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Update/Verify Emergency Contacts – Phone Numbers, Relatives, Primary 
Contacts 
 

1.   Click the Student Center link. 
 

2.   Click the Emergency Contact link. 
 

3.   Click the Edit button. 
 

4.   Click the Add a Phone Number button. 

5.   Click the Phone Type drop down menu. 
 

6.   Select the appropriate Phone Type from the list. 
 

7.   Type the phone number into the Phone Number field.  
8.   Click the Save button. 

 
9.   Click the OK button. 

 
10.   Click the I have verified and/or updated my information; it is current checkbox. 

 
11.   Click the Save button. 

12.   Click the Add an Emergency Contact button. 

13.   Type the name into the Contact Name field.  
14.   Click the Relationship drop down menu. 

 
15.   Select the appropriate Relationship from the list. 

 
16.   Type the phone into the Phone field.  
17.   Click the Save button. 

 
18.   Click the OK button. 

 
19.   Click the Change the primary contact button. 
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20.   Click the Primary Contact drop down menu. 
 

21.   Select the appropriate Name from the list. 
 

22.   Click the Save button. 
 

23.   Click the OK button. 
 

24.   Click the Save button. 

25.   End of Procedure. 
 


