A TM Intake - Manage Pending Outgoing

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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COLORADO

TM Intake - Manage Pending Outgoing

Procedure

1.

2.

Follow the steps below to complete the task:

https://trails-dev2.state.co.us/ - Internet Explorer

Click the Queues menu item.
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https://trails-dev2.state.co.us/ - Internet Explorer

3. Click the Pending Outgoing menu item.
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Pending Outgoing - Colorado Trails - Google Chrome

4. Pending Outgoing Page
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The Pending Outgoing page displays.

Pending Outgoing - Colorado Trails - Google Chrome

5. Pending Outgoing List
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TM Intake - Manage Pending Outgoing

The Pending Outgoing page displays a list of both hotline and referral records
that are being transferred from one of your affiliated counties to a different county,
and are pending acceptance. The number of records in the list displays in the list
header, in this example there are five records.

Pending Outgoing - Colorado Trails - Google Chrome

6. Pending Outgoing Transferred From Field
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Pending records that are outgoing from your primary affiliated county will display by
default. You can use the Transferred From drop-down menu to view pending
records outgoing from your other affiliated counties.

Pending Outgoing - Colorado Trails - Google Chrome

7. Click the Transferred From drop-down menu.
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Pending Outgoing - Colorado Trails - Google Chrome

COLORADO

Depactmant of Human Services Welctme!
Pending Outgoing
Transferrad From:
Adams ~ |
All Counties
8 — Denver
Jefferson |
Trails ID ¥ ReportDate Y Record Type YT Reporter Name Y Reporter Phone v CallType ¥ Family Name Y Transferred Date/Time sy
1376507 06/21/2018,3:32 Hotline 06/21/2018, 3:37 PM
PM
2845507 06/15/2018, 7:00 Referral Otts Child Welfare Brown 06/22/2018, 5:21 PM
AM Inquiry
1377050 07/03/2018,10:30  Hotline Porter 303-303-3033 Child Welfare mily 07/05/2018, 5:26 PM
PM Inquiry
1376509 08/21/2018, 11:10  Hotline Dickens 303-111-2222 Child Welfare doe 07/05/2018, 5:30 PM
PM Inquiry
2845576 07/02/2018, 7:00 Referral Repor Child Welfare Fam 07/05/2018, 5:33 PM
AM Inquiry
8. Click the Denver list item. Denver
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Pending Outgoing - Colorado Trails - Google Chrome

COLORADO PR
Departmant of Human n o
i ko Welcome, A © ©
>
Pending Outgoing
Transferred From:
Denver ~ ‘
Recort Q L -
TrailsID ¥ ReportDate ¥ Record Type Y Reporter Name Y Reporter Phone ¥ Call Type Y Family Name Y Transferred Date/Time a7
2845473 06/07/2018, 7:00 Referral MName Child welfare Family Name 06/12/2018, 6:20 PM
AM Inguiry

2845259 04/20/2018, 7:00 Referral Deminski FAS - Child Doeqgfbf 06/21/2018, 7:00 PM
AM Protection

2845259 04/20/2018, 7:00 Referral Deminski PAS - Child Doegfbf 06/21/2018, 7:00 PM
AM Protection

2844520 04/19/2018, 7:00 Referral Filus PAS - Child Doeiyzl 06/22/2018, 5:11 PM
AM Protection

1376506 06/21/2018, 3:31 Haotline 303-333-3333 Child Welfare Farmerly 07/05/2018, 3:45 PM
PM Ingquiry

2845454 06/01/2018, 7:00 Referral Child Welfare Martin 07/05/2018, 3:45 PM
AM Inguiry

2845454 06/01/2018, 7:00 Referral Child welfare Martin 07/05/2018, 3147 PM
AM Inguiry

9. Pending Outgoing Denver
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Pending outgoing records for Denver display in the list.

