
Confirming/Updating Emergency Contact Information during Registration 
 

1. Log in to Self Service with your username and password. 
 

 
 

2. Click on “Student Planning” 
 

 
 

3. Click on “Go to Plan & Schedule” Under Plan Your Degree & Register for Classes 
 

 



 

4. If it has been more than 30 days since you last confirmed your emergency contact 
information or you have not yet entered any emergency contact information you will see a 
red banner at the top right of the screen stating, “Click on your name above and enter your 
emergency information.”  
 

 
 

Click on your name from the top right corner of the screen: 
 

 
 

**If your emergency contact information has been confirmed within the last 30 days this 
banner will not appear and you have no additional steps to complete.** 
 

 
5. Click on “Emergency Information”: 
 

 
 
 



6. Review your current Emergency Contact Information 
 

a. If the information is accurate and up to date, click on the blue Confirm button: 
 

 
 
 

b. If there is no information listed, click on “+ Add New Contact” from the left side of the 
screen: 
 

 
 

i. Enter Emergency Contact Information and Click the Blue “Add Contact” Button. 
 

 



ii. Click on the blue Confirm button: 
 

 

 
 

 
 
 

c. If the information listed is not correct, click the blue pencil icon at the bottom of the 
contact information to edit, or the blue x to remove this contact and enter a new one. 

 
 
 
 

i. After verifying your entry, click on the blue Confirm button: 
 

 
 
 
 
 



 

Your emergency contact information has been confirmed when you see a blue box on the 
screen and a green banner on the top right indicating the current date as the last confirmed 
date  

 

 
 
 
 
 
 

7. Return to Plan & Schedule 
 

a. Click on Academics on the left side of the screen (Graduation Cap) 
 

 
 
 
 
 

 



 
b. Select Student Planning 

 

 
 

c. Select Plan & Schedule 
 

 
 
 

d. Proceed with planning courses as usual. 
 


