Job Aid

Modify Your Emergency Contact Information

1. Click the Student Center Fluid tile.
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2. The system defaults you into the Academics Course History option.

Click the drop-down button to the right of the Academics button to close the menu.

Click the drop-down button to the right of the Personal Information button to open the menu.

Student Center Fluid

I Academics ~

Course History

Wiew Grades

Wiew Unofficial Transcript

View My Classes

Class Search

Shopping Cart

Drop Classes

Update Classes

Swap Classes

Browse Course Catalog

My Planner

Expected Graduation Term

Advisors

View Transfer Credit Report

I Finances ~
I Personal Informaticn =
I To Do List ~
I Admissions ~
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3. Click the Emergency Contact link.

Student Center Fluid

I Academics ~

I Finances e

I Personal Information

Fersonal Details

Contact Details

Addresses

Health Record Report

Emergency Contacts

Ethmicity

4. A list of the student’s current emergency contacts displays. In this example, you will delete one
emergency contact and will replace it with a new contact.

Click the right arrow at the end of line 2.

Emergency Contacts
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The current emergency contact’s information displays.

Click the Delete button to remove this person as an emergency contact.

Edit Contact

*Name ‘ |
*Relationship | Friend v
Preferred

Primary Phone Number
Country Code ‘ |
*Phone Number ‘ |
Extension ‘ |

Other Phone Numbers

No other phone numbers defined.

Add Phone

Contact Address

6800 Tulane Ave

Apt. 210

Hew Orleans >
LATO112

Orieans

Delete

A message box will display asking if you wish to continue the delete.

Click the Yes button.

Are you sure you want fo delete this contact?

The previous contact is removed from the list.

Click the plus (+) button to add a new contact.

Emergency Contacts
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7. In this example, you will enter the following information into the appropriate line.
In the Name field, enter Theresa O’Connor.
Click the drop-down to the right of the Relationship field.
Select the Friend option from the drop-down list.

In the Phone Number field, enter 504/555/2553.

Click the Save option.

Cance Add Contact Save
“Name |Tneresa C'Connor |
*Relationship | Friend V‘
Preferred
Primary Phone Number
Country Code | |
“Phone Number |504/555-2553 |
Extension | |

Other Phone Numbers

Mo other phone numbers defined.

Add Phone

Contact Address

Mo address defined

Add Address

8. The new contact is added to the contact list.
Emergency Contacts
[+]
Contact Phone Preferred
w »
Thereza O'Connar 504/555-2553 >
9. This completes Modify Your Emergency Contact Information.
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