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How to Add an Emergency Contact

1. After successfully logging into PeopleSoft, click on the Personal Details tile.
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2. The Personal Details Page displays with your current information. Click the
“Emergency Contacts” Tab on the left side of the page.

¢ Employee Self Service Personal Details

JOHN SMITH®

Service Aide

i Addresses
¢ Contact Details
Name

444 Ethnic Groups

Addresses

Home Address
101 LALALANE
BROOKLYN, NY 11216

3 Emergency Contacts

&, Additional Information

& Veteran Status

Mailing

No data exists.

\ Add Mailing Address

Current

Please Note: Home Address changes made into or out of the five boroughs of NYC may have a tax implication. Please call Payroll Shared Services at 646-
694-T777 for any questions. Be advised Special Officers and Supervising Special Officers are required to submit proof of address for all Home Address
changes. You will receive a confirmation email from Human Resources Shared Services (HRSS) to confirm your request has been received.

If you have any questions, contact HRSS at (646) 458 -5634 or via email at EmployeeSelfService@nychhc.org.
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3. Click on the Plus Sign under Emergency Contacts to add a new Emergency Contact.

£ Employee Self Service Personal Details

JOHN SMITH®
Service Aide
i Addresses Emergency Contacts
& Contact Details Emergency Contacts
+
B Name
Contact Name Relationship Preferred
g% Ethnic Groups
JANE SMITH Spouse v >

%5 Emergency Contacts
a, Additional Information

& Veteran Status

4. A Pop-Up window appears. Enter the Contact Name and their Relationship to you.
You have the option to check Preferred as your emergency contact. To add your
emergency contact’s address, click Add Address. To add your emergency contact’s
phone number, click Add Phone Number. Click the Save button once you are finished.

< Employee Seff Service Personal Details

JOHN SMITH®
Service Aide
faliesses Emergency Contacts
Cancel Emergency Contact Save
¢ Contact Details Emergency Contacts |—] ] r
+| K
E Name ‘i *Contact Name ‘James Smith
Contact Name . ) e ——————
233 Ethnic Groups Relationship ‘ Adult Child ﬂ|
ENIE SN Preferred [J
{f Emergency Contacts
e, Additional Information Address
No data exisis.

&, Veteran Status

| Add Address

Phone Numbers

No data exists. At least one phone number is required.

| Add Phone Number é
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5. The “Emergency Contact “Name” was successfully added.” The new
emergency contact will now appear under Emergency Contacts.

{ Employee Self Service Personal Details

& Additional Information

& Veteran Status

JOHN SMITH®
Service Aide
[ sezes Emergency Contacts
(' Contact Details Emergency Contacts
+
B Name ‘—‘
Contact Name Relationship Preferred
&gk Ethnic Groups
JAMES SMITH Adult Child 3
w Emergency Contacts
JANE SMITH Spouse v 3
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How to Update an Emergency Contact

1. To update an existing emergency contact, click on the Contact Name you wish to
update under Emergency Contacts.

<{ Employee Self Service Personal Details

JOHN SMIT3®

Service Aide

&1 Addresses

Q. Contact Details

F§ Name

2% Ethnic Groups

%5 Emergency Contacts
ar, Additional Information

& Veteran Status

Emergency Contacts
Emergency Contacts
+]

Contact Name

JAMES SMITH

JANE SMITH Q

Relationship

Adult Child

Spouse

Preferred

2. Choose the field you wish to edit. You can edit the Name, Relationship, Address, or
Phone Number. You can also choose to delete the contact by selecting Delete on the
bottom. Click the Save button to save your changes. Please note, you must have at least

one Emergency Contact on file.

< Employee Self Service Personal Details

JOHN SMITH ©®
Service Aide

=1 Addresses

+& Gontact Details

s Name

25t Ethnic Groups

®§ Emergency Contacts
« Additional Information

&% Veteran Status

Emergency Contacts
Emergency Contacts
[+]

Contact Name

JAMES SMITH

JANE SMITH

| Cance\] Emergency Contact
“Contact Name | JANE SMITH |
“Relationship \ Spouse ﬂ|
Preferred ¥
I Address I

Phone Numbers

+
Phone Extension Type
212-200-3333 Home
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3. The “Emergency Contact “Name” was successfully updated”. The update

will appear under Emergency Contacts.

{ Employee Self Service Personal Details

JOHN SMITH®
Service Aide

=1 Addresses

& Contact Details

f Name

g% Ethnic Groups

£ Emergency Contacts
a0, Additional Information

& Veteran Status

Emergency Contacts
Emergency Contacts

+

Contact Name Relationship Preferred
JAMES SMITH Adult Child >
| JANE LEE SMITH Spouse V3 >
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