June 15, 2016

License Center

Amendments Guide



June 15, 2016

Contents

TaldgeTe[UToin o] o YaTe l 2T TS Tol A=Y oL USRS 1
Address Change AMENAMENT ......oiiiiiiiieiciee et e et e e et e e e etre e e e ebteeeesbteeeesbaeeessstaeeesastaeessassanassnnes 3
Contact Information Change AMENdMENT .........ccocciiiiiiiiiii et e e et e e s ette e e e ebeeeeeebaeeeesnnes 12
D I0 o] [Tor: | Aol Mol o =N AN g =T o Vo [ =T o | PSPPI 18
Name Change AMENAMENT.....ccii it erreee et e et e e e s e e s s e e e e estteeeesabeeeessbaeeessseeesssnseeeessssenessnssens 21

ACCESS AN AMENAMENT ...ttt et ettt e e e e e e ettt e e eeeeeteaaaaasssessssssrassssssesssesssnasnssssesssssrnnsnseees 26



June 15, 2016

Introduction and Basic Steps

Amendments are changes made to your records or your personal information. Amendments may be
specific to a particular license or general. For example, if you have a Barber Apprentice license and you
need to change your supervising barber that amendment is only found on the Barber Apprentice license.

Examples of general amendments are:

e Address Change Amendment
e Contact Change Amendment
o Social Security Number
o Date of Birth
o Email address
o Phone number
e Duplicate License Amendment
e Name Change Amendment

IMPORTANT NOTE:

It is required that all your active licenses have up to date information. If you
make a general address/name change, you must make this change to all active
licenses.

This guide walks you through each of these general amendments to assist you in keeping your license as
current as possible.
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Login to your License Center account, and select the ‘Manage My Licenses’ tab. Under the ‘Action’
column, select the ‘Amendment’ link.

NEW
YORK .
STATE Services News Government Local
Announcements | Logged in as:Cha Mo | Collecfions (0) | QCartjn | Account Management | Logout
Need Help? Call the NYS License Center Help Desk Team at (518) 453-8130 between the hours of &

8:30am and 4:30pm Monday-Friday, with the exception of NYS - observed holidays.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

‘ Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other
documents with vour account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action butto
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certi
document.

Select the
"Amendment’
link

Showing 81-100 of 107 | Download results | Add to collection | Add to cart

|:| Date Opened Record Number Agency Record Type Expiration Date Status Action s

D 02/04/2015  AEC-15-00026 DOS Cosmetology License  02/04/2019 Active Amendment
Renter Application

|:| 02/06/2015 BA-A-15-00003 DOS Barber Apprentice In Process Amendment
Application

Select the change you would like to make by clicking in the circle of choice and click the ‘Continue
Application’ button.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
please contact a NYS License Center representative at (518) 453-8130.

DfAddress Change Amendment

D)Contact Information Change Amendment
DfDuplicate License Amendment

DIName Change Amendment

Continue Application »J f—
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Address Change Amendment

Login to your License Center account, and select the ‘Manage My Licenses’ tab. Under the ‘Action’
column, select the ‘Amendment’ link.

Select the ‘Address Change Amendment’ circle and click ‘Continue Application.’

Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
please contact a NYS License Center representative at (518) 453-8130.

I;}i-ﬂddress Change Amendment I

) Contact Information Change Amendment
(©) Duplicate License Amendment
) Name Change Amendment

| Continue Application o | Hijs—

The first step is to select the contact type you would like to change with this amendment. For individual
license, this defaults to ‘Individual’ and you are unable to change it.

For business licenses, you are able to select the ‘Individual’ or ‘Organization’ contact type to change.

Address Change Amendment

m 2 Review 3 Record Issuance

Step 1:Amend > Select contact type

*indicates a required field.

Contact Type to Change
CONTACT TYPE TO CHANGE
Select the
Only the individual can change a name for this license type, please click "CONTINUE'
* Please select the contact type you would like to change: IIndi\ridual contact type to
change

| Continue Application » | e Save and resume later: [™]
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On the ‘AMEND_ADDRESS’ screen, you must select the address you intend to change.
NOTE: If you have more than one address, they display in rows here.

