
UPDATING CONTACT INFORMATION IN SMART GEP 

 

1) Click create change request 

 
 

2) Go to contact information  

 
 

3) Click add new contact or choose one of the contacts to edit.   

 
 
 
 
 
 



4) Add the details, first name, last name, email, primary business phone, mobile 
phone. Once done, click save.  

 
 

5) After all the contacts have been updated, please click save and submit.  

 

 

-END- 


