TM Organization - Manage Supervisor
Unit - County

COLORADO

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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TM Organization - Manage Supervisor
Unit - County

COLORADO

Procedure

1. Follow the steps below to complete the task:

https://trails-uat.state.co.us/ - Internet Explorer

4 @5 COLORADO
4

Department of Human Services

Welcome,

Welcome to Modernized Trails

System Admin
ARD

Staffing - County

N
€+
3 2% FFE B2

Organization - County
staffing - State
Crganization - State
Staffing - 5894/DYC

Grganization - SB34/DYC

2. Click the Organization - County menu item. @ Organization - County
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COLORADO

TM Organization - Manage Supervisor

Unit - County

https:/itrails-uat.state.co.us/ - Internet Explorer

4 Gy COLORADO

CO ¥ | Department of Human Services

Search
Workload
Queues
System Admin
ARD

Staffing - County

B & || B 2P

Organization - County

Security Centification
Management

3> County Organizaton
Staffing - State
Organization - State

staffing - S894/DYC

Crganization - SB34/DYC

3. Click the County Organization menu item.

Welcome to Modernized Trails

County Organizadon

Welcome, A )

Saturday, July 29, 2017
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

COLORADO

Departrment of Human

Welcome,

County Organization

County Organization Q =
County Supervisor Start Date End Date
Adams Johnrzer Doebxhs 01/08/2009
Alamosa Johnledd Doerzxt 01/01/2016
Arapahoe Johnlylo Doejgaj 01/02/2007
Archuleta Johnhgsx Doeffpf 01/06/2014
Baca Johniccj Doewfloy 08/04/1939
Bent Johnmgvy Doecqui 07/01/2013
Boulder Johnzejb Doeyowr 02/17/2009
Broomfield Johneaih Doeffhv 12/01/2001
Chaffee Johnhumy Doeltjc 08/01/2011
Cheyenne Johncixl Doexnby 08/01/2013
Clear Creek Johnwwaz Doeeuxk 02/01/19%8

Colorado/Move out of State

Viviviviviviviviviviviviviviviviviviv vy

Conejos Johnjybb Doezmcj 08/17/2015
Costilla Johnbepx Doejrbr 07/16/2007
Crowley Johnwugb Doenlec 10/22/2007
Custer Johnevad Doevspa 01/04/1931
Delta Johnsdhp Doekevl 01/01/1999
Denver Johnhzog Doestbe 03/31/2014
Dolores Johnuvpe Doeaxgk 05/21/2015
Douglas Johnrueb Doeccso 01/05/2009
Eagle Johnzvis Doeggug 01/28/2016 v
4. The County Organization page displays.

©cCopyright 2016 State of Colorad
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Unit - County

COLORADO

6 The County Organization page displays.

County Organization

+~ % COLORADO

CO 7 | Departmant of Human Services

Welcome,

County Organization

County Organization Q =

County Supervisor Start Date End Date
5§ —— Adams Johnrzer Doebxhs 01/06/2008

Alamosa Johnledd Doeraxt 01/01/2016

Arapahoe Johnlylo Doejgaj 010272007

Archuleta Johnhgsx Doeffpf 01/06/2014

Baca Johniccj Doewfly 08/04/1999

Bent Johnmgvy Doecgui 07/01/2013

Boulder Johnzcjb Dosyowr 02/17/2009

Broomfield Johneaih Doeffhv 12/01/2001

Chaffee Johnhumy Doeltjc 08/01/2011

Cheyenne Johncixl Doexnby 06/01/2013

Clear Creek Johnwwaz Doseuk 02/01/1998

Colorado/Move out of State

W v v v v v v v v v v v v v v v v v v | v

Conejos Johnjybb Doezmgj 08/17/2015
Costilla Johnbepx Doejrbr 07/16/2007
Crowley Johnwugb Doenlec 10/22/2007
Custer Johnevad Doevspa 01/04/1991
Delta Johnsdhp Doekevl 01/01/1939
Denver Johnhzoq Doeetbe 03/31/2014
Dolores Johnuvpe Dosaxgk 05/21/2015
Douglas Johnrueb Dosccso 01/05/2009
Eagle Johnzvis Doegqug 01/28/2016
5. Click the Adams county drop down arrow to view the Admin Groups. ?
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

