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1. Click the drop-down arrow located next to your profile name on the top right corner, 
then click the My Profile button. 
Note: You can also navigate to your profile by clicking the Profile button on the left 
navigation panel. 

  
 
 
 
 
 
 
 
 
 
 
 
 

2. To update your personal information, click the Edit button. 
Note: You are required to submit a Change Request (see Name Change Request Quick 
Guide) to modify the Legal First Name, Legal Last Name, Date of Birth, and Social 
Security Number. 

 
 
 
 
 
 
 
 
 
 
 
 



 
Managing Personal Information 

Page 2 of 2 
 

Now, the page will be editable, allowing you to modify your Contact Information, Personal 
Address, and Business Address. 

3. Scroll to the Contact Information section to modify the necessary information. 
4. Make changes to the Personal Address and Business Address section as necessary, then 

click the Save button. 

 
 
 

 
*The updated information will be reflected on the Personal Information page. 

 
 


