
 

 
 

User 
● 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: 

● 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  

● 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 If the 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. 
● ‘​All Facilities’​ include only the facilities that the worker is affiliated to if more than one.  
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Steps/Output Screenshot 

In the ​Left Navigation​ panel.  
 
1. Click ​Show Menu.  
 
This expands the ​Left Navigation 
panel.  
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2. Click ​Group Life Courses​. 
 
This opens the ​Group Life Courses 
page.  
 
Note:  ​The menu items displayed 
in the ​Left Navigation ​panel are 
dependent upon your security 
profile.  
 

 
 

In the ​Group Life Courses​ page, 
the list can be filtered by ​Facility 
or ​Course Type​.  
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(Optional) Use the drop-down 
arrows to select the desired 
filters.  
 
3. Click ​Facility​.  
4. Select the appropriate option.  
 
 

 
 

5. Click ​Course Type​.  
6. Select the appropriate option.  
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This filters the list and presents 
the results in the ​Group Life 
Courses ​list.  
 
 

 
 



 

 
 

Add New Course 

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

● A Class 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.  
● 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.  
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Steps/Output Screenshot 

In the ​Group Life Courses ​page:  
 
1. Click ​Actions​.  
2. Select ​Add New Course.  
 
This opens the ​Add New Course 
pop-up window.  
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In the ​Add New Course ​pop-up 
window:  
 
3. Click the ​Facility* ​drop-down 

arrow.  
4. Select the appropriate facility 

name.  
 

 
 

(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​:  
● Facilitator*​ is an 

auto-complete field.  As you 
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.  
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6. Use the calendar function to 
set the ​Course Date*​.  

 

 
 

7. Click the ​Course Type* 
drop-down arrow.  

8. Select the appropriate option.  
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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.  
 
 

 
 

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.  
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13. Use the roller function to set 
the ​Course Length*​.  

 
 

 
 

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​.  

 
 