Pending Outgoing - Colorado Trails - Google Chrome

A 5 coLorapoO LBl
c

= Departrent af Husmar = ¢
o 4| Bt Welcome, AT © @

Pending Outgoing

Transferred From:
Denver v ‘
Records () Q 4 -
TrailsID Y ReportDate Y Record Type Y Reporter Name Y Reporter Phone Y Call Type Y Family Name Y Transferred Date/Time a7
2845473 08/07/201%, 7:00 Referral Name Child Welfare ~ Family Name 06/12/2018, 6:40 PM
AM Inguiry

2845259 04/20/2018, 7:00 Referral Deminski PAS - Child Doeqfbf 06/21/2018, T:00 PM
AM Protection

2845259 04/20/2018, 7:00 Referral Deminski PAS - Child Doeqfbf 06/21/2018, T:00 PM
AM Protection

2844520 04/19/2018, 7:00 Referral Filus PAS - Child Doeiyzl 06/22/2018, 5:11 PM
AM Protection

1376506 06/21/2018, 3:31 Hotline 303-333-3333 Child welfare Farmerly 07/05/2018, 3:45 PM
PM Inguiry

2845454 08/01/2018, 7:00 Referral Child welfare Martin 07/05/2018, 3:46 PM
AM Inguiry

2845454 06/01/2018, 7:00 Referral Child Welfare Martin 07/05/2018, 3:47 PM
AM Ingquiry

10. Sort List
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The list is sorted by Transferred Date/Time, with the oldest displaying first. You can
use the column header sort arrows to resort the list. For example, you could sort
the list by report date.

Pending Outgoing - Colorado Trails - Google Chrome

COLORADO

Dapartenant of Human Sorvices

Welcome,

Pending Outgoing

Transferred From:
Denver v
Records o Q & -
11 ——————FrailsI>—7ReportPatd T Record Type T Reporter Name Y Reporter Phone T Call Type Y Family Name Y Transferred Date/Time &y
2845473 06/07/2018, T:00 Referral Name Child Welfare Family Name 06/12/2018, 6:40 PM
AM Inquiry
2845259 04/20/2018, T:00 Referral Deminski PAS - Child Doeafbf 06/21/2018, T:00 PM
AM Protection
2345259 04/20/2018, T:00 Referral Deminski PAS - Child Doegfbf 06/21/2018, T:00 PM
AM Protection
2344520 04/18/2018, T:00 Referral Filus PAS - Child Doeiyzl 06/22/2018, 5:11PM
AM Protection
1376506 06/21/2018, 3:31 Hotline 303-333-3333 Child welfare Farmerly 07/05/2018, 3:45PM
PM Inguiry
2845454 06/01/2018, 7:00 Referral Child Welfare Martin 07/05/2018, 3:46 PM
AM Inquiry
2845454 08/01/2018, T:00 Referral Child Welfare Martin 07/05/2018, 3:47 PM
AM Inquiry

11. Click the Report Date sort down arrow icon.
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Pending Outgoing - Colorado Trails - Google Chrome

COLORADO

Dupartment af Human Services

Pending Outgoing

Transferred From:

Denver ~ ‘

Welcome,

Trails ID ¥ ReportDate +¥ Record Type Y Reporter Name Y Reporter Phone v Call Type

¥ Family Name Y Transferred Date/Time 7

LWMOD

z [

A @

Q &

(2]

2844520 04/19/2018, 7:00 Referral Filus PAS - Child Doeiyzl 06/22/2018, 5:11 PM
AM Protection

2845259 04/20/2018, 7:00 Referral Deminski FAS - Child Doeqgfbf 06/21/2018, 7:00 PM
AM Protection

2845259 04/20/2018, 7:00 Referral Deminski PAS - Child Doegfbf 06/21/2018, 7:00 PM
AM Protection

2845454 08/01/2018, 7:00 Referral Child welfare Martin 07/05/2018, 3:46 PM
AM Inguiry

2845454 06/01/2018, 7:00 Referral Child Welfare Martin 07/05/2018, 3:47 PM
AM Ingquiry

2845473 08/07/201%, 7:00 Referral Name Child Welfare ~ Family Name 06/12/2018, 6:40 PM
AM Inguiry

1376506 06/21/2018, 3:31 Hotline 303-333-3333 Child welfare Farmerly 07/05/2018, 3:45 PM
PM Inguiry

12. List Sorted
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The list displays the record with the oldest report date at the top. To view more
information about any of the records, you can scroll across the list.

