Emergency Info Update Procedure

The Research Foundation will use this information to contact in case of emergency. If you have provided
emergency contact information when you are hired, you will see that here. If you wish to update or add follow
these steps:

1.
2.

Log in to Employee Online and Go to Emergency Info under Personal tab.

If you wish to update, click on the Name.
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Update the information you wish to change and click on Save button.
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4. To add the new emergency contact, click on Add button

5.
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Enter the new contact information and click on Save button.
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