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In This Issue

Identify Client Billing Address

Identify Client Billing Address
When adding a new client, make sure to identify the billing address on the location tab. The billing address is the 
default address used when invoices are added. Perform the following to identify the billing address:

Once the detail has been completed for the new record 
click the Save button to create the newly added record.
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To make the billing address the same as the location address just 
added, click the Details  icon to display the details of the record.

3.

Click the locations tab to display the Location Summary screen.2.

Select the Yes option for the Is this the Billing Location for this account? answer.4.

Click the [Update] link.5.

FACT: Location Types and Location Names must be completed since they are used to identify and 
select a different location address for invoices.


