
Employee Name/Marital Status/Gender Change Request

1 Log in to your Qmlativ Employee Access and click on the Employee Name Change 
Request Form Tile

2 Click here
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3 Verify your name information.  If changes are needed, check the "change name" box.

4 Enter your new name in the boxes below.

5 Reminder: HR must receive a copy of your Social Security card showing your new 
legal name before this change will be processed.
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6 If you need to updated your marital status, check the "Change Marital Status" box.

7 Use the drop down to select new marital status.

8 Reminder: This change may be an indicator of a qualifying event for insurance 
purposes.  Please contact the Insurance Department as soon as possible.

9 If you need to change your gender, check the "Change Gender" box.
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10 Use the drop down to select the new gender.

11 Reminder: HR must receive the appropriate course documentation before this request 
will be processed.

12 Sign the form by checking the "I Agree" box.

13 Click Submit Form at the top of the form.
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14 Your request has been submitted to HR.  Please bring any required documentation in 
to HR as soon as possible to finalize your request.
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