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Ace/INA 
Address: 

1. Log in to Ace agent portal  
2. Select your name in the top right corner, then select “Modify Profile” from the drop-

down menu  

3. Update address  

4. Select “Save Profile” at the bottom of the screen  
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Email: 

1. Follow steps 1- 2 of the address change instructions, then update email 

 
2. Select “Save Profile” at the bottom of the screen  

 

 

 

 

 

 

 

 

 

 

 

 

 



5 
 

Aetna Med Supps 

Address:  

1. Login to Aetna agent portal 
2. Click “Agent Management”  

3. Select “Update Correspondence”  
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4. Select the purple edit symbol 

 
5. Update then “Submit” 

 

Email: 

1. Follow steps 1-5 of address change steps, update email instead of address 
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Aetna MA/MAPD/PDP 
Address:  

1. Login to Producer World  

2. Select “Profile & access” from the top menu bar  
3. Select “Email, address & phone” under “Manage profile” 

 
4. Select "Address” then “Update my address” *Take note of the “Important” message 

for changing address for compensation, payments, or 1099s*
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5. Select the address you wish to update from the dropdown menu 

 
6. Select “Update”  
7. Update address then select "Update” again  
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Email:  

1. Follow steps 1-3 of address change instructions  
2. Select “Email” then “Update my email” 

 
3. Select “Update” 

 
4. Update email then select “Update” 
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Aflac 
Address:  

1. Login to Aflac portal  
2. Select “Agent Management”  

3. Select “Update Correspondence”  
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4. Select the blue edit symbol 

 
5. Update address then “Submit” 

 

Email:  

1. Follow steps 1-5 of address change steps, and update email instead of address 
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American Home Life 
Address:  

1. Login to agent portal  

2. Select “Agent Management”  
3. Select “Update Correspondence”  
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4. Select the blue edit symbol 

 
5. Update address and select “Submit” 

 

Email:  

1. Follow steps 1-5 of address change instructions and update email instead of 
address  
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Ameritas 
Address:  

1. Login to Ameritas agent portal  
2. Click your name in the top right corner then “Profile” 

 
3. Click “View” next to “Agent Information” 
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4. Select “Edit” 

 
5. Select “Edit Address” 

 

6. Update information then “Submit”  
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Email: 

1. Follow steps 1-4 of address change instructions  
2. Update email, then “Save”  
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Anthem 
Address: 

1. Login to Producer Toolbox 
2. Select the profile icon in the top right corner, then “Account Details” 

 
3. Select “Contact” from the menu 

 
4. Select “Edit” on any address you wish to update 

 



18 
 

5. After updating “Save”  

 

Email:  

1. Follow steps 1-4 and update email address 

  
2. Then “Save”  
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Bankers Fidelity 
Address:  

1. Log in to Agent Portal  
2. Select “My Profile” from top menu then “Personal Information” 

 
3. Select “Edit”  

4. Update then “Submit”  

 

Email:  

1. Follow steps 1-4 for address change to update email  
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Cigna H&L- Med Supp 
Address:  

1. Login to agent portal 
2. Click “HealthSpring supplemental” from the left hand menu 

 
3. Select “Contracting” from the drop-down menu 

 
4. Select “My Account” then “Account Info” from the lift hand side menu 
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5. Select “Edit Account Info”   
6. Select the address you want to update from the dropdown men 

7. Update address then select “Save”  

Email:  

1. Follow steps 1-5 of address change instructions  

2. Update email then select “Save”  
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Cigna HealthSpring- MAPD 
Address:  

1. Login to agent portal  
2. Click “Medicare Advantage” from left-hand side menu 

 
3. Select “Contracting” from the drop-down menu 

 
4. Select “My Account” then “Account Info” from the drop-down menu 
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5. Select “Edit Account Info”  
6. Select the address you want to edit from the drop-down menu 

 

7. Update address then “Save”  

Email:  

