
QUICK GUIDE • ADDING ADDRESSES
Adding addresses to the address book

1. Under the “My Account” scroll down to the bottom of the page

2. Under Account Information click on “Customer Address Book”

4. You can also edit an address if there are changes or you can delete the address. 

3. You can add a new address to the address book – Click on “Add New Address” 

Enter in the address information.

5. When in the cart start typing the customers name into the “Customer Name” field 
and the address will show.  Click on the address and the Ship-To Address fields will 
populate with the address.   Note: each time you add an address into the Ship-To 
Address fields it automatically goes into your address book. 



After the Submit Payment is clicked, a Payment confirmation page will 
appear.  You can email or print the confirmation for your records. 

Note: Online payments may take up to 24-48 hours to process. 


