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Viewing and Updating Your Name



From the PAWS Employee Portal 
(https://paws.augusta.edu), select the SoftServ

Icon from the Quick Access Bar.



Log in using your AU NetID and Password.  This 
will be the same ID and Password that you use 
to log into Outlook.



You have successfully accessed SoftServ. Navigate to Personal Information so that you may 
update your name. Please Note: Additional information will need to be submitted to HR 
Benefits/Data Management prior to the approval of the change request (ie. marriage 
license, updated social security card). 

Main Menu > Self Service > Personal Information > Name Change



Select the “Edit Name” button. 



Enter the name change in the appropriate field(s).  
Select “Refresh Name”, then “OK”. 



Review your change for accuracy. Then select “Submit”



You have successfully submitted a name change for Human Resources approval.  


