B Tips for HTML Address Book Entry

Overview

This work instruction contains helpful tips for entering HTML address book
requests into the NIS Address Book.

This work instruction shows the process for:

Phone Numbers

Name Separation

Alpha Names with a Hyphen

Punctuation in the Alpha Name

Two People in Alpha Name

Physical address and PO Box
RR and PO Boxes

Businesses with a SSN

.com businesses

Business with "The" in the Title

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.
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Nebraska Information System (NIS)

Tips for HTML Address Book Entry

Steps

Entering Phone Numbers

Heguestor Information

* Harme: [TODD SHIELD

* Agency Hame: [Dept of Adm Services

* phone Number: | - j1-0804

* Email &ddress |L'\.-h"r'-JI:I'r-'.-1|.-'. cabe. e ud

Address Information

" Alpha Name [F_JH]NG ADVENTURES

Mg Hame [FISHING ADVENTURES

* Address Line 1:[5876 MAIN 5T

Address Line £ |

sddress Line 2:|

Address Line 4 [

* City |L.':“".'."LN

* Gtate: | Mebraska
® Tip: [AES06-5326

* Courtry: | Select,.,

Phone Number: [402 - |rER-52as

Fau Numbex: | « [

Contact Name: [BILL SMITH

* Entity Type: | Mon-corporabe "'I

Tan ID or S5N: (4750853541 Plasss mal -2 brm lo Stale Accowahng

1. Itis extremely important to add the phone number and a contact name to the
Address Book request. This saves the person processing the request a lot of

time if questions should arise.
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Nebraska Information System (NIS)

Entering Name Separation

Tips for HTML Address Book Entry

Aiddenss Tnbormal bin

= dlpha Name |MDH-_.¢-\N¢- JOSERPH

Mailng MName |.'-C"3E="" MATINTANL

* Address Line 1 |1 47AS TOUCHDOWN LN

bddress Ling 2 [

Addreds Line 3.|

address Ling 4|

" City |EJ'-'-h= FRANCISCO

" Eiaba |fa|rﬁrn|5

* Ip:|20587-0111

* Courtry: | Select

Phone Numbes |'."-.'IE1 - |555-1212

Fai Numbes: | - |

Contact Name: |

* Entity Type:|Person ']

Tau [0 or S5N:|FOD161616 Plegss mad W@ iorm do Stale Accounhng

1. The above request has no comma separating the last name and first name in

the Alpha name field. (MONTANA JOSEPH).

Address Tnformation

* Alpha Mame: [MONTANA, JOSEPH

Maiimg Name |." OSEPH MONTANL

* Address Line 1 |1-1'-‘|’-|"- TOUCHDOWN LN

Address Line 2:]

Sddress Line 3 |

sddress Ling 4

" ity |":'~i‘-h FRANCISCO

* Btate: | Calformia =]
" T m
* Country: | Select =]
Phone Number |:'.'IEI |555-1212
Fax Humber: | = |

Contact Name: |

" Entity Type: [Person "']

Tan 10 or S5N: |S0B161616 Plegss mal W@ form lo Slale dccounhng

2. The image above illustrates how the request should be entered and how it
will appear in the system. The last name and first name are separated by a

comma (MONTANA, JOESEPH).

& Remember to insert a space between the comma and the first name. Not
entering a space will cause difficulties when trying to query on a name in the

Address Book.
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Nebraska Information System (NIS)

Entering Alpha Names with a Hyphen

Tips for HTML Address Book Entry

Reguestor Information

* Name:|

* dgency Name |3|’:-IE'IZ‘|:.

* Phone Number r

* Email Address |

Address information

* Alpha Name: [JONES-SMITH, COMNNIE
Mailirg Name: |':I'."'|:'\IIE JONES-SMITH
" Address Lee 1: |".='E'5 HYPHEN 5T

Address Line 2:|

Address Line 3:|

address Lon l'l
* ity [MALCOM
* State |Hvr-r.:-,l-4
* rip: 64230111
. I_‘n:"_.nt|-,_|:._|.'llr.||.t.
Phone Number: [402

- |555-2223

Far Number: |

Contact Narme: |

* Entity Type: | Person -l

T [0 gor SSN:

SUTDLRL0L Plaass rrail W-8 kv lo Slake Sccounting

1. The above request has a hyphen in the Alpha name field. (JONES-SMITH,
CONNIE) This is not allowed in the Alpha Name field in the Address Book. The

hyphen will be replaced with

a space.

ﬁ Only a comma is allowed in the Alpha name to separate the last name and

first name.