If you have more than one address it is especially important to indicate the address you are changing
on the ‘Change this Address’ column.

The ‘Change this Address’ column defaults to ‘Yes.” If you need to change this default, click the down
arrow next to ‘Actions’ and select ‘Edit’.

Address Change Amendment

m 2 Review 3 Record Issuance

Step 1:Amend > Select Address to Change

Select the address by checking the box to the left of the address to be changed.

NOTE: ou may use the Select All feature by checking the box to the left of "Address Type™
Under the 'Change this Address'
Click the "Edit Selected” button. CO|Umﬂ, check that IYES' or'no'is
displaying as needed

Address(es) to be Changed %
(es) g y.

AMEND_ADDRESS

Please select 'Change this address:” to "'es’ and click the "Submit’ button.

Showing 1-1 of 1 To update the

[C] Address Type Address Change this Address 'Change this
[[] Home 99 Washinaton Ave Albanv NY 122102821 Ves Actions ¥ Address

Edit column, click the
_Edit Selected | down arrow and

select 'Edit'

| Continue Application » Save and resume later: []

A separate popup displays with the ability to check ‘yes’ or ‘'no’ to change the address. Select the
appropriate option and click ‘Submit.’

All addresses display in rows, you need to set ‘yes’ or ‘no’ for each address.

AMEND_ADDRESS

Please select "Change this address:’ to ™'es’ and click the "Submit’ button.

Address Type: Address: Change this Address:
|H0me |EIEI Washington Awve Albar @ Yes (O Mo

| Submit Cancel
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Verify the ‘Change this Address’ column is correct and ‘edit’ again if necessary. Then click ‘Continue
Application.’

Mdredie= d Tegquirsd reid.

Address(es) to be Changed

AMEND_ADDRESS

Pleaze zelect 'Change this address:" to "'es’ and click the "Submit’ button.

Showing 1-1 of 1

Address Type Address Change this Address
Home %9 Washington Ave Albany MY 122102821 Yes iﬁi&'ﬁ'g”v
Edit Selected

l Continue ApRication » | e Save and resume later: D
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The next screen allows you to select the records you would like to change with this amendment. If there

is a fee associated to that change, it displays here.

Home Manage My Licenses

Address Change Amendment

m 2 fevee

Step 1: Amend = Records to be Changed

3 Record Issuance

where the Change this Record? has a "ves’.

Consumer Complaints

Apply now! For a New License or Permit

MOTE: You may use the 'Select All' feature by checking the box to the left of Record ID.

Once you have confirmed your selection(s), please click the Continue Application button

We have located the following associated Application, License, or renewal records in your profile. Please confirm that you wish to change all of the records

If you do NOT wish to change particular record(s), please select the record(s) by checking the box to the left of the Record ID. Click the Edit Selected button.

Records to be Changed

AMEND

Showing 1-2 of 2
[] RecordID
D AENS-A-16-03453
[] AENST-1602120

Record Description
Mail Specialty Application
Mail Specialty Temporary License

Edit Selected
Continue Application »

fAny associated fees are  |¢-

listed here

Change this Record? Fee
es ]
Yes 10

Save and resume later: [™]

To update the
'Change this
Record?"
column, click the
down arrow and

Actions ¥
Actions ¥
Edit

The ‘Change this Record?’ column defaults to ‘Yes.’

arrow next to ‘Actions’ and select ‘Edit.’

If you need to change this default, click the down

*indicates a required Tield.

Edit Selected

l Continue Application » | is—"

Records to be Changed

AMEND

Showing 1-2 of 2

Record ID Record Description Change this Record? Fee

] AEC-14-01384 Cosmetology License Yes 10 Actions ¥
]

7 AENS-14-01883 Mail Specialty License Yes 10 Actiong +
] Actions

Save and resume later: [™]
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A separate popup displays with the ability to check ‘yes’ or ‘no’ to change the record. Select the
appropriate option and click ‘Submit.’

