How to Change/Add Your Company’s Addresses

Step 1 Login with your user administrator’s Login ID and
Password
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Step 2 Click on the Seller Administrator Button in the top
right hand corner of the screen.

/3 knox County Purchasing (Test) - Microsoft Internet Explorer provided by Knox County Gov. Info Tech

=lal x|
File Edit Wiew Favorites Tools Help ‘ @
Back ~ = - (D 7t | @ search  [Fovoritss  EMedia (% | By S =l
Address IE hittp: ({56, 4,209, 71:9080/bso-test)sellerfselerTndex. jsp

‘ - PGD |L|nks
]
Seller Seller Administrator

NIGP Code Browse | My Account | Customer Service | About

¥; Contracts ¥ Quotes

Home - Welcome Back Matt Munafo

Copyright @ 2006 Periscope Haldings, Inc. - All Rights Reserved.

El
]

’_’_’_ & Internet
il start |J a @ “ DU:umentl - Microsoft W... aKnux County Purchasi... @té) 10:24 AM




Step 3 Click on the Maintain Organization Information
Button
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Step 4 Click on the Maintain Addresses Button
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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.
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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 EXxit.
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