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Procedure 

 
 

 

 
 

Step Action 

1. Enter the desired information into the User Name field. Enter 

"MWSB12@GMAIL.COM". 

2. Click in the Password field. 

 

3. Enter the desired information into the Password field. Enter "METROGOV2". 

4. Click the Login button. 

 

5. Click the expand graphic. 

 

6. Click the Home Page link. 

 

7. Click the Admin link. 

 

8. Click the Address Book link. 
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Step Action 

9. Click in the Create field. 

 

10. Click in the Address Name field. 

 

11. Enter the desired information into the Address Name field. Enter "Nashville". 

12. Click the Country list. 

 

13. Click in the City/Town/Locality field. 

 

14. Click in the Address Line 1 field. 

 

15. Enter the desired information into the Address Line 1 field. Enter "456 Primm 

St". 

16. Click in the City/Town/Locality field. 

 

17. Enter the desired information into the City/Town/Locality field. Enter 

"Nashville". 

18. Click in the State/Region field. 

 

19. Enter the desired information into the State/Region field. Enter "TN". 

20. Click the cell. 

 

21. Click in the Postal Code field. 

 

22. Enter the desired information into the Postal Code field. Enter "37209". 

23. Click in the Phone Area Code field. 

 

24. Enter the desired information into the Phone Area Code field. Enter "555". 

25. Click in the Phone Number field. 

 

26. Enter the desired information into the Phone Number field. Enter "888-8888". 

27. Click the Payment Address option. 

 

28. Click the RFQ Only Address option. 

 

29. Click in the Note field. 
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Step Action 

30. Enter the desired information into the Note field. Enter "Nashville store location". 

31. Click the Save button. 

 

32.  

End of Procedure. 

 

 


