How to Complete Your Emergency Contact Information Sheet

1. Open your favorite browser and go to
https://cmvcprod.doane.edu/Student/UserProfile/Emergencylnformation
And log in using your Doane credentials
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2. Click on your name in the top right corner
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Hello, Welcome to Colleague Self-Service!
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3. Click on “Emergency Information”
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4. Click on the + sign next to “Add New Contact”
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5. Fill out the pop up form and click on the blue “Add Contact” when completed.
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6. Repeat steps 4 and 5 until all desired contact information is completed then continue to step 7.




7. Scroll down and complete the following information
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8. Once completed scroll back to the top of the page and click on the yellow “Confirm” button:
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It should turn blue and list the date and a green box should appear in the top right corner stating
“‘Emergency Information confirmed on XX/XX/XXXX” :
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