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Emergency Contact

Concept

Description:

Use the Emergency Contact component to enter timesizaddresses, and telephone numbers of
all the people to contact in the event of an emgdogmergency. Enter as many contacts as
needed.

NOTE: Employees should be strongly encouraged to cerateipdate Emergency Contact
Information via self-service.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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Navigation:

Personalize Content | Lavout

Menu
| Search:

|®
[ Wiy Favarites
[ Self Serice
[ Manager Self Service
> University of Maine System
[ Waorkforee Administration
> Benefits
(> Time and Labor
- Payroll for Morth America
[ Workforce Development
[> Organizational Development
[ ¥ypriforee Monitoring
[ Sat Up HRMS
> SetUp SACR
(> Entarprise Components
[ Reparting Tools
[ PeopleTools
[~ Return to Poral
[~ hly Personalizations

-0 KRBk u-LUAD

|~ My Dictionary
o
IM”Seoplesm
&) bone S @ mnternet

Step Action

Click theWorkforce Administration link.

[ Waorkforce Administratinn|

Click thePersonal Information link.

I Perzanal Information|

Click thePersonal Relationshipdink.

[- Personal Relationships|
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Searc

[ Wy Fawarites
[ Self Senvice
[ Manager Self Service
(- University of Maine System
[ Workforce Administration
« Personal Infarmation

> Biographical

[> Organizational

Relationships

— Dependent Information
— Emergency Contact
— Emergency Contacts
Report
> Citizenship
[ Disahility
— Add g Persan
— Modify a Person
— Person Organizational
Summary
— Search for Pegple
[~ Joh Information
- Workforce Reports
[ Benefits
(- Tirne and Labor
- Payroll for North America
- wWorkforce Development
[ Organizational Development
(- Workforce Monitoring
[ SetLip HRMS
- SetLlp SACR
[ Enterprise Components
- Reporting Tools
(- PeopleTools
|- Return to Portal
- My Personalizations
= Mty Dictionary

ﬁf Personal Infermation

Maintin information about & person regardess of Jobs

Add a Person

E" Search for People
Search for peaple in the database using flexible Searchivatch

criteris

Ll‘/‘,[ Personal Relationships
" Create or modify the relationships that & person has
Dependent information

metcency Corlact

mergency Cortacts Report

Modify a Person
Moty & person's basic information, SUCh 35 Name and cortact

infarmation

m Biographical

| Maintain biographic intormation far & person incluing names,
addresses, drivers licenses, hank accounts, ete

Mlodity & Person

Search by National 1D

Driver's License Data

G More

L‘// Citizenshi

" Ciizenship, ‘isa, Fermits information for & Person
Idertification Data

Emplovee Presence Test USA
Citizenship/CourtryMviss Audit

Passport/viss Expiration Audit

)

o

Person Organizational Summa
View & sumimary of allthe organizations| relationistips for &
person

Organizational Relationships
Creste or modity the organizational relationships that 5 Person
can isve.

Aeid & POl Relationshin

Maintain  Ferson's PO| Refin

Person Checkist

Manage Hies

Disability

Indlicate if & worker is disabled and o recard detals of the
disabiity

= Disabilties

&) Dore

5 Interet

Step

Action

Click theEmergency Contactlink.
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Procedure:

Mew window | Help | B2k

Emergency Contact
Enter any information you have and click Search, Leave fields blank for a list of all values

Find an Existing Value

Alternate Character Name: | begins with '~

EmpliD: begins with + ||
Name: begins with +||
Last Name: begins with ||
Second Name: begins with ||
\
[

Middle Name: heging with ~

[Ccase sensitive

Search Clear | pasic Gearch GSave Search Criteria

€] Done B @ Internet

Step Action

5. Enter EmplID, Name or Last Name. Drop down mesarsbe used to select
'begins with', 'contains’, etc. to assist in laugtn employee. The more
information that is entered, the narrower the deard the shorter the search
results list for review.

