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From the home screen navigate to the My Details tile.

Select “edit” on the entry to be changed or updated.
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Make appropriate changes to the entry.

Select “Save”.

A green “Saved” badge will appear in the header and the entry will be updated.
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To add an entry, select the “Add” button in the top right of the screen.

Select the type of entry that requires adding.

A green “Saved” badge will appear in the header and the entry will be added.

Note: Emergency contacts can be added under “Add other contact” if there is not a 
pre-existing emergency contact on record

Complete the details required by the entry and select “Save”.
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