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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.
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Workday Landing Page
Click the Personal Information Worklet -> Change ->
Legal Name

Workday Profile Screen
Select the related actions icon ->Personal Data
->Change My Legal 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
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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.

Enjoy Your Workday

2. The Complete To Do I-9 Reverification and Proof of Name Change screen will appear. Click Complete I-9
Document Reverification.
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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.
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Completing an I-9 Reverification
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4. The Form I-9 screen will appear. Complete all required fields. Place a
check mark in the I Agree checkbox. Enter a comment, if you wish, and then
click Submit.
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Completing an I-9 Reverification
5. The following screen will appear indicating you have submitted the Form I-9. Click Done.
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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.
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2. There will be a Provide I-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.