COLORADO

Department of Human Services

Welcome,

County Organization
County Supervisor Start Date End Date
Adams Johnrzer Doebxhs 01/08/2009
Group Name Supervisor Active  Start Date End Date
% Sexual Abuse Johnvpgd Deegfuf -
> Support Services Johntzue Doenmiri v 05/15/2017
> Business Office Johnrhuz Dosjvwa — 08/06/1939 01/17/2001
> M Johnkpbn Doelegm -
»  CWServices2 Johnmabj Doetuni -
%  Administration 2 Johnacxc Doebdgz —
> CWServices3 Johnbizl Doeggkl —
> Adminstration 4 Johnboln Doexksy —
»  Administration 5 Johnxehf Doejuwi —
> Family Help Center Johnlbvk Doelcgm —
> Intakel Johnvpad Doeafuf v 11/15/2002
» Ongoing Johnubpg Doctozj v 11/15/2002
>  Permanency Johnwduu Doewrysr v 05/15/2008
% Client Services Johmeqib Doefszz v 05/27/2015
»  Treatment Johnrujt Doexljs —
> Intakell Johnzujc Doemmex v 01/28/2012
?  Business Office - West Johnedfl Deeznle v 05/15/2017
»  Business Office - East Johngwx Doeuzgy v 05/15/2017
b Alamosa Johnledd Doerzxt 01/01/2016 v
6. The Admin Groups and Supervisors display.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

6 The Admin Groups and associated supervisors display.

County Organization

+~ % COLORADO
D ¥ | Daparanen of suman services -
County Organization
County Organization Q =
County Supervisor Start Date End Date
v Adams Johnrzer Doebxhs 01/06/2008
Group Name Supervisor Active  Start Date End Date Add New Group
> Sexual Abuse Johnvpgd Doegfuf —
7 > Support Services Johntzue Deenmri v 05/15/2017
> Business Office Johnrhuz Dogjvwa — 08/06/1959 01/17/2001
> M Johnkpbn Doelegm -
> COW Services2 Johnmabj Doetuni —
»  Administration 2 Johnacxc Doebdgz —
> CWServices3 Johnbizl Doeggkl -
% Adminstration 4 Johnbeln Doexksy -
% Administration 5 Johnxehf Doejuwi —
> Family Help Center Johnlbvk Doelcgm —
> Intakel Johnvpgd Doegfuf v 11/15/2002
> Ongoing Johnubpg Dostozj v 11/15/2002
> Permanency Johnwduu Doewysr v 05/15/2008
% Client Services Johnvgib Doefszz s 05/27/2015
% Treatment Johnrujt Doexljs —
> Intakell Johnzujc Doemmex v 01/28/2012
> Business Office - West Johncdfl Doeznlc v 05/15/2017
»  Business Office - East Johngwwx Doeuzgy v 05/15/2017
%  Alamosa Johnledd Doerzxt 01/01/2016 [ &
7. Click the Support Services drop down arrow to display the Units. ?

©copyright 2016 State of Colorad
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Unit - County

COLORADO

8.

