UNIVERSITY OF Self-Service Student Centre
CALGARY Update Preferred Name

The following steps will guide a student through the process to update their preferred name, via the Student
Centre. The preferred name type will display in Zoom, MS Teams, Office 365, Student Centre, email/calendar,
computer labs and on class rosters. This process does not update your Desire2Learn (D2L) display name.

1. Loginto MyUofC

Central Authentication
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For further assistance with Updating your
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2. Navigate to the Personal Info tab
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Personal Info
Q UCID:
AR
A To Do (0) Holds (0) Appointments
’ Open Enrolment Dates
Fall 2020 Winter 2021
Program and
Advising Info
Shopping Cart (Potential / Pending Courses) - Fall 2020
Your Shopping Cart is empty. Please use Schedule Builder or Course Search to add classes

My Financials
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3. Click on the Pencil icon to view, add or change your name

4 Privacy Settings

‘ ucIiD Submit Social Insurance Number,

Home Addresses
| Home (Mailing):
My Application # Edit Addresses

l Phone Numbers

Current Home: Other:

Personal Info

o / Edit Phone Numbers

LA

Exams and
Grades

Email Addresses
No Email Addresses on file. Please add your Email Addresses using the Edit link

J # Edit Email Addresses

P d
A:,?,?;.anmg o Emergency Contacts

No Emergency Contact on file. Please add your Emergency Contacts using the Edit link

# Edit Emergency Contacts

My Financials

Citizenship
Country / Status:

4. To edit or add your preferred name, please follow the steps below:

a) To add a preferred name, enter your First Name and Last Name, then click on Save

Your preferred name is not set. If you would like to set it, please enter it below and click the "Save” button.
To view and maintain other names, please click the "Other Names" bution.
Primary Name Seth William Germsheid

Preferred Name
First Name
Last Name
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b) Your preferred name will display, if it was previously added. To edit your preferred name, click on the Edit

button beside your preferred name type.
Names
View, add or change a name.

Below is a list of your current names. Each name has a type associated with it that is indicative of the
name's use.

Primary

Freteres

Update your Preferred Name, the Date that you would like the change to take effect and click on Save

Names
Change name

Enter your name information below. Each name must have a type associated with it to indicate how you use that name
Change name
Name Type Preferred

Format Using English é('f'han'g"é"if'b'fﬁ{éié
Prefix ~
First Name Middle Name
Last Name
Suffix v _
Date changes will take effect [W [ (example: 20001 2;31)]

Return to Current Names

Once you receive the following Save Confirmation, click on OK

Change name
Save Confirmation

V The Save was successiul

You will be returned to your Names lightbox and you can view the change you made

Names
View, add or change a name.

Below is a list of your current names. Each name has a type associated with it that is indicative of the

name's use.
Primary
Preferred Edit

End of Procedure
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