
 Job Aid 

 
Changing Your Contact Information   
 

You can change your contact information in the Preferences screen of My Attendance Manager. 
To access the Preferences screen, tap the menu button in the home screen and tap the 
Preference Settings button  in the employee panel.  
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In the Preferences screen, change your contact information by tapping edit in the CONTACT INFO 
field.   
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To change your work email address, work phone number or home phone number, tap the X in each 
field you are changing to remove the current entry.  

     

Type a new email or phone number and tap the save button to update your contact information. 
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