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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”

# > Dashboard > Emergency Contact Details

Your Emergency / Next of Kin Contacts ( |

Emerg

it from the calendar in the ‘Effective Date field, use da/mm/yy form

It your emergency, or next of kin, contact changes any contact information then update the details in this screen.
When input is complete click on [Submit].
Effective Date Emergency Complete

Effective Date

Previous

Submit

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

# > Dashboard > Emergency Contact Details

Your Emergency / Next of Kin Contacts ( |

Use this option to view emergency contact and next of kin details.
If the change is effective from a specific date then enter, or select it from the calendar in the ‘Effective Date field, use dd/mm/yy format.
If your emergency, or next of kin, contact changes any contact information then update the details in this screen.

When input is complete ciick on [Submit]

Effective Date Emergency Complete

Emergency Contact
Relation Title Forename Sumame

Next of Kin Mr Bert Basett

Add Contact

praous Nex




®

Marie
Curie

Care and support
through terminal illness

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

Emergency Contact

Relation Title Forename Surmame

Relation Title Forename Surname
Next of Kin Mr Rowland Wilson

Add Contact.

Post Code FE2EFH

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:

# > Dashboard > Emergency Contact Details

Your Emergency / Next of Kin Contact l

Title Farename Surname
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Click on “Add Contact”
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A blank contact screen will open up for you to complete:

Emergency Contact

—
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* Sumame \
Relationship to Employes [
Home Telephane Number | |
Mebile Telephone Number [ |
Work Telephone Numbsr | |
Adaress [
[
[
[
[
[
Post Code [
Once complete click “Save Contact”
Emergency Contact
Relation Title Forename Surname
Next of Kin Mr Rowland Wilsan
—
Add Contact
~Tite
“Fore [Fres
“Sumame [Mustard
Relationship & [Oncie:

Home Telsphons Numbsr

Mobils Telephons Number

Work Telephons Numbsr

Address [T Castie STreet
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Post Code [eutz 180
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You will then be taken back to the Summary Screen:

Your Emergency / Next of Kin Contacts (Michelle Wilson, 206247)

b [ ]

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

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

t/dashboard-ul/index.himl#/index/main/process/link /groupld=tMP-CUN | &Lpr

TES ) ) w rie C
rl-test-tst-01.mccc.mariecurie.local says:

Please confirm you want to submit these details for processing.

oK Cancel

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

# > Dashboard > Emergency Contact Details

V Thank you for submitting your change




