts | v Clark Kent | » @

® - 4 nNew | ACTIVATE |53 CONNECT | » @ EMAILALINK  »»»

CONTACT : INFORMATION

Clark Kent

WALT DISNEY
imagine

Primary Phone Nurr
+555-867-5

Logon Enabled
No

Details

Professional Information

Department - Role
Manager - Assistant
Manager Phone - Assistant Phone

Personal Information

Gender - Birthday -
Marital Status - Anniversary -
Spouse/Partner Name

Inactive Readonly B

Figure 16- Activate Screen

7. Confirmation page will display. Click ‘Activate’. Contact will now display in the Active Contact list.

Confirm Contact Activation — x

Do you want to activate the selected 1 Contact?

This operation will set the selected Contact as Active.

Figure 17 — Confirm Contact Activation
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View Active Contacts

1. Click IMAGINE’ dropdown and select ‘Contacts’ tile. The Active Contacts list view will display

WALT DISHEY
imagine

[ a]F

[*}-1
CWHLOWAD

WALT DISNEY
L]

A IMAGINE +~  Contacts | » imagine

@~ +MNEW e EMAILAUNK | v  [IRUNREPORT~ [ EXPORTTOEXCEL e

-+ Active Contacts v Search for records pe)

v | Full Name Email Primary Phone Mumber Job Title Logon Enabled L 4 F5)

Aalayiah Bicker tony.mitche/l@dodd.ohio...  £14-444-5555 Yes

Aariz Bauder robert.quardian@gmail.gom Nao
Abby Boyle baboylel@attnet No
Abraham Lincoln Aleeta.5eals@pcm.com Yes
Abrielle Cradle imaginega>@gmail.com Yes

Figure 18- Active Contacts List View
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Connections

Connections are Contacts who are directly associated with the Individual.

Making a Connection
1. From the Individual Front Page, click the ‘Connect’ button

@ 'WALT DISNEY
IMAGINE v Individuals | v MINNIE MOUSE | v e
@ - Hsave [Psaveaclose [BLCONNECT v e EMAILAL al
To Another
INDIVIDUAL : INFORMATIY 7, e

e \ Date of Birth™ SSN  Assigned SSA
=) MI[Ql\IIE M Ubt @ 1/1/2001 | B XXX-XX-02 & WALT DIS!
’;_\ f > What Other People Like And Admire About Me -
PEOPLE LIKE MY PRETTY HAIR BOWS AND ADMIRE MY HONESTY ]

What I'm Interested In Doing
TLIKE SINGING AND DANCING!

Important People In My Life
MY MOM AND DAD ARE IMPORTANT TO ME AND MY DOG PLUTO

Figure 19- Making a Connection

2. Select ‘To Another’; New Connection box will appear

R0 connzcTion

l I [ Save Bew Sharing
lié Copy a Link
Save  Save & wn - Start Run
Close Email alink | Wordiow Diaiog ~ Report
Save Collaborate Process Data
@ Connmection | Connedio -
= New Connection
B TYKIARA Benhase
4 Connect To
Team Member @ contactType* o
Team Membership v | Emergency Contact Yes @ No

Relationship *

FBw| EndDate

Start Date * €/2/2015
Relationship
Deseription
Status Active

Figure 20 — Connection/Assign Team Member

3. Click in Team Member field to begin search
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Look Up Record

Enter your search criteria.

Look for Contact M )" Show Only My Records
Look in Contacts Lookup View r
Search mouse X
Full Name Email Primary Phone Number [+
Minni Mouse MinniMouse.UAT@gmail.c...
MINNIE MOUSE MINNIEMOUSE@GMAILC...  (999) 111-2222 |
4| | 3
M 4 Pagelp

1-2of2 (1 selected)

Add Cancel

MNew

Figure 21- Connection Lookup

4. Select contact by clicking the check box next to the name of the contact and clicking ‘Add’.

5. Enter Team Member Relationship
6. Enter Contact Type

Division of Information
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/£ Connection: New Connection - Microsoft Dynamics CRM - Internet Explorer

=1o01x]|

‘ https://imagine. trnapps.dodd.ohio.gov/main.aspx?etc=32348extraqs =%3fetc%3d3234%26pId %3d %257b 77ABF 5D4-319B-E411-9BBF-0050568C 3( B [

FILE CONNECTION

| I | ! |3 Save & New Sharing
Copy a Link
Save Save & Run Start Run
- Close Email alink Workflow Dialog Report
Save Collaborate Process Data
Connection -

@J New Connection
a Tharrin Dick

4 Connect To

- - *
Team Member [Q Contact Type % 1 - Family Member
Allows Duplicates Active A

Team Membership Emergency Contact
Relationship * Assigned Team Member % 2 - Guardian

Contriouting Team Member - Receives ISP Does Not Allow...  Active
Start Date * Contr;b::;rg Team Member el

209 $8 3 - Co-Guardian

Relationship Allows Duplicates Active

Description

Status Active

Figure 22 - Team Membership

Note: Team Memberships are defined in the following way:

% 4 - Program Manager

% 4 - Provider

Allows Duplicates Active
88 5 - Medica

Allows Duplicates Active

$8 6 - COIFS Contact
Allows Duplicates Active

% 6 - Friend

Allows Duplicates Active

Assigned Team Member — Will have portal access and can provide feedback to outcomes,

discovery results, action plans, and the ISP

Contributing Team Member — Receives ISP — Does not have portal access however, is on the

list of people that who will receive a copy of an ISP

Contributing Team Member — Does not have portal access. Can submit written feedback for

the SSA to upload.

7. Enter all other applicable data
8. Click ‘Save & Close’

Add a Family Member/Guardian

*Family member or Guardian must first be added as a ‘Contact’. Family member will only have access via the

portal if they are an Assigned Team Member.

Select ‘To Another’; New Connection box will appear
Click in “Team Member’ lookup. A pop up box will appear

HwnN e

From the Individual’s Front Page, click the ‘Connect’ button
The ‘Active Connection Associated View will display. Click the ‘Connect’ button
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5. Scroll down and click ‘Look Up More Records’
6. Select Contact from results list; Contact name will populate the “‘Team Member’ field

@ https://imagine.trnapps.dodd.ohio.gov/main.aspx?etc=32348&extraqs=%3fetc%3d3234%26pld%3d%257t
F 9 PP g P q P

LI connecTion

L—_‘ L—_é [ Save & New

Save  Sae s

Sharing

save

Copy a Link
Run - Start _ Run
Emailalink Workfiow Diglog  Report

Collaborate

Process Data

@ Connection

= New Connection
& DENAYSHA Halmi

4 Connect To

Team Member BB AuntPem Family

Team Membership | Assigned Team Member
Relationship *

Start Date ™ 6/17/2015
Relationship

Description

Status Active

Figure 23 — Add Family Member or Guardian

7.

8.
9.

S ContactType™

v | Emergency Contact

EB¥| EndDate

g 1 - Family Member

) Yes

® No

Click the dropdown for ‘Contact Type’ and select ‘Family’ or ‘Guardian’; Contact Role type will return to

Contact Type field

Click in “Team Membership’ field and select ‘Assigned Team Member’

Enter Start Date

10. Click ‘Save & Close’; Family Member or Guardian will now display as a connection

Contacts
All Team Members ¥
Connected To
BB AuntPam Family

28 CKTestCEQ2

Email (Co... Primary Phone Number (Connected... Email (Connecte.., | Role (To)

1 - Family Member

4 - Provider

Relationship

Team Membership Relationship
Assigned Team Member

Assigned Team Member

Figure 24 — Connection List

hiol:=
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Team Members without Access

1. From Individual Front Page, click on the ‘Contacts’ link
2. Click the dropdown next to the ‘All Team Members’ list view and select ‘Contacts without Access to
Imagine’. List of contact without Imagine access will display

Contacts

Contacts Without Access to imagi... ¥

System Views

All Team Members

Assigned Team Members
Connections History View

Contacts Without Access to imagine

Contributing Team Members

Emergency Contacis

Figure 25 — Team Members without Access
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Emergency Contacts

1. When adding a’"New Connection’(see connections section) select the radio button for Emergency Contact

Y o e e A PSP Tt A I o A A A S e A S At e e e |

FILE CONNECTION

| I [ save & New Sharing
Ité Copy aLink

Save  Save & Run  Start Run
- Close Emailalink Werkfow Dialog Report
Save Collzborate Process Data

@ Connection Connections -

=" New Connection
% Dehavyon SARVER IV

4 Connect To

Team Member [0 Contact Type* =]
Team Membership I Emergency Contact (@) Yes () Mo I
Relationship *

Start Date ™ 6/25/2015 [Ew| EndDate =

Relationship

Description

Status Active

H100% -

Figure 26 — Emergency Contacts

From Individual’s Front Page, click on the ‘Contact’s’ section
3. Click the dropdown next to the ‘All Team Members’ List View and change it to ‘Emergency Contacts’ List
View

Flakey AintGotClue
imagine

A o M | IMAGINE v  Individuals | v Dehavyon SARVER IV | v @

@ - EsaveE [§ISAVEQCLOSE &3 CONNECT | + @ EMAILALINK  »=s |

w INDIVIDUAL : INFORMATION
€2} Dehavyon SARVER 1V B | Soncocor | S
INaviaual QuIck summary

All Team Members

System Views 2d To) Primary Phene Number (Connected... Email (Connecte... Primary Phone N... Role (To) ™ Relationship

All Team Members 4 - Provider provider
Assigned Team Members

Cannections History View 4 - Provider

Cantacts Without Access te imagine 6 - Friend friend

Contributing Team Members
9 7-S5A
Emergency Contacts
Save Fiiters as New View > v

Save Filters to Current View
Ceee suavas Medicaid ID XKXKXXXX0301 Reporting County HARR

Active H

Figure 27- Contact List View
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Discovery

Discovery is the process of finding out what is important to and for the Individual. It is also understanding risks,
and how to address the risks, who the important people in their life are, what they want to do with their life,
health info, day to day life info, etc. All the initial discovery information, discovery module information and so on
and how the team knows what outcomes the person is interested in pursuing

Discovery Management

Discovery Management allows you do the following:
e Advance Discovery through phases
e Reset to Draft —Internal
e View the contents of INDIVIDUAL discovery modules using the hyperlinks for each module
e View Discovery History, if preferred instead of going to the Discovery History tile. Each version of the
published Discovery Results will be displayed here

Results Management ¢ ¥ Soi o

Figure 28 — Discovery Management
Discovery Phases

Phase 1 — Working Draft- Internal
SSA enters the information. Portal users cannot see it.

Phase 2 — Working Draft- Review Required

The SSA is entering information. Portal users can’t see it yet.

Move in a group from Discovery Management (you cannot move them one by one in the module)

It only goes to this phase if your Supervisor has a setting to review your Discovery before you can move
them to Draft Distributed (this should be by SSA)

Phase 3 — Working Draft- Review Complete
The SSA Supervisor reviewed the Discovery Results and sent to next phase

Division of Information
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Phase 4 — Draft Distributed

If the SSA Supervisor does not have review setting for the Discovery Results they will be in this phase after
the SSA sends them to the next phase the first time.

Discovery Results can now be seen by the portal users. The portal users will provide feedback.

If there are assigned team members that do not use the imaginelS, the SSA will need to send the
Discovery Results to them and gather feedback manually.

NOTE: if Discovery has been previously published, the PDF on the front page is the published version, not
the updated draft. Each time Discovery is published a new copy is generated in Working Draft-Internal
mode.

Phase 5 — Complete — Ready to Publish

The SSA has received feedback from the portal users, made necessary changes and the Discovery Results
are ready to be published.

Phase 6 — Publish

This phase is brief but occurs when you click ‘Publish’ The popup informs you it will create a pdf, which is
does, and reset the Discovery to ‘Working Draft — Internal’. It does not remain in ‘Current’ once Discovery
Results are published. A new set of Discovery Results, that is prepopulated with what was entered earlier
will automatically be created and set to Working Draft-Internal after the Discovery is published.
Discovery must be published to show on the Individual’s Front Page in the Discovery Quick Summary.
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Discovery Quick Summary

1. From Individual Front Page click on ‘Discovery Quick Summary’ Link; Summary of Discovery modules and
existing supports will display

INDIVIDUAL : INFORMATION

MICKEY MOUSE

|Di5covery Quick Summaryl

—
4 4 Dl S | @ l:l Find | Next  [i -]
Discovery Results Explored  Existing Supports XML file with repert data | Last Edited
Module? Y ) | ——
Communication & Leaming b Eil?t Matural and Paid Sup) T I 07/07/15
Community Membership N MHTML (web archive) 04/08/15
Day to Day Life Y Matural Supports Engaged Excel 07/07/15
Employment Y Natural Supports Engaged TIFF File 07/07/15
Finance Y Word 07/06/15
Getting Around V7 No 07/01/15
Hezlth & Wellness N No 04/08/15
Home & Housing N No 04/08/15

Figure 29 — Discovery Quick Summary

2. To Export the Discovery Quick Summary click on the Export button
3. Select ‘Acrobat (PDF) file’; A PDF file will download to your desktop
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Discovery Results

1.

2.

3.
4.
5.

From the Individual’s Front Page, select the dropdown next to the Individual’s name and select the
Discovery Module to update

- - WALT DISNEY
Aig Microsoft Dynamics CRM v #% | IMAGINE ~  Individuals | v+  MICKEY MOUSE [ @Create p—

‘ fl [ [ [ >
DISCOVERY HISTORY COMMUNICATIONS & LE... DAY TO DAY LIFE EMPLOYMENT FINANCE GETTING AROU

Click on the Link in the List View

Aig Microsoft Dynamics CRM v #% | IMAGINE v  Individuals | v MICKEY MOUSE | v @(rsa(e :::;:“EENEY
[ |
INDIVIDUAL : INFORMATION
MIC KEY MO US E Date of Birth™ SSN P assigned 554
8 2/1/2001 8 XXX-XX-33 | @ WALT DIS!
Day to Day Life Associated View ~ searen for rcoras o
@ - cMALAUNK all CHARTPANE~ G RUN WORKFLOW [¥] START DIALOG  ses
~ | Individual Name Last Edited Date Phase T o

+' MICKEY MOUSE Day to Day Life 7/7/2015  Working Draft - In...

Click in the “Explored Module?’ field to change ‘no’ to ‘yes’
If Supports are needed, click in this field to change ‘no’ to ‘yes’
Answer the Existing Supports question

At Microsoft Dynamics CRM v #t | IMAGINE v  Individuals | v  Dayto DayLife | v

@~ HEsAvE EJSAVE&CLOSE @ EMAILALNK (% RUN WORKFLOW

DAY TO DAY LIFE : INFORMATION

Day to Day Life

General
Last Edited Date a 12015
Phase @ Working Draft - Internal | Existing Supports Natural Supports Engaged |
Explored Module? Yes SSA Planning Worksheet @ SSA Planning Worksheet
Supports Needed? Yes
Results
Summary
Feedback

6. Complete remaining sections by clicking ‘+" to add the section data
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@ WALT DISNEY

Ais ~ Y | IMAGINE v Individuals | v  Dayto Daylife | v

imagine

@ - Hsave ['SAVE&CLOSE o EMAILALINK % RUN WORKFLOW  see al

DAY TO DAY LIFE : INFORMATION

. Individual
Day to Day L\fe | 8 MICKEY M
Results -
Abilities Existing Support Support Requested Sort Ord
Enjoys exercising Evercises with the help of a trainer Exercise bike to assist with cardio activities

Takes a multi-vitamin daily With assistance of her mother weekly/daily pill box

Figure 30 — Discovery Results

7. Click ‘Save & Close’ per each section before moving on to another section
Note: Save must be selected before navigating away from this screen. If not, all newly entered
information will be lost.

