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How to Update Your Company Information in Office Ally
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March 27, 2025
If you need to update your company information, here’s how to do it, depending on the area where you want to make changes.

Update Company Information on File with Office Ally:	Comment by Erika Dunham: @Amy please create a separate KBA with this information.	Comment by Erika Dunham: @Amy Haby  - once that's done please clear out all comments from both KBAs
If you want to update the company information that Office Ally has on file (e.g., company name, address, etc.):
1. View your Company Information
· In the Classic Service Center, go to the Admin Section under My Settings and click Company Information.	Comment by Christian Vivaldo: This was confusing. You would go to Admin Section > Company information  which is the first option, but I wouldn't say at the top because I had to go and double check if that existed along the top of the page somewhere. 
· If you need to update any of these details, note that it does not impact the data you submit for claims, but changes can be made.
2. To Update, Submit a Form
· To make any updates to your company information, you’ll need to submit an Update Company Information/Authorized Contact Form.
· From the Classic Service Center, click Forms in the top right corner of the screen and select Account Management. From the drop-down menu, click Update Company Information/Authorized Contacts form.	Comment by Jeff Goldner: Authorized* Contacts form
· Fill out the form with the necessary changes and send it to us via email or fax.

Where to Find the Form:
· Practice Mate and EHR 24/7: Available in the form section at the top right.	Comment by Joshua Chambers: Practice Mate / EHR 247
· Classic Service Center: Available in the forms section.
· Home Page: Navigate to Resources > Forms and Manuals, then select Account Management > Update Company Information/Authorize Contacts.

Need further assistance? Contact Our Support Team today. 
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