ME MORANDUM
Kathy Gallagher, Director

40 Douglas Drive, Martinez, CA 94553 - (925) 608-5000 - Fax (925) 313-9748 - www.chsd.org

To: All Staff, Code 2A Date: March 5, 2021
From: Debora Boutté, Personnel Services Officer

Subject: Important: Keep Emergency Contacts Updated in Employee Self Service (PeopleSoft)

A workplace emergency is the worst time to realize that employee emergency contact information
is out of date or missing. Since we cannot
predict when we will truly need it, now is
the best time to update your emergency
contact information. Personnel depends
on this information to be accurate and
accessible at a moment’s notice for the
safety of our employees.

Please make sure to add or update your
emergency contact information in
Employee Self-Service (PeopleSoft) by
close of business Friday, March 12.
Personnel will send annual reminders to employees to ensure we have the most current
information.

While vou are in Employee Self-Service, review and update yvour address and contact details.
Follow the steps on the next pages to enter or update your contact information today.

Send an email to the Department of Information Technology (DolT) Help Desk at
helpdesk(@doit.cccounty.us if you are locked out of the system or have technical issues relating
to PeopleSoft/Employee Self-Service. Thank you for your help.



https://cchp92.hosted.cherryroad.com/psp/cchp92/EMPLOYEE/HRMS/?cmd=login&languageCd=ENG&
mailto:helpdesk@doit.cccounty.us

Adding an Emergency
Contact

1.

Click the Personal Details tile on the
Employee Self Service home page.

. Click the Emergency Contact link in the

Actions panel on the Personal Details
page.

. Click the Add Emergency Contact

button

. Enter information in the Contact

Name field. Select a relationship in the
Relationship field. Check the Preferred
check box (optional).

. Click the Add Address button and enter

address information on the Address
page (optional). Click the Done button.

. Click the Add Phone button and enter

phone information for the contact on the
Phone Number page. Click the Done
button.

. Click the Save button.
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Change Adddress
1.

. Click the Addresses link in the Actions
. Click on the adddress you want to edit
. Select/enter a date in the Change As Of

. Edit your Address information using the
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Click the Personal Details tile on the
Employee Self Service home page.

panel on the Personal Details page.

(home or mailing) Information panel.
field on the Address dialog page.

Address 1, Address 2, Address 3, City,
State, Postal, and County fields.

. Click the Save button.
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1. Click the Personal Details tile on the
Employee Self Service home page.
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1. Click the Personal Details tile on the
Employee Self Service home page.

2. Click the Contact Details link in the
Actions panel on the Personal Details
page.
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5. Enter your email address in the Email
Address field.

6. Click the Save button.
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All employees are assigned a business eMail
address. You cannot edit or delete this address.
It must be your preferred eMail address.
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