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Create an Emergency Contact 
via Document Records



Create an Emergency Contact

 All emergency contacts are created via the Document Records quick action  

 All other contacts are created specific to dependents and beneficiaries



Navigation
Me 
Quick Actions 
Document Records 
Add Document



Create an Emergency Contact

Select Document 
Records under Quick 

Actions
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Create an Emergency Contact

Select the 
+Add button
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Create an Emergency Contact

Select Emergency Contact 
from the Document Type 

dropdown
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Create an Emergency Contact

Enter the applicable 
Emergency Contact details 
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Create an Emergency Contact

Select Submit to complete 
the process
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