DYS_Assess — Manage Unmatched
Mittimi Queue Job Aid

Users
e DYS Commitment Specialist
® DYS Assessment Specialist
e DYS Clinical Director
® DYS Admissions Worker
e DYS Admissions Supervisor
Process

These Job Aid tables describe the actions needed to view and associate an unmatched mittimus
record to a youth from the DYS Queue page.

Introduction

There is a list of Unmatched Mittimi records in the DYS Queues.
The default sort is by Offense Date with the newest Offense first.
The worker is able to associate an Unmatched Mittimi record to a specific Youth.
If any of the DYS Cases for the Youth associated are restricted:
o The Ban icon will display beside the name of the Youth in the results list.
o When selecting the Youth from the results list, the tabs at the bottom of Client
Search will be disabled.
o The worker will be able to click on the Select button to associate the client to the
Mittimus record.
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Access and View Unmatched Mittimi Queue

Steps/Output Screenshot

In the Left Navigation Panel: 29 [coizniee e

[ﬁ o
\otifestions

1. Click Show Menu.

Welcome to Trails, Cgi Qa Tests!

My Worikdoad ) (o

Restricted RecordID Y RecordType Y Name Y Date Assigned Ty Responsibility Y County/Agen

No My Workload information available

RecordID y  Date ¥ ¥  RecordType Y Name y  AlertTitle y Details Y

No data available in table

2. Click DYS Queues. AW [coromave o

Workspace -Home

This expands the DYS Queues to
show all DYS Queues available.

Welcome to Trails, Cgi Qa Test5!
My Workioad @) Q 4 -

Restricted I0 Y RecordType Y Name Y Date Assigned vy Responsibility ¥ County/Agen

No My Worklsad information available

$ I-EAdoption

S IVERGA?

$ MOE

& Reports

@ Admission

b Notifications (@) =
— ; RecordID Y  Date v ¥  RecordType Y Name y  AlertTitle Y Details T

No data available in table
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3. Click Unmatched Mittimi.

This opens the Unmatched
Mittimi Queue.

Department o Human Services

A @y |coLoraDO
4

Back to Workspace
# Home
Q_search
- 1CIYouth
. ARDQueues

[—

Client Manager Queves.
Resource Queues
System Admin

DYS ARD Reviews

D¥YS Youth/Vigtim

®|e|elelele

Client File

L ]

Education

Group Life Courses

®

Staffing - DVS/SE94
Organization - DYS/S83¢
IV-E Foster Care & DYS
IV-E Adoption

W-ERGAD

MOE

[ B N7 RE7al }

Reports

Admission

Welcome to Trails, Cgi Qa Tests!

CYFMU2

e e

Welcome,

Workspace - Home

Restricted RecordID Y RecordType Y Name Y Date Assigned vy Responsibility ¥ County/Agen

No My Werkload information available

Record ID y  Date vy  RecordType Y Name y  AlertTitle y Details Y

No data available in table

In the Unmatched Mittimi Queue:

® Use the Search icon in the top
right corner to search for a
Mittimus Record.

e Use the Sort and Filter icons
to the right of the column
headings to sort and filter
data in the Queue.

e Use the Scroll Bars to the
right and bottom to see all
rows of data in the Queue.

COLORADO
on

st ofHurn Sesvices

Unmatched Mittimi Queue

Court Case Number y SID Y Name T

—
3663507  Iujohnifk Wslzanyon 1112004 1 N
Widoesgw
D0072017JD000072 3366533 Exjohngwhy Eoleanchh /12000 1 N 18-3-203(1)(g) 3/15/2017
sdocqje
D0072017.JD000027 XL123565  Znjohnftmy Qhleanrpr 3/5/2000 1 N 18-4-301(1) 1/5/2017
Qadocflo
D0072017JD000627 1123565 Znjohnftmy Qhleanrpr 3/5/2000 1 N 18-4-301(1) 1572017
Qadocflo
D0072017JD000027 XL183565  Znjohnftmy Qhleanrpr 3/5/2000 1 N 18-3-204(1)(a) /512017
0072017000027 XL183565 Znjohnftmv Qhleanrpr 3fs/2000 1 N 16-3-204(1)(a) /502017
Qadoeflo
D0072017JD000027 XL183565 Znjohnftmv Qhleanrpr afs/2000 1 N 1&-4-201{1)2)(d)  1/5/2017
D0072017JD000027 XL183565  Znjohnftmy Qhleanrpr 3/5/2000 1 N 18440110, (2)(d)  1/5/2017
Qadoeflo
D0072017JD000027 XL183565  Knjohnipii Nlleantgz /72000 1 N 18-4-301(1) /512017
Atdosvcl
D0072017JD000027 XL123565 Knjohnipii Nlleantgz 5/7/2000 1 N 18-4-301(1) 1/5/2017
vl
D0072017.JD000027 XL183565  Knjohnipii Nlleantgz 5/7/2000 1 N 18-3-204(1)(2) /502017
Atdosvcl
D0072017JD000027 XL123565  Knjohnipii Nlleantgz 5/7/2000 1 N 18:3-204(1)(a) /572017
D0072017JD000027 XL123565  Knjohnipii Nlleantgz 5/7/2000 1 N 184-801(1)2)(d) /542017 ol

