
Address Book

1. Go to My Account  Account Details

The address book stores all of your ship-to addresses for online purchases.

2. Select ADDRESS BOOK

Note: When you save an address, 
it will store online only. 

It will not automatically add to 
your account in the SPS system. If 
you call in an order, that address 
may not be available if you haven’t 
previously requested to have it 
added. 

Email customer service to add a 
ship-to address to your account in 
the SPS system. 
customerservice@spsco.com.

Add ship-to addresses for future purchases

800-767-7776 x3

Contact Your Sales Manager 

mailto:customerservice@spsco.com
https://www.spsco.com/about-us/sales-territories/


3. Scroll down to ADD NEW ADDRESS

4. Fill in address

5. Click SAVE ADDRESS

Note: When you add an address
online, it is only available online. If 
you call in an order, that address 
may not be available if you haven’t 
previously requested to have it 
added. 

Email customer service to add a 
ship-to address to your account in 
the SPS system. 
customerservice@spsco.com.

Address Book

800-767-7776 x3

Contact Your Sales Manager 

mailto:customerservice@spsco.com
https://www.spsco.com/about-us/sales-territories/


Address Book

1. At checkout, under Shipping, click the down 
arrow.

2. Click New Address

Add ship-to addresses for one-time purchase

800-767-7776 x3

Contact Your Sales Manager 

https://www.spsco.com/about-us/sales-territories/


Address Book

3. Fill in the ship-to address.

4. To save for future online purchases, click Save in address book.

Add ship-to addresses for one-time purchase

Note: When you add an address online, it is only available 
online. If you call in an order, that address may not be 
available if you haven’t previously requested to have it 
added. 

Email customer service to add a ship-to address to your 
account in the SPS system. customerservice@spsco.com.

800-767-7776 x3

Contact Your Sales Manager 

mailto:customerservice@spsco.com
https://www.spsco.com/about-us/sales-territories/