Add Discovery Results Feedback

1. From Discovery Module Front page, click the More Commands (...)
2. Select ‘Other Activities’
3. Select ‘Notebook Activities’, a New Notebook Activities’ pop up will display

Aiy Microsoft Dynamics CRM v #Y | ISP v Individuals | v  Dayto Day Life | v @Create

@~ HBsAvE [J'SAVE&CLOSE = EMAILALINK €% RUN WORKFLOW  =es

[¥] Start Dialog
DAY TO DAY LIFE : INFORMATION [ Run Report N
D a y to D a y |_ | fe [ Other Activities » 3% Action Step
3% Alert

General @ Identifier Request
Last Edited Date & 61772015 Eﬁ- Notebook Activities
Phase B Working Draft - Internal Existing Supports Eﬁ. Natification
Explored Module? Yes S5A Planning Worl g 0psR Notification
Supports Needed? Mo i Rating

Figure 31 — Notebook Activities

4. Enter feedback information
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Hakey AintGotClue

New Notebook Acti... imagine

@~ Hsave EISAVE&CLOSE v MARK COMPLETE

NOTEBOOK ACTIVITIES : INFORMATION

New Notebook Activities i

General

Subject™ Feedback From
Provider Name - Agency Name

Individual *
Regarding [ DENAYSHA Halmi
Feedback

Due Date - Date Created & -

Activity Status Open

Open

Figure 32 — New Discovery Feedback

5. Click ‘Save & Close. Feedback is saved back to the Feedback link on the Discovery Module Front Page
*Note: User will need to reselect the Individual and Provider fields

'WALT DISNEY
Ay . N IMAGINE v  Individuals | v  Day to Day Life | v

imagine

@ - HESAVE [J'SAVE&CLOSE 3 EMAILALNK £% RUN WORKFLOW  =»e 1l

DAY TO DAY LFE : INFORMATION

D t D Lf Individual
ay to bay Lie B MICKEY M
Summary o
Feedback
Individual Subject 4+ Feedback From Provider Name Agency Name Regarding
MICKEY MOUSE FEEDBACK Road Runner JAMES SMITH NEW PROVIDER-ADVO... L& Day to Day Life

Figure 33 —Feedback List

Review Discovery Results Feedback
1. From the SSA Dashboard, change the List View to ‘My Feedback Notes Dashboard’,
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A« | IMAGINE v  Dashboards

@ - FBSAVEAS INEW MSETASDEFAULT & REFRESHALL =

SSA Caseload View ~

County Transfers

~ A
Custome Service Representative Socia Dashoos..
Elgibilty Specialist Desnboard 5
Financial Approval Dashboard sSN Medicaid ID Assigned SSA | ReportingCounty | Residence County | Date of Death | Terminatio
Group Manager - Review Statistics
(Group Manoser Deshbostd OUCXX-0237  KKXXKXXX0301  Flakey AintGo..  HARR HARR
LOC Anaiysis Dashbosrd O-XX-5200  XXXXXXXX0BO1  Flakey AintGo..  HARR HARR
LOC Regetermination OOCIOC0008 0000000001 Flakey AintGo...  HARR HARR
Marketing Sacial Dashboard
Microsoft Dynarmics CRM Social Overvien O-KX-3992  KKXKKKKXG201  Flakey AintGo..  HARR HARR
My Fescback Netes Dashboard OX-XX-5221 JOOOKXXX1699  Flakey AintGo. HARR HARR
‘A3 Dashboara

OUCKX-6392  KXXXXKXXI099  Flakey AintGo..  HARR HARR
QA Case Notes Dasnboara
Recently Modified Records OOCXX-5785  KHXXXXXX0399  Flakey AintGo..  HARR HENR
Reviewer Dashoozrd CKX-XX-2027 Flakey AintGo...  HARR HARR
Sales Actvity Social Dashooard 5
Sales Dashiooard st b
Sample Dashbeard View
S5A Case Notes Dashooard " + My Alers v

534 Caseload View

Figure 34- Caseload View

2. Click the ‘Subject’ link to review Feedback

/& Dashboards: My Feedback Notes Dashboard - Microsoft Dynamics CRM - Internet Explorer o [=[ )
Gf\, = [y https: //mzaine. tmapes. docd.o. O 7] | £ || ¥ | g Dashboards: My Feedback N... "

® Flakey AintGotClue

A IMAGINE v im

@ - FEPSAVEAS IR MEW MSETASDEFAULT & REFRESHALL  se=

My Feedback Notes Dashboard ~

My Discovery Results Feedback )
Search for records L
Individual Subject Feedback From Provider Name Agency Name Regarding
TVKIARA Benhase TYKIARA Benhase - Finance Jodi Edwards ¢ Finance
TYKIARA Benhase TYKLARA Benhase - Communication & Leaming Clyde Fallus (& Communicati
< >

My Outcome Feedback ¥

Figure 35- My Feedback Notes Dashboard

3. Click ‘Close Notebook Activity’ or ‘Mark Complete’. Once the activity is marked complete it is no longer
editable.
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RO RO ACTHTIRS | IREDRSLATION

TYKIARA Benhase - Finance

General

Figure 36- Feedback Complete
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Discovery History
1. From the Individual’s Front Page, select the dropdown next to the Individual’s name and select the
‘Discovery History’ tile. List View defaults to ‘Active Discovery Management’
2. Click the Discovery Results Management link, this opens the discovery results status screen (see

‘Discovery Results’ above)

Discovery History

Name 4 Published Date 4 Communication...| Community Me... | Day to Day Life... Employment As...| Finance As Of Getting Around... | Health and Well... Home 3
.Dis:overy Results on 6/17/2015 2:17:57 PM 6/17/2015 6/16/2015 4/8/2015 6/17/2015 4/8/2015 6/17/2015 4/8/2015 4/8/2015 4
Discovery Results on 6/17/2015 12:01:46 PM 6/17/2015 6/16/2015 4/8/2015 6/17/2015 4/8/2015 6/17/2015 4/8/2015 4/8/2015 4

Figure 37 — Discovery History

Status Tracker

The Status tracker displays the phase status of Discovery, Outcomes, Service Summary and ISPs.

The date on the screen is the most recent item that was created. The ISP will remain red until the
discovery management, outcome and service summary are all green. At that point the ISP will turn green
and can be phased to published status.

The underlined title is hyperlinked and when selected will go to that item for maintenance. The square
icon next to the name will provide a preview print of the item.

Little SSAJohn

A4 Microsoft Dynamics CRM v # | IMAGINE v Individuals | v MINNIE MOUSE | + Create  imag gin

@ - Hsave ESAVE&CLOSE ST CONNECT ~ e EMAILALNK  sos El

INDIVIDUAL : INFORMATION

2 MINNIE MOUSE i | Soons | Vi

status Tracker

Service Summary - Current

Discovery Manlg:mem Outcome [

09-01-2015 to 10-22- Draft
2015 Distributed VR

07-14-2015 09-02-2015 09-02-2015 09-02-2015

Figure 38 - Status Tracker

Front Page

The front page is a positive introduction of the person.

1. From Individual’s Front Page, click in the field to update
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2 INDOVIDUAL - INFORIMATION
=} Dehavyon SARVER IV peresn O] [ SO |- ey

8 Vieaons

SLOSLE LIKCE WY SMLE AND ADWIRE WY MONESTY

LOVE TO READ AND LAY OMECKERS

NY MIOAL AND DAD ARE IVPORTANT TO

Figure 39- Demographics

2. Enter data:
a. What Other People Like And Admire About Me
b. What I'm interested in doing
c. Important People in My Life
d. Email
e. Phone information

3. Click ‘Save’ or * & Close’

Additional Demographics

This field is used to capture the Local ID for Gatekeeper, Infallible or County Budget Line
1. From Individual’s Front Page, click on the ‘Additional Demographics’ section
2. Click the ‘+’ button to add additional ‘Local ID’ numbers, a pop up will display
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WALT DISNEY
Ay . M | IMAGINE v Individuals | v  MINNIE MOUSE | » @

imagine a

@ - HBESAVE ESAVE&CLOSE &3 CONNECT | v 0 EMAILALINK oo

"

INDIVIDUAL : INFORMATION

G Nl Date of Birth* SSN ¥ Assigned 554
2P, MII\”\]IE MOUSE & 1/1/2001 B 00-XX-02 B WALT DIS!
Portal Contacts
Payors
[Additional Demographics|
Individual IDs
DODD# B 9019349 SSN 8 276-65-0237
Medicaid ID: B 242004490301
Local ID Numbers
Local ID Number 4 Local ID Type Reporting County Comments
12345 Gatekeeper HARR NEW LOCALID
DODD# 9019949 Medicaid ID KOOXXXX0301 Reporting County HARR

Figure 40 — Additional Demographics

3. Enter data

At » M | New Local ID Numb...

@ ~ Hsave | sAvE & CLOSE

LOCAL ID NUMBERS : INFORMATION

New Local ID Numbers |

& MINNIE v

Local ID Numbers

Local ID Mumber |

Local ID Type
Reporting County B HARR
Comments
Status Active
Active

4. Click ‘Save & Close’
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SSA Planning

The SSA Planning Worksheet provides a space for the SSA to enter general notes regarding a specific Discovery
module. It allows for the SSA to document potential strategies, possible services/supports/funding needed for the
selected Discovery or Outcome.

SSA Planning Worksheets

Essential health
1. From Individual’s Front Page, click on the dropdown next to the Individual’'s name and select the ‘SSA
Planning Worksheet' tile

Ay Microsoft Dynamics CRM v | IMAGINE v  Individuals | v  MINNIE MOUSE |9

Process Sessions

@ Q) @*

SSA PLANNING WORKSHE... BACKGROUND PROCESSES REAL-TIME PROCESSES

2. From the SSA Planning Worksheet Associated List View, click on the link for the ‘SSA Planning
Worksheet’. The SSA Planning Front Page will display

Ay . M | IMAGINE v Individuals | v  MINNIE MOUSE | v
L
;.: INDIVIDUAL : INFORMATION
bl T Date of Birth™ 55N ¥ Assigned SSA
. MII\I |\IIE M O U S E & 1/1/2001 B 00-XX-02 | B WALT DIsr
SSA Planning Worksheet Associat... l o
® ~ b cHARTPANE~  [F) RUNREPORT ~ {3 EXPORT 554 PLANNING...
v | Individual MName Assigned S5A Created On Yy &
| MINNEMOU.. 55 Planning Workshest WALT DISNEY 4/8/2015 5:34 PM |

Figure 41- SSA Planning Worksheet

3. Click on the ‘Discovery Worksheets’ section
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A . & | MAGINE ~

Individuals | v

SSA Planning Works... | v

@ ~ [sAvE [5'SAVE&CLOSE [@ DEACTIVATE &> EMAILA LINK

SSA PLANNING WORKSHEET : INFORMATION

SSA Planning Worksheet e

| Assigned S5A

& MINNIE M & WALT DISP
Name ™ SSA Planning Worksheet
|Discovery Worksheets]
Discovery Module Type Potential Qutcomes for Planning General Notes Possible Services Needed
No Dis Worksheet records found.

Figure 42 - SSA Planning; Discovery Worksheet

4.

Click the ‘+" button to add a new worksheet, a pop up box will display

Flakey AintGotClue
imagine
@ - [ESAVE ['SAVE & CLOSE

DISCOVERY WORKSHEET : INFORMATION
New Discovery Worksheet

General

Discovery Module  *

I Ovner
. Communication & Learning A
Potential Qutcomes Community Membership
Day to Day Life

% Harrison Ownership Team

Employment v
Essential Health
General Notes
Possible Services Ne
Status Active
Active

Figure 43- Essential Health Discovery Worksheet

5. Select the ‘Essential Health’ Discovery Module
6. Enter the Essential Health information
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. W New Discovery Wor... @ x:;{w?[s

@ B
DISCOVERY WORKSHEET : INFORMATION

New Discovery Worksheet

General

*

Discovery Module Essential Health Owner ™ 2% Harrison Qwnership Team

Potential Qutcomes Improve ability to take medications

Improve eating habits
Learn to measure ingredients for a recipe

Figure 44- Discovery Worksheet; Essential Health

7. Click ‘Save & Close’
8. Once you have returned to the SSA Planning Worksheet click ‘Save & Close’.

Ay o i IMAGINE ~  Individuals | « 55A Planning Works... |

@ -~ Hsave |EPSAVE&CLOSE | [Q DEACTIVATE = EMAIL A LINK ===

554 PLANNING WORKSHEET : INFORMATION

SSA Planning Worksheet

Name ™ S5A Planning Worksheet

Discovery Worksheets

Figure 45- SSA Planning Worksheet Save & Close

Finance

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning

Worksheet. The SSA Planning Front Page will display

Click on the ‘Discovery Worksheets’ section

Click the ‘+" button to add a new worksheet, a pop up box will display

Select the ‘Finance’ Discovery Module

Enter the ‘Finance’ information

Click ‘Save & Close’

Nouk~Ww

Communication & Learning

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile
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Tnformation System 5! Technology Services Page 29 of 95

)3 L




imaginelS: Implementation and Change | V1.3

o
Ohlo Department of ) . Management Project
Developmental Disabilities imaginelS_SSA_Guide - Final | 9/3/2015
2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning

Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display

5. Select the ‘Communication & Learning’ Discovery Module

6. Enter the ‘Communication & Learning’ information

7. Click ‘Save & Close’

Day to Day Life

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning
Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display

5. Select the ‘Day to Day Life’ Discovery Module

6. Enter the ‘Day to Day Life’ Discovery information

7. Click ‘Save & Close’

Employment

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet' tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning
Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display

5. Select the ‘Employment’ Discovery Module

6. Enter the ‘Employment’ Discovery information

7. Click ‘Save & Close’

Getting Around

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning
Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display

5. Select the ‘Getting Started’ Discovery Module

6. Enter the ‘Getting Started’ Discovery information

7. Click ‘Save & Close’

Home & Housing
1.

From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile
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2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning
Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display
5. Select the ‘Home & Housing’ Discovery Module

6. Enter the ‘'Home & Housing’ Discovery information

7. Click ‘Save & Close’

Relationships

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet’ tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning
Worksheet. The SSA Planning Front Page will display

3. Click on the ‘Discovery Worksheets’ section

4. Click the ‘+" button to add a new worksheet, a pop up box will display
5. Select the ‘Relationships’ Discovery Module

6. Enter the Relationships Discovery information

7. Click ‘Save & Close’

Community Memberships

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘SSA
Planning Worksheet' tile

2. From the SSA Planning Worksheet Associated List View, click on the link for the SSA Planning

Worksheet. The SSA Planning Front Page will display

Click on the ‘Discovery Worksheets’ section

Click the ‘+" button to add a new worksheet, a pop up box will display

Select the ‘Community Memberships’ Discovery Module

Enter the Community Discovery information

Click ‘Save & Close’

3.
4.
5.
6.
7.
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Essential Health
Add Diagnosis

1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the
‘Essential Health’ tile

'WALT DISNEY
imagine

Aig Microsoft Dynamics CRM v % | IMAGINE v  Individuals | v  MINNIE MOUSE % @ Create

ISP

By [+ I
ROI RECURRING APPOINTMEN... PAYOR DETAILS LEARNING LOGS ESSENTIAL HEALTH OUTCOMEY

2. From Essential Health Associated View, click the ‘Essential Health’ link

- . WALT DISNEY
Ais Microsoft Dynamics CRM « Y | IMAGINE «  Individuals | ~  MINNIE MOUSE | « @Create e

INDIVIDUAL : INFORMATICN

bl NI Date of Birth* SSN ® assigned 55A

i MII\I | \”E M O U S E & 1/1/2001 B XXX-XX-02 B WALT DISI
Essential Health Associated View + Searc for records £
@ - o EMALAUNK olf CHARTPANE = (G RUNWORKFLOW [B] START DIALGG  wes
v Individual Name Last Edited Date T 2

~ MINNIE MOUSE Essential Health 6/22/2015

3. Enter the Diagnosis information, click '+’ to add a new Diagnosis, a pop up box will display

ESSENTIAL HEALTH : INFORMATION

. Individual
Essential Health 8 MINNIE v
[Diagnosis Information| -

ID Diagnosis Information
Intellectual Disability Mild ID Date
Code (If Reported) - Used for DD Elig No

Reported By (Mame/Title)

Diagnosis Information

Active Diagnoses ¥

Code (if reported) Diaanosis ™ Reported bv (namer/title) Date Used for DD Elia | Diaanosis Cateaory CB/SSA Confic T

Figure 46- Essential Health Diagnosis

4. Enter Diagnosis information
5. Click ‘Save & Close’
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/€ Diagnosis: New Diagnosis - Microsoft Dynamics CRM - Internet Explorer -0l xi |
retc=100248extraqs=%3f_CreateFromld%3d%257h36F69714-37DE-E411-8FFF -0050568C30C9%2570%26_CreateFromType %3d10025%26etc | £y

@ Flakey AintGotClue

imagine

@ - Hsave gFsaveaclose  + New

DIAGNOSIS : INFORMATION

|w D H H Individual®

ew |angS|S @ Dehavyon
Individual *

Dehavyon SARVER IV

Code (If Reported) Used for DD Elig

- Ne

Diagnosis Diagnosis Category ™

DIABETES Health Condition- Chronic- Cancer

Date Health Condition- Chronic- Cardiovasculer Disorder o
sr22/2015 Health Condition- Chronic- Cholesteral

Healtn Candition- Chronic- Communication Disorder
Reported By (NamerTitle) *Heaith Condition- Chronic- Diabetes v
- Health Condition- Chronic- Ear/Nose/Throat

