Reviewing and Updating Your Emergency Contact Information 
It is important to keep up-to-date emergency contact information on file with the College.  This information will be accessed by the Human Resources staff in the event of an emergency or when a crisis situation occurs on campus so we ask that you please take the time to review your emergency contact(s) on a regular basis. 
1. Getting Started 
a. Go to the MyBarton portal.
b. Enter your employee e-mail address and the password you use to login to your Barton PC or e-mail every day.
c. Click “Sign In”.   
d. Click on “Employee Dashboard” under the “Self-Service > Employees” card.  If this card is not displayed, click on “Discover More”, scroll down to the “Self-Service > Employees” card, and then click on the ribbon in the upper right-hand corner to save the card to your dashboard.
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e. Click on “My Profile”. 
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2. Review of Emergency Contacts
a. Your emergency contact information will be shown in the “Emergency Contacts” section.
b. If you have more than one emergency contact on file, you can use the arrows to scroll back and forth through the information. 

3. Adding an Emergency Contact
a. If you need to add an emergency contact, click on the pencil icon.
b. On the next screen, click on “New Contact”, fill in the information, and then click on “Submit Changes”.

4. Update an Emergency Contact
a. If you need to update an emergency contact, click on the pencil icon.
b. On the next screen, click on the name of the emergency contact, update the incorrect information, and then click on “Submit Changes”.
5. Remove an Emergency Contact
a. If you need to remove an emergency contact, click on the pencil icon.
b. On the next screen, check the “Remove Contact” box at the top and then click on “Submit Changes”.  
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