
USDA Employee webTA Emergency Contacts Management 

Page 1 of 25  ©Kronos, Incorporated 

Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Employees training course.  Please review the objectives listed here and 
when you are ready to continue, select the Next button.   
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Slide notes 
In the event of an emergency, it is critical that Human Resources has the ability to contact the people 
close to you in order to provide information. The Emergency Contacts feature in webTA allows you to 
add contact information for your spouse, partner, relatives, friends, co-workers or anyone you would like 
contacted in such situations. 
It also allows you to designate the order in which your contacts are called. Let's take a look by selecting 
the My Contacts link from the Main Menu. Select next to continue.   
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Slide notes 
Here, we see the Emergency Contacts page. Note that this employee, Ben Davis, is listed as the first 
contact, and the relation is Self. It is a good idea to verify that your contact information is up to date in 
case you need to be contacted in the event of an emergency. To access your contact information, 
select the link for your first, or last name. Select next to continue.    
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Slide notes 
Your contact information should already be in webTA. If it is not, or if it needs to be updated, make the 
necessary changes, and then select the Save button at the bottom of the page. In this example, the 
information is current, so we will go back to the Emergency Contacts page using the breadcrumb trail. 
Select next to continue.   
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This employee has already added an Emergency Contact. Let's add another by selecting the Add New 
Contact button. Select next to continue.  
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Slide notes 
Let's say this employee wanted to add their brother as a contact. We will do that in the background. 
Select next to continue.  
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Slide notes 
Here, you can see we have added information into the required fields, which are Last Name and Phone 
number. We also included the contact's First name and relation. It is a good idea to include as much 
information as possible. Next, we will scroll down. Select next to continue.  
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We will save the contact information by clicking the Save button. Select next to continue.  
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Slide notes 
Note the message indicating that the contact has been saved. Next, we will go back to the emergency 
contact page using the breadcrumb trail. Select next to continue.   
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Slide notes 
You can designate the order in which your contacts are called in the event of an emergency by 
changing the Call Order numbers. Number 1 would be contacted first. To change the Call Order, edit 
the numbers in the Call Order column, and then select the Save button.  
You can also delete a contact by selecting the X button in the far right column of the table. In this 
example, we will keep the Call Order the same, and we are going to return to the Main Menu by 
selecting the Employee tab. Select next to continue.  
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 
 


