ADDRESS INFORMATION

A home address is mandatory in CIPS. It is the responsibility of each provider user to
ensure the information is entered and current.

o Logonto CIPS.

o Enter the client’s Social Security number or full name. Each type of search must
be done separately. We recommend an ssn search first and a name search
second if the client is not found.

o Click Search.

o Click the row for the client you would like to enter address information for.

o Click the Show button to access the Client Demographic screen.

o Scroll to the bottom of the screen.

o The address is entered under the Common Demographics grid.
o Click on the chevron circled below to populate the fields.
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o Proceed with the following:

Note: The Address field is activated by using the [New] button below it.

Completing the Address field.
The address control has the ability to search and verify the address
entered by the user. Complete the Enter Address pop up box:

1. Select either the Domestic Address or Foreign Address radio

button.

2. Select an Address Type from the drop down list.
* Home
e Mailing
o QOther
Use the Address Line I field to type the address.
4. Use the Address Line 2field type additional address information,
if applicable.
Type a name in the ity field.
The State field defaults to Pennsylvania. Change the state if
applicable.
Type a postal code in the Zipfield.
Check the Current Residence check box, if applicable.
Click the [Search] button.
Review the Search Results. Select the alternate address, if
applicable. If the address does not appear verified or modified,
review the previous fields or use the Save Without Verification
check box.
11. Click the [OK] button.
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Note: Check the Save Without Verification check box, if applicable. Only
use if you know the address is correct. After the screen refreshes, click
the [OK] button.
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