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How to enter a new address record 

Step 1: Menu selection 
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How to enter a new address record 

Step 2: Enter address record code 
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How to enter a new address record 

Step 2: Enter address record code 
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How to enter a new address record �

Step 3: Enter address record group 
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How to enter a new address record 

Step 4: Enter standard address record information 
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How to enter a new address record 

Step 5: BMS user: Entering an “Insurer” address rec ord 
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How to enter a new address record 

Step 6: BMS user: Entering an “Insurer” address rec ord 
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How to enter a new address record 

Step 6 (cont…): BMS user: Entering an “Insurer” add ress record  
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How to enter a new address record 

Step 6 (cont…): BMS user: Entering an “Insurer” add ress record  
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Enter address record 

Exercise 1 for BMS 
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Enter address record 

Exercise 1 (cont…) for BMS 
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Enter address record 

Exercise 2 for BMS 
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Exercise 2 (cont…) for BMS 
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Enter address record 

Exercise 3 for BMS [Optional] 
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Enter address record 

Exercise 3 for BMS [Optional Continue] 
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How to amend an address record 

Step 1: Menu selection 
�
�
�

 

 
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
0�����
���������
����������������������	����

���
� ��
�
"�������
�

�� $%&������	��%���������
��
�� $'&������	����������(������������
���



�
�������

How to amend an address record 

Step 2: Enter the address record code if known 
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How to amend an address record 

Exercise 1 
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How to amend an address record 

Exercise 2 
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How to delete an address record 

Step 1: Menu selection 
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How to delete an address record 

Step 2: Enter the address record code if known 
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How to Delete an address record 

Exercise 1 
�
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