Chosen Name Frequently Asked Questions

What is a Chosen or Preferred name?

A chosen name is a name an employee or student wishes to be known by in the college
community that is different from the employee’s or student’s legal name on file with the
institution.

Can a chosen name be used for both my first and last name?

College business and systems require that your last name is your legal last name. Accordingly,
the name change process is limited to first name only and not surnames or family names.

What can I use as my chosen name?

Although employees and students are generally free to determine the names they wish to be
known by, inappropriate use of the name change process (including but not limited to avoiding a
legal obligation or misrepresentation) may be cause for removal. Your chosen first name must be
a name you truly use to identify yourself. The college will not accept a chosen first name that is

vulgar or offensive, obscene, contains profanity, discriminatory language, or sexually suggestive

words, or creates confusion with another person.

What is an allowable chosen name format?

Many members of the college community use a first name that differs from their legal first name.
Allowable name formats include (but are not limited to):

A shortened derivative of a name (e.g, “Peggy” for “Margaret”)
A middle name instead of a first name

First and middle initials (e.g., “A.J.” for “Andrew Joseph”)

An anglicized name (e.g, “Robert” instead of “Xiangu”)

A name that better represents the individual’s gender identity

A name to which the individual is in the process of legally changing

The college will not accept a chosen first name that is vulgar or offensive, obscene, fanciful,

contains profanity, discriminatory language, or sexually suggestive words, or creates confusion
with another person.



Can my chosen name contain characters?

Yes. The chosen first name is limited to at least one alphabetical character (A-Z or a-z),
and can include the following special characters: apostrophe, hyphen, and periods.

Can I request to change my chosen name multiple times?

The chosen name process is not intended to entertain repeated requests for a chosen name
change. Additional requests will be considered on a case-by-case basis.

Can I use my chosen name for everything at Greensboro College?

We make every effort to work with our technology vendors to use the chosen name, but it’s not
always possible as our software systems and services are not centralized. Your legal name will
continue to be used in business processes that require the use of the legal name. Those who are
utilizing a chosen name should always be prepared to reference their legal name as well as
provide their college identification when necessary.

What system(s) will be updated when I follow the process for setting a chosen name?

College Human Resources is partnering with the Office of Inclusive Excellence and Information
Technology to develop a phased-in update of all Greensboro College systems to ensure that
chosen name is utilized in as many places as feasible. Our goal is to utilize an employee’s chosen
name in all systems except where the use of the legal name is required. Effective July 29, 2025,
the following systems will be automatically updated within 24-48 hours after an employee sets a
chosen name:

e Greensboro Search Directory
e My Greensboro portal
e Moodle

Will my chosen name be viewable in the directory?

Yes. Once a chosen name is submitted, it will appear in the directory in place of the employee’s
legal name. For example, if your legal name is Robert, but you prefer Bob, and your last name is
Smith, your directory display will show as Bob Smith once you set a chosen name.

Will a chosen name that I set as a student automatically transfer over to my faculty or staff
records upon employment?



In rare cases where an employee was a former Greensboro College student and submitted a name
change as a student, the chosen name will be displayed in student systems but not in their
employee records. You must follow the steps outline above to set a chosen name as an employee.
If an employee sets a chosen name and then becomes a student, they will need to _

_ to ensure their chosen name is properly displayed in the _:

¢ Moodle

e Diploma/Degree

o Commencement Programs

How long will it take for my chosen name to change?

Who do I contact at Greensboro College if I have additional questions about the name
change process?

If you have additional questions or need further guidance through the name change
process, pleas-ct juliet.lowery@greensboro.edu
(336) 967-3777





