How to Update Chosen Name

Modified on: Tue, Sep 12, 2023 4:18 PM

Effective September 15, 2023, the Additional Names page will no longer be available to track an employee's Preferred
Name. Instead, Department Human Resources staff can track an employee's Chosen Name by using the new Chosen
First Name field in the Modify a Person page. This solution article provides Department HR teams step-by-step
instructions on updating an employee's Chosen Name.

Step 1. To update an employee's Chosen Name, search for the employee on your Modify a Person search page.
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Step 2. Click the + button to add a new effective dated row in the Name table.
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Step 3. Click the Edit Name button.

Job Data
B Job informatian o MR
Béographical Details Cortact Informatan Begponal
1 Personal Information -~

Jonathan Seith {Janathan) P I LN
Modify a Persen

Hame Q 1002 ~ | k|| B View Al
CLSF Reves POl Data

‘Effective Date |D8232023 fE * || =
Search by Mateonal 1D
“Format Type | English -
CCEF Desgnes i
Dlsplay Name  sonattian Smih Lorathan) _

Emergency Contact

Bisgraphic Information
CLSF Person Checids —

Date of Bank 010111580 T Years d3 Months T
GCSF Drreer's License Data D Ciate of Craath =
CCSF Gender ldentficabon Birth Cowntry LS8, Ukited Sisdes
B Birth State qQ
Birth Lecation Wabse Data Protection

CCSF DESW Badge
COWVID VacoinationTest Status Biographical History a LT Wi Al

Step 4. Enter the employee's Chosen Name in the Chosen First Name field and click the Refresh Name button. After
refreshing your entry, the Display Name provides a preview of your employee's Chosen Name.



Step 5. Click OK to save the transaction.

Your employee's Chosen First Name will now appear in parenthesis after their legal name in all SF People & Pay and SF
Learning pages. Their Chosen Name will also appear on top of the SF Employee Portal formatted as Chosen First Name
and Legal Last Name.
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If an employee wishes to provide a new Chosen Name or update their existing Chosen Name, they must contact your
Department HR team to request this change, much in the same way they are required to contact you to update their legal
name.

NOTE: The employee's Chosen Name will not be visible in other SF Employee Portal systems and other self-service
features related to systems outside of SF People & Pay and SF Learning, e.g., Expenses.

Questions?
Please contact your Department's Client Services Consultant if you have policy questions about tracking Chosen Name.
For other questions, please reach out to the SF Employee Portal Support Team




