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Updating Personal Contact Information &
Emergency Contacts
Steps 1 - 12: Updating Contact Information
Step 13: Adding Emergency Contacts

1 Locate employee to update Contact Information and/or Emergency Contacts.
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2 Left hand menu, click Contact.
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3 Click the drop down button. You will see two options of Contact Information to
change.
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4 In this example, we will edit Home Contact information. The Home Contact
information screen will appear
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5 Choose the effective date for the Contact change. In this example, we will
future-date the Home Contact change.
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6 Search for the new address to be updated.

7 Google will help auto-complete new address.
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8 Here you see the new address populated.
Visibility recommendation = Private
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9   1. Current phone number

  2. Edited phone number

Visibility recommendation = Private
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10 You can also update Email Addresses on this page.
Visibility recommendation = Private
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11 Click submit to finalize all the edits. Blue arrow shows the email address prior to
the change.

12 All edits you have made on this page will take effect using the date you identified
at the top of the page.
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13 Click "Edit" to begin editing Emergency Contacts.
Priority designation can be helpful.

In this example, Bob Dylan is the sole Emergency Contact with a Priority
Designation of 1. We will add Elton Job as another Emergency Contact

14 Click "Add" to add additional Emergency Contacts
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15 The following fields are required to add a new Emergency Contact:

  • Country

  • First Name, Last Name

  • Relationship to you

  • Phone number

  • Phone device type

  • Country phone code

Clicking Submit at the bottom of the page will take you back to the Emergency
Contacts tab of the worker profile.

16 You now see Elton John as this worker's secondary Emergency Contact. Done!


