UPDATING ADDRESSES FOR MULITPLE PARTICIPANTS IN A CASE

In eWiSACWIS, the Case Address is the Primary Residence address of the Reference Person in
the case. The Case Address should match the address in the Person Management record for the
participant listed as the Reference Person. Participants in the case who live at the address listed
on the Address tab of the Maintain Case page can have their address updated in their Person
Management record from this tab. For example, if the family moves, this will be the easiest
method to update all the participants’ records at once.

1. From the desktop, click on the Cases expando to view all cases.

2. Find the case where an address change needs to be recorded and click on the Case Name
hyperlink to open the Maintain Case page.
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3. Click on the Address tab. Enter an Effective Date and fill in the remaining updates on this

tab.

{'_ Maintain Case - ID: 9222109 - Windows Internet Explorer
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4. Click on the Update button. This will open the Update Address page.
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5. The Update Address page lists all the participants in the case and their addresses. All
household members will have the checkbox automatically checked.

,g Update Address -- Webpage Dialog

e
cWiSACWIS
—Case Address

225 Main Street, Apt. D, Eagle River, AP 92355

—Update Participants Residing At Case Address
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[T Aladdin, Papa (3224141} 271875 225 Learjet Way, Eagle River, AP 52356
C/O Mike Fernald, 225 Main Street, Apt. D, Eagle River,

v Allen, Amanda J (9222030) 0aM32003 AP 92355
¥ Fruit, Frances R (9222385) 02191597 225 Main Street, Apt. D, Eagle River, AP 923556
[+ Joyner, Trevor (9224951) 123 Main, Apt. 102, Madizon, 74215
[¥ Monster, Girl (9224251) 051712001 ?EEET: Aladdin, 225 Main Street, Apt. D, Eagle River, LI

6. For each participant whose address needs to be updated to match the address on the Maintain
Case page, verify the checkbox next to the participant’s name is checked. For any household
member that you do not want to update the address for, verify the checkbox for that

participant is not selected. Click on the Save button. Click on the Close button to return to the
Maintain Case page.
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