
ADP
Name Change Instructions

Preferred Name /Chosen Name and Pronouns



Changing Preferred or Chosen Name and 
Pronouns 
Step 1

1. At the ADP Home Screen Select “Myself”

2. Then select “Profile”



Step 2:
Changing Preferred or Chosen  Name and 
Pronouns

Your Name will display here

Click on View More



Step 3 Changing your Preferred or Chosen 
Name

Your legal first, middle and last name will display here

Click on this box

Enter your desired names
Then scroll down



Step 4 Changing your Pronouns

1. Click on the down arrow and select your 
pronouns
2.Then scroll all the way down and save
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