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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 Organization - DYC/SB94 menu item. 
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https://trails-dev.state.co.us/ - Internet Explorer provided by CGI 

3. Click the DYC/SB94 Organization menu item. 
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Organization - Internet Explorer provided by CGI 

4. Organization & Staffing page displays 
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The Organization & Staffing page displays and the list of available Admin Offices 
is displayed.

Organization - Internet Explorer provided by CGI 

5. Click the greater than sign (>) to the left of the name to expand the Admin Office. 
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Organization - Internet Explorer provided by CGI 

6. List of Regions 
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The list of all Regions associated to the Admin Office is displayed.

Organization - Internet Explorer provided by CGI 

7. Click the greater than sign (>) to expand the Northeast Region. 
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Organization - Internet Explorer provided by CGI 

8. List of Judicial Districts and Facilities 
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The list of all Judicial Districts and Facilities associated to the selected Region is 
displayed.

Organization - Internet Explorer provided by CGI 

9. Scroll down the page 
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Scroll down to page to view the rest of the Facility list.

Organization - Internet Explorer provided by CGI 

10. For this activity, expand the Facility information of Adams Youth Services Center. 
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Organization - Internet Explorer provided by CGI 

11. List of Units 



 

TM Organization - Manage Supervisor - 
DYS-SB94

Saturday, July 29, 2017
Copyright 2016 State of Colorado

 12/23

A list of all Units associated to the selected Facility is displayed.

Organization - Internet Explorer provided by CGI 

12. Process is used at both the Facility and Unit level 
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The process explained in the following steps can be used at both the Facility and 
Unit level.

This activity uses the Unit level for the demonstration.

Organization - Internet Explorer provided by CGI 

13. Click the Adams 5 Unit name label. 
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Organization - Internet Explorer provided by CGI 

14. Units pop-up window appears 
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The Units pop-up window appears.

Organization - Internet Explorer provided by CGI 

15. Click the + Add Supervisor label. 
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Organization - Internet Explorer provided by CGI 

16. Please add the new supervisor pop-up window appears 
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The Please add the new supervisor pop-up window appears.

Organization - Internet Explorer provided by CGI 

17. As required, complete/review the following fields: 
Field R/O/C Description
Supervisor R  

Example: 
John
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Organization - Internet Explorer provided by CGI 

18. Select Johnwdtb Doegrcg. 

The system will autocomplete the name.



 

TM Organization - Manage Supervisor - 
DYS-SB94

Saturday, July 29, 2017
Copyright 2016 State of Colorado

 19/23

Organization - Internet Explorer provided by CGI 

19. Start Date 
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The Start Date will default to the current date.

You are able to edit the Start Date to an earlier date.

Organization - Internet Explorer provided by CGI 

20. Click the Add button. 
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Organization - Internet Explorer provided by CGI 

21. New Supervisor is displayed 
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The new Supervisor will be displayed in the Unit list.

Organization - Internet Explorer provided by CGI 

22. Collapse each group 
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Select the less than (<) sign in each group to collapse the panel or scroll to the top 
of the page and collapse the Admin Office group.

Organization - Internet Explorer provided by CGI 

23. Close the Organization & Staffing page 

You can also click the DYC/SB94 Organization link in the left navigation panel to 
close the Organization & Staffing page.


