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FACULTY/STAFF INSTRUCTIONS FOR UPDATING
EMERGENCY CONTACT INFORMATION

Southeast encourages faculty and staff to identify individuals to be notified by University
officials in the event of an emergency.

The University places a high priority on communicating emergency information. By
providing this information, employees are ensuring the most current and correct information

is on file for use.

1. Login to portal.semo.edu.

SOUTHEAST MISSOURI
STATE UNIVERSITY - i873

Single sign-on for Southeast Portal and Moodle

Enter your SE Key and Password

SE Key Password Sign In
Southeast will never request your personal login information via email.
Southeast Help:

« SE Key Activation/Change My Password
« Southeast Help Desk

Public Services:
« Southeast Email

2. Select the ‘Employee SS’ tab.
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m sites  Ei doyee |l EifH Emall  Videos

Home Community Home

Which of the following movies would you most like to see as one of the SAC

Kent Library monthly movies

Kent Library -
Announcements Al 4 a. Baby Driver
Find Articles
Find Books ") b. Jumanji: Welcome to the Jungle
Subject Preview Hide -
Ask Us c. Passengers
Please take a few Library Hours ) d. Thor: Ragnarok
minutes to complete Voto

[] Towsrs Sand Vollsyball

Hide .
Court Opinion Survey = SELink
i Campus Life Events

Delivery Date: December -
i SE Link

6,2017
Student Organization Portals Events set for the next 30 days:
Seroll down for 2 link to view all events

Wednesday, January 17,

2018 the
-4 Dr. Martin Luther King, Join e Athletics and Recreation 12/6/2017 Sunrise Yoga
12/6/2017 Lucky Bamboo

Jr. Colebration Dinner - Hide



https://portal.semo.edu

3. Select the ‘Update Emergency Contacts’ link in the Personal Information box.

Personal Information

Update Addresses and Phones

Update E-mail Addresses

Update Emergency Contacts

PayView my Bill (Account Summary)

Cnline Schedule Bill

Select Term for Online Schedule Bill

Update Preferred First Name

ddddigd @didid

Update SE Alerts Contact Infoermation

4. Update a contact by selecting their name and making the necessary changes.

5. Add new contact by selecting ‘New Contact’ at the bottom of the name category.

Employee Southeast Employee Processes

Search Go

RETURN TO MENU SITE MAP HELP EXIT

Update Emergency Contacts

ra Update a contact by selecting that contact and making the necessary changes.

Emergency Contacts

Order Name Address and Phone Relationship

1 NAME NAME ADDRESS Significant Other
ADDRESS

CITY, MO 11111
573 1111111

2 New Contact

[ View Emergency Contacts | Employee Profile ]

RELEASE: 8.7
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6. Add your new contact’s phone number, address and relationship status.
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Search Go

RETURN TO MENU SITE MAP HELP EXIT

Update Emergency Contacts

7 Enter a new emergency contact. When finished, Submit Changes.

Remove Contact:

Order: 3

Relationship: Not Applicable [
First Name:

Middle Name:

Last Name:

Address Line 1:
Address Line 2:

Address Line 3:

City:

State or Province: | not Applicable B

Zip or Postal Code:

Country: Not Applicable B
Area Phone Extension
Code Number

Telephone:

Submit Changes Reset

7. Click ‘Submit Changes.’

8. Click ‘Exit’ to log out of the Southeast Portal.

For more information about Southeast’s University
Emergency Procedures, visit semo.edu/dps

For more information about the SE Alerts emergency
notification system, visit semo.edu/alerts

ADDITIONAL RESOURCES

UNIVERSITY POLICE: 573.651.2215


http://www.semo.edu/dps/
http://www.semo.edu/alerts/
http://www.semo.edu/police/index.html
tel:%201-573-651-2215



