Workday - Change Your Preferred Name

1 Navigate to your Worker Profile by clicking your photo in the top right corner and
then Click "View Profile"
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2  Click "Actions"

= menu  structural Q' search O P £ @

@ Location Manager
Baltimore, MD Alaric Hergenroeder
Cost Ctl:nter Company ‘
40 Baltimore Structural 3 Structural Preservation Systems, LLC

Elizabeth Aviles

Senior Admigi jve Manager

Job Details

E E ﬂgﬂ Employee ID 40134

Supervisory Organization Structural Group (Peter Emmons) >> Alaric Hergenroeder

Phone
Job Senior Administrative Manager
Summary Business Title Senior Administrative Manager
Job Job Profile Senior Administrative Manager
More (7) Job Family SGI Job Family Group > Administrative Management

3 Hover over Personal Data then Click "Change My Preferred Name"

Benents Z ¥ bYbb San lomas Rd Elkrnidge, MD 21U0/5 United States of =
e America
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Compensation >
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Change My Home Contact Information
Job Change >

Change Emergency Contacts

[
Personal Data View My Emergency Contacts

Recruiting > View My Primary Address Changes
re Manager
Talent ? Change My Personal Information
Time and Absence » View My Personal Information
Change My Photo
Workday Account
Change My Legal Name
), 10 day(s) -

- Worker History f Change My Preferred Nam%

Change My Name Pronunciation

View My ID Information

Change My Veteran Status Identification sup (Peter Emmons) >> Alaric Hergenroeder

istrative Manager
Complete Form -9 g

istrative Manager
Change Self-ldentification of Disability

istrative Manager
Maintain My Payment Elections

More (7) ly Group > Administrative Management
Delete My Photo
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4  Edit your Preferred Name then click Submit

Change My Preferred Name Elizabeth Aviles

Use Legal Name As Preferred Name ;\

Country * | X United States of America [2 =

Prefix

FirstName *  Liz

Middle Name

LastName * | Aviles

Suffix -
m C Save for Later ) C Cancel )
5 Click "You have submitted" to see your change take effect. Approval not needed
for Preferred Name changes.
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You have submitted hise
View Details
40 Balumore Structural 3 structural Preservation Systems, LLC
l Liz Aviles I
Senior Administrative Manager
(Actions ) Job Details
@ B ﬁgﬁ Employee ID 40134
Supervisory Organization  Structural Group (Peter Emmons) >> Alaric Hergenroeder
Job Senior Administrative Manager
Business Title Senior Administrative Manager
Job Profile Senior Administrative Manager
More (7) Job Family SGI Job Family Group > Administrative Management
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