
  
 

Emergency Contact Details  

 

This page enables you to change your Emergency / Next of Kin contact details, so that the contact 

information is always up to date. 

To make a change: 

Enter the “Date Change is Effective” of the change then click “Next” 

 

This will show any existing contact details held and whether they are Emergency or Next of Kin Contacts: 

 

 

 

 



  
Click on the Relationship type to open up your amendment options: 

 

 

 

Make any required changes to the contact details and once complete click on “Save Contact”.  

You will then be returned to the original screen where if ok you select “Submit”.  

To add a new contact: 

 

Click on “Add Contact” 



  
A blank contact screen will open up for you to complete: 

 

Once complete click “Save Contact” 

 

 

 

 



  
You will then be taken back to the Summary Screen: 

 

To save all changes you need to click on “Submit” 

 

Click “OK” once the confirmation pop-up message appears to confirm your update 

 

 

Your information will be updated and you will receive a confirmation message  

 


