[bookmark: _GoBack]How to Add an Additional Email Address to an Account 
NOTE: Each adult on an account can add up to two additional email addresses.
1. Click Home.
2. Search for the relevant account by last name, email, Team name, order number, account id, or person id.
3. Click on the person's name. 
4. Under Adults, choose the adult you wish to work with.
5. Under Adult Options, select Edit.
6. Scroll down to Alternate Emails, and add any additional email addresses.
· You can choose to share your new email address by simply checking the box on the right-hand side of the screen, under Share with My Team.
7. Once complete, scroll to the bottom of the screen and click Save.

