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

 

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 

 



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 

 

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 

 

mailto:esohn@apexadv.com


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

 

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.  

 