0. Click theSearchbutton.

If multiple employee records are listed, click b appropriate employee record.
Search
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A A =
-0 KRG LPHe RS m-LHS
# MaineStrees
B
Mew Window | Help | Custamize Page | W&
Contact Address/Phone Other Phone Numbers
Suzan Smith Person ID: 0099999
Emergency Contact Fing | view &l Fist 4 1 of 1 [P Last
*Contact Name: ‘ Sl
T (0 Other v [Jprimary Contact
[]same Address as Employee
[]same Phone as Employee
Contact Address
Country: USA Q. United states
Askitaes: EditAddress
Contact Phone
Phone:
& save | SuReturnto Search | [ Notify
Contact Addrese/Phone | Other Phone Numbers
&) Done B @ Trusted sites
Step Action

Enter the desired information into th®ntact Namefield.

NOTE: If employee already has at least one contradrdeclick on the Plus (+)
key to insert a new row, then enter Contact Name.

8. C.Iick the drop down arrow to select from tRelationship to Employedlist.

9. Click the appropriate item from thelationship to Employeelist.

10. Click thePrimary Contact box if this contact is the Primary Contact foisthi
employee.

=t
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Step Action

11. Click theSame Address as Employeeption if contact's address is the same as
employee.
12. Click the drop down arrow to select from thédress Typelist.

13. Click the appropriate item from tiaddress Typelist.

[Mailing |

Q-0 HRAG LS & m-1Jld B

| =13
Ilew Window | Help | Custornize Page |
Contact Address/Phone Other Phone Mumbers
Susan Smith Person ID: 0098888
Emergency Contact Find | Wiew &I Frst [4 1 o1 1 [M] Lot
- +
“Contact Name: [Jahin Smith =
ionship to Spouse v [“lPrimary Contact
[“]Same Address as Employee  pqdress Type: | MGG
[]same Phone as Employee
Employee's Current Address
Country: UBA United States
Address: 302 Stillwater Ave
Old Town, ME 04468
Edit Address
Contact Phone
Phone:
B save | LuRetwnto Search | [=] Notity
Contact AddressiPhone | Other Phone Nurmbers
€] Done S @ Trusted sites

Step Action

14, Click theEdit Address link to update the address information.
Edit Address
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# MaineStreet

B

Mew Window | Help | Custamize Page | W&

QuickAddress Address Selection

Address Line 1

Address Line 2

[

\
Address Line 3 [
city \
[

\

[

State

Postal Code

County

Search Cancel
powered by
Quick Address

&) Done B @ Trusted sites

Step Action
15. Enter the updated street (or applicable) addresgsheAddress Line 1field.

16. Enter the Zip Code into tHeostal Codefield.
17. Click theSearchbutton.

Quick Addressvill search for the address and populate the neimgifields
(Address, City, State, County)

IMPORTANT NOTE : Quick Addressvill only search for US addresses. All
lines of addres must be entered if outside the US.
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»
[Edit Address

Country: United States Change Country

Address 1:
Address 2:
Address 3:
Postal: City: State: Maine
County:
ok || canal | Quickaddress

Override

For detailed instructions to edit an address, click on Help' in to upper righthand corner
ofthe screen. Click on 'UPK!, then ‘Edit Address via Employes Selt-Sewice’ and then
select'Ses It

Ifyou need additional help, please contactyour Hurman Resources Department.

.‘",le-ﬂx

NewWindow | Help | Customize Page |

8 @ Trusted sites

Step Action

18. Review address for accuracy. Click tBK button.

Ok |
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Q-0 NG LHke & =m-JFd B

' MaineStreet

Mew Window | Help | Custamize Page | W&

Contact Address/Phone Other Phone Numbers

Susan Smith Person ID: 0099333

Emergency Contact g | g Al First Izl 1af 1 IE' Last
[John Smith =

ipto Spouse v [ primary Contact

*Contact Name:

[]same Address as Employee
[]same Phone as Employee

Contact Address

Country: USA R nited states

Address: 123 Main 5t
Bangor, ME 04401-6309
Penobscot

Edit Address

Contact Phone

Phone:

