
Self Service – Emergency Contacts 

  
Introduction This guide provides the procedures for how to change a member’s 

Emergency Contacts.  

  
Procedures See below. 

 

Step Action 

1 Select the Emergency Contacts link under Tasks in the Employee Pagelet. 

 
 

 

 Continued on next page 

  



Self Service – Emergency Contacts, Continued 

  
Procedures, 

continued 
 

 

Step Action 

2 The member’s current Emergency Contacts will display. 

From this screen, a user may: 

 Click the Contact Name links to review the current information 

 Select the Primary Contact 

 Edit a Contact 

 Delete a Contact (make sure to click save after hitting the delete button)  

 

In this example, the spouse’s contact information will be changed. Click the 

pencil icon in the Spouse line. 

 
 

  
 

 Continued on next page 

  



Self Service – Emergency Contacts, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The Emergency Contact Details for the spouse will display. Any field on this 

page can be edited. When finished, click the Save button.  

 
 

 

 Continued on next page 

  



Self Service – Emergency Contacts, Continued 

  
Procedures, 

continued 
 

 

Step Action 

4 Once saved, this screen will display. Click OK. 

 
 

5 Now select the Return to CG AD Self Service: Employee link. 

 
 

 

  


