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Adding a New Contact to your ELA 

Profile 
 

What’s in this Guide? 

This guide provides Step-By-Step Instructions for an individual to add a new contact to its Enterprise License 
Program on MyCitrix.   
 
The steps below are for an individual who has an existing MyCitrix account.  See the guide titled Creating a 
MyCitrix Account for instructions on how to create your MyCitrix account.  An authorized Citrix Partner can add a 
new contact to your License Program Registration for you.  For additional assistance with either establishing a 
MyCitrix account or adding a new contact, please contact an authorized Citrix Partner.  Locate a partner at 
www.Citrix.com/Partners/Locator. 

 

Why add a new Contact? 
Adding a new contact to your License Program Registration is one of the easiest methods of extending your Citrix 
discount and benefits across your organization while increasing the opportunities for other departments and 
affiliates to increase your discount and benefits.   

 

Available Licensing Program Guides 
1- Creating a MyCitrix Account 
2- Registering for the Enterprise License Program 
3- Publishing your ELA Registration Information to a Citrix Partner 
4- Adding an Affiliate to your Enterprise Licensing Program Registration 
5- Registering as an Affiliate for the Enterprise License Program 
6- Accessing Your Company’s ELA Profile 
7- Adding a New Contact to your ELA Profile 
8- Registering for the Easy License Program 
9- Registering for the Education License Program 
 
 
Available to Authorized Citrix Partners only  

 P1- Registering Your Customer for the Enterprise License Program 
P2- Managing Your Customer’s Enterprise License Program Registration 
  

Online Function Guide 

http://www.citrix.com/Partners/Locator
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1. Log into MyCitrix by entering your Username and Password. 
  

1 
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2. To access the Update My Company Information tool: 
a. Point to Choose a Toolbox. 
b. Then click Update My Company Information in the pop-up menu. 

  

2a 
2b 
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3. Click Add Contact in the Current Tool drop-down menu. 
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4. To identify your new contact: 
a. Add information in all required fields indicated by an asterisk (*).  
b. Use the scroll bar to access all fields. 

5. When all information has been entered, click Continue. 
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6. Select a Username and Password for your new contact’s MyCitrix account using the guidelines. 
7. Enter the Username and Password you selected and click Submit.  You must enter your Password twice, 

in both the Password and Confirm Password fields. 
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8. When the screen displays a message circled below, you have finished adding a new contact.   
9. You can perform another function by pointing to Choosing a Toolbox and then clicking the desired 

function in the drop-down menu that appears. 
 

  

 

 

 

 

The contact just added will receive an email with its login and password information.  See the guide titled 

Accessing Your Company’s ELA Profile for Step-By-Step instructions on how to access your ELA Profile to 

provide your new contact with information about your company’s benefits under your ELA.. 
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