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.
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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




