
STEP 3:  CONTACTS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                         

  

NOTE: A minimum of 4 
contacts is requested 
using a combination of 
mother/father, other 
contacts, and daycare 
provider. 

• CLICK on the contact to 
“Change” and it will be 
highlighted in blue.  Make sure 
the correct contact shows under 
“Contact Details”.   

• CLICK  to update. 
• Make changes and CLICK on 

 and repeat for more 
contact changes. 

 

ADD a contact.  
 

• CLICK on  
• Add all contact information 

following the guidelines  for 
REQUIRED FIELDS for contact 
types on the screen. 

• CLICK  and repeat to add 
more contacts. 

 

CHANGE a contact’s 
information: 
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WHEN FINISHED: 

DELETE a contact.  

• CLICK on the contact to “Delete” and it will be 
highlighted in blue.  Make sure the correct 
contact shows under “Contact Details”.   

• CLICK . If it is the correct contact to 
delete. CLICK “OK” when asked:

  
• Repeat to delete more contacts 

 

CHANGE Doctor/Physician contact:   

If you do not have a doctor/physician entered as a 
contact, you will see the contact name “TYPE Doctor 
name here”, otherwise you will see your Dr.’s name. 

• Follow the previous  instructions to “Change” 
a contact.   

• Type in your Doctor’s  name over the words 
“TYPE Doctor name here” or type your current 
Doctor over your previous Doctor’s name 

• Enter the Doctor’s phone number. 

• CLICK   
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 CLICK “Confirm and Continue” 


