
ECP Portal – Email Update Guide 

 

Office Admin – Updating Emails 

1. The office admin account is the only role who can access user management. 

2. User will login then click the top right dropdown and click user management. 

 
3. The user will locate the user profile they need to change and click the username: 

 
4. Once the user name is clicked, proceed by clicking the modify user button: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. On the next screen, update the email address and click save: 

 

 

Office Staff – Updating Emails 

6. Login to the portal, and click the drop-down under the username and click my profile: 

 
7. On the second screen, click edit: 

 
8. On the next screen, update the email and click save: 

 


