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Overview

• SSA Supervisor / Manager Role in imagineIS

• Selecting Direct Reports

• Assigning SSA’s to Individuals

• SSA Role in imagineIS

• Facilitator of DODD services for Individuals

• Supporting and Active Team Member 
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Overview

Use the supplied ID’s to 

Sign on to imagineIS
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Setting Direct Reports

Sign in to imagineIS as SSA Supervisor

Click on the Microsoft Dynamics icon in the navigation bar

Click on the Settings Tile
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Administration Tile

Select the SETTINGS drop down in the blue ribbon

Click on the ADMINISTRATION Tile

Click on the Users Link



July 10, 2015

Page 9

Division of Information

Technology Services

Selecting the SSA

Enter the User Name of the SSA in the search field unless already displayed 

in the list

Click the name of the SSA to open the record
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Change Manager

Select “CHANGE MANAGER”
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New Manager

Type an SSA Supervisor name or search for it

After the SSA Supervisor Name is found, Click OK

Click Save and Close
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SSA Supervisor / Director Caseload 

Dashboard

Signed in as the SSA Supervisor, select the SSA 
Supervisor / Director Caseload view Sub-grid



July 10, 2015

Page 14

Division of Information

Technology Services

SSA Supervisor Sub-grid Tables

The Supervisor Dashboard has multiple 

List views that  you can use to search for 

information and  list information. 
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Selecting an Individual

Select  the Individual that you are looking 

to assign.
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Assigning an SSA

Click in  the  Assigned SSA field
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Look Up More Records

Click on the  magnifier and scroll to the bottom 
of the list.  Select “Look Up More Records”
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Look Up Record

Type the SSA that you  are looking up 
within the search field.  Select the SSA 
from the results list and select Add.
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Assigned SSA
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Demographics
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Demographics
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Addresses – Residence Address
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Addresses – End/Replace Address
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Inviting an Individual
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Pictures
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More About Me
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• From the imagineIS menu dropdown select Contacts

• Click +New Contact

Create a Contact
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New Contact Details
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Search Contacts
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Deactivate a Contact
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Deactivate a Contact
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Deactivate a Contact
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Search for inactive Contact
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Activate a Contact
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Making a Connection
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Making a Connection
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View Active Contacts
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Emergency Contacts
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Emergency Contacts
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Questions ??


