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Introduction 
Per an idea in the Customer Idea Portal, clients can now run an Emergency Contact report with 
selections to choose employees by Site and Department.  This report could be used for calling contacts 
quickly in the case of an emergency.   
 
To access the Emergency Contact Report, go to My AptaFund > Reports and select the Emergency 
Contact Report.  All or specific Sites and all or specific Departments can be selected.  The report will list 
All, Enabled or Disabled employees depending on the selection.   
 

 
Figure 1:  Emergency Contact Report Prompt Screen 

 

 
Figure 2:  Sample Emergency Contact Report 

 


