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FAIRFAX COUNTY COURTROOMS

CTMS is available in 18 of 40 courtrooms.

5t Floor
CCR

4t Floor
CCR

3 Floor
JDRDC

2nd Floor
GDC

1st Floor
GDC

(" N\ (- ™ ) 4 N D
5A || 5B .. SE . 5G || 5H

2A 2B

2E 2F 2G 2H 2]

1A 1B 1C 1D 1E

LEGEND: CTMS Availabilit

------

L]
------

Und Non-CTMS
Renova tion Courtrooms

(future

CTMS)

Ffairfax County Courthouse - County of Fairfax, Pirginia

1/24/2013

All Rights Reserved

S




OVERVIEW

Integrated system controls allow users to manage
CTMS components and functionality. These include:
1. System Start-Up

How to log-on and start the system

11. Presentation Functions
Present evidence and using the CTMS features

111. Microphone Functions

Control multiple microphones, manage volume levels and access
sidebar muting

iv. Options and Status Windows
Using options to enhance the standard functions of CTMS

v. System Shut-Down

Jfairfax County Courthouse - County of Fairfax, Pirginia 2329
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|. SYSTEM START-UP

If the CTMS is not active, the Judge or Clerk may need to log
into the system:

-
Wil

STEP 1 - Touch the screen to activate

the Fairfax County Logo screen -

STEP 2 - Touch the screen again

-_“;“!/

to display the CTMS keypad RGN

STEP 3 - Use the keypad to enter the access code, press Enter to log into and
start the System

O Please wait for the system to complete its start-up sequence before continuing. This should
take approximately one minute.

@ Please see the CrTO staff for access codes.
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|l. PRESENTATION FUNCTIONS

Evidence Presentation

All parties are permitted to present evidence from their
respective touch-panel displays.

0 The Judge and Clerk have full control for evidence
presentation:
Only the judge or clerk can publish or print an evidence
source.

0 Presenters (attorneys) have limited control for
evidence presentation:
Evidence sources can be selected, but not published or
printed.

Please refer to CTMS Training Guide 3. CTMS Evidence Presentation for more information on
O the evidence presentation system controls.
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|l. PRESENTATION FUNCTIONS

System Mute

The Judge or Clerk can mute all CTMS audio and
video instantaneously.

0 Locate the bright RED STOP button at the top
right corner of the CTMS screen.

0 Press to mute.

o Press again to unmute.
o This action will not republish evidence.
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|l. PRESENTATION FUNCTIONS

Sidebar Mute

Judges and Clerks can mute the microphones during
a sidebar conference.

Pressing either Sidebar button mutes all courtroom
microphones and audio sources, except for the
sidebar microphone (only used for recording).

to allow a Sidebar conference with “white __ Status

Auto Publish Status

o Press the left
noise.”

o Press the right &1 to allow a Sidebar conference without
“White nOise.” EifidenceSource

10

o Press either button again to return the system to its previous romr——
state. :

Conference

Monitoring

"White Noise” is the masking noise sent to all areas of the courtroom except the
@ bench. This prevents sidebar conversations from being heard by anyone other than
—  the Judge and the attorneys.
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[1l. MICROPHONE FUNCTIONS

Microphone Levels

The Judge or Clerk can control
the volume levels for all
courtroom microphones.

Recall
Default

Recall
Jser Preset

To access volume controls, select
Microphones under Go To.

&
£l
| —

Save As
Default

Save As
ser Preset

Press the Up or Down buttons to
adjust the volume of any microphone.

Red Level Status Bars, display the
@ selected volume level.

The Protected Witness Mute button is

@ always off unless in the Protected
~ Witness Conference mode.

|

Press the Mute button to mute the
microphone volume.

Al When a microphone is muted, the
related Mute button is red. When
" unmuted, the Mute button is gray.
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[1l. MICROPHONE FUNCTIONS

Microphone Volume

Judges and Clerks can also |
=

control:

Evidence/Remote Witnhess: | otk
Control the volume levels of all audio [z
sources other than the microphones.

Sidebar Noise: Controls noise levels
for masking sidebar conversations at
the Judge’s bench.
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[1l. MICROPHONE FUNCTIONS

Microphone Volume

Judges and Clerks can also: -

Recall Default: Recall default H H .,.:‘:::u.",.t

courtroom microphone volume Joown || [ooun

Settin S. m Plaintiff 1 Defense 1 Plaintiff 2 Defense 2 —
5 |

Recall User Preset: Recall preset (e ||

user microphone volume settings. — N I8 IR

Save as Default: Take the selected e

volume and mute states, sets them fo |T |T o [T
as the default courtroom settings. l l m‘ H

Save as User Preset: Retain default [oown [ooun
settings, creates a temporary default
setting. Deleted when the system

shuts down.

0 You will be prompted to enter an access code
when you save new default settings. Please

Return: To exit the Mi CI’Oph ones see Court Tech Office staff for access codes.

and Options screens, returns to the
previous screen.
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V. OPTIONS AND STATUS WINDOWS

Selecting Options:

The Options Screen gives the Judge and Clerk control over
various aspects of CTMS not used on a daily basis.