Welcome,

Workspace

DOB Y MITSea Yy Amended Y Offenses Yy  Offense Date vy
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In the Mittimi List banner:

e Atally (badge count) of the
total number of entries is
displayed.

e Click the download icon to
download the list of
Unmatched Mittimi as a CSV
[MS Excel] file to your
computer.

Court Case Number

D0072017.JD600402

D0072017JD000072

D0072017.JD000027

D0072017JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.D000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017JD000027

Y SID Y Name Y

3663507 lujohnifk Wsleanyon
Widoesgw

3366533 Exjohngwhy Eoleanchh

sdocgje

XL183565 Zrnjohnftmy Qhleanrpr
Qadocflo

XL183565  Znjohnftmy Qhleanrpr

XL183565  Znjohnftmy Qhleanrpr
Qadoeflo

XL183565  Znjohnftmy Qhleanrpr
Qadoeflo

XL183565  Znjohnftmy Qhleanrpr

XL183565  Znjohnftmy Qhleanrpr
Qadoeflo
XL123565  Knjohnipii Nlleantgz
evel

1123565 Knjohnipii Nlleantgz
evel

XL123565  Knjohnipii Nlleantgz
Atdosvel

1123565 Knjohnipii Nlleantgz
Atdosvel

XL183565  Knjohnipii Nlleantgz
vl

Workspace

DOB Y MITSea Y Amended

111/2004 1

2/1/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

5/7/2000

5/7/2000

5/7/2000

5/7/2000

5/7/2000

N

N

N

Welcome,

Y Offenses vy

18.4-201(1),2)(e)

1e3203l2)g)

18-4-301(1)

18-4-301(1)

18-3-204(1)(a)

18-3-204(1)(a)

18-4-401{1),(2)(d)

18-4-401(1),(2)(d)

18-4-301{1)

18-4-301(1)

12:3.20411)(s)

12:3.204(1)(s)

18-4-401{1),(2)(d)

CYFMU2

e e

Offense Date vy

11/13/2017
3/15/2007
/512017
512017
1512017
1/5/2017
1/5/2017
1/5/2017
/502017
1/5/2017
1/5/2017
1572017

/52017
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Associate an Unmatched Mittimus Record to a Youth

DYS_Assess — Manage Unmatched
? Mittimi Queue Job Aid

e Once a Mittimi is associated, all other subsequent Mittimi will become associated to the

Youth.

e An alert will be sent to all DYS Commitment Specialists every time a subsequent
Mittimus gets automatically associated.

Steps/Output

Screenshot

In the Unmatched Mittimi Queue: o B
otoRao S o8
Workspace
1. Locate the appropriate Unmatched Mittimi Queue
Unmatched Mittimus from o
Court Case Number y SID vy Name vy DOB y MITSeq Y Amended <y Offenses vy Offense Date vy
the Queue using the DT 0T o w00 1 N T
Widoesgw
navi ation tOOIS Sho n above D0072017JD000073 3366533 Exjohngwhy Eoleanshh 8/1/2000 1 N 18-3-203(1)(g) 3/15/2017
g w .
D0072017JD000027 XL123565 Znjohnftmy Qhleanrpr 3/5/2000 1 N 12-4-301{1) 1/5/2017
Qadosflo
D0072017JD000027 XL123585 Znjohnftmy Qhleanrpr 3/5/2000 1 N 18-4-301(1) 1/5/2017
Qadoeflo
D0072017JD000627 XL123565 Znjohnftmy Qhleanrpr 3/5/2000 1 N 18-3-204(1}(a) 1/5/2017
Doo72017JD00002T XL183565 Znjohnftmv Qhleanrpr 3/5/2000 1 N 18-3-204(1)(a) 1/5/2017
Qadoeflo
Do072017JD00002T XL183565 Znjohnftmv Qhleanrpr 3/5/2000 1 N 18-4-401(1),(2)(d) 1/5/2017
D0072017JD000027 XL183565 Znjohnftmv Qhleanrpr 3/5/2000 1 N 18-4-401(1),(2)(d)  1/5/2017
Qadoeflo
D0072017JD000027 XL183565 Knjohnipii Nileantgz 5/7/2000 1 N 18-4-301(1) 1/5/2017
Atdoevcl
D0072017JD000027 XL123565 Knjohnipii Nlleantgz 5/7/2000 1 N 18-4-301(1) 1/5/2017
evel
D0072017JD000027 XL123565 Knjohnipii Nlleantgz 5/7/2000 1 N 18-3-204(1)(a) 1/5/2017
Atdoswcl
D0072017JD000027 XL123585 Knjohnipii Nileantgz 5/7/2000 1 N 18-3-204(1)(a) 1/5/2017
Atdosvel
D0072017JD000027 XL123585 Knjohnipii Nlleantgz 57/2000 1 N 12-4-201{1)2)(d) /52017
i A @ |coLorADO Bl lH
Once the appropriate Unmatched gy — o i
Mittimus record is found:
Unmatched Mittimi Queue
mittimi List @) ActionsvQ, b, —

