Use the following process to establish an “address” for your PD2 forms. 

Once the address is established, you may select it on any PD2 form under the address types:  Issuing Office Address and Administering Office.

From the Utilities menu select Preferences, then select the Other Addr. tab (last tab on the Preferences screen).   Delete any address displayed in the Issue by block.  Select add.   This screen will appear:
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Select the New button,  From the Organization maintenance screen scroll down and select the title of your Department, i.e. (Commander, Code 210000D or E, Commander, Code 220000D or E, or Code 230000D or E).  Create your personal address under these titles only.  

Click on Addresses.  The Addresses screen will display.  Select the New button, fill out this screen as follows:

For PM use N63126 for the short Code and UIC in this format: 
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For CL use N60530 for the short Code and UIC in this format:
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Select the Address types tab, select Administration Officer and Issue by Office for your address types.  Now select okay and then close.  

NOTES:

· You need to search for your new address from the Organization maintenance.  This is because PD2 needs to refresh after a new record has been added.

· After you create and save the address, send an email to NW-2.0 PD2 Functional to get the address approved.  

· If you process SAP actions, only use personal addresses in the admin by block of SAP forms.  This is required to make the DD 1057 work.

