
 

Update your contact details 
 

Step 1: Log in to your portal account 
 

 

 

 

  

Log into your portal account - https://secure.marshcommercial.co.uk 

 

Marsh Clients is a trading name of Marsh Ltd. Marsh Ltd is authorised and regulated by the Financial Conduct Authority for General Insurance Distribution and Credit Broking (Firm Reference No. 307511). Copyright © 
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If it is your first log in of the day then complete the multifactor authentication. 



 

 

Step 2: Edit details option 
 

 

 

  

Test Account 
Account reference 123456789 

Test Account 
Account reference 123456789 

Select the ‘Account 
management’ dropdown in the 
top right corner. 

Choose ‘Edit details’ from the 
available options. 

The ‘Contact details’ tab of the ‘Edit your contact details’ page will open.  

Mr John Smith 

Test Account 
Account reference 123456789 



 

 

Step 3: Edit contact details 
 

 

 

  

Test Account 
Account reference 123456789 

From this page you will see the: name, email address, work number, mobile number and marketing preferences 
currently held on your Marsh file. 

Add or overtype with the 
updated details; name, 
email address, work 
number and mobile 
number. Then select any 
of your preferred 
marketing contact 
methods (optional).  

 

Once your details have been updated, click ‘Save’. 

 

The above message will appear to confirm your updates have been submitted.  



 

 

Step 4: Edit address details 
 

 

 

  

Test Account 
Account reference 123456789 

Test Account 
Account reference 123456789 

From the top of the ‘Edit your contact details’ page, select the ‘Address details’ tab. 

This page will show the address currently held on file. 

Overtype the current postcode 
with your desired one. Then 
select ‘Lookup’. 



 

 

 

 

 

  

Test Account 
Account reference 123456789 

Test Account 
Account reference 123456789 

The full address should now 
update with the selected 
details. 

Select the required 
address from the list 
that appears. 

Once your details have been updated, click ‘Save’. 

 



 

 

 

 

 

 

 

Please note that changes to your account may take up to 48 hours to take effect. 

Please also be aware that these are the details associated with your client record. We use these 
details for all communication associated with your quotes/policies. These are not your account security 
details used for multifactor authentication. To update these, please see the ‘Update your multifactor 
authentication details’ guide. 

The below message will appear to confirm your details will be updated. 
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