Create a new record (and Edit the record):
1.  From the Main Menu bar select “File” then “New Record” and hit the left click button on the mouse.
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Enter numbers only.





Enter upper and lower case format





Leave blank and use the Tab key to move from field to field.





Select OK to create the Record.





The new record.





Tab through fields and enter info by lookup menu or type in directly.





This is a lookup menu. Highlight the desired entry and left click on select.  You may update the info at any time.








