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NAME CHANGE 
1. Log in with your CUNYFirst credentials and navigate to ‘Employee Self Service’.

2. On Employee Self Service, click on ‘Personal Details’.

3. On Personal Details, click on the ‘Name’ tile.
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4. On ‘Name Details’ click on the ‘Current’ name.

5. Edit name entering the change effective date, and changes desired. Click ‘Save’.

Note: Once the changes are submitted, HR will contact the employee to request supporting documentation for the 
name change for approval.  

Jane Doe 

Jane Doe 
College Assistant H 


