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Updating an Agent’s Password (Admin Account)

To update the password for an office agent:

o Click the ADMIN menu and select Manage Agents
o Locate the agent, click the Actions button, and select Edit

Once the agent’s profile is open:

o Click Update Email/Password
o Enter the new password and confirm it
o Click Save to apply the changes

The new password will take effect immediately. ***Important 
Note: The agent WILL NOT receive an automatic 
notification when their password is updated. Be sure to 
communicate the new login details directly to the agent.
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