Opting In for Cub Food Stores
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HOW TO OPT IN FOR CUB CLINICS

Step 1: After logging into the Contractor Web page, yall e brought to the
Contractor Home Page. To make yourself availaim€tJB clinics, click on the
words “Opt In” at the top of your computer scredrnis will bring you to a list of
clinics. This list will contaimPALL available clinics including Corporations.
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Step 2: On the Opt in page, each blue line representciome. Notice that basic
clinic information is listed here such as the ditig located in and the date and
time of the clinic.
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Opting In for Cub Food Stores

Step 3: Obviously, with 66 CUB stores and all the Corper@linics to view, there
are pages of clinics. Fortunately, this page algau to sort and minimize the list
you are working with. The easiest way to do thigitype in the City you are
interested in working in. For example, if you wémtvork in one of the two
Lakeville CUBs, type in the word “Lakeville” anddh click on the word

“Refresh” on the right hand side of the screenly@me clinics in Lakeville will
appear.
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Step 4: Double click on the line of the clinic you arg¢arested in making yourself
available for.

Double click anywhere on
the corresponding line of
the clinic you want to

view.

Step 4: A pop up box with clinic information will appear:

Clinic
details

%
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Step 5: After reviewing the clinic information, you wifleed to select the
availability you wish to post to the schedulergintlly at MVNA. Three options
will be listed after you click on the small blueogrdown arrow by the words
“Make Available™:
Make Availablemeans a Nurse or a Registrar who wishes to wak th
clinic can make themselves available for the clihiaking yourself
available does not mean you are working the cliiviou will receive
an email telling you if you were selected or ndéese=d.
Make Available, Request Leaslused by RN’s only who are willing
to work Lead at the clinic.
Reject Availabilityis used by Nurses or Registrars who have looked
at the clinic information and have determined tteynot want to
work the clinic.

YOU MUST CHOOSE ONE OF THE THREE AVAILABILITY STATU SES
TO CLOSE OUT OF THE POP UP BOX!
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Step6: Click on “Update” in the Availability Box to conigte the posting for this
clinic. Your availability will be immediately postl at MVNA for the schedulers
to view. In our example, an RN has chosen to ladable for Lead.

Click Update after
you have selected

your availability
for this clinic.

Step 7: To return to the original listing of clinics, ck on “Clear Filters” found in

the center of the page. You can also move frone pagage by using the arrows
on the right hand side of the screen if you dowet to sort the clinics and want
to see them all! In our example, there are 13 pafelinics.

Use the
arrows to
move from
page to
page of
clinics.

This will clear any N

sorting you have done
and return you to the
original screen of all

clinics.
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Step 8: The Opt In page can also be sorted by using athedields you see. The
date range field is also helpful if you only wantsee clinics for certain dates. For
Instance you could put in October 8, 2008 endirnf Wictober 11, 2008 and the
city of Lakeville and you will only see those clisi You cannot break this page
S0 experiment to get a list that works for you!

Use the
blue arrow
to move to

the month
and then
click on the
date and it
will auto

fill for you.

REMEMBER!
BY COMPLETING THIS PROCESS YOU ARE ONLY MAKING YOURSELF
AVAILABLE — YOU WILL RECEIVE AN EMAIL IF YOU ARE SELECTED
FOR THE CLINIC.
EACH CUB STORE HAS 12 CLINICS LISTED, ONE FOR EACH OF THE 12
DAYS OF CUB.
YOU MUST OPT IN FOR EACH DAY YOU WANT TO WORK IN ORDER TO
BE CONSIDERED FOR THE CLINIC.
IT IS RECOMMENDED THAT YOU OPT IN FOR AT LEAST 6 CUB STORES
ON THE DAYS YOU WANT TO WORK IN ORDER TO INCREASE YOUR
CHANCE OF BEING SCHEDULED.
YOU WILL NOT BE DOUBLE BOOKED ON THE SAME DAY SO OPT IN FOR
AS MANY STORES AS YOU WANT.
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