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Add, Edit, and Delete Emergency Contacts in HRMS

Add an Emergency Contact in HRMS
1. Using Internet Explorer, go to HRMS at http://www.maricopa.edu/hrms.

2. Log in with your Maricopa Enterprise ID and Password, and press Enter.
3. From the HRMS Menu, select the path:
Employee Self Service >> Personal Information >> Emergency Contacts.
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4. Click the Add an Emergency Contact button.
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In the Contact Name field, enter the first and last name of the emergency contact.

In the Relationship to Employee field, click the drop-down menu and select the
appropriate relationship.

7. If the emergency contact has the same address and telephone number as the
employee, place a checkmark in the appropriate checkboxes, and then skip to Step 11.

e The address and telephone number stored in the system for the employee will
automatically populate the appropriate fields.

e To add additional phone numbers, click the Add Phone Numbers button.

8. If the emergency contact has a different address and telephone number as the
employee, leave the checkboxes blank and click the Edit Address link.
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9. Enter the appropriate information in the fields and click OK.
(Leave the Address 2 and Address 3 fields blank.)
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10. At the Emergency Contact Detail page, enter the appropriate telephone number in the
Phone Number field.

e To add additional phone numbers, click the Add Phone Numbers button.
11. At the Emergency Contact Detail page, click the Save button.
12. At the Save Confirmation page, click the OK button.

Edit an Emergency Contact in HRMS
1. Using Internet Explorer, go to HRMS at http://www.maricopa.edu/hrms.

2. Log in with your Maricopa Enterprise 1D and Password.
3. From the HRMS Menu, select the path:
Employee Self Service >> Personal Information >> Emergency Contacts.
. Click the Edit button to the right of the person whose information you will change.
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5. Make changes. If needed, see previous section for specific instructions.

6. After making changes, at the Emergency Contact Detail page, click the Save button.
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. At the Save Confirmation page, click the OK button.

Delete an Emergency Contact in HRMS
1. Using Internet Explorer, go to HRMS at http://www.maricopa.edu/hrms.

2. Log in with your Maricopa Enterprise 1D and Password.

3. From the HRMS Menu, select the path:
Employee Self Service >> Personal Information >> Emergency Contacts.
Click the Delete button to the right of the emergency contact to be deleted.

Click the Save button.
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5. Click the Yes — Delete button to confirm your changes.
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7. Click the OK button to confirm your changes.

To Sign Out of HRMS: in the top right corner of your screen, click Sign Out.
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