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1. Click on the Administration button. 

2. Click on the Lookup Tables button. 

3. Click on the Internal Lookups button. 

4. Click on the appropriate tab. 

5. To add a new lookup click on the Add button and type in the appropriate information. 

6. To edit a current lookup click in the record and type in the appropriate information. 

7. Click on the Close button when you have finished. 
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