
 How To File an Amendment Online  

If you need to change an Individual’s name or mailing address:  

Click the “Amendment / Change Request button”.  

 

Then select which individual license you would like to proceed with.  

 

Once you select that there will be a “Continue” button that you will have to click and then 
you will be directed to the next page where you can select what kind of change you need to 
make.  

 

If you need to change the DBA/Trade Name or business mailing address only:  

Click the “Amendment / Change Request button”.  

 

Then select which business license you would like to proceed with.  



 

Once you select that there will be a “Continue” button that you will have to click and then 
you will be directed to the next page where you can select what kind of change you need to 
make.  

 

If you need to make a change request such as “Change of Licensee Name, Change of 
Location, Change of LLC Managers, Change of LLC Members, Request for Common 
Areas” you will need to click the “Amendment / Change Request button” for the license 
number requiring the change. Then the next screen click “Change Requests” and select 
your request from the dropdown. 

 


