HOW TO ADD A PREFERRED NAME, PRONOUNS, AND PROFILE
PHOTO IN PAYCOM

PREFERRED NAME

Log into your Employee Self-Service Profile in Paycom. Go to the “Information”
tab and select “Address and Contact Information."
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Select “Add Preferred Name.”

Address and Contact Information

Employee Information

Legal Name

Add Preferred Name

Birth Date

Add Pronouns —

Once your preferred name is entered, click the “Add Preferred Name"
button.

Add Preferred Name X

® The Preferred Name will display throughout system instead of legal name.
When updating Preferred Name select update on the Address and Contact information page.

* indicates a required field

First Name *

John Middle Name
Last Name *
Doe Suffix

D Show Preferred Name on Paystub

Cancel Add Preferred Name

When you add your preferred name to
Paycom, it updates how you show up in the
systern, making it more personalized for you
and others who work with you. This is
especially important if you prefer something
other than your legal first name. But it also

helps us know that we're getting it right if you
add your legal name in this field if that's what
you like to go by.
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PRONOUNS

Log into your Employee Self-Service Profile in Paycom. Go to the
“Information” tab and select “Address and Contact Information."
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Select “Add Pronouns."

Address and Contact Information

Employee Information

Legal Name

Add Preferred Name

Birth Date

Add Pronouns

Once your pronouns are added from the dropdown menu, select “Add Pronouns."

Add Pronouns

* indicates a required field

Pronouns

Cancel

X
-

Add Pronouns

A person’s pronouns are the second most
personal descriptor after their name. Ask

yourself how many times someone has used a
pronoun to refer to you today. Chances are this
has happened countless times. Now, imagine
that your coworker calls you by the wrong
pronoun. That would be hard. Asking about
and using a person's pronouns is essential to
affirming their identity and showing respect.

INFINITYREHAB.COM

INFINITY #erse

REACH FURTHER



PROFILE PHOTO

Log into your Employee Self-Service Profile in Paycom. Go to the
“Information” tab and select “Employee Photo."
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Select “Upload a file." Select from where the photo file is
saved and choose your photo.
Employee Photo
Ei Select File
|Actions: | Choose a File ... r—
- Google Drive
AF
Dropbox
OneDrive
UploadaFile e
== Select here to upload Upload a File
Max 1 file per upload (3.00 MB size limit per file) Allowed File Types T Sedeetherslowlond.
Crop and rotate your image Once your picture Is
accordingly and select “save." uploaded, it will Employee Photo
. . u H

Please note that your picture is show as “pending (hctons |

. . . ” Edit Image
what will show in the blue circle. approval” and @ s e
nothing else is

Crop and Rotat image x needed from your

end. If you would like o Uploadarie
to edit, download, or
delete image, select
the “Actions” button.

Delete Image

R Pending Approval

Max 1 file per upload (3.00 MB size limit per file) Allowed File Types
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Because we love seeing your face! This helps
l home office team members, new managers,

and other visual learners recognize you and get

also helps your coworkers build a connection

. 'lo know you better. Seeing your face in Paycom

and relationship with you more quickly, giving
' ' you a better overall employee experience.
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