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Viewing and Updating Emergency 

Contact(s)



From the PAWS Employee Portal 
(https://paws.augusta.edu), select the SoftServ

Icon from the Quick Access Bar.



Log in using your AU NetID and Password.  This 
will be the same ID and Password that you use 
to log into Outlook.



You have successfully accessed SoftServ. Navigate to Personal Information so that you may 
update your emergency contact(s). 

Main Menu > Self Service > Personal Information > Emergency Contacts



To add an emergency contact, Select “Add Emergency Contact”.  

If you would 
like to delete 
an existing 
contact, 
select the 
trashcan icon

Select “Save”.  



Enter new Emergency Contact Name (First and Last 
Name). Select Relationship to Employee.  If the new 
contact has the same address and/or telephone number 
as yourself, click on the appropriate radio buttons.  

To add the contacts address (if known), select “Enter/Edit 
Address”.  Enter address, then select “OK”.

Enter the contacts phone number in the “Telephone” 
field.  Additional phone numbers for this specific contact 
can be added by selecting “Add Phone Number”.

Upon data entry completion, please select “Save”. 



You have successfully added an Emergency Contact.  


