
CREATING AN AMENDMENT WHICH INCLUDES A TABLE 

The amendments containing a table are: 

1.) Add/Remove Trade Name (located under the amended commodity dropdowns) 
2.) Add/Remove Power of Attorney (located in All Commonly Filed) 
3.) Add/Remove Signing Authority (located in All Commonly Filed) 
4.) Add/Remove Variance or Alternate Method (located in All Commonly Filed) 
5.) Change in Control (located in All Commonly Filed) 
6.) Change in Officer, Director, Member or Stockholder (located in All Commonly Filed) 

 

Sign into your Permits Online Account:  

Click Search Your Applications.  Locate the tracking number you wish to amend and click the Create Amendment link. 

 

 

Select the appropriate amendment type.  

           

 

 

 

 

 

 



 

Continue through the application to the amended information table (Amended Ownership Information, Amended 
Signing Authority Information, Amended Power of Attorney Information…) you need to amend  

 

The system will display your current approved information.  There are two ways to amend your information.   

1.) Mark the box before No Change and select Edit Selected.   
2.) Scroll to the far right and select Edit from the Actions dropdown (shown below).  Select Add or Delete from the 

Actions dropdown. 
Do not use Delete Selected or make changes to an existing row. 

 

 

 

 

 

 

 

 

 

 

 



Example 1:  In this example, we are removing an individual with 100% ownership and replacing them with a trust also 
holding 100% ownership. 

When you follow steps 1 & 2 above, the following window will appear:  

 

If you need to make a change to this info, select Delete from the Action dropdown, scroll to the bottom of the window 
and click Submit 

The record will show as follows: 

 



Click Add a Row to enter the updated information.  Be sure to select Add from the Actions Dropdown.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Submit. 

The record will show as follows: 

 



Repeat these steps as needed to document the application changes. Continue through the application until completed.  
You will receive an email with your assigned tracking number once you have submitted the application. 

 

Example 2:  In this example, we are changing the percentage of ownership of an existing owner and adding an additional 
owner. 

We have marked the box before No Change and clicked Edit Selected 

 

From the Action dropdown we selected Delete – to remove John Doe with 100% of ownership. 

 

We then clicked Add a Row and selected Add 2 Rows to add John Doe with 50% and Jane Doe with 50% of ownership. 

Following is the result. 

  

Repeat the step above for all tables needing amendments.  Continue through the application until submitted. 

 

 


