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Updating Email Address 

 

  

Updating Email Address  
If you are a registered user and wish to change your email address, there are two steps to complete in 
the Grant Management System (GMS) Client Portal.  
 
Step One – Update User Profile  
 
1. From the Client Portal Home Page, click the person icon and select User Profile. 
 

 
 
2. On Your User Profile page, select Update Email.  
 

 
 
2. You will be directed to the Account Details page, where you need to select Update Email. 
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3.  You can now enter the new email address using your current password and press Save.  This 
will change the email address used to log into the Client Portal however, it will not impact the 
password currently in use.     

 

Step Two:  Update Contact Details 

1. From the Client Portal Home Page, click an account name and select Account Details. 
 

 
 
 
2. From the Contacts tab, select the morevert (three dots) associated with the relevant user. 
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3. Choose View and access the menu allowing details to be edited, and then Save the required 
changes. 

 
 


