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How Do | Request a Name Change?

. Navigate to “Me tab” —
tOp |eft corner Of p a ge Q()(?cl morning, HCS Employee
. Under Quick Actions, ' '
select “Personal
Details”

. Select the pencil icon
under “Name”, to
request a name change
. Upload a copy of your
updated social security
card, reflecting the
new name. This is
required for HR to
process the name
change.

. After the details are
complete, select
“Save”. This will be
routed to HR for
approval.




