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(REASON FOR THE CHANGE)
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(BANNER ADDRESS ENTRY AND
UPDATE)
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The ‘Why'’:
Runner Technologies, inc. has developed a product called
CLEAN__Address which can be used to identify address coding errors
and enforce institutional standards. This address cleansing software
was designed for Oracle database applications and can be integrated
into applications running on the Web and Oracle/Banner forms. The
CLEAN__Address project was proposed and approved for
Implementation on Banner HR.

The software has been implemented and tested both on
WISE and Oracle/Banner form (PPAIDEN)

CLEAN Address on the Web will allow employees to update their own
PM, W2 and RA address. This will have several positive EFFECTS

Accurate addresses
Addresses that comply to USNH standards
Reduce the labor in HR department effort
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Why do you need training on something you already do every day?

In the past our training document always dictated that you update
the address that exists and not to insert a new sequence. This
allowed us to always report, or print labels from address sequence
= 0L.

In WISE, CLEAN__Address always increments the address
sequence number by 1.

For this reason address data extracts and MR needs to be
modified to look for the active addresses not just address
sequence one.

To be consistent and adhere to an audit suggestion, it was
decided that addresses entered through PPAIDEN should also
do a one up sequence when an address is changed.

In the next section we will present The How.




USNH
Updating Addresses in Banner

The How:

What address types are currently being validated
through CLEAN__Address

What HR address types need to up the sequence
number when a change is made do to
CLEAN _Address.

How to change an address in Banner

How to manage error messages you will see because
of the CLEAN _Address validation process.
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What address types are currently being validated
through CLEAN __Address

PM — Postal Mailing Addresses
RA — Residence Addresses
W2 — Alternate IRS W2 Addresses

» Refer to the following link for better definitions of

the above address types:
http://usnh.edu/banner/training/active/Module3.pdf
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What HR address types need to up the sequence number
when a change is made do to CLEAN__Address

In WISE the employees are only allowed to change
address types

PM — Postal Mailing Addresses

RA — Residence Addresses

W2 — Alternate IRS W2 Addresses

To be consistent ALL PPAIDEN HR address types

will need to up the sequence when a change is made.
(CK, CM, FR, PM, RA, W2)
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Stepl Next Record until you get to the Address type you want to
change. (It should be the active address)

Step2 Check Inactivate Address box

> PPAIDEN [ =]

File Edit Options Block [tem Eecord Query Tools Help

QA0 LR Y D DI E RE DS - S 2 O X

T r B259 ;Il arry M Johnson Generate TD: il
Current Identification | Atternate Identfication addrass |  velephone |  miographical | E-rmail | Emergency contact |

From Date: [1s3uczoes m — To Date: =  Inactivate Address| =
Address Type: Pi ¥ |Permanent Mailing Source: [ |

Sequence Number: 12

Street Line 1: [re=T rock I override Address Verification

Street Line 2: Delivery Point: I

Street Line 3: Correction Digit: |_

city: [resT BLOCK Carrier Route: [

State or Province: HH ;lNew Hampshire

ZIP or Postal Code: 03855 |

County: d N O

Nation: —j ast Update

User:
Telephone Type: PH _*|rermanent Activity Date: 15-SEP-Z00%
Telephone: 603 | - |B593n31 | LI =
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L= 1
ID: 'Eﬁg "IL,arrr M Johanckon

Current Identification | Alternate Identification Address |  Telephone |  Biographical | E-mail | Emergency Cantact |

from date: e R  inacivate Address
Address Type: E"_'lhrmamnt Mailing Source: [ -

Sequence Number:

=

Street Line 1: TEST BLOCK ™ override Address Verification

Street Line 2: Dulivery Point: |
Street Line 3: Correction Digit:
City: TEST BAOCK Carrier Route:

State or Province: FT_'I'ING'# Hampshire
ZIP or Postal Code: W i

County: |

Nation: _-| Last Update

Wser LMWEE
Telephone Type: - [Pn'mmnrt Activity Date: LE-SER-2005 |

Telephone: - Im I_ j
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Step4 Record/Insert or F6 to insert a new record
Step5 Retype the address

El’lrarla Developer Forms Runtime - Web: Open > PPAIDEN ‘J_:
File Edit Qptions Block [tem Record Query Tools Help

QA0 NCERE 9 REE Q& ME| DB | @ & 0] X

" Identification Form PPAIDEN 7.2.2.1 (BTST)

10: | 259 | ~iarry M Johnson Generate ID: |

Currant Iderrtiﬁcatiunl Alternate Identification Address ] Telephone Biographical | E-mail | Emergency Cuntadzl

From Date: I15-JUL-2[|I]'3 E To Date: | ﬂ [Inactivate Address |

Address Type: IH L] Permanent Mailing Source: | j
Sequence Number: I_*-——._

Street Line 1 [TEST BLOCK ™ Override Address Verification
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Step 8 Save the change
Note: Sequence number has been updated

9 Oracle Developer Forms Runtime - Web: Open = PPAIDEN = ID

File Edit Options Block Item Record Query Tools Help

1259 ' Generate 1D: i]

Current Identifit:atinn] Alternate [dentihicaleag Address | Telephone ] Biographical | E-mail | Emergency Cnntactl

From Date: |15-]LIL-2I][I§I g To DA

ﬂ I Inactivate Address 4

Address Type: Fj Permanent Mailing Source | j
Sequence Number: 13 ‘*-_

Street Line 1: TEST BLOCK ™ Override Address Verification
Chennt | ina "3 Pirdisnness Fnfndks I_
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Unknown street

