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Updating address tab in Proactis

1. Firstlog in, from the home screen click the name in the top right of the screen
and go to ‘your business’ highlighted in yellow
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2. Then go to the Addresses tab which has been circled below, and click on the
pencil which has been highlighted
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Harry Martin
(Building 800 procurement)
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Address Details

Primary Address Enabled Action.

800 building 800, sittingbourne, kent, MES 8GU, UNITED KINGDOM V4 0

= Add Address

3. This will bring up this final screen and this is where you can update the
address.

Address Details

[ Contact Details ][ Address Types ]

Property Name/Number % Town %
800 sittingboume

Address 1 % County
building 800 kent

Address 2 Postcode %
ME9 8GU

Address 3 Country
UNITED KINGDOM

Address 4 M Active?




