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Edit Emergency Contacts
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1. Click the Self Service link in the Navigation Menu (located on left).
2. Click the Personal Information link.

3. Click the Emergency Contacts link. 

The Emergency Contacts page opens.

4. Click the [image: image3.png]Edit



 button to edit a contact.
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 button to delete a contact.
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 button to change the primary contact.

7. Click the [image: image6.png]Add an Emergency Contact



 button to add a new emergency contact.

Note:  When adding a new Emergency Contact, you will need to enter the following information:

· Contact Name

· Relationship to Employee

· Address

· Telephone