1. Click on OK BUTTON
2. Make correction

Current Identificatinnl Alternate Identification Addrass | Telephone | Biographical | E-mail | Emergency Contactl

From Date: I15-JUL-ZDE|9 E To Date: I E " Inactivate Address |
Address Type: IPM jF‘ermanent Mailing Source: I j
[

Sequence Number:

Street Line 1: Test Blocks Bannar [ override Address Yerification
Street Line 2: Q Uirlkigsi ShreEt Delivery Point: I
Street Line 3: Correction Digit: I_
City: new durhan oK Carrier Route: I
State or Province: HH jNew Hampshire
ZIP or Postal Code: IDSBSS j
County: 4
Nation: j Last Update
User: LMW EE
Telephone Type: PM ;IPermanent Activity Date: 15-5EF-2009
Telephone: 603 - |8598|331 | j =l
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o] '259 L= frarry & Jahnson

cuprent Identification | Alternate ldentfication Address |  velepkone | siographical |
From [Date: II.'_I-JI.I.-I:IIIIB- m|  To Date: | fs | I~ Inactivate Addross

Addross Type: PR = |Earmanent Mailing Smiirte: | =]
Seguence PMumbers L3

Street Line 1: fiedsas FIN = ]| T Override Address Verification

Street Line 2 (™) Unknown Steet | Delivery Point:
Street Line 5 T R Correction Digi:

City: = Carrier Route:
State or Provinoe: ak

ZIP or Postal Code:

County; ;I
Matlon: ;_,l Last Update

s L e s
Twlesphones Tyms: Bty Data: AN CED. SO0

Talephsne:
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1D r :259 _'_‘ILnrr'r M Johnson ] Generate 1D: _tl

Currant ldnntiﬁnal:innl Alternate Identification Address I

Talaphone eiographical I E-rmiail I Emargancy Cnntat:t]

From Date: [is3uczoos m Vo Date: | -l I Inactivate Address

Address Type: i L:I Permanant Mailing
| 13

Sequence Number:

Street Line 1: {41 chamberlin way
Street Line 2:

Street Line 3:
City: Mew Durham |
State or Province: MH _;lhlnw Hampshire

Z1P or Postal Code:  [03855-2340 = |
County: -]
=l

Mation:

LMWES
Telephone Type: 1S-SEP-200% |
Telephone: | |
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Other automatic actions:

Will change all upper or lower case letters to capitalizing only the first character
» Zip code automatically populated when City and State code entered

» City and State populated if Zip Code entered

» 4 digit routing code added to Zip Code during all updates

» Abbreviations will be converted to match USNH standards

St or ST converted to STREET

Rd or RD converted to Road

Refer to the following link for other abbreviation examples
http://usnh.edu/banner/training/active/Module3.pdf
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MR Reporting Changes

Presently, MR has identify the current address with the Address
Sequence Number (Seq No.) equal to 1. Most reports that have
addresses displayed on them look for this condition (Seq No =1) to be
satisfied. After CLEAN__Address has been implemented, addresses with
Seqg No = 1 may not always be the current address for an address type.

MR has developed a flag to denote the current address. The MR Team

Is going to modify all the published reports to use this flag to show
current addresses. MR is asking HR Creators and Deskl users to modify
any custom reports they have created that show addresses. MR has
provided detail instructions on how to modify reports to show the most
current address.

If you don’t make the changes, your reports will always extract an
address with a sequence of 1. This could be an old address.

If you require any assistance, MR will be happy to provide instructions
or set up a demo session.
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E-mail Address Changes
Select the E-mail tab

Next Record until you get to the E-mail type you
want to change. (It should be the active E-mail
address)
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Stepl Next Record until you get to the Address type you want to
change. (It should be the active address)
Step 2 Check Inactivate box

B 0racle Developer Forms Runtime - Web: Open > PPAIDEN
File Edit Options Block I[tem Record Query Tools Help

B HBAEE Y0 REXME QS BE mH ¢ H O] X

% Identification Form PPAIDEM 7.2.3.1 (BTST)

1D: I 259 ;ILarr\,r M Johnson Generate ID: ﬁl
Current Identificatiunl Alternate Identification Address Telephone Biographical E-mail Emergency Contact
E-mail Type: M ;I Campus E-rnail =

E-mail Address: |larry.johnson@usnh.edu

" Preferred v Inactivate: ¥ Display on Web CWRL
Comment: | Activity Date: I23—P.PR—2DDE—J User: |wini_LUSER

[ 1
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6259 ||E|Larr3r M Johnson Generate ID:

Current Identification || Alternate Identification || Address Telephone || Biographical | | Emergency Cu:nntactl

E-mail Type: --

E-mail Address:

r praforred

E-mail Type: El

E-mail Address:

T Preferred IT Inactivate IT Display on Web T urL
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(22

Current Identification H Alternate Identification || Address Telephone Biographical | Ernergency Contac

E-mail Type: M EICamr:uuz E-mail

E-mail Address: |larry . johnson@usnh.edu
" preferred Inactivate Display on Web T URL

Comment: | | Activity Date: User: |LMW6E.

E-mail Type: M ]EICampus E-rail

E-mail Address: |[larry.johnson@usnh.e
" Preferred nactivate Display on Web T URL

Comment: | | Activity Date: User: |LMW6E-
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Comment: Activity Date:

Banner

E-mail Type: --

E-mail Address:
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Comment: Activity Date: User: [LMWaR

Banner

E-mail Type: --

E-mail Address:




USNH
Updating Addresses in Banner

Banner

E-mail Type: --

E-mail Address:
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