Getting Started: Changing Your Legal Name Employee

1. Click the Personal Information application on your landing page 4. You will receive a To Do Item in your Inbox with the instructions
and select the Legal Name menu button. below. You will need to submit proof of name change to the Human
Resources Department. (Note: To complete this process, stop by
Change the HR Office with an original new Social Security Card showing

the new legal name for verification)
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5. Click To Do and Submit to submit proof of your name change or click
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