How to Add Content and Join a Virtual Scribe
Courtroom

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

2  Click "Add content"

@ E Content ‘-h Structure Q Appearance ﬁc Extend "\ Configuration :1 People .|| Reports ¢

Home > Administration » Content
Content
Content Comments Feeds Contacts Files Rooms Comp
| + Add content I
Title Content type Published status Auth
‘ - Any - v ‘ - Any - v ‘
Filter
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https://live-colorado-judicial-branch.pantheonsite.io/admin/content

3  Click "Virtual Courtroom"

> Press Release
> Probation Department
> Rule Change

> Self-Help Form

A content type for forms that are often printed & filled.

> Sitewide Alert

> Virtual Courtroom

> Water Court

> Water Court Ruling

. Webform County Contact

Use for identifvina email addresses that should be notified for a aiven countv when a webfarm is submitte

4  Click here.

Create Virtual Courtroom -

Type
- None - v
County*
Judicial Officer
Q

Link
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5  Click the "County" field.

WiIGCULSY VI LUGL WWUI LIWVVIIED

Type

- None -

County*

| & |

Judicial Officer

Link

6  Type"adams"
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7  Click "Adams County"

Type

- None -

County *

Adams/County

Link

URL

8  Click the "Judicial Officer" field.

Type

- None -

County*

Adams County (9) & ‘

Judicial Officer

——

Link

URL

Q

Start typing the title of a piece of content to select it. You can also enter an internal path such as
LIRI ziirh as httnedevamnle rom Fatar <frants ta link tn the frant nane Erter =nanlinks ta diznlaw
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9 Switch to tab "Virtual_Court Rooms - Google Sheets"

10 Copy the Judicial officer name from column H

&
H
(1]

1
|&

'l
T

'l

h-J

'l

A, o B WY B- 2

G i I J K L
= URL- do not use = |Judicial Officer Meeting access code
https://judicial.webex.com/meet/D17-BRGT-DIVA Vasquez 2597 658 5121
https://judicial.webex.com/meet/d17-brgt-divd1 Magistrate Ratliff 2590 286 1641
https://judicial.webex.com/join/d17_brgt_d2 Magistrate Lord-Blegen 2590 713 5482

https://judicial.webex.com/meet/D17-BRGT-DIVE
https://judicial.webex.com/meet/D17-BRGT-DIVF
https://judicial.webex.com/meet/D17-BRGT-DIVG
https://judicial.webex.com/meet/D17-BRGT-DIVL
https://judicial.webex.com/meet/D17-BRGT-DIVM
https://judicial. webex.com/meet/D17-BRGT-DIVQ
https://judicial. webex.com/meet/d17-brgt-clrk1
https://judicial. webex.com/meet/d17-brgt-clrk2
https://judicial. webex.com/meet/d17-brgt-divr2

https://judicial. webex.com/meet/d17-brgt-divs1 Magistrate Garlan 2596 213 8977
https://judicial.webex.com/meet/D17-BRGT-DIVT Judge Quick 2593 756 7162
httne:d findirial wahay ram/mast/N17-RRGT-Niv JI5AR ART RNGR
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11 Click "Ashley Ratliff" - If the judicial office is not found - try just entering the last
name if still not found then in a new tab create the Contact for the Judicial officer
based on their details from the legacy site.

County *

Adams County (9) -+ 1} ‘

Judicial Officer

E )

Michael J. Grattan

Ashley Ratliff

URL

Q

Start typing the title of a piece of content to select it. You can also enter an internal path such as
URL such as http://fexample.com. Enter <front> to link to the front page. Enter <nolink=> to display
<button> to display keyboard-accessible link text only.

Link text

12 Click the "URL" field.

Judicial Officer

Ashley Ratliff (3395) Q ‘l
Link
URL

Q

Start typing the title of a piece of content to select it. You can also enter an internal path such as
URL such as http://example.com. Enter <front> to link to the front page. Enter <nolink> to display
<button= to display keyboard-accessible link text only.

Link text

Meeting Codes
[ 1
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13 Click here.

