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PURPOSE:

To provide instructions for completing address changes received from the OnBase Workflow.
OBJECTIVE:
· To provide the necessary direction to ensure that address changes are correctly and accurately completed,

· To ensure consistent handling of address changes over time.
· To provide the necessary direction for modifying addresses and designating protected addresses in ATLAS.
PROCEDURES: 
I. OnBase Workflow:
1. Log in to OnBase, and go to the appropriate Workflow.
2. Expand COSC Support Services Finance LC and click on COSC- SS-Address Change Queue.  See Figure 1.
Figure 1
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3. Click on a case in the queue to view the Update Information form in OnBase.  See Figure 2. (this sample is just one of our forms)
Figure 2
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II. ATLAS:
1. Search for the case in N4D ATLAS by putting the ATLAS Number in the CAST Screen or by using SUOC to pull up the case.

A. If the case status is CLD, the case is closed and the change is not required. 

B. If the case is not found on N4D ATLAS, check 4D ATLAS as instructed on #1. If found on 4D ATLAS (make no changes) print out address change and place the copy in an Interoffice envelope, label the envelope DCSS-966C. Then delete the case from the queue and move on to the next case.

2. CAST: If there is an ATLAS case on the Update Information form, use the following directions to display the case:

A. Go to the Direct Command line and type CAST and press Enter.  
B. Type D into the Action line and then enter the ATLAS Number on the Case line.  Press Enter to pull up the case. 
3. SUOC: If there is no ATLAS Number, use the SUOC Screen to display the case by the court case number.
A. Go to the Direct Command line and type SUOC and press Enter.

B. Enter the court case number under Support Order Number and delete CASE # if any # is there and press Enter.  See below:
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C. Type CAST on the Direct Command line and S to select the correct case from the displayed list.  Press Enter to bring up the selected case on the CAST Screen.  See Figure 3.

Figure 3
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4. On the CAST Screen in ATLAS, verify the parties’ names on the Update Information form match the names in ATLAS.  See Figure 4.

Figure 4
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5. Determine if the change is for the Custodial Parent (CP) or the Non-Custodial Parent (NCP).

A. To change the address for the CP, go to the Direct Command line and type CPDE and then press Enter.

B. To change the address for the NCP, go to the Direct Command line and type NCDE and then press Enter.

6. Updating the Address

A. On the CPDE or NCDE Screen, set the Action to M to modify the information on this screen.

B. Tab down to the current address on file and replace this with the new address.
C. If there is an Apt #, Unit # insert on line below the address line.
D. If there is other missing or updated information, such as a phone number or a parties’ name, update these fields on the demographics screen.

E. Once the necessary fields are updated with new information from the Update Information form, press Enter to save the screen.

F. Once the information is saved, the ATLAS Screen will display Person Modified Successfully at the top left corner of the screen.  See Figure 5.  The CAAL Screen is also automatically updated whenever there is a change to the CPDE or NCDE Screens.  See Figure 6.
Figure 5
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Figure 6
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III. Protected Addresses:
1. These requests will likely be on the red Protected Address form, these are given to the Lead in FSS.
2. Check ICIS by case number.
3. In ICIS when you come across the following examples you can recycle the red Protected Address form in the recycling bin so it can be destroyed.

Order of Protection
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Yes
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4. In ICIS when you do not see Order of Protection or Yes in the column, look in the body of ICIS for an IWO. Check the IWO to make sure it is an N4D Atlas case.  Search for the case in N4D ATLAS by putting the ATLAS Number in the CAST Screen or by using SUOC to pull up the case.

A.  Go to the Direct Command line and type CAST and press Enter.  Type D into the Action line and then enter the ATLAS Number on the Case line.  Press Enter to pull up the case. 
5. The procedures for Protected Address Change Requests are the same as above with the exception of adding the letters OOP to the Non-Disclosure field on the CPDE/NCDE Screen when you are updating the address.  See Figure 7.


Figure 7
[image: image10.png]& stk o [E=
File Edit Settings.. Line Transfers Help
Person displayed successfully

V4FCHKDL wx ATLAS T1: ARIZONA NON IU-D PROGRAN xx JROQ_PoU
fpr 15,20 CP DEOGRAPHICS 12509 Pn
whetion (C,0,m: "
HLCT: "Doosh3b3ss # of Cases This Person
HLCI: 0008035364 Name: UNSELL, TYLER 10°5: 1
SSH: s25-07-c4se DOB: 08/25/58 Sex: M No1: Non TU-D: 1
UNSELL First: TULER Middle
W DOBT 05/29/1992  SSN: se5 o7 Z4%E Uer

Non-Disclosuret ord

Alias Nane

Last: First: Middle: sufs

Current Weiling Aadress

fddr: 646 5 SALIDA DEL SOL Phone Number: 480 298 5095
ALt Phone

City: FESH Str Az Zipr B5202 Cntry: USA

Comnents

DTrect Comand TTroe

Enter-PFi---PFz PFP——PFE-—PF9-—PFI0-—PFII-PFle-—-

Help Retrn Quit Prev Main
GLINKE.26 5270 FORM L 855 008




6. Once the protected address change has been completed, put the form in the recycling bin so that it can be destroyed.

7. At the end of the day, if there are any remaining protected address forms in the bin, the person assigned to them for the day will be responsible for securing these overnight and completing them the next business day.
POLICIES / RELATED DOCUMENTS:

· None

OTHER PARTIES INVOLVED:

· N/A
TIME / VOLUME:

· Varied
FREQUENCY:

· As required

PERFORMANCE MEASURE:

· N/A

SYSTEM ACCESS REQUIRED:

· OnBase

· ATLAS
REPORTS / FORMS:

· Superior Court Family Support Services Address Request form
· Superior Court Family Support Services Protected Address form
DEFINITIONS:
· N/A

APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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