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Purpose 

This Job Aid provides you with a document that describes how to perform the task. You 
can print this document or save it to your local hard drive.
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Procedure 

1. Follow the steps below to complete the task: 

https://trails-dev.state.co.us/ - Internet Explorer provided by CGI 

2. Click the Staffing - DYC/SB94 menu item. 
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https://trails-dev.state.co.us/ - Internet Explorer provided by CGI 

3. Click the Employee List menu item. 
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Employee List - Internet Explorer provided by CGI 

4. Employee List screen displays
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The Employee List screen displays.

Employee List - Internet Explorer provided by CGI 

5. Click the Add Employee button. 
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Employee List - Internet Explorer provided by CGI 

6. Add Employee pop-up window displays 
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The Add Employee pop-up window displays.

Employee List - Internet Explorer provided by CGI 

7. Complete required fields 
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Complete the Username, First Name, Last Name, Date of Birth, the last 4-digits of 
SSN (if provided), and Gender of the new employee.

Employee List - Internet Explorer provided by CGI 

8. Click the Create button. 
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The system will use the provided information to check for a duplicate employee.

Colorado Trails - Internet Explorer provided by CGI 

9. New employee created 
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If no duplicate is found, the system will create the new employee.

Colorado Trails - Internet Explorer provided by CGI 

10. Click the < Back To Employee List link. 
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Employee List - Colorado Trails - Internet Explorer provided by CGI 

11. Returned to Employee List 
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You are returned to the Employee List.

Confirm the employee is listed.

Employee List - Colorado Trails - Internet Explorer provided by CGI 

12. Duplicate Information 
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If any of the information in the Add Employee window is duplicated, the system will 
display a warning notice and show a list of potential duplicate records.

Employee List - Colorado Trails - Internet Explorer provided by CGI 

13. Scroll to access View Record button 
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If you are unsure if the record is a duplicate, scroll to the right to access the View 
Record button.

Employee List - Colorado Trails - Internet Explorer provided by CGI 

14. Click the View Record button to open the existing Employee Record. 
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Employee List - Colorado Trails - Internet Explorer provided by CGI 

15. If the new employee is not in the list of potential duplicates, click the Create button to continue 

creating the record. 
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Employee List - Colorado Trails - Internet Explorer provided by CGI 

16. If the new employee is a duplicate, click the Cancel button to return to the Employee List. 
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Employee List - Colorado Trails - Internet Explorer provided by CGI 

17. Duplicated record 
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If the new employee is already in the system and the username is duplicated, a 
pop-up window will appear that explains that the Employee Username is already in 
use and the system will not allow the user the create the new employee.

Employee List - Colorado Trails - Internet Explorer provided by CGI 

18. Click the Cancel button. 
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Employee List - Colorado Trails - Internet Explorer provided by CGI 

19. New record not created 

A new employee record is not created and you are returned to the Employee List.


