to Add a Preferred Name
Information

R

__________ @ STEP 1 A - —— o S

From Employee Self-Service®, tap (O meManagemen: >
“Information.’ B Timeor requests 5

‘ @ Information ) >

T
1

1

1

1

1

1

1

1

1

|

' \
| |
. |
1

\ @ Payroll >
| |
! |
1 @ Expenses > ‘
1

[ \
1 |
| @ Documents >

1

1

: Checklists >
1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

|

1

1

1

|

m
NI

Benefits >

@ Performance >
g
@ Personnel Forms @

i -

> N 2 . G T .y
P 7 £ AR 2 d W - L 7 = wl T ED

Tap "Address and Contact ' v . :
R n n a B

Information.” Then, tap "Add

Preferred Name.” < Back ' | Address and Contact Information

Information

o

----------- O STEP? _f

]
u
.’:
B
]

Employee Information
@ Address and Contact Information Legal Name

Change Password or Username
Nickname
EEO Information
 —

~
' ADD PREFERRED NAME .

|
|
HR Information ‘
|
|

Additional Infermation

Preferences

Powered by n paycomr®

Terms of Use | Privacy Policy | © 2021 Paycom | All Rights ng@
Personal Email

oM ocoos 2, ¢ A C B2

AAAAAAAA

»»»»»»»

EM P LUYE ES Visit the Help Menu for the most up-to-date version of this guide. ﬂ paycomr



______________

EMPLOYEES

to Add a Preferred Name

Information

STEP 3

Then, enter your name and tap
"Add Preferred Name!”

Tap the check box for your
preferred name to appear on
paystubs.

Certain documentation, such as
Forms W-2, W-4, I-9 and Benefits
documents, will continue to use
your legal name,

Add Preferred Name
The Preferred Name will display
(@) throughout system instead of legal
name.
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