
 

How to update Customer Account details 
_____________________________________________________________________________________ 

 

To update customer details, you need to first search for the existing customer. As a 
vendor, you can only update the address and phone number for a customer. If the 
customer wishes to update any additional details, such as their name or date of birth, 
they may contact the call centre at 1-877-880-1203. 
 
1. Log into the vendor portal www.manitobaelicensing.ca/vendor  

 

http://www.manitobaelicensing.ca/vendor
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2. To search for the customer, click licences or permits. In this example, we will search 
for the customer through licences. 
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3. Click the "Email Address" field. 

 

4. Enter the customer's email address. 
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5. Click "Search". 
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6. If the customer has an account with the provided email, their details are displayed in 
the search results. 
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7. To open the customer account, click "Select". 

 

8. To update the customer's details, click "Update". 
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9. Customer address and phone fields become editable. To update an existing phone 
number, click the "primary phone number" field. If the customer wants to add an 
alternate phone number, click the "alternate phone number" field. 
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10. Enter the updated phone number. 

 

11. If required, update the address by clicking in the appropriate address field. 
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12. Edit the address. 

 

13. Click "Save". 
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14. You have now successfully updated the customer profile. You may continue to 
confirm residency and sell the customer a new product or exit the portal if no further 
action is required. 

 

 
 
 
 
 
 

If you have any further questions, please email elicensing@gov.mb.ca 

mailto:elicensing@gov.mb.ca

