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If you have a legal name change you will need to submit an update in Workday.
This can be completed on a desktop device or on the Workday mobile app. Both methods are shown
in the processes outlined below.

DESKTOP
1. Log into Workday on a desktop device, type in Change My Legal Name into the Workday search

bar.
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MOBILE APP
1. Inyour Workday mobile app, click Find at the bottom of the screen.
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2. Typein Change My Legal Name and click on the task when it appears.

12:29 9 T -

Q Change my legal name @ Cancel

B Change My Legal Name

Search for "Change my legal name”

Confidential ©2023 Workday, Inc.

N

WOo

7

kday. | EDUCATION



Workday: Legal Name Change Continued

3. Enter your Legal Name
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Attach appropriate documentation showing the name change.
Important: You must upload official documentation showing the name change or the request will

be denied.
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4. Click submit and the task will go to Human Resources for review.
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