Virtual_ CourtRooms + b &
File Edit View Insert Format Data Tools

Q Menus & ¢ S §F 100% v | $§ %

I
]

- fir =VLOOKUP(C3,rangel,2,false)

A B C
Location = COURT_LOCATIC = COURT_ROOM
Adams District 1A
Adams District
Adams District
Adams District
Adams District
Adams District
Adams District

L - VR S R~ S

Adams District

a

Adams District

e
=

Adams District

-
=}

Adams District

-
w

Adams District

-
B

Adams District

-
o

Adams District
Arame Nictrick
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< == =a = — o mm
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=
o

14 Click here.

&
Data Tools Extensions Help

, v 8 % O 00 123 Dpefaul.. ~ — +

c i F
OURT_ROOM = Meeting room url
hittps://www.coloradojudicial.gov/m/1-A
1 | https://www.coloradojudicial.gov/m/1-D1
2 " https://www.coloradojudicial.gov/m/1-D2

https://www.coloradojudicial. gov/m/1-E
https://www.coloradojudicial. gov/m/1-F
https://www.coloradojudicial. gov/m/1-G
https://www.coloradojudicial. gov/m/1-L
1 https://www.coloradojudicial.gov/m/1-M
L https://www.coloradojudicial. gov/m/1-
https://www.coloradojudicial. gov/m/1-R

1 https://www.coloradojudicial. gov/m/1-R1
https://www.coloradojudicial. gov/m/1-R2
1 https://www.coloradojudicial. gov/m/1-51

https://www.coloradojudicial. gov/m/1-T

httns: fhanww eolaradnindicial sou/m /1A
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Extensions Help

.0

-

ad

09 123 | Defaul.. ~ @ - +|B I & A ¢
> F

= Meeting room url = URL-do no
https://www.coloradojudicial.gov/m/1-A https://jud
i & httpsiiwww.coloradojudi... [0 2 @ ::E: j:::::
https://www.coloradojudicial.gov/m/1-E https://jud
https://www.coloradojudicial.gov/m/1-F https://jud
https://www.coloradojudicial.gov/m/1-G https://jud
https://www.coloradojudicial.gov/m/1-L https://jud
https://www.coloradojudicial.gov/m/1-M https://jud
https://www.coloradojudicial.gov/m/1-Q https://jud
https://www.coloradojudicial.gov/m/1-R https://jud
https://www.coloradojudicial.gov/m/1-R1 https://jud
https://www.coloradojudicial.gov/m/1-R2 https://jud
https://www.coloradojudicial.gov/m/1-51 https://jud
https://www.coloradojudicial.gov/m/1-T https://jud
httnc: ffunww ealaradnindicial eoufod 10 httre: ffind

ey
¢
|»
i
H
L

= URL- do not use

Judicial

https://judicial. webex.com/meet/D17-BRGT-DIVA
https://judicial webex.com/meet/d17-brgt-divd1
https://judicial webex.com/fjoin/d17_brgt_d2
https://judicial webex.com/meet/D17-BRGT-DIVE
https://judicial. webex.com/meet/D17-BRGT-DIVF
https://judicial webex.com/meet/D17-BRGT-DIVG
https://judicial webex.com/meet/D17-BRGT-DIVL
https://judicial webex.com/meet/D17-BRGT-DIVM
https://judicial webex.com/meet/D17-BRGT-DIVQ
https://judicial webex.com/meet/d17-brgt-clrkl
https://judicial webex.com/meet/d17-brgt-clrk2
https://judicial webex.com/meet/d17-brgt-divr2
https://judicial webex.com/meet/d17-brgt-divs1
https://judicial webex.com/meet/D17-BRGT-DIVT
httne:/ findirial wehey ram/meast/N17-RRGT-NivA