County Organization

COLORADO

Departrent of Human Services

Welcome, . (|

County O izati
County Organization
County Supervisor Start Date End Date
~  Adams Johnrzer Doebxhs 01/06/2009
Group Name Supervisor Active Start Date End Date
> Sexual Abuse Johnvpgd Doegfuf =
'  Support Services Johntzue Deenmri v 05/15/2017
Unit Name Supervisor Active  StariDate  End Date Add News Unit
Ongoing Case Aides - Temporary Johnsuje Doetrpe — 01/01/1999  11/14/2002
Case Aides Johnrgwp Doeicgm - 01/01/1998  11/14/2002
Special Funds Unit Johntogi Dogaspx e
CW Accounting Johntogi Dogaspx v 01/01/1998
Case Aides - 2 Johnsdrr Doehvgb v
Case Aides 1 Johnsdrr Doehvgb v
I Johnlybi Doeqaqf v 03/01/2005
css Johnstda Doetgka v 09/25/2007
FAMILY TREE | Johnfnpz Doaguif - 05/31/2011 11152013
Maple Star Johnawaqq Doefbyo v 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Deevyno -
Federal Funding Unit - DELETE! Johnapht Deevyno -
Clerical Support Staff 1 Johnapht Doevyno —
Clerical Support 5taff 1 Johnapht Deevyno v
Quality Assurance Johndvgi Doecvjg e 07/03/2018 ™

The Units and Supervisors display.

©Copyright 2016 State of Colorado
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Unit - County

COLORADO

6 The Units and associated supervisors display.

County Organization

COLORADO

Department of Human Services

Welcome, - {1

County Organization
County Organization =
County Supenvisor Start Date End Date
~  Adams Johnrzer Doebxhs 01/06/2009
Group Name Supervisor Active  Start Date End Date
> Sexual Abuse Johnvpgd Deegfuf 2
~  Support Services Johntzue Doenmri v 05/15/2017
Unit Name: Supervisor Active  StartDate  End Date w 9
Ongoing Case Aides - Temporary Johnsuje Doetrpe — 01/01/1993  11/14/2002
Case Aides Johnrgwp Docicgm - 01/01/1999  11/14/2002
Special Funds Unit Johntogi Doeaspx v
CW Accounting Johntogi Doeaspx. v 01/01/1939
Case Aides-2 Johnsdrr Doehvgh v
Case Aides 1 Johnsdrr Doehvgb v
0 Johnlybi Doegaaf v 03/01/2005
S5 Johnstda Doetgka v 09/25/2007
FAMILY TREEI Johnfnpz Doequjf - 05/31/2011  11/15/2013
Maple Star Johnawqq Doefbyo o 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Doevyno —
Federal Funding Unit - DELETE! Johnapht Doevyno .
Clerical Support Staff 1 Johnapht Doevyno —
Clerical Support Staff 1 Johnapht Doevyno v
Quality Assurance Johndvgi Doecvig v 07/09/2016 b
Add New Unit

9. Click the Add New Unit button.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

Add Unit

County Group Title

Adams Support Services

Unit Name

Unit Start Date Unit End Date

Supervisor Centact Phone

Supervisor Start Date

Comments

10. As required, complete/review the following fields:

Field R/O/C Description
Unit Name R

Example:
Case Aides - West

©copyright 2016 State of Colorad
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COLORADO

TM Organization - Manage Supervisor

Unit - County

County Organization

"

Add Unit
County Group Title

Adams Support Services

Unit Name

Case Aides - West x

Unit Start Date Unit End Date
=

Supervisor Contact Phone

Supervisor Start Date

£

Comments

11. As required, complete/review the following fields:

Field R/O/C Description
Unit Start Date R
Example:
05/15/2017

Saturday, July 29, 2017

©Copyright 2016 State of Colorado
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

Add Unit

County Group Title

‘ Adams ‘ Support Services

Unit Name

‘ Case Aides - West

Unit Start Date Unit End Date

| 05M5/2017 X[ | ‘

o May 2017 © intact Phone

Tu We Th Sa
2 [}

9 13
16 20
23 27
30

12. Select date from calendar.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

6 You may also select a date from the calendar.

County Organization

Add Unit
County Group Title

Adams Support Services

Unit Name

Case Aides - West

Unit Start Date Unit End Date
05152017
Supervisor Contact Phone

Supervisor Start Date

Comments

13.  Asrequired, complete/review the following fields:

Field R/O/C Description
Supervisor R
Example:
Joh

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

Add Unit

County Group Title

‘ Adams ‘ ‘ Support Services

Unit Name

‘ Case Aides - West

Unit Start Date Unit End Date

‘ 05152017 B ‘ ‘ | ‘

Supervisor Contact Phone

]

