
AtHoc Self-Service: Updating your information 
Step 1- Click on the AtHoc Icon 
at the bottom of your screen. 
Step 2- Select Update My Info 
Step 3-  
a. Select your status i.e. 

Civilian, Military etc. 
b. Select your building 
c. Identify if you are CPR 

certified 
d. Identify if you are a 

member of the Threat 
Working Group 

e. Identify if you are a 
Building Marshal Warden.  
(Not Floor Marshal 
Warden) 

f. Identify if you are a Senior 
Leader. 

g. Identify if you require 
transportation in the event 
of an evacuation.  And if 
you require wheel chair 
access. 

Step 4- Save 
Step 5- Click on Update My 

Device Info 
Step 6- Insert: 
   - personal email if no gov. BB 
   - work email if gov. BB 
              or to receive texts 
   - cell phone number as email 

see attached 
Step 7- Save 
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