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How to change Account Addresses

This guide will provide you with step-by-step instructions on how to change an
account address in the TSSA Client Portal

1 From the Client Portal home page, click the "Accounts" tab.

https://tssaorg.sharepoint.com/sites/learningcentre/SitePages/Learning-Centre.aspx?sw=bypass
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2 Click the TSSA account. Details of the account will appear.

3 Click the "Edit" button.
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4 The "Account Management" page will appear.

5 Scroll down and click the "Change Address" button
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6 Select your address from "Select Existing Address" dropdown menu.

7 Click the "Search or Enter New Address" field and search for the address. The
following fields will be automatically filled:

  • Street number

  • Country

  • Province

  • City

  • Zip code

Or Enter the address manually in the mandatory fields with an asterisk (*).
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8 Scroll down and un-check the addresses which are not applicable for this address
change.

9 Click on "Update" button.
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10 The address update is successful. Click "Yes" if you want to continue updating
addresses.

11 Click "No" if you are not changing any other address.
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12 Once the request has been processed, you will see the updated address in the
"Account Addresses" section.

Alert! The updated account address may take up to 15 minutes to reflect.

Congratulations! You have successfully changed the Address in the TSSA Client
Portal.

13 Contact Customer Service at 1-877-682-TSSA (8772) or send an email to
customerservices@tssa.org in case of any questions.

mailto:customerservices@tssa.org

