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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.

Calendar Reports

1 main, raleigh, North Carolina, 27709

Home Clients and Quicomes Inbrox
Sam Smith X
Sam Smith
o (/) Sam Smith
Male
Born 1/1/1941, Age 80
A

Home

©

All Documents I Evidence I Care and Protection

Program Integrity

2. The Evidence page displays. Click the List Actions Menu for the applicable address

evidence then select Edit.

Evidence
Type Deacription Source
b Addusses Wasling ackdross ia 1 MAIN, rieigh, Morth Casclina, Porson Facord
amw
b Addiusses Private addross & 1 MAIN, rakigh, North Carolin, Porsn Racerd

2

' C¢QO
Period Latest Activity
0H2021- SYSTEM on 10472021 1159
Ed.
02021 - SYSTEM on W0N4202113:59

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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Edit Address

®®

€) EditAddress  (2) Validate Address

Step 1: Update address details for participant

Type *

=
=

County |Wake V|
Zip
Comments

Time Remaining: 29:51

Primary

To 8/11/2021 =

Street 1

city

State | North Carolina

~ |

Next

[ cancel

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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©Q Emaddress  €) Vaiidate Address
Step 2: Select the suggested address returned by the system or the entered address. Time Remaining: 28:54

@ A suggested address was not retumed, 1o accent entered address please continue.

Suggested Address ~ Entered Address -
Apt/Suit Address Apt/Suite Address! 1 main
1
3 Address2 City raleigh
A i - County Wake State NC
Zi 27709
County State »
Zip
{ Cancel Back Save

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.

Send new EBT Card to Nominee/Authorized Representative (?) (x)

You have just changed the address of an EBT Nominee / Authorized
Representative. Would you like to order a new EBT card?

IYesI No

6. The Evidence page displays.
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Sam Smith

0 0 Sam Smith
1 v, rekesgh, Mowth Carolna, 27709

ke
[Bam VIR, Age B0
A
@ i Bl Diocaarmain. ez G e g Proigram isgrity I g Peoaasdrga. Fraraal Trarauc tons Flaserain
Cvntersce Evidence
Typa Description Toawce Poariacad
‘Verdwatons
Prrvute sddress s 2 Man 51, Ralegh . B
Wl ey L e * eorth Carolna, 2TH04 sz
Prrvate addresn a1 rmasn, ralsgh, I A0 .
b A I HNorth Carolna, 27708 wrenfecord pvon

et Coriiact: A g @ |

-1

Latest Activity

MOFAST USERGETIS on
B2t w38

NCFAST LESEREATID on
B0 6
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