
Employee Self-Service – Emergency Contacts

Within HR Direct, you can update your emergency contacts information. Follow the steps below 
to add/update emergency contact information.

Add Emergency Contact Information

Step 1 - Navigate to UMass Boston HR Direct.

Step 2 - Select the "Log in to HR Direct Button".

Step 3 - Enter your user id and password. 

https://hr.umb.edu/hr-direct/


Step 4 - When prompted to sign in to a campus, select "Boston".

Step 5 - If you do not see the Employee Self-Service Screen, navigate to it using the drop-
down menu in the upper left corner.

Step 6 - Select the "Personal Details" tile. If you see two tiles labelled “Personal 
Details,” they both will bring you to the same place.



Step 7 - Within the “Personal Details” screen, select the “Emergency Contacts” tile. 

Step 8 - To add a new emergency contact, click the plus sign “+.”  If you do not have an 
emergency contact listed yet, click the “Add Emergency Contact” box. 



Step 9 - In the “Emergency Contact” pop-up box, enter your contact’s name and their 
relationship to you. If this person should be a preferred contact, click the “Preferred 
Contact” check box. Under “Address” hit the “Add Address” box.



Step 10 - If the emergency contact’s address is the same as yours, check the “Same as 
mine” box and hit “Done.”  If their address is different from yours, enter the “Country,” 
“Address 1”, “Address 2” (if applicable), “City”, “State”, and “Postal” code. Hit the 
“Done” box.

Step 11 - To add the phone number of the emergency contact, under “Phone Numbers” 
hit the “Add Phone Number” box. 



Step 12 - In the phone number pop-up box, if the emergency contact’s phone number is 
the same as yours, click the “Same phone as mine” check box and hit “Done.”  If the 
phone number of the emergency contact is different than yours, select the phone 
number “Type” from the drop-down list, enter the “Number,” and the “Extension.” Hit 
“Done.” (if applicable).

Step 13 - If you are done adding the address and phone number of your new emergency 
contact, hit “Save.” 



Changing Existing Emergency Contacts

Step 1 - To change an existing emergency contact, click the caret to the right of the 
name within the “Emergency Contacts” screen. 

Step 2 - Check the “Preferred Contact” box if you would like to make this person a 
preferred contact. To change the address, click the card at the right of the address.

        



Step 3 - In the “Address” pop-up box, enter the “Country,” “Address 1, Address 2 (if 
applicable)”, “City”, “State”, and “Postal Code”. Hit “Done.”

 

Step 4 - To change the phone number of the emergency contact, click the caret to the 
right.



Step 5 - In the phone number pop-up box, if the emergency contact’s phone number is 
the same as yours, click the “Same phone as mine” check box and hit “Done.”  If the 
phone number of the emergency contact is different than yours, select the phone 
number “Type” from the drop down list, enter the “Number,” and the “Extension.” Hit 
“Done.” (if applicable).



Step 6 - If you are done editing the address and phone number of your existing 
emergency contact, hit “Save.” 
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