Notes
Status Active
Owner % Harrison Ownership Team

Active H

Figure 47- Add Diagnosis

Add Adaptive Devices

1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the
‘Essential Health’ tile

Click the “Essential Health’ link

From Essential Health Front Page, scroll down to ‘Adaptive Devices’

Click on the ‘Adaptive Devices’ link

Click ‘+" to add New Adaptive Device’; a pop up box will display

vk W

' . WALT DISNEY
Al Microsoft Dynamics CRM v #% | IMAGINE v  Individuals | v Essential Health | v @(reate e

@~ Hsavi [ISAVE&CLOSE e EMAILALINK €% RUN WORKFLOW

ESSENTIAL HEALTH : INFORMATION

Essential Health

Adaptive Devices
Adaptive Devices

Device Type ™ Description Protocols Attached

Individual
& MINNIE M

Hearing Aids hearing aid

Figure 48 - Add Adaptive Devices
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/& Adaptive Devices: New Adaptive Devices - Microsoft Dynamics CRM - Internet Explorer

_[of ]
q:v | g https:  fmagine. mepps.dodd.o. O =] B ||| | iy Adaptive Devices: New Adap... X A A

Flakey AintGotClue
dis « | IMAGINE +  Individuals | v New Adaptive Devic. @ il

o]
-

imagine

@ - EISAVE [IISAVE&CLOSE = NEW o EMAILALINK  eoe

Ll

ADAPTIVE DEVICES : INFORMATION

NeW Adaptl\/e De\/\CeS |lnmwdua\ Crested On

@ Dehavyon @ 6/3/2015 1:40 PM

Adaptive Devices

Device Type Communication Devices
Hearing pigs _________________________[g
Description Low Vision Devices
Medication Tower
Mobility Aids v
Other
Protocols Attached
Status Active
Active

Figure 49- Add Adaptive Device

6. Enter Adaptive Device information
7. Click ‘Save & Close’

Add Allergies

1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the

‘Essential Health’ tile

Click the ‘Essential Health’ link From Essential Health Front Page, scroll down to ‘Allergies’
3. Click on the ‘Allergies’ link

4. Click '+ to add ‘Allergies’; a pop up box will display

At Microsoft Dynamics CRM «  #f | IMAGINE «

A . @ WALT DISNEY
Individuals | v Essential Health | v Create imagine
@ - HEsavE EJ'SAVE&CLOSE o EMAILALINK  £% RUN WORKFLOW ===
ESSENTIAL HEALTH : INFORMATION
E t | H |th Individual
ssentlial mea 8 MINNIE M
Allergies
Allergies
Allergy Type 4 Diagnosis Protocols Attached
Pets allergic to cat dander No Documents Attached

Figure 50 - Add Allergies
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| Allergies: New Allergies - Microsoft Dynamics CRM - Internet Explorer —(ol x|
= | dig hittps: [fmacine. irapps. dodd.o. O 7. “| iy Mergies: New Allergies - Mic... % A

Flakey AintGotClue
imagine

7

At v A | IMAGINE v Individuals | v
@ -~ BSAVE [FSAVEXCLOSE + NEW & EMAILALINK  =ee El

ALLERGIES : INFORMATION

B H Individual
New Allergies | & hmnen
Allergy
Allergy Ty Insect Sti
lergy Type Lr:t:i ing. N
Diagnosis Mold
Other
pets W

Pollen

No Documents Attached

Protocols Attached

Figure 51- Add Allergies

5. Enter Allergy information
6. Click ‘Save & Close’

Medications

The Medications section of Essential Health tracks the Individual’s ability to take or manage their medications.
Adding every medication used by the Individual is not the intent of this section. Please use the section to

document how well the Individual can take Routine Oral/Topical Medication, Injected Insulin, G-J Tube

Medications, Glucometer use, and the supports that the Individual requires to maintain their medications as

prescribed.

1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the

‘Essential Health’ tile
2. Click the ‘Essential Health’ link
3. From Essential Health Front Page, scroll down to ‘Medications’
4. Click on the ‘Medications’ link

WALT DISNEY
imagine

Al Microsoft Dynamics CRM v #% | IMAGINE v Individuals | v Essential Health | v @ Create

@ - HsAvE [ISAVE&CLOSE e EMAILALUINK % RUN WORKFLOW ==+

ESSENTIAL HEALTH : INFORMATION

Essential Health B MICKEY

Routine Oral And Topical Medications

Medication Name Times Taken Level of Support Diagnosis Reas... | Other Reason Created On Begin Date End Date

vitamin 6/29/2015 3:5...

e - Division of Information
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5. Click in the search box and click the magnifying glass

z L& ALL Pills & Ointments - Arnez can take any with no issue -
7/7/2015 10:01 AM

- [@ ANOTHER MEDICATION .

7] 6/4/2015 9:36 AM v

/ L& anything
6/26/2015 2:24 PM

b L& anything

6/26/2015 2:23 PM

[ Anything New
i 7/2/2015 238 AM
L& Arnez can take all of her meds with no issue
7/6/2015 416 PM

Lock Up More Records

e

Figure 52- New Medication

6. Enter Medication information

" Rootew Oral and Togu of Pledicationn Wew Rostime Oral smd Topeal Modcabion - Maormolt Oyns - Intermet Explores

WP raore tracoe it GEGITYET ma PE - S R um Y Jeent et L BRI S VET LS TR S011 PTG BRI AN [ weter ey T on 4 5

G’) n....vA.‘nM Sae

ROUTING ORAL AND TOPICAL MEDICATIONS : INFORMATION

New Routine Oral and Topical Medica... DB ysiony
Routine and Oral Topical Medications 2
Mascatcn Name . | v Take

Amriament Oetah

QL T o renaquine mry medcation by coler, sisn, shape sodior by reading the labul, | will st take sy soedicine if it looks @fle et

7. Click ‘Save & Close’

**Note: If diagnosis is not already established, a new diagnosis can be entered at this time by clicking
in the diagnosis field and click ‘New’
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Add Medication Self-Assessment
1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the

‘Essential Health’ tile
2. Click the ‘Essential Health’ link
3. From Essential Health Front Page, Click on the More Commands (...)

fr IMAGINE +  Individuals | « Essential Health | «

Ay Microsoft Dynamics CRM «

@ -~ HEsAvE EI'SAVE&CLOSE 5 EMAIL A LINK % RUN WORKFLOW

[#] Start Dialog
ESSENTIAL HEALTH : INFORMATION

[¥] Run Report 3
Essential Health b Other Achites :

8 6/29/2015

Last Edited Date

4. Click ‘Start Dialog’
5. Click to the left of the process name to place check mark next to desired process

Look Up Record x

Enter your search criteria.

Look for Process M ) Show Only My Records
Look in On Demand Dialogs i
Search Search for records D
Process Mame Created On Medified Cn Statt 2
Add/Assess G - ] Tube 5/28/2013 1:54 ... 12/2/2014 9:37 ... Activated
Add/Assess Insulin Injection 5/28/2015 1:54 ... 12/2/2014 9:37 ... Activated
Add/Assess Glucometer 5/28/2013 1:54..  12/2/2014 9:37 ... Activated
Add/Assess Medication 5/4/2013 6:32 PM 12/2/2014 9:37 ... Activated
4 3

1-40f 4 (1 selected) Page 1

6. Click the ‘Add’ button
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& Add/Assess Insulin Injection - Internet Explorer I =] 3]

‘ https:/fimagine. trnapps.dodd. ohio.gov/cs/dialeg/rundialog. aspx?Dialogld =4 7b 55FD0958-DEB7-€211-BD71-0050568

Add/Assess Insulin Injection

Whatis the Medication Name? e
Wetformir] *

Click to add comments

Figure 53- Medication Assessment

7. Click ‘Next” and follow the prompts to complete the assessment
8. Click ‘Finish’

Add Medication Assessment for ALL Medications

Note: This assessment ‘Add’s a ‘Medication’ entry in Essential Health. If the medication has been entered without
an assessment this action will create a duplicate entry. Be sure to determine which medications will require an
assessment prior to entering medications. Only enter assessments for medication that will require supports. All
medications that can be taken and managed by the Individual should be entered without an assessment.

1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the
‘Essential Health’ tile

Click the ‘Essential Health’ link From Essential Health Front Page,

Click the ‘Medication’ section

Click the ‘+" button; a search box will appear

Click in the Search icon; a pop up box will display

Click the “+New’ button

Enter Medication name and assessment information

2.
3.
4.
5.
6.
7.
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E‘ l.:::-:l.linl{n.-lt i [ & 5
@ - HEHswE [ISaVEACIOSE = NEW

ROUTINE ORAL AND TOPICAL MECICATIONS | INFORMATION

H - H indhadual Essental Health
New Routine Oral and Topical Medica... G MMQULSI |8 Essential
Routine and Oral Topical Medications A
nep-esTor Ji Times Taken
Assessment Additional Information
- e s -
54
SS‘A-SU:‘!PV‘.SCR
Assessment Details
01: I cam recognize my medication by color, size. shape and/os by reading the Label. 1 will not take my medicine if it looks different.
02 1 can tell you what my medicine is for {pain, nerves, breathing). L
g Active
Active H

Figure 54- All Medications

8. Click ‘Save’
9. Click ‘New’ and repeat steps 5-6 until all medications have entered and assessed

Update Essential Health/Diagnosis
1. From Individual’s Front Page, click the dropdown next to the Individual’s name and select the
‘Essential Health’ tile

2. Click the ‘Essential Health’ link From Essential Health Front Page, click on the section of the ‘Essential
Health’” information to be updated

Ais Microsoft Dynamics CRM v ft | IMAGINE v  Individuals | v  Essential Health | v
@~ HEsaveE [IISAVEACLOSE 3 EMAILALINK  £%RUN WORKFLOW  »e»

ESSENTIAL HEALTH : INFORMATION

Essential Health

Diagnosis Information
Allergies

Adaptive Devices
Special Diets

Health Related Activities

Is There A DNR Order?

Medications

Figure 55- Update Essential Health

3. Click through links to access data to change
4. Update information
5. Click ‘Save & Close’
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Pictures
Upload Photos

1. From Individual’s Front Page, click on the ‘Pictures’ section
2. Click in the box below ‘Notes’; the box will expand to attach a file
Ais Microsoft Dynamics CRM +  # | IMAGINE v  Individuals | v  MINNIE MOUSE | (—B Create WALT DISNEY

imagine

@ - Hsave ESAVEACLOSE &3 CONNECT | v @ EMAILALINK  =ee al

INDIVIDUAL : INFORMATION

)

<A MINNIE MOUSE Eiimen | Sooccor |8 o
Pictures -
Notes
NOTES

0 | attach Done

0 Penguins (2)jpg
WALT DISNEY -

Figure 56- Attach File

Click ‘Attach’

Click ‘Choose File’

Browse to the desired file and select
Click ‘Open’

o vk Ww

'WALT DISNEY
imagine

Ay Microsoft Dynamics CRM v Y | IMAGINE v  Individuals | v MINNIE MOUSE | v @Create

@ - Hsave ESAVERCLOSE 83 CONMECT |~ EMAILALNK  ees Bl

INDIVIDUAL : INFORMATION

Lo

<A MINNIE MOUSE S | oo |3 o
Pictures -
Notes
NOTES

l|ﬂ Choose File | Hydrangeas.jpg Done

Figure 57- Open File

7. Click ‘Done’; file is now attached
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Aig Microsoft Dynamics CRM «  # | IMAGINE v  Individuals | v MINNIE MOUSE | «

@ - Hsave p'saveacloss 83 CONNECT | v e EMAILALINK  ses

'@;..,‘ INDIVIDUAL : INFORMATION
J

2} MININIE MOUSE

Pictures
Notes

NOTES

[0} Hydrangeas.jpg

You -

Figure 58- Photo Attached

Remove a Photo

1. From Individual’s Front Page, click on the ‘Pictures’ section
2. Hover over the file to delete

Al Microsoft Dynamics CRM v # | IMAGINE ~  Individuals | «  MINNIE MOUSE | »

@ - Hsave [SAVE&CLOSE &3 CONNECT | = e EMAILA LINK

INDIVIDUAL : INFORMATION

2V MINNIE MOUSF

Pictures

Notes

NOTES

' Hydrangeas,pg

You -

3. Click the ‘X’ to the right of the file
4. Click ‘Done’

Open a Picture

1. From Individual’s Front Page, click on the ‘Pictures’ section
2. Click on the Photo hyperlink; the photo will download to the desktop
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Ay Microsoft Dynamics CRM «  #Y | IMAGINE v  Individuals | v MINNIE MOUSE | «

@~ HsavE ESAVE&CLOSE &3 CONNECT | v e EMAILALINK  see

14 MINNIE MOUSE

0 penguins (2)jpg
WALT DISNEY -

0 15P - Draft Distributed.pdf
WALT DISNEY -

AttachmentPhoto

0 Koalajpg
Monkey SSAAbU -

DODD# 9010949 Medicaid ID JO000K0301

Active

I =] Koalajeg |

3. Click on the downloaded file to open

Choose a Profile Picture

The Individual’s profile picture must be in the ‘Pictures’ section to select it as a profile picture

1. From Individual’s Front Page, click on the ‘More About Me’ section

2. Scroll to the right/left to select photo
Aig Microsoft Dynamics CRM v #f | IMAGINE v  Individuals | v

@ - HBSAvE EJ'SAVE&CLOSE &3 CONNECT |~ e EMAILA LINK
INDIVIDUAL : INFORMATION

) MINNIE MOUSE

More About Me

\ =
s
a .

Figure 59- Profile Photo

3. Hover over the blue box under the Photo
4. Click the ‘Profile Picture’ checkbox

B0 e
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Documents
1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the

‘Documents’ tile; this opens SharePoint
2. Click the “+New Document or Drag Files here’

&S IRV FRITES]
G?f/" [l htws: imaaine. onapes docdio, O] 5 | 42| | iy tocvicuak: Dehavyen SaRVE... [ A oA 1
Ay« % | IMAGINE v Individuals | v Dehavyon SA ® .Fnlwaal;y{:im;m(m >
o=
ﬁ INDIVIDUAL : INFORMATION
£} Dehavyon SARVER IV S | Soococer: | 8

Document Locations: 9019949 - Individual »

SharePoint ssadevilt~ £ 2
BROWSE | FILES  LIBRARY ¥y rouow Cgdsmc O
~
E>
9019949 o
Libraries I @ new document or drag files here I
Lists Al Documents . BIaNk View - | Finda e ) v
Tasks
>
DODD# 9019949 Medicaid 1D 0000000301 Reporting County HARR

Active

Figure 60- New Document

3. Browse for the file

X
Add a document

Chosse afile ‘ |C:\IJ5H5\PubI|'c\Pictures\Sample Pictures\Tulips.jpg  Browse.. | ‘ ~

Upload files using Windows Explorer instead

[™] Overwrite existing files
Diestination Folder |;‘ | - —

oose Folder..,
W

Figure 61- Browse File
4. Click 'Ok’
5. Confirmation box will display — Upload Successful
9019949 - Hydrangeas.jpg

1Y o X

a8 B, X
Check Carcel  Paste Deete

In o

P Tr— Aoviome

The document was uploaded successfully and is checked out to you. Check that the fields la]
© below are correct and that all required fields are filled out. The file will not be accessible to v
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File is uploaded to SharePoint but needs to be checked in. Scroll to the text at the bottom of the box

6.
and enter the required data (*Name, Title, SSA Confidential, *Section, *Category, PIN document).
9019949 - Hydrangeas.jpg X
oy S Cut
) B copy X
Paite Delete
Jis 2]
Tt Chpboand Actiors
The document was uploaded successfully and i checked cut 1o you. Chack that the halds e
@ below are comect and that all required fields are filled out. The file will not be accessible to w

Figure 63- Document Check In

7. Click ‘Check In”; Document will now display in SharePoint library

% INDIVIDUAL : INFORMATION
€2} Dehavyon SARVER 1V B | Boocor |8 en

Document Locations; 9019949 - Individual »

SharePoint ssadevilt~ £ 2
vy Folow Cdsmc O

BROWSE FILES LIBRARY

D Title Name Category Comments SSA Confidential Created By Section Approved Uploaded By Category Pin Primary Ve
Archive crmappsvc
= Hydrangeas .« Demographics No ssadevilt Dayto Yes ssadevilt Demographics  Yes No
% Day
Life

Figure 64- Document SharePoint
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Outcome
Add New Outcome

1. From Individual Front Page click on the dropdown next to the Individual name and select the ‘Outcome’
tile

WALT DISNEY
Imaging

Flakey AintGotClue
Ay 1] IMAGINE +~ Individuals | « Dehavy LIV m1aqi:-':

