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Legal Name Change

1 Locate employee in Workday and click the Actions button
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2 Click Personal Data > Maintain names

3 First section is Legal Name. Second section is Preferred Name. Click Edit under the
section you wish to change.

  • Legal Name change requires supporting documentation showing the proof of name
change.

  • Preferred Name change does not require supporting documentation.
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4 Edit the applicable name fields you wish to change and the effective date. Note: if
you future date this request, the name change will take effect that day (providing
it is approved).
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5 You must click Select Files to submit the Legal Name change request.
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6 Type appropriate Description. Ex: Marriage Certificate, etc and select appropriate
Category option in the drop down picklist.

Note: future updates to Workday will pare down this list of available Document
types.

7   • After you click Submit, a Workday task will be routed to Human Resources to review and
approve the Legal Name Change request. If an unacceptable document was uploaded as part of
this process, HR will "Send Back" the request to the initiator to update the attachment.

  • If the Office Manager submits this request on behalf of the employee, and the document
provided was inaccurate, the "Send Back" will go back to the Office Manager. If the employee
was the original initiator of the request, and the document was inaccurate, the "Send Back" will
go back to the employee.
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8 Once the request and documentation has been approve, an email notification &
Workday notification will be sent to the Employee and the Office Manager.


