TM Staffing - Add Employee Details -
County

COLORADO

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 Staffing - Add Employee Details -
County

COLORADO

Procedure

1. Follow the steps below to complete the task:

Colorado Trails

4 Gy COLORADO
CO 7 | Departmantol Human Services Welcome, .

Workspace

Home

System Admin . .
Welcome to Modernized Trails
Staffing - County

Organization - County

Staffing - State

Organization - State

Staﬂ'mg- DYC/SB34

Crganization - DYC/SE94

B P EFEE P

Reports

2. Click the Staffing - County menu item.
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Colorado Trails

3. Click the Employee List menu item.
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Employee List - Colorado Trails
4. The Employee List screen displays.
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The Employee List screen displays.

Employee List - Colorado Trails

5. Click the Search button.
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Employee List - Colorado Trails

CCLORADO
Depactmant of Human Services Welcome,
>
Employee List
County: All Counties v
Active Employees Q. 0000 2 6
Mame T Usemame YT Primary Admin Group T Supervisor ¥ Start Date 7 Birth Date T Locked T
Johnyjew Danish HANSONSX Support Services Doelegm, Johnkpbn 01/01/1930 03/01/1974 ~
Johngfih Doezblh KLAUSXYDJ Support Services Doelegm, Johnkpbn 01/01/1933 08/02/1974
Johnpsjq Doetwux MELTONJA Support Services Doelegm, Johnkpbn 01/01/1999 02/06/1973
Johnagpp Doemtox GUERREMP Support Services Doelegm, Johnkpbn 01/01/1999 07/05/1975
Johnafvg Doeozig CROSSLWJ Support Services Doelegm, Johnkpbn 01/01/1933 06/17/1975
Johnbop Doeshjr AVILAXMT Support Services Doelegm, Johnkpbn 01/01/1930 03/11/1975
Johnijii Doeqihy PERICHSL Support Services Doelegm, Johnkpbn 01/01/1933 06/13/1970
Johnfjvm Doefqug GIESONKY Littleton Services Doevhyt, Johnxpvb 02/01/1998 03/06/1977 a
Johnibxg Doebwmy DOSSEYMR Littleton Services Doevhyt, Johnxpvb 03/30/1998 06/12/1973
Johnllrc Doelpge EGANXXGA Littleton Services Doevhyt, Johnxpvb 09/08/1998 02/01/1976
Johnjugu Doesywm CHAVEZTC Littleton Services Doevhyt, Johnxpvb 02/01/1998 01/06/1978
Johnxexw Doethlbx GOODMADM Littleton Services Doevhyt, Johnxpvb 02/01/1999 04/05/1872
Johnedwo Doejsfs SCHMIESL Littleton Services Doevhyt, Johnxpvb 10/05/1998 04/15/1975
Johnzwas Doepxry GAHERITK Littleton Services Doevhyt, Johnxpvb 03/16/1998 05/13/1972 1
V]
6. As required, complete/review the following fields:

Field R/O/C Description

Search R
Example:
Doeqih
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Employee List - Colorado Trails

COLORADO

Departrent of Huma

Welcome,

1 Add Employee
Employee List
County: All Counties v
Active Employees CTETEY - -
Name Y Usemame Y Primary Admin Group T Supervisor T Start Date ¥ Birth Date 'Y’ Locked T
7 Johnijii Doegihy PERICHSL Support Services Doelegm, Johnkpbn 01/01/19%9 06/13/1870
v
: . : Johnijjii Doeqih
7. Click the Johnijjii Doegjihy link. Ll U
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COLORADO

Department of Human Services

Welcome,

< Back To Employee List

Johnjjii Doeqihy

Username Employee ID Last Login History
PERICHSL ‘ 012607 ‘ ‘ 9/13/2016 2:07-27 PM

Current Status Hire Date* End Date

‘ Active ‘ 010111999 il ‘ MMWDDYYYY i ‘

Standard Job Title® Hotline Agent ID

‘ Social Caseworker Supervisor W ‘ ‘ ‘

Desk Phone Cell Phone Email

0510431776 ‘ 555 555 5555 ‘ test-njkgjli@example com ‘
Birth Date SSN Gender

06/131970 ‘ ‘ 730-00-0449 ‘ Female v ‘
Household Address Edit Address
I g
Home Phone Persanal Cell Education Level

555-555-5555 ‘ 555-555-5555 ‘ None Selected v ‘
Comments

V]
Affiliations + Add New -
8. The Employee Details page displays.
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The Employee Details page displays for the selected employee.

Colorado Trails

y COLORADO

Department of Human Services

Welcome,

< Back To Employee List

Johnjjii Doegihy + =

Username Employee ID Last Login History 6 9
PERICHSL 012607 9132016 2:07-27 PM

Current Status Hire Date™ End Date
Active 0110111999 i MMDDAYYYY =

Standard Job Title™ Hotline Agent ID

‘Social Caseworker Supervisor v

Desk Phone Cell Phone Email

051-043-1776 555-555-5555 test-nikgjigexample.com
Birth Date 55N Gender

06/13M870 730-00-0449 Female ~
Household Address Edit Address

m

Home Phone Personal Cell Education Level

555-555-5555 555-555-5555 None Selected ~
Comments

v
Affiliations + Add New -
; : i1 Histo
9. Click the History link. ¥
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Colorado Trails

No login attempts have been recorded.

