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Change work phone number in Workday

This user guide is intended for people managers.

1. Navigate to the worker’s profile

in Workday. Contact Emergency Contacts
2. Click the Contact tab.
3. Click the Edit button. IS Audit Specialist
(Actions ) Edit
= &t Work Contact Information
Phones 1 item
Phone Number
= +1 405-239-0435
Job
Compensation
Absence
8 Personal
4. Click the pencil icon and then Change Work Contact Information -
update the phone number. _
5. Once updated, click Submit. =
6. The process will automatically
complete.
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