
UPDATING YOUR INFORMATION IN COLLEAGUE 
SELF-SERVICE 
To update your emergency contact and personal information: 

1. Go to Colleague Self-Service and log in. 
2. On the left side of the screen, click User Options (the person icon) 

 

For Emergency Contact 

1. Click “Emergency Information” 
2. Add your Emergency Contact 
3. Please be sure to press the “Confirm” button so we know this information is still accurate. 

Make sure to update and confirm this whenever this information changes. 

For Personal Information (Address, Email, and Phone Number): 

1. Click “User Profile” 
2. If your address is NOT from the US or Canada, please check the box BEFORE filling out your 

information. 

  
3. Add your address, email address, and phone number.  
4. Please be sure to press the “Confirm” button so we know this information is still accurate. 

Make sure to update and confirm this whenever this information changes. 
5.  

STEP BY STEP INSTRUCTIONS: 
If you need step by step screenshots, the instructions are divided into each category: 
   

• Emergency Contact 
• Address 
• Email Address 
• Phone Number 

 
Please click on the category you are interested in to view the instructions. 
 

https://colss-prod.ec.nwhealth.edu/Student/Account/Login?ReturnUrl=%2fStudent


UPDATING YOUR EMERGENCY CONTACT 
 

• Log into your Colleague Self-Service Account 
• When you are logged in, your screen will automatically load your home screen.  
• On the far-left side, there is a black bar that includes several icons. To update your 

Emergency Contact, click on the icon that looks like a person. This is labeled as “User 
Options.” Clicking this will expand your selections.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• To update your Emergency Contact, you will click on the “Emergency Information” option in 

the dropdown menu. 

 
 
 
 



• Your Emergency Information page will look like this: 

 
• This page gives you the option to either confirm an Emergency Contact or Add a New 

Contact.  
• If you want to add a new Emergency Contact, you will click the “Add New Contact” button. 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Clicking this will give you a pop up where you will enter the information of your new 
Emergency Contact. Please note that you are required to put in at least one phone number, 
but the more information you can provide for this individual, the better. We will not be 
tracking Missing Person Contacts. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



• When you have entered all the correct information for your New Emergency Contact, click 
the blue “Add Contact” button at the bottom of this pop up. You cannot click this button 
without filling out all required information.  

 
• When your Emergency Contact has been added, the pop up will close to reveal your 

Emergency Information page. It will include your recently added Emergency Contact. 

 
 
 



• It is best to keep this information up to date as much as possible. You can repeat steps 7-10 
to add additional Emergency Contacts.  

• If anything changes with your Emergency Contact, navigate back to this page. If you need to 
edit the information, you can click on the pencil on your Emergency Contact’s information. 

 
• If you would like to remove an Emergency Contact, you can click on the “x” on your 

Emergency Contact’s information. 

 



 
• This will give you a pop up asking if you are sure you’d like to remove your Emergency 

Contact. Click “Accept” to confirm.  
 
 
 
 
 
 
 
 
 

• If all information on this page looks to be correct, you can confirm the information.  
 

 
 

• Once this has been confirmed, it will say the date that you confirmed the information. 
Please repeat this step as soon as any information changes.  
 
 

 
 
 
 
 
 
 

 



 
UPDATING YOUR ADDRESS 

 
• Log into your Colleague Self-Service Account 
• When you are logged in, your screen will automatically load your home screen. On the far-

left side, there is a black bar that includes several icons. To update your address, click on 
the icon that looks like a person. This is labeled as “User Options.” Clicking this will expand 
your selections.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• To update your Address, you will click on the “User Profile” option in the dropdown menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Your User Profile page will look like this: 

 
 

• This page gives you the option to add or confirm your address, email address, and phone 
number. 

• If you want to add a new address, you will click the “Add New Address” button. 
 

 
 
 
 

 
• Clicking this will give you a pop up where you will enter the information of your new address.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Please make sure you indicate if you have an address that is not in the United States or 
Canada. This will give you a different format with which to enter your address. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter the information of your address carefully. Please separate apartments or unit 
numbers into different address lines. 

 
 
 
 
 
 
 
 
 
 
 
 
 



• If your address is located in the United States or Canada, your completed address will look 
like this:   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• If your address is outside the United States or Canada, your completed address will look 
like this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    
• Please select if this address is your Permanent Address or your Local Address 

 
a. Home/Permanent is for the address at which you have legal residency 
b. Current is for the address at which you currently live 

i. These addresses may be the same or different. We ask that you update both. 



• To add your address, you will click the blue “Add Address” button at the bottom of the pop 
up. 

 
• If anything changes with your address, navigate back to this page. If you need to remove or 

edit the information, you can click on the pencil on your address information. 
 

 
 

 
 
 

 
 
 
 
 

• If all information on this page looks to be correct, you can confirm the information.  
 
 
 
 
 
 
 
 

 
 
 
 



• Once this has been confirmed, it will say the date that you confirmed the information. 
Please repeat this step as soon as any information changes.  
 
 

 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



UPDATING YOUR EMAIL ADDRESS 
 
 

• Log into your Colleague Self-Service Account 
• When you are logged in, your screen will automatically load your home screen. On the far-

left side, there is a black bar that includes several icons. To update your email address click 
on the icon that looks like a person. This is labeled as “User Options.” Clicking this will 
expand your selections.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• To update your email address, you will click on the “User Profile” option in the dropdown 
menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 



• Your User Profile page will look like this: 

 
 

• This page gives you the option to add or confirm your address, email address, and phone 
number.  

• If you want to add a new email address, you will click the “Add New Email” button.  
 
 
 
 
 
 
 
 
 

 
• Clicking this will give you a pop up where you will enter the information of your new email.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 



• To update your email, you will click the blue “Add Email” button at the bottom of the pop up.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Your @nwhealth.edu email must  ALWAYS be your “preferred” email. Any additional email 
addresses added cannot be marked as “preferred.” 

 
 
 
 
 
 
 
 
 
 

 
• If anything changes with your email, navigate back to this page. If you need to remove or edit 

the information, you can click on the pencil on your email information. 
 
 
 
 

 
 
 
 
 
 

• If all information on this page looks to be correct, you can confirm the information.  
 
 
 



• Once this has been confirmed, it will say the date that you confirmed the information. 
Please repeat this step as soon as any information changes.  
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



UPDATING YOUR PHONE NUMBER 
 

• Log into your Colleague Self-Service Account 
• When you are logged in, your screen will automatically load your home screen. On the far-

left side, there is a black bar that includes several icons. To update your phone number, 
click on the icon that looks like a person. This is labeled as “User Options.” Clicking this will 
expand your selections.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• To update your phone number, you will click on the “User Profile” option in the dropdown 

menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Your User Profile page will look like this: 

 
 

• This page gives you the option to add or confirm your address, email address, and phone 
number. 

• If you want to add a new phone number, you will click the “Add New Phone” button.  
 
 

 
• Clicking this will give you a pop up where you will enter the information of your new phone 

number.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Enter the information of your phone number carefully. 

 
• Please be sure to include if this is a home phone or a cell phone. 

 
 

 
 
 
 
 



• To add your number, you will click the blue “Add Phone” button at the bottom of the pop up.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• If anything changes with your phone number, navigate back to this page. If you need to 
remove or edit the information, you can click on the pencil on your phone number 
information.  
 
 
 
 
 
 
 

 
 
 
 

• If all information on this page looks to be correct, you can confirm the information.  
 
 

 
 
 
 
 

 
 
 



• Once this has been confirmed, it will say the date that you confirmed the information. 
Please repeat this step as soon as any information changes.  
 
 

 
 

 
 

 


