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EMERGENCY CONTACT INSTRUCTIONS 
 

Please take a minute to complete this very important online process to ADD 

your Emergency Contact information. 

 

STEP 1:  Go to Today@Dean  

STEP 2:  Click on SELF-SERVICE 

 

 

STEP 2 

 

 

 

STEP 3:  Click on USER OPTIONS 

 

STEP 4:  Click on EMERGENCY INFORMATION 
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STEP 5:  Click on “ADD NEW CONTACT”  

 

 

 

Be sure to 

scroll to bottom 

of form and 

check both:  

and 

 

 

 

STEP 6:  Add your Emergency Contact Information- ALL FIELDS 

➢ Full Name (First Name and Last Name) 

➢ Relationship to you 

➢ Daytime phone 

➢ Evening phone 

➢ Street Address/City and State 

 

 

IMPORTANT STEP 7: 

To Submit- 

-Click on  

 

 

CHECK BOTH 


