
WHEN CAN YOU CHANGE A SHIPPING ADDRESS?

We understand projects can change, and it is quick and easy to change your order's ship-to 
address if needed. If the expected ship date is more than one week out, you can make the change 
yourself in RepNet. If the project is shipping within 1 week, please reach out to your Sales contact 
as internal systems may already have things in motion. 

HOW TO CHANGE A SHIPPING ADDRESS 
n	STEP 1 

Log on to RepNet  
and find your order  
under the Order  
Management tab.

n	STEP 2 
Expand the order (+),  
then under  
Addresses, expand  
the "Ship-To Party"  
section. 

	  
Click "Edit Ship-To  
Address."

n	STEP 3 
Change the address  
as desired. Click  
"Submit" at the bottom.

	  
You will receive an email  
confirmation when the  
change is complete.

HOW-TO INSTRUCTIONS

BULLETIN

Innovent Shipping Address Bulletin 090722innoventair.com

BUILT TO ORDER. BUILT FOR EFFICIENCY. BUILT TO LAST.
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