AMEND

*Record I1D: *Record Description: *Change this Record?:
|AENS-14-01883 |Nail Specialty License @ Yes © Mo

*Fee:

|10

S"bm_'t] Cancel
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On the ‘Enter New Address Information’ screen, take note of the information and directions at the
beginning. These may update over time and will help you process this amendment correctly.

Enter your new address and click the ‘Search’ button. This search button validates the address against
the US Postal service.

Address Change Amendment

2 e

Ll

Record |ssuance

Take note of

information

Step 1:Amend = New Address Information d

Pleaze enter your new address information below. Click the Search button to validate the address with the Post Office. B an_
directions

WOTE: Currently, address validation works for US and Canadian addresses only. -

’ v provided
Once validated, the Address fields will HOT be editable and display as grey. here_
Click the Continue Application button.

*indicates a required field.

Enter New Address Information

* Address Line 1:

* City: * State: Zip: Enter NEW ad_dress
—select- _ [=] here and click
) ]
County: Country: Search
United States [=]

Clear

[Lsearen |
™

| Continue Application » Save and resume later: [T

Verify that the validated address is correct. If the address is NOT correct, click the ‘Clear’ button,
reenter the address and click ‘Continue Application’ without using the ‘Search’ button.

If the address cannot be validated, the search provides a list of possible addresses. Select the correct
address, if none of the addresses listed are correct, click the ‘Clear’ button, reenter the address and click
‘Continue Application” without using the ‘Search’ button.
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When the address information is correct, click the ‘Continue Application’ button.
MaICdies d reqaimed e,

Enter New Address Information

* Address Line 1:
150 Broadway

* City: * State: Zip:

Menands MY :I 12204-2719
County: Country:

Albany | Unitad Statas EI

Search i Clear I
| Continue Application » i — Save and resume later: D
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Review that all information is correct. If a section needs to be updated click the ‘Edit’ button and update
as necessary. If all information is correct, click the ‘Continue Application’ button.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Address Change Amendment

1 Amend Y

Step 2:Review

2 Review 3 Record Issuance

[ Continue Application »‘J Save and resume later: [7]

Please review all information below. Click the 'Edit' buttons next to the section you wish to edit or click 'Continue Application’

Record Type

Address Change Amendment

Contact Type to Change
CONTACT TYPE TO CHANGE Edit
Flease select the contact type yvou would like to change: Individual

Address(es) to be Changed

AMEND_ADDRESS Edit
Address Type Address Change this Address
Home 99 Washington Ave Albany NY 122102521 Yes
' m 3
Records to be Changed
AMEND Edit
Record ID Record Description Change this Record? Fee
AEC-14-01384 Cosmetology License Yes 10
AENS5-14-018383 Nail Specialty License Yes 10
' 1 | »
Enter New Address Information Edit
150 Broadway
Menands NY 12204-2719
United States
Continue Application »J d— Save and resume later: D

10
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Review the fees and ‘Checkout’ or ‘Continue Shopping.’

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Address Change Amendment

1 Amend 2 Review m 4 Record Issuance

Step 3:Pay Fees

Listed below are the preliminary fees based upon the information you've entered.
The following screen will display your total fees.

Application/Renewal Fees

Fees Oty Amount
Contact Change Fee (Appearance Enhancement) 2 £20.00
TOTAL FEES

Maote: This does not include additional fees which may be assez=sed |ater.

$20.00

'‘Check out' or
'‘Continue Shopping’

I Chechkout bJ I Continue Shopping »J

Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other

documents with your account. Expect this secure process to take up to ten minutes.

document.

Showing 1-20 of 110 | Download results | Add to collection | Add to cart

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on the
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certification

|:| Date Opened Record Number  Agency Record Type Expiration Date Status Action Description
D 11/04/2015 15TMP-001690 Dos Address Change Resume Application
Amendment
D 11/04/2015 15TMP-001691 DOs Cosmetology Resume Application
Aoolio ot
I:‘ 11/04/2015 A15-000184 Dos Address Change Approved
Amaniment
D TOH2075 15TMP-0M6TE Dos Cosmetology Resume Application
PR

11
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Contact Information Change Amendment
To change, Social Security Number, Date of Birth, email address, or phone number use this amendment.