Address Information

* Alpha Name: PONES EMITH, CONNIE
Maileng Mame: [CONNIE JONES-SMITH
* fddress Line 10 |555 HYPHEN ST

bddress Line 2 |

sscldress Line 2:

address Ling 4

* City: [MALCOM
* Gtate:[Nebraska =]
* 2ip:[60423-0111
* Gty |E-e-|ert _ﬂ

Bhone Number |4Cl:

cdda

|EEEE

Fan Numbes |

Contact Mame:|

* Entity Type: | Person "'I

Tan ID of B6N: [SOTE26262  Pesss mal H-8 e ko Slake Accounling

2. The image above illustrates how the request should be entered and how it

will appear in the system
CONNIE."

& Note the hyphen is gone

. The Alpha Name field will read "JONES SMITH,

and a space was added in its place.
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Nebraska Information System (NIS) Tips for HTML Address Book Entry

Entering Punctuation in the Alpha Name

Adderss Tnformalion

* alpha Name: [UMPIRE CO., TNC,

Mailng MName |'JMP‘EF'E Co, TNC

* hddress Ling 1:[123 MalN 5T

bddress Ling 2 r
Addreds Line 3.|

Address Ling 4|
* ity JLINCOLN

* Bhate: [Nebraska =]
*Im m
* Courtry: | Select _ﬂ
Phone Numbes |-'I'TIE.' - |4H59-6565
Fai Number: | = |
Cantact Hame: |

* Ertity Type: |Person ']

Tan ID or SSN:[4TEI5Z155 Plegss mad W@ lomm do Stale Accounhng

1. The request shown above contains punctuation in the Alpha name field.
(UMPIRE CO., INC.) Punctuation is not allowed in the Alpha name field.

& However, the Mailing Name field may include any necessary punctuation.

Address Informalivn

* glpha Hame: |UMPIRE CO ING]

Maiing Name: [UIMPIRE CO., INC

* sddress Line 1:[123 MaIN ST

Address Line 2 [
Address Line 2 |
address Ling 4:|

* City: JLINCOLN

* Gtate: [Mebraska =]
* I lm
" Courtry |5E'|E'L't ﬂ

Phone Number: [402 - [¢Bo-8565

Fai Numbes: |

Contact Nasme: |

" Emtity Type: [Person "]

Tan 1D or S5N: [470952155 Plesse mal W@ orm ko Siale Accownhing

2. The image above illustrates how the request should be entered and how it
will appear in the system. The Alpha Name field will read "UMPIRE CO
INC".

& Note the punctuation may still remain in the Mailing Name field. (UMPIRE
CO., INC))
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Nebraska Information System (NIS)

Tips for HTML Address Book Entry

Enter Two

People in the Alpha Name Field

Address ITnformation

* Alpha Mame: [THOMPSON, ROBERT & SALLY
Mg Hame: [ROBERT & SALLY THOMPSN

* ddress Ling 1: [897 SOUTH 5T
Address Line 2:]

Address Ling 2 |

address Ling 4
" City: JLINCOLN

* Giate: [Mebraska =]
* Tip: |68521-0001
* Courtry |‘.-E'|E'l:t _‘_'J'

Phone Number |-1-:'E' - |436-4432

Fan Numbes: | - |

Contact Hame: |

* Entity Type: |Person 'I

Tan I0 of S5N: |S05551540 Eagse mad B form io Siake Accownhng

1. The request shown above contains two people in the Alpha name field,
(THOMPSON, ROBERT & SALLY) and a Social Security Number in the Tax ID

or SSN field.

& Only the owner of the Social Security Number is allowed in the Alpha Name
field. However, both names may be entered in the Mailing Name field.

Address Imformation

* alpha Mame: [THOMPSON, ROBERT]

Mailng Name: [ROBERT B S4LLY THOMPSN

|E0T SOUTH 5T

© Address Line 1

hddress Ling 2 [
Adldress Line 2 |

Address Ling 4:
* City: JLINCOLN
" Ghate: [Mebraska
" I Im

" Country: | Select

- [438-9432

-1
1

Phone Humber |-|-"."'£

Fak Humber: |

Contact Name: |

* Enrtity Type: [Person -]

Taw [0 or 55N: |S05551540 Plagse mad IW-0 form io Stale Accownhng

2. The image above illustrates how the request should be entered and how it
will appear in the system. Note that only one name appears in the Alpha
Name field (THOMPSON, ROBERT).

