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Employees may edit their home address within the platform. 

Access Horizon and follow the steps in the table below to edit your home address. 

Step Action 

1 Under QUICK ACTIONS, click Contact Info. 

Continued on the next page 

Edit Home Address 

Overview 

Procedure Steps 
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Continued on the next page 

Procedure Steps, cont. 
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Step Action 

2

Select the appropriate values and type in the relevant information. 
Note: Be sure to follow the correct format by adding the home number and street in 
one line and then the city, the state and the zip separately.
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3 

Step Action 

3 

Select the appropriate values and type in the relevant information. 
Note: To correct an address, enter the “When does this address  

 change start?” date. The current date is ideal, however it can be a future date. 
 The date must be entered with the calendar button. 

4 Click Submit to save the changes. [The updated address data is displayed in the 
"Address" section] 

Note: The address is used for Payroll Tax calculations. 

Procedure Steps, cont. 
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Employees may edit their emergency contacts within the platform. 

Access Horizon and follow the steps in the table below to edit your emergency contacts. 

Step Action 

1 Under QUICK ACTIONS, click Emergency Contacts.

Continued on the next page 

Edit Emergency Contacts

Overview 

Procedure Steps 
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Step Action 

2 Click the plus sign to add an emergency contact.  

Continued on the next page 

Procedure Steps, cont. 
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Step Action 

3 

Enter the appropriate values and type in the relevant information. You can 
view this information as well as Human Resources. Only if an emergency 
occurs, HR will reach out to the emergency contacts you have listed.

4 
Click Submit to save the changes. [The updated emergency contacts will be 
displayed under "My contacts" section] 

Note: You can update, add or remove this information at any time. 

Procedure Steps, cont. 



 

 

Update your Life Insurance Beneficiaries 

 

Access Horizon and follow the steps below to edit your Basic Life Insurance 
(automa�cally provided by ADT) and Supplemental Life Insurance beneficiaries. 

Step 1: Click on the Benefits �le on the home page of Horizon 

 

 

  



Step 2: Click on “Enrollment Pla�orm” to single sign-on to the benefit enrollment pla�orm  

 

 

  



Step 3: Once on the Enrollment Pla�orm, click on “Beneficiaries under At Your Finger�ps on the 
right of the screen 

 

 

Step 4: The Beneficiaries screen will appear. To add, remove or change your beneficiaries, click 
on the orange buton and follow the prompts. Be sure to update each line of coverage you have 
(Accidental, Basic, Business Travel, etc.) as each policy can have a different beneficiary 
associated with that benefit. Be sure to save all your changes before exi�ng.  

 



 

 

Update your 401(k) and HSA Beneficiaries 

 

Access Fidelity and follow the steps below to edit your 401(k) and Health Savings 
Account beneficiaries. 

Step 1: Log into your Fidelity account www.401k.com  

 

 

  

http://www.401k.com/


Step 2: Click on Accounts & Benefits along the top naviga�on, then under About You “Update 
your beneficiaries”  

 

 

  



Step 3: Once on the Beneficiaries page look for your ADT RSIP to add, remove or edit your 
beneficiaries.  

 

 

Step 4: If you have a Health Savings Account, you’ll see that account listed with the ability to 
modify your beneficiary as well 
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