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Follow these steps to request a name change through your online licensing account. 

 
Step 1: Log In 

Log in to your online account at https://vo.licensing.hpc.texas.gov/datamart/login.do. 

If you do not yet have an account, follow the account creation instructions located at the top of 

the How-To Guide webpage. 

 

 
Step 2: Start the Name Change Process 

• From the Manage your license information dropdown, select Name Change (Online 

Trx). 

• Click Select to continue. 

 

 
 

https://vo.licensing.hpc.texas.gov/datamart/login.do
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Step 3: Review Name Change Requirements 

You’ll be taken to the Name Change module, which provides important information on name 

change requirements. 

• Review this carefully before proceeding. 

• Click Next when ready. 

 

 
 

Step 4: Confirm Contact Information 

• Verify and/or update your contact details. 

• Click Next. 
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Step 5: Enter Your New Legal Name 

• Type in your new legal name, then click Next. 

 

 
Step 6: Upload Required Documentation 

You’ll be prompted to upload supporting documentation. 

(These required documents were listed in Step 3 of the module.) 

• Click Attach after choosing each file. 

• Attached files will appear in a list above the upload section. 

    Ensure each file is within the maximum file size limit. 

Once all documentation has been uploaded, click Next. 
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Step 7: Review and Submit 

• Carefully review the information you’ve entered. 

• Make any necessary edits by clicking the edit byut. 

• When everything is correct, click Submit. 

 

 
Step 8: Attest and Finalize 

• Read the attestation statement. 

• If you agree, check the box and click Next. 

   Important: The name change is not automatic. BHEC staff must manually review and 

validate the submitted documents. To verify that your name has been updated, use the License 

Verification tool. Please allow up to two weeks for processing. 
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Step 9: Confirmation Page and Email 

• You’ll be directed to the Fee and Summary Report page. 

(There is no fee for a name change, so no payment will be displayed.) 

• A confirmation email will be sent to you. 

This will include a summary of your name change request as a PDF attachment. 

 

 

   Important Reminders: 

• A name change does NOT automatically issue a new Wall Certificate. 

• You must manually purchase a new certificate after confirming the name change has 

been processed. 

• Instructions for ordering a new wall certificate can be found on the navigation menu at 

the top of the How-To Guide page. 

Please wait 2 weeks before confirming your name change through the license verification tool. 

 


