UPennAlert Emergency Notification System
Faculty & Staff Instructions to register and update your information for UPennAlert

1. Visit the Penn Directory (https://www.upenn.edu/directories)
Select “Update Directory listings”
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Penn Directory

Look here for the range of news and communications services offered by the University; includes news
offices, publications, telephone and video services and more

Find a Person

Contact information for faculty, siaff and students. Directory listings are provided as a public service and are not to be used for solicitation,

Update Directory listings
En!jd or update information in the Online D nnKey and password required)

2. Enter your PennKey Username and Password, click “Log In”; confirm via two-factor
authentication.
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protected University web resources.
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Forgot Penniey ysemame / password?
Test Your Pennkey

Change My Password

3. Click on the “l Agree” button to enter the Directory portal.
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Usage Statement - Terms and Conditions

The online Penn Directory is presented a5 a courtesy by the University of Pennsylvania. Contact
Information for faculty, staf and students is provided a5 & public service and is ot o be used for
icitati

The University monitors the quality of the information available on this web site, and can modify or
| update ks contents as required t suppor the offical business needs af tha University and to ensure the
accurscy and integrity of the dato.
However, the Urniversity does ot quarantee, and acepts 1o egal lablty whatsover wising fram, or
liabil or completeness of any mal ed o this web

site or unanw

ined in the Penn Directory i & violstion of the University's

By choosing to continue, you agree to be bound by these terms and conditions and that any modification
5 your Dirgetary profis accuratsly represants your affilatian with the University.


https://www.upenn.edu/directories
https://www.upenn.edu/directories

4. Click on the “Manage UPennAlert Info” tab at the top of the page.

Provide information about how to conRet you during a campus-wideghergency

v UPennAlerl 1nto

Your emergency contact information will be used by the Division of Public Safety or other authorized Penn Administrators to provide you with urgent text and/or email messages, Your information should Include the best
number(s) for reaching you quickly.

Your emergency phone contact information will not be displayed In the Directory.
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By clicking on this box, T understand that I will not receive emergency texts or emails|
between 9pm to 7am on weekdays, and I will not receive emergency texts or emails (=]
between 9pm on

n to 7am on 3

5. Add or update your cellphone number(s); it is your responsibility to ensure these
numbers are accurate - double-check all entries.

6. Click the “Submit” button when you have finished your updates.

Provide information about how to contact you during a campus-wide emergency

w My UPennAler{ 1nfo

Your emergency contact information will be used by the Division of Public Safety or other authorized Penn Administrators to provide you with urgent text and/or email messages. Your information should include the best
number(s) for reaching you quickly.

Your emergency phone contact information will not be displayed in the Directory.
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