STEP 1 - To select options, go to the Options button by selecting
Options in the Status section on the right side of the main menu.

@ Only the Judge or Clerk can select the Options Page.
Ffairfax County Courthouse - County of Fairfax, Pirginia
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V. OPTIONS AND STATUS WINDOWS

Selecting Options

STEP 2 - Select the
option you would like to
change:

O Default Page

O Auto Publish Evidence
Allow Room Monitoring
TP Preview Reset

Big Screens Gallery
Jury Monitors

Judge/Clerk PC Preview
Warning

Timed Shutdown (PM)
Witness Plasma Controls

O 0000

(M

1/24/2013

Default Page

Evidence

Conference

Auto Publish
Evidence

[ 3

Allow
Room Monitoring

>

TP Pre;iew Re;et
Left Left
RGB RGB
Right Right
RGB RGB

All Rights Reserved

Big Screens Witness Plasma

Controls
Power |Power
(o]] Off

Jury Monitors

-3

Judge/Clerk PC
Preview Warning

Bl -
Timed Shutdown (PM)
I 9:00 I 10:00 I 11:00 I 12:00
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V. OPTIONS AND STATUS WINDOWS

Options Screen Detault Page
Evidence

Default Page: Controls main screen will display

upon login.

Auto Publish Evidence: If switched to On, Auto Publish

evidence will display on selected screens without the

judge or clerk’s approval. I on ﬂ

Allow Room Monitoring: Allows the courtroom to Rsom s i

be monitored by other CTMS-enabled courtrooms. D
g -

TP Preview Reset: Refreshes selected preview pane
in case of glitches. TP Preview Reset

Left Left
RGB RGB
Right Right
RGB RGB
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V. OPTIONS AND STATUS WINDOWS

Options Screen (continued)

Big Screens Gallery: Powers the audience ,,owe, ,,m,_ | e
gallery screens on or off. Also run automatically 2 JEc ,P°n PO"
if selected for evidence display.

Big Screens Witness Plasma
Gallery Controls

Jury Monitors

Witness Plasma Controls: Enables withess big

screen (not available in all courtrooms). | off
Jury Monitors: Controls power to the jury JudgelClerk PC
screens (on or off). e

Judge/Clerk PC Preview Warning: Displays a l s H
warning when the judge or clerk computer is T T

selected as an evidence source. | 0 | o0 | 7105

Timed Shutdown (PM): Sets a time for when | 9:00 | 10:00 | 11:00 | 12:00
the system will shut itself down. Defaults to 8:00

P.M.
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V. OPTIONS AND STATUS WINDOWS

Options Screen (continued)

Recall Default: Resets to the user defaults.

Save as Default: Sets current options as the user
default.

Save As.
Default

Go To Video Routing: Opens the advanced routing
controls. Only for use by CrTO staff.

Got To Audio Controls: Opens the
microphone/audio control page.

Return: Returns to previous page. e

Video Routing

Audio Controls
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V. OPTIONS AND STATUS WINDOWS

Selecting Options

STEP 3 - Once you have
changed the option, you
can perform the

following:

O Recall Default

O Save As Default T

O Go To Video Routing 5 | ra W|ST,"M|T;M-
O Go To Audio Controls w [0 [11e0 | rza0
O Return
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V. OPTIONS AND STATUS WINDOWS

Status Windows

Judges and Clerks can monitor various CTMS STATUS |
functions with the Status window, located on Auto Publish Status
the right side of the screen.

Auto Publish Status: Displays whether the Auto Publish is
Off or On.

Conference

Evidence Source

Conference: If on, evidence will display on selected
screens without needing approval of the judge or clerk. Camera Tracking

Evidence Source: Displays the evidence source currently Mo nitoring
selected.

Camera Tracking: If enabled, moves the camera to preset
positions in the courtroom.

Monitoring: Displays whether Room Monitoring is
Permitted or Not Permitted, or if a codec has been reserved
for a video-conference.
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V. SYSTEM SHUT-DOWN

Judges and Clerks can shut-down the CTMS
System by performing the following: Auto Publish Status

Conference

STEP 1 - Press the Shut Down button. The
Confirmation window appears.

STEP 2 - Press YES to continue to shut down the
system. Press NO if you want to keep the system on Camera Tracking
and return to the previous screen.

Evidence Source

Mo nitoring

Once system shut-down is complete, all system components will
O systematically shut down. There is no need to turn off individual
~—= equipment (i.e., monitors, microphones, document camera, DVD, etc.).
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CTMS HELPFUL LINKS

0 For Information on CTMS and Court Technology:
http://www.fairfaxcounty.gov/courts/crto/

o To Request a High-Tech Courtroom:
http://www.fairfaxcounty.gov/courtroomtechrequest/#v

o To Contact the Court Technology Office, email:
CrTO@fairfaxcounty.gov

o Attorneys’ CLE Training: Technology in Fairfax
Courtrooms: Come Kick Our Tires! Learn How to Use

Technology to Win Your Cases. Contact the FBA:
https://m360.fairfaxbar.org/ViewCalendar.aspx
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