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To submit a Name Change Request: 
1. On the Operator Dashboard click the Profile button on the left navigation panel to 

access your Personal Information. 

 
2.  Click on Change Request in the left panel. 

 
3. Next, click the + New Change Request button. 

 
 
 

4. Select the checkbox to modify the necessary information (i.e. Date of Birth). From the 
drop down menu select the type of supporting document you need to submit. Click the 
Save & Proceed button. 
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5. Modify the information, then click the Save & Proceed button. 

Note: The details selected in the Change Request Type page will be enabled for the 
applicant to modify here. 

 
6. To upload the supporting document, click the Upload button. 

 
 
 
 

7. Now, click the Upload Files button. 
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8. Select the file from where you saved it on your computer/device, then click the Open 

button. 
9. Once the file is uploaded, on the Upload Files pop-up window, click the Done button. 

 
10. Add your comments, then click the Save button. 

Note: Adding a comment is optional. 

 
11. To continue submitting the change request, click the Save & Proceed button. 

Note: You can delete the uploaded file using the Delete Bin icon in the Action column. 
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12. To review information provided in the previous sections, click the right arrow located on 

the right side of every section. Once reviewed, select the checkbox to confirm your 
Acknowledgement, then click the Submit Application button. 
Note: You can go back to the previous section by clicking the Previous button. 

 
Upon submission, a message along with the application number will be displayed. Click the Go 
to Home button to navigate back to the dashboard. 

 
 


