Update your Next of Kin and

Emergency Contact details

To update your contact information you can navigate to:
Your Employment > Personnel Information > Contact information
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Update your Next of Kin and

Emergency Contact details

At the bottom of the Contact Information tab there is a 'Personal Contacts' section to add Next of Kin &

Emergency contacts.

A Personal contacts

Next of kin ~ Emergency

Il Name Relationship Address Date of Birth Telephone Mobile Notes Priority Nex
Janet Smith | Wife v |5Cirlce Lane| 14/11/1988 ﬁ 072829292¢ 0
Adk Delete

To add a contact, click the Add button and enter the relevant information into each field.




Update your Next of Kin and

Emergency Contact details

Only to be ticked if you have never been enrolled
in the pension fund.

If you tick Emergency, this contact
will automatically be added to the
Emergency tab

A 4
You must contact your pension scheme directly to
update any pension beneficiaries.

of Birth Telephone Mobile Notes Priority Next ofk\Emergency Dependant Benef‘riary
IS

Only to be ticked if the Next of Kin is under 18.

8 | 072829292¢ V]

Tick the Next of Kin, Emergency, Dependent and/or Beneficiary boxes as appropriate.

Once you have entered all the information for your next of kin/emergency contacts navigate to
bottom of the screen and click on the Save button.




