UNIVERSITY OF Student Records
CALGARY Updating your Legal Name

The following are instructions on how to update your personal information through the Student Centre.

1. Log into MyUofC portal.

Login

( Continue with your IT account )

For current students and staff.

< Continue with your elD >

For student applicants, alumni, and guests.

AR amouns

Sign in

someone@ucalgary.ca

Can't access your account?

Register IT Account | Account FAQs | Contact UCalgary IT Support
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2. After logging into your Student Center, navigate to the My Service Request and Create New Request

#

Home General inquiries should be directed to: Contact us
For student resources on Service Regquests, refer to Info about Service Requesis.
m *Please note, requests such as Registration Exemption Requests and Reappraisal of Grade Requests, rypically take a

few weeks 10 see a status update. Final decisions are typically around 30-days**

My Application

_J

My Service
stz

Req

Infon'na:ﬁnn about your existing Service Request(s) can be viewed below

Status of your Service Requests

Submitted: Your request has successfully submitted. If you need to make any changes to your request, you can change it here.
Updated by Student : Your request has been successfully updated.

More Info Required: Your request requires additional details to be processed. Please review the comments and respond.
In-progress: Your request is being processed.

Cancelled by Student: You have cancelled your reguest.

“ Completed: Your request has been completed.
I \ Closed: Your request has not been completed and closed. Please review comments and resubmit your request if applicable.

My Service Requests
Personal Info

o

An

Exams and
Grades

(]

Program and
Advising Info Create New Request

First €8 130f3 @9 Last

3. Click on Enrolment Services and then click Next

#

Academic Instituti i i
Home cademic Institution | University of Calgary v
Select the Category for your requests:
Select a Request Category o0 =}
My Application

B2 Fist €8 120f2 @3 Last

) Graduate Studies

_J

@® Enrolment Services

My Service
Requests
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4. Click on My Student Record and then click Next

Enrolment Services

Home o
Flease select a request type below
m If you have any questions about the request type, please contact us
My Application Select a Request Type 0] =]
F

My Financials
My Service My Financial Suppert (Financial Aid & Student Loans)
Requesis b 2 o D ———__"
My Financial Support (Awards, Scholarships & Bursaries)

My Registration
My Student Record

My Graduation

Alumni Home

Cancel < Previous
i

5. Click on Update Personal Information and then click Next

My Student Record
Home = 0 —cieeeemmmeemmeeeoas
Requests related to your student record including release andf/or change of personal information
m Select a Request Subtype 01-{=} =1

My Application

- ' ® Update Personal Information
0 Submit Third Party Authorization %

First € 170f7 {3 Last

My Service O Submit Residency Status Change
Requests e ==

O Late Flexible Grade Request

< O Request Reappraial of Fnal Grade

Alumni Home

Cancel = Previous
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6. Read the embedded information and then click on Open Link to reveal an eForm

Home

h

My Application

m,

My Service
Requests

Alumni Home

5 &

Personal Info

o

LA

Exams and
Grades

fa

My Request Detail
Category Enroiment Services
Subtype (jpdate Personal Information
Before submitling this request, please review detailed information about updating your personal information on our website

Type Wy Student Record

To update your preferred name, address, phone number or secondary (non campus) email on file, please visit the “Personal
Information” section of your student portal to update through self-service, or follow these instructions.

To update your legaliprimary name or correct biographical data such as your date of birth, please complete the “Updating
Personal Information” e-form and attach supporting documentation that bears your legal name. We cannot adjust your legal
name or update your biological data without one of the following accepted documents:

« Birth Certificate

« Name Change Cerlificate from Vital Statistics

= Government Issued Marriage Cerfificate, Divorce Decree or Separation Court Document
» Canadian Citizenship Card

« Permanent Resident Card

= Canadian Passport

« International Passport

Qr,

« Change of Name Statutory Declaration

A drivers license is not accepted as proof of your legal name or date of birth.

Once your request status has been updated to “Completed”, please allow 72 hours for the University of Calgary to update
systems & IT with your new legal name.

Note: Updating your legal/primary name on record does not automatically update your IT login information or UCalgary email. If
you would like to update these details, please Contact IT 72 hours after your legal/preferred name has been updated on your
student record. For more information about how your legal/primary name vs. your preferred name will appear, click here.

If you would like to obtain a new student ID card, please contact the UNICARD office 72 hours after your legal/preferred name
has been updated on your student record

Update Personal Information Form Open Link

7. Complete the eForm by entering your New Legal Name details in the relevant fields. The details must
match your supporting document.

Service Request Form
ID:

Primary Name:

Please "Save" often to remain active so that you will not lose your work. Once you have completed the
form use "Complete Form" to validate and mark the form as complete. Questions marked with an ™' are

Preferred Name:

required and must be filled in.
Once the Form is complete you will be returned to your Service Request.

Note: You must submit the Service Request for your form to be sent to staff to action.

First Name
(This field is limited to 254 characters )

Middle Name
(This field is limited to 254 characters.)

Last Name
(This field is limited to 254 characters.)

If you are updating your date of birth on record, complete this section

(Please attach an accepted document bearing your correct date of birth when you submit your request)

Comected Date of Birth E1

Page: 1 of 1 Previous Next Save Print Complete Form

If you are updating your legal/primary name on record, complete this section with your updated name

(Please attach an accepted document bearing your legal/preferred name when you submit your request)
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7. In the Comment Box outline what you are requesting and indicate the type of document you will attach.

Mote: All required forms must be completed before the request can be submitted.

N

Update Personal Information Form Open Link

Status sybmitted Request Date 2028/04/16
Comment
[&@ Paragraph v M~ Al A~ N~ B I U S5 .=
T — @By @ @ Qv 9 oo gy EEEE = o=

7. Click on Add Attachment and attach your supporting document. Please upload the file as

a jpeg/png/pdf file as we cannot open other file types.

First €8 10f1 3 Last

Aftachments
View Add mtal:hment' =]

name or update your biological datasuithout ooe of fhe followiod accepied documents.

File Attachment X
Birth Certificate
Mame Change Cerlificate fr
ment Issued Mmiag Mo file chosen
dian Citizenship Card
anent Resident Card

| Upload = Cancel |

Canadian Passport
International Passport
r

B

L] DI L] " & & 8 W

8. Click on Submit after successfully attaching your acceptable document

. e

Related Guides: Update your Preferred Name
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