Creating a Building and Assigning to a Precinct

1. Go to PLMS.
2. Select All Buildings tab in left-hand-side menu.
3. Select Add New in the top ribbon, input information, and save.
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4. Once saved, hit back to return to All Buildings. Search for the newly created building using the
keyword search. You will see that the status is inactive.



5. Select the checkbox next to the building information and hit change status at the bottom of the
screen.
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6. Change the status to Potential using the drop-down. Make sure to save.
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7. Go to the Potential Buildings tab using the left-hand-side menu. Find the building using the
keyword search, select the checkbox, and Set as Active at the bottom of the screen.
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8. The building should now show up in the Active Buildings tab.
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9. Go to the Precincts tab using the left-hand-side menu.
10. Find the precinct that will use this building and click on it.
11. Hit Edit in the top ribbon.
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12. Use the drop-down field for Building Name to select the building.
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13. Save!