10. Click the control X to close the window. X
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Colorado Trails

4 @y COLORADO
4

Department of Human Services

Welcome,

< Back To Employee List
Johnijjii Doeqihy Lock user
Username Employee ID Last Login History

PERICHSL 012607 91312016 2:07:27 PM
Current Status Hire Date® End Date

Active 01/01/1999 B MMIDDIYYYY i
Standard Job Title™ Hotline Agent ID

1" Social C parvis v

Desk Phone Cell Phone Email

051-043-1778 555-555-5555 test-njkgjifi@example.com
Birth Date 85N Gender

06131970 730-00-0449 Female v
Household Address Edit Address
Home Phone Personal Cell Education Level

555-555-5555 555-555-5555 None Selected v
Comments

V]
Affiliations + Add New =

Social Caseworker Supenvisor W
11. Click the Standard Job Title* drop-down menu.
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COLORADO

TM Staffing - Add Employee Details -

County

Colorado Trails

12

COLORADO

Departrent of Human Services

< Back To Employee List
Johnijjii Doeqihy ~
Program Assistant |

PROGRAM ASSISTANT Il A
Psych_lnl_em

PSYCHOLOGIST|
PSYCHOLOGIST Il
Recepfionist
Records Technician
5B-94 Coordinator
SB-94 Screener
SB-94 Worker

Social Caseworker

Social Caseworker Manager
Social Caseworker Trainee
Social Service Manager

Social Services Specialist
SOCIAL MSELOR Il

Staff Assistant

Staff Development Coordinator

Switchboard Operator

Systems Analyst

TEACHER AIDE

Teacher |

Teacher Il

Teacher lll

TECHMICIAN IlI W

Traditional Worker
Housenold Address

Home Phone

555-555-5555

Comments

Affiliations

Employee ID

012607

Hire Date®

01/01/1899 ]

Hotline Agent ID

Cell Phone

555-555-5555

SSN

T30-00-0449

Edit Address

o

Personal Cell

555-555-5555

Welcome,

Lock User

Last Login History

9/13/2016 2:07-27 PM

End Date

MMDDIYYYY B

Email

test-njkgjif@example.com

Gender

Female W

Education Level

Hone Selected W

+ Add New =

12. Click the SOCIAL WORK/COUNSELOR Il list item. = SQCIAL WORK/COUNSELOR 1l

Saturday, July 29, 2017
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TM Staffing - Add Employee Details -

County

Colorado Trails

ot

4 @ coLoRADO

CO ¥ | Dapactmant of Human Services

< Back To Employee List

Johnjjii Doeqihy ~

Welcome,

= 0 e

Username Employee ID Last Login History
PERICHSL 012607 971312016 2:07:27 PM
Current Status Hire Date* End Date
Active 0110111999 = MMIDDIYYYY &
Standard Job Title™ Hotline Agent ID
| SOCIAL WORK/COUNSELOR lll
Desk Phone Cell Phone Email
| 051-043-1776 555 555.5555 test-nikgjli@example.com
Birth Date SSN Gender
‘ 06/13/11970 730-00-0449 Female v
Household Address Edit Address
m
Home Phone Personal Cell Education Level
| 555-555-5555 555-555-5555 None Selected v
Comments
v
Affiliations + Add New -
. Save Changes
13. Click the Save Changes button. _
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Colorado Trails

4 @ COLORADO

CO F | Departmant of Human Services

Welcome,

< Back To Employee List

Johnjjii Doegihy ~ Lock user
Username Employee ID Last Login History
PERICHSL 012607 9/13/2016 2:07:27 PM
Current Status Hire Date” End Date
Active 0110111999 B MMDDYYYY i
Standard Job Title™ Hotline Agent ID

SOCIAL WORK/ICOUNSELOR Il »

Desk Phone Cell Phone Email

051-043-1776 5555555555 ] i 14
Birth Date SSN Gender

061371970 730-00-0449 Female v
Household Address Edit Address
Home Phone Personal Cell Education Level

555-555-5555 555-555-5555 None Selected v
Comments

N
Affiliations + Add New =

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

Cell Phone R
Example:
555-555-1212
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15. Click the Cancel button.
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Colorado Trails

16. Click the Yes button.
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Colorado Trails

17. Changes are cancelled.
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You will see all changes since the last Save Changes are cancelled.

Colorado Trails

18. Scroll down to view additional sections of the Employee Details.
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Colorado Trails

19. Manage Affiliations, Security Profiles, and Legacy Security Profiles.
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See Course 103: System Admin
Process: Manage Legacy Security Profiles - County for further details about
changing an employee's legacy security profiles.

See Course 103: System Admin
Process: Manage Affiliations - County for further details about changing an
employee's affiliations.

See Course 103: System Admin
Process: Manage Security Profiles - County for further details about changing an
employee's security profiles.

Colorado Trails

20. Scroll back to the top of the Employee Details page.
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Colorado Trails

21. Locking and Unlocking an employee's account.
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Now, let's take a look at how to lock and unlock an employee's account.

Colorado Trails

22. Click the Lock User button.
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Colorado Trails

23. As required, complete/review the following fields:
Field R/O/C Description
Lock Reason* R
Example:

On Leave of Absence until 07/31/2017.
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24, Click the Yes, Lock button.
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25. Lock Reason displays on locked accounts.
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The Lock Reason will display when an employee's account is locked.

Colorado Trails

26. Click the Unlock User button.

Copyright 2016 State of Colorado
Saturday, July 29, 2017 26/28



TM Staffing - Add Employee Details -
County

COLORADO

Colorado Trails

27. Click the Yes, Unlock button.
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28. Click the < Back To Employee List link.
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