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1. Create Address 

1.1 Click the ‘Administration’ tab 

 

1.2 Click the ‘Address Book’ link 

 

1.3 Click the ‘Create’ button 
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1.4 Enter in the Address details, ensure only ‘Purchasing and Payment Address’ boxes 

are checked and ‘RFQ Only Address’ is unchecked, the click ‘Save’ 
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