% INDIVIDUAL : INFORMATION
€2} Dehavyon SARVER IV e - |y sy
Outcome Associated View ~ Search for records o

@ ~| + aoponewoutcome I&CHARTPANE~  [F) RUNREPORT ~ [ EXPORT OUTCOMES

Figure 65- New Outcome

3. Enter Outcome information

WAL DESMLY
g

QIUTCOME | INFORMATION

INew Qutcome & MAIMME &

B T2005 I ﬁ

V¥RV

Cutcomes

J B Werking Dralt - lnteinal
RIDE B3CE PI—
LEARN T4 RIDE A BIKE
WL . - 501 THAT | CAM RIDE MY BIKE T0 THE FARK S0 THAT |
VAL AN PLAY WITH MY FRIENES
1
Ko
HOW T BALAMCE

Figure 66- Outcome Details

4. Click ‘Save’ — Phase 1
5. Click the ‘Next Phase’ button.
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Changing Outcome Status - Outcome Phases

1. From Individual Front Page click on the dropdown next to the Individual name and select the ‘Outcome’
tile
Ay Microsoft I;,‘.l:l.'|1.:|1'|||; % CRM ~ 4] IMAGIME ~ Insdirvacheals | »
)
CUTODMES
2. Double-click on the desired ‘Outcome’ to open
A Microsoft Dynamics CRM v # | IMAGINE v  Individuals | v MINNIE MOUSE | v @Create ::,‘,Q;;,E‘S"”
3 INDIVIDUAL : INFORMATION
A \ Date of Birth* SSN ? Assigned S3A
L MU\J | \HE MOU SE "] t1/'1,/'2(‘)01 B OX-XX-02 | B WJALT DIS!
Outcome Associated View ~ Searchfor records 2
@ ~ -+ ADDNEWOUTCOME &% CONNECT |~ @ EMAILALINK ol CHARTPANE ™  wee
" Individual Current As Of & Status Name Discovered [n Desired Qutcome So that/In order to. Projected Start...  Projected Cor'¥ &
MINNIE MOU... 7/2/2015  Working Draft - Internal Camp Community Membership Minnie Mouse attends ... so that she m... 7/1/2015 8/1/2015 1
MINNIE MOU.. 7/2/2015  Active Learn what [ like to do Communication & Lear...  different opportunities i..  learn what I like 5/1/2015 4/30/2016 1
MINNIE MOU... 6/22/2015  Active TEST OUTCOME Employment DESIRED QUTCOME SO THAT/IN ... 6/3/2015 6/3/2016 1
. Mext Phase . .
3. Click on the More Commands (...) and select == ; this will move the Outcome to the next

Phase in the process

Phase 1 — Working Draft- Internal
SSA enters the information. Portal users cannot see it.

Phase 2 — Working Draft- Review Required

It only goes to this phase if you Supervisor has a review setting to review your outcomes
Supervisor can send the notification back to the SSA so they know the outcome has been reviewed

Phase 3 — Draft Distributed

Draft Outcomes can now be seen by the portal users. The portal users will provide feedback.

If there are assigned team members that do not use the imaginelS, the SSA will need to send the
Outcomes to them and gather feedback manually

You can print from within the outcome section in this phase

Phase 4 — Active

The outcome is now active
Outcomes must be in this phase to print on the ISP
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Phase 5 — Complete
If the outcome has been met, then the outcome should be marked complete.

Phase 6 — Discontinued

If an outcome was entered and then the team determined a new path should be taken, then the outcome
should be marked discontinued.
After an outcome is marked discontinued, the team will not be able to see it.
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Services
Services are a set of consumable benefits delivered by an accountable licensed provider. Services allow the

Individual to achieve a specific Outcome.

Service Summary

Service Summaries are automatically generated by the system. For each Individual there will be a current and
future state Service Summary.

1. From Individual’s Front Page, click on dropdown next to Individual’s name and select the ‘Service
Summaries’ tile

WALT DISNEY

Imasgine

SERVICE SUMMARIES SERVICE LISTINGS

2. Click on the Current Service Summary to open

WALT DISNEY

Aig Microsoft Dynamics CRM ~  # | 5P v  Individuals | ~  MINNIE MOUSE | ~ imagine

% INDIVIDUAL : INFORMATION

v 1 at . s ¥ assigned s

<) MINNIE MOUSE G |8 000e0r | 8 WALT oS
Service Summary Associated View v Search for recards 5

Filter on: | Draft Y | Include: | Relsted "Regarding” Records v

@ ~ &% SEND DIRECT EMAIL & EMAIL A LINK lI', CHART PANE ~ Gy RUN WORKFLOW ~ sss

T P S It 2o o i e Bodoe Eo D Loda o Dt e o v o

I\/ MINNIE MOU...  Service Summary - 7/1/2015 - 6/30/2016 - Dehavyo... $2,00000 Working Draft 7/1/2015 6/30/2016  Current I

MINNIE MOU...  Service Summary - 7/1/2016 - 6/30/2017 - Dehavyo... $000 Working Draft 7/1/2016 6/30/2017  Future

Figure 67- Current Service Summary

3. Service Summary Front Page displays service listings, and budgetary information. The start and end dates
will be prepopulated with the waiver span dates for individuals on waivers. If the individual is not on
waivers, then the SSA will need to populate the date span when assigning the Finance Manager and
Budget Support Specialist.
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4 Microsoft Dynamics CRM «  # | ISP v Service Summaries |

@ - Bsave Elsaveaclose [ RECALCULATE [ PRINT SERVICE SUMMARY.

SERVICE SUMMARY : INFORMATION

Service Summary - 1/1/2015 - 7/1/2017 - DENA...

General

@ 6302015 B ss0z805-wsn2L2
Service Summary - 1/1/2015 - 7/1/2017 - DENAYSHA Halmi Bo

@ so00
Working Draft WALT DISNEY
51,500.00 Remainn T s150000

8 Hamison County Prce i

| I individual's Budget End Date /172017 |

Current

Services with Financial Information
MSS/CPT Information

Informed Consent

Feedback

Assign a Financial Manager

1. From Individual’s Front Page, click on dropdown next to Individual’s name and select the ‘Service
Summaries’ tile

WALT DISNEY

Imasgine

LIMBARIES SERVICE LISTINGS

2. Click on the Current Service Summary to open

3. Click the search icon in the ‘Finance Manager’ field; search pop up will appear. If the Finance Manager
does not appear in the list, click ‘Look Up More Records’. If FM still does not appear in the list, the SSA
Supervisor needs to go to the FM's user screen and check the box confirming that they have the FM title.

N N WALT DISNEY
Aig Microsoft Dynamics CRM v # | sp v ServiceSummaries | v Service Summary -... | ~ @ Create imagine

® - Hsave [Psaveaclose [ RECALCULATE [ PRINT SERVICE SUMMARY.. == R
SERVICE SUMMARY : INFORMATION

Service Summary - 7/1/2015 - 6/30/2... | o | e

General

Service Summary

Current As Of & 7272015 Quote ID* & 55-02903-79M2)0
Name * Service Summary - 7/1/2015 - 6/30/2016 - Dehavyon SARVER _ Revison1D° B0
Total Amount A 5200000 LLssigred Finance Manacer® ] WALT DISNEY 2
Status Reason Working Draft Budget Support Specialist * & waLT DISNEY .
arrison

Individual's Local Services Budget Amount - Remaining Local Services Budget Amount &8
Price List @ Harrison County Price List Look Up More Records

1 resuit
Individual Budget Year
Ingividual's Budget Start Date 7112015 Individual's Budget End Date 6/30/2016

Individual Budget Year State Current

Services with Financial Information

Figure 68- Assign Finance Manager
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4. Search for Finance Manager

Look Up Record x

Enter your search criteria.

Look for User v

Look in User Lookup View v

Search Search for records o
Full Name 4 Title County Prefe O
julie gentle Harrison Main Phomi
Litde FMJchn Harrison Main Phomnt

Sultan FMAgrabah Harrison Main Phon

ALT DISNEY Harrison Main Phon

4| | 3

1-4 .04 (Lselected)

4 4 Pagel

Add Cancel Remove Value

Figure 69- Finance Manger Lookup

5. Click on the check to the left of the Finance Manager name
6. Click ‘Add’

7. Click ‘Save & Close’

Ay Microsoft Dynamics CRM . # | 5p «

N _ N _ WALTDISNEY [N
Service Summaries | v Service Summary -... | v Create imagine h

@ - Hsave [Psaveaclose [ RECALCULATE [ PRINT SERVICE SUMMARY.
SERVICE SUMMARY : INFORMATION

Service Summary - 7/1/2015 - 6/30/2...

General

Individual®

MINNIE MOL

Service Summary

Current As OF & 77212015 Quote ID*

@ 55-02903-79M2)0
Name* Service Summary - 7/1/2015 - 6/30/2016 - Dehavyon SARVER  Revison 1D* o
Total Amount & $2.000.00 [[2ssigned Finance Manager VWI
Status Rezson Working Draft Budget Support Specialist * WALT DISNEY

Individual's Local Services Budget Amount

Remaining Local Services Budget Amount & soo0

Price List @ Harrison County Price List

Figure 70-Assign Financial Manager Complete
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Assign a Budget Support Specialist

1. From Individual’s Front Page, click on dropdown next to Individual’s name and select the ‘Service
Summaries’ tile

LIMBARIES

2. Click on the Current Service Summary

8. Click the search icon in the ‘Budget Support Specialist’ field; search pop up will appear. If the Budget
Support Specialist does not appear in the list, click ‘Look Up More Records’. If they still do not appear in
the list, the SSA Supervisor needs to go to the BSS's user screen and check the box confirming that they
have the BSS title.

. - WALT DISNEY
Ai4 Microsoft Dynamics CRM « % | 1sp v Service Summaries | ~  Service Summary ... | ~ @ Create imagine

@~ HEsAvE EISAVE&CLOSE [ RECALCULATE  [By PRINT SERVICE SUMMARY...  *** QN ]

SERVICE SUMMARY : INFORMATION

. . . N
Service Summary - 7/1/2015 - 6/30/2... o |
General
Service Summary
Current As Of & 7272015 Quote ID* A ss-02903-z9M2)0
Name * Service Summary - 7/1/2015 - 6/30/2016 - Dehavyon SARVER ~ Revison 1D Ao
Total Amount & $2.000.00 Assigned Finance Manager * WALT DISNEY
Stat Working Draft I Budget Support Specialist ™ I WALT DISNEY fs)
Ind Lacal Services Budget Amount - Remaining Local Services Budget Amount @ | & waromney
Main Phone
Price List @ Harrison County Price List

Look Up More Recerds

Individual Budget Year

1 result

Individuar's Budget Start Date 74172015 Individual’s Budget End Date 6/30/2016

Individual Budget Year State Current

Figure 71 -Add Budget Support Specialist

4. Search for Budget Support Specialist

Look Up Record x
Enter your search criteria.
Look for User v
Lookin User Lookup View v
Search Search for records 2
Full Name 4 Title County Prefe &
Julie gentle Harrison Main Phom
Little FMIchn Harrison Main Phon
Sultan FMAgrabah Harrisan Main Phont
/ALT DISNEY Harrison Main Phons
4 »
1-40f4(1 selected) Pagel
Add Cancel Remove Value
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5. Click on the check to the left of the Bu
6. Click ‘Add’
7. Click ‘Save & Close’

Ay Microsoft Dynamics CRM «  #% | sP v Service Summaries | +

@~ Hsave EPSAVE&CLOSE [ RECALCULATE (B PRINT SERVICE SUMMA

SERVICE SUMMARY : INFORMATION

Service Summary - /7/1/2015 - 6/30/2...

General

Service Summary

Current As Of B 7/2/2015 QuoteID* @ 55-02903-Z9M2J0
Name® Service Summary - 7/1/2015 - 6/30/2016 - Dehavyon SARVER.  Revison ID° ao
Total Amount B $2.00000 Assigned Finance Manager * WALT DISNEY
Working Dratt I Budget Support Specialist * WALT DISNEY |
Remaining Local Services Budget Amount A s$0.00

Figure 73- Assign Budget Support Specialist

Budget Start/End Dates

dget Support Specialist name

WALT DIS
imagine

@ Create

Service Summary - ...

RY...

Indtividual™

MINNIE MO

dropdown next to Individual’s name and select the ‘Service

WALT DISNEY

—
() Create =
L Imacgine

1. From Individual’s Front Page, click on

Summaries’ tile

M Microsaft ::_‘.l:,'|1.:|1'||r % CAM « i IMAGINE ~

SERVICE SUIMMARIES SERVICE LISTINGS

2. Click on the Current Service Summary
3. Click in the Budget Start Date field and enter data
4. Click in the Budget End Date field and enter data
5. Click ‘Save & Close’

Individual Budget Year

Individual's Budget Start Date /142015

Current

Individual Budget Year State

Individual's Budget End Date 7/1/2007

Figure 74- Budget Start/End Dates
Service Summary Phases

Phase 1 — Working Draft

The SSA is entering information. Portal users can’t see it yet.

You must at a minimum: 1) Assigna b
date, 4) enter an end date.

Informatic ystem (15}
) 11, [l

udget support specialist, 2) assign a finance manager, 3) enter a start
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Phase 2 — Pending Approval

Draft Service Summary / Budget can now be seen by the portal users. The portal users will provide
feedback.

If there are assigned team members that do not use imaginelS, the SSA will need to send the Service
Summary / Budget to them and gather feedback manually

Finance Manager enters the total waiver dollars, changes approvals needed to ‘no’ and clicks save.
You can print from this phase.

Phase 3 — Complete

The Service Summary / Budget is now active

Service Summary comes must be in this phase to print on the ISP
Service Listing

1. From Individual’s Front Page, click on dropdown next to Individual’s name and select the ‘Outcomes’ tile

WALT DISNLY

f | IMAGINE - i | - ) create

Imagine

ry Ty

CUTCOMES SERVICE SUMMARIES SERVICE LISTINGS 5P DHSCOVERY MANAGERENT DISO0VER

2. Double-click the link for the Outcome to add services

- - WALT DISNEY
Ay Microsoft Dynamics CRM « #% | 5P+ Individuals | v  MINNIE MOUSE | ~

imagine

INDIVIDUAL : INFORMATION

e Ia Date of Birth® SSN ¥ Assigned S5A

- l\/”l\l |\l IE |VI O U S E a 1/1/2001 & X0X-XX-02 & WALT DIS!
Outcome Assaciated View v Searchfor records 2
@ - -+ ADDNEWOUTCOME &3 CONNECT ~ @ EMAILALNK all CHARTPANE~  was
+ | Individual Current As Of 4 | Status Name 4 Discovered In Desired Qutcome So that/In order to Projected Start... | Projected Comp... Priority Emerg ¥ &
v MINNIE MOU... 7/2/2015 Working Draft - Internal Camp Community Membership  Minnie Mouse attends ... so that she m... 7/1/2015 8/1/2015 1 No

MINNIE MOU... 7/2/2015  Active Leam what [ like to do Communication & Lear..  different opportunities i..  learn what I like 57172015 4/30/2016 1 No

MINNIE MOU... 6/22/2015  Active TEST QUTCOME Employment DESIRED OUTCOME SO THAT/IN O... 6/3/2015 6/3/2016 1 No

Figure 75-Outcome

3. Scroll down to ‘Projected Services’
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WALT DISNEY

44 Microsoft Dynamics CRM ~ # | 1sp v Individuals | v Swimming Lesson | + imagine

@~ HEsavi EPSAVE&COSE SRCONNECT ~ G EMAILALINK  *o

OUTCOME : INFORMATION

. . Individual Projected Start*® Projected Comple
Swimming Lesson aMCKEY |8 br2ots |
Natural/Community/Other Contributing Resource

| Projected Services Information & Schedule |
Service Listing
Outcome Category Provider Start Date End Date 4 Funding Source Group Ttem Description  How Much Units for Planning How Often Schedule Nt

Figure 76- Projected Services

4. Click ‘+" to add new services

4 Microsoft Dynamecs ORM . L] BF -
o @
- RLATION

New Service Listing

LML
S

Figure 77- New Service Listing

5. Enter all required information; Category and Sub-Category must be selected before selecting a Provider in
order to filter the Provider list for only those providers that match the Category/Sub-category criteria

6. Select Provider from Provider search box

7. Click ‘Save & Close’
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Cost Projection Manual Notification

1.