Login to your License Center account, and select the ‘Manage My Licenses’ tab. Under the ‘Action’
column, select the ‘Amendment’ link.

Select ‘Contact Information Change Amendment’ and click ‘Continue Application.’

Home Manage My Licenses Consumer Complaints
Apply nhow! For a New License or Permit
Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
please contact a NYS License Center representative at (518) 453-8130.

) Address Change Amendment

i@} Contact Information Change Amendment
= Duplicate License Amendment
© Name Change Amendment

| Continue Application » | iss—

The first step is to select the contact type you would like to change with this amendment. For individual
licenses, this defaults to ‘Individual’ and you are unable to change the selection.

For business licenses, only individual license holder information can be changed with this
amendment.

Contact Information Change Amendment

m 2 Attach Documents | 3 Review 4 Record Issuance

Step 1: Amend > Select contact type
Only the individual can change their contact for this license type, please click "CONTINUE".

*indicates a required field.

Contact Type to Change

CONTACT TYPE TO CHANGE
Select the
Only the individual can change contact information for this license type, please click "CONTINUE'
* Please select the contact type you would like to change: IIndividuaI E| contact type to
change
Cnntinueﬁppli-:atinn»- A— Save and resume later: [™

12
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On the ‘CONTACT AMENDMENT INFORMATION’ screen check all the changes that are being made with
this amendment. Once the checkbox is selected a fill area displays below it. Enter in the new
information.

Enter in the description of the changes and click ‘Continue Application.’

Contact Information Change Amendment

m 2 Attach Documents /| 3 Review 4 Record Issuance

Step 1:Amend =New contact information
Please select each item you wigh to change by checking the box to the right. Enter the new informatien in the box that appears belows.

*indicates a required field.

Contact Amendment

CONTACT AMENDMENT INFORMATION

Social Security HNumber: Enter new data

Date of Birth: in fields

Oooo

Email Address:

Phone Humber:

&

Hew Country Code:
New Phone Number: * 518-555-5555

* Please provide a brief description of the reason for your =
change request:

| Cnn{inueﬂlpplic.atinnn_h Enter Save and resume later: [™]

description

13
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The next screen allows you to select the records you would like changed with this amendment. If there
if there is a fee associated to that change, it displays here.

The ‘Change this Record?’ column defaults to ‘Yes.” If you need to change this default, click the down
arrow next to ‘Actions’ and select ‘Edit.’

Contact Information Change Amendment

2 Attach Documents | 3 Review 4 Record Issuance

Step 1: Amend > Records to update

We have located the following associated Application, License, or renewal records in your profile. Please confirm that you wigh to change all of the records
wihere the Change this Record? is Yes

If you do MOT wish to change particular record(s), please select the record(s) by checking the box to the left of the Record ID. Click the Edit Selected
butten

MOTE: You may use the Select All feature by checking the box to the left of Record ID.

Once you have confirmed your selection(s), please click the Continue Application button Any aSSOCiate fees
are listed here

Records to be Changed

AMEND
For Change thiz Record?: please select either Yes or No. Click the "Submit’ button.NOTE: The Record ID, Record Description, and Fes

Showing 1-2 of 2

To update the

Record ID Record Description Change this Record? .Fee 'Change thls

AEC-14-01884 Cosmetology License Yes 0 Actions Record?' column,

AENS-14-01883 Nail Speciatty License Yes 0 Actimjm click the down
— o arrow and select

‘Edit'

Continue Application » Save and resume later: [7]

A separate popup displays with the ability to check ‘yes’ or ‘no’ to change the record. Select the
appropriate option and click ‘Submit.’

x
AMEND
For Change thiz Record?: please select either Yes or Mo. Click the "Submit’ button. NOTE: The Record ID, Record Description, and Fee are NOT editable.
*Record ID: *Record Description: *Change this Record?:
|aENS-14-01883 |Nail Specialty License @ Yes @ No
*Fee:
Jo

Submit J Cancel

14
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Verify the ‘Change this Record’ column is correct and ‘edit’ again if necessary. Then click ‘Continue
Application.’

