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of their respective owners. 
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license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means. 
Reverse engineering, disassembly, or decompilation of this software, unless required by law for 
interoperability, is prohibited. 

The information contained herein is subject to change without notice and is not warranted to be error-free. 
If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on 
behalf of the U.S. Government, the following notice is applicable: 

U.S. GOVERNMENT RIGHTS 
Programs, software, databases, and related documentation and technical data delivered to U.S. Government 
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable 
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use, 
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set 
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government 
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License 
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065. 

This software is developed for general use in a variety of information management applications. It is not 
developed or intended for use in any inherently dangerous applications, including applications which may 
create a risk of personal injury. If you use this software in dangerous applications, then you shall be 
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use 
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use 
of this software in dangerous applications. 

This software and documentation may provide access to or information on content, products and services 
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all 
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its 
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of 
third party content, products or services. 
 
SYSTEM POLICIES 
The tasks in this documentation provide end users with the tools to enter data and collect data in system. 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. 
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Address Book Change Request 

Address Book Change Request Overview 
Requests to change existing addresss book records must be submitted to the Address Book 
section of AS - State Accounting.  
  
An end user must have an Address Book Role associated with his/her User ID in order to access 
the Address Book Request/Change application.  
  
The Address Book Request/Change application is is used to request to changes existing address 
book records for the following Search Types:  

 F - Facility (State Agency Locations) 
 C - Customer (Outside State Government) 
 N - Non-Employee (State Board or Committee Member Expense Reimbursements) 
 V - Vendor (Procurement Purposes Only) 
 VP - Political Subdivision (Receives payments from the State) 
 PP - Payment (Payments made, and not included in any of the above criteria) 
 BV - Blind and Visually Impaired Clients 

It is also used to submit electronic attachments for existing address book records.  
  
W-9 forms are to be submitted in advance of a vendor being added to the Address Book. (Please 
navigate to www.irs.gov to find a blank W-9 form.) The agency may still enter the vendor 
Address Book HTML request form, but the request will be placed on temporary hold until the 
completed W-9 form is sent to State Accounting via email - as.stateaccounting@nebraska.gov, 
fax - (402) 471-0887, or regular mail. W-9 forms are required for the following:  

 New Business 
 Change of business name or Tax ID 
 Business is operating under an individual's Social Security Number 

Payment Terms - Any Federal Tax ID number receives Net 30. (If necessary, Payment Terms can 
be changed by using the Special Handling field in Voucher Processing.)  

Address Book Change Request Lesson 
Procedure 
 
 

 
Step Action 

1. End User MUST have an Address Book Role to request new Address Book records 
or changes to existing records. 

2. Click the State of Nebraska link. 
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Step Action 

3. Click the Address Book link. 

 
4. Click the Address Book Request/Change link. 

 
 

 
 

Step Action 

5. Filters 
 
Search for existing address book record to change. 
 
Use as many Filters as necessary to narrow search for a specific Address Book 
Record. 
 
     o Address Number 
     o Long Address Number 
     o Alpha Name 
     o Search Type 
     o Tax ID 

6. To populate grid based on Filter criteria, click the Find button. 

 
7. Click the radio button for the Address Book record to be changed. 
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Step Action 

8. Click the Select button. 

 
 

 
 

Step Action 

9. REQUESTOR INFORMATION 
 
o Name 
o Agency 
o Phone 
o Email Address - confirmation of address book record creation or update will be e-
mailed to this address 
 
Requestor Information is required.  This information is used for communication 
between the Requestor and the individual updating/creating the Address Book 
Record.  Information populates based on the Requestor's User ID and Address Book 
information. 
 
This information can be overridden, if desired.  
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Step Action 

10. Comments 
 
Communicate information specific about this request. 
 
This can include information like: 
 
o Request to change Search Type to ** 
o Associate an existing V - Vendor  address book record to a request for a PP 
o Indicate attachments to the submitted request 
 
Note: Comments field can be updated on all tabs. 

11. To update informaiton specific to the Address Book record, click the Address 
Information tab. 
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Step Action 

12. ADDRESS INFORMATION 
 
Information specific to address book records must entered in