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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: 

Colorado Trails 

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 

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 

7. Click the Johnjjii Doeqihy link. 
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Colorado Trails 

8. The Employee Details page displays. 
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The Employee Details page displays for the selected employee.

Colorado Trails 

9. Click the History link. 
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Colorado Trails 

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

11. Click the Standard Job Title* drop-down menu. 
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Colorado Trails 

12. Click the SOCIAL WORK/COUNSELOR III list item. 
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Colorado Trails 

13. Click the Save Changes button. 
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Colorado Trails 

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

Example: 
555-555-1212
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Colorado Trails 

15. Click the Cancel button. 



 

TM Staffing - Add Employee Details - 
County

Saturday, July 29, 2017
Copyright 2016 State of Colorado

 16/28

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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Colorado Trails 

24. Click the Yes, Lock button. 
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Colorado Trails 

25. Lock Reason displays on locked accounts. 



 

TM Staffing - Add Employee Details - 
County

Saturday, July 29, 2017
Copyright 2016 State of Colorado

 26/28

The Lock Reason will display when an employee's account is locked.

Colorado Trails 

26. Click the Unlock User button. 
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Colorado Trails 

27. Click the Yes, Unlock button. 
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Colorado Trails 

28. Click the < Back To Employee List link. 


