Self Service Portal: Address Scribe™

This guide provides a step-by-step walkthrough for effectively managing addresses
within the Self Service Portal, making it easy for users to navigate, filter, and update
their address information. It highlights essential features, such as setting default
shipping addresses and adding new addresses, ensuring a seamless user experience.

Navigating the Address Section

1 Navigate to the User icon
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2  Click "Self-Service Portal"
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3  Click "Addresses"
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To filter you can select this icon
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5 You can filter by addressee name, the address, city, state, or zip. You do not need
to fill out each box.
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6  Let's search for addressees with the name "test". Click "Apply filter"
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7 When we searched for "test" in the addressee field, we have three results.
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8 To clear the filter, Click "Refresh"
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9 This icon shows the default billing address for the account. If you hover over it a
message will appear "Please reach out to Riverside customer support to change
the default billing address". Users cannot change this themselves.
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10 This icon shows the default shipping address for the account. We can change this.
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11 Click the edit icon
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12  We can update any details and even select or deselect default shipping address."

13
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Click "Save changes"
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14 A success message will pop up in the top right corner.
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15 Click "Add new address"
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16  Fill out the address information

Add new address

Use this form below to manage an sddress
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17 Click "Validate & Continue"
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18 Click "Yes, Use Standardized Address" OR "No, I will Edit" if there is a mistake in
the address.

- -
We found a standardized version of this address: — 631 Pool Rd, Hiram, GA 30141-32941, US

sum - ‘ No' il Eat

19 New address will show up in the list of addresses.
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