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Overview 
Within the Agency Portal, Agency Managers can edit some information for themselves and 
other staff within their Agency. 

Edit Information My Team 
1. Select Team List under My Team to view staff. 

 

 
 
2. Select the hyperlinked staff member’s name to make edits to specific information using the 

pencil icon.  
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•  Information icons indicate helpful hover text. 

Note: You must contact Agent Contracts at agentcontracts@covered.ca.gov to make changes 
to locked fields that do not have an editing pencil icon. 

• An alternative to using the pencil icon is to select the Edit button which will pop out the 
Contact for editing. 
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• Edits made in the Public Profile section will update the information that displays on Find 
Local Help. 

 

3. When you have completed your edits, select Save to save your changes. 
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Edit Information My Profile 
1. Agency Managers may select My Profile to update their own information. 

 

2. Select the pencil icon  to make edits to specific information. 
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• An alternative to using the pencil icon is to select the Edit button which will pop out the 

Contact for editing. 
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• Edits made in the Public Profile section will update the information that displays on Find 

Local Help. 

 

2. When you have completed your edits, select Save to save your changes. 
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Note: The Agency Manager can edit the status of an Agent within the Agency, enabling or 
disabling the Agent’s ability to do business under the Agency. The Agency Manager can also 
edit their own status. 

• Active: Able to access all available user portal screens, edit Agent, Agency and 
Individual Agent information, perform all Agency Manager functions 

• Inactive: Able to login to the Enroller portal, with view only access, except for 
changing the Agency Manager’s own Status from Inactive to Active. 
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