TTOTEO LS O T T T e,

Records to be Changed

AMEND

For Change this Record?: please select either Yes or No. Click the "Submit' button NOTE: The Record ID, Record Description, and Fee are NOT editable.

Showing 1-2 of 2
ecor econ escription ange IS Hecord: ee
[ m d ID R d Dy ipti Ch this R d? F
|:| AEC-14-01824 Cosmetology License ¥es 0 Actions ¥
[[] AENS-14-01883 Mail Specialty License Yes 0 Actiong+
Edit Selected
[ Continue Application »J fp— Save and resume later: [™]

Depending on the change you are making to your records, you may need to provide documentation.

Note: Social Security Number and Date of Birth require documentation. You may use ‘Select from
Account’ if the required documentation was previously uploaded to your NY License Center account.

If you are required to provide documentation you have the ability to upload that documentation.
Use the ‘Upload Documentation’ feature to add documentation to the amendment if needed.

Click the ‘Continue Application’ button to move forward.

Contact Information Change Amendment

1 Amend 2 Attach Documents 3 Review 4 Record Issuance

Step 2: Attach Documents = Supporting Documentation
Please provide a document for each of the following changes

1. §5N Change Documentation : Acceptable forms of documentation are: Social Security Card
2. Date of Birth Change Documentation: Acceptable forms of documentation are: Birth Certificate, NY'S Drivers License, US Passport.

*indicates a required field.

Attach Supporting Document

No documentation has been identified that requires upload, please click Continue below to

proceed.
MNOTE: You must click the Save Documentation button to save your information, before clicking the Continue button.

The maximum file size allowed iz 15 MB.
himl;htm;mhi;mhtml;exe;ini;bat;dll;zip are disallowed file types to upload.

Name Type Size Latest Update Action
No records found.

l Select from ﬂccounIJ I Upload Dc-cumenta‘lionJ h
Continue Application # _ Save and resume later: [*]

15
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Review that all information is correct. If a section needs to be updated click the ‘Edit’ button and update
as necessary. If all information is correct, click the ‘Continue Application’ button.

| 1 Amend | %.lems 3 Review 4 Record Issuance
Step 3: Review
I Continue Application » | Save and resume later: [™

Flease review all information below. Click the 'Edit" buttons next to the section you wish to edit or click 'Continue Application’

Record Type

Contact Information Change Amendment

Contact Type to Change
CONTACT TYPE TO CHANGE Edit
Please select the contact type you would like to change: Individual

Contact Amendment

CONTACT AMENDMENT INFORMATICN

B

Social Security Number: No
New Social Security Number:

Date of Birth: No
New Date of Birth:

Email Address: No
New Email Address:

Phone Mumber: Yes

New Country Code:
New Phone Mumber: 518-555-5555

Please provide a brief description of the reason for vour blah
change request:

Records to be Changed

AMEND Edit

Record 1D Record Description Change this Record? Fee

AEC-14-01854 Cosmetology License Yes 1]

AENS5-14-01383 Nail Specialty License Yes ]
4 | I | »
Attach Supporting Document Edit

MOTE: “You must click the Save Documentation button to save vour information, before clicking the Continue button.

Hame Type Size Latest Update Action
No records found.

Continue Application » | s Save and resume later: [™

16
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If there are no fees, a confirmation screen displays.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Payment

1 Review Cart information

Step 3:Application Submitted

Your application(s) has been successfully submitted. Please click on the Home tab to view available menu
options.

Confirmation

Your application{s) have been successfully submitted. If fees are associated with your application, click on the Print/View
Shopping Cart Receipt button to printiview your Shopping Cart Receipt. To printiview an agency receipt with agency specific
data, click on the application link and select view details under the Fees section on next page.

T-E pos
o Contact
£14-002931 g;;;r;:ﬁ""
Amendment

Once the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and
other documents with vour account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on
the record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education
certification document.

