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1 Complete a Biographic Change Request 

1.1 Submit a Biographic Change Request  
Step 1.  From the MyIntealth Applicant Portal homepage, in the top banner, click My Profile 

and select Identity Information from the dropdown menu. 

 

Step 2.  The Identity Information page appears.  

 

Step 3.  Click Change at the bottom of the screen. 

 

  

Note: The subsections (Biographical Information and Identification 
Numbers) are grayed out and you are unable to edit these sections. 
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Step 4.  The Biographical Change Request page opens. Follow the onscreen instructions and 
update the fields accordingly. It is possible to update multiple pieces of information within 
the same request. Additional sections with required fields (*) may appear depending on your 
selection. 

 

 

a. Additional sections with required information (*) appear when the revised Last 
Name/Surname is entered. Enter all required information (*). 

 

 

  

Note: In this example, the applicant is updating their Last Name/Surname. 
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b. The Upload Passport prompt (*) requires you to upload a passport with your updated 
information (e.g., if updating your Last Name/Surname, ensure you upload a passport 
that includes the updated name). To Upload Passport, follow these instructions: 

 

(1) Click Upload Files and select a file.  

(2) A preview of the file appears. Click Save (disk icon) in the top right corner of the 
preview. 

 

(3) The file is saved and uploaded.  

c. Enter the remaining required information (*). For the Upload Photo prompt, follow the 
instructions used for Upload Passport. 

d. Additionally, add any supporting documentation (i.e., marriage certificate, official court 
order, etc.) if applicable. 

 
Step 5.   Review the information and click the checkbox at the bottom of the page to continue. 

 

Step 6.  Click Next. 
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Step 7.  Once you have made all your updates, complete the Review Your Cart section to pay for 
the Online Notary. 

a. Click Proceed to Payment. 

b. Enter Billing Address and Payment Info. 

c. Click Pay $. 

 

Step 8.  A Thank You! notification screen appears with information related to your purchase. The 
Biographic Change Request is submitted to Intealth for review. Applicants can only 
submit one biographic change request at a time. 
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