Using the Maintenance Tab – Precinct Maintenance
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	Step
	Action

	1
	To update the information that relates to your precinct, click on the Precinct Maint link on the left navigation bar of CANS Maintenance.
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	Since users can only perform maintenance on the precinct(s) they are assigned to, click the Locate button. This will bring back a list of all your maintainable precincts.
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	Click on the Edit link next to the precinct you would like to work on.
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	The Precinct Add/Edit screen allows the Precinct Voice and Fax numbers to be maintained as well as active status. 
We ask that fax and voice numbers be kept up-to-date. MCAO staff use the precinct voice numbers to call the officers/deputies if needed when there is no personal voice number available. We also need to maintain the fax numbers in case we need to use the fax system as a backup.

NOTE:  You can also change whether or not the notifications are displayed on one per page (Notification Per Page = Yes) or multiples per page (Notification Per Page = No).
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	When changes are complete, click the Save & Return button.
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