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Summary
e DODD has released an update that will affect the way you update your individuals’
guardian information.

e All categories of Guardians can be connected to an individual from the Contacts section
in the Individual information page.

e Non-Imagine Counties are now able to view/edit Guardians/Co-Guardians connected to
an individual

Detail

1. Adding Guardians to an individual: Click on the button Manage Guardian to open the
Add Guardian overlay.
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Click on the plus button to add various categories of Guardians (Guardianship of Estate, Person,
or Person & Estate; Interim; Emergency; Limited; APSI; Co-Guardianship or Other). Select the
guardianship category, guardian name, limited options (available only for Limited
Guardianship), court appointed or emergency contact checkboxes if appropriate, start date and
the end date. Please note: Start/end dates can’t overlap. When an individual has more than one
guardian they must all be listed as Co-Guardians.
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2. When selecting limited options for Limited Guardians:

When Limited Guardianship is selected from Category, the checkboxes for Limited to behavior,
medical, placement & other are displayed.

~ Limited to Limited to Limited to Limited to Court Emergency
Catego Guardian name Start date End date
gory behavior ~medical placement other |appointed contact
[Gimited Guardianship ] testing abc333 a v ™ 4 o O O osoaz0ts B =

3. APSI consolidation of existing connections:

All existing APSI connections have been consolidated under a single contact.
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4. Search for new Contact as a Guardian:

Click on the Search button (spyglass) to search for an existing contact. The Find Contact overlay
will open. Enter a minimum of 3 characters in the search box and click Search to bring up a list
of matching guardians. Once the desired Guardian is found click the button next to the name.
Then click close.
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5. Add a new Contact as a Guardian:

If desired Guardian is not listed, click on the New button to add a new Contact as a Guardian.




6. Complete the Guardian Demographic Information:

The Name & Address Fields are mandatory.
*Imagine Counties* Please note a valid email address is needed to invite guardians into the
portal. A description of this is listed below.
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Once the proper fields are completed click the Create button. The Find Contact Overlay will
close and the Guardian will populate into the Guardian Name field.

7. Send Portal Invitation to the Guardian (Imagine Counties only):

If you are an Imagine County, select Send Invitation checkbox to send portal invitation to a
guardian prior to hitting the Connect button. This will allow the guardian access to an
individuals’ specific information (ISP, Outcomes, etc.). There must be a valid email address
listed in their demographic information.
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8. Click on the Connect button to associate/add the Guardian to the Individual:

After clicking the connect button, click the “X” next to the add ¥ button to close the Manage

Guardian Overlay.
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9. Guardian Address entered in CRM integrated with WMS:

Once the Guardian Connection is made the guardian will be listed in the Contacts section of the

Individuals homepage. Open WMS to view the Address entered in CRM. You will see the

Guardian is the same.
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Mailing Info:
Address 1:
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10. Editing a Guardians information after connection:

Under the Contact section on the individuals” home page, click the hyperlink (contacts name) in
the Contacts section for the contact you would like to edit
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This opens the contact record. You may edit any of the information contained. Please limit the
changes to only the following to ensure a proper record: First Name, Last Name, Middle Name,
Salutation, Phone numbers/Fax, Email, and Address fields. The remaining fields are either not
used, or are used for connections (please do not edit these); edits of these fields may lead to a
connection issue with your guardian.
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Once the edits are complete click save and close to return to the individual’s record.
You will now see the updated record reflected in the Contacts section:




11. XML download of guardian data in your County:
Starting on your dashboard page, click on the dashboard view dropdown to view the Download

XML File — Guardian option. Click it to go to the page for the xml download of guardian data.
This file can be uploaded into approved 3 party systems.
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Guardian Reporting Instructions

Summary

e DODD has released an update that will affect the way current Guardians in Imagine
Counties can access their individuals’ information.
e Below are the steps for how a Guardian can pull a report from the Imagine Portal
showing the individuals for which they are associated with as the Guardian
Detail

1. Generate Guardian Report to view all associated individuals under a specific
guardian:
Login to portal as a guardian and click on Guardian reports tab on the top navigation bar.

Ohio Department of
Developmental Disabilities

W fAHome “Agreements K Bill of Rights EDue Process & Guardian Reports

Select Associated Individuals from the Report Dropdown.
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The report will display in the section below the Select Report dropdown.
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The report can also be downloaded in the following formats:
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KML file with report data
E CSV (comma delimited) ;

] PDF

MHTML (web archive)
Excel

TIFF file

Word