Pending Outgoing - Colorado Trails - Google Chrome

4 G COLORADO
CO?‘

Departrest af Human Sorvises

Pending Outgoing

Transferred From:
Denver v
Records () Q 4 -

er Name Y Reporter Phone Y Call Type YT Family Name Y Transferred Date/Time <Y Transferred To (County/Agency) Y Transferred By ¥
PAS - Child Doeiyzl 06/22/2018, 5:11 PM El Paso Test12
Protection

] PAS - Child Doeqfbf 06/21/2018, T:00 PM Boulder Testls
Protection

fi PAS - Child Doeqfbf 06/21/2018, T:00 PM Boulder Test1s
Protection
Child Welfare  Martin 07/05/2018, 3:46 PM Crowley Test2
Inquiry
Child welfare Martin 07/05/2018, 3147 PM Bent Test2
Inquiry
Child welfare Family Name 06/12/2018, 6:40 PM Larimer Qa Testl2
Inguiry

303-333-3333 Child Welfare Farmerly 07/05/2018, 3:45 PM Adams Test2

Inguiry

13. Transferred To and By

. Copyright 2016 State of Colorado
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At the end of the list you will find details about where the referral is being
transferred to, as well as who transferred the record.

Pending Outgoing - Colorado Trails - Google Chrome

A G [coLoraDO PRI
co 7

Departrent af Human Servicos k-] 1]
i . Welcome, 1A %) o

Pending Outgoing

Transferred From:
Denver v ‘
Records () Q 4 -

er Name Y Reporter Phone Y Call Type YT Family Name Y Transferred Date/Time <Y Transferred To (County/Agency) Y Transferred By ¥
PAS - Child Doeiyzl 06/22/2018, 5:11 PM El Paso Test12
Protection

i PAS - Child Doeqfbf 06/21/2018, T:00 PM Boulder Testls
Protection

i PAS - Child Doeqfbf 06/21/2018, T:00 PM Boulder Test1s
Protection
Child Welfare  Martin 07/05/2018, 3:46 PM Crowley Test2
Inquiry
Child welfare Martin 07/05/2018, 3147 PM Bent Test2
Inquiry
Child welfare Family Name 06/12/2018, 6:40 PM Larimer Qa Testl2
Inguiry

303-333-3333 Child Welfare Farmerly 07/05/2018, 3:45 PM Adams Test2

Inguiry

14. Filter List

. Copyright 2016 State of Colorado
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Another option for locating specific records in the list is using the header filter
option. For example, you could filter the list to only show pending records outgoing

to Adams county.

Pending Outgoing - Colorado Trails - Google Chrome

COLORADO

partmant of Human Services

Welcome,

Pending Outgoing

Denver ~

Records o

er Name T Reporter Phone ¥ Call Type
PAS - Child
Protection
4 PAS5 - Child
Protection
4 PAS5 - Child
Protection
Child welfare
Inguiry
Child welfare
Inguiry
Child Welfare
Inguiry
303-333-3333 Child Welfare
Inquiry

15. Click the Transferred To (County/Agency) filter icon.

Q& -

¥ Family Name Y Transferred Date/Time ¥ Transferred To (County/Agency) Y <FransferredBy—r——— 15

Doeiyzl

Doeqfbf

Doegfbf

Martin

Martin

Family Name

Farmerly

06/22/2018, 5:11 PM

06/21/2018, 7:00 PM

06/21/2018, 7:00 PM

07/05/2018, 3:46 PM

07/05/2018, 3:47 PM

06/12/2018, 6:40 PM

07/05/2018, 3:45 PM

T

ElPaso

Boulder

Boulder

Crowley

Bent

Larimer

Adams

Test1d

Testl6

Testls

Test2

Test2

Qa Test12

Test2

Friday, July 13, 2018
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Pending Outgoing - Colorado Trails - Google Chrome

cons LWMOD
4 @y COLORADO
co ¥

Dapartment of Human Services E-3 o
s ki . Welcome, A © ©

Pending Outgoing

Transferred From:

