Tutorial for updating the Jeffco Alerting Rosters

Navigate to the JEFFCO HOME->EMERGENCY SERVICES>ALERTING
ROSTER->JEFFCO ALERTING ROSTER document.
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Click on the “Download” to the right of the “Jeffco Squadron Alerting Roster*
document, and the document should open, in an EXCEL spread sheet.
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Save the document to your computer locally.

NOTE: Remember where you saved this file on YOUR local computer, the location
will be used later.



NEXT, Edit and make the appropriate updates

NOTE! Be sure to update the Current date and the Changed by fields in Cell “A2”
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A2 - & This roster was last updated on 14 Mar 2009 at 0000 Jason Rew
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1 | Status Alerting Officer CAPID | Primary Phone| Secondary Phone Remarks J
iThrs rosterlwas last updated on 14 Mar 2009 at 0000 Jason Rew
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| 4 | Patlovany, Robert 310918] 303-212-0019 303-469-5701
EN Raley, Brian 138642] 303-437-7506 303-347-3124
| 6 | Sargent, Dick 398521) 303-347-5918 303-279-7725
| 7 Smiley, Brian 355242| 303-475-8866 none
| 8 | Butler, John 107422) 303-431-0679 303-309-44584
| 9 | Rew, Jason 411298] 303-915-0822 303-674-7532
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Once the updates are complete, SAVE the document locally on your computer.

NOTE: Remember where you saved this file on YOUR local computer, the location

will be used later.




Now back to the Web Browser page:
On the JEFFCO HOME->EMERGENCY SERVICES—>JEFFCO ALERTING ROSTER

page:

Click on the “Pencil Icon” to the left of the document, “Jeffco Squadron Alerting
Roster” (DON’T click on the “Pencil Icon” next to the “Add New Document”)
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And a page should open that looks
like:
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Now click on the “Upload New File”, and the page should change to look like the

following:
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Click on the “BROWSE” button, and a file dialogue box should open that looks
something like this:



Note the Widow contents will be slightly different because you are browsing the file
system on YOUR local computer. Choose the “Jeffco Alerting Roster.xIs” file that
you just modified in the earlier step.
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Click “OK” and you should return to the following window:
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Now click on “Upload Selected File”

In a couple of seconds the screen will update, and look similar to this.

NOTE! The box next to the “BROWSE” button is now clear, indicating that the file
has been updated!
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Now click on the “ Update” button.
The screen will update in a few seconds and look like:
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CONGRATULATIONS! The Jeffco Squadron Alerting Roster has been updated!