Johnapht Doevyno
Johnkpbn Doelegm
Johnizue Doenmri

Comments

14. A list of Managers and Supervisors display.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

6 A list of Supervisors and Managers affiliated with the Unit display.

County Organization

Add Unit
County Group Title

Adams Support Services

Unit Name
Case Aides - West
Unit Start Date Unit End Date

051152017

Supervisor Contact Phone

Joh|

Johnapht Doevyno
Johnkpbn Doelegm
Johntzue Doenmii

Comments

15. Click the Johntzue Doenmri list item. T ImEnE LIETI

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

Add Unit
County Group Title

Adams Support Services

Unit Name

Case Aides - West

Unit Start Date Unit End Date

051152017 B

Supervisor Centact Phone

Johntzue Doenmri x

Supervisor Start Date
E

Comments

16. As required, complete/review the following fields:

Field R/O/C Description
Supervisor Start Date R

Example:
05/15/2017

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

Add Unit

County Group Title

Adams Support Services

Unit Name

Case Aides - West

Unit Start Date Unit End Date

05/152017

Supervisor Centact Phone

Johnizue Doenmri

Supervisor Start Date

05/152017

Comments

Add

17. Click the Add button.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

County Organization

COLORADO

Departrent of Human Services

Welcome,

County Organization

County Organization =

County Supervisor Start Date End Date
~  Adams Johnrzer Docbhs 01/06/2009
Group Name Supervisor Active  Start Date End Date
> Sexual Abuse Johnvpqd Doegfuf —
~*  Support Services Johntzue Deenmri v 05/15/2017
Unit Name Supervisor Active Start Date End Date Add Hews Unit
Case Aides - West Johntzue Doenmri v 05/15/2017
Ongoing Case Aides - Temporary Johnsuje Doetrpe — 01/01/1998  11/14/2002
Case Aides Johnrgwp Doeicgm = 01/01/1999  11/14/2002
Special Funds Unit Johntogi Dogaspx v
CW Accounting Johntzue Doenmri v 05/15/2017
Case Aides - 2 Johnsdrr Doehvgb v
Case Aides 1 Johnsdrr Doehvgb v
m Johnlybi Doegaqf v 03/01/2005
C55 Johnstda Dostgka v 08/25/2007
FAMILY TREE | Johnfnpz Doagxif - 05/31/2011  11f15/2013
Maple Star Johnawqq Doefbyo v 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Deevyno o
Federal Funding Unit - DELETE! Johnapht Doevyno i
Clerical Support 5taff 1 Johnapht Deewyno =
Clerical Support 5taff 1 Johnapht Deewyno v

18. The Case Aides - West Unit is added.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

6 You will see the Case Aides - West unit is added.

County Organization

COLORADO

Departront of Human Services

Welcome,

County Supervisor Start Date End Date
~  Adams Johnrzer Doebxhs 01/06/2008
Group Name Supervisor Active  Start Date End Date
% Sexual Abuse Johnvpad Doeqgfuf —
' Support Services Johntzue Doenmri v 05/15/2017
Unit Name: Supervisor Active Start Date End Date m
Case Aides - West Johntzue Doenmri v 05/15/2017
Ongoing Case Aides - Temporary Johnsuje Doetrpe 5 01/01/1999  11/14/2002
Case Aides Johnrgwp Doeicgm - 01/01/1998  11/14/2002
Special Funds Unit Johntogi Doeaspx g
19 W Accounting Johntzue Dosnmri v 05/15/2017
Case Aides -2 Johnsdrr Doehveb v
Case Aides 1 Johnsdrr Doehveb v
m Johnlybi Doegaqf v 03/01/2005
€55 Johnstda Doetgka v 08/25/2007
FAMILY TREE! Johnfnpz Doeqxjf i 05/31/2011  11/15/2013
Maple Star Johnawgg Doefbyo v 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Doevyno A
Federal Funding Unit - DELETE! Johnapht Deewyno
Clerical Support Staff 1 Johnapht Deevyno
Clerical Support Staff 1 Johnapht Deevyno v