Filter for:

Enter filter term
Records °

Denver ~ ‘

erName ¥ Reporter Phone v Call Type T Family Name Y Transferred Date/Time ¥ Transferred To (County/Agency) Y Transferred By ¥
PAS - Child Doeiyzl 06/22/2018, 5:11 PM ElPaso Test12
Protection

i PAS - Child Doeqfbf 06/21/2018, 7:00 PM Boulder Test1s
Protection

i PAS - Child Doegfbf 06/21/2018, 7:00 PM Boulder Testls
Protection
Child welfare Martin 07/05/2018, 3:146 PM Crowley Test2
Inguiry
Child Welfare Martin 07/05/2018, 3:47 PM Bent Test2
Inguiry
Child Welfare ~ Family Name 06/12/2018, 6:40 PM Larimer Qa Testil
Inquiry

303-333-3333 Child welfare Farmerly 07/05/2018, 3:45PM Adams Test2

Inquiry

16. Filter For Term Entry Box

. Copyright 2016 State of Colorado
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The Filter for term entry box displays.

Pending Outgoing - Colorado Trails - Google Chrome

» W COLORADO

€O 7 | Departmant ot Human sarvices

Welcome,

Pending Outgoing

Denver v

Filter for:

Enter filter term 17

er Mame Y Reporter Phone Y Call Type Y Family Name Y Transferred Date/Time <Y Transferred To (County/Agency) Y TransferredBy T

PAS - Child
Protection

4 PAS - Child
Protection
4 PAS5 - Child
Protection
Child Welfare
Inquiry
Child welfare
Inguiry
Child welfare
Inguiry
303-333-3333 Child Welfare
Inguiry

Doeiyzl

Doeqfbf

Doeqfbf

Martin

Martin

Family Name

Farmerly

06/22/2018, 5:11 PM

06/21/2018, 7:00 PM

06/21/2018, T:00 PM

07/05/2018, 3:46 PM

07/05/2018, 3:47 PM

06/12/2018, 6:40 PM

07/05/2018, 3:45 PM

17. As required, complete/review the following fields:

ElPaso

Boulder

Boulder

Crowley

Bent

Larimer

Adams

Test1d

Testlé

Testle

Test2

Test2

Qa Testl2

Test2

Field Description
Enter filter term
Example:
Adams

Friday, July 13, 2018
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Pending Outgoing - Colorado Trails - Google Chrome

COLORADO

Depactmant of Husman Services

Pending Outgoing

Denver w

er Mame ¥ Reporter Phone ¥ Call Type
PAS - Child
Protection
i PAS - Child
Protection
G PAS - Child
Protection
Child welfare
Inguiry
Child Welfare
Inguiry
Child Welfare
Inquiry
303-333-3333 Child Welfare
Inguiry

I
Adams 18
Records °

¥ Family Name Y Transferred Date/Time ¥ Transferred To (County/Agency) ¥ TransferredBy Y

Doeiyzl

Doeqfbf

Doegfbf

Martin

Martin

Family Name

Farmerly

06/22/2018, 5:11 PM

06/21/2018, 7:00 PM

06/21/2018, 7:00 PM

07/05/2018, 3:46 PM

07/05/2018, 3:47 PM

06/12/2018, 6:40 PM

07/05/2018, 3:45 PM

ElPaso

Boulder

Boulder

Crowley

Bent

Larimer

Adams

Test1®

Test16

Testls

Test2

Test2

Qa Test12

Test2

-
18. Click the Confirm button.

