Using the Maintenance Tab – Admin Maintenance
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	Step
	Action

	1
	Each agency’s admin users will need to maintain the primary, backup and supervisor notification contact information. This information is accessed through the Admin Maint button on the left navigation bar in the CANS Maintenance module.
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	The Precinct User Maintenance screen will display all associated admin users. These users can be selected for editing by selecting the radio button to the left of their row and then clicking the yellow Edit User button at the bottom.
NOTE: These rows will be created by MCAO when the user accounts are created. If there is a supervisor that will not be accessing the system but will be responsible for receiving escalated reminders then contact MCAO and we will add the supervisor into the system.
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	The Edit Precinct User screen allows updates to the email address and phone number of the precinct administrators. The Administrators and Backup Admins will receive the notifications and the Supervisors will receive the escalated notification reminders. More than one of each role type is allowable as long as there is at least one Administrator and one Supervisor for each precinct. Deactivate users that no longer need to receive the notifications by changing the Active flag to No. When finished click the Save & Return button.
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	When changes are complete, click the Save & Return button.
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