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Overview 

This guide provides information for Primary Contacts (PC) and Authorized Contacts (AC) to 
add an additional or backup PC or AC to a certified Entity.     
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Primary Contact (PC) or Authorized Contact (AC) Adds a PC to a Certified Entity   

While logged into the Salesforce Enroller Portal, the Primary Contact or Authorized Contact 
performs the following steps: 

 Navigate to the My Team menu option and click Add Primary Contact. 

 

• Attempting to add more than two active PC (or AC) per Entity will result in an error 
message indicating the maximum number of PC or AC per Entity has been reached. 
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 Enter the required information on the Add Primary Contact form. 

Primary Contact Information 

Primary Contact First Name:  
Primary Contact Last Name:  
Phone:  
Alternate Phone: 
Email:  
Confirm Email:  
Preferred Method of Communication: 

Primary Contact Business Mailing Address 

Address Line 1: 

Address Line 2: 

City: 

State: 

ZIP Code: 

 Enter all required and valid information, and select Next. 
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 Review Primary Contact Application Form screen and click Save and Next. 

 The Application Submission Confirmation screen will display the below information: 

• You have successfully submitted the Primary Contact Application for XXX XXXX 

• The application is being reviewed.  XXX XXXX will receive two emails with an Access 
Code and URL at email address . 

• The emails will contain information on how to view and edit their personal details. 
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 Click the Finish button and return to Entity Home page. 
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Primary Contact (PC) or Authorized Contact (AC) Adds Another AC to a Certified 
Entity 

While logged into the Salesforce Enroller Portal, the Primary Contact or Authorized Contact 
performs the following steps: 

 Navigate to My Team menu option and click Add Authorized Contact. 

 

• Attempting to add more than two active AC (or PC) per Entity will result in an error 
message indicating the maximum number of AC or PC per Entity has been reached. 

 Enter the required information on the Add Authorized Contact form. 

Authorized Contact Information 

Primary Contact First Name:  
Primary Contact Last Name:  
Phone:  
Alternate Phone 
Email:  
Confirm Email:  
Preferred Method of Communication:  

Primary Contact Business Mailing Address 
Address Line 1:  
Address Line 2: 
City:  
State:  
ZIP Code:  
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 Enter all required and valid information and select Next. 

 

 Review Authorized Contact Application Form screen, and click Save and Next. 
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 The Application Submission Confirmation screen will display the below information: 

• You have successfully submitted the Authorized Contact Application for XXX XXXX 

• The application is being reviewed.  XXX XXXX will receive two emails with an Access 
Code and URL at email address . 

• The emails will contain information on how to view and edit their personal details. 

 Click the Finish button and return to Entity Home page. 
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