NEWYORK | Office of General Services
STATE OF

orrorruniy. | Business Services Center
LATS-NY Emergency Contact Information Instructions

To update emergency contact information, access the LATS-NY login page associated with
your agency by clicking the link below:

https://bsc.0gs.ny.gov/access-my-lats-ny

Updating Emergency Contact Information:

1 . On ce |Ogged | nto LATS_NY Welcome to LATSnet - Leave & Accrual Tracking System - LATS-NY TIME 01

H Thursday, July 9, 2020
select My Timesheet ek — o e
Juneteenth State Holiday My Traahes)

NYS BSC Ti

Juneteenth accruals for time worked will be available
after the timesheet is processed. Please allow up to one
pay period for accruals to reflect in the appropriate
accrual category.

2. 0On the Timesheet tab, click  |mmeshest
on Contact Info Search  Approvallist  Timesheet  WorkersComp  TDS  Payments

Audit ~ Summary  Contactinfo  Print  PrintAll

|Supervisor: Name: Status: New Timesheet
FY: 2020 - 7 (6/25/2020 to 7/8/2020) Vacation: 1/21/2016 Submitted Date:
Personal: 8/11/2016 Approved Date:

Day: | Select Go to Day v m 06/25/2020 mmﬂ m

3. In the Emergency Contact LATS
Information window, enter "

the eme rgency co ntact Emergency Contact Information
i nfO rm at|0 n fO r th e Pri ma ry | primary Contact | Secondary Contact | Offce Location |

Contact and click the Save B Employee Information

button . Once Saved , the Employee Name: ) Ti.tk.i:. Bus?ness Services Center Representative
. Agency: Office of General Services Division: Business Services Center

page Wi ” refresh and Bureau: BSC - Human Resources Section: BSC

Primary Emergency

Contact successfu I Iy Primary Contact Information

To Be Notified: |

updated will appear (in red)
near the top of the window |,
just below the Primary Address 2:
Contact tab. city:

State: Choose a State v
Zip Code:

Relationship:

Business Phone: = ° Ext.
Home Phone:

Other Phone:

Email Address:

Csove | ot Joe
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4. To enter a secondary
emergency contact, click on
the Secondary Contact tab,
enter the emergency contact
information and click the
Save button. Once saved,
the page will refresh and
Secondary Emergency
Contact successfully
updated will appear (in red)
near the top of the window
just below the Primary
Contact tab.

Emergency Contact Information

Primary Contact || Secondary Contact | Office Location

[2] Employee Information

Secondary Contact Information

To Be Notified:

Relationship:

Address

Address 2:

City:

State: Choose a State v
Zip Code:

Business Phone: = - Ext.
Home Phone:
Other Phone:

Email Address:

Employee Name: Title:
Agency: Office of General Services Division:
Bureau: BSC - Human Resources Section:

[ sove Joctete Jcome

Business Services Center Representative
Business Services Center
BSC

For assistance or questions, please contact the BSC at (518) 457-4272 or BSCHR@o0gs.ny.gov.
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