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Maintain Personal Information – Emergency Contacts 
 
Overview 
The purpose of this process is to gather pertinent information regarding your emergency contact(s) including 
name and phone number(s) that may be used in the event of an emergency situation at work. 
 
Who Does This: Employee 
 
Things to Know: 

 It is recommended that you enter at least one emergency contact.  

 At least one piece of contact information is required for each emergency contact. 

 There are no approvals for this process. Please review to ensure your emergency contact(s)’ information 
is entered correctly before submitting. 
 

 

Step 1 
Choose the Personal Information worklet. 
 

 

Step 2 
Under Change, click Emergency Contacts.   
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OR 

 

Step 3 
Review your emergency contacts. If changes 
are needed, click Add or Edit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 4  

Use the pencil icon  to add/update the 
Legal Name of your Emergency Contact.   
 
Note: You can update any information by 

clicking on the pencil icon  to the right of 
the section you wish to edit existing data.   
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Step 5 
Enter your information in any field with a red 
asterisk (*).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6 

Use the check mark to save your change 
for that section.  
 

 

Step 7  

Use the pencil icon  to add/update the 
Relationship of your Emergency Contact.   
 

 

Step 8 
Enter your information in any field with a red 
asterisk (*).   
 
Step 9 

Use the check mark to save your change 
for that section.  
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Step 10 
Click Add to enter a Primary Address for your 
Emergency Contact.   
 
Note: You can add new information to any 
section by clicking Add in the section you wish 
to update.   
 

 

 
 
 
 
Step 11 
Enter your information in any field with a red 
asterisk (*).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 12 

Use the check mark to save your change 
for that section.  
 

 

Step 13 
Click Add to enter a Primary Phone Number 
for your Emergency Contact.   
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Step 14 
Enter your information in any field with a red 
asterisk (*).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 15 

Use the check mark to submit the change 
for that section.  

 

 

Step 16 
Click Submit.   

 

FAQ’s 
 
When will my emergency contact be contacted? Your emergency contact may be contacted in the event of 

an emergency situation at work (i.e. severe illness or injury).  

Who has access to my emergency contact’s information? Your management chain and HR Business 

Partner have access to your emergency contact.  

 