& save | SuReturnto Search | [ Notify

Contact Addrese/Phone | Other Phone Numbers

&) Done B @ Trusted sites

Step Action

19. Click theSame Phone as Employeaption if phone number of contact is the
same as employee.

20. Click the drop down arrow to select from fhleone Typelist.
21. Click the appropriate item in tli#hone Typelist.
22. To update the employee's phone, enter the upd#trdhation into théPhone

field in theEmployee's Phonesection.
NOTE: Enter phone number without dashes or spaces. Tiéaeruwill be re-
formatted upon tabbing out of the field.
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NewWindow | Help | Customize Page |

Other Phone Numbers
Suzan Smith Person ID: 0088883
Emergency Contact woel st (4] 1o 1 [ Lot
+
“Contact Name: [Jahn St Sl
T (0 Spouse v [“]Primary Contact
[]same Address as Employee
[]same Phone as Employee
Contact Address
Country: USA R nited states
Address: 123 Main 5t "
Bangor, ME 04401-5300 EdiiAdldiess
Penobscot
Contact Phone
Phone: 207/827-4444

& save | SuReturnto Search | [ Notify

Contact Addrese/Phone | Other Phone Numbers

&) Dore

8 @ Trusted sites

Step Action

23. Click theOther Phone Numberstab to enter additional phone numbers for this

Emergency Contact.

Other Phone Mumbers
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NewWindow | Help | Customize Page |
Contact Address/Phone | Other Phone Numbers

Sugan Smith Person ID: 0099999

Emergency Contact view sl First [ 1 ot 1 [ Lot
Contact Mame: John Smith 2
Relationship to Employee: sSpouse Primary Contact

(Other Phone Numbers for Emergency Contact Find | iew &1 First [ ¢ ot 4 [¥] Last
*Phone Type Phone
-

FHE

& save | CuReturntoSearch | [Z] Notify

Contact AddreseiPhone | Other Phone Numbers

&) Done B @ Trusted sites

Step Action
24, Click the drop down arrow to select from fhleone Typelist.

25. Click the appropriate item from thithone Typelist.

Cellular

26. Enter the desired information into tRone Typefield.
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NewWindow | Help | Customize Page |

Sugan Smith Person ID: 0099999
Emergency Contact o
+
Contact Mame: John Smith =
Relationship to Employee: Spouse Primary Contact

Other Phone Nurnbers for Emergency Contact

*Phone Type Phone

Cellular v 207/444-5555 FHE

& save | CuReturntoSearch | [Z] Notify

Contact AddreseiPhone | Other Phone Numbers

&) Done B @ Trusted sites

Step Action
27. Click theSavebutton.
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New Window | Help | Customize Page Saved

Contact Address/Phone | Other Phone Numbers

Sugan Smith Person ID: 0099339

Emergency Contact Fingt | iew a1 First [ 4 o1 4 [ Last
Contact Mame: John Smith =1
Relationship to Employee: Spouse Primary Contact

(Other Phone Numbers for Emergency Contact Find | iew &1 First [ ¢ ot 4 [¥] Last
*Phone Type Phone

207/444-5555 HE

& save | SuReturnto Search Notify

Contact AddreseiPhone | Other Phone Numbers

&) Done B @ Trusted sites

Step Action

28. TO ADD A NEW CONTACT:
Click thePlus (+) Keyto add a new row.
29. Enter the desired information into tBentact Namefield.
30. Click the drop down arrow to select from fRelationship to Employedist.
31. Click the appropriate item in thielationship to Employee list.
32. Click theSame Address as Employeeption.

Will populate address information if the contactieg$s is the same as the
employee address..
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Step Action

33. Click theSame Phone as Employeeption.

The phone number field will populate with the samenber as the employee if

this box is checked.

Emplovee's Phone

Phone: 207/827-2682

B save | LuRetwnto Search | [=] Notity

Contact AddrassiFhone | Other Phone Numbers

€] Done

S @ Trusted sites

Step Action
34. Click theSavebutton.
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Step Action
35. TO DELETE A CONTACT:

Click theMinus (-) Key to delete the row of data.

L]
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Step Action
36. A Warning message will appear.

Click theOK button to continue.

]

37. Click theSavebutton.
38. End of Procedure.
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