Changing Your Emergency Contacts

1. Log into the ADP Self Service Portal, the Self Service page will display. Select Personal
Information from the menu bar.
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# Toaccess the eTime system, go to the "Time & Attendance” dropdown and select "VWelcome" via the
"employee" role

* Toaccess your benefits, select the "Benefits" dropdown via the "employee” role

& To check and update personal information, go to the "Personal Information” dropdown via the "employee” role

& To review or update your tax withholding, direct deposit or to view your pay stubs, select the "Personal
Information” dropdown via the "employee” role

For assistance with this system, please contact your local HR department.

2. Select Emergency Contacts from the drop down menu. Click Add New at the bottom of the
page to add an emergency contact or click on the name of a contact that is already listed to edit
or delete.