Friday, July 13, 2018
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Pending Outgoing - Colorado Trails - Google Chrome

LWMOD

z [

e e Welcome, A © @

4 @y COLORAD
¥

Pending Outgoing

Transferred From:
Denver ~ ‘
Recurds° Q 4 -
erName ¥ Reporter Phone v Call Type T Family Name Y Transferred Date/Time ¥ Transferred To (County/Agency) Y Transferred By
x Adams
303-333-3333 Child Welfare Farmerly 07/05/2018, 3:45 PM Adams Test2
Inguiry

19. Pending Outgoing Transferred To Adams

. Copyright 2016 State of Colorado
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Only pending outgoing records transferred to Adams county display. To view
information at the start of the list, scroll back across.

Pending Outgoing - Colorado Trails - Google Chrome

+ % COLORADO

CO F | Departmart ot uman sarvices

Transferred From:
Denver v
Records () Q 4 -
TrailsID Y ReportDate +Y Record Type Y Reporter Name Y Reporter Phone Y Call Type Y Family Name Y Transferred Date/Time
1376506 06/21/2018, 3:31 Hotline 303-333-3333 Child welfare Farmerly 07/05/2018, 3:45 PM
PM Inguiry

20. Trails ID Link

. Copyright 2016 State of Colorado
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The Trails ID for the filtered record is a link. Clicking this link will open the record's
details. In this example, the record is a hotline, so clicking the link will open the
Hotline details.

Pending Outgoing - Colorado Trails - Google Chrome

A @y COLORADO
oY |om

rernart of Husman Sorvises

Welcome,

Transferred From:
Denver ~
Recordso Q & -
Trails ID ¥ ReportDate s Y Record Type 7Y Reporter Name YT Reporter Phone 7 Call Type T Family Name Y Transferred Date/Time ¥
21 ——— 1376508 06/21/2018, 3:31 Hotline 303-333-3333 Child welfare Farmerly 07/05/2018, 3:45PM
BM Inquiry

21. Click the Trails ID (1376506) link. 1375505

. Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

22. Hotline Details Page

) Copyright 2016 State of Colorado
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The Hotline Details page displays.

HotlineDetails - Colorado Trails - Google Chrome

23. Hotline Details Editable

) Copyright 2016 State of Colorado
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The hotline details page opens in editable mode, this allows you to make changes
to the hotline while it is waiting to be transferred. You can use the page navigation

on the left to jump to the section that needs editing. For example, you could add the
missing Reporter Name.

HotlineDetails - Colorado Trails - Google Chrome

24. Click the Reporter Info menu item.

) Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

25. Reporter Information

) Copyright 2016 State of Colorado
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The Reporter Information section displays at the top of the page. Notice the
Reporter's name is missing and needs to be added.

HotlineDetails - Colorado Trails - Google Chrome

26. As required, complete/review the following fields:
Field Description
Reporter First Name
Example:
\Will

) Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

27. Click the Reporter Last Name* text box.

) Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

28. As required, complete/review the following fields:
Field Description
Reporter Last Name
Example:
Porter

) Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

29. Reporter Name Added

) Copyright 2016 State of Colorado
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Having entered the missing reporter's name, you can return to the top of the page.

HotlineDetails - Colorado Trails - Google Chrome

30. Save Updates

) Copyright 2016 State of Colorado
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Remember to save the updates you have made.

HotlineDetails - Colorado Trails - Google Chrome

31. Click the Save button.

) Copyright 2016 State of Colorado
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HotlineDetails - Colorado Trails - Google Chrome

32. Save Successful

) Copyright 2016 State of Colorado
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You will be provided confirmation that your updates were saved. Any updates you
make to the hotline from the pending outgoing queue and save, will also update the
hotline in the corresponding pending incoming queue.

HotlineDetails - Colorado Trails - Google Chrome

33. Click the OK button.

) Copyright 2016 State of Colorado
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Pending Incoming - Colorado Trails - Google Chrome

34. Pending Incoming Hotline Updated

) Copyright 2016 State of Colorado
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On the Pending Incoming queue for Adams county, you will see the hotline update
you just made is reflected in the same hotline awaiting transfer to Adams.

