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MONONA GROVE SCHOOL DISTRICT 

How to View/Change Emergency Contact Information 

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 

 

 Enter your 6-digit Login ID and Password—If assistance is needed with 

your Login, email payroll@mgschools.net 

 Keep “All Areas” selected for the Login Area 

 

  

 

 

 

 



2 

 

  04/16/2015 

STEP 2: CLICK ON EMPLOYEE INFORMATION 

 

 

 

 

 

 

 

 

 

 



3 

 

  04/16/2015 

STEP 3: CLICK ON PERSONAL INFORMATION 
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STEP 4: CLICK ON EMERGENCY CONTACTS 
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STEP 5: VERIFY YOUR EMERGENCY CONTACTS 

 Click on contacts you want to edit or verify. 

 Click on edit 
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STEP 6: CHECK YOUR CONTACT FOR ACCURACY 

 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 

 

 

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. 

 

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

WEEKLY BASIS. 

 

THIS CONCLUDES THE PROCESS 


