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#4 - How To Edit Account Information 
 

1. You will need to be a registered user to perform a review through the portal. 
Please refer to the “#2 - How To Create Your Account” document for 
instructions if you are not a registered user.  
 

2. Log in to the portal. Please refer to the “#3 - How Do I Log In?” document for 
instructions if you need assistance with this step. 

 
3. Once logged in, you will be taken immediately to the Dashboard. Click on the 

dropdown tab next to the account name in the upper right hand corner of the 
screen and choose ‘My Account’. 

 

 
 

4. You will be taken to the ‘Personal Info’ screen which contains all of the contact 
information that was entered at account creation. At this point you may edit 
any field to update your information.  
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5. Once you have finished editing the fields in your profile, click the blue ‘Save’ 
button at the bottom of the panel. You may return at any time to make further 
edits by following the steps of this tutorial. 
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