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Editing Addresses 
Last Updated: 05/23/2022 

Overview 
This job aid describes how to edit an individual address on the Person page.  

Step-by-Step Instructions 

1. Navigate to the Person page. Click the Evidence tab. 

Note: For navigation steps to the Person page, refer to Searching for Persons job aid. 

  

2. The Evidence page displays. Click the List Actions Menu for the applicable address 
evidence then select Edit. 

 

3. The Edit Address pop-up appears. Enter the applicable address then click Next.  

Note: Do NOT delete or cancel an old address that was valid for a period in the past. 

Deleting an address should only occur if it were entered in error." 
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Note: Click Cancel to return to the Evidence page without editing address. 

4. The Validate Address pop-up appears. Select either Suggested Address or Entered 
Address then click Save. 
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Note: Click the Back button to return to the Edit Address pop-up. 

5. The Send new EBT Card to Nominee/Authorized Representative pop-up appears. 
Depending upon the client’s situation of the address change, select Yes or No.   

 

6. The Evidence page displays.  



  

 Page 4 of 4 

 

 

 
 

 


