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How to create or edit a Sitewide Alert on
the website

1 Navigate to https://live-colorado-judicial-branch.pantheonsite.io/

2 To add a site wide alert Click "Content"
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3 Click "Add content"

4 Click "Sitewide Alert"
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5 Add the required fields and publish the alert.

6 To edit an existing sitewide alert - Click "Content"
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7 Click this dropdown to filter by Sitewide alert.

8 Click this button.
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9 Find the alert and Click "Edit"

10 Click the "Title" field to edit the title
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11 Click here to edit the text.

12 Click this button.
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13 Once the alert is created it need to be added to the queue - Click Structure then
Click "Entityqueues"

14 Click "Edit items" for the site wide alerts queue
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15 Click this text field to Search for the alert that was created.

16 More than one alert can be active, if there are multiple you can re-order them by
dragging them into the correct order.
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17 Click this button to save your changes.


