7.9 WORK

QUICK REFERENCE GUIDE
Changing a Preferred Name

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

Changing a Preferred Name

You can update your preferred first and middle names at CMC without needing documentation.
However, last names can only be changed legally; entering a different last name will cause an
error. Please note that some documents and systems require you to use your legal name. For
more information, please visit the Name Change Website.

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.
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2. In the left navigation menu, select "Personal. It will default to opening on "Names".
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcoloradomtn.edu%2Fregistrars-office%2Fname-change&data=05%7C02%7CCorey.Norwood%40avaap.com%7C32357c8adfd144f3a1b508dd04fd2cd8%7C468e107f7c8b4418a7d5c3f79f4b55a0%7C0%7C0%7C638672207647168985%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2FDJT1uPOhWb6hHFywHrZzVqepSvAchooSf8TmeJFjyo%3D&reserved=0
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3. Click on the "Edit" button next to your preferred name.

Preferred Name 1item

Summary

Personal Name e
Contact Swoop Squawk Eagle

Academics

4. Uncheckthe box next to “Use Legal Name As Preferred Name”. Leave the “Country” field as “United
States of America”.

Use Legal Name As Preferred Name I O

X United States of America

Country *

5. Enteryour preferred first name in the “First Name Field” (and Middle Name, if desired). Last name
must not be altered; it must match your legal last name.

Prefix ‘ =

First Name J* | Swift

LastName * Eagle

Middle Nam ‘ Squawk ‘

Suffix ‘ =

6. Then click the blue "Submit" button.

Your preferred name change is then reviewed by the Registrar’s Office. Once approved, your
preferred name will be reflected on your student record.
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Example:
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Any Preferred Name deemed to be inappropriate, indecent, or obscene will be removed and will
be considered a violation of the Student Code of Conduct. Students who violate the code of
conduct will be subject to disciplinary action.
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