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Change Full Name Format

An application administrator of People can change the format in which the user's first and last names are displayed at any time.

1. Navigate to Admin > People > General Configuration

6 Admin Admin > People Control Panel o
| @ staff list O User licences  Licence limit uniimited ~ Active users 55 Remaining users Uniimited ()
UTILITIES - - P
Extranet user limit Unlimited ~ Active extranetusers 7  Remaining extranet users Unlimited
+2 Add a new user
= If required, more user licenses can be requested on our support portal Request licences (f  More details

\i] Export users

D Add/update from {} Power users Roles 22 Groups P Password policy

CsV file
CONFIGURATION v n
f General
configuration Al ABCDEF IJKLMNOPORSTUVW T First name, Surname
= Configure user . ) R
profile fields Photo  Full name « Job Title Role Group Extranetarea Lasttimelogin  Royalty Percentage
g Configure Skills & Q Abigail Clark Human none Company, Primary Area 03-12-2025 5.00
Resources Franchise 06:45
Assistant Royalty
Submitters,
Franchisor
HQ, Human

2. Scroll to find Name Display Format and select the format you wish to display.

Name display format
Format for displaying user/contact name in system. Possible values are '{fname} {sname}', '{sname} {fnrame}' or '{sname}, {fnrame}'
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3. Scroll to the end of the screen and clickSave configuration to apply the changes.

4. Open the People application and check that the username format change has applied.
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Admin, Compliance
support@claromentis.com

Allan, Victoria
Finance Executive
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Head Of Sales
dave@claromentis.net
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