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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 - DYC/SB94 menu item. 



 

TM Staffing - Manage Employee List - 
DYS-SB94

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

 3/37

Colorado Trails 

3. Click the Employee List menu item. 
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Employee List 

4. Employee List 
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The Employee List page displays.

Employee List 

5. Table Filters 
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Use the Region or the JD/Facility drop-down links (or both together) to filter the list 
of employees.

Employee List 

6. Click the Region drop-down menu. 
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Employee List 

7. Click the Western list item. 
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Employee List 

8. Filtered by Region 
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The Employee List is filtered to match your selection.

Employee List 

9. Click the Region drop-down menu. 
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Employee List 

10. Click the All Regions list item. 
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Employee List 

11. Filtered by All Regions 
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The Employee List shows all employee records.

Employee List 

12. Click the Region drop-down menu. 
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Employee List 

13. Click the Admin Office list item. 
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Employee List 

14. Filtered by Admin Office 
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The Employee List is filtered to show employee records for Admin Office.

Employee List 

15. Click the Region drop-down menu. 
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Employee List 

16. Click the All Regions list item. 
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Employee List 

17. Click the JD/Facility drop-down menu. 



 

TM Staffing - Manage Employee List - 
DYS-SB94

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

 18/37

Employee List 

18. Click the 7th Judicial District list item. 
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Employee List 

19. Filtered by 7th Judicial District 
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The table is filtered to match your selection.

Employee List 

20. Click the JD/Facility drop-down menu. 
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Employee List 

21. Click the All JDs/Facilities list item. 
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Employee List 

22. Header Sort and Filter
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You can also sort and filter the columns in the Employee List using the sort and 
filter icon next to the column headers.

Employee List 

23. Header Search
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You can locate specific employees in the list by using the search tool in the header.

Employee List 

24. Click the Search icon. 
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Employee List 

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

Example: 
Johnekr
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Employee List 

26. Search Results 
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The employee list displays employees that match your search criteria. From 
the results, you can select an employee to view more details.

Employee List 

27. Click the Johnekrs Doeosje link. 
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Colorado Trails 

28. Employee Record 
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The Employee Record displays. At the top of the page you will find employee 
specific details. Scroll down the page to view employee affiliations and security 
profile information

Colorado Trails 

29. Scroll down the page.
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Colorado Trails 

30. Affiliations 
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In the Affiliations section, you can verify the supervisor is associated to the lowest 
level of affiliation.

Colorado Trails 

31. Security Profiles 
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Security profiles, including legacy profiles, display towards the bottom of the page.

Colorado Trails 

32. When you have finished reviewing the employee record you can return to the employee list by 
clicking the < Back To Employee List link. 
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Employee List 

33. Employee List



 

TM Staffing - Manage Employee List - 
DYS-SB94

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

 34/37

You are returned to the Employee List page.

Employee List 

34. Employee not in Employee List 
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If the employee you searched for is not in the Employee List, you can add the 
employee.

Employee List 

35. Click the Add Employee button. 
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Employee List 

36. Add New Employee 
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The Add Employee window displays. To add a new employee, complete the 
required fields and click the create button.

To learn more about adding an employee, please refer to the Add Employee 
process.

Employee List 

37. New Employee Added 

The new employee will be added to the Employee List.


