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GM 1.5 Adding a Bill To Address to a Customer 
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Sponsor Addresses are to be added when the Address or Addresses in the database are 
not the address that should be used on an invoice.  Adding an address is preferable to 
changing an existing address, because it keeps intact the address history of the sponsor. 

 
1. From the menu, select Grants > Sponsors > Profile 

 

 
 

2. Click Correct History at the lower right hand portion of page. 
 
3. Click on the Address Tab 
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4. Click the “+” under Address Location.  A new location should be ready for 

editing. 
 
* The effective date should always be 1/1/1901.   

 
 
5. Check the Bill To box.  Enter Address Description.  Enter Country.   
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6. Enter Address 1, Address 2, City, State, and Postal (Zip Code). 

 
7. Click Save. 

 
 

 
 


