MONONA GROVE SCHOOL DISTRICT

HOWtOVleW/ChangeEmergencyContactlnformatmn
in Employee Access

This guide will take you step by step on how to view and if needed, change your
Emergency Contact information within Employee Access.

STEP 1-LOG INTO EMPLOYEE ACCESS

[T St Resourees“ Manonm i 0 Login-Powered by Skywrd U el |
*E ¥ h 4=

7 .
SKYWARD

MONONA GROVE SCHOOL DISTRICT
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Forgot your Login/Password?

AAAAAAAAAAAAAAAAAA

B Enter your 6-digit Login ID and Password—If assistance is needed with
your Login, email payroll@mgschools.net
B Keep “All Areas” selected for the Login Area
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STEP 2: CLICK ON EMPLOYEE INFORMATION

[. Employee Access - 05.14.06.00.04 - Mozilla Firefox

~'\‘ﬂ https://employees. mononagrove.org:444/scripts/wsisa.dll/WService=wsFin/sermhom0L.w
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Truetime Training ~ Account | Preferences | Exit .
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STEP 3: CLICK ON PERSONAL INFORMATION

§ - - —
@ Employee Access - 05.14.06.00.04 - Mozilla Firefox

@ https://employees.mononagrove.org:ddd/scripts/wsisa.dll/WService=wsFin/semhom01.w
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STEP 4: CLICK ON EMERGENCY CONTACTS

@ Emergency Information - WH\EPATBAEM - 9020 - 05.14.06.00.08 - Mogzilla Firefox

‘ B https://employees.mononagrove.org:d44/scripts/wsisa.dll/WService=wsFin/hemprtabs001.w
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STEP 5: VERIFY YOUR EMERGENCY CONTACTS

B Click on contacts you want to edit or verify.

B Click on edit
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STEP 6: CHECK YOUR CONTACT FOR ACCURACY

B Verify First Name, Last Name, Phone Numbers, Relationship and

Comments are correct.

YOU MIGHT NEED TO SCROLL DOWN TO SEE THE BOTTOM OF THIS SCREEN OR
MAXIMIZE YOUR SCREEN

@ Emergency Contact Maintenance - WH\EP\TB\EM - 3020 - 05.14.06.00.08 - Mozilla Firefox

Emergency Contact

e * First: [1OHN

Name Suffix: hd

| Demeographic Information

Gender: -

Race: -

Contact Information
n 2st Phone:
2nd Phone:

3rd Phone: |(608)

Home Email:

111-1212

Other Information

Employer: >
' Organization: v

Occupation: hd
Education: hd

Comment:

Emergency Infermation

f Relationship: |PARNT

ALLERGIES: NONE
INS: UW HEALTH

Asterisk (%) denotes a required field

|Bxt:

g

¥ |PARENT

v Comment: |[EXISTING MED CONDITIONS: NOME
CURRENT MEDS: NOME

Emergency Contact Maintenance
[
Enter Information for Emergency Contact of TRUETIME TRAINING

Middle:

Name Prefix:

Marital Status:
Language:

PCat:

]
e
=

o
(el
(=1

Fr

B https://employees.mononagrove.org:444/scripts/wsisa.dll/WService=wsFin/sstudemeredit004.w?isPopup=true

= Last: |SMITH

- Date of Birth:

= | [T 15t Phone Confidential
[T 15t Phone Long Distance

w | Home -

w | Work -

Age:

Fax:

Address:

Pickup: Yes -

Name Key: SMITHIOH000

Name Used As: EMERGENCY CONTACT

Save

Change
Name
Format to
Organization:
Address
History
Mail Addr

Back

-

STEP 7: VERIFY YOUR SECOND CONTACT, IF YOU HAVE ONE, BY FOLLOWING
THE SAME PROCESS IN STEPS 5 AND 6.
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STEP 8: IF EVERYTHING IS CORRECT AND COMPLETE, YOU CAN EXIT OUT OF
EMPLOYEE ACCESS. IF YOU NEED TO MAKE CHANGES, ENTER THE CHANGES
THAT ARE NEEDED AND CLICK ON SAVE.

- .
@ Emergency Contact Maintenance - WH\EPNTB\EM - 9020 - 05.14.06.00.08 - Mozilla Firefox = [ E [

@ https://employees.mononagrove.org:444 /scripts/wsisa.dll/WService=wsFin/sstudemeredit004.wlisPopup=true

Emergency Contact Maintenance 2@ T
|

Enter Information for Emergency Contact of TRUETIME TRAINING

Save

| Emergency Contact
Change

* First: JOHN Middle: * Last: [SMITH Pickup: Yes - Name

Formatto

Name Suffix hd Name Prefix: v Name Key: |SMITHIOH000 Organization

Address
Demographic Information History
r = Mail Addr

Gender: - Marital Status: - Date of Birth:

Back |
Race: b Language: v Age: 1] 226 |

Contact Information

1st Phone: |Ext: ] PCat: w | [C] 15t Phone Confidential Fax: |

| [0 1t Phone Long Distance |
2nd Phone: | PCat: v | Home - Address: =

3rd Phone: [(608) |[111-1212
Home Email:

PCat: w | Work - =

Other Information

Employer: hd Name Used As: EMERGENCY CONTACT
' Organization: hd

Occupation: v
Education: A

Comment:

Emergency Infermation

Relationship: |PARNT  |* |PARENT

Comment: |[EXISTING MED CONDITIONS: NONE
| CURRENT MEDS: NOME
ALLERGIES: NONE
INS: UV HEALTH

Asterisk (") denotes a required field

ANY CHANGES MADE, WILL BE UPDATED BY THE DISTRICT OFFICE ON A
WEEKLY BASIS.

THIS CONCLUDES THE PROCESS
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