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Login to your portal account. From the top menu, select the arrow next to your 
name.  

 
Select my account.  

 
Here you can view your email address, your account ID, change your profile 
details, email address and password.  

To keep your account secure, your details need to be up to date. Here, you can 
update your name, contact details and professional working address.  

Select change profile details.  

 
Update the relevant information and enter your current password. Click finish. 
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Portal User Guide: Change email 
address 
To change your email address, select the change email address option. 

 
Enter your new email address along with your current password for 
authentication.  

 
Click finish.  

If your new email address and current password are accepted, you will be sent 
back to the Update Account Details page, where you will have a new option to 
verify this requested change. 
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Portal User Guide: change password  
To change  your password from your account, click change password option. 

 
Enter your current password, your new password and finally, confirm your 
password.  

Note the password policy on the right-hand side.  

 
Click finish.  
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