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How to Change Primary Applicant 
 

Scenario:  Changing Paul MH as Primary Applicant to Sandra MH as Primary 
Applicant. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Paul is no longer the Primary Applicant. 
This needs to reflect Sandra as the new 
Primary Applicant. 
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To change the Primary Application  
Go to the ‘Family Section’ 
Double Click on the household member that is now the Primary Applicant 
 

 
 

 
Check the ‘Primary Applicant’ checkbox. 
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Click Save. 
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The Primary Applicant will change at the top of the Application and on the tab as well as in the ‘Primary 
Applicant’ section.  
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The new Primary Application 
will update once saved. 