From Individual’s Front Page, click on dropdown next to Individual’s name and select the ‘Service
Summaries’ tile

LIMBARIES SERVICE LISTINGS

Click on the Current Service Summary
From the Service Summary Front Page, click on the More Commands (...)
Click on ‘Run Workflow’

WALT DISNEY
imagine

i Microsoft Dynamics CRM . h ISP ~  Service Summaries | ~ Service Summary -... | ¥ @ Create

@ - Esave EPSAVE&CLOSE  [H RECALCULATE [ PRINT SERVICE SUMMARY... [J**e row

@ Email a Link

SERVICE SUMMARY : INFORMATION Y
& Run Workflow

Service Summary - 7/1/2015 - 6/3(zsoses ey | e
[ Run Repert >

General 5: Otner Activities .

Service Summary

Current As Of & 7272015 QuoteID* A 55-02903-Z9M2J)0

Name * Service Summary - 7/1/2015 - 6/30/2016 - Dehavyon S/ | Revision 1D* B0

Total Amount @ 5200000 Assigned Finance Manager = WALT DISNEY

Status Resson Working Draft Budget Support Specialist * WALT DISNEY

Individual's Local Services Budget Amount - Remaining Local Services Budget Amount B %000

Price List @ Harrison County Price List

Individual Budget Year

Figure 78 - Run Workflow; Service Summary

B0 e
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5. Select the ‘Notification-Cost Projection Needed” workflow by clicking the box to the left of the workflow
name

Look Up Record x

Enter your search criteria.

Look for Process ¥ | O Show Only My Records

Look in On Demand Workflows v

Search | o

Process Mame Catagory Creatsd On Modi &
Notification - Cost Projection Nesde..  Workflow 9/27/2013 347 .. 12/2/2014
Service Summary - Approve Request Workflow 8/20/2013 B45...  12/2/2014
Notification - To Assigned SSA - Cost..  Workflow 11/15/2013 932 12/2/2014
Reset Service Summary to Working D...  Workflow 9/27/2013 347 .. 12/2/2014

1] »

1-40f4 (1 selected) 44 Pagelh
Add Cancel

Figure 79- Workflow

6. Click ‘Add’
7. Confirmation window will appear
x

‘ https:/fimagine. trnapps. dodd. ohio.gov/_grid/cmds/dig_runworkflow. aspx?iObjType =1084&iTotal= 1&sI

Confirm Application of Workflow

This workflow will be applied to 1 Service Summary.

You can monitor werkflow jobs by opening each Service Summary and clicking Workflows.
Are you sure that you want to continue?

0K Cancel

Figure 80- Workflow Confirmation

8. Click ‘Ok’; Team Member (BSS/FM) will receive notification that Services need to be approved.
Revise Service Summary

If Service Summary needs to be revised, the SSA will receive a notification from the Finance Manager or

Budget Support Specialist. The Service Summary will be in “Working Draft’ phase. The SSA must then go into
the Service Listings to revise the service listing.
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1. From Individual’s Front Page, click on dropdown next to Individual’'s name and select the ‘Service
Summaries’ tile

WALT DISNEY
Imasgine

P
() Create

SERVICE SUMMARIES SERVICE LISTINGS

2. Click on the Service Summary to be updated
3. Make changes to Service Summary
4. Click ‘Save & Close’

Deny Service Summary

If Service Summary is ‘Denied’ by the BSS/FM, all Service Listings are removed and the Service Summary is
reset to Working Draft. The SSA receives an Alert and must start over with the Service Listings.
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BSC/HRC Approval

When there are Support Considerations tied to an Outcome, the ISP may need to be reviewed and approved by a
Behavior Support/Human Rights committee

1. From Individual Front Page click on the dropdown next to the Individual name and select the ‘Outcome’
tile

WALT DISNLY

Imagine

CUTOOMES SERVICE SUMMARIES. SERVECE LISTENGS

2. Click on the Outcome to open it
3. Scroll down to ‘Support Considerations’ and click the link
4. Click in the ‘Committee Review Type’ field

WALT DISNEY
imagine

A4 Microsoft Dynamics CRM . #t ISP v Individuals |+ Camp |~ @C(eale

@ - Hsave [saveacloss SLCONNECT ~ e EMAILALINK  »ee A |

QUTCOME : INFORMATION

Camp

Individual
& MINNIE M

Projected Start™

@ 7/1/2015

Projected Complet o

o emnmc

How and how often will progress towards this Qutcome be reviewed?

Support Considerations
Committee Review Type
HRC 1
B5C
I -

Figure 81- Committee Review

5. Select the Review Type and enter additional support considerations

i Microsoft Dynamics CRM . # | [P~ Individuals | ~  Camp | ~ @ create s
@ Hsave [Fsvescoss ZONNT T EMALAINK NN |

OUTCOME : INFORMATION
Individual
Camp | & e

How and how often will progress towards this Outcome be reviewed? -

Projected Start*®
& 7/1/2015

Projected Complet 31

8 anmmc

Support Considerations

Committee Review Type:
Both BSC/HRC

Support Considerations: What will we do to support?

Role
Reviewer

Core Responsibilities (Be Sure To) Be Creative / Use Judgement Nt a Paid Responsibility
Be sure what is important to ivi Use your best judgement and be creative in your assessment No, not a paid responsibility|

Active unsaved changes

Figure 82- Review Type
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6. Click ‘Save & Close’; this takes you back to the Outcome Front Page
7. Click the Individual’s name to take you to the Individual’s Front Page

_ - WALT DISNEY
A4 Microsoft Dynamics CRM +  # | 5P« Individuals | ~ | MINNIE MOUSE | v @ Create imagine

NVIDLLAL . TNEORMATION
o r ats N T
A MINNIE MOUSE G0 |8 xooxor |8 WALTDIS

demograFigure 83- Back to Individual Front Page

8.

From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘ISP tile

A Microsoft :_‘.l:,'n.m'm: % CRM - i IMAGIMNE ~

CUTCOOMES SERVICE SUMMARIES

9. Double-click on the ISP to be reviewed

A Microsoft Dynamics CRM ~  # | sp ~  Individuals | ~  MINNIE MOUSE | ~ @ Create [H——

INDIVIDUAL : INFORMATION

A W I Date of Birth* SN ¥ Assigned 554

= IVI I |\I |\”E l\/| O U S E & 1/1/2001 B OXOO-XX-02 & WALT DIS|
ISP Associated View v Search for racaras o
@ - [FLADDEXSTINGISP &3 COMNECT ~ e EMAILALINK olf CHART PANE =
v Individual 4 Name Phase Current As Of Approvals Need... Agreements Me., HRC Review Y &
« MINNIE MOU... ISP Working Draft - Internal /8/2015  No Mo Yes

Figure 84 - Select ISP
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10. Click in the HRC Committee Contact field and search for the HRC user; if the HRC user is not listed click on
‘Look Up More Records’

A4 Microsoft Dynamics CRM «  # | sp~  [ps v IsP | v @Creale WALT DISNEY

imagine

@ - Hsave @IsavEsClOSE SLCONNECT » @ EMAILALNK  *»* Vom

ISP : INFORMATION

ISP Indivicual
@ MINNIE v
Pening fgprots T 1 ening et N g |
General D
Name* 5P Current As Of @ /82015
Pnase A Working Draft - Internal A ves
Approvals Needed No o
Agreements Needed No a & uwerom .
85C Committze Contact .
& suran Fuagrabah
Harrisor
Harrior
ISP Document Approval
Indhidual/Guardian Consent e Document Received Date
Informed Consent For Behavior Support Document Received Date St
Behavior Supoort Committee Document Received Date - e
Status Active
Active

Figure 85 - Selecting Behavior Support/Human Right Committee

11. Select user from the list or if ‘Look Up More Records’ is used Click ‘Add” on Look Up pop up screen

12. Click ‘OK’

13. Click in the BSC Committee Contact field and search for the BSC user; if the BSC user is not listed click on
‘Look Up More Records’

14. Select user from the list or if ‘Look Up More Records’ is used Click ‘Add” on Look Up pop up screen

A Microsoft Dynamics CRM . # | sp~  Isps @ Create WALT DISNEY

imagine

@~ Hsave [PsAVE&CLOSE SR CONNECT + e EMAILALNK  so» VoA

ISP : INFORMATION

IS P Individual
8 MINNIE IV
pending Approva' >/ oran Dsried O/ pening fgreement ) Compie |
General D
Name ™ ISP Current As Of & 7/8/2015
Phase @ Working Draft - Internal HRC Review A Yes
Approvals Needed No HRC Committes Contact
Agreements Needed No BSC B Yes
BSC Committee Contact Es]
& Little FMJohn
Harrison
.
Sultan FMAgrabah
ISP Document Approval Harrison
Individual/Guardian Consent L Document Received Date Harrison
Informed Consent For Behavior Support Document Received Date
Behavior Support Committee Document Received Date M
Status Active
Active H

Figure 86 - Add BCS/HRC Contact

15. Click ‘Add’

16. Click ‘OK’

17. Click ‘Save’

18. Click on the More Commands {...)

19. Click ‘Next Phase’ and await approvals

Note: Prior to phasing the ISP, the Service Summary, Outcome, and Discovery Management must have
been published.
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Note: Requests are sent to HRC/BSC members for review of documents and approval
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Feedback

Feedback is the reaction to a process or activity regarding the Individual or information that is useful to achieve
the Individual’s Outcome. There are four types of Feedback — Discovery, Outcome, Service Summary, and ISP.
Feedback may be from any ‘Assigned Team Member’.

Viewing Feedback

1. From SSA Dashboard, Click on the down arrow next to the List View and select ‘My Feedback Notes
Dashboard’

Ry . WALT DISNEY
My Microsoft Dynamics CRM . # IMAGINE «  Dashboards | ~ @ Create imagine
@ - EPSAVEAS IS NEW - SETASDEFAULT & REFRESH ALL
SSA Caseload View ]
County Transfers "
Customer Service Representative Social Dashboard =}
Eligibilicy Spacialist Dashboard 3
Financial Approval Dashboard
Group Manager - Review Statistics SN Medicaid ID Assigned SSA | Reporting County | Residence County | Date of Death  Termination Dat.. =
Group Manager Dashboard OCXK-5200  XOCOOGKXOB01  WALTDISNEY  HARR HARR
<G fnalysis Dastcaard O-XK-0908  JOUGOGOOBE01  WALTDISNEY  HARR HARR
LOC Redetermination
Marketing Social Dashboard OCXK-3992 OCOOOEZO1  WALTDISNEY  HARR HARR
Microsaft Dynamics CRM Social Overview (X-XX-52Z21 JOCCOUONKLESS WAL DISNEY HARR HARR
GCXK-E3ZZOCCOCOXKI0SS  WALTDISMEY  HARR HARR
0A3 Dashboard
04 Cate Nores Dazhiesrd GCXKSTESOCOOCOMK03S9 WALTDISMNEY  HARR HENR
Recantly Modified Records OCXN-0237  JOOCOOGXO301  WALTDISNEY  HARR HARR
Revienar Dashlzoard GNK-3340 JOOCOGOOTSOL  WALTDISNEY  HARR HARR
Sales Activity Social Dashboard
Sales Dashboard
4 4Psgeld
Sample Dashiboard View
554 Case Notes Dashboard
534 Caseload View + B My Alerts v
Figure 87- Viewing Feedback
My Discovery Results Feedback
Search for records o]
Individual Subject Feedback From Provider Name Agency Name Regarding
TYKIARA Benhase TYKIARA Benhase - Finance Jodi Edwards (& Finance
TYKIARA Benhase TYKIARA Benhase - Communication & Learning Clyde Fallus L& Communicati...

Figure 88- Discovery Feedback

My Outcome Feedback +
Search for records o
Individual Subject Feedback From Provider Name Agency Name Regarding

Mo Motebook Activities records found.

Figure 89- Outcome Feedback
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My ISP Feedback v
Search fer records o]
Individual Subject Feedback From Provider Name | Agency Name Regarding Fe

Mo Motebook Activities records found.

Figure 90- ISP Feedback
3. Click on the “Subject’ in the link to take you to the Feedback comments

Plan Approvals
A Plan must be in “Working Draft-Pending Approval’ phase.

Paper Copy: Some ‘Connections’ may not have access to the imaginelS portal. For these connections a paper copy
of the ISP will be sent. Paper approvals must be manually entered in the ISP Approval section.

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘ISP’ tile

CHEY 5
IMAGINE »  Indneduals |« MINNE MOUSE I8 te h . & 7

A Microsoft .'_'.I:,':1.:|1':|r % CRM - i

CUTCOOMES

SERVICE SUIMMARIES

2. Double-click on the ISP to be approved
3. Scroll to the ‘ISP Document Approval’ section

2 1SP: ISP - Microsoft Dynamics CRM - Internet Explorer =|0] x
g-.: = [ty https: fivagine rnapos.doddo... O[] B | 49|y 15P: 1P -Microsoft Dynamic... % | [lwip | | ) v =3
) . . Flakey AintGotClue
Ay Microsoft Dynamics CRM v ('B Create imagine
@~ Esave EISAVEXCLOSE 33 CONNECT | » o2 EMAILALINK  ==e Al
159 : INFORMATION
[S P Individusl
B DENAYSH/

Wmlulg Draft (Active) [ Tr— Draft Distributed [ —

Service Summary Stat @ click to enter

+ Phase Status B Working Draft - Intern

~

ISP Document Approval

Individual/Guardian Consent ™ Document Received Date * 6/18/2015
Informed Consent For Behavior Suppart O Document Received Date

Behavior Support Committee %] Document Received Date * 6/18/2015
Human Rights Committee %] Document Received Date * 6/18/2015
Plan Signature Page [ Document Received Date * 6/18/2015
NQS O Document Received Date -

Figure 91- ISP Document Approval

4. Check the appropriate boxes and enter the date approval was received

5. Click ‘Save & Close’
Electronic Approvals:

1. From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘ISP’ tile

Information System (1s)
hiolEmnd s
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2. Double-click on the ISP to be approved
3. Scroll to the ‘Approval Tracking’ section

i Microsoft Dynamics CRM « v

@~ Hsave [FPSAVE&CLOSE &} CONNECT | v > EMAILALNK  soe Bl

ISP : INFORMATION

IS P | Individual

@ DENAYSH:~

Wumng Draft (Active) Pending Approvals Draft Distributed Pending Agreements

Service Summary Stat @  click to enter

v Phase Status @ Working Draft - Intern:

Approval Tracking

Approval Tracking Finance

+
Indvidual Approval Type | Notification Date | Approval Received | Approval Date 4 | MSS Version | Waiver Funding Amount | Local Funding Amount | ISP
DENAYSHAH...  Finance Ves 6/24/2015 157
< >
v
Status. Active
Active ]

Figure 92- Approval Tracking

4. Approvals will be seen by sections — HRC, BSC, Finance and MSS/CPT

Plan Agreements
1.

From Individual’s Front Page, click on the dropdown next to the Individual’s name and select the ‘ISP’ tile

A Microsoft .:_'.I:,'n.m':lr % CRM - i IMAGIMNE ~

CUTCOOMES SERVICE SUIMMARIES

2. Double-click on the ISP to be viewed
3. Scroll to the ‘Agreement Tracking’ section
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A Microsoft Dynamics CRM «  #t

ISP v ISPs | v

- A Lam 2
S &
@ - Hsave [SAVE&CLOSE S CONNECT * @ EMAILA LINK U |
ISP : INFORMATION
IS P Individual
& MINNIE M
[ pening ropoas 9] DanDroeg 9| Pevagiormemens 9| Compee |
N
Agreement Tracking
Agreement Tracking Provider
+
Individual Agreement Type Individual/Guar... Agency Name Agreement Received Agreement Date sp Comments :
MINNIE MOU...  Provider Golf Links LLC Yes 6/22/2015 ISP
MIMNE MOU...  Provider Goif Links LLC  Yes 6/17/2015 ISP D

Figure 93- Agreement Tracking

4. There are separate sections for Providers, Individual and Guardian. Agreements will be displayed with a
Yes/No indicator in the ‘Agreement Received’ field.
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Action Plan

An Action Plan is a series of steps that must be taken to achieve a specific goal. The SSA will assign the plan to the
providers and It is the responsibility of the Provider to create the specific steps to achieve the Individual’s

Outcome.

Create Action Plan
1. From the Individual Front Page, click the dropdown next to the Individual’s Name

2. Select the ‘Outcomes’ tile

WALT DISNLY

'.EE? Credte e

Al Microsoft :_‘.l:,'n.m'm: %« CRM ~ h IMAGIMNE ~ Ir

ZERVICE SUMMARIES SERVECE LISTINGS

3. Double-click on the selected ‘Outcome’
4. Click the dropdown next to the Outcome name and select the ‘Action Plan’ tile

@ WALT DISNEY
Create imagine

Al Microsoft Dynamics CRM «  # | [sp«  Individuals |~ camp (9

Common
® ™ — — »
- N =
: IE = w + ,
DOCUMENTS PROJECTED SERVICES AUDIT HISTORY NOTEBOOK ACTIVITIES ACTION PLANS

CONNECTIONS

5. Click ‘+Add New Action Plans’, an action plan pop up will display

WALT DISNEY
imagine

A4 Microsoft Dynamics CRM «  # | 1Sp v Individuals |+ Camp | v

Projected Start™
B 7/1/2015

OUTCOME : INFORMATION
| Individual Projected Complet ar

Camp B MINNIE I/

o e/

Search for records

Action Plans Associated View v
I‘!, CHART PANE ~ 3 RUN REPORT ~

@ = |4 [ADD NEW ACTION PLANS 121 ADD EXISTING ACTION PL.

