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Overview
Employees can maintain an email address in EMACS.  EMACS will use the address on file for email communication.  Employees can add, update, change or delete their addresses.
Up to three email addresses can be entered on the address line if separated by a semicolon and not exceeding 70 characters.
§         xxxxx@hotmail.com;yyyyy@sbcounty.gov;zzzzz@gmail.com
Navigation
Main Menu > Self Service > Personal Information > Email Addresses
Add an Address: If you do not currently have an email address on file in EMACS, you can add one by clicking on the `Add an Email Address' button.
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The 'Email Type' field will open.  Click on the down arrow to open the drop down menu.  'Other' is the only option available.  Select 'Other'.
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Preferred Check Box - If you add an address, it will automatically become your preferred address. As there is only one email address type available, this box must remain checked.
Type your email address in the designated field.  Click on 'Save'.
You will receive the following Save Confirmation.  Click 'OK'.  You will return to the Email Addresses page. 
Edit Your Address - You may edit (change, update or correct) your address by entering the new information in the Email Address text box.  After updating your email address, click on the `Save' button.
Add a Second Address - If you wish to provide a second email address, separate the two addresses in the same Email Address text box with a semicolon as shown below.  Click the `Save' button.
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EMACS will send emails to both 'Other' addresses.  You may add a third email address in the same manner, if there is room in the text box.
Delete your Address  - You may delete the existing email address by clicking on the `Delete' button. After clicking `Delete', you will be required to confirm your selection.
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Click 'Yes' to delete or 'No' if you change your mind.
EMACS will use the address you provide for email communication.
After you update your address, EMACS will send you a confirmation email.  If you don't receive it within 20 minutes, verify you entered the address correctly and retype as necessary.
If the address is correct but there is still no email confirmation, contact the ISD Help Desk at(909) 884-4884.
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