Vasqu
Magisti
Magisti

Magisti
Judge C




15 Click here.

B &
'mat Data Tools Extensions Help

00% ~ | $ % 9 99 23| Defaul. ~ - (10]+ B I & A|® H Ev lvhlv A
C LR F G

.= COURT_ROOM = Meeting room url = URL- do not use = |
1A https://www.coloradojudicial.gov/m/1-A https://judicial. webex.com/meet/D17-BRGT-DIVA "
1 D1 |httgs:géwww.coIoradoiudicial.zow’mz1—Dl lhttps:},"judicial.webex.mmfmeet;‘dl?—brgt—divdl "
1 D2 ht o https://judicial. webex.com/fjoin/d17_brgt_d2 "
1E pe @ httpsiwww.coloradojudii (IO )2 ® L Gl webex.com/meet/D17-BRGT-DIVE
1F httns:!fwww.coIoradoiudicial.ﬁoufmm https://judicial. webex.com/meet/D17-BRGT-DIVF
1G https://www.coloradojudicial.gov/m/1- https://judicial.webex.com/meet/D17-BRGT-DIVG
1|L https://www.coloradojudicial.gov/m/1-L https://judicial.webex.com/meet/D17-BRGT-DIVL
1M https://www.coloradojudicial.gov/m/1-M https://judicial.webex.com/meet/D17-BRGT-DIVM
1Q https://www.coloradojudicial.gov/m/1-Q https://judicial. webex.com/meet/D17-BRGT-DIVQ
1/R https://www.coloradojudicial.gov/m/1-R https://judicial.webex.com/meet/d17-brgt-clrk1
1 R1 https://www.coloradojudicial.gov/m/1-R1 https://judicial.webex.com/meet/d17-brgt-clrk2
1 R2 https://www.coloradojudicial.gov/m/1-R2 https://judicial.webex.com/meet/d17-brgt-divr2
151 https://www.coloradojudicial.gov/m/1-51 https://judicial.webex.com/meet/d17-brgt-divs1 "
1T https://www.coloradojudicial.gov/m/1-T https://judicial.webex.com/meet/D17-BRGT-DIVT I
1V https://www.coloradojudicial.gov/m/1-V https://judicial.webex.com/meet/D17-BRGT-DivV

16 Presscmd +v
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17 Click the "Link text" field.

Link

URL

https://www.coloradojudicial.gov/m/1-D1 Q

Start typing the title of a piece of content to select it. You can also enter an internal path such as
URL such as http://example.com. Enter <front> to link to the front page. Enter <nolink> to display
<hutton> to display keyboard-accessible link text only.

Link text
[

Meeting Codes

Meeting Number andfor Access Codes

Join By Phone

‘ To anpear bv nhone. nlease dial 720-650-7664 and enter the meatina |

18 Type "Join Virtual Courtroom"
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19 Click the "Meeting Codes" field.

20 Click here.

| |
Start typing the title of a piece of content to select it. You can also enter an internal path such as
URL such as http:/fexample.com. Enter <front> to link to the front page. Enter <nolink= to display
<button> to display keyboard-accessible link text only.

Link text

Join Virtual Courtroom

Meeting Codes

e

Meeting Number and/or Access Codes

Join By Phone

To appear by phone, please dial 720-650-7664 and enter the meeting ‘

Phone number to join virtual courtroom.

Body (Edit summary)

Paraaranh « R T @ — Slsource [E] v Chooselana.. « |

2 S-i-BvAv o B E Y @ 3
G H 1 J K L M M C
e = | Judicial Officer Meeting access code
webex.com/meet/D17-BRGT-DIVA Vasquez 2597 658 5121
webex.com/meet/d17-brgt-divd1 Magistrate Ratliff 2590 286 1641

webex.com/join/d17_brgt_d2
webex.com/meet/D17-BRGT-DIVE
webex.com/meet/D17-BRGT-DIVF
webex.com/meet/D17-BRGT-DIVG
webex.com/meet/D17-BRGT-DIVL
webex.com/meet/D17-BRGT-DIVM
webex.com/meet/D17-BRGT-DIVQ
webex.com/meet/d17-brgt-clrk1
webex.com/meet/d17-brgt-clrk2
webex.com/meet/d17-brgt-divr2
webex.com/meet/d17-brgt-divs1
webex.com/meet/D17-BRGT-DIVT
wehey rom/meast/N17-RRET-Niv

Magistrate Lord-Blegen 2590 713 5482

Magistrate Garlan 2596 213 B977
ludge Quick 2593 756 7162

759k ART RNGR
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21 Presscmd +c

22 Presscmd +v

23 Click the "Location" field.

Body (Edit summary)

Paragraph «- B I @ — E;}Source i_—‘ﬂ ~ Choose lang... w
Text format | Full HTML ~ |
Location *
| | Q |
Room
Published

Save Preview

24 Type "ada"
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25 Click "Adams County Justice Center"

Paragraph v B I @ — @)Source [E] v Chooselang.. v
Text format | Full HTML il
Location *

ada Q

Adams County Justice Center

Published

26  Click the "D1" field. Find the courtroom from column C in the Google sheet
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27 Click this button.

B

Published

Made with Scribe - https://scribehow.com

13



