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From the Home 
screen, click the 
Users fast link. 
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Click the user name link in the User Name field in the search results to display the User Summary. 
3 

  Click the Update User link on the User Summary.  4 

  Click the Edit link for the current name history. 5 

Enter the 
Username or Last 
Name. 

 
Then click the 
Search Current 
button. 
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Enter the new name 
and/or new title. 
 
Change the date in the 
Start Date field to the 
effective date of the name 
and/or title change. 
 
Click the Update button.  
 

  
 

6 
 

The updated information now displays as a separate record with a checkmark in the Current box. 

 

When finished, click the Return to Detail Page button. 
 

7 

10 

8 


