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Updating Member Contact Information & 

Resetting Multi-Factor Authentication

This document provides instructions on how to update your member’s email and cell phone number 

through personal preferences and how you can perform a Multi-Factor Authentication (MFA) rest on 

the member record page. 

Edit Member’s Personal Preferences  

1. From the Action menu on the member record, select Personal Preferences. 

 

2. Enter the member’s email address.  

Important! The work 

email 

may be 

locked 

down. If 

so, place 

the email 

in the 

Personal 

Email 

Address 

field.  

 

 

3. Enter the member’s phone number and request permission to select the checkbox to opt in 

to receive text messages.  

Note:  Member permission is required to opt a member into text 

messaging. Opting in to SMS is NOT REQUIRED for the member to 

use their cell phone for MFA. There may be additional information 

on this page that may require a selection (i.e., document delivery 
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and/or claims consent). You will need to read the information to the 

member and get their desired selection. 

 

4. Scroll down and click Continue.  

 

 

• The next time a member logs in using their username or password, they’ll be prompted to 

complete authentication using the email and/or cell number that was added to their account. 

They’ll receive a code at that device or email, and going forward, they’ll use that method to log in. 

If they ever need to change their authentication method, they can update it in their profile. 

 

• Example of what members will see: 

 

 

When the member enters their 

username and password, they 

will be taken to the Secure your 

Account with MFA page. 
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• If your member doesn’t have a username and password set up, instruct them to go to 

www.benefitsolver.com. Then, tell them to click the Register button. If they have already logged 

in, they can start from Trouble Logging In. From there, they will be prompted to complete the 

username and password process shown in screenshots below and then to authenticate the 

email address or phone number that was added to their account. 
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Note: If they have never set up a username and password, the member 

will need to click on the Register button and enter their information. 

 

 

Reset MFA from Member Record  

The Reset MFA option, under the Action dropdown on a member's record, allows admins to reset a 

member’s MFA settings if they are locked out or need to reconfigure their MFA settings. 

Note: The option to 

reset MFA 

should NOT 

be 

automatically 

offered when 

someone is 

having 

issues.  

5. Navigate to the member’s record and 

click on the Action dropdown menu.  

6. Select Reset MFA.  

7. Click Reset 
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Note: This will clear ALL MFA preferences for this member. Once their MFA 

configuration is reset, the member will be prompted to set up MFA 

during their next login. 

Example: This is what the page will display if the member has not set up MFA. 

In this scenario, you can still reset a member’s MFA settings. 

 

 

Note: For Spanish-speaking populations, the MFA interface will translate within the browser if the 

browser is set to Spanish, or if the member selects “Translate” on the browser. 
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