Providers need to enter a client’s address in EIS. All clients entered into the system must have a legal address attached to them.
Please follow the instructions pages 20-21 in the EIS CANS Manual
The Client demographic page
Click on [image: ]
Highlight Address
[bookmark: _GoBack][image: C:\DOCUME~1\LYNN~1.DOR\LOCALS~1\Temp\SNAGHTMLfda77c.PNG]
Click [image: ]
[image: ]


Fill in the following:

Start date: today’s Date

Address Type: Legal Residence (you may get a pop up in regards to the Address Type: Legal Residence- please click though the message and be sure that you have highlighted the Legal Residence—address type) A bug in the system

Address: Child’s Legal Address

City/Town: Child’s City/Town

Phone Number: Child’s phone number with area code and no dashes
Click [image: ][image: ]
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Directions:

Description:

Reason:
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GeoCode:
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[ This person is physically located at this address.
[ This person may be contacted at this address.

Local Service System:

11020
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