2. Click the Radio button to the
left of the Court Case Number.

This selects the Unmatched
Mittimus to associate to a specific
Youth.

Court Case Number

D0072017.JD000408

D0072017.JD000079

D0072017.D000027

D0072017.D000027

D0072017.D000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

D0072017.JD000027

Y SID y Name Y

3663507  Iujohnifik Wsleanyon
Widoesgw

3366533 Exjohngwhy Eoleanshh

XL183565 Znjohnftmy Qhleanrpr
Qadoeflo

XL183565  Znjohnftmv Qhleanrpr
Qadoeflo

XL123565 Znjohnftmy Qhleanrpr

XL123565  Znjohnftmy Qhleanrpr
Qadoefls

XL123565  Znjohnftmy Qhleanrpr
Qadocflo

XL123565  Znjohnftmy Qhleanrpr

XL183565  Knjohnipii Nileantgz
josvel

XL183565  Knjohnipii Nlleantgz
evel

XL183565  Knjohnipii Nlleantgz
joevel

XL183565  Knjohnipii Nlleantgz
joevel

XL183565  Knjohnipii Nlleantgz
evcl

DOB Yy MITSea Y Amended Yy Offenses y

1/11/2004

/1/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

3/5/2000

5/7/2000

5/7/2000

5/7/2000

5/7/2000

5/7/2000

1

1

N

N

N

Offense Date vy

18-4-401{1)(2)(e)  11/13/2017
18-3-203(1)(g) 371572017
18-4-301(1) 1/5/2017
18.4-301(1) 1512017
18-3-208(1)(a) 152017
18-3-204(1)(a) 152017
184-4010)2)(d)  3/5/2017
15-4-001(1),02)(d)  /5/2017
18-4-301{1) 1/5/2017
18-4-301(1) 1/5/2017
18:3-204(1)(a) 1512017
18-3-204(1)(a) 1512017
18-4-401(1),(2)(d) 1/5/2017
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In the Mittimi List banner:

3. Click the Actions drop-down
arrow.
4. Select Associate Mittimus.

This opens the Client Search
pop-up window.

COLORADO
Department o Human Services

Unmatched Mittimi Queue

Court Case Number

D0072017JD000408
D0072017JD000079
(®  Door2017JD000027
D0072017JD00002T
D0072017JD000027
D0072017JD00002T
D0072017JD00002T
D0072017JD000027
D0072017JD000027
D0072017JD000027
D0072017JD000027
D0072017JD00002T

D0072017JD000027

Y SID Y Name Y

3863507

3366533

XL1g3ses

XL183565

XL183565

XL183565

XL183565

XL1e3ses

XL1a3s65

XL1a3s65

XL1a3s65

XL1a3ses

XL183s65

lujohnifjk Wsleamyon
Widoesgw

Exjohnguhy Eoleanchh
Osdosgje

Znjohnftmy Qhleanrpr
Qadocflo

Znjohnftmy Qhleanrpr
Qadoeflo

Znjohnftmy Qhleanrpr
Qadoeflo

Znjohnftmy Qhleanrpr
Qadoeflo

Znjohnftmy Qhleanrpr
Qadosflo

Znjohnftmy Qhleanrpr
Qadoeflo

Knjohnigii Nileantgz
Atdozvel

Knjohnipii Nileantgz
evel

Knjohnipii Nileantgz

Atdosvel

Knjohnipii Nileantgz

Knjohripi Nileantgz
jocvcl

Welcome,

Workspace

DOB Y MITSeq Y Amended

1112004 1 N
8/1/2000 1 N
3/5/2000 1 N
afs/2000 1 N
3/5/2000 1 N
3/5/2000 1 N
3/5/2000 1 N
3/5/2000 1 N
5/7/2000 1 N
5/7/2000 1 N
5/7/2000 1 N
572000 1 N
512000 1 N

18.4-201(2),(2)(e)

1e32031)gh

18-4-301(1)

18-4-301(1)

18-3-204(1)(a)

18-3-204(1)(3)

18-4-401{1),(2)(d)

18-4-401(1),(2)(d)

18-4-301{1)

18-4-301(1)

18-3-204(1)(a)

18-3-204(1)(a)

18-4-401{1),(2}(d)

132017

3/15/2007

1/5/2017

572017

/52017

52017

/52017

/52017

/52017

/52017

1/5/2017

1572017

/52017

In the Search Queries section of
the Client Search pop-up window:

5. Enter the Client ID or any
other identifying information.
6. Click Search.

This opens the Search Queries
results.

