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Emergency Contact:  From this page you can 
edit existing contacts, delete or Add new 
contacts.  Also we ask you designate which 
Contact is the Primary Contact.
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This example Adds a contact.  
Required blocks are First and 
Last name, type of Relationship. 
Review the Contact has… check 
boxes and check if either are 
appropriate.  Enter Address and 
Phone number.
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Relationship type is required

If you elect to enter a 
Address for your Contact 
click Edit Address
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Enter address info if you elect to 
enter an address. 
Click OK



9

Enter a phone number.  Just 
type 10 digits and system will 
format it.  

Click SAVE 
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You may designate your Primary Contact
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Select which would be 
primary and Click SAVE
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You may 
Edit the 
Contact
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Always SAVE any changes
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Return to Contact 
Information Screen
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From this screen you can add or 
change  other contact 
information
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•You cannot change the Business email from 
this screen.  
•You can edit or delete existing email or add 
another email.  
•Business email may be changed at via the  My 
System Profile menu item. 



19

The Home Address record 
allows you to change your 
official Home Address within 
the NFC Employee Database.  
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Phone number allows 
you to change phone 
contacts for you the 
employee. 



21

You may edit or delete existing 
number, or add a new number. 
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Personal Information 
Summary provide a 
summary of each item 
above as well as some 
basic information about 
yourself.  
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