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Login to your workday account 0 Steps

# Review current names 4 Steps

STEP 1

Click on your profile picture/icon in the top right corner
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STEP 2

Click 'View Profile'

STEP 3

Click on the Personal tab
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STEP 4

Click on the Names tab to review your current legal and preferred name

# Updating Legal Name 9 Steps
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STEP 5

Click on Edit next to the name you need to Legal Name update. 

To update legal name we need a marriage license or updated government issued id or social 
security card.
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STEP 6

Enter the effective date for the change. 

STEP 7

Update first name if applicable. 
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STEP 8

Update Last Name as applicable 
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STEP 9

Click on Select files to upload supporting documentation 

To update legal name we need a marriage license or updated government issued id or social 
security card.
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STEP 10

Select other Documents as the document category. 

STEP 11

Enter a description of the documents you provided. 
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STEP 12

Feel free to leave a comment to help your HR partner process the change.
 (optional)
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STEP 13

Click on Submit

# View Pending Name Change Requests 4 Steps
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STEP 14

Click on View Details

STEP 15

Click on Details and Process
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STEP 16

The Details tab shows you a summary of the information you submitted. 
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STEP 17

Click on Process tab to view next steps in request and who or which roles are
 assigned to those steps

# Updating Preferred Name 7 Steps
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STEP 18

Click on Personal

STEP 19

Click on Names
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STEP 20

Click on Edit next to preferred name

STEP 21

Un-check 'Use Legal Name..' if applicable 
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STEP 22

Update preferred First and/or Last Name as applicable
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STEP 23

Click on Submit

Note preferred name does not require HR approval and should take effect immediately.
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STEP 24

Notice the worker profile  has immediately updated with our changes. 

# Reviewing Changes after Approval 7 Steps
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STEP 25

Navigate to your profile and you should see your Name Change updated once 
HR has approved and the effective date has come to pass. 
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STEP 26

Click on Actions

STEP 27

Click on View Worker History by Category
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STEP 28

Click on Personal Data

STEP 29

Here you can see a history of all personal data changes made. 
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STEP 30

Click on Preferred Name Change: Trav Swift-Kelce

STEP 31

Notice overall Status says successfully completed indicating there are not 
further steps required. 
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