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.

e 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.
e NOTE: You can also select Self Service, Employee, Tasks, Emergency Contacts.

Emergency Contacts

Sample Employee

Contact Hame Relationship to Emplovee
Emplovee Spouse Spouse Edit | Delete |
Primary Contact:  Ernplovee Spouse Change the primary contact |

| Addan Emergency Contact |

3. Review the existing contact information.

4. Click on the Contact Name. The Emergency Contact Detail page displays.
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Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

Contact Hame: Employes, Spouse

Relationship to Emplovee:  Spouse

¥ Contact has the same address as the employee

¥ contact has the same telephone number as the employee

Address Type: Home
Phone Type: Haorme

Country: United States

Address: 1234 Self Service Lane
Armihere, GA 30999
FeopleSoft

Employvee's Phone

Phone: TOBMA55-56T78

Other Telephone Humbers

Phone Type Phone Humber
Business TOR354-14589
Cther TOR207-46496

Return to Emergency Contacts

5. Click on Return to Emergency Contacts to go back to the Emergency Contacts page.

Changing an Existing Contact

1. Click on il The Emergency Contact Detail page displays with the fields you can
change active.



Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

*Contact Name: [Employee,Spouse |

“Relationship to Employee: | Spouse Vl

Contact has the same address as the employee

Contact has the same telephone number as the employee

Address Type: Home Change Address Type

Phone Type: Home Change Telephone Type

Country: United States Change Country

Address: 1234 Self Service Lane .
Anywhere, GA 30999 EdiESdaiEs S
PeopleSaft

2. Enter the information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

Employee's Phone

Phone: TO6/555-5678

Other Telephone Humbers

*Phone Tyne Phone Humber
Business v| |T06I354-1589 | Delete |
|Other v| |?UBI2IJ?—4896 | Dealets |

Add s Phone Mumber |

3. Enter the information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

4. Click on 5% _| The Save Confirmation page displays.

Emergency Contacts

Save Confirmation

V The Save was successiul,

5. Verify '/ The Save was successl. appears.
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6. Click on . This brings you back to the Emergency Contacts page.

Deleting an Existing Contact

1. Click on ﬂl. The Delete Confirmation page displays.

e NOTE: You cannot delete a Primary Contact unless you designate a new Primary
Contact first.

Emergency Contacts

Delete Confirmation

Areyou sure you want to delete Emergency Contact (Daughter Employee)?

es - Delete | Mo - Do Mot Dalate

. - 7]
2 Verlfy Are you sure you want to delete Emergency Contact (Daughter Employee)? appears.

3. Click on L25-D2lete {14 delete the contact, or N2~ D0 Mot Delete |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 ___Changethe primay contact | e Change Primary Contact page displays.

Emergency Contacts
Change Primary Contact

Sample Employee

Primary Contact: Employee Spouse w

Save

Eeturn to Emergency Contacts

2. Click on the Z‘ and select a new Primary Contact from the drop-down list.

3. Click on 5% | The Save Confirmation page displays.

4. Verify “ The Save was successful 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 | Add an Emergency Contact

| The Emergency Contact Detail page displays.

Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

*Contact Name:

*Relationship to Employee: | Other v

[ contact has the same address as the employee

1 contact has the same telephone number as the employee

Country: United States Chande Caurtry

Address: Edit Addrass

2. Enter the Contact Name in the Address and Telephone section.
e NOTE 1: Fields marked with an * are required fields.
e NOTE 2: You can enter the name in First Name Last Name format.

3. Click on the =l 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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Edit Home Address

Country United States Change Country Address Format Instructions

Address 1: 1234 Self Service Lane

Address 2:
City: Anypihere State: | GA Q) Geargia Postal:| 30933
County: FeopleSoft

Date Change Will Take Effect:
Onthis date: | 11/03/2008 | ] cexample: 0131 52000)

6. Enter the information in the fields as needed.
e NOTE: Click on Address Format Instructions for instructions on how to format

information in the fields on this page. Click on L_OK_ |10 return to the Edit Home
Address page.

Address Format Instructions

Five {8} digits with no punctuation. 12345

Mine {93 digits with a hyphen between the 5th and 6th digit. 12345-67849
Street addresses should include abbreviated street suffixes. St, Dr, Blvd
Mo periads after street abbreviations. Rd, L, Hy
Mo periads after directional indicatars. ME, Sy, 5 E

Mo pound siagn @#) to designate apartment or suite numbers.
Use Apt' or 'Ste'to designate apartments or suites. Apt12

Do hot allow solitary nummbers for apartment numbers. 12 ingtead of apt 12

Ok | Cancel |

7. Click on _2X__to return to the Emergency Contact Detail page.
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Telephone: |

Other Telephone Humbers

*Phone Type Phone Humber

Add a Phaone Mumber |

* Required Field

Save |

Eeturn to Emergency Contacts

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 ___#dd @ Fhone Hurnber
e NOTE: Fields marked with an * are required fields.

10. Click on 5| The Emergency Contacts Save Confirmation page displays.

11. Verify ‘/ The Save was successiul. gppears,

12. Click on . This brings you back to the Emergency Contacts page.

13. Verify the new emergency contact information.
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