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Changing Your Name 
 
NOTE: After you submit your name change in Employee Self Service, you also need to provide 
a copy of your new Social Security card with your new name to your Human Resources office 
before the change can be approved. 
 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Personal Information Home to go to the Personal Information Home 
page. 
• NOTE: You can also select Self Service, Employee, Home, Personal Information 

Home.  The Personal Information Home page displays. 
 
2. Click on Name Change in the Personal Information Summary section.  The Name 

Change page displays. 
• NOTE: You can also select Self Service, Employee, Tasks, Name Change. 

 

 
3. Review the information in the Current Name section. 
 
4. Enter the Date Name Change will Take Effect in the New Name section. 
 
5. Enter or select your new name information in the fields in the New Name group box. 

• NOTE: Fields marked with an * are required fields. 
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6. Click on .  The Name Change Submit Confirmation page displays. 
 

 

7. Verify  appears. 
 

8. Click on .  This brings you back to the Name Change page. 
 

 
9. Verify  appears. 
 
10. Verify the name change information in the New Name section. 

• NOTE: You will receive a confirmation email at your Primary email address confirming 
that your request was submitted.  If you do not receive an email, please verify your 
Primary email address in My System Profile, as discussed in Editing Your Email 
Addresses. 
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• NOTE 2: You will receive an email at your Primary email address confirming that your 
request was approved by the appropriate administrator and the change has been saved to 
the database.  If you do not receive an email, please verify your Primary email address in 
My System Profile, as discussed in Editing Your Email Addresses. 

 

 
 
 


