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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

Mew Yiindow | Help

Generallnfo Y Defails | Afirbutes Y Bill To Options | Ship To Options | Sold To Options | Address ' [1)

SetlD: RDEU1 Spensor:  MONP_28800

‘Customer Status: | Active j' Level: Regular vl
‘Date Added: |1 0s30i2004 ‘Since: |U1IU1H a01 Type: User1 'I

‘Name 1 |ND Hurnanities Gouncil Inc. *Short Name: IND Hurnanit
Roles
¥ Bill Te Customer ~ Cormrespondence Custoimer
Bill To Selection Carrespondence Selection
¥ Ship Te Customer ¥ Remit From Customer
Ship To Selection Remit Fram Selection
¥ Soll Te Customer ¥ corporate Customer
Sold To Selection Carparate Selection
I Broker Customer I c idation C Consolidation Business lln'n:l

[ Indirect Customer

¥ Grants Management Sponsor

Goto: |-More =
& savel | CLReturnto Search | ([ENatity Ekadd =l include History | | [ Comrect Histary

General Info | Details | Attributes | Bill To Options | Ship To Options | Sold To Options | Address | Miscellaneous General Info

2. Click Correct History at the lower right hand portion of page.

3. Click on the Address Tab
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| Generallnfo | Details | Afributes | Bill To Options | Ship To Options ' Sald To Options [ Address | [¥)

SetlD: HOSLM Sponsor: MONP_28800 MO Humanities Council Inc

Address Locations

¥ Bil ¥ Pri r4 +] =
TS I 7 ¥ BillTo W Primary [ Broker -1
¥ shipTo M Primary [T Indirect
Description: I ¥ SoldTo ¥ Primary [ Correspondence Ad
Address Details
‘Effective Date: IU'”UWQ01 ‘Status: IAC“"E :[' Language Code: |English :I'
Tax Code: Ql
Country: IUSA ﬂ United States
Address 1: 12800 Broadway E. Suite 3
Address 2: [Po.Boxa1a1 I
Address 3: [
“igw Phone Information
City: |El\smarck " In City Limit
County: I Postal: 585021191
State: LD Qlyorth Daksta
B save] [QLReturn to Search | [EMotify Ekadd | |8 Update/Display | | 2l Include History | 5

4. Click the “+” under Address Location. A new location should be ready for
editing.

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

/ Generallnfo Y Details Y Afributes Y Bill To Options Y Ship To Options Y Sold To Options Y Address 5y [#)

Setlh: DS Sponsor: RORP_28800 MDD Humanities Council Inc.
Address Locations FEind
‘Location: I = M BinToe [ Primary [T Broker
I~ ship To T Primary T Imdirect
Description: I

¥ Sold To [ Primary B Correspondence Address

Address Details

Find i
: - | =
*Effective Date: IU1 f2Er2005 *Status: I"“-C“VB j‘ Language Code: I English j' =1
Tax Code: I =1

Country: I =Y

Address 1:

Address 2: I

Address 3:

Wiewy Phone Informatian

City: ™ m City Limit
County: Postal:
State:

5. Check the Bill To box. Enter Address Description. Enter Country.
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/ Generallnfo ¥  Details Y Aftributes V" Bill To Options " Ship To Options )" Sold To Options " Address ' [#)

SetlD: HDSLL Sponsor: MOMP_28800 MDD Humanities Council Inc.

Address Locations

Find | Wiew All
= i i

*Location: I 2 F BiMmTo [ Primary [T Broker

' ship To T Primary [ Indirect

M soldTo I Primary ¥ Correspondence Address

Description: |Imr0ice Address

Address Details

Find
. - + | -
‘Effective Date: IU"-"QE-"QUU5 *Status: IActwe j' Language Code: IEngI|sh :l' ==l
Tax Code: I 3'
Country: [usal & nited states
Address 1: |Clay Counties Joint Powers Collaborative
Address 2: |715 11th Street M Suite |
Address 3: I I
View Phone Information
City: |M00rhshead ™ In City Limit
County: I Postal: ISESGD
State: IMN 3Ihﬂinnesota

6. Enter Address 1, Address 2, City, State, and Postal (Zip Code).

7. Click Save.