Showing 1-4 of 4| Download results | Add to collection | Add to cart

%miﬂ ed Record Number Agency Record Type Expiration Date  Status Action Description
050172014 A14-002931 Do Contact Infermation Approved
Change Amendment
0sm1720 e AENS-14-01883 Do Nail Specialty License 0520 s Active Amendment
050142014 A14-002930 Dos Address Change Approved
Amendment
05/01/2014 AFC-14-01884 Dos Cosmetology License 0sii2018 Active Amendment

4 1

17
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Duplicate License Amendment

The duplicate license amendment is a request for another printed copy of the license. You must select
the amendment link for the license you want a copy of.

Login to your License Center account, and select the ‘Manage My Licenses’ tab. On the list records, find
the license you would like a copy of and under the ‘Action’ column, select the ‘Amendment’ link.

Select ‘Duplicate License Amendment’ and click ‘Continue Application.’

Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
please contact a NYS License Center representative at (518) 453-8130.

&) Address Change Amendment

© Contact Information Change Amendment
@ Duplicate License Amendment |

= Name Change Amendment

l Continue Application »J h

Click the ‘Continue Application’

Duplicate License Amendment

1 a‘:l';un:;;m"t 2 Review 3 Pay Fees 4 Record Issuance

Step 1: Amendment Request>Applicant

*indicates a required field.

Applicant

Salect the "Select from Account™ option to access your existing contacts from your Account Management

Complete the required fields on the Contact Information page.
Follow instructional text to add the contact address{es) for this Contact

Continue Application » Save and resume later: [*

18
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The Amendment Request page displays, select ‘yes’ to the question ‘Request a duplicate license?’ and
click ‘Continue Application.’

Duplicate License Amendment

1 é?qeunedsTem 7 Rewview 3 Pay Fees 4 Record Issuance

Step 1: Amendment Request = Apply
*indicates a required field.

Request Details

GENERAL INFORMATION

* Request a duplicate license?: i@iYes @ No

Continue Application »J — Save and resume later: [™]

Review that all information is correct. The ‘Applicant’ section of the ‘Review’ screen CAN NOT be edited
here (these changes require an amendment). If a section needs to be updated click the ‘Edit’ button and
update as necessary. If all information is correct, click the ‘Continue Application’ button.

Duplicate License Amendment

Amendment
1 EC ue_ST m 3 Pay FPES 4 Recnrd Issuance

Step 2: Review

Continue Application » Save and resume later: [*]

Please review all information below. Click the 'Edit' buttons next to the section you wish to edit or click "Continue Application’

Record Type

Duplicate License Amendment

Applicant Edit
Individual Daytime Phone:555-555-5555
Cha Mo E-mail:noreply@gmail.com
Birth Date:09/28/1977 ’ '

092-81-9771

Request Details

GEMERAL INFORMATION Edit

Request a duplicate license?: Yes

Continue Application » _ Save and resume later: [

19
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Review the fees and ‘Checkout’ or ‘Continue Shopping.’

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Duplicate License Amendment

2 Review 4 Record Issuance

REQUES'[

1 Amendment )

Step 3:Pay Fees

Listed below are the preliminary fees based upon the information you've entered.
The following screen will display your total fees.

Application/Renewal Fees

Fees Oty. Amount
Appearance Enhancement Duplicate License Fee 1 310.00
TOTAL FEES

Mote: This does not include additional fees which may be assessed later.

$10.00

'‘Check out' or
'‘Continue Shopping'

I Chechkout »J I Continue Shopping »J

After the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab. A duplicate
license is printed and mailed.

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other
documents with yvour account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on the
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certification
document.

Showing 1-20 of 112 | Download results | Add to collection | Add to cart

|:| Date Opened Record Number  Agency Record Type Expiration Date S5fatus Action Description
D 11/04/2015 15TMP-001690 Dos Address Change Resume Application
Amendment
D 11/04/2015 A15-000185 DOS Contact Information Approved
Change Amendment
D 11/04/2015 15TMP-001691 Dos Cosmetology Resume Application
Applicafion
D 1042075 A15-000186 Dos Duplicate License Approved I
Amendment
] ;;;;; ;;;; a]0i] Rodress Lhange Epproved
Amendment

20
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Name Change Amendment

Login to your License Center account, and select the ‘Manage My Licenses’ tab. Under the ‘Action’
column, select the ‘Amendment’ link.

