
Check-in Procedure  
 
Students are required to provide an emergency phone number for themselves (self), and an emergency contact telephone 
number. YC students cannot seal their schedule worksheet if they live off campus and do not include an undergraduate 
off campus address. 
 

 
 

 
 
Students are required to check the certification check box and click “Certify and Continue”. 
 

 
 



Students may receive the following error message indicating they have not completed the Data Update. At least one 
emergency contact must be specified other than “Self” and one phone number. 
 

 
Students can use the “Click here” link to add an emergency contact and phone number. The “Click here” link will take 
students to an “Update Emergency Contacts” form.  
 

 
 
Fill in the “Update Emergency Contacts” form and click Submit Changes. Be sure to include a telephone number(s) 
identifying priority 1-3. The emergency contacts are now updated. 
 

 
 
To complete Check-in students should navigate to the Student Data Update Display Page, check the certification 
checkbox and click “Certify and Continue”. 


