Updating Emergency Contact Info via myRWU
February 2014

Logging into myRWU (also known as the Campus Portal) and updating your emergency contact information is slightly
different for students, faculty and employees. Please see the appropriate instructions for your login below. Everyone

will login using the web address of: https://portal.rwu.edu.

For students: (If your name is Peter Jones, your user name will look like the example below.)

RWU | CAMPUS PORTAL

Domainuser name:

Password:

Login into myRWU with credentials similar to the above screen.

RWU | campus poRTAL

Roger Williams University Portal Students Campus Information

Roger Williams University Portal

Click on the Students link.
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Student Services

T

Academic Profile

Financial Information

Housing Lottery

Academic Reqistration

) | User Contact Information

Employee Profile

On the left side of the screen under the Student Services menu, click on the User Contact Information tile.

Student Services

(]

Main Menu

User Contact Information

— Emergency/Personal Contact Information

Click on Emergency/Personal Contact Information.

Emergency Contact Information:
Emergency Contact Hame #1: [
Relationship: Mother [*]
Emergency Contact Cell Phone: 4::11--
Emergency Contact Home Phone;

Emergency Contact Work Phone: 401- [N

Additional Emergency Contact Information (if so desired):

Emergency Contact Name #2. _

Relationship: Father hd
Emergency Contact#2 Cell Phone: 40 1-
Emergency Contact#2 Home Phone;

Emergency Contact#2 Work Phone:

Scroll down until you see Emergency Contact Information. Type your information in the appropriate area and click

Submit.
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For Faculty: (If your name is Jane Smith, your user name will look like the example below.)

RWU | CAMPUS PORTAL

Seqwity (= axplanztion )

(=) This s a public or shared computer

@@ Thisis 2 private computer

I ET TS LSl jsmithi@iacademics. rvu

et _

Login into myRWU with credentials similar to the above screen.

Roger Williams Lini

Campus Information

Foger Williams University Portal

Click on the Faculty link.
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Faculty Services

0

Academic Reqgistration

— User Contact Information

Faculty Information

Budgeting

Employee Profile

On the left side of the screen under the Faculty Services menu, click on User Contact Information.

Faculty Services

Q

Main Menu

User Contact Information

— Emergency/Personal Contact Infarmation

Click on Emergency/Personal Contact Information.

Emergency Contact Information:
Emergency Contact Name #1:

Relationship: Wife Ed
Emergency Contact Cell Phone: 401
Emergency Contact Home Phone: 401

Emergency Contact VWork Phone:

Additional Emergency Contact Information (if so desired):

Emergency Contact Name #2. _

Relationship: Child kd

Emergency Contact#2 Cell Phone: _

Emergency Contact#2 Home Phone;

Emergency Contact#2 Work Phone:

—

Scroll down until you see Emergency Contact Information. Type your information in the appropriate area and click
Submit.



Updating Emergency Contact Info via myRWU
February 2014

For Employees: (If your name is John Smith, your user name will look like the example below.)

RWU | CAMPUS PORTAL

Seasity | show explanation )

(=) This 5 a public or shared computer

@  This 5 a private computer

Domain'eser name: Byt it

Roger Williams University Portal Emp

Click on Employees link.
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Employee Services
(]

Academic Registration
> User Contact Information
Budgeting

Employee Profile

On the right side of the screen under the Employee Services menu, click on User Contact Information.

Employee Services
(]

Main Menu

User Contact Information

) Emergency/Personal Contact Information

Click on Emergency/Personal Contact Information.

Emergency Contact Information;

Emergency Contact Name #1: _

Relationship: Companion :l

Emergency Contact Cell Phone;
Emergency Contact Home Phone:

Emergency Contact Work Phone:

Additional Emergency Contact Information (if so desired):

Emergency Contact Name #2: t
Relationship: Mother :l

Emergency Contact#2 Cell Phone:

Emergency Contact#2 Home Phone: m

Emergency Contact#2 Work Phone;

Scroll down until you see Emergency Contact Information. Type your information in the appropriate area and click
Submit.

(o))



