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SUBJECT:
Revised KASES Handbook Subsection 5.040, Address Maintenance

KASES Handbook Subsection 5.040, Address Maintenance, had been revised to incorporate previously migrated enhancements to KASES.  The street designator abbreviations, state and possession abbreviations, and foreign country abbreviations attached by appendix to the Address Maintenance subsection have also been revised.  The abbreviations are updated using the US Postal Service Abbreviation List.

The Create and Update Participant Address screens (ASEAAE) have been changed to include the PREVIOUS ADDRESS TYPE field.  The field is display only and shows the previous address type when an address is changed to OLD.  The APT # field has been deleted from the ASEAAE screens.  The apartment number or any other secondary address information is entered in the STREET 1 field.

The following ADDRESS TYPE codes have been added since the last revision of Address Maintenance.

CSNE – PROVIDED BY CSENET INTERFACE

FIDM – PROVIDED BY FINANCIAL INSTITUTION DATA MATCH*

SERV – SERVICE OF PROCESS ADDRESS

SERO – PRIOR SERVICE OF PROCESS ADDRESS

VNH  – PROVIDED BY FEDERAL DIRECTORY OF NEW HIRE*

VSDN – PROVIDED BY STATE DIRECTORY OF NEW HIRE*

*SYSTEM GENERATED

The following WHERE OBTAINED codes have also been added to KASES.

VCSN – CSENET

VFDM – FINANCIAL INSTITUTION DATA MATCH

VNH  - FEDERAL DIRECTORY OF NEW HIRE 

VSDN – STATE DIRECTORY OF NEW HIRE
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The following information is necessary for the maintenance of the address file.

· Only one MAIL address is maintained per participant.

· If a new MAIL address is added, the previous MAIL address is automatically set to OLD.  OLD addresses are maintained in the case for future location efforts.

· If the current MAIL address is updated and any of the required critical data elements, such as street, city, state, or ZIP Code 

are changed, the updated address is automatically set to MAIL and the previous mailing address is automatically set to OLD.

· Non-required fields, such as apartment number and street 2, are to be changed through the “create” path.  If these fields are changed through the “update” path, the previous address is lost.

· If the noncustodial parent’s current address is not available, the previous address is entered under OLD address type for location purposes.

· A MAIL address is required for all custodial parents.

Staff are reminded to enter only valid Zip Codes into KASES.  KASES contains many invalid Zip Codes, mainly those with repetitive numbers, such as 11111, 66666, and 99999.  Invalid ZIP Codes with repetitive numbers are the number one reason for CSENet transactions to error off at the CSENet Host.  Repetitive numbers 11111, 33333, 66666, 77777, 88888, and 99999 are not valid Zip Codes.  The U. S. Postal Service has verified repetitive numbers 22222, 44444, and 55555 as valid ZIP Codes.

THIS TRANSMITTAL LETTER IS TO BE SAVED AND FILED FOR FUTURE REFERENCE AS IT EXPLAINS CHANGES THAT HAVE BEEN MADE TO THE HANDBOOK/MANUAL.
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