Select ‘Name Change Amendment’ and click ‘Continue Application.’

Select an Amendment Type

Choose one of the following available amendment types. For assistance, or to apply for an amendment type not listed below,
please contact a NYS License Center representative at (518) 453-8130.

@ Address Change Amendment

i@ Contact Information Change Amendment
) Duplicate License Amendment

I i@ Name Change Amendmentl

—

| Continue Application »

The first step is to select the contact type you would like to change with this amendment. For individual
license, this defaults to ‘Individual’ and you are unable to change it.

For business licenses, you are not able to change the name of the business. Business name changes
require a new application.

Name Change Amendment

m 2 Attach Documents 3 Review 4 Record Issuance

Step 1:Amend > Select coniact type

*indicates a required field.

Contact type to Change

CONTACT TYPE TO CHANGE

Select the
Only the individual can change a name for this license type, please click "CONTINUE'
* Please select the contact type you would Iike to change: [ Indvidual = contact type to
change
Continue Application » | ifss— Save and resume later: [™]

21



June 15, 2016

On the ‘AMEND_NAME_CHANGE’ screen, enter your new name and the ‘Reason for Name Change’
dropdown. Then click ‘Continue Application.’

Name Change Amendment

2 Attach Documents 3 Review 4 Record Issuance

Step 1:Amend = New Name Information
Please enter your new name information below. Click the Continue Application button.

*indicates a required field.

Enter New Name Information

AMEND_NAME_CHANGE

*First Name: Jenn
_ Enter new name
Middle Name: and select
*Last Hame: James-Jingleheimer Schn reason for name
Suffix: Change
*Reason for Name Change: [Marriage [=]
--Select--
Divarce
Continue Application »J e Other Save and resume later: [™]

The records to be changed are listed in the ‘Records to be Changed’ section. Fees display. Click
‘Continue Application.’

Name Change Amendment

2 Attach Documents | 3 Review 4 Record Issuance

Step 1:Amend> Records to be Changed

We have located the following associated Application, License, or renewal records in your profile.

Fees display

Records to be Changed

AMEND
Showing 1-2 of 2
Record ID Record Description
AEC-14-01884 Cosmetology License 0
AENS-14-01883 Nail Specialty License 0
Continue Application »‘J.‘_ Save and resume later: n
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Changes to name based on ‘marriage’ or ‘divorce’ do not require a fee. All name changes require the
reason and documentation.

Use the ‘Upload Documentation’ feature to add documentation to the amendment if needed. Note: You
may use ‘Select from Account’ if you previously uploaded the required documentation to your NY
License Center account.

Click the ‘Continue Application’ button to move forward.

Name Change Amendment

1 Amend 2 Attach Documents J Review 4 Record Issuance

Step 2: Attach Documents > Supporting Documentation
Please provide one of the following documents as proof of legal name change:

1. Name Change Documentation : Acceptable forms of documentation are: Marriage Cerificate, Divorce Decree, Court Papers, NY'S Drivers License, US
Passport.

*indicates a required field.

Attach Supperting Documentation

The following documents are required based on the information you have provided:

1. Name Change Documentation: Acceptable forms of documentation are: Marriage Certificate, Divorce Decree, Court
Papers, NYS Driver’s License, US Passport

MOTE: You must click the Save Documentation button to gave your infarmation, before clicking the Continue button.

The maximum file size allowed is 15 MB.
himil;htm;mht;mhtml;exe;ini;bat;dil;zip are disallowed file types to upload.

Name Type Size Latest Update Action
Mo records found.

I Select from ﬁc‘.counlJ I Upload Docurnenla‘lionJ h
Continue Application » h Save and resume later: [*]
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Review that all information is correct. If a section needs to be updated click the ‘Edit’ button and update
as necessary. If all information is correct, click the ‘Continue Application’ button.

