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How to

Enter an Emergency Contact

Entering an emergency RO KEOn KO
contact o i}
. . &2} (+] = X E L
Click the Forms icon.
Forms
+ My Form Submissions £
Available Forms
=

This is where you will find your
personal information forms.

Click the Emergency Contacts link.

A General Forms (11)

E] Address

] Confidential Information (USA)
[E) Contact Details

[E] current Beneficiary Information
E] Direct Deposit

=T Federal W4 - 2024

[] Life Event Declaration

[ Name and Marital status

[E] Province/state Tax Form

[E) vacation Sellback (Weekly Employees Only)

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.

Emergency Contacts

Alfonso Boyd

Status: Active Employee Number: 1848

+ Primary Emergency Contact

Below is your primary emergency contact. You can add new cont

First Name * Middle Name

Last Name *




How to

Enter an Emergency Contact

Enter the details of your
primary emergency
contact

Click in the First Name field.

First Name *

Enter the desired information into
the First Name field.

First Name *

Click in the Last Name field.

Last Name *

Enter the desired information into
the Last Name field.

Last Name *

Indicate the relationship to this
person.

Click the Relationship list.

Relationship *
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How to

Enter an Emergency Contact

Click the correct relationship from
the list item.

Relationship *

| Adult Child

be

Child

Common Law
Domestic Partner Adult
Domestic Partner Child
Employee

Estate

ExSpouse

Foster Child

Friend

Enter the mobile phone
number

Click the Add button.

Phone Number

+ Add

Type *

Click the Type list.

Type *




How to

Enter an Emergency Contact

Click the correct phone type from
the list item.

4

Home
Mobile
Business Fax pn

Business Mobile
(o

[[] Business
Personal Fax
Pager
TTYTDD

Campus Phone

Extension Number

Click the Country Code list.

Country Code

Click the United States of America
list item.

Country Code

Canada

United States of America

Click Phone Number.

Phone Number * f
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How to

Enter an Emergency Contact

Enter the desired information into
the Phone Number field.

Phone Number *

Enter the address

Address
Click Address.
Click the Add button.
+ Add
Type *

Click the Type list.

v

Click the correct address type
from the list item.

Type *

Mailing

Secondary
Cq¢ £ >

e X

Primary Resident

rge




How to Enter an Emergency Contact

Address Line 1

Click Address.

Address Line 1

Enter the desired information into
the Address field.

City

Click City.

L o City
Enter the desired information into

the City field.

State / Province
Click the State field.




How to

Enter an Emergency Contact

Enter the desired information into
the Select field.

State / Province

Q

Rhode Island A
Saskatchewar
South Carolin
South Dakota
Tennessee
Texas

Utah

Vermont

Virgin Islands v
< >

Click the correct state.

State / Province

Rhode Island A,

Saskatchewar

South Carolin

South Dakota

Tennessee

Texas

Utah

Vermont

Virgin Islands v
< >

(




How to Enter an Emergency Contact

Zip / Postal

Click Zip / Postal Code. Code

Zip / Postal

Enter the desired information into Code

the Zip / Postal Code field.

Submit the form

Click the Submit button.

You’ve successfully
entered an emergency

contact!
&/ Form submitted successfully.