Select Client

|_or |

First Name

Date of Birth

Middle Name

Phone Number

Denver

Household Number

Last Name

Smith

Client ID

3249404

zP

Social Security Number

Soundex
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In the Search Queries results:

7. Click the appropriate Client
Name.

The Client Details display below
the Search Queries list.

Select Client

(TR Relations o phone @ 5B94 Cases @ Admissions @  CW Referral/Assessment @ | )

Hijgtalnmh Qhstijamusx Qjdsaadoebq

Sex Assigned at Birth D8 CustodyStatus  History  InPlacement
Male 5712001 VES

ClientID State D SSN County/Agency Alias Name

3243484 PO19672 758006506 PYFRTYFSVGI

After confirming this is the correct
Youth:

8. Click Select.
The Unmatched Mittimus record

and all subsequent Mittimi are
associated to the Youth.

Select Client

555555

=

Phonetic Search: false, Client ID: 3249494 1result
FullName Y CII Y ClientlD Y Gender Yy DOB Y Age Y StateID Y SSN Y County Y DYS|

3243488 Male sfp001 19 Po10872 75600 Weld Ves
6906

w Relations O Phone @ 5B94 Cases @ Admissions @ W Referral/Assessment @ | )

Hyjgtalnmh Qhstkjamusx Qjdsaadoebq

Sex Assigned at Birth D08 Age CustodyStatus  History  InPlacement

WMale 572001 19 vES

ClientID State D SSN County/Agency Alias Name

3249494 PO19872 758006906 PYFRTYFSVGH
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The record is removed from the
Unmatched Mittimi Queue List
and you return to the updated
Unmatched Mittimi Queue.

A @p |coLorRADO

€O 7 | Depurimentof uran servicss

Unmatched Mittimi Queue

Mi

List @
Court Case Number

D0072017.D000402
D0072017.JD000079
D0072016JD000407
D0072016JD000407
D0072016JD000408
D0072016JD000408
D0072016JD000412
D0072016.JD000412
D0262016JD000006
D0262016JD000006
D0692015JD000932
D0692015JD000932

D0692015JD000932

Y SID Y Name Y

3663507  Iujohnifik Waleanyon
Widoesgw
3366533 Exjohngwhy Eoleanchh
Osdoeqje
XL146079 Nrjohnjxjd Utleangyr
Qudocuwp
XL146075 Nrjohnjxjd Utleangyr
wp

Qudoeu

XL146060 Orjohnoyoo Kdleanncw
docurz

XL146080 Orjohnoyoo Kdleanncw
Phdoeurz

XL146993 Hmjohnnxph Ngleanwvq
doeqmw

XL146933 Ppjohnmgui Wleznplg
Jadoeujc

XL037321 Sfiohnaczo Weleandag
Ivdoscoj

XL037321 Zxjohnvwve Gtleanwbw
Rmdosdnk

XUg3gsa4 Tajohncawo Ooleanygq
Umdoexcx

XUg36524 Tajohncawo Ooleanygg
Umdoexex

XUg3gse4 Tdjohncawo Ooleanygq
Imdoexcx

Workspace

DOB Y MIT Seq

1/13/2004 1

2/1/2000 1

8/17/2001

2/17/2001 1

T/11/2000

11/2000

1/12/2000

4/3/2000

24/16/2000

/11/2000

5/6/1998

5/6/1992

5/6/1992

v Amended ¥
N

ActionsvQ L,

Offenses Y Offense Date vy
1e4a0i e 1132007
18:3:203(2)(g) 31512017
18-4-503(2)(2) 10/31/2016
18-13-022(3)b)4le)  10/31/20%6
1-4-503(2)(a) 10/31/2026
18-13-122(3)(b) 4la)  10/31/2016
18-3-204{2)(a) 10/28/2016
18-3-204(1)(2) 10/28/2016
1e-13-1205)(a) ale) 5/512016
1813.12203)(a) 4le) /52016
18-4-302(1)(d) 11/5/2015
18.4-30101) 10502015
183206(:)(ab) 1152015
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