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This white paper explains how to define your unit's address, phone, and other information using ICMS.  This information is used when you print some Re:discovery Reports, such as deeds of gift or loan agreements.
In order for some report forms to properly generate your unit’s address information, you need to have a “UNIT” entry in the Name and Address database.  “NPS UNIT” (for National Park Service) or “UNIT” (for all other DOI bureaus) must be entered in the Name ID field, as shown in the example below.  The other fields should be completed as appropriate.

To reach the Name and Address sub-module: In the Navigator Pane, expand the cultural resources Collections node and select "Names and Addresses."  On the Contact Information tab, add a new record with "NPS UNIT" or “UNIT” as the Name Id and the rest of the information specific to your unit.  (Note: the Name ID must be “NPS UNIT” or “UNIT”, not the name of your unit, in order for it to print correctly on your report.  The rest of the information such as address and phone numbers are specific to your unit).
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