Figure 94- Add New Action Plan

6. Click in the ‘Assign Provider’ search box
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Rewrewer
B nere 90 concrnrate on what i Te Cneton Une your Bent judgement sndbe 10 4 Pac No. set 3 pakd erponubinty
g lant 15 The dradrenbast COMIE W Yot iriesimment

Figure 95- Assign Provider

7. Select Provider from search list, if the Provider not listed click on ‘Look Up More Records’
Note: The provider must have a service listing on the corresponding outcome to show in the
list and have the ability to have the action plan assigned to them.

8. If ‘Look Up More Records’ is used Click ‘Add’ on Look Up pop up screen
9. Click ‘Save & Close’; The Provider will now see an Action Plan for the Individual on the Portal side and can

now add Action Steps to the Action Plan.

Create Action Steps
It is the responsibility of the provider to complete the action steps. However, the SSA can complete the action
steps on behalf of the provider if the provider does not have portal access.

1. From the Individual Front Page, click the dropdown next to the Individual’s Name
2. Select the ‘Outcomes’ tile

WALT DISNEY -
B IMAGIME ~  Individu g 7

Imasging

Doy Results

DHSCOVERY MUAMAGE MEMT

CUTOOMES SERVICE SUMMARIES SERVICE LISTINGS

3. Double-click on the selected ‘Outcome’
4. Click the dropdown next to the Outcome name and select the ‘Action Plan’ tile

. . WALT DISNEY
A Microsoft Dynamics CRM v # | 15p «  Individuals | v  Camp [ [m—

)
ACTION PLANS

Common
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Double Click the Action Plan to open
Click on the More Commands (...)
Click on ‘Other Activities’

Click on ‘Action Step’

© N oW

. 5 WALT DISNEY
A4 Microsoft Dynamics CRM «  #% | ISP v Individuals | v Camp | v @ Create imagine

@ - ESAVE EPSAVESCLOSE < NEW @ EMAILALINK E U
& Run Workflow
ACTION PLANS : INFORMATION
[ start Dialog
C Individual Outcome
am p [¥] Run Report b B MINNIE v B Camp
I (22 Other Activities » [ Action step I .
General TEre:
Current As OF @ /872015 P| @ Identifier Request
Name Camp W B Notebook Activities Membership
Outcome First Active  7/L/2015 P B Notfication
Assigned Provider Golf Links LLC B
M OPSR Netification
Action Plan Actve @ —
J Rating
Support Considerations
Role
Core Responsibilitie - Be Creative/User Ju Mot a Paid Responsibi
Status Reason Active
H

Active

Figure 96- Action Step

9. New ‘Action Step’ screen will display; Enter Action Step information

| ddg o G ohi te=100: =%3fetc% 310018 %26p1d%3d%257b08268040-8413-E511-8753-00 5056800 57A%257d % 26pNz | 4
(_B Flakey AintGotClue

imagine

@ - Hsave [ISAVE&CLOSE  + MARK COMPLETE

ACTION STEP : INFORMATION

New Action Step

| Individual

General

How Will We Accorr

Person Responsibl: *

Action Plan B [ Swimming Lesson Provider
End Date B 5/26/2020
Activity Status Open

Open

®100% - .z

Figure 97- Action Step Details
10. Click ‘Save & Close’

Update Action Plan
1. From the Individual Front Page, click the dropdown next to the Individual’s Name
2. Select the ‘Outcomes’ tile
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) WALT DISNEY "
i) Create = g 7
L Imasgine

h IMAGIME «  Incivichs

Al Microsoft :,‘.l:,'n.m'm; % CRM ~

Doy Results
+H +
SERVICE LISTINGS 5F DHSCOVERY MUAMAGE MEMT

CUTOOMES SERVICE SUMMARIES

3. Double-click on the selected ‘Outcome’
Click the dropdown next to the Outcome name and select the ‘Action Plan’ tile
WALT DISNEY

imagine

4 Microsoft DynamicsCRM « # | 5P v Individuals | ~ Camp [

Common
® =Y . " »
a s =
3 B = # & g
CONNECTIONS DOCUMENTS PROJECTED SERVICES AUDIT HISTORY NOTEBOOK ACTIVITIES ACTION PLANS

5. Double Click the Action Plan to open

6. Update Action Plan
7. Click ‘Save & Close’

Assign Action Plan

1. From the Individual Front Page, click the dropdown next to the Individual’s Name

brmas

2. Select the ‘Outcomes’ tile
( A -t WALT DISNEY o 7

A Microsoft :_‘.l:,'n.m'm: % CRM h IMAGINE ~

Doy Results

SERVICE SUMMARIES DHSCONVERY MUAMLAGE MIEMIT

Double-click on the selected ‘Outcome’

3.
4. Click the dropdown next to the Outcome name and select the ‘Action Plan’ tile
4 Microsoft DynamicsCRM « # | 5P v Individuals | ~ Camp [ ::E;LEENEY
Common
&3 B = B w :
CONNECTIONS DOCUMENTS PROJECTED SERVICES AUDIT HISTORY NOTEBOOK ACTIVITIES ACTION PLANS
5. Either open an existing Action Plan or ‘“+Add New Action Plans’, an action plan pop up will display
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INDEPENDENT S MCKEY L | & mNDEPE

B - Desft
INDEFTMDENT B Day o Day Lite
[T 3 [T 7 1T
]
1
Sug & rat 5

Figure 98- Assign Action Plan

6. Click in the ‘Assign Provider’ field and search for the Provider
7. Click ‘Save & Close’

Print Action Plan Report

From the Individual Front Page, click on the More Commands (...)
Click ‘Run Report’

Click on ‘Action Plan’

Action Plan Report will be generated

e

Al Microsoft Dynamics CRM v #% | IMAGINE v  Individuals | v  MINNIE MOUSE | v

@ - Hsave [J'SAVE&CLOSE SZCONNECT = & EMAILA LINK
% Run Workflow
s £y NDIVIDUAL : INFORMATION [3) Start Dialog

Y MINNIE MOUSE

(@ Create Invitation Code Action Plans without Learn...

Date of

By

[2 Other Activiti N Action Plans without Learn. AND ADMIRE MY HONES:

CaseNotes For Individual
Discovery Results - Draft
Discovery Results - Publis..
Emergency Contacts

Individual Contacts

IndividualServiceSummary..
ISP - Agreement Phase 4T TO ME AND MY DOG PLI
ISP - Draft Distributed

Qutcome List For ISP - Sta,

Service Plan referred Methods
bear vnr 1o cummunacare wind MEIS BY CELL PHONE

Figure 99- Print Action Plan
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ISP

The Individual Service Plan (ISP) is the written details of the supports, activities, and resources required for
the Individual to achieve personal goals.

Once the Outcome and Action Plan have been established, the ISP can now be phased.

Preparation for the ISP:
e Discovery Modules in Draft-Distributed Phase
e QOutcomes in Draft Distributed Phase
e Service Summary in Approval Requested Phase

1. From the Individual Front Page, click the dropdown next to the Individual’s Name
2. Select the ‘ISP tile

A Microsoft :_‘.l:,'n.m'm: % CAM ~ i IMAGINE ~

CUTCOMES SERVICE SUMMARIES SERVICE LISTINGS 5P DHSCIOVERY MAMAGEMENT

3. Double-click the ISP link to open

WALT DISNEY
imagine

Ak Microsoft Dynamics CRM ~ #% | ISP v  Individuals | v+  MINNIE MOUSE | ~

INDIVIDUAL : INFORMATION

<N MINNIE MOUSE

Date of Birth™ SSN ¥ assigned 54

& 1/1/2001 B XOO-XX-02 B WALT DISI
ISP Associated View ¥ Searth for recoros =
@ - [FLADDECSTINGTSP SR CONNECT + @ EMAILALINK alf CHARTPANE *  waw
v Individual 4 Name Phase Current AsOf | Approvals Need... Agreements Ne... | HRC Review HRCY @]
v MINNIE MOU... ISP Werking Draft - Internal /82015 No No Yes

Figure 100- Open ISP

4. Move the ISP through the Phases by clicking on the More Commands (...) and select ‘Next Phase’
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B § WALT DISNEY
A Microsoft DynamicsCRM . # | sp+~ [Sps |~ ISP |+ imagine
@ - HsavE [ISAVERCLOSE &3 CONNECT = @ EMAIL A LINK al
& Run Workflow
ISP : INFORMATION —_ .
[®] start Dialog
Individual
ISP T switch Brocess & MINNIE 1
# Edit Process

[ pevang oproms | (TR B rerghorerens O Compee |

General

| Other Activities
Name* ISP A 7872015
Phase @ Working Draft - Internal HRC Review A Yes
Approvals Needed No HRC Committee Contact
Agreements Needed No BSC Review A Yes

BSC Committee Contact

Figure 101- ISP Next Phase

Figure 102- ISP Phasing

Phase 1 — Working Draft- Internal

ISP link is automatically created upon creation of the Individual. This is the initial Phase.

Phase 2 — Working Draft-Pending Approval

This phase waits for the approval from team members BSC/HRC and Finance.

Phase 3 — Working Draft-Review Required

It only goes to this phase if you Supervisor has a review setting to review your outcomes

Phase 4 — Draft Distributed

A draft of the plan can now be seen by the portal users. The portal users will provide feedback.

If there are assigned team members that do not use imaginelS, the SSA will need to send the plan to them
and gather feedback manually.

Phase 5—- Pending Agreement

The portal users can see the final version of the ISP and will agree to the plan. This phase requires
agreement from the Provider, Individual and the Guardian.
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If they do not use imagine IS the SSA will need to collect the signatures manually. This can be scanned
and pinned in the folders

ISP can be printed from front page in this phase.

Phase 6 — Complete- Ready to Publish
Ready to publish. This phase occurs after all agreements are received

Phase 7 — Publish ISP

ISP does not stop in this phase but once it is published it automatically resets to working draft-internal.
READ THE POP UP

ISP Agreement-Funding Approval

1. From the Individual Front Page, click the dropdown next to the Individual’s Name
2. Select the ‘ISP tile

A Microsoft Dynamics CRM - IMAGINE

CUTCOMES SERVICE SUMMARIES SERVICE LISTINGS

3. Double-click the ISP link to open

. - WALT DISNEY
Aig Microsoft Dynamics CRM «  # | [sp v Individuals | ~  MINNIE MOUSE | ~

imagine

INDIVIDUAL : INFORMATION

£ 1 Date of Birth* SSN ¥ Acsigned 55A

o Iv' I |\l |\J IE I\A O U S E a 1/1/2001 & X00(-XX-02 B WALT DISI
ISP Associated View v Search forrecores o
@ - [ZADDECSTINGISP SR CONNECT - e EMALALNK ol CHART PANE ~  sae
v Indiividual & Name Phese Current AsOf | Approvals Need... Agreements Ne..  HRC Review HRCY 2
 MINNIEMOU.. TSP Working Draf - Internal 7/8/2015 No No Yes

4. Scroll to the ‘Approval Tracking Finance’ and open to manually change the ‘Approval Received’ field to
‘Yes’ and enter the ‘Approval Date’
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WALT DISNEY
imagine

A4 Microsoft DynamicsCRM «  # | sp. ISps |~ ISP |~ @ Create

@ - HEsavE EFSAVERCLOSE SRCONNECT - e EMAILALNK == |

ISP : INFORMATION

IS P Individual
A MINNIE M
[ oot 9] ovingdopocs D1 D Dot D) Pevors e
All Agreements Rece Ne
v Phase Status Working Draft - Interr |

JApproval Tracking

Approval Tracking Finance

—
aniaual ADDrOVal Type | Notfcation Date ADDIOVAI RECEVEd | ADDIOVSI Date /b MoS VErsion | WalUer FURGING AMOUNt | Local runding Amount o ]
MINNTE MOU...  Finance 5/7/2015 No i3
< | >
Status Active

Figure 103- Approval Tracker

5. Double-click Finance Approval Tracking to open
6. Enter Waiver Funding Amount if applicable

5 . WALT DISNEY
Aig Microsoft Dynamics CRM . # | 15p+  1ISPs |+  New Approval Track... | ~ @ Create imagine

@ - Hsave JEPSAVE & CLOSE [ @ EMAILALINK &% RUN WORKFLOW ==+ |

APPROVAL TRACKING : INFORMATION

. Individual Service Summary
New Approval Tracking & MINNEEV | & Service St
General
Finance Notification Date 5/7/2015
= s

Yes Waiver Funding Amount

Local Funding Amount @ —

Comments

Status Active

7. Clickin the ‘Approval Received’ field to change it to ‘Yes’
8. Enter ‘Approval Date’
9. Click ‘Save & Close’
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Publish ISP

Once all agreements have been received the ISP is ready to be published. Current Phase must be Completed-
Ready to Publish.

1. From the Individual Front Page, click the dropdown next to the Individual’s Name

2. Select the ‘ISP tile

IMAGIME ~

CUTCOMES SERVICE SUMMARIES

3. Double-click the ISP link to open

. . WALT DISNEY
Ak Microsoft Dynamics CRM ~ #% | ISP v  Individuals | v+  MINNIE MOUSE | ~ @ create P

imagine

INDIVIDUAL : INFORMATION

L LT Date of Birth™ SSN ¥ assigned S5A

i IV| I |\J |\J IE I\A O U S E & 1/1/2001 B XOO-XX-02 B WALT DISI
ISP Associated View ¥ Searth for recoros =
@ - [FLADDEASTINGISP &3 CONNECT + e EMAILALINK alf CHART PANE ~
v Individual 4 Name: Phase CurrentASOf | Approvals Need... Agreements Ne.. HRC Review HRCY @]
v MINNIE MOU... ISP Working Draft - Internal /812015 No No Yes

4. Click on the More Commands (...) and select ‘Publish’

Ay Microsoft Dynamics CRM . # | spv  18ps [« 18P |~ :::;EEN“
@ ~ Hsave [lsavEsclose & CONNECT ~ o EMAILA LINK E oo
% Run Workfiow
ISP : INFORMATION 5] start D
Individual
IS P I Switch Process & MINNIE M
# Edit Process °
B un ot W O Fngsgreners | Complecipane |
v Ready to Pubiish * Yes (R Resetto Intemal
\_/; Other Acbuites > l-i
General |
Name ™ 5P Current As OF A /872015
Phase @ Complete - Ready to Publish HRC Review A Yes
Approvals Needed No HRC Committee Contact
Agreements Needed No BSC A Yes
BSC Committee Contact
ISP Document Approval o
Status Active
Active H

Figure 104- ISP Publish Phase

5. The following message will display:
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Message from webpage x|

@8 This will Publish the ISP record. The following things will happen
L 5 4 and it could take up to 2-3 minutes to complete:
- An I5P report will be generated as a FDF
-The PDF will be uploaded to the Individual's document library
- An ISP History record will be created
-The ISP will be set back to a status of Working Draft - Internal

Are you sure? Hit OK to continue,

Figure 105- Publish ISP

6. Click ‘OK’

When the ISP is published a copy of the ISP is saved to SharePoint, and a new version created in a
Working Draft-Internal phase. Any updates to the ISP will be made on the Working Draft-Internal copy
and phased through the application. When changes are made and published a new Working Draft-
Internal will be created.
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Printing ISP Report

Note: Published ISPs must be printed from the Documents Tile. This section does not print published
ISPs.

1. From the Individual Front Page, click on the More Commands (...)

. . 'WALT DISNEY
Ay Microsoft Dynamics CRM ~  #% | [sp »  individuals | v  MINNIE MOUSE | v ® ceate e
@ s fsnescos &LCONNET ~ @ BWALAUNK E Fyom
% Run Workiow
% INDIVIDUAL : INFORMATION [ Start Dislog A .
e ]I Pte of Birth® SSN Assigned SSA
- NHN NIE IV‘ O U S E e e =l 1/1/2001 B XXX-XX-02 | @ WALT DIS!
) Create inutaton Cooe Action Pians without Lear..
Front Page 2 Other Adtvities » | Action Plans without Lear..
Onner® B s Harrison Ownership Team CaseNotes For Individual
Current As Of & 6/30/2015 Discovery Results

Emergency Contacts

Individual Contacts
What Other

PEOPLE LI| 157 - Agreement Phase 1IRE MY HONESTY
15 - Draft Distributed

What I'm Interested In Daing
TLIKE SINGING AND DANCING!