1. Follow steps 1-5 of address change instructions  

2. Update email then select “Save  
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Devoted 
Address: 

1. Log in to Devoted agent portal  

2. Select your name in the top right corner, then “My Account”  
3. Scroll down to “W-9” then select “Edit” 

 

4. Update address then “Save”  

 

Email:  

1. Call Devoted to update email (877) 764-9446  
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Essence Health 
Address:  

1. Log in to Essence Health agent portal  
2. Select “User Profile” from the top right corner, then select “User Profile” from the 

drop down menu  

3. Select the edit symbol next to the address you wish to update 

 
4. Update address then select “Save” 
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Email:  

1. Follow steps 1-2 of the address change instructions  
2. Select the edit symbol next to the email you wish to update 

 
3. Update email then select “Save” 
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Florida Blue 
Address:  

1. Log in to Florida Blue agent portal  
2. Select the profile icon in the top right corner, then “Profile Settings” 

 
3. Select “Demographics from the left side menu 

 
4. Select “Edit” 

 

5. Update address and select “Apply”  

Email:  

1. Follow steps 1-5 of address change instructions and update email instead of 
address 
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Geo Blue 
Address: 

1. Log in to Geo Blue agent profile  
2. Select “Edit Profile” under your name in the left hand corner of the home page 
3. Edit address in the pop up box then “Save” 

 

 

Email:  

1. Follow steps 1-3 of address change to update email  
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Guarantee Trust Life 
Address:  

1. Email agency@gtlic.com to update  

Email:  

1. Email agency@gtlic.com to update  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



30 
 

Heartland National 
Address:  

1. Email agency@hnlic.com with updated address and writing number  

Email:  

1. Log in to Heartland National agent portal  
2. Select the settings icon in the top right corner then select “Settings” 

 
3. Select “Email” from the left menu 

 
4. Update email then select "Change email”  
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Highmark 
Address:  

1. Log in to Highmark via Evolve 
2. Click “My Account” then “Account Info” from the left-hand side menu 

 

3. Select “Edit Account Info”  
4. Update address and “Save” 

 

Email:  

1.  Follow steps 1-4 of address change instructions and update email instead of 
address  
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Humana 
Address:  

1. Log in to Humana Vantage Portal  
2. Select the arrow next to your name in the top right corner then “Profile” 

 
3. Select “Edit profile information” 

 

4. Update address and click “Submit”  

Email:  

1. Follow steps 1-4 to update email  
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Manhattan Life DVH 
Address:  

1. Log in to Manhattan Life agent portal  

2. Select your name in the top right corner then “My Profile” 

 

3. If the information is not correct call Marketing Department at 1-800-877-7703  

 

Email:  

1. Log in to Manhattan Life agent portal  
2. Select your name in the top right corner then “My Profile” 

 
3. If the information is not correct call Marketing Department at 1-800-877-7703  
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MIAC 
Address:  

1. Email licensing@AIMC.net with name, NPN, and updated address 

Email:  

1. Email licensing@AIMC.net with name, NPN, and updated address 
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Molina 
Address:  

1. Log in to Evolve  
2. Select “Molina”  

3. Select “My Account” then “Account Info” from the left-hand side menu 

 

4. Select "Edit Account Info”  

5. Update address then select “Save”  

Email:  

1. Follow steps 1-5 of address changes and update email instead of address 

 

 

 

 

 

 



36 
 

Mutual of Omaha 
Address: 

1. Log in to Mutual of Omaha agent portal  
2. Click the person icon in the top right corner then “Profile” 

 
3. Scroll down to “Contact Information” and update address

 

4. Click “Update”  



37 
 

 

Email:  

1. Follow steps 1-2 of address update instructions 
2. Either select “Update” next to “Security” or click in the box on the second email, 

then update email address and select the blue “Update” button 
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National General/Allstate 
Address:  

1. Email natgenahagentserv@allstate.com with name, and NPN and request to update 
address  

Email:  

1. Email natgenahagentserv@allstate.com with name, and NPN and request to update 
email address  
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NCD by Met Life 
Address:  

For LOA agents, you can simply email a request to update name email address or phone 
number. Email: agentsupport@ncd.com  

For earned agents, you can email to request an update for an email or phone number.  

