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Changing a Legal Name 

This guide explains how to change your legal first, middle, and last names in your Workday 
student account. 

Changing a Legal Name 
Before you begin, please note that in order for CMC to process a legal name change on your 
student record. You must provide legal documentation that reflects your new name.  
 

Acceptable forms of documentation include: 
• Driver’s license 
• Social Security card 
• Certified copy of a marriage certificate 
• Divorce decree 
• Court order authorizing the name change 

 
1. Navigate to your profile by clicking the head-and-shoulders icon in the top right corner of 

the screen, then click the "View Profile" button. 
 

 
 
 
 
 
 



 

 

Student Affairs 

 

 
2. In the left navigation menu, select "Personal. It will default to opening on "Names". 

 

 
 

3. Click on the "Edit" button next to your legal name. 
 

 
 

4. Leave the “Effective Date” field and “Country” field as is. 
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5. Enter your legal name as indicated on your legal document in the required fields, and enter 

prefix and suffix, if desired. 

 
6. In the "Attachments" section, drop files in the grey area or click the "Select files" button to 

upload your legal document. 
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7. Once the document is uploaded, make sure you select the "Stu-Student-Data" In the 

"Category" field (this ensures it is filed correctly). 

 
 

8. Then click the blue "Submit" button. 
 
Your name change is then reviewed by the Registrar’s Office. Once approved, your legal name 
will be reflected on your student record.  
 
Example: 
 

 



 

 

Student Affairs 

 

 
Please note: If there are any issues, the Registrar's Office can send the task back to you with 
comments indicating what is needed. 
 

 
 


