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HOW TO BLOCK OUT DATES AND MANAGE
PREFERENCES

1. CLICK [YOUR NAME] in the upper right of any page in the system
2. Choose SERVING AVAILABILITY
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A pop up will appear with two tabs:
e One for ADDING BLOCK OUT DATES (agates you cannot serve)
e One for SETTING SERVING PREFERENCES.
See below for details on how to manage block out dates and serving preferences.



MANAGING BLOCK OUT DATES

e |n the calendar, highlight the dates you are unable to serve.
e Once you have selected the dates you want to block off.
o a section will appear near the bottom where you can indicate more details such as
the reason (optional).

Your Serving Availability

Select the dates below of which you are unable to serve. Click and drag to select multiple.
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SERVING PREFERENCES
To change serving preferences for any volunteer positions you may have

e Go to the Preferences tab.
o If you have multiple volunteer positions assigned to you, they will each
appear here in a list.
e for each position, you can indicate how often you would like to serve. These
are communicated to the person setting up volunteer schedules, so they are
aware of them.

Your Serving Availability

4 Block Out Dates « Preferences

To change serving preference, reorder below by dragging the three lines on the left side of a position.
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