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This document provides information on Workgroup administration in CCA.

The CCA Administrator will have the ability to view all workgroups, and assign multiple agents at a time to each
workgroup.

To access the Workgroups in Administration Manager, click the link on the left side of the page. Once you are in the
Workgroup screen there are several different ways to locate the workgroup that you would like to adjust.

e You can click the letter at the top
e You can type the report name in the Find field and click Go
e You can scroll through multiple pages by using the navigation buttons at the bottom of each page.

ﬁ Configure Help Tutorial About P& Logout

conPany Department of Health Service: CONTACT Jennifer Matthees
ALIAS DHSCCA PHONE
COUNTRY United States WEB SITE

| Add Edit | Delete Help | |
Workgroups \
\ Find
ABCDEFGHIJKLMNOPQRSTUVWXYZ 1234567890 Remove Filter [ s
A Descrpton |
{ c1.eBD EBD workgroup for C1
{? C1.General Non-specific program workgroup for C1
£ C1.Hmong Hmong workgroup for C1
#? c1.L1C LTC workgroup for C1
Advanced Reports # C1.Spanish Spanish workgroup for C1
{? C1.Translation Translation workgroup for C1
£ c10.eBD EBD workgroup for C10
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Once you have found the workgroup you would like to adjust, double click on the workgroup name. Once the
workgroup opens, click on the Agent tab.




Here you can check the boxes on the left hand side to select multiple agents to add to the workgroup. You can also
uncheck multiple agents from the workgroup by unchecking the boxes. Only use the All and Clear buttons if you want to
add ALL agents to the workgroup, or clear ALL agents from a workgroup.
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[7] | Bookelxijh Lakeisha Booker M1.MIIES
F Brendaclark1 Brenda Clark M1.MiIlES
B brinanyjoinerm Brittany Joiner M1.MECA
Broadd David Broaden M1.MIIES
'[j Brookjxvxn Jo'quana Brookshire M1.MIIES
7[3 Vburnstpyso Thomas Burns
'[j cancun Dolores Rodriguez M1.MiIlES
E cbusalacchi Cynthia Busalacchi M1.MIIES
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1| cfrankliin09 Corey Franklin M1.MIlES
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After you have completed your adjustments, you can click Apply or OK for your adjustments. You can also click Cancel
if you decide to back out before clicking Apply or OK.