& Note that both names remain in the Mailing Name field (ROBERT & SALLY
THOMPSON).
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Nebraska Information System (NIS)

Tips for HTML Address Book Entry

Entering Physical Address and PO Box

Address Inlormation

* alpha Mame: [GONZALES, ROBERTD

pMaibng Mame: [ROBERTO GONZALES

* address Line 1: [P0 80 555

Address Line 2/ [1542 AT

Address Line 3 |

Address Ling 4|

* City: JLINCOLN

* Sate: [Nebrazka

* Ip: 5852140001

* Cowntry: [Select

Phone Number [402 - j43m-4432

Fai Numbes: | - |

Contact Name: |

* Entity Type: | Person "'i

Tan [0 or S5M:|S05551548 Flegss mad W-Q form io Siale Accownhng

1. The address lines in the request illustrated above are not correct. If both a
physical address and a PO Box need to be entered in the Address Lines, the PO
Box is entered on the bottom (higher numbered Address Line field).

Address Trformalion

* flpha Name: |[GONIALES, ROBERTO

Maitng Name: [RFOBERTO GONZALES

* hddress Line 1:[1542 A ST

Address Line 2: [FD BOX 555

Address Line 2 |

address Ling 4

* City: JLINCOLN

* Etate: [Mebraska

* Tip: |68521-0001

" Courtry |E-F|E":t

Phona Mumbes |-l-:IEL - |436-4432

Fax Mumber |

Contat Name |

" Entity Type: |Person *]

Tan [0 or S5N:|305551549 Plegse mall -0 form fo Stale dccounhng

2. The image above illustrates how the request should be entered and how it
will appear in the system. The PO Box has been entered in the higher numbered
Address Line field. ("1542 A Street" has been entered in Address Line 1, and
"PO Box 555" has been entered in Address Line 2.)

& If no PO Box is available and the mailing address includes a suite # or an
apartment #, the address must all be entered on one line.
(Ex. 1542 A Street #5.)

ﬁ This will be the case with any request, whether it is a business or an

individual.
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Nebraska Information System (NIS)

Entering RR and PO Box

Tips for HTML Address Book Entry

Address Information

* alpha Name: [SMITH, JOSEPH

Mailing Mame: [JOSHEPH R. SMITH JR.

* address Line 1:|RR 1 PO BOX 5

Address Line 2:|

Address Line 3:|

Address Line 4:|
* City: JASHLAND

* State;lNebraska

* Zip:|6584—1—0 124

* Country: |Select..

Phone Number:|402

- [333-5555
Fax Number:l

-
Contact Name:l

* Entity Type:lperson 'I

Tax 1D or SSN:|52?4—62388 Please mall W-9 form to State Accounting

1. The request illustrated above has both a PO Box and a RR address entered
incorrectly. Both a PO Box and a RR address should not need to be entered in

the Address Lines.

ﬁ Mail for a PO Box is delivered to the post office
who receives mail at their house in the country.

. A RRis for a rural customer

Address Information

* alpha Mame: [SMITH, JOSEPH

Mailing Mame: [JOSHEPH R. SMITH JR.

* address Line 1: /PO BOX 5

Address Line 2: |

Address Line 3: |

Address Line 4:|
* City: JASHLAND

* State:lNebraska

* Zip: |65814—D 124

= CDuntry:lSeIect...

Phone Number: [402 - [333-5555

Fax Number:l

-
Contact Name:l

* Entity Type:lPerson vl

Tax ID ar SSN:|52?462388 Flease mail Mtg form

o State Accounting

OR
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Nebraska Information System (NIS) Tips for HTML Address Book Entry
|

Address Information

* alpha Name: [SMITH, JOSEPH
Mailing Name: [JOSHEPH R. SMITH JR.
* address Line 1:[RR 1 BOX 5
Address Line 2:|
Address Line 3:|
Address Line 4:|
* City: |ASHLAND

* State: |Nebraska x|
* Zip: |65814—0124
* Country:lSeIect... =l
Phone Number: [402 - [333-5555
Fax Number:l - |

Contact Name:l

* Entity Type:lF‘erson 'I

Tax ID or S5 |52?462388 Flease mail W-3 form to State Accounting

2. The images above illustrate how the request should be entered and how it
will appear in the system. The PO Box OR the RR address has been entered in
the Address Line field.

ﬁ This will be the case with any request, whether it is a business or an
individual.
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Nebraska Information System (NIS) Tips for HTML Address Book Entry

Entering Businesses with a Social Security Number

Address Information

* Blpha Name: [SMITH, T

W adirsg MName |'!h‘ CMITH

dddrass Lea 2 |l!3 MEIN 5T

address Line 3 |

addrass Line 4|
* City: [LINCOLN
* Gabe: [Nebraska |
* 1p:|68505-0236
Country |E-E'|E'l:t _:_]

Phiohe Numbear |4-I'Z‘ = [421-9999

Fayx Number |
Contact Name |:"J:T'-F5'IL:"':-

1. The request illustrated above is for a business that is run by a Social Security
Number. The above request has been entered incorrectly. The name of the
business should be entered in the Alpha Name field, while the name of the
person who owns the SSN should be entered in the Mailing Name field.

