
Viewing & Updating Emergency Contact Data 

 

To update an employee’s emergency information you will look under HRWeb>General Update>Emergency Contact. 

Search for the employee using the name, national ID (SSN), or the 7-digit HR/Payroll system employee ID and click the 
search button. 

 

1) Click the minus button to delete an emergency contact or click the plus button to update the data.  

2) Type in the Emergency Contact Name   

3) Click the down arrow next to relationship to employee and make selection. 

4) Click in the box next to primary contact. If a primary contact is already indicated, you will get this error message: 

 

 

 

 

 

 



Viewing & Updating Emergency Contact Data 

 

Select only one emergency contact as a primary contact. 

 

5) If the new Emergency contact has the same address and phone number as the employee, click the mouse in those two 
boxes. If not, type in the address and scroll down to enter in the phone number. 

6) Be sure to click the “Save” button when done! 

 

To add “Other Phone Numbers for Emergency Contact” you will select “Other Phone Numbers”; select from the drop 
down box for “Phone Type” and enter the phone number under “Phone”. 

 


