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HOW TO SUBMIT A BUSINESS NAME CHANGE
1. Using the Google Chrome browser, navigate to the ATLCORE Business Licensing and Permitting 

Portal. To log in, click Login or Register (if you do not currently have an account) from the center of 
the home page or top right corner of the page. After logging in, select HOME from the navigation tool bar. 

2. Click Other Business 
License Needs/Requests.

3. Enter Business Name 
Change into the Application 
Assistant search bar.

4. Click Apply.
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https://atlantaga-energovweb.tylerhost.net/apps/selfservice#/home
https://atlantaga-energovweb.tylerhost.net/apps/selfservice#/home


HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)
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5. Select the business that requires the Business Name Change. Click Select.



HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)
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6. Verify the Business Location.

7. Click Next.

8. Verify/Add Mailing address.



HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)

9. There are two different methods for 
adding an address to your business 
account: You can search our GIS records 
for an address, or you can enter the 
address manually.

Searching for an Address
1. Make sure Address is selected and

shown in blue, as the image to the 
right.

2. Enter the address in the search bar 
and click the search icon or press 
Enter on your keyboard.

3. Returned results will be displayed 
below the search bar.

Manually Adding an Address
1. Make sure Address is

selected and shown in blue, 
as the image to the right.

2. Click Enter Manually and 
complete the address fields. 
Save your address to 
proceed.

Note: Enter Address field is 
another field used to search for 
an address. Skip this field when 
adding an address manually.

Note: A Mailing Address is Required.
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HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)
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10. Review Business Details. 11. Enter License Description.



HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)

12. Review and update CONTACTS.

13. Select the contact type from the 
dropdown menu, then click the Blue Icon to 
Add Contact.

14. Add a Contact by Entering a Name, 
Email, or Company in the Search Bar 
or click Enter Manually to enter the 
contact details manually.
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HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)
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15. Complete the information on the More 
Info page.

a. Enter Old Business Name.
b. Enter New Business Name.
c. Enter Business License Number.
d. Enter Federal Tax ID Number.
e. Enter Date Requested.

16. Enter the Effective Date of Change.



HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)
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17. Select Type of Business. (Profit/Non-Profit)

18. Enter Requestor’s Name and Title.

19. Does this business hold an alcohol license? Yes/No



HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)

ATTACHMENTS
20. Upload/Drag and Drop any related documents as needed. You will 
delay processing without providing the required documents.

21. Complete Signature section for acknowledgement.
a. Type your Full Name.
b. Slide indicator to the right Enable Type Signature.
c. Type Full Name to display signature in the bottom field.

a

c

b
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HOW TO SUBMIT A BUSINESS NAME CHANGE (cont’d)

22. Review all application details prior to clicking Submit to 
submit your application.

23. A confirmation message will appear on submission.
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