New managers may update info to reflect their own via the e-store by following these prompts

Allowance sn
P tie o

‘* R.E. MICHEL

W COMPANY

. ALL CATEGORIES

MAEAIEDAIL
To edit manager info: =

#-Click "My Account” at the top

Zright

< - Then click on the username

-~ in the drop down
— W -~ A

FEATURED

Please, DO NOT edit the information displayed in the “Your Personal Details” section. This is
intended to remain generic specific the branch and not the manager of the location. This info is
only applicable to the user account and does not affect the ordering process in any way

Allowance: $128.70 & My Account

* R.E. MICHEL

/5T COMPANY Managers can add/edit the n e

info used for billing and
shipping address by clicking -ZI
on "ADDRESSES"” from list
on the left

ALL CATEGORIES

MY ACCOUNT - CUSTOMER L8

CUSTOMER INFO

ADDRESSES
Your Personal Details

PENUING ORDERS

CHANGE PASSWORD Attention First name:

ORDER HISTORY

Attention Last name:

The "Your Personal Details"
info is intended to remain
generic and should not be
updated to Manager info



The information which is applicable to order processing, selected for billing and shipping
address, is the info that is in the addresses section of the e-store. The addresses shown here are
selectable in the drop-down boxes in the billing and shipping sections of checkout

f“i\n.e. MICHEL n o e

MY ACCOUNT - ADDRESSES

CUSTOMER INFO

ADDRESSES
Nathan Barshinger

PENDING ORDERS
CHANGE PASSWORD

ORDER HISTORY

UNITED STATES

== The info used for billing and
shipping address can be edited
by clicking the edit button

ONLY the First Name, Last Name and Email address from the previous manager needs to be
updated. Please do not alter the branch address. If a discrepancy is found please contact your
CSR, Erin at esohn@apexadv.com or by calling 717-396-7100

Order Confirmation and Shipping Notifications will be sent to the email saved with the address

MY ACCOUNT - EDIT ADDRESS

. Personal info can be
e mssone e updated by changing the

info on the first 3 lines. This
is used for checkout
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.....................

When finished, click save


mailto:esohn@apexadv.com

After clicking the SAVE button, the updated info will be visible as a saved address

m H-E. "chEL n 1items

w COMPANY

ALL CATEGORIES = Search store n

MY ACCOUNT - ADDRESSES

CUSTOMER INFO
ADDRESSES

Rick McFadden
PENDING ORDERS

CHANGE PASSWORD =' e R The new info Wi" now
ORDER HISTORY o show das a saved address

UNITED STATES

You may now select the saved address with the correct manager info from the drop down boxes in
the billing and shipping address sections. Apex automatically invoices Corporate R.E. Michel
regardless of what it is in the billing address section. You must make a selection for order
processing purposes.

CHECKOUT The updated info will now
populate in the drop down box
for both billing and shipping
address. This will be the info
displayed on the order

1 BILLING ADDRESS

2 SHIPPING ADDRESS

Rick McFagdan, 130 NE 28th Street, Oklahoma City, Oklahoma 73108 v

Rick McFadden, 130 NE 28th Sireer, Oklahoma City, Oklahoma 73108, United States

3 SHIPPING METHOD

4 PAYMENT METHOD

5 PAYMENT INFORMATION

& CONFIRM ORDER



