How to add a Non-Election Day Shift

1. Log into your Solano County - PWM Account
e Your dashboard appears
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You are not currently scheduled You do not have any registered
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2. Click on Election Day Assignment, then Non-election Day Shifts
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3. Choose the November 8, 2016 Election from the drop down
e Under Positions, you can limit the view to only one position or you can
select ALL
e Astart and end date can be entered, but is not required
e |eave Locations and Municipality blank

e Click on the green Search button
e To Select a Shift to Work, Click on Pickup Shift
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O VBM box Pickup - City
Clerk's Office - Dixon

O VBM Box Pickup - City
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Fairfield
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11-08-2016 04:00 PM -
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November 8, 2016
- General Election

November 8, 2016
- General Election
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Fairfield Pickup Shift
CAC

Fairfield

Pickup Shift
CAC

4. A confirmation screen appears. If the shift to “pickup” is correct, click on the
green Save button.
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This is where you can pick up shifts that you are qualified for. Please ensure that your shift change is approved before
showing up for your shift - the status of your shift change is visible under the Shift Change History tile.
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5. A screen summarizing your shifts appears.
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| Type Shift Name Shift Start Shift End Status
ConTUpicToas O Shift Pickup Voter / Elevator/Door Assistance 11-05-2016 11-05-2016 Approved
02:15PM 05:15PM
1 Shift Pickup VBM box Pickup - City Clerk's Office 11-08-2016 11-08-2016 Approved
- Dixon 04:00 PM 08:00 PM
[ Shift Pickup Curbside VBM Drop Off 12-25-2016 Approved
04:30 AM
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6. Your selected shifts will now appear on your dashboard:
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If you have any problems or questions, please call 707-784-3359, 707-784-3397, or send an e-mail to
rovhelper@solanocounty.com.




