
 

 

 

Student Self-Service:  Emergency Contacts  QG / Quick Guide 

 

Adding and Updating Emergency Contact Information 

 

Accessing the Emergency Contacts page: 

1) In the Menu, Navigate to Self-

Service > Student Center 

2) Click the Emergency Contacts  

link 
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Keeping your Emergency Contact information up-to-date is important.  Through the Student Center, you can add new emergency con-
tacts or update existing emergency contact data.  This Quick Guide walks you through both of these processes. 
 
 
Note: Are you a student employee? If you are a student employee, you will need to update your information in two places. You must 
update information on your Student Center page as well as on your Employee Self-Service page. For more information, please sign on to 
MaineStreet and navigate to Employee Self Service > Reference for HR Self-Service. 
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Adding an Emergency Contact  QG / Quick Guide 
  

1) Enter the contact’s address in-

formation.  Click  to 

save the address.  See the note 

on Page 7 regarding Zip/Postal 

Codes. 

2) Enter a phone number for the 

contact in the Phone field. 

3) To add additional phone num-

bers, click 
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Adding an Emergency Contact  QG / Quick Guide 
  

1) Review the information you've 

just entered. 

2) Click to submit 

your changes.  
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Adding an Emergency Contact  QG / Quick Guide 
  

1) Click to confirm the save. 

2) You may change the primary 

contact by clicking 
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Adding an Emergency Contact  QG / Quick Guide 
  

 
1) Click the 

button. 

2) Enter a Name for the contact in 

the Contact Name field. 

3) Select a Relationship from the 

pull-down menu. 

4) If the contact shares an address 

or phone number with you, 

check the appropriate option 

here. 

5) To enter a new address for the 

contact, click the Edit Address  

link. 

You have finished adding an Emer-

gency Contact 
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 You may delete an emer-
gency contact by clicking 
the button. 
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Updating an Existing Emergency Contact QG / Quick Guide 

 
1) Click the button to up-

date an existing contact. 

2) The Emergency Contact Detail 

page for the contact will load.  Up-

date contact information as neces-

sary.  See the note on Page 7  re-

garding Zip/Postal Codes. 

3) Click to submit 

your changes. 

 

You’ve finished updating an Emergency 

Contact 
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QG / Quick Guide 
 

 

1) Select the address types which you 

would like to apply the new address 

to.  See Page 8 for more information. 

2) You may specify the address take effect 

on a future date. 

3) Click the button 

4) Click to confirm the save. 

 

You have finished adding a new address. 

Adding an Address 
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