Attach -
‘ 1 Amend 2 Documents 4 Record Issuance

Step 3:Review

Continus Application » Save and resume later: [™|

Please review all information below. Click the 'Edit' buttons next to the section you wish to edit or click "Continue Application’

Record Type

MName Change Amendment

Contact type to Change

CONTACT TYPE TO CHANGE Edit

Please select the contact type you would like to change: Individual

Enter New Name Information

AMENMD_MAME_CHANGE Edit
First Name: Cha
Middle Name:

Last Name: Mo-Jackson
Suffix:
Reason for Name Change: Marriage

Records to be Changed

AMEND Edit

Record ID Record Description Fee
AEC-A-15-00628 Cosmetology Application o
< >
Attach Supporting Documentation Edit

MOTE: %ou must click the Save Documentation button to eave your informaticn, before clicking the Continue button.

The maximum file size allowsd is 15 MB.
himl;him;mht;mhtml;exe;ini;bat;dil;zip are disallowed file types to upload.

Name Type Size Latest Update Action
TEST DOC.docx  Mame Change 11.24 KB 11/04/2015 Actions v

Documentation

Continue Application » h Save and resume later: []
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If fees are assessed click ‘Checkout’ or ‘Continue Shopping.’

After the amendment is saved or completed, it is listed on the ‘Manage My Licenses’ tab.

Home Manage My Licenses Consumer Complaints

Apply now! For a New License or Permit

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other
documents with your account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on the
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certification
document.

Showing 1-20 of 113 | Download results | Add to collection | Add to cart

|:| Date Opened Record Number  Agency Record Type Expiration Date Status Action Description
D 11/04/2015 15TMP-001690 Dos Address Change Resume Application
Amendment
D 11/04/2015 A15-000185 DOS Contact Information Approved
Change Amendment
D 11/04/2015 15TMP-001691 DOS Cosmetology Resume Application
Application
D 11/04/2015 A15-000186 DOS Duplicate License Approved
Amendment
|:| 11042015 A15-000184 DOSs Address Change Approved

ot

- Amendme
I |:| 1042005 A15- 000187 DOs Name Change In Process I
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Access an Amendment
On the ‘Manage Your Licenses’ tab all of your amendments are available to view.

If you have an amendment that is ‘In Process’ you are able to view the process of the amendment by
clicking on the ‘Record Number.’

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other
documents with your account. Expect this secure process to take up to ten minutes.

Below is a list of the records associated with your account. You can click the record number to see details. Use the action button on the
record to perform actions such as resuming an application, starting a renewal, changing a contact or adding an education certification
document.

Showing 1-20 of 113 | Download results | Add to collection | Add to cart

D Date Opened Record Number Agency Record Type Expiration Date Status Action Description
l:‘ 11/04/2015 15TMP-0016390 DOs Address Change Resume Application
O 11/04/2015  A15-000185 Click on the link  fion Approved

to view the ent

D 11/04/2015 15TMP-001691 process of your Resume Application
[[] 11042015 A15-000186 Amendment Approved
|:| 11/04/2015 A15-000184 Address Change Approved
- Amendment
|:| 11/04/2015 A15-000187 DOS Name Change
Amendment
D 11/03/2015 15TMP-001676 Dos Cosmetology Resume Application

Application

If you have an amendment for which you selected the ‘Save and Resume Later’ button the ‘Status’ says
‘Resume Application’ Click on the ‘Resume Application’ link to complete the amendment application.

Records

The table below only displays records associated with your License Center Account. Click here to associate licenses, permits, and other

documents with vour account. Expect this secure process to take up to t e

Click on the 'Resume
Below is a list of the records associated with your account. You can click Application’ link to Use the action button on the
record to perform actions such as resuming an application, starting a rer] continue the amendment |g an education certification

document.

Showing 1-20 of 113 | Download results | Add to collection | Add to cart

|:| Date Opened Record Mumber  Agency Record Type Expiration Date Status Description
D 11042015 15TMP-001630 Dos Address Change Resume Application

Amendment
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