
How to Change/Add Your Company’s Addresses 
 

Step 1 Login with your user administrator’s Login ID and 
Password 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 2 Click on the Seller Administrator Button in the top 
right hand corner of the screen. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 3 Click on the Maintain Organization Information 
Button 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 4 Click on the Maintain Addresses Button 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5 To add a new address, simply click on the Add 
Address Button. To edit a current address, click on 
the highlighted button under the name column for 
the address you would like to edit. The highlighted 
button should say General or Remit to. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6 Fill out all the information that is provided. If you 
would like this to be your default address, check the 
box that says Default Address. When you are 
finished filling in the information, click on the 
button that says Save and Exit.  

 

 