ﬁ Address line 1 will be “DBA business name” and Address line 2 will be the
address of the business.

Address Information

* Blpha Narme: [SMITH CONSTRUCTION
Mailirsg Marme: [TIM SMITH
* Address Line 1:[DBA SMITH CONSTRUCTION
Address Line 2:[123 main ST

Address Line 2:

Address Ling 4:[
* City: [LINCOLN
* Gtate:|Nebraska =]
* 7yp:[68505-0238
" Couwntry |GE'|E'L1 _':]

Phane Humber [402 - [+21-50m9

Fad Numbes |

Contact Name: [TIM SMITH
* Ertity Type:[Person =]

Tan 10 or 55N [SOBSS5555 Flesse mail W-0 tomn o Siste dccounting

2. The image above illustrates how the request should be entered and how it
will appear in the system.

Alpha Name - Name of the business
Mailing Name - Name of the person who owns the SSN

Address Line 1 - doing business as (DBA) "business name" (DBA SMITH
CONSTRUCTION)

Address Line 2 - Address of the business
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Nebraska Information System (NIS)

Tips for HTML Address Book Entry

ﬁ This process can also be used for businesses that are LLC and non-

corporate.

Entering .com Businesses

Address Information

" Blpka Name |e’:-a'.- oom

Mailireg Mame |-n!-.w.| om

* Address Ling 1:[545 & 14TH ST

Address Lew 2 |

address Line 3:

address Line 4 |

* City |f"|lL~'W-'\J.'| EE

* Gtate | WHSCOnSm

" Ip: (951420162

* Country |E-E'|E'l:t

Phione Numbar |'.= o9

Fay Number | -

Contact Name: [JOHN DOE
rate =]

Tax [0 or 55N [

* Entity Type |'-:'-

Flagss mall W-2 ivm o Siafe Sccounting

1. The above request has a period in the Alpha name field. (ebay.com) This is
not allowed in the Alpha Name field in the Address Book. The period (.) will be
replaced with a space.

& The Mailing Name field may contain necessary punctuation.

& Only a comma is allowed in the Alpha name to separate the last name and

first name.

Address Information

* Alpha Mame: febay com

Madirg Marme |u‘.-.1'.- .com

* bddress Ling 1:|545 5 14TH 5T

address Line 3 |

Address Line 3: |

Address Line 4 |

= - |M|'L-.'\'N,|I EE

T Ctate |-".'|'=:7\-"|5|r

" I |95 0162

® Courtry |=_-E'|E'l.'t

Phane Numbar |‘??? = |535-5555

Fa# Numbars | = ':

Contact Name: [MOHN DOE

* Ertity Type: [Corporate =]

Tax ID or 55N Flags mal W2 Bvm Io 5i5te Accouning

2. The image above illustrates how the request should be entered and how it
will appear in the system. The Alpha Name field will read "ebay com".

ﬁ This will be the case with any request, whether it is a business or an

individual.

ﬁ Note the period is gone and a space was added in its place.
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Nebraska Information System (NIS) Tips for HTML Address Book Entry

Entering Businesses with "The" in the Name

Address Information

* Alpha Name: [THE MONE'T COMPANY
Masilirsg Misrne: [THE MOKEY COMANY

* address Line 1:[555 BROAD ST
address Lime 2 |
Address e 3 |
Address Line 4|
*Ciby |HE'.-.' YK

* State: [New Tork =]
* Ip m
* Country:|Select. =]
Phone Number: [220 [555-1212
Fax Numbar | = {

Contact Name:|
* Emtity Type: | Person 'I

Tao! ID o SEN: [4TERSZ1SS Pease mal WA form o Sisle Accounting

1. The above request is for a business name starting with "The." (THE MONEY
COMPANY) This is not allowed in the Alpha Name field in the Address Book.
The word "The" will be removed from the Alpha Name field.

& The Mailing Name field may contain the word, "The".

Address Information

" Blpha Name |HC'HE'-' COMPANY

Mailing Name: [THE MONET COMANY
* address Line 1:[555 BROAD ST

Address Line 2:|

Addrass e 3 |

Address Ling 4|
City: [NEW DR
* State:|New York =]
* np:[10101-0001
* Country: [ Select =]
Phone Number: [990 [555-1212

Far Numbes | - i

Contact Name: |
* Entity Type: | Person "'I

Taoi ID o SEN: [4TBES2155 Pleass mal W-2 form o Siale Accounting

2. The image above illustrates how the request should be entered and how it
will appear in the system. The Alpha Name field will read "MONEY
COMPANY".

ﬁ Note that the Mailing name field can contain the word "The" (THE MONEY
COMPANY).
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