How To Apply Online for a Name Change

1. First, log into your online account.  If you do not yet have an account or if you haven’t linked your LPC Associate license you will need to do so.  Instructions for account creation can be found here.

2. From the “Manage your license information” drop-down, choose “Name Change (Online Trx)” then click “Select”.
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3. You will be taken to the Name Change module.  This page gives you information on name change requirements. After familiarizing yourself with this information, click “Next” to move forward.
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4. Verify/Update your contact information then click “Next”.
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5. Enter your new legal name and click “Next”.
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6. Upload the required supplemental documentation (documents are listed in step 3).  Click “Attach” to add a document to your online application.  
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Each time you attach a file, it will appear above the selection boxes.  NOTE: Be sure to avoid attaching files that exceed the max file size.  Once all documentation is uploaded, click “Next”.
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7. Review your information and edit where necessary.  When complete, click “Submit”.
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8. Attest and agree to the statement then click “Next”.  Important Note: The name change is NOT AUTOMATIC! BHEC staff will review the documentation submitted to validate the name change.  To confirm the name change access our license verification function here.  Please allow two weeks for processing before confirming the change.  Only after you have confirmed the name change has been completed should you purchase a new Wall Certificate.
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After clicking “Next” you will land on the Fee and Summary Report page.  As there is no fee for a name change the report will not reflect a payment.  You will also be sent a confirmation email alerting you that your name change request has been received.  This email will include your name change summary as an attachment.
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Important Note: A name change DOES NOT trigger the issuance of an updated wall certificate.  You will need to purchase a new certificate.  Instructions on purchasing a new wall certificate online can be found on the menu at the top of this page.  

Reminder: The name change is NOT AUTOMATIC! BHEC staff will review the documentation submitted to validate the name change.  To confirm the name change access our license verification function here.  Please allow two weeks for processing before confirming the change.  Only after you have confirmed the name change has been completed should you purchase a new Wall Certificate.

image7.png
Introduction

Contact Information

Name Change (Online Trx) - Apy

ion Summary

If you have uploaded and attached files to this application, they will appear in the Attachments section of this application summary. Please

check to ensure they appear. If not, you can select the Edit button in that section and attach them

Legal Name Change Review the data and press "Submit” to submit this application.
File Attachments Press "Previous to return to the previous section.
‘Summary (pre-fees) Press "Cancaf" to cancel this application and return to the main menu
Application License Type: Marriage and Family Therapist
Application Date:  08/05/2021
General Main Address 123 TEST WaY [ it
Addresses QUERY  TEXAS
UPSHUR
75991
us

Legal Name
Change

Attachments

Phone Number.

E-mail

LEGAL_NAME:

File Name:
Notes:

(409) 847-1171

testy@netscape.com

DOC pdf
Court Documents

Testopolous McTesterson

o ol corctno





image8.png
e Name Change (Online Trx) - Attestation

e Press "Previous” to retun to the previous section
Press "Next" to continue

Legal Name Change R §
Press "Cancel" to cancel this application and retum to the main menu

Fie Attachments
By checking this bosx,| hereby certfy | understand that | order a new wall cetficate and/or renewal permit before BHEC has approved my
Summary (pre-fees) name change, BHEC wil notIssue a refund I | eceive these documents with my previous name. | il have to re-order them with a new
payment
Yes
O No

oo e oo





image9.png
Fee and Summary Report

Your application data has been submitted. Click on "View PDF Summary Report” and print this report for your records.
Press "Retur” to retum to the main menu

[ Return Jil View PDF Summary Report] . .





image10.png
tor_noreply@irondata.com [t}
Application Summary - Ref i 305.., Thu 1112 A..
Hello HcTesterson, Testopolous. Thank you for




image1.png
Quick Start Menu

Ifyou see your license on the right hand of the screen under the

icense Informatio

section please DO NOT click

on the "Add License to Registration” link at the bottom as your license is already associated with this online account.

You should see your license options listed below:

Ifyou are trying to apply for a

I you need to add your license to your online account please ciick on the "Add Licenses To Registratio

ense please choose the appropriate option under the "Start a New Applicati

section

option below.

License Information

Show Details
License Number: #00001

Marriage and Family

License Type T orapist

B Manage your license information

Marriage and Family Therapist #0001

B Start a New Application
What are you applying for?

