A TM Staffing - Add Employee - DYS-SB94

COLORADO

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

+ % COLORADO

CO 'F | Department of Human Services

Welcome,

Workspace
A Home
% System Admin . .
< wo Welcome to Modernized Trails
iy Staffing - County
i Organization - County
i staffing- State

b Organization - State
2 = db staffing-Dyc/sess

i Organization - DYC/SES4

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

Add Employee X

Username™ First Name™ Last Name™

Usemame ‘ First Name ‘ Last Name

DOB (mm/dd/fyyyy) S5N* Gender

123-56-7890 ‘ ‘ Select V‘

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

Add Employee X

Username® First Name*® Last Name™

‘ WWILSOM ‘ ‘ Woodrow ‘ ‘ Wilson

DOB (mm/ddfyyyy) S5N" Gender

219ss [

123-56-7590 ‘ Male

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

Add Employee " X

Username™ First Name™ Last Name*®

WWILSON Woodrow Wilson

DOB (mm/dd/yyyy) SSN Gender
-

123-56-7390 Male

%8s

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

* % COLORADO

€O ¥ | Dopartmont af Human Serrices

Welcome,
>

= Back To Employee List
Woodrow Wilson #
Username Employee ID Last Login History

WAWILSON 100020847
Current Status Hire Date™ End Date

Active MM/DDA Y Yy B MMDDYYYY i
Standard Job Title* Hotline Agent 1D

None Selected ~
Desk Phone Cell Phone Email

555-555-5555 555-555-5555
Birth Date 55N Gender

02/01/1985 Male N
Household Address Edit Address

m

Home Phone Personal Cell Education Level

555-555-5555 555-555-5555 None Selecied N
Comments

v
Affiliations + Add New -
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

+ % COLORADO

CO ¥ | Department of Human Sarvices

Welcome,
>
410 ———> <Back To Employee List
Woodrow Wilson ~
Username Employee ID Last Login History
WWILSON 100020947
Current Status Hire Date” End Date
Active MM/DDAYYYY B MM/DDNYYYY |
Standard Job Title® Hotline Agent ID
None Selected ~
Desk Phone Cell Phone Email
555-555-5555 555-555-5555
Birth Date SSN Gender
02/01/1985 Male b d
Household Address Edit Address
Home Phone Personal Cell Education Level
555-555-5555 555-555-5555 MNone Selecled ~
Comments
v
Affiliations + Add New =

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

COLORADO
Dapactrant of Human Sarvices Welcome,
Employee List
Region: All Regions v JD/Facility: All JDs/Facilities w
Active Employees Q &
Name Y Usemame YT Supervisor Y Primary Region Start Date Y Birth Date Y Locked Y
Johnplbg Doekyvj WILLIAML Doemgjg, Johncspe Northeast 05/16/2017 07/04/1870 false ~
Johnrtko Doexnzz EPPLEXDR Doemajg, Johnespe Mortheast 05/24/2017 07/30/2022 false
Johnagis Doehpeu MCERIDM. Doeznlc, Johncdfl Central 03/17/1977 false
Johnhzpy Doeweww JOMESXRA Doeznlc, Johncdfl Central 01/01/1937 08/05/1970 false
Johnczhz Doemsca WOOLFOKL Doeznlc, Johnedfl Central 1111111992 04/14/1370 false
Johnwtcl Doedbijk KRUTSCRX Doeznlc, Johnedfl Central 07/09/1991 05/13/1974 false
Johnekrs Doeosje DIETRIAM Doeyblt, Johnsxyj Southern 11/03/1997 05/01/1974 false
Johnxlfo Doenpdy WEBBXXC.) Doeejsd, Johnulak Western 07/13/1987 05/03/1976 false
Johnknuo Doeygmg BROOKSKE Doeyblt, Johnsxyj Southern 06/17/1978 false
Johnrseb Doennau WALLACKP Doeyblt, Johnsxyj 01/04/1971 false
Johnxldf Doewgyv MOSSSAMA Doeejsd, Johnulak Western 03/01/19398 01/06/1972 false
Johnjgbn Doetngm CHAVEZJL Doeejsd, Johnulak 10/01/1939 08/03/1976 false
Johncmeq Doewvdw JOSEPHSE Doeznlc, Johnedfl 09/03/1977 03/17/1976 false
Johnyeon Doetlel CROWELDM Doemgjg, Johncspe Northeast 11/16/1928 08/06(1378 false ~
v

11. Returned to Employee List

Copyright 2016 State of Colorado
Saturday, July 29, 2017 11/19



TM Staffing - Add Employee - DYS-SB94

COLORADO

You are returned to the Employee List.

Confirm the employee is listed.

Employee List - Colorado Trails - Internet Explorer provided by CGI

Add Employee

Employee Username already in use.

FirstName LastName Usemname DOE 5SN

jim kane JKIKJKIK - 555889999

JOHNHJKL  DOEPZAI KRUSZKSL 270009999

<

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

Add Employee

Employee Username already in use.

FirstName LasiName Usemname DOE 5SN

jim kane JEIKJKIK -

555889999

JOHNHJKL  DOEPZAI KRUSZKSL

270009999

<

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

Add Employee

Employee Usemame already in use.

B SSN Standard JobTitle Status  Actions

555889099 Inactive
270009998 Active 14

< >

‘

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

Add Employee

Employee Usemame already in use.

B SSN Standard Job Title Status  Actions

555889009 Inactive
270009999 Active

< >

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

Create

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.
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