CHARF Update Address

Prior to reading this job aid, please review the Position Management and Workforce Administration CBTSs.
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Biographical Details Contact Information Regicnal

Test Subject Jr

Current Addreszes
LEY

SRR As Of Date Status Address

Type

1234 Main 5t
Topeka, K5 98811
Shawnes

Home 04/04/2024 A

Phone Information

=Y

*Phone Type Telephone Extension

|M:}biIE v|

| 555/555-5555 | |

Email Addresses

EHE

*Email Type *Email Address

Home V| |gen5riu§5msil.mm

Empl ID KOO0O000000

Preferred

11 of 1 »

Preferred

[+]][-]

Update Address

NOTE: Every employee needs an
active Home or Mailing address.

To update an existing address, do
not click the + button in Current
Addresses to change the address.
The + button here is used to add
another type of address, such as
Mailing.

To change this employee’s Home
address, click on this link to open a
new area to change the address.

Go to the next page to see how this
IS done.
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Update Address

Address History

Address Type Home

Address History

*Effective Date |ps/ma/202

Country |U5A Q|
*Status |;'1 Q|
2 #sl.c: Address

Effective Date |04/04/20Q4

Country | Usa

Status | 4

=

Cancel |

Address

Address

[a]

1224 Main 5t
Topeka, K5 88611
Shawnee

Topekay
Shawnee

Effective Date |g4a/p4a/202
Country | =S

1224 Main 5t
Topeka, KS 88811
Shawnes

Address

Edit Address
Country United States
Ok

Address 1 |EJ:.TB Znd St

Address 2 |

Address 3 |

Click the + button to open
Address History.

Click the Add Address link to
open Edit Address.

Change the address and click
OK to return to Personal
Information.

Save.
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Add AddressType

Shawnee

Bicgraphical Details Contact Information Regicnal
Test Subject Jr Empl ID KOO00000000
Current Addresses
| F'-:|| Q| f1 o~ View All
Address Type | As Of Date Status Address
5878 2nd 5t N
Home 05/03/2024 A Topeka, K5 68814 +

Biographical Details Contact Information Regicnal
Test Subject Jr Empl I KOOO0000000
Current Addresses
| = || o] | f2 v iew All
Address Type As Of Date Status Address
5878 2nd 5t — | —
Home 05032024 A Topeka, K5 88814 EditView Address Detail | + | | — |
Shawnee — —
. I_ 2 3 — Add Address Detail | + | | — |

To add an additional address type:

1. Click the + button to open the
additional address type field.

2. Select the Address Type.

3. Click the Add Address Detalil

link.
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Srarewoe Homen Resource o Pavnoc. Susem

Address History

Address Type Mailing

Address History |§|

4

e —
*Effective Da ‘W‘ Address

Country ||_|5g ] |

* Status |A Q|

Tof1 «»

Edit Address

Country United States

Address 1 |T4E'E‘-E- Kansas Ave \

N\

Address 2 | \

N

Address 3 | \

N

City |I-'~‘Isns-ss City \ |

State |Pi:5 I=::Ll Kansas 6
Postal |f{.[|12 |

Lz N
( | Cancel |

7 County |".l"'.|'\_.-'E|n::|::-ttE / Q I

Add AddressType

Update Effective Date if needed.

Click Add Address.

Enter Address.

Click OK (twice).

Save.
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Inactivate Address

SIIHIHIII HIIIII SOURCE AN ‘PlJl oL EJ'l T
Biographical Details Contact Information Regional

Test Subject Jr Empl ID0 KOOOOO00000

Current Addresses

|FE||Q| 1-3of3 « View All

G As Of Date Status Address

Type
E87S Znd St S

Home 05/03/2024 A Topeka, KS 88814 View Address Detail | + | | — |
Shawnee —_—
74985 Kansas Ave S S

Mailing 05/03/2024 A Kansas City, KS 88012 View Address Detail ‘ + | | — ‘
Wiyandotte — | —
58785 Union St N

Other 04/17/2024 A Topeka, KS B5505 ] —iew Addres Detsil | + | | — |

Shawnee

Address History

Address Type Other

Address History

*Effective Date | 041 7i2024 |

Country ||_|5,-'~1 o] |

— .

3] Ik
. L+ =
Address 28785 Union St — L
Topeka, K5 88808 2
Shawnee

Click View Address Detail of Address
you want to inactivate.

Click the + button on the Address
History Page.
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SIIHIHIII HIII]I SOURCE fnc ‘PIJI[LH EJ'I (1

Address History

Address Type Other

Address History |E| 1of2 «

-Eﬁemna.i wb s 55765 Union &t =]
oy oo Q] 3. Change the Effective Date.

A00 AOOress

e 4. Click the magnifying glass in the Status field.

Select one of the following values:
| Active 5. Select Inactive.

H| Hold

Effective Date |04/17/2024 Address 3876

Country ||J5a Shawnes

6 Status |2
I | Inactive

D@ o |[ e 5 6. Click OK and save.

Bicgraphical Detsils Contact Information Begicnal
Test Subject Jr empl iI0 KOOOO000000
Current Addresses
|F‘.||Q| 13 0f3 v View All
Address As Of Date Status Address
Type

5678 2nd St N p—
Home 05/03/2024 A Topeka, KS 6686814 View Address Detail | + | | —
Shawnes —

742985 Kansas Ave — | —
Masiling 05/03/2024 A Kansas City, KS 66012 View Address Detail | + | | -— |
Wyandotte — | ==

88785 Union 5t — | —
Other 05/02/2024 Topeka, KS 66608 View Address Detail | + | | -— |
Shawnee — | —
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