
 

 

 
                

   

                                     

                                
                                  
         

 

                  
 

                                    
 

 
                                 

                        

                         

        

Change Name 

If you wish to change your name on your commission, you can do so by following the steps below. 

NOTE: If you are commissioned as both a traditional AND on online notary, this name change 
request will change the name on both commissions. For online notaries, you will also be directed to 
update your digital seal/digital certificate. 

1. Click Manage Commission from the Notary Self Service options. 

2. At the prompt, What would you like to do? Select the Change Name option and click Start. 

3. Fill out your Notary Information with the Legal Name for the name change. Enter your Post 
Office Address information, and click Next. The Current Notary Information section located 
near the bottom of the webpage displays your existing notary record information. 
Click Next to continue. 
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4. Read the following Statements and select the option that is true and correct regarding your 
notary public commission status and click Next. 

5. Upload a digital copy of the Rider or Endorsement from the bonding company that guarantees 
your notary public commission by either clicking the Upload button or drag/drop the file into 
the space provided. Be sure to upload the document(s) that identify both your current legal 
name and the legal name change for your notary public commission, and click Next. 
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6. Carefully review your entries to assure the accuracy of the Notary Information, Rider or 
Endorsement, and uploaded documents. Click Next to continue. 

7. Confirm your understanding of the Execution statement by typing your full legal name into the 
Signature box provided and click Next. 
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8. On the Pay screen, click Submit to submit a payment for the fee. 

9. Click Proceed to Payment to enter your payment details. 
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10. Click New to enter a new credit card payment method. 

11. On the Card Interface screen, enter the required credit card details and click Save. 
NOTE: If you would like to save this credit card to a “Wallet” that stores the information for you 
so that you do not need to rekey it for future use, click the Save for Me checkbox. 
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12. The Application Payment screen appears showing your receipt for payment. 

Change Address (Mailing and/or Email) 

If you wish to change your address for your commission, you can do so by following the steps below. 

1. Click Manage Commission from the Notary Self Service options. 

2. At the prompt, What would you like to do? Select the Change Address option, and click Start. 
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