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Emergency Contact Change

Log into your Workday Account.

Workday username and password are

the same as your work computer.

https://wd5.myworkday.com/wday/authgwy/dealertire/login.htmlid

ingle Sign-On
work. For assistance,

Current Worker - Sonsio
Plea in optio

Click on Personal Information

Q Benefit and Pay Hub
@% Time and Absence

5 Absence

Time

Personal Information

Under Change
- Click Emergency Contact

- Then under Change click
Emergency Contacts

Change

Contact Information

Personal Information

Emergency Contacts

If there are No Emergency Contacts,
Click the Add button to enter a New MY Emergency Contacts
Contact

Add
If you need to edit an existing
Emergency Contact, click the Edit MY Emergency Contacts
button

Edit
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You can Edit your current Primary
Emergency Contact information by
clicking the edit button

You CAN NOT change the Name of a
current Emergency Contact.

You will need to Add an Alternate
Emergency Contact, scroll to the
bottom of the page and under
Alternate Emergency Contacts, click
Add

Primary Phone

Phone

+1 (555) 555-5555 (Landline)

«@)

Alternate Emergency Contacts

Add

You will need to enter
e First Name
e Last Name
e If you want this new contact as
your Primary emergency contact,
then Change Priority to 1 and
check the Mark as Primary box.

¢ Relationship

Then complete the Phone Num
section (see below)

If this is an additional Emergency
Contacts then the Priority should be 2,
3 and so on.

N\

d

—
First Name *)
N

‘ Test-Contact

Middle Name
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Suffix
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In the Phone Number section select:
e Phone Device

e Country Phone Code
e Phone Number
e Type

™ Phone Davice * )

Mobile v ‘

J

Country Phone Code %

| * United States of America (+1) = |

Phone Number *
N

!

255-555-5555 ‘

Phone Extension

Type

T

* Home

T

You may get an Alert Warning
(Orange not Red) about changing
emergency contact that are also
shared as beneficiaries.

If you see this alert, it is only a
warning, and you still will be able to
submit.

Alerts

1. Page Alert

One or more of your emergency contacts are also shared as beneficiaries. Any personal information changes you
make here will also apply to them.

Once Submitted, you will now see your

NEW primary emergency contact

Priority Emergency Contact Relationship E;?:J;Zde Primary Contact Information

1 TestFirst TestLast Parent +1 555-555-5555

Once you have added your new
primary emergency contact, you will
be able to Delete the Alternate
Emergency Contact.

Under Applications click Personal
Information

Then under Change click Emergency
Contacts

Change
q Benefit and Pay Hub

@0@ Time and Absence Contact Information

Absence

Personal Information

Time
@i Personal Information ’ Emergency Contacts

v
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Select Edit

Scroll down to Alternate Emergency
Contact and Click the X

Then click Submit

My Emergency Contacts

Edit

Alternate Emergency Contactis

Alternate Emergency Contacts

Legal Name




