
Employee Self Service 8.9 Reference Guide

 
 
My Personal Profile – Emergency Contacts 
  
 
Step 1: 
On the New Titan Online page, 
click Emergency Contacts. 
 
 
 
 

 

 
 
If you have emergency contacts 
listed they will display on this 
page. 
 
You can add, edit or delete 
emergency contacts any time. 
 
Add an Emergency Contact 
 
Step 1:  
Click  
 

 

 
Step 2: 
Enter the name of your contact 
(First Name then Last Name). 
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Step 3: 
If the emergency contact has the 
same address as you, place a  
in the Address box.  Your 
address information will populate 
in the appropriate fields.  You 
may not change it. 

 
 
Step 4: 
If the contact address is different 
than yours, click Edit Address. 

 

 
 
 

 
Step 5: 
Complete the following fields:  
 
• Country 
• Address 1 
• City 
• State 
• Postal 
 
Click  
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Step 6: 
To add a primary phone number, 
enter it in the Telephone field. 
 
You can add additional phone 
numbers for each emergency 
contact as needed.  Click 

 
  
 
Step 7: 
When you have finished adding 
an emergency contact 
information, click  
 
 

 
 
You will receive “The Save was 
successful” message.  Click 

. 
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Change a Primary Contact 
 
Step 1:  
Click Change the primary 
contact. 

 

 
 
Step 2: 
From the drop down box, select 
your Primary Contact. 
 
 
Step 3: 
Click  
 
 

 

 
 

 
 
 
You will receive “The Save was 
successful” message.  Click 

. 
 

 

 
 

 
Edit Contact Information 
 
Step 1: 
Click  next to the emergency 
contact person you wish to 
change information. 
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Step 2: 
Edit the information as needed. 
 
Step 3: 
Click  
 
 

 
 
 
You will receive “The Save was 
successful” message.  Click 

. 
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Delete Contact Information 
 
Step 1: 
Select  next to the contact 
person you wish to delete as an 
emergency contact. 

 
Note: If you are deleting your 
primary contact you must select 
a new primary contact first then 
delete your contact. 

 

 
 

 
Step 2: 
Confirm you want to delete the 
emergency contact. 
 
Click  or 

.  You will be 
taken back to the Emergency 
Contact page. 
 
 

 

 

 
Note: All emergency contact 
changes made by you will be 
followed up with a confirmation 
email. 
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