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This Quick Reference Guide (QRG) provides an overview of the process for updating group contact info: 

 
Let us look at the steps in detail for updating group contact info: 
 

 

Step 1: 

 

Signing into the portal, the Home Page (Dashboard) displays.  

1. Scroll Down. 

2. Click the Group ID. 

 

  

Purpose: Update Group Contact Info. 
Please note your screen may look different depending on the plans for which you 
and your dependents (if any) are enrolled. 
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Step 2: 

The Group Summary screen displays. 

1. Select the Update Group Contact Info option from the Group Actions 

drop-down menu. 
Note: Subgroup POCs are changed in the same way, from the Subgroup Summary screen, 

found by scrolling down to the List of Subgroups dropdown and selecting the appropriate 

subgroup. Additional actions for individual members (e.g., Terminate Coverage, Add 

Dependent, etc.) can be performed from the Roster Management menu. 

 
 

 

Step 3: 

The Update Group Contact Info screen displays. 

1. Select the desired contact from the Select Contact drop-down menu. 

2. Edit the User information from the displayed fields as required. 

3. Click Save. 
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Step 4: 

Confirmation screen displays. 

1. Click OK. 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

Thank 
You 


