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Employee Self Service

Creating an Emergency Contact via
Document Records

All emergency contacts will be created via the Document Records quick
action. All other contacts should be created would be specific to
dependents and beneficiaries.
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Creating an Emergency Contact via Document Records
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Select Document Records under

Quick Actions

Journeys Pay




Creating an Emergency Contact via Document Records

Select the Add button
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Document Records

David-James Bernauer

Document Records + Add

‘SE'WCh by type, name, or numbe ‘ Show Filters Excluded Payroll % Expired

Sort By | Last Updated - Descending
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Nothing matches your search. Try again.
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Add Document

David-James Bernauer

Document Details

*Document Type

Select a value

Name Country  Category
From the Document Emergency Contact Personal Information
Details form, select Employer Paid Benefs Payrol
Emergency Contact from coloyment | Compensation e
the drop-down list from Veifation
the Document Type field Employment Agreement Employment




Creating an Emergency Contact via Document Records

NOTE: Employee may also type
Emergency in the Document Type
field, and the application will pull
results from the data entered
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Add Document

David-James Bernauer

Document Details

*Document Type

Select a value

Name Country Category

Emergency Contact Personal Information

Employer Paid Benefits Payroll

Employment / Compensation Employment
Verification

Employment Agreement Employment

Gnuarnman t leciia, A Idantifiratinn

The employee may add up to three (3) emergency contacts on this form. The first contact will be
mandatory and will include First Name, Last Name, and Phone Number. Enter this information along
with the From Date in the form
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Add Document

David-James Bernauer

Document Details

*Documen t Type

‘ Emergency Contact

[ A DB +

Enter the applicable

From Date

| 413722

*First Name

*Phone Number

Emergency Contact details

to]| | |

and select the Submit button

1

Drag files here or click to add attachment

NOTE: An attachment may be added by dragging a file to from the employee’s local drive into
the Attachment are or by selecting the file from the employee’s local drive
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Document Records

David-James Bernauer

Document Records + Add |

‘ Search by type, name, or numbe  ©,

Show Filters Excluded Payroll X Expired X

Sort By | Last Updated - Descending

Document Type Last Updated Date
Emergency Contact 4/13/22
Category

Personal Information

The record will display after submittal

Note: Select the Glasses icon to view the details



