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Name Change 
 

Employees submit name changes in Core-CT. The name change will not take effect until Human 

Resources authorizes the change.  

Procedure 

 
Navigation: 
Select the Name Change link. 

 

Select the Personal information Summary link > Select the Name Change button. 

 

Main Menu > Self Service > Personal Information > Name Change 
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Step Action 

1. Click the Name Change link. 

 

2. The Change As Of date defaults to the current date. 

 

This date can be changed here but it will not update any previously dated changes. 

 

 
 

Step Action 

3. Click the Edit Name button. 
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Step Action 

4. Enter Pat into the First Name field. 

5. Click the Refresh Name button. 

 

6. Click the OK button. 
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Step Action 

7. Click the Submit button. 

 

 

 
 

Step Action 

8. The name change will not take effect until Human Resources authorizes the change.  

 

Click the OK button. 

 

9.  

End of Procedure. 

 

 


