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Reviewing and Changing Your Emergency Contact Information 
 
Reviewing Your Existing Contacts 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Personal Information Home to go to the Personal Information Home 
page. 
• NOTE: You can also select Self Service, Employee, Home, Personal Information 

Home.  The Personal Information Home page displays. 
 
2. Click on Emergency Contacts under Emergency Contacts.  The Emergency Contacts 

page displays. 
• NOTE: You can also select Self Service, Employee, Tasks, Emergency Contacts. 

 

 
3. Review the existing contact information. 
 
4. Click on the Contact Name.  The Emergency Contact Detail page displays.    
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5. Click on Return to Emergency Contacts to go back to the Emergency Contacts page. 
 
Changing an Existing Contact 

1. Click on .  The Emergency Contact Detail page displays with the fields you can 
change active. 
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2. Enter the information in the fields as needed. 

• NOTE: Fields marked with an * are required fields. 
 

 
3. Enter the information in the fields as needed. 

• NOTE: Fields marked with an * are required fields. 
 
4. Click on .  The Save Confirmation page displays. 
 

 

5. Verify  appears. 
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6. Click on .  This brings you back to the Emergency Contacts page. 
 
Deleting an Existing Contact 

1. Click on .  The Delete Confirmation page displays. 
• NOTE: You cannot delete a Primary Contact unless you designate a new Primary 

Contact first. 
 

 

2. Verify appears. 
 

3. Click on  to delete the contact, or  to cancel the deletion.  
This brings you back to the Emergency Contact page. 

 
4. Verify the contact has been deleted. 
 
Changing Your Primary Contact 

1. Click on .  The Change Primary Contact page displays. 
 

 
2. Click on the  and select a new Primary Contact from the drop-down list. 
 
3. Click on .  The Save Confirmation page displays. 
 

4. Verify  appears. 
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5. Click on .  This brings you back to the Emergency Contacts page. 
 
Adding a New Emergency Contact 

1. Click on .  The Emergency Contact Detail page displays. 
 

 
2. Enter the Contact Name in the Address and Telephone section. 

• NOTE 1: Fields marked with an * are required fields. 
• NOTE 2: You can enter the name in First Name Last Name format. 

 
3. Click on the  and select the Relationship to Employee from the drop-down list. 
 
4. Click the appropriate check boxes ON if the contact has the same address and telephone 

number as the employee. 
 
5. Click on Edit Address in the Address section if the contact has a different address from the 

employee.  The Edit Address page displays. 
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6. Enter the information in the fields as needed. 

• NOTE: Click on Address Format Instructions for instructions on how to format 
information in the fields on this page.  Click on  to return to the Edit Home 
Address page. 

 

 
7. Click on  to return to the Emergency Contact Detail page. 
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8. Enter the Telephone number in the Phone section. 
 
9. Enter any additional Phone Type and Phone Number information in the Other Telephone 

Numbers section by clicking on . 
• NOTE: Fields marked with an * are required fields. 

 
10. Click on .  The Emergency Contacts Save Confirmation page displays. 

11. Verify  appears. 
 

12. Click on .  This brings you back to the Emergency Contacts page. 
 
13. Verify the new emergency contact information. 
 


