
Changing Your Name 
 

NOTE: You will need to provide a copy of your new Social Security card with 

your new name to the Human Resources office before any change can be 

approved. 
 

 

1. Log into the ADP Self Service Portal, the Self Service page will display.  Select 
Personal Information from the menu bar. 

2. Then select General.    

 
 

1. The information on the Personal Information panel can only be changed by your Human 
Resources Representative.   

 

 

 

 
 


