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Working with Your Emergency Contacts

This document contains instructions in the following
areas for working with your emergency contacts:

* Overview

* Adding/Editing Emergency Contacts

e Removing Emergency Contacts
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Overview

Up-to-date emergency contact information will help complete your personal contact information in Workday and
will allow Masonic Villages to communicate with your designated emergency contacts if the need ever arises. Your
emergency contacts are objects within Workday that you are able to maintain on your own without needing to
submit any paperwork and without needing to contact Human Resources.

NOTES:
*  Emergency contacts were not carried over from HCS into Workday for the purpose of allowing employees to enter
updated information.

There are many means to get to where you can work with your Emergency Contacts. Two methods will be shown
in these instructions: using the Workday Landing Page and using the Workday Profile Screen.

Workday Landing Page Workday Profile Screen
Click the Personal Information Worklet -> Change -> Select the Overview tab then select the Emergency
Emergency Cgct Contacts section.
Personal Information

Pay Time Off

Change View E>O~.fe rview
Contact Information About Me Job Details Contact ¢| Emergency Cantacts'

Personal Information Addresses
¢ Emergency Contacts Email Addresses
Legal Name Address Changes

Preferred Name Name

Social Networks More (2)
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Adding/Editing Emergency Contacts
1. Click Add or Edit to get started (you will only have the Edit option if you have already entered emergency
contact information).

Add Edit

none entered Priority Emergency Contact Re

1 | Georoe Jetson Fri

2. Click the editicon ([4) next to each of the pieces of information that you wish to complete or change for the
primary emergency contact you are adding.

NOTE:
* You must complete the following pieces of information in order to add the emergency contact:
Legal Name, Relationship, and Primary Phone).

For each selection a window will pop open with fields to be filled out or a drop-down list will appear for a selection
to be made. Items with a red asterisk are required. Other items on this screen can be accessed and added by
clicking the plus sign (® ) and completing the screen that appears. Again, items with a red asterisk are required.

Primary Emergency Contact

Legal Mame Legal Name

Relationship Relationship #* © G
Preferred Language G

Preferred Language

L

Primary Address EI:,

Primary Phone @
Additional Phone @

Primary Email EI:\




Enjoy Your Workday Working with Your Emergency Contacts

work d.‘by_

Adding Emergency Contacts

3. If you wish to add an alternate emergency contact, scroll down the screen to locate the Alternate Emergency
Contacts section. Click the plus sign (®) to open up the screen to allow for the entry of the alternate emergency
contact’s information. All fields marked with a red asterisk are required.

Alternate Emergency Contacts

Alternate Emergency Contacts I {:+}

Legal Name * =
Priority * |2
¢ Mark as Primary ]
Relationship = L]
Preferred Language L]

i

Address

i

Phone Number

i

Additional Phone

i

Primary Email

i

Additional Email

i

Instant Messenger

i

Web Address

workday.

tiee / Use the checkbox to make the alternate emergency contact you are entering your
primary; your primary emergency contact will become the alternate emergency contact after
' submitting your entries.
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Adding Emergency Contacts

4. Once you have completed the information for your emergency contact(s) scroll to the bottom of the screen.
Enter a comment, if desired, then click Submit to commit the changes to the system.

, I::} o R

5. Click Done on the Process Successfully Completed screen. You're good to go!

Do Another

Change My Confact Information

Process Successfully Completed

() Details and Process

=<




Enjoy Your Workday Working with Your Emergency Contacts

workday.

Editing Emergency Contacts
1. Click Edit to get started.

Edit <j

none entared

2. Click the editicon ([4) next to each of the pieces of information that you wish to complete for the primary
emergency contact you are adding.

NOTE:
* You must complete the following pieces of information in order to add the emergency contact:
Legal Name, Relationship, and Primary Phone).

For each selection a window will pop open with fields to be filled out or a drop-down list will appear for a selection

to be made. Items with a red asterisk are required. Other items on this screen can be accessed and added by
clicking the (®) and completing the screen that appears. Again, items with a red asterisk are required.

Primary Emergency Contact

Legal Name Legal Name G
Relationship Relationship #* ¢ G
Preferred Language Preferred Language G
Primary Address (’:IE)

Primary Phone (’:E)
Additional Phone (’:E)

Primary Email (’:E)
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Removing Emergency Contacts

1. To remove an emergency contact click Edit from within the Emergency Contacts screen.

2. If you wish to remove your primary emergency contact you must make your alternate emergency contact the
primary. To do this scroll down to the Alternate Emergency Contacts section and click Edit. Place a checkmark in
the and then click Submit.

IMIumate Emergency Contacts |< h
(4 € Remove m

Lisgal Mama

(=]
T

Prion

o
¢ Mark &5 Primary

Roetabonsrsn

Addbons Ermal
trstied Masaenge

‘e Address

3. Click Change My Emergency Contacts on the Process Successfully Completed screen.

You have submitted Change Emergency Contacts: John Worker - LPN [

Do Another

[ change 1y Emergency Contactsl¢

Process Successfully Completed

(») Details and Process
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Removing Emergency Contacts
4. Scroll down to the Alternate Emergency Contacts section. Hover over the Edit button, click , and then
click Submit.

Alternate Emergency Contacts

Legal Name Anna Worker ¢ X Remove@@

Priority 2
Mark as Primary empty
Relationship Spouse

Preferred Language English

Address 123 Anywhere St, Elizabethtown, PA 17022
Phone +(717) 332-9987 (Mobile)

Additional Fhone

Email

Additional Email

Instant Messenger
Web Address
| C:::. “ Save for Later Cancel
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