CHARP Update Employee Name
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Prior to reading this job aid, please review the Position Management and Workforce Administration CBTSs.

An employee must submit a copy of their Social Security card with their updated name. For W-2 and tax
purposes, the employee’s name in SHARP must match their Social Security card. The employee’s hame
will also need to be updated in MAP for GHI with the State Employee Health Plan and KPERS (if

applicable).

Maintain Employee Record

Statewide Humm
8 HARP ‘ Resources and Payroll

Maintain Empl R d
aintain Employee Recon Job Data

Current Job

Workforce Administration ~ . 2 Modify 2 Person s

General Deductions




CHARP Update Employee Name

S ATELIDE HIII]IH HI SOURCE fnc ‘PlI!JIlU [ EU! TEM

On the Biographical tab of the Modify A Person page, click the plus sign in the ‘Name’ section
of the page.

Biographical Details Caontact Information Regiona

Daffy Jordan Person ID K0000000000

<]
Effective Date 022002006 E\

Format Type Englsh
Display Name Daffy Jordan | View Mame |

Select the appropriate effective date, then click the Edit Name button.

Biographical Details Contact Information Regiona

Daffy Jordan Person 1D KOO00000000

Name @ Wi A
*Effective Date [10/17/2024 =) 1 E\

Display Name Daffy Jordan | Edit Name |
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Update each field as needed. Click OK, then click Save.

Mame

Englizh Name Format

*First Name | Daffy |

Middle Name | |

*Last Name | Hudson |

Name sumx [ V]

Display Mame Daffy Hudson

Formal Name Daffy Hudson

Mame Hudson,Daffy
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