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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-dev2.state.co.us/ - Internet Explorer 

2. Click the Queues menu item. 
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https://trails-dev2.state.co.us/ - Internet Explorer 

3. Click the Pending Hotlines menu item. 
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Pending Hotlines 

4. Pending Hotlines Page 
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The Pending Hotlines page displays.

Press Enter to continue.

Pending Hotlines 

5. Primary County Displays 
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Press Enter to continue.

Your Primary County displays by default.

Pending Hotlines 

6. Number of Hotlines 
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Press Enter to continue.

The number of hotlines associated with the county appears in the Hotlines header.

Pending Hotlines 

7. County Drop-Down Menu 
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Press Enter to continue.

You will be able to filter the hotlines by each county you are affiliated with.

Pending Hotlines 

8. Click the County drop-down menu. 
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Pending Hotlines 

9. Click the All Counties list item. 
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Pending Hotlines 

10. Pending Hotlines for All Counties 
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Press Enter to continue.

Pending hotlines for all counties display, and the hotline number indicator updates to display 
the number of hotlines.

Pending Hotlines 

11. Primary Worker Status Drop-Down Menu 
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Press Enter to continue.

You will be able to filter the hotlines by Primary Worker Status, which by default is set to 'All'.

Pending Hotlines 

12. Click the Primary Worker Status drop-down menu. 
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Pending Hotlines 

13. Click the Assigned list item. 
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Pending Hotlines 

14. Assigned Primary Workers 
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Press Enter to continue.

The pending hotlines list displays assigned primary workers for all counties.

Pending Hotlines 

15. Return List to All Primary Workers
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Press Enter to continue.

You can also use the sort and filter tools in the column headers to narrow down the pending 
hotlines.

Before you do that, return the list to show all assigned and unassigned primary workers.

Pending Hotlines 

16. Click the Primary Worker Status drop-down menu. 
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Pending Hotlines 

17. Click the All list item. 
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Pending Hotlines 

18. Column Sort and Filter Tools 
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Press Enter to continue.

Use the column sort arrows and filters to assist you in locating pending hotlines. For example 
you could sort the Primary Worker column.

Pending Hotlines 

19. Click the Primary Worker Sort Up Arrow icon.
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Pending Hotlines 

20. Primary Worker Column Sorted 
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Press Enter to continue.

The primary worker column sorts to show the hotlines associated with each primary worker. 
Notice only the down sort arrow icon now displays for this column, click the down arrow to sort 
the column again.

Pending Hotlines 

21. Click the Primary Worker Sort Down Arrow icon. 



 

TM Intake - Manage Pending Hotlines

Friday, July 13, 2018
Copyright 2016 State of Colorado

 22/48

Pending Hotlines 

22. Primary Worker Column Sorted 
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Press Enter to continue.

The primary worker column sorts to show the unassigned hotlines first. Next, try locating a 
pending hotline using a column filter, for example you could filter using the family name.

Pending Hotlines 

23. Click the Family Name Filter icon. 
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Pending Hotlines 

24. Filter For Search Field 
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Press Enter to continue.

The Filter for: search field displays. Here you can type a specific family name to search for.

Pending Hotlines 

25. As required, complete/review the following fields: 
Field Description
Filter for:  

Example: 
jones
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Pending Hotlines 

26. Click the Confirm icon. 
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Pending Hotlines 

27. Filter Result Displays 
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Press Enter to continue.

The specific hotline for family name jones displays at the top of the list.

Pending Hotlines 

28. Remove Filter 
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Press Enter to continue.

The selected filter name displays below the column name. You can remove the filter by clicking 
the X next to the name.

Pending Hotlines 

29. Click the Remove Filter icon. 
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Pending Hotlines 

30. Hotline Search 



 

TM Intake - Manage Pending Hotlines

Friday, July 13, 2018
Copyright 2016 State of Colorado

 31/48

Press Enter to continue.

The final option for locating a hotline is the search tool.

Pending Hotlines 

31. Click the Search icon. 
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Pending Hotlines 

32. As required, complete/review the following fields: 
Field Description
Search  

Example: 
1150043
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Pending Hotlines 

33. Search Result Displays 
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Press Enter to continue.

The hotline matching your search criteria displays. Notice that the Hotline ID is a link. Clicking 
this link will take you to the hotline details.

Pending Hotlines 

34. Click the Hotline ID link. 
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HotlineDetails - Colorado Trails 

35. Hotline Details Page 
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Press Enter to continue.

The Hotline Details page displays.

HotlineDetails - Colorado Trails 

36. Hotline Assign 
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Press Enter to continue.

As this hotline is not currently assigned a primary worker, you will be prompted to assign 
yourself as the primary worker. If you decline the prompt, the hotline will stay unassigned.

HotlineDetails - Colorado Trails 

37. Hotline Transfer/Assign 



 

TM Intake - Manage Pending Hotlines

Friday, July 13, 2018
Copyright 2016 State of Colorado

 38/48

Press Enter to continue.

You will notice the Transfer/Assign button. Transferring and assigning a hotline will be covered 
in it's own course: Managing Hotline History, Transfer and Assign.

HotlineDetails - Colorado Trails 

38. Hotline Details Sections 
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Press Enter to continue.

The Hotline Details sections are displayed in the left navigation, and by clicking a section you 
will jump right to it. More detailed instructions on managing hotline details is covered in the 
course: Add New Hotline (including Hotline Details).

HotlineDetails - Colorado Trails 

39. Back to Pending Hotlines
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Press Enter to continue.

As we will not be adding to, or editing hotline details in this course, you can return to the 
Pending Hotlines.

HotlineDetails - Colorado Trails 

40. Click the < Back To Pending Hotlines link. 
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Pending Hotlines - Colorado Trails 

41. Pending Hotlines Page 
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Press Enter to continue.

If you are a Hotline Supervisor, there is one final task you can carry out on the pending hotlines 
page. That task is transferring one or more hotlines to a recipient.

Pending Hotlines - Colorado Trails 

42. Transfer Selected Button Not Active 
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Press Enter to continue.

Notice the Transfer Selected button is not active. The supervisor will need to select the hotlines 
that require transferring first.

Pending Hotlines - Colorado Trails 

43. Click the First Hotline check box. 
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Pending Hotlines - Colorado Trails 

44. Transfer Selected Button Active 
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Press Enter to continue.

Notice by selecting a hotline, the Transfer Selected button becomes active.

Pending Hotlines - Colorado Trails 

45. Click the Second Hotline check box. 
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Pending Hotlines - Colorado Trails 

46. Transfer Selected Button 
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Press Enter to continue.

Once the supervisor has selected the hotlines to transfer, the Transfer Selected button is active 
and can be clicked.

Pending Hotlines - Colorado Trails 

47. Complete Transfer
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Press Enter to continue.

Once the supervisor has clicked the Transfer Selected button, a small pop-up window will 
display. The supervisor will need to add the transfer details to the fields in the window, including 
selecting the county the hotline will be transferred to using the Recipient County field. And if 
known, the recipient name should be added to the Recipient Primary Worker field. Once 
comments about the transfer have been added, the supervisor will click the Transfer button. At 
that point the hotline will be transferred from the pending hotlines queue to another county 
and/or primary worker.

Pending Hotlines - Colorado Trails 

48. Process Complete

Press Enter to continue.

Now you know how to manage the hotlines on the Pending Hotlines page, you can add a new 
hotline, manage an existing hotline, or you could move on to another task.


