E TM DYS — Manage Group Life
L3
'“ Courses Job Aid

User
e DYS Facility Ops Worker, DYS Facility Ops Supervisor, DYS Director/Assistant Director, or
DYS Victim Services Supervisor.

Process
These Job Aid tables describe the actions needed to manage all mandatory courses for a Youth.

Referenced Job Aids:
These Job Aids are referenced in this document:
e TM DYS Manage DYS Facility Operations

Introduction
® Legacy Trails courses do not display in the Group Life Courses list. Legacy Trails courses
for a specific Youth can be viewed via the Facility Operations Detail screen. This is
discussed in the TM DYS Manage DYS Facility Operations Job Aid.
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Access and View Group Life Courses

e The Facility filter includes all DYS facilities that the worker is affiliated to:
o If the worker is affiliated to the Admin Office, the list will include all DYS facilities
for the State of Colorado.
o Ifthe worker is affiliated to one or more Regions, the list will include all DYS
facilities associated to each of those Regions.
o If the worker is affiliated directly to individual facilities, each of those will be
included in the filter list.
o ‘All Facilities’ include only the facilities that the worker is affiliated to if more than one.

Steps/Output Screenshot
In the Left Navigation panel. AW [ceoniee
|: Workspace - Home Client File 2752077 Client File 2792173 Admission’ 752216, ... ‘Admission 0,27981... Client File 2126280
1. Cth ShOW Menu- i Welcome to Trails, Cgi Qa Tests!
o Informational Alerts @) —
. . . TrailsID Y EventDate v y Name y Alert Title Yy Details Yy Delete All
This expands the Left Navigation ——
752167 3/2/2020 Le e Rea
pa n e I ° 1413162 2/28/2020 est for approval of an RA.
1413142 2/28/2020 est for approval of an RA.
1515404 2/26/2020 nt Info record @
My Workload @) Q &~
Restricted Record ID 'y Record Type Yy Name 'y Date Assigned vy Responsibility 'y County/Agen
1900001 Client Isjmwraseiyj 3/5/2020 Primary Division of Yout
Ctdfssaismo Correction
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2. Click Group Life Courses.

Back to Workspace Workspace - Home Client File 2758077 Client File 2798173 ‘Admission 752216, ... ‘Admission 0, 27981... Client File 2126280
Thi he G Life C -
IS opens the roup lfe ourses il Welcome to Trails, Cgi Qa Tests!
Q Search
p a g e . & 1CYouth Informational Alerts e =
L. ERDQuR TrailsID Y EventDate v yName yAlkrtTile Y Details T Delete All
L PEQae 1713975 3/4/2020 Parole Plan has been denied Your requested approval for
4, Client Manager Queues re
N Ote : Th e m e n u ite m S d i S p I aye d : ::::::::;ues 752167 3/2/2020 :de\deta:inf::l:“?hfacmry has been ij:!g ’I:zfzun and Leave Reason
_ 1413162 2/28/2020 RA Classification Approval Denied A request for approval of an RA.
. . . « ovarD Revens
in the Left Navigation panel are o oo o e e e

d e p en d e nt u p on yo ur secu rlty 1515404 2/26/2020 New Commitment added :;;g;zc:nma::m Inforecord [

profile' @ Organization-DYS/S892 BT Q & -

& Reports
@ Admission Restricted Record ID Yy RecordType Y Name Y Date Assigned Ty Responsibility Y County/Agen
1500001 Client Isjmraseiyj 3/5/2020 Primary Division of Yout
Ctdfssaismo. Correction

In the Group Life Courses page,
the list can be filtered by Facility
or Course Type.

A G5 |coLoRADO
=) 4

‘Deportment of Human Services Welcome,

Workspace Client File 2758077 Client File 2728173 Admission 752216, 279... Admission 0, 2798173 Client File 2126280

Facility Course Type

AllFacilties Grovp

Group Life Gourses

Course Type Course Name Facility Course Date Course Length
GROUP OTHER ADAMS YOUTH SERVICES CENTER  0/25/2020 400
GROUP ORIENT ADAMS YOUTH SERVICES CENTER  01/27/2020 2:00
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(Optional) Use the drop-down
arrows to select the desired
filters.

