
 
How to Enter an Emergency Contact 

 

Entering an emergency 
contact 
  
Click the Forms icon. 
  

 

 
 
 
This is where you will find your 
personal information forms.  
 
 
 
Click the Emergency Contacts link. 
 

 

 

  
 Emergency Contacts  
 
 
 
You’ll use this form to enter one 
or more emergency contacts in 
Dayforce.  
 
 
 
These are people who will be 
contacted in case of an 
emergency at work. It's very 
important these contacts are up 
to date and accurate.  
 
 

 

 



 
How to Enter an Emergency Contact 

Enter the details of your 
primary emergency 
contact  
  
   
  
Click in the First Name field. 
 

 

 

Enter the desired information into 
the First Name field.  
 

 

 

   
  
Click in the Last Name field. 
  

 

Enter the desired information into 
the Last Name field.  
 

 

 

 Indicate the relationship to this 
person.  
 
  
Click the Relationship list. 
 

 

 



 
How to Enter an Emergency Contact 

Click the correct relationship from 
the list item. 
 

 

 

Enter the mobile phone 
number  
  
   
  
Click the Add button. 
  

 

Click the Type list. 
 

 

 



 
How to Enter an Emergency Contact 

Click the correct phone type from 
the list item. 
 

 

 

 
Click the Country Code list. 
 

 

 

Click the United States of America 
list item. 
 

 

 

Click Phone Number. 
 

 



 
How to Enter an Emergency Contact 

 

Enter the desired information into 
the Phone Number field.  

 

 

 Enter the address  
 
 
 
Click Address. 
 

 

 

Click the Add button.  
 

 

 

Click the Type list. 
 

 

 

Click the correct address type 
from the list item. 
 

 



 
How to Enter an Emergency Contact 

 

Click Address. 
 

 

 

Enter the desired information into 
the Address field.  

 

 

  
 
Click City. 
 

 

 

Enter the desired information into 
the City field.  
 

 

 

Click the State field.   
 

 

 



 
How to Enter an Emergency Contact 

Enter the desired information into 
the Select field.  
  
 

 

 

Click the correct state. 
 

 

 



 
How to Enter an Emergency Contact 

Click Zip / Postal Code. 
 

 

 

Enter the desired information into 
the Zip / Postal Code field. 

 

 

Submit the form 
  
Click the Submit button.  
  

 

  
 You’ve successfully 
entered an emergency 
contact!  
  
   
  
 
  
 

 

 
 


