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ECM Main Menu Options 

• Standard Reports - Several tasks are • Inbox Icon - View messages from 
common to most standard reports. These 

employees and delegates.tasks include selecting reports, entering the
date range, and specifying report output • Tiles  Icon - Tiles provide a quick way to 
options. view information or perform tasks such as

entering time in your timesheet right from the• Saved and Scheduled Reports - Reports Home page.can be saved in multiple formats and locations.
This page displays reports with the output • Employee Icon - View your settings and 
destinations: To "Saved and Scheduled other information, such as Licenses, Roles, etc.
Reports." and To "Saved and Scheduled • Help Icon - Access the help database.Reports" and emailed to me. 

Searching for Emergency Contacts 

1. Select the Employee Contacts link from 
the Emergency Contacts menu on the 
ECM Administrator Main Menu page. The 
Emergency Contacts page is displayed
defaulting to All. 

2. Enter the applicable search criteria. 
3. Select the Search button. The information for 4. Select the desired employee. The My 

the search criteria entered is displayed. Contacts for (name) page is displayed. 

Adding Employee Emergency Contacts 

1. Select the Employee Contacts link from OR 
the Emergency Contacts menu on the 

Complete the applicable search options andECM Administrator Main Menu page. The 
select the Search button. The My Contacts for Emergency Contact page is displayed 
(name)page is displayed. defaulting to All. 

2. Select the desired employee. The My Contacts 
for (name) page is displayed. 
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Adding Employee Emergency Contacts (Continued) 

3. Select the Add New Contact button. The 
Emergency Contact Details page is displayed
listing the next consecutive Call Order number. 

4. Complete the fields. 
5. Select the Save button. The message 

Contact saved is displayed. 
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Reordering  Employee Emergency Contacts 

1. Select the Employee Contacts link from the Emergency Contacts menu on the ECM Administrator 
Main Menu page. The Emergency Contacts page is displayed. 

2. Select the desired employee. 
OR 
Complete the applicable search options and select the Search button. The My Contacts for (name) 
page is displayed. 

3. Make the applicable changes to the call order numbers. 
4. Select the Save button. The message Contact saved is displayed, and the call order is updated. 

Footer Management 

The ECM Administrator adds or modifies text 
located on the Emergency Contacts for page and
the Emergency Contact Details page. 

Adding or Modifying ECM Footer Text 

1. Select Emergency Contacts, Footer
Management on the ECM Administrator main 
menu page. The Footer Management page 
opens. 

2. To add or modify text, type the new text. 
3. To review the text, select Preview. The text 

displays under Preview. 
4. Select the Save button. A success message 

displays. 
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Deleting ECM Footer Text 

1. Select Emergency Contacts, Footer 4. A success message displays. 
Management on the ECM Administrator main 
menu. The Footer Management page opens. 

2. Select the Delete button. 
3. Confirm or cancel the deletion. 
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