3. Click Facility.
4. Select the appropriate option.

A @5 |[coLoraDO

Workspace

O | st tains

Client File 2758077

Group Life Courses

Client File 2798173

acility

All Faciifies

Course Ty,

Admission 752216, 279...

Welcome,

Admission 02738173

3 :NFMT
o @

Client File 2126280

v

ADAIAS YOUTH SERVICES CENTER
ALTERNATIVE YOUTH ADVENTURES

Grovp

~

ARAPAHOE JAILI GYSC DT

ARAPAHOE JAILI MVYSC DT REFERRALS
AYSC REF 10/93

BETTY K MARLER YOUTH SERVICES GENTER
BOULDER COUNTY JUVENILE DETENTION

BROWN CENTER

CAMP FALCON BOOTCAMP.

Golorado West

COMMUNITY CORRECTIONS AND WORK RELEASE.
COMMUNITY RESPONSIBILITY CENTER
CORNERSTONE GAP.

CORRECTIONAL CONNECTIONS LLC PRETRIAL
Dahiia Center

DENIER CENTER

DENVER METRG ASSESSMENT CENTER

EMILY GRIFFITH CENTER - WESTERN ACADEMY

Sl TRl

Facility

Course Date

ADAMS YOUTH SERVICES CENTER  01/29/2020
ADAMS YOUTH SERVICES CENTER  01/27/2020

Course Length
00

2i00

5. Click Course Type.
6. Select the appropriate option.

COLORADO

parumens of Human Services
Workspace Client File 2752077

Group Life Courses

Client File 2752173

Admission 752216, 275...

Welcome,

Admission 0, 2798173

CYEMT
5 O
A © 0

Client File 2126280

Facility

AllFacilties

Group Life Courses

Course Type
GROUP
P

GROU

ourse Type

v

Group

Group.

v
Actionsy  —

Course Name

OTHER
ORIENT

Facility

Course Date

ADAMS YOUTH SERVICES CENTER  01/25/2020
ADAMS YOUTH SERVICES CENTER  01/27/2020

Course Length
200

2:00
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This filters the list and presents
the results in the Group Life
Courses list.

A @5 |[coLoraDO
O | st tains

Workspace Client File 2758077 Client File 2798173 Admission 752216, 279... Admission 0, 2798173 Client File 2126280

Group Life Courses

Facility Course Type

ADAMS YOUTH SERVICES CENTN Restorafive Justice ~

Group Life Courses

Course Name Facility Course Date Course Length
CONFAPGLET ADAMS YOUTH SERVICES CENTER  04/06/2020 2:00
MEDREC ADAMS YOUTH SERVICES CENTER  01/30/2020 2:00
STRCTINDPRJ ADAMS YOUTH SERVICES CENTER  01/29/2020 400
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Add New Course

e A Facility must be selected to add a course. Available options for Facility will be based
on the facility the worker is affiliated to.

e AClass Roster is required to list all of the Youth expected to attend the course.

® DYS Victim Services Supervisors can add new courses with a Course Type of Victim
Initiated or Restorative Justice but can only view Group courses.

e DYS Facility Ops Workers and Facility Ops Supervisors can add new courses with a
Course Type of Restorative Justice or Group but can only view Victim Initiated courses.

Steps/Output Screenshot

In the Group Life Courses page:

1. Click Actions. Group Life Courses

2. Select Add New Course. v A [ .

This opens the Add New Course R— e

pop_up WlndOW. ORIENT ADAMS YOUTH SERVICES CENTER 01/27/2020 200
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In the Add New Course pop-up
window:

3. Click the Facility* drop-down
arrow.
Select the appropriate facility
name.

| Add New Course

Group Life C:

Facility

Al Facilfies

Group Life Gours|
ourse Type

Facilitator™

Cgi Qa Tests

acility” Course Date™

Select v: IMDDAYY
Select... =

ADAMS YOUTH SERVIGES GENTER
ALTERNATIVE VOUTH ADVENTURES

~ || ARaparoe saUBvEC BT

ARAPAHOE JAILIMVYSC DT REFERRALS
AYSC REF 10/23
BETTY K MARLER YOUTH SERVICES CENTER

BOULDER COUNTY JUVENILE DETENTION

path

Client File 2126280

(Optional) The Facilitator* field
will autofill with the name of the
worker currently logged in. It can
be changed once a Facility
selection has been made.

