Student Self-Service. Emergency Contacts QG / Quick Guide

Adding and Updating Emergency Contact Information

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.

Accessing the Emergency Contacts page:

1) In the Menu, Navigate to Se/f- Robert's Student Center

. Menu
Service > Student Center
S‘l‘ud . . Personal Information
2) Click the Emergency Contacts ST
| Contact Information
F I'1xF'er5:|naI|':31|3ns =
||nk w ¥our Home Address Your Mailing Address
- 9999 Main Street 12 Main Street
Brewer, ME 04412 Brewer, ME 04412
other personal @ Penobscot Penobscot
Y¥our Home Phone Your UMS email address

207/555-9999 robert.student@maine.aedu
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St (») Adding an Emergency Contact QG / Quick Guide
Edit Address
1) Enter the contact’s address in- 0{: -
ountry: United States Change Country
formation. Click 0k |to
Address 1: 73 Any Street
save the address. See the note
] ] Address 2:
on Page 7 regarding Zjp/Postal
Address 3.
Codes.
Postal: 04401 City: |[Bangor State: ME 2, Maine
2) Enter a phone number for the
) ; County: Fenobscot
contact in the Phone field.
. 14 C I
3) To add additional phone num- | _Cancel |
bers, click ADD A PHONE NUMBER i -
Contact Address
Country United States
Address
73 Any Street o —
Bangor, ME 04401 Edit Address
Penchscot
e Contact Phone
Phone 207 /555-5555
\
Other Telephone Numbers
Phone Type Phone Number
ADD A PHOME NUMEBER
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(») Adding an Emergency Contact

GEI’HE]'gEHC}' Contacts

1) Review the information you've
just entered.
2) Click SAVE to submit

your changes.

Last Revision Date: 12/12/2006

QG / Quick Guide

Emergency Contact Detail

*Contact Name Dad Student

*Relationship Father

I:l Same Address as Individual

I:l Same Phone as Individual
Contact Address

Country United States
Address

Bangor, ME 04401
Penobscot

Contact Phone

Phone 207/555-5555

Other Telephone Numbers

Phone Type Phone Humber

ADD A PHONE NUMBER

73 Any Street Edit Address

LN
D
m

Module: Campus Solutions

Eeturn to Emergency Contacts
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(») Adding an Emergency Contact QG / Quick Guide

1) Click ©K |to confirm the save.
2) You may change the primary Save Confirmation

contact by clicking
V The Save was successful.

CHANGE THE PRIMARY CONTACT

OK

)

Emergency Contacts

Below i= a list of your emergency contacts. To edit the information for a contact, click the Edit
button. To add a contact, click the Add an Emergency Contact button.

Contact Name Relationship
Dad Student Father edit || delete |
Mom student Mother aedit I delete I

ADD AN EMERGENCY CONTACT

Primary Contact Mom student

CHANGE THE PRIMARY CONTACT
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1) Click the  Aco An EMERsENCY ConTacT
button.

2) Enter a Name for the contact in
the Contact Name field.

3) Select a Relationship from the

pull-down menu.

5) To enter a new address for the
contact, click the Edlit Address
link.

You have finished adding an Emer-

gency Contact

Last Revision Date: 12/12/2006

(») Adding an Emergency Contact

QG / Quick Guide

Emergency Contacts

Below i=s a list of yvour emergency contacts. To edit the information for a contact, click the Edit
button. To add a contact, click the Add an Emergency Contact button.

|Cn:|nl:acl: Name |Relatinn5hip | |

|Mcm student |M|:uther | edit || delete

ADD AN EMERGENCY CDNTACT{E’)

You may delete an emer-

gency contact by clicking

the delete | button.

Emergency Contacts

Emergency Contact Detail

*Contact Name Dad Student

*Relationship Father

I:l Same Address as Individual

I:l Same Phone as Individual
Contact Address

Country United States
Address
Edit Address

Module: Campus Solutions Version: 8.9



(») Updating an Existing Emergency Contact QG / Quick Guide

Emergency Contacts

1) Click the edit | button to up-

Below is a list of yvour emergency contacts. To edit the information for a contact, click the Edit

date an eXiSting contact. button. To add a contact, click the Add an Emergency Contact button.
2) The Emergency Contact Detail
) Contact Name Relationship
page for the contact will load. Up_ Mom student Mother edit | delete |

date contact information as neces-
sary. See the note on Page 7 re- Emergency Contact Detail e
garding Zijp/Postal Codes.

*Contact Name Mom student

3) CI|Ck SAVE to Submlt *Relationship Mothear
your Changes DSame Address as Individual

|:| Same Phone as Individual

Contact Address

You've finished updating an Emergency R
Cont'ac[ Address
29 Locksley L o _
Brewer, ME 04412 Edit Address

Penobscot

Contact Phone

Phone 207/555-5555

Other Telephone Numbears

Phone Type Phone Humber

Cellular 207/478-5555 delete |

ADD A PHONE NUMEBE

Return to Emergency Contacts
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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 Save | button

oK

You have finished adding a new address.

Last Revision Date: 12/12/2006

Adding an Address QG / Quick Guide

Add a new address Address Types
35 Apple Way Edit addre=ss [T Home
Apt 645 .
Long Beach, NY 11561 o wmail
Nassau [T  Business
ppe— - R R ResHall
Date new addzgss will take effect] |11/23/2006 E‘J (example: 12/31/2000) r
|- Campus
SCE [ Eilling
Feturn to Current Addresses \ s

Add a new address

Save Confirmation
' The Save

was successful.

oK
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