19. Click the CW Accounting link. C/ Accounting

©copyright 2016 State of Colorad
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COLORADO

TM Organization - Manage Supervisor

Unit - County

County Organization

Edit Unit
County Group Title

Adams Support Services

Unit Name
CW Accounting
Unit Start Date Unit End Date

01/17/2001

Supervisor Centact Phone

Johntogi Doeaspx

Supervisor Start Date

01/01/1999

Comments

20. Click the + Add Supervisor label. * Add Supervisor

Saturday, July 29, 2017

©Copyright 2016 State of Colorado
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COLORADO

TM Organization - Manage Supervisor

Unit - County

County Organization

21

Please add the new supervisor.

Supervisor Start Date

5152017

Unit Start Date Unit End Date

011772001
Contact Phone

Supervisor

Johntegi Doeaspx

Supervisor Start Date

01/01/11999

Comments

21. As required, complete/review the following fields:

Field R/O/C Description
Supervisor R
Example:
Jo

Saturday, July 29, 2017

©Copyright 2016 State of Colorado
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COLORADO

TM Organization - Manage Supervisor

Unit - County

County Organization

22

Please add the new supervisor.

Supervisor Start Date
Jo b4 5152017

Johntogi Doeaspx
Johnizue Doenmii

Unit Start Date Unit End Date

0111772001

Supervisor Centact Phone

Johntegi Doeaspx

Supervisor Start Date

01/01/11999

Comments

22, Click the Johntzue Doenmri list item. kb

Saturday, July 29, 2017

@Copyright 2016 State of Colorado
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COLORADO

TM Organization - Manage Supervisor

Unit - County

County Organization

Please add the new supervisor.

Supervisor Start Date

Johnizue Doenmi 5152017

Unit Start Date Unit End Date

011772001

Supervisor Centact Phone

Johntogi Doeaspx

Supervisor Start Date

01/01/1999

Comments

23. As required, complete/review the following fields:

Field R/O/C Description
Start Date R
Example:
05/15/2017

Saturday, July 29, 2017

©Copyright 2016 State of Colorado

23/27




TM Organization - Manage Supervisor

COLORADO

Unit - County

County Organization

Please add the new supervisor.

Supervisor Start Date

Johnizue Doenmdi 05152017

Unit Start Date Unit End Date

011772001

Supervisor Centact Phone

Johntogi Doeaspx

Supervisor Start Date

01/01/1999

Comments

24, Click the Save button.

©copyright 2016 State of Colorado
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Unit - County

COLORADO

County Organization

COLORADO

Departrent of Human Services

Welcome,

County Organization

County Organization =

County Supervisor Start Date End Date
~  Adams Johnrzer Dogbhs 01/06/2009
Group Name Supervisor Active  Start Date End Date
> Sexual Abuse Johnvpqd Doegfuf —
~*  Support Services Johntzue Deenmri v 05/15/2017
Unit Name Supervisor Active Start Date End Date Add Hews Unit
Case Aides - West Johntzue Doenmri ' 05/15/2017
Ongoing Case Aides - Temporary Johnsuje Doetrpe = 01/01/1998  11/14/2002
Case Aides Johnrgwp Doeicgm = 01/01/1999  11/14/2002
Special Funds Unit Johntogi Dogaspx v
CW Accounting Johntzue Doenmri v 05/15/2017
Case Aides - 2 Johnsdrr Doehvgb e
Case Aides 1 Johnsdrr Doehvgb v
m Johnlybi Doegaqf v 03/01/2005
C55 Johnstda Dostgka v 08/25/2007
FAMILY TREE | Johnfnpz Doaguif - 05/31/2011  11f15/2013
Maple Star Johnawqq Doefbyo v 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Deevyno .
Federal Funding Unit - DELETE! Johnapht Doevyno i
Clerical Support 5taff 1 Johnapht Deewyno =
Clerical Support 5taff 1 Johnapht Deewyno v
25. The CW Accounting unit supervisor and start date are changed.

©copyright 2016 State of Colorad
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TM Organization - Manage Supervisor
Unit - County

COLORADO

6 The CW Accounting unit Supervisor and Start Date are changed.

County Organization

» % COLORADO
0 ¥

Departront of Human Services

Welcome,

County Organization

County Organization Q =
County Supervisor Start Date End Date
~  Adams Johnrzer Doebxhs 01/05/2009
Group Name Supervisor Active  Start Date End Date l:‘-nq]
% Sexual Abuse Johnvpad Doeqgfuf
o UppOrt SErvices ol ue Doenmri 4
26 —T— ~ Supports Johntzue D i v 05/15/2017
unit Name Supervisor rcve sarevoe enavere [
Case Aides - West Johntzue Doenmri v 05/15/2017
Ongoing Case Aides - Temporary Johnsuje Doetrpe 01/01/19939  11/14/2002
Case Aides Johnrgwp Doeicqm 01/01/1998  11/14/2002
Special Funds Unit Johntogi Doeaspx v
CW Accounting Johntzue Doenmri v 05/15/2017
Case Aides-2 Johnsdrr Doehvgb v
Case Aides 1 Johnsdrr Doehvgb v
T Johnlybi Doegagf v 03/01/2005
€55 Johnstda Doetgka v 08/25/2007
FAMILY TREEI Johnfnpz Doegxjf 05/31/2011  11/15/2013
Maple Star Johnawgqg Doefbyo v 02/14/2014
Clerical Support Staff 2 - delete! Johnapht Doevyno
Federal Funding Unit - DELETE! Johnapht Deewyno
Clerical Support Staff 1 Johnapht Deevyno
Clerical Support Staff 1 Johnapht Deevyno v

26. Click the Support Services drop down arrow to collapse the Units.
“

©copyright 2016 State of Colorad
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COLORADO

County Organization

COLORADO

Departrent of Human

Welcome,

County Supervisor Start Date End Date
27 b v Adams Johnrzer Doebxhs 01/06/2009
Group Name Supervisor Active  Start Date End Date Add New Group
% Sexual Abuse Johnvpad Doeqfuf
> Support Services Johntzue Doenmri v 05/15/2017
7 Business Office Johnrhuz Dosjywa = 0&/06/1999 01/17/2001
> Mmis Johnkpbn Doelegm =
> CWServices2 Johnmabj Doetuni
% Administration 2 Johnacxc Doebdgz e
> CWServices3 Johnbizl Doeggkl a2
> Adminstration 4 Johnboln Doexksy i
> Administration 5 Johnxehf Dogjuwi
> Family Help Center Johnlbvk Doelcgm —
> Intakel Johnvpad Doeafuf v 11/15/2002
> Ongoing Johnubpg Doetozj v 11/15/2002
> Permanency Johnwduu Doewysr v 05/15/2008
» Client Services Johnvgib Doefszz v 05/27/2015
»  Treatment Johnrujt Doexljs
> Intakell Johnzujc Doemmex v 01/29/2012
?  Business Office - West Johncdfl Doeznle v 05/15/2017
> Business Office - East Johngwx Doeuzqy v 05/15/2017
Y  Alamosa Johnledd Doermdt 01/01/2016 &

27. Click the Adams county drop down arrow to collapse the Admin Groups. ™
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