5. Scroll over the name in the
Facilitator* field and begin

typing.

Notes:

e Facilitator® is an
auto-complete field. Asyou
start to type the name, you
will be presented with a list of
names to select from.

The Facilitator field is limited
to employees who are
affiliated to the select Facility,
or affiliated to the region of
the selected Facility, or
affiliated to the DYS Admin
office.

Group Life C

Facility

Al Facilfies

Group Life Cours|
ourse Type

Add New Course

Facilitator™

CgiQa Tests

Course Type"

Select

Course Summary”

- CrestedBy

CgiQa Tests

Facility™ Course Date™
ADAMS YOUTH SERVICES v | | MMIDDIYYY
Course Nam: Course Length®
v || select v | w

Created Date

0311072020

Class Roster Actionsy  —

Youth Name

Nodata available in table

unit

Pod Roo

m

path

Client File 2126220
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6. Use the calendar function to
set the Course Date*.

Wierkspace Client File 2126280
~ Fadilitator® Facility” Course Date”
Group Life C¢  cgoames apaws vouTH services v | 4aromol (=) |
Facility Course Type® Course Name® o B w2020 v]| o
Al Facilties e | e “ff su Mo Tu we Th Frosa

Group Life Gours|

of 10 11
Cowse Summarys 12| 13| 14| 15| 16| 17| 18]
19| 20| 21| 22| 23| 24] 25
Course Type gth
28] 27|/ 28] 23| 30
GROUP
Created By Created Date
GROUP
Cgi Qa Tests 0311012020

CYFMT

" © e

Add New Course

| -

s €[ 7[ 8

Class Roster Actionsy  —

Youth Name unit Pod Room

Nodata available in teble

7. Click the Course Type*
drop-down arrow.
8. Select the appropriate option.

Workspace Client File 2126280
. Fadlitator Facility” Course Date”
Group Life C(  cgioz st ADAMS YOUTH SERVICES v | | 4312020 [l
Facility Course Type" Course Name" Course Length®
it set vff s | [ oo
’ Group
LSS || Restorative dustice
Course Type ath
GROUP
Created By Created Date L
GROUP
CgiQa Tests 0311072020

CYFMT

N © @

Add New Course

Class Roster Actionsy  —

Youth Name unit Pod Room

Nodata available in table

TM DYS — Manage Group Life Courses Job Aid

© 2020 Proprietary and Confidential

Page 8 of 19




TM DYS — Manage Group Life
Courses Job Aid

9. Click the Course Name*
drop-down arrow.
10. Select the appropriate option.

Note: The list of options for
Course Name is based on the
Course Type selected.

| Add New Course

Workspace
Group Life C:

Facility

Al Facilfies

Group Life Gours|
Course Type

Facilitator™

CgiQa Testt

Course Type™

Class Roster

Youth Name

Nodata available in teble

Facility™ Course Date™

ADAMIS YOUTH SERVICES V| | 4312020

Client File 2126280

%gm

If Other is selected for the Course
Name, the Other Course* text box
will be enabled and required.

11. Click in the Other Course* text
box.
12. Enter the Course Name.

Group Life C¢

Facility

Al Facilfies

Add New Course

Facilitator™

CgiQa Testt

| CourseType®

Restorative Justics.

Other Course™

Buiding a viable budget

Facility™ Course Date™

ADAMS YOUTH SERVICES v | | 4312020

Course Length®

HE MM

Course Summary”

Created By

CgiQa Tests

Class Roster Actionsy  —
oul

Created Date

031102020

unit Pod Room

Client File 2126280

}-gm
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13. Use the roller function to set
Add New Course
the Course Length*. e p—
Group Life C¢  cgoames ADAMIS YOUTH SERVIGES | | 4372020 £
Facility | ourse Length™
[ s |
14. Click in the Course Summary*
text box and type the
appropriate information.
Notes: The Course Summary field
is a rich text field, which permits
formatting and allows up to 2000
characters.
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Created By and Created Date
fields are set automatically by
Trails when the record is created
and cannot be edited.

15. Continue and enter the Class
Roster.
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