Augusta Job Aid: Updating Contacts in UltiPro

Health. | Step-by-Step Guide

Follow the step-by-step instructions below:

=

STEP 1: LOG IN TO ULTIPRO

Openyour internet browser.
Go to augustahealth.com.

Scroll to the bottom of the page and click on
For Employees.

Select UltiPro from the list.

Once the UltiPro login screen appears, enter
your Username and Password.

Click SignIn.

STEP 2: NAVIGATE TO CONTACTS

a’ Fromthe Home Screen, click on the Self menu.

b Select Personal.
€ Click Contacts.

(This section stores both your personal
and emergency contact information.)
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©, STEP 3: SELECT A CONTACT
« Findthe contact you want to update (for example, your spouse, parent, or emergency contact).
 Clickdirectly onthe person’s name.
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E/ STEP 4: EDIT THE INFORMATION

« Clickthe Edit buttonin the upper-right corner of the contact’s details.

« Make the necessary changes, such as:
« Phonenumber
« Address
+ Relationship to you
« Emailaddress
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T\ STEP 5: SAVE YOUR CHANGES
Eﬂ « Onceupdates are complete, click Save.
« Apop-up may appear - select OK to confirm.
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Quick Tips:
.

» Keep your emergency contacts current—this helps Augusta Health support you in case of urgent situations.
« Review your contacts at least once ayear or whenever there’s a change (new phone, address, etc.).
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