
 
 

 
 
 

OnTimeParts.com Tutorial: Setting Primary Bill & Ship to Locations 

By setting up your primary Bill & Ship to address, users won’t be required to change it during checkout 
to the correct address. 

Setting up Primary addresses: 

• From the header, click on the ‘Profile’ link: 
 

 
• Once on the Profile page, click on the ‘Address Book’ link: 

 

 
 

• From here, users will see all of the addresses that are associated with their account. 
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• Each address is designated as a bill and / or ship to: 
 

 
 

• From here, users should select the address they want to set as their primary bill & ship to by 
selecting the radio icon with the appropriate address and then clicking the ‘Save’ button: 
 

 
*Please note that you are only able to select a primary bill or ship to address that is 
labeled as such in the Address Type column. 
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• Now, when a user goes through the checkout process, the addresses selected as their Primary 
Shipping & Billing are defaulted to: 
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