Important People In My Life

DODD#* 9019949 Medicaid D XXKXKKXX0301 Reporting County HARR

Figure 106- Print ISP Report

Click ‘Run Report’
Click the ISP to print (ISP must be in Agreement or Draft Distributed Phase)
Report will be generated, Click the ‘Export’ button

Click the ‘Acrobat PDF File’
[ = | o

WAl Jask e [ ;m|m"|n$v|¢

Individual Support Plan for

G W

== (Coun

5 Developmerital

B Essential Health

Include the following sections: @ Emergency Contacts|

* Discovery results printed separately

Front Page
As of Date: 06/30/15
Date of Birth: 01/01/01 (14 yrs & mos)
Address: 100 DISNEYLAND BLVD

TAMPA FL 90000
(Residence)

Picture Notes:
What Other People Like And Admire About Me:
PEOPLE LIKE MY PRETTY HAIR BOWS AND ADMIRE MY HONESTY

What I'm Interested In Doing:
I LIKE SINGING AND DANCING!

Important People In My Life:
MY MOM AND DAD ARE IMPORTANT TO ME AND MY DOG PLUTO

Best Way To Communicate With Me (Preferred Methods):
BEST WAY TO COMMUNICATE WITH ME IS BY CELL PHONE

Figure 107- ISP Print Report

6. A PDF copy of the ISP is downloaded to the browser
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@ - HEsave EPsavERClosE SLCONNECT = @ EMALALNK o= VoA

7 MINNIE MOUSE

Date of Birth™
& 1/1/2001

SsN
B X00G-XX-02

T assigned 554
& WALT DISt

Front Page
Ouwner*® @ s Hamison Ownership Team
Curent As OF & 6/30/2015

What Other People Like And Admire About Me
PEOPLE LIKE MY PRETTY HAIR BOWS AND ADMIRE MY HONESTY

What I'm Interested In Doing
TLIKE SINGING AND DANCING!!!

Medicaid D

XHXKXKKX0301 Reporting County

" ISP - Draft Distribute..pdf

¥ Show all downloads...
Figure 108- ISP PDF Download

Manual Signatures

Manual Signatures allow team members who do not have portal access and require manual signatures to submit
agreements without having to access imaginelS online. The SSA will print the ISP and mail or save the ISP and
email to the parties. When agreements have been received, go to the ‘Agreement Tracker’ and manually enter
the agreement.

1. From the Individual Front Page, click the dropdown next to the Individual’s Name
2. Select the ‘ISP tile

A Microsoft ::_‘.l:,'|1.:|1'||r % CAM ~ i IMAGINE ~

MMARIES SERVICE LISTINGS 5P HSCIOVERY MUAMA

3. Double-click the ISP to open

WALT DISNEY
imagine

A Microsoft Dynamics CRM «  # | [Sp v Individuals | v  MINNIE MOUSE | ~ @(‘Ieale

INDIVIDUAL : INFORMATION

i r Date of Birth* SN ¥ assigned 554

o Iv' I |\l |\J IE I\A O U S E a 1/1/2001 & X00(-XX-02 B WALT DISI
ISP Associated View v Searh forrecores P
@ - [FaDoExsTINGISP 83 CONNECT ~ e EMALAUNK alf CHART PANE ~
v Indiividual & Name Phese Current AsOf | Approvals Need... Agreements Ne..  HRC Review HRCY 2
 MINNIEMOU.. TSP Working Draf - Internal 7/8/2015 No No Yes

4. Scroll to the ‘Agreement Tracking’ and double-click the entry in the listing you would like to open
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o e - = B warT DISNEY [N
A Microsoft DynamicsCRM «  #% | spv  ISps |+ ISP |~ @ Create imagine
@ - HEsAvE CPSAVEGCLOSE SLCONNECT * @S EMALALINK  *++ vooA

ISP : INFORMATION

IS P Individual

& MINNIE M
< ening sgreemers DI~ compete peve
v Ready o Publish® Yes
i -]
| Agreement Tracking Individual |
+
Individual Agreement Type Individual/Guar... | Agency Name | Agreement Received Agreement Date 5 Comments -
MINNIE MOU...  Individual MINNIE MOUY... Ne 5P |

< \»D

Status Active

Active

Figure 109- Agreement Tracking Grid

5. Manually change the ‘Agreement Received’ field to ‘Yes’ and enter the Agreement Date’

A A N WALT DISNEY ] 2
A Microsoft Dynamics CRM « # | [SPv  ISPs | v  New Agreement Tra... | @ Create e r-
@ - Hsae @ EMAILALINK @ RUN WORKFLOW  *»» r ¥ A

AGREEMENT TRACKING PEQPLE : INFORMATION

\ N Individual
New Agreement Tracking People & VINNE 1
General
Agreement Type ™ Individual
Individual/Guardian Name MINNIE MOUSE 6/17/2015
Provider Name 7/8/2015 I
Comments
Mail
Yes
Ic;reenem Method Hardcopy I
Status Active
Active

unsaved changes H

Figure 110- Agreement Received

6. Click ‘Save & Close’
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Learning Logs

A Learning Log is new knowledge gained through the execution of the Action Plan. It also serves as ‘Lessons
Learned’, things that were done well, and things could be improved.

Create Learning Log

1. From the Individual’s Front Page, click the dropdown next to the Individual’s Name, Select the ‘Learning
Logs’ tile

WIALT DISMEY

M Microsoft Dynamics CRM « Y | IMAGINE +  Individuals | v MINMIE MOUSE

RECLURRING APPOINTMEN... PAYOR DETAILS LEARMNING LOGS ESSENTIAL HEALTH

2. Click “+Add New Learning Log’

. . WALT DISNEY
Ay Microsoft Dynamics CRM «  # | 1Sp v Individuals | ~  MINNIE MOUSE | « imagine
al
INDIVIDUAL : INFORMATION
£l F Date of Birth™ SSN ¥ assigned 554
- IVI“\I |\I IE IVI O U S E a 1/1/2001 B X00K-XX-02 B WALT DIS!
Learmoalaa Accocisted View v Search for records o
@ - [+ ADD NEW LEARNING LOG..] v ACTIVATE [§ DEACTIVATE [l] DELETELEARNING LOG  wee
' Action Plan 4 Date of Update  Activity What Lo... Who was there n... What worked wh... What did not wo... | Provider Service = Name of Person Entering Informati... Y <

v ACTION PLAN... Activity (What,... Was there? (N... Personal Care... SSA - TEST

3. Enter Learning Log details
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®@ - Hsave | saveaclose

LEARNING LOG : INFORMATION

MINNIE MOUSE

General

MINNIE MOUSE

New Leamning
Action Plan O

Who Was there? (Names, Otheres?):

What did you try that worked well? What did you leamn about what worked? (The Upside of Things)

Status Reason Draft

Active

Figure 111 — New Learning Log

4. Click ‘Save & Close’

Individua

& MINNIE M

Note: DO NQOT enter information in the ‘Provider Entering Information’, unless creating a ‘Manual’

Learning Log for a Provider who does not have Portal access.
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Learning Log Review

1. From the Individual’s Front Page, click the dropdown next to the Individual’s Name, Select the ‘Learning
Logs’ tile

WALT DISHEY

irmagEne

A Microsoft Dynamics CRM « #Y | IMAGINE «  Individuals

RECURRIMNG APPOINTMEN... PAYOR DETAILS LEARMIMNG LOGS ESSENTIAL HEALTH

2. Double-click the Learning Log you want to review

WALT DISNEY
imagine

4k Microsoft Dynamics CRM « #% | ISP+ Individuals | v MINNIE MOUSE | ~ ® create

INDIVIDUAL : INFORMATION

el Date of Birth™ SSN ¥ Assigned S5A

i ’VI “\J |\IIE IV' O U S E & 1/1/2001 B XXX-XX-02 & WALT DIS!
Learning Log Associated View v Search forrecords o
@ - 4 ADD NEWLEARNING LOG.. v ACTIVATE [@ DEACTIVATE [l DELETE LEARNING LOG  »ee

I + ACTION PLAN... Activity (What,... Was there? (N... Personal Care... SSA - TEST I

4 »
1-1of1 ge L

Al # A B c D E F G H 1 1 K L M N o p Q R s T u v w X Y z

DODD# 9019949 Medicaid ID KHOOKKXK0301 Reporting County HARR

Figure 112- Learning Log Review
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Case Notes
Adding a Case Note

1. From the Individual’s Front Page, scroll down to the ‘Case Notes’ section and click on the link

WALT DISNEY
imagine

A4 Microsoft Dynamics CRM «  # | 18P v  Individuals | +  MINNIE MOUSE | « @Cmale

@ -~ Hsave EIsavE&CLOSE &3 CONNECT ~ e EMAIL A LINK

INDIVIDUAL : INFORMATION

N ate * 5! ¥ assigned <
<} MINNIE MOUSE & 112000 |8 Xooor | a WALT DI
Case Notes i
My Case Notes v
Subject Start Time 4 End Time 4 Service Case Note Status Tracking Status  Person Entering County Is :

Figure 113- Add New Case Note

2. Click on the +' to add new; following pop up will display

Ay ] CASE NOTE v Case Notes | v New Case Note

@ - | :Fsave | (3 cLose case NoTe | B save & NEw case NOTE |

CASE NOTE

New Case Note

Type " B Case Note
Subject MNEW CASE NOTE
Tracking Status B Initial

Scheduling Information

Start Time * 6/24/2015 330 PM
End Time ™ 6/24/2015 400 PM Billing Units a -

Case Note Information

Individual Support * @ Dehavyon SARVER IV County ™ @ HARR
Person Entering * B  Flakey AintGotClue Case Note Status® @ Draft
Billing Code -- Last Edited By B -
Location - Last Edited On B -
Service ™ Discovery Assigned QA a8 -

Open

Figure 114- Case Note Details

Click ‘Save’

Click ‘Close Case Note’ if done or ‘Save & New Case Note’ to enter another one
Case Note now appears in the list.

Open the case note again, change the status to ‘Ready for Review’

Select ‘Save & Close’

Case note will now be available for review by QA.

© N v kW
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Ay Microsoft Dynamics CRM «  # | IMAGINE ~

- WALT DISNEY
Individuals | ~  MINNIE MOUSE | « @ Create imagine
@ - Hsave [CPSAVE& CLOSE SLCONNECT = @@ EMAILALINK  *== * ¥ om
INDIVIDUAL : INFORMATION
1 1 Date of Birth® SsN ¥ Assigned ssa
i [VI“\I |\]IE |VI O U S E & 1/1/2001 B XXX-XX-02 & WALT DIST
Case Notes
My Case Notes ¥ +
Subject Start Time 4 End Time 4 Service Case Note Status Tracking Status  Person Entering County =
O NEW casE NOTE 6/24/2015 330 PM  6/24/2015 £00PM  Discovery Draft Initial WALT DISNEY HARR No

Figure 115- Case Note List
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Alerts

Create an Alert

Click on ‘Other Activities’
Click ‘Alert

Ay Microsoft Dynamics CRM « i

IMAGINE ~

@ EMAIL A LINK E

& Run Workflow

Individuals | v MINNIE MOUSE | v

@ Create

@ -

%#r"z
>

Hsave EPSAVE&CLOSE 83 CONNECT -

INDIVIDUAL : INFORMATION

MINNIE MOUSE

I3 start Dialog
Date of Sirth™

& 1/1/2001

What Otner Pecpie] i Alert
PEOPLE LIKE MY P re o s ¥ HONESTY

SSN

[31 Run Resort

[3 Notebook Activities

[ Notification
‘What I'm Intereste¢ -
1 LIKE SINGING Al OPSR Notification

7 Rating

Tmnortant Pennie Tn M | it

DODD* Medicaid I JOKKKNXO301 Reperting County HARR

B XXX-XK-02

From the Individual’s Front Page click on the More Commands (...)

WALT DISNEY
imagine

¥ Assigned SSA
& WALT DISI

Figure 116- New Alert

4. New Alert screen will display; Enter required data.

Note: You must change the recipient to who the Alert is being sent to

@ - ESAVE [JSAVESCLOSE v MARK COMPLETE

ALERT : INFORMATION

New Alert

General

Subject ™ Feedback Ready for Review

Description would like to discuss Provider Feedback

Regarding & MINNIE MOUSE

Contact Mary LeMaster _.

Individual™® MINNIE MOUSE Recipient* & WALT DISNEY
Priority * Green Due Date 7/15/2015 12:00 AM
Start Date 7/1/2015 12:00 AM Date Created & -

Activity Status Open

Open

imagine

Individual®

& MINNIE

Figure 117- Alert Details
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System Generated Alerts

Notification Trigger Role to Visual Cue Message Title Message Content
Name Receive
Notification

Alert when Medicaid Assigned Red Medicaid Eligibility | Medicaid eligibility has
someone loses | eligibility span Team expired expired for [Individual
Medicaid (current one) member Name] on [Medicaid
Eligibility end date is past | and SSA eligibility span end

current date date]
No changes or No change in SSA Yellow No changes in key There have been no
additions in any | current as-of sections for 6 changes recorded to
of the sections date for 6 months key areas of
:Quick months [Individual Name]'s
Summaries, record for 6 months.
Outcomes, Please confirm that
Action Plans, this is accurate.
L&L
Yellow Alert On (Agreement | SSA Yellow Yellow alert - Alert - Agreement is
when sent Agreement still still needed from
Agreement not | date+15=current needed from [Assigned Team
received from date) day a Provider Member] for
Assigned Team | yellow alert is [Individual Name] 's
Member generated Plan
Yellow Alert On (Agreement | SSA Yellow Yellow alert - Alert - Agreement is
when sent Agreement still still needed from
Agreement not | date+15=current needed from [Individual Name]
received from date) day a Individual
Individual yellow alert is

generated
Red Alert when | On (Agreement | SSA Red Red alert - Alert - Agreement is
Agreement not | sent Agreement still still needed from
received from date+21=current needed from [Assigned Team
Assigned Team | date) day a Provider Member] for
Member yellow alert is [Individual Name] 's

generated Plan
Red Alert when | On (Agreement | SSA Red Red alert - Alert - Agreement is
Agreement not | sent Agreement still still needed from
received from date+21=current needed from [Individual Name]
Individual date) day a Individual

yellow alert is

generated
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Yellow Alert On (Agreement | Assigned
when sent Team
Agreement not | date+xx=current | member
completed by date) day a
Assigned Team | yellow alert is
member generated
Yellow Alert On (Agreement | Individual
when sent
Agreement not | date+xx=current
completed by date) day a
Individual yellow alert is

generated
Red Alert when | On (Agreement | Assigned
Agreement not | sent Team
completed by date+yy=current | member
Assigned Team | date) day a
Member yellow alert is

generated
Red Alert when | On (Agreement Individual
Agreement not | sent
completed by date+yy=current
Individual date) day a

yellow alert is

generated
Outstanding SSA
status report
Status report Program
not submitted Manager

Information System (1s)
B0/ teasie
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Notifications

Create a Notification
1. From the Individual’s Front Page click on the More Commands (...)
2. Click on ‘Other Activities’
3. Click ‘Notification’
WALT DISNEY 8 m

MINNIE MOUSE | + @ create imagine

A Microsoft Dynamics CRM . # IMAGINE «  Individuals | ~

@~ Hsave [JlsavEmClose 8% CONNECT + e EMAIL A LINK E oo

& Run Workflow

INDIVIDUAL : INFORMATION - -
I [®] Start Dizlog .
da / Date of Birth ™ SSN Assigned SSA
- MINNIE MOUSE [ Run Report g & 1/1/2001 B XXX-XX-02 | @ WALT DISI
- 2 Create Invitation Code .
[21 Other Activities » | [ Action Step
Wnat Otner pecple B Alert
PEOPLE LIKE MY F Elcer‘l fier Request IY HONESTY
[3% Motebook Activities
[ Wotification
What I'm Interester -
1 LIKE SINGING Al OPSR Motification
¢ Rating
Tmnnrtant Tr M | e
Reporting County HARR

Medicaid ID JOOOOOMK0301

Figure 118- New Notification

4. New Notification screen will display; Enter required data.
Note: You must change the recipient to who the Notification is being sent to

