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1. Go to Sales ledger -> Common -> Customers -> All customers. 

 
 
2. Make sure Your table displays the below information: 

Custome
r account 

Nam
e 

Full 
Orde
r 

Terms 
of 
paymen
t 

Mode 
of 
deliver
y 

Credi
t limit 

Line 
discoun
t 

Telephone Postcod
e 

Extensio
n 

LUXE01 UAB 
Luxe 
Pools 

Yes PROF 22 0.00 250 3706556655
6 

  

 
 
3. Double-click or press Enter on the desired Customer. 
 
 
 
 
 
 



4. Switch to the General tab. 

 
 
5. Click the Add Button Under Addresses. 

 
 
6. Change/Add Name or Description 
 
7. Change Purpose from 'Business' to 'Business;Delivery;Invoice' or as required. Each Account requires at 
least one Business, Delivery and Invoice Address. 



8. Change/Add Country/region 
 
9. Change/Add Postcode  
 
10. Change/Add Street  
 
11. Change/Add City  
 
12. (Skip this step if you are adding additional Addresses) 

Change Primary from 'false' to 'true' and Click Yes on the form: 
“This will unmark the current primary address. Do you want to continue?” 

 
13. Click the OK button. 
 
14. Switch to the General tab on the Customers form. 

 
 
15. Make sure the Addresses table appears as below: 

Name or description Address Purpose Primary 
    

 
16. Select the old Address and Click More options -> Remove. 
 
17. Click Yes in the Microsoft Dynamics form: 

“This address is used as a default, do you want to continue?” 
 
 
 
 
 
 
 
 
 



18. Switch to the General tab on the Customers form. 

 
 
19. Under the Addresses Tab, Select the new Address and Click More options -> Set defaults. 
 
20. Change the Default address for each of the rows in the table to the newly created address. 

Purpose Default address 
Delivery  

 
Purpose Default address 
Business  

 
21. Click the OK button. 
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