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Scroll to the bottom and click on the +Add button to the far right.

Fill out the required fields including adding a phone number. Please note you can check one of the following or all three:

1. Emergency-this should be checked if this is your emergency contact. All employees must have an emergency
contact on file.

2. Dependent- this should be checked if this person is a dependent for the purposes of Benefits coverage.

3. Beneficiary- this should be checked if this person is a dependent for the purposes of life insurance.

Click Save once done.



