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Changing Your Legal Name

This document contains instructions in the following
areas for changing your legal name:

Overview

Changing Your Name Within Workday
Completing an I-9 Reverification
Submitting Proof of Your Name Change to
Human Resources
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Overview

If your legal name changes (first, middle, or last) you will need to update it in Workday to keep your personal
information up to date at Masonic Villages. The first part of the process is done within Workday with the second
part of the process requiring you to show proof of the legal name change in person at your local Human
Resources office.

There are many means to get to where you can change your legal name. Two methods will be shown in these
instructions: using the Related Actions off of your Workday Profile screen and using the Workday Landing Page.

Workday Profile Screen Workday Landing Page

Select the related actions icon ->Personal Data Click the Personal Information Worklet -> Change ->
-> Legal Name
John Worker Available Actions  Worker John Worker & -
- N mp

Benefit

enets Contact N
LPN Business Process : &=
_ ViewTeam | \ork adaress
Gompan:on One Masonic Drive Pay Benefits Time Off Personal
Payroll Elizabethtown, PA 17022 Information
I:> Change Contact Information
) | Safety Incident View My Emergency Contacts Change View
Overview Comper ) ) Contact Information About Me
| L Talent View My Primary Address Changes e T A
Job Details Contacl Time and Leave Maintain Social Network LN\ geemaed ainiiis Email Addresses
) . Address Changes

Job Details Workday Account Change My Personal Information —_—— o

Worker History View My Personal Information Social Networks Phone Numbers
Employee 1D EMPLOYEE ‘Worker Documents

Change My Legal Name

Organization Masonic Vil Favorite

Change My Preferred Name
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Changing Your Name Within Workday

1. The Change My Legal Name screen will appear. Make the necessary changes in the fields provided (in this
example John is changing his last name from Worker to Employee), enter a comment if desired, and then click
Submit

Change My Legal Name John Worker |- Change My Legal Name John Worker (...
Country * United States of America ' Country # Unr[edstatem of Ai'ne-l{ca -
Prefix sarch .. Prefix [ searc .'
FirstName | John _ FirstName | John
Middle Name | Q. Middle Name | Q.

Last Name  # ilWOI‘kEI . Last Mame & | Employee
Suffix | searc Suffix l C .'
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Completing an I-9 Reverification
1. The following screen will appear alerting you that you need to complete an I-9 reverification. Click the To Do

button.

You have submitted Legal Name Change: John Worker - x =

Up Next Do Another

ch My Legal M
| | John Worker ange My Legal Mame

I-9 Reverification and Proof of Name Change
Due Date 08/21/2014

To Do

(*) Details and Process

2. The Complete To Do I-9 Reverification and Proof of Name Change screen will appear. Click Complete 1-9
Document Reverification.

Complete To Do |-9 Reverification and Proof of Name Change -

For John Worker

Overall Process  Legal Name Change: John Worker

Overall Siatus In Frogress

Due Date 082372014

Instructions y . . I
You must complete a new I-9 form to finalize your legal name change request. Click the link below to initiate the 1-9 Re-
verification process.

Upon completing the form you will be prompted to submit a copy of your new Social Security card to the Human Resources
department as proof of your legal name change.

Comment

Save for Later Cancel
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Completing an I-9 Reverification

3. The Complete Form I-9 Document Reverification screen will appear. Your name should be pre-populated.
Click OK.

Complete Form I-9 Document Reverification

Worker | % John Worker £

Cancel
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Completing an I-9 Reverification 4. The Form I-9 screen will appear. Complete all required fields. Place a
Compise Fom 18 Dooyment Reverfizton | ° check mark in the I Agree checkbox. Enter a comment, if you wish, and then

For John Workes
Effectve Date 05312014 C||Ck SUb”Ht
Mate This Form -0 was inifisted 2s an expiring document reverfication.

Employment Eligibility Verification

Department of Homeland Security, U.S. Citizenship and Immigration Senvices

=START HERE. Download and read the Form |- and its instructions before completing this form.  Form -8 Insfructions

The instructions must be avaiable during completion of this form.

ANTI-DISCRIMINATION NOTICE:
Itis ilegal to diseriminate against work uthorized individuals. Employers GANNOT spesify which documentis) they will acoept from an emplayee.
The refusal to hire an individual because the documentation prasentad has a future expiration date may also canstitute ilegal discrimination.

Section 1. Employee Information and Attestation

Employees must complete and sign Section 1 of Form 12 no later than the first day of employment, but not hefore accepting a job offer.

Last Name & |Employ=e First Name = | John Middie Inifial | @ Other Names Used (if any) NA [
Address * | 3 Over There Street Apt. Number City or Town * | Elizabathtown State * [PA Zip Code * | 17022
Date of Birth = | 03231072 @ Social Security Number | 333-25-0814 Email Address | JohnguiorkerE5@gmail.com Telephone Number | =1 (717) 837-5208

1 attest, under penatty of parury, that | am (chack one of the following):

M acitizen of the Unitzd States

(] A noncitizen national of the United States (See instructions)

[0  Alawhi permanent resident {Alien Regisiration Number/USCIS Number)

[0  nalien authorized to work uniil {expiration date, if applicable, mmiddiyyyy) Na ]

For aliens authorized to work, provide your Alien Registration Number/USCIS Number OR Form 1-04 Admission Number:

1. Alien Registration NumberUSCIS Number:
OR

2. Form -84 Admission Number:

If you obtained your admission number from CBPP in connection with your armival in the United States, inciude the folloving:

Forsign Passport Number NA [

Country of Issuance: (=

By checking the | Agres check bax. | am aware that federal law provides for imprisonment andior fines for false statements or use of false documents in cannection with the completion of this farm.

02192014

Preparer and/or Translator Certification

To be completed and signed if Section 1 is prepared by 3 person other than the employee.

Last Name First Name

Address City State Zip Code

1 attest, under penalty of perjury, that | have assisted in the compiefion of this form and that to the best of my knowledge the information is true and corect.

lagree [

=
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Completing an I-9 Reverification
5. The following screen will appear indicating you have submitted the Form 1-9. Click Done.

You have submitted Complete Form I-9: John Worker |-

Do Another

Complete Form -9 Document
Reverification

Complete I-9 Form

(») Details and Process
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Submitting Proof of Your Name Change to Human Resources
1. You will have a notification appear in your Workday inbox. Click the Inbox icon.

1
dﬂ"'. John Worker . E} @

2. There will be a Provide 1-9 Supporting Documentation to Human Resources action awaiting you. Read the
screen carefully and make plans to promptly take your Social Security Card to your local Human Resources office.
Click Submit to route the process to a member of the Human Resources team who will verify the change and
complete the rest of the process within Workday once you present proof of the name change.

1
E Q search Wo/r-d\ ay. John Worker . =
Inbox
Actions (2) Nofifications (7) Archive (17
= Newest) g Complete To Do Provide 1-9 Supporting Documentation to Human 1%
Resources [«
Provide |-9 Supporting Documentation ) For John Worker

to Human Resources: Complete Form

Qverall Process  Complete Form 1-9: John Worker
I-&: John Worker :

Overall Status In Progress

Instructions
Provide I-9 Re-verification Supporting Documentation to Human Resources

* You must submit a copy of your new Social Security card to the Human Resources department as proof of your legal name change.

Comment

Save for Later Cancel
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