WALT DISNEY
A4 Microsoft Dynamics CRM .« #% | New Notification @ Create e
@ - HsAvE EFSAVEBCLOSE v/ MARK COMPLETE
NOTIFICATION : INFORMATION
New Notification e
& MINNIE
Notification
Subject® PHONE CALL TO INDIVIDUAL
A CONFERENCE CALL IS SCHEDULED WITH THE INDIVIDUAL AND HER GUARDIAN
Regarding & MINNIE MOUSE
Contact Aariz Zales Assigned SSA WALT DISNEY
Individual® MINNIE MOUSE Assigned S5A Profile SSA PROFILE
Priority™ Green I Recipient®™ & WALT DISNEY I
Date Created & -
Activity Status Open
A

Open

Figure 119- Notification Details
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System Generated Notifications

Role to Receive

Notification Name Trigger Notification Visual Cue Message Title Message Content
"[Dynamic User Name of New SSA]
SSA .
Supervisor/Direct has been assigned as the SSA for
Notification of or changes the Assigned Team Green "New SSA [Dynamic Name of Individual] as of
New SSA Assigned . & Members Assignment " [Dynamic Current as of Date]." Add
assigned SSA for e
- supplemental text as an additional
an Individual
paragraph.
SSA "You have been assigned as the SSA
Notification of Supervisor/Direct “New for [Dynamic Name of Individual] as of
New SSA Assigned or changes the Assigned SSA Green Assignment of [Dynamic Current as of Date]."Add
& assigned SSA for an Individual " supplemental text as an additional
an Individual paragraph.
Notification of Indiv/Fam/Guard nes ) "
new ubloaded files uploads new Picture/Media Files need confirmation for
P file(s) to Front Assigned SSA Green [Individual Name]'s Front Page or
(front page, more Updates N
about me) Page or More More About Me
About Me
Notlflcatlon. of Inc!lV/Fam(Guard Assigned Team Front Page "Updates made to [Individual Name]
front page edits by | edits any field on Members Green Undates Front Page”
indiv/fam/guard Front Page P &
A photo is
Notification of reviewed and Assigned Team Green Picture/Media "Updates made to [Individual Name]
Photo Confirmed marked "confirm" Members Updates Front Page or More About Me"
by SSA by assigned SSA
SSA adds or edits
an emergency
Notification of ;‘ZTJZZZ ﬁ:ch;:]
contact updates Assigned Team Emergency "Updates made to [Individual Name]'s
emergency Yellow n
for emergency contact is Members Contact Update Emergency Contact List
contacts
unselected as an
emergency
contact)
SSA adds new
Notification of Assigned Team A new a55|g”ned team member has
. member - . . been added". (Program Manager -
new Provider . Assigned Team New Assigned ) )
. Provider/Program Green Provider Agency Name) is now a
assigned to Members Team Member . }
. Mgr to an member of (Individual's) support
individual o \
individual's team.
contact page
Notification of "Draft" and Assigned Team Discover "Updates made to [Individual Name]
discovery results "Publish" are the € Green ¥ Discovery" (if Draft add the following)
. Members Updates ) o
changes triggers Did we get it right?
Any update to
Notlfl?atlon of any .ﬂeld n Assigned Team Essential Health "Updates made to [Individual Name]
essential health Essential Health Yellow ) "
. Members Updates Essential Health
updates should trigger
notification
Ability to receive Team member Discover There is feedback provided on
feedback when a provides SSA Green Feedbacz Discovery Results -[Module Name] for
Team Member, feedback in [Individual Name]
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Individual and/or
Guardian has
provided
feedback on
Discovery

"notes" for
Discovery Results

Notification of

A document is

uploaded by an . New Document A new document has been submitted
new document - Assigned SSA Green . o
- assigned team Submitted by {user name} for {individual name}
for an Individual
member
Not|f|c§t|on to When Outcome -
Supervisor to ) A draft outcome for [Individual
review prior to status is changed Outcome Name} is ready for review prior to
) P to Working Draft SSA Supervisor | Yellow Review : Y ) P
assigned team ) sending to the Assigned Team for
o - Review Requested
distribution for Required feedback.
feedback. g '
Notification to
f}:lepeC)rt\J/’lcSc(;rn:Za;as ;/l/ahteuz gif;)r:nid Outcome A draft outcome for [Individual
g SSA Supervisor | Green Distributed for Name] has been sent for Assigned
been sent to the to Draft Feedback Team feedback
Assigned team for | Distributed. ’
feedback.
Notification to SSA changes
Outcome status
Team for
feedback on new to Draft Outcomes
Distributed. This Assigned team Green Feedback Did we get it right?
Outcomes and )
: is for each Requested
related Projected o
) individual
Services
outcome
Ability to receive
feedback when a
Team member
Team Member, orovides
Ind|V|d'ua| and/or feedback in SSA Green Outcomes There is feedback lprlowded on
Guardian has R . Feedback Outcomes for [Individual Name]
: notes" for
provided Outcomes
feedback on
Outcomes
Outcomes are
bundled together
Notification t i tat
otimeation to and |.n o status Budget Support Cost Projection A Cost Projection needs to be
Budget Support that is ready for L Green . .
L Specialist Needed prepared for [Individual Name]'s ISP.
Specialist the Budget
Support
Specialist
Notification to
SSA once Manual
entry of Local cost | Change of status SSA Green Cost Projection The Cost Projection has been
is complete by by RS? Prepared prepared for [Individual Name]'s ISP.
Budget Support
Specialist
Notification to
SSA f Budget
U ;c;:ws zcigaTist Denv Request? SSA Green Modification Modification of the Service Listing is
PP P yReq ' Needed needed

for modification
of services

Information System 1s)
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Notification to
Finance Manager

t | A . A | ) )
fgguzzjtzrg\é?/ REZLZ\;S? Fiance Manager | Green REZLZ\;?ed The service cost is ready for approval.
Budget Support
Specialist
Notification to
BSC, HRC chair to ifﬁgi;safin toa rooroval BSC or HRC [Committee name]
Approve BSC, HRC BSC, HRC Chair | Green PP approval is needed for [Individual
ready for Requested ,
request based on Name]'s ISP.
) ) Approval
what is required
When SSA marks
Notification of a .pla.n as Draft Your agreement is needed for
" Distributed ) Plan Agreement - \
Agreement Provider Yellow . [Individual Name]'s Plan to become
N (ready to be sent is Requested
Needed current
out to team for
Agreement)
When SSA marks
Notification of a ‘pla‘n as Draft Your agreement is needed for your
" Distributed . Plan Agreement L
Agreement Individuals Yellow . Individual Support Plan to become
" (ready to be sent is Requested
Needed current.
out to team for
Agreement)
When SSA marks
| Draf
Notification of @ ‘p a.n as Draft Your agreement is needed in order
R Distributed ) Plan Agreement - ,
Agreement Guardian Yellow . for [Individual Name]'s new plan to
" (ready to be sent is Requested
Needed become current.
out to team for
Agreement)
Notification when ISP is moved to
agreement is ) Need to Publish | All needed agreements have been
) Complete Ready Assigned SSA Green ) )
received from all ; New Plan received. Move to Published.
A to Publish.
parties
Assigned Team
M :
ISP has been ISP is moved to ) -embers New plan is The ISP for [Individual Name] is now
: ) Individual/Guard | Green
published Published ) ) current current.
ian/Family,
provider
Notification of ) ) ) ) ) o
) Action Plan is Assignee (SSA, Action Plan An Action Plan for [individual Name]
Action Plan ) ! Green . .
) assigned by SSA Provider etc.,) Assignment has been assigned for development
Assignment
Assigned SSA,
Notification of Provider makes assigned team A change has been made to an Action
) Changes made -
Action Plan changes to members; Green to Action Plans Plan for [Individual Name] by
changes Action Plan Individual/Guard (provider program manager)
ian/Family
When LLis
dated b
I updated by New learning has been entered into
SSA notification of | anyone other ) . . -
) Assigned SSA Green New Learning the Learning Log for [Individual
LLentry than Assigned Name] by [Assigned Team Member]
SSA - entry type ¥ g
is New Learning
When LLi
SSA receives u dZ:ed E Assigned SSA Green Action Plan An Action Plan for [individual Name]
notification of P y g Update has been submitted

anyone other

Information System (1s)
B0/ teasie

Division of Information
Technology Services

Page 91 of 95




Ohio

Department of
Developmental Disabilities

imaginelS: Implementation and Change | V1.3

imaginelS_SSA _Guide - Final

Management Project
9/3/2015

status report
submission -

than Assigned
SSA - entry type
is Action Plan
Status Update

Notification of

SSA pins a
document to any
of the following
areas of an
individual's
record: Front

"A document has been attached to

. . Assigned Team New [Individual Name]'s record. The
new pinned Page, Discovery Green o )
. Members Attachment document name is [title] and is
documents Results, Essential o
attached to the [page name] section.
Health,
Qutcomes,
Service Summary
(Part of an
Outcome)
Ch dei
P an'g.es madein (Section of plan) for [Individual
Notification of specified areas .
changes to Plan to | that do not Assigned Green Changes made Name] has been updated to be
s - Providers to Current Plan (Phase) as-of (Date) for (Individual's
Team members require
q name)
agreement
Changes made in
Notification of specified areas (Section of plan) for [Individual
- Changes made
changes to Plan to | that do not Individual Green Name] has been updated to be
- to Current Plan
Team members require (Phase) as-of (Date)
agreement
Ch dei
P an'g.es madein (Section of plan) for [Individual
Notification of specified areas
. Changes made Name] has been updated to be
changes to Plan to | that do not Guardian Green - ,
- to current plan (Phase) as-of (Date) for (Individual's
Team members require
q name)
agreement
Notification of
changes to Plan When a change
when changes are | in the identified
mad'e to specific sectlohs does not Assigned Team
sections of an ISP result in a change )
3 ) Members: Your agreement is needed for
that do require to the Service o - \
Individual/Guard | Green Agreement [Individual Name]'s Plan to become
agreement summary and the ian/Family/Provi current
(Outcomes, SSA sets the dery '
Support status of
Considerations outcome to Draft
and/or Service Distributed.
Summary)
Notification when - )
Medicaid is 45 Where curre.nt. Medicaid cgrd | Medicaid eligibility ends for
date = (Medicaid SSA Yellow Due to Expire -
days close to [Individual Name] on [date ].
) end date - xx) Soon
ending
Notificati h Individual's 18th . ) )
ar?l;:jci?/i(‘jcijglmi/s 28 birtlhldau is 30 [Individual Name] is turning 18 on
: v SSA Green Turning 18 [Individual's Birthdate Mo/Day
days from turning | days from current
current year]
18 date
Notification of System generated "Upcoming Re- " The re-detemination date for
Upcoming - 60 days prior to Assigned SSA Green P g [Invididual Name, DODD #} is due on

Redetermination -

waiver end date

Determination"

[Date]"
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Escalation at 60

days
Notification of
Upcoming System generated "Ubcoming Re- " The re-detemination date for
Redetermination - | - 30 days prior to Assigned SSA Green P ) g' " [Invididual Name, DODD #} is due on
. . Determination N
Escalation at 30 waiver end date [Date]
days
Notification to SSA | MDA Data Admin IﬁaenDitfﬁm'ﬁ:ZtJZfi rN:ar; g,ide a
when changes (DODD Role) edits Change made to &
. . . record DODD #[XXXXXX}. Please
made to key an individual's Assigned SSA Yellow SSN and/or
. . o contact [Name of MDA Data
demographics by SSN or Medicaid Medicaid # Administrator] if you have an
DODD Data Admin # . Y Y
questions.
Based on
Satisfaction
Notification of :survey frequency Customer
request for in Outcome - how . ) ) " . ) )
Assigned Team Satisfaction Please give us information to help us
customer often (KPM Green : . o
. . . Members Information improve
satisfaction stories also Requested
feedback include q
satisfaction
surveys)
Based on
Satisfaction
Notification of :survey frequency Customer
request for in Outcome - how Satisfaction "Please give us information to help us
customer often (KPM Assigned SSA Green ) . % P
. . . Information improve
satisfaction stories also Requested
feedback include q
satisfaction
surveys)
“[Dynamic User Name of New SSA]
SSA ,
Supervisor/Direct has been assigned as the SSA for
Notification of or changes the Assigned Team Green "New SSA [Dynamic Name of Individual] as of
New SSA Assigned . & Members Assignment " [Dynamic Current as of Date]." Add
assigned SSA for .
- supplemental text as an additional
an Individual
paragraph.
SSA "You have been assigned as the SSA
Notification of Supervisor/Direct "New for [Dynamic Name of Individual] as of
New SSA Assiened | ©" changes the Assigned SSA Green Assignment of [Dynamic Current as of Date]."Add
& assigned SSA for an Individual " supplemental text as an additional
an Individual paragraph.
Notification of Indiv/Fam/Guard . . .
new uploaded files uploads new picture/Media Files need confirmation for
file(s) to Front Assigned SSA Green [Individual Name]'s Front Page or
(front page, more Updates R
about me) Page or More More About Me
About Me
Notlflcatlon. of Inc!lv/Fam/.Guard Assigned Team Front Page "Updates made to [Individual Name]
front page edits by | edits any field on Members Green Undates Front Page"
indiv/fam/guard Front Page P g
A photo is
Notification of reviewed and Assigned Team Green Picture/Media "Updates made to [Individual Name]

Photo Confirmed
by SSA

marked "confirm"
by assigned SSA

Members

Updates

Front Page or More About Me"

| Ne |

LRRAC TN
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SSA adds or edits
an emergency
Notification of ;i?ﬁg:; (I;h;
contact updates Assigned Team Emergency "Updates made to [Individual Name]'s
emergency Yellow Cn
for emergency contact is Members Contact Update | Emergency Contact List
contacts
unselected as an
emergency
contact)
SSA adds new
Notification of Assigned Team "A new assig"ned team member has
- member - . . been added". (Program Manager -
new Provider . Assigned Team New Assigned . )
. Provider/Program Green Provider Agency Name) is now a
assigned to Members Team Member - A
. Megr to an member of (Individual's) support
individual o ,
individual's team.
contact page
Notification of "Draft" and Assigned Team Discover "Updates made to [Individual Name]
discovery results "Publish" are the € Green ¥ Discovery" (if Draft add the following)
. Members Updates . oo
changes triggers Did we get it right?
Any update to
NOtIﬂ(.:atlon of any f|eld n Assigned Team Essential Health | "Updates made to [Individual Name]
essential health Essential Health Yellow i "
. Members Updates Essential Health
updates should trigger
notification
Ability to receive
feedback when a
Team Member, Team member
individual and/’or provides Discover There is feedback provided on
) feedback in SSA Green y Discovery Results -[Module Name] for
Guardian has " " Feedback -
) notes" for [Individual Name]
provided Discovery Results
feedback on Y
Discovery
Notification of A document Is
uploaded by an . New Document | A new document has been submitted
new document . Assigned SSA Green . S
. assigned team Submitted by {user name} for {individual name}
for an Individual member
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Audit History

Audit History details field level changes and is an available Tile on each page/screen.

1. From the Individual Front Page, click the dropdown next to the Individual’s Name, Select the ‘Audit
History’ tile

Aig Microsoft Dynamics CRM +  #% | IMAGINE v  Individuals | v MINNIE MOUSE

AUDIT HISTORY

@ . WALT DISNEY
Create imagine

<

Common
. ® p
& “2 &
- £
ACTIVITIES CONMNECTIONS. DOCUMENTS

2. The Audit History list of field changes

H

ELIGIBILITY MANAGEMENT

N . WALT DISNEY
4 Microsoft Dynamics CRM «  #% | IMAGINE v Individuals | v MINNIE MOUSE | v @ Create imagine

INDIVIDUAL : INFORMATION

bl / Date of Bith® SSN ¥ Assigned ssa
L IVI I |\I |\”E IVI O U S E a 1/1/2001 B X00-XX-02 A WALT DIS!
Audit History
Filter on: | All Figlds v
Changed Date Changed By Event Changed Field 0Old Value New Value o
WNaTLm Interesiea .., LLIKE SINGLNG AND UAN,., N
What other people ... PEOPLE LIKE MY PRETTY ...
6/30/2015 10:26 .. WALT DISNEY Update Full Name MINNIE MOUSE MINMIE MOUSE
6/30/2015 10:26 ..  CRMpluginadm A..  Update Current As OF 6/30/2015 6/30/2015
6/30/2015 943 AM  grmscripeint CRM.,  Update Current As OF 6/30/2015
Medicaid End Date 12/31/2298
Medicaid Start Date L2010
6/30/2015 2:42 AM  Monkey SUPADU Update Assigned 554 & Sultan SUPAgrabah & WALT DISMEY
Associated County -
4 - - 5 o 5 - 3
1-380f38 Page 1
DODD+ 9019949 Medicaid ID 00000CCX0301 Reporting County HARR
Active H
Figure 120- Audit History
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