HotlineDetails - Colorado Trails - Google Chrome

35. Return to Pending Outgoing Queue

) Copyright 2016 State of Colorado
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Having updated and saved the hotline details, you can return to the pending
outgoing queue.

HotlineDetails - Colorado Trails - Google Chrome

36. Click the < Back to Pending Outgoing link.

) Copyright 2016 State of Colorado
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Pending Outgoing - Colorado Trails - Google Chrome

37. Pending Outgoing Record Search

) Copyright 2016 State of Colorado
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You have seen how to sort and filter the Pending Outgoing list to assist in locating
specific records. You can also use the search in the list header to help find records.
For example, you could use the search to find a referral using its Trails ID.

Pending Outgoing - Colorado Trails - Google Chrome

38. Click the Search icon.

Copyright 2016 State of Colorado
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Pending Outgoing - Colorado Trails - Google Chrome

39. As required, complete/review the following fields:
Field Description
Search
Example:
2845576

) Copyright 2016 State of Colorado
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Pending Outgoing - Colorado Trails - Google Chrome

40. Search Result

) Copyright 2016 State of Colorado
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The Referral that matches your search criteria displays. Remember, you can click
the Trails ID link to open the referral details page.

Pending Outgoing - Colorado Trails - Google Chrome

41. Click the Trails ID (2845576) link.

) Copyright 2016 State of Colorado
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Referral Details: - Colorado Trails - Google Chrome

42. Referral Details Page

) Copyright 2016 State of Colorado
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The Referral Details page displays.

Referral Details: - Colorado Trails - Google Chrome

43. Recall Transfer

) Copyright 2016 State of Colorado
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As well as being able to edit records awaiting transfer in the Pending Outgoing
queue, you can also recall a transfer using the Recall Transfer button.

Referral Details: - Colorado Trails - Google Chrome

44, Click the Recall Transfer button.

) Copyright 2016 State of Colorado
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Referral Details: - Colorado Trails - Google Chrome

45, Recall Transfer Pop-Up Window

) Copyright 2016 State of Colorado
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The Recall Transfer pop-up window displays. As you can see, before recalling the
transfer you need to confirm you do want to recall the transfer. You will also see
that by recalling the transfer, the referral will be removed from the Pending
Outgoing queue and will be added back to the Pending Referral queue. If you
decide you do not want to recall the transfer click Cancel. Otherwise, as we will
here, click OK.

Referral Details: - Colorado Trails - Google Chrome

46. Click the OK button.

Copyright 2016 State of Colorado
Friday, July 13, 2018 Py 46/53



TM Intake - Manage Pending Outgoing

COLORADO

Referral Details: - Colorado Trails - Google Chrome

47. Success Pop-Up Window

) Copyright 2016 State of Colorado
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A pop-up window will display letting you know the transfer recall was successful.
You can click OK to continue.

Referral Details: - Colorado Trails - Google Chrome

48. Click the OK button.

) Copyright 2016 State of Colorado
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Referral Details: - Colorado Trails - Google Chrome

49. Return to Pending Outgoing Queue

) Copyright 2016 State of Colorado
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Use the Back to Pending Outgoing link to return to the Pending Outgoing queue.

Referral Details: - Colorado Trails - Google Chrome

50. Click the < Back to Pending Outgoing link.

) Copyright 2016 State of Colorado
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Pending Outgoing - Colorado Trails - Google Chrome

51. Pending Outgoing Queue
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The recalled referral no longer displays in the Adams county Pending Outgoing
queue.

Pending Incoming - Colorado Trails - Google Chrome

52. Pending Incoming Queue

) Copyright 2016 State of Colorado
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The recalled referral has also been removed from the Pending Incoming queue for
the county the referral was being transferred to.

Pending Incoming - Colorado Trails - Google Chrome

53. Process Completed

You have seen how to manage hotlines and referrals in the Pending Outgoing
gueue. You can either continue to manage the pending outgoing records, or move
on to another task.
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