<Choose Board> v
<Choose Application> v

Choses Ao
Add Supervisor Designation
Duplicate Permit

Duplicate Wall Certficate.
Mailing Address Change
Name Change (Online Trx)

Request for Inactive Status





image2.png
Introduction

Contact Information
Legal Name Change
File Attachments

‘Summary (pre-fees)

Name Change (Online Tr) - Introduction
‘You must upload and attach one of the following on the File Attachments page of this online application

1. Copy of current driver's license or national ID card;

2. Copy of current social security card;

3. Copy of marriage license, divorce decree and court order setting forth a change of name. (See TAC 882 32).
Once you submit your application, staff will have to review it for accuracy. Please check the Online License Search to determine when this
has been completed. Once updated, you can order a new wall certificate andlor renewal permit by logging into your account on the o
licensing system. These options will be available on the main menu under Manage your License Information. If you order a new wall
certificate and/or renewal permit before we have approved your name change, we will not issue a refund if you receive these
documents with your previous name. You will have to re-order them with a new payment.

Press "Next"to continue.

Press "Cancel” to cancel this application and return to the main menu

=3 E=m





image3.png
Introduction
Contact Information

Legal Name Change
File Attachments

Summary (pre-fees)

Name Change (Online Trx) - Contact Information

Please review the address information below and make any necessary corrections by selecting the "Main Address Link"

Your Main Address will continue to be your address of record with the Board, and we will send all correspondence, including reminder
renewal postcards and renewal permits, to that address.

Your Main Address will now only display the city. state, county and zip code on the Public Search feature found on our website. If you would
lie to display your Business Address to the public, please use the Add Another Contact section and select the Business Address (optional)
to enter that address. Both addresses will be displayed on the Public Search feature found on our website; however the Business Address.
will be displayed in full while the Main Address will only display city, state, county and zip code.

[ & Main Address
StreetNumber: (123
~ Address [TEST WAY ]
[ J
[ J
- 2 Cose
- se
cauny
Couny
Phone Number. (899 s90.9090
Extension [
E-mail testy@netscape.com |
Contact # [ |
Web Address: [ |
Add Another Contact





image4.png
Introduction
Contact Information
Legal Name Change

File Attachments

‘Summary (pre-fees)

Name Change (Online Tr) - Information

Legal Name Change

LEGAL_NAME:

-

Cancel App|

—=pf L





image5.png
Introduction
Contact Information

Legal Name Change
File Attachments

‘Summary (pre-fees)

Name Change (Online Trx) - Attachments

‘You must upload and attach one of the following

1. Copy of current driver's license or national ID card;
2. Copy of current social security card;
3. Copy of marriage license, divorce decree and court order setting forth a change of name. (See TAC 882 32).

You will see all files entered under the Files Uploaded table. You may "View" or "Remove” documents you added if necessary.

Note: There is a 120 character max fle name limit, SMB per file and a 20t

total attachment

Locate a file with the "Browse” button and press "Attach” or "Remove” as is required.
Press "Next” when there are no more files to attach.
Press "Previous” to retun to the previous screen.

Press "Cancel” to cancel this application and return to the main menu

File Name: [T ~>{ Choose File | DOC paf

Notes: [Court Documents |

gy o f ol el oo





image6.png
Introduction

Contact Information

Name Change (Online Trx) - Attachments

‘You must upload and attach one of the following

1. Copy of current driver'slicense or national ID card;
Legal Name Change 2. Copy of current social security card;

3. Copy of marriage license,

File Attachments

‘Summary (pre-fees)

ivorce decree and court order setting forth a change of name. (See TAC 882 32)

Note: There is a 120 character max file name |

. 5MB per file and a 20MB in total attachment limit.

Locate a file with the "Browse” button and press "Attach” or "Remove” as is required.

Press "Next” when there are no more files to attach.

Press "Previous” to retun to the previous screen.

Press "Cancel” to cancel this application and return to the main menu

You will see all files entered under the Files Uploaded table. You may "View" or "Remove” documents you added if necessary.

Files Uploaded
DOC pdf

Total Size of Attached Files:

Court Documents.

ann <</

View

Remove

File Name:

Notes:

Choose File [No file chosen

ruzc |

Cancel App