*Note- In order for us to update an agent's address, we need an updated W-9.  

You may complete the W-9 electronically here: 
https://app.boldsign.com/document/sign-bulk-links/?documentId=e5865c12-8823-
4e95-91f9-6aeb59578dd9s_pn6Jm 

* A note about the W-9: when inputting your EIN, please do not include any spaces or 
dashes.  The numbers likely will not line up on the form, but that's okay! 

 

Email:  

For LOA agents, you can simply email a request to update name email address or phone 
number. Email: agentsupport@ncd.com  

For earned agents, you can email to request an update for an email or phone number.  

*Note- In order for us to update an agent's address, we need an updated W-9.  

You may complete the W-9 electronically here: 
https://app.boldsign.com/document/sign-bulk-links/?documentId=e5865c12-8823-
4e95-91f9-6aeb59578dd9s_pn6Jm 

* A note about the W-9: when inputting your EIN, please do not include any spaces or 
dashes.  The numbers likely will not line up on the form, but that's okay! 
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Old Surety 
Address:  

1. Either call (800) 272-5466 and ask to speak to Patricia Rogers or email 
progers@oldsurety.com with name, writing number and new address 

Email:  

1. Login to agent portal  
2. Select “Home” from the top menu then “Change Email Address” 

 
3. Update email then select “Accept” 
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Optimum/Freedom 
Address:  

1. Log in to agent portal  
2. Select “Agent” then “View/Edit Profile” from the left-hand side menu 

 
3. Select "Agent Address” from the left-hand side menu 

 

4. Update address and then “Submit”  
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Email:  

1. Follow steps 1-2 of address change instructions 
2. Select “Agent Personal” from left-hand side menu 

 

3. Update email then “Submit  
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Physicians Mutual 
Address:  

You can call 877-888-5580 and select option one on the phone tree 

Or…. 

1. Log in to agent portal 
2. Scroll down to “Services and Tools”  
3. Select “Secure Document Upload (Except Claims)” 

 
4. Upload a document with current address under “Upload files” 

 
5. Fill out other information (name, NPN, and document type, for customer name/state 

input “N/A”) 

6. Submit  

Email:  

Follow the same steps for address change 
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UHC/AARP 
Address:  

1. Login to UHC Jarvis 
2. Click your name in the top right corner then “Manage Account Info” 

 

3. Select “Edit Personal Info”  
4. You will be redirected to the Sircon Platform 
5. Select “Profile” from the top menu 
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6. Select the blue edit symbol 

 
7. Select “Update only this contact” then “Continue” 

 
8. Update address then select “Continue” 
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9. Select “Continue” on the next page, then select "Save” on the last page 

 
 

Email:  

1.  Follow steps 1-8 of address change steps  
2. Update email then select "Continue” 
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3. Select “Save” 
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United American 
Address:  

1. Call (800) 331-2512 to request update 

Email:  

1. Call (800) 331-2512 to request update 
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Wellabe/Medico 
Address:  

1. Log in to Wellabe agent portal  
2. Select “My Profile” from top right hand menu next to your name

 
3. Enter new address and “Submit” 

 

Email:  

1. Follow steps 1-3 of address change steps and update email instead of address  
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Wellcare 
Address:  

1. Log in to Centene Workbench  
2. Go to “My Account” from the left-hand menu, then “Addresses” 

 
3. Select “Edit” next to the address you want to update 

 
4. Update address then “Save” 
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Email:  

1. Log in to Centene Workbench  
2. Go to “My Account” on the left-hand menu, then “Account Info” 

 
3. Select “Edit Account Info” 

 
4. Update information then “Save” 

 

 

 


