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

2. Click the Organization - County menu item. 
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https://trails-uat.state.co.us/ - Internet Explorer 

3. Click the County Organization menu item. 
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County Organization 

4. The County Organization page displays. 
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The County Organization page displays.

County Organization 

5. Click the Adams county drop down arrow to view the Admin Groups. 
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County Organization 

6. The Admin Groups and Supervisors display. 
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The Admin Groups and associated supervisors display.

County Organization 

7. Click the Support Services drop down arrow to display the Units. 
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County Organization 

8. The Units and Supervisors display. 
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The Units and associated supervisors display.

County Organization 

9. Click the Add New Unit button. 
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County Organization 

10. As required, complete/review the following fields: 
Field R/O/C Description
Unit Name R  

Example: 
Case Aides - West
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County Organization 

11. As required, complete/review the following fields: 
Field R/O/C Description
Unit Start Date R  

Example: 
05/15/2017
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County Organization 

12. Select date from calendar. 
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You may also select a date from the calendar.

County Organization 

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

Example: 
Joh
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County Organization 

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

County Organization 

15. Click the Johntzue Doenmri list item. 
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County Organization 

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

Example: 
05/15/2017
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County Organization 

17. Click the Add button. 
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County Organization 

18. The Case Aides - West Unit is added. 
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You will see the Case Aides - West unit is added.

County Organization 

19. Click the CW Accounting link. 
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County Organization 

20. Click the + Add Supervisor label. 
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County Organization 

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

Example: 
Jo
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County Organization 

22. Click the Johntzue Doenmri list item. 
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County Organization 

23. As required, complete/review the following fields: 
Field R/O/C Description
Start Date R  

Example: 
05/15/2017
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County Organization 

24. Click the Save button. 
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County Organization 

25. The CW Accounting unit supervisor and start date are changed. 
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The CW Accounting unit Supervisor and Start Date are changed.

County Organization 

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

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


