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1. To update an email address in an existing user account, log into the existing account in the top 
right corner.  

2. Enter your email address and password. 

 

3. At the top right corner of the screen, select the drop-down menu next to your name and select 
My Account. 

 

4. Click the edit link near the end of the email link. 
5. Select Add another email link. 
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6. Enter the new email address and your current portal account password and click save. 
7. The system will automatically send you an email verification to the new email account.  
8. Select Verify and return to the portal account. 

 

9. Change the primary email account to the newly added address by selecting the radio button 
next to the new email. Next enter your password and select the save button. 
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10. The portal account will now show the Primary Email has changed. If desired the original email 
can be removed by selecting the Remove button next to the original email and entering your 
password. 
 

 


