How to Update Address and Emergency Contact

Please follow the below instructions on how to update your Emergency Contact information and address
on the Employee Dashboard.

Step 1: Go to the Employee Dashboard
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When in the Employee Dashboard, click on My Profile to view your
personal information.

Step 2: Edit Information in My Profile

On My Profile you will see all of your Personal Information. To edit each section, click on the Pencil icon

on the right hand side:

This will open an editable view of your profile. Each section will have icons to edit, delete or Add New:
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***Follow the same steps above to make updates on
all Personal Information sections in Emergency Contact.***
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