
Producer Experience Portal:
Producer Demographic Changes

User Guide
Purpose:

The Producer Experience Portal enables Producers to update and maintain 
their demographic information, including registered name, address, email 
address, and mobile phone number directly within the portal.
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1. To make demographic changes to your profile, log in 

to the PEP Home Page, click on the Profile Icon on 

the top right corner and select My Information

2. You will land on My Information page where you will 

review the following Registered Information details-

• Agency/Producer Name

• NPN

• State

• Email

• Work Phone

• Mobile Phone

• Address

3. Click on Edit Information

NOTE: We encourage you to review all 

contact information periodically and ensure it 

is up to date. 
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4. In the Edit Registered Information page, 

you can update the following fields (as 

needed)-

A. First Name

B. Last Name

C. Mobile Phone Number

D. Email Address 

E. Address

NOTE: Mobile Phone Number and Email 

Address must be updated through 

Account Settings (Refer to pages 5-8).

5. Click on Next

6. Enter the password in the Password 

Required dialog box-

A. Click on Save to confirm changes

B. Click Previous to go back to Edit 

Registered Information page

NOTE: If an incorrect password is entered, 

you will get the following message:

“The password you entered was not 

recognized. Please try again. Your account 

will be locked after 5 failed attempts and 

will be unlocked automatically after 30 

minutes.“

Demographic Changes: Update My Information
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1. To update the existing Email Address, click 

on the Profile Icon in the top right corner of 

any page in PEP, and select My Information

2. On the My Information page, click on Edit 

Information

3. Navigate to Account Settings from Edit 

Registered Information page-

A. You will receive a message saying, “Are 

you sure you want to leave? If you leave 

now any edits you made will be lost”, 

with No and Yes options.”-

• If you select No, you will be directed 

back to Edit Registered Information 

page

• If you select Yes, you will be directed to 

the Account Settings page

4. Once you land on the Account Settings page-

A. Click on Update to update your Email 

Address

B. Enter the desired email address in the 

Email Address field

C. Re-enter your email address in the 

Confirm Email Address field

D. Click on Update to update the email 

address

Demographic Changes: Update Email Address (From Edit Registered Info Page)
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5. Enter password in the Password Required 

dialog box-

A. After entering your password, click on 

Next

B. A Verification Email will be sent to the 

registered email address

C. Enter the 8-digit one-time verification 

code included in the verification email on 

the Verification screen 

D. Click on Submit

NOTE: If an incorrect password is entered, you 

will get the following message:

“The password you entered was not 

recognized. Please try again. Your account will 

be locked after 5 failed attempts and will be 

unlocked automatically after 30 minutes.“

6. You will then see a message saying “Your 

information update was successful. Changes 

should appear within a few minutes (Up to 5 

minutes).” You will be re-directed to the Account 

Settings page

NOTE: If you did not receive the code, or if the 

code is expired, click on Resend It to receive a 

new code.

Demographic Changes: Update Email Address (From Edit Registered Info Page)
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1. To Add Mobile Phone Number (If no Mobile 

Phone Number is on file)-

A. Click on Add on the Account Settings page

B. Enter the mobile phone number in the Phone 

Number field

C. Re-enter the mobile phone number in the 

Confirm Phone Number field

D. Click on Add

2. To Update existing Mobile Phone Number-

A. Click on Update on the Account Settings 

page

B. Enter the new mobile phone number in the 

Phone Number field

C. Re-enter the new mobile phone number in the 

Confirm Phone Number field

D. Click on Update

Demographic Changes: Add or Update Mobile Phone Number (From Edit Registered Info Page) 
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3. Enter password in the Password Required 

dialog box-

A. After entering your password, click on Next

B. An 8-digit one-time verification code will 

be sent to the Registered Mobile Number 

via SMS text

C. Enter the verification code included in the 

verification SMS text on the Verification 

screen

D. Click on Submit

NOTE: If an incorrect password is entered, you 

will get the following message:

“The password you entered was not recognized. 

Please try again. Your account will be locked 

after 5 failed attempts and will be unlocked 

automatically after 30 minutes.“

4. You will then see a message saying “Your 

information update was successful. Changes 

should appear within a few minutes (Up to 5 

minutes).” You will be re-directed to the 

Account Settings page

NOTE: If you did not receive the code, or if the 

code is expired, click on Resend It to receive a 

new code.

Demographic Changes: Add or Update Mobile Phone Number (From Edit Registered Info Page) 
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5. To Remove/Delete Mobile Phone Number-

A. Click on Remove on the Account Settings page

B. Enter Password in the Password Required dialog 

box

C. Click on Yes, Delete

6. You will then see a message saying “Your information 

update was successful. Changes should appear 

within a few minutes (Up to 5 minutes).” You will be 

re-directed to the Account Settings page

NOTE: If an incorrect password is entered, you will get 

the following message:

“The password you entered was not recognized. Please 

try again. Your account will be locked after 5 failed 

attempts and will be unlocked automatically after 30 

minutes.“

NOTE: When removing/deleting the mobile phone 

number, verification is not required, and you will not 

receive a verification code.

Demographic Changes: Remove/Delete Mobile Phone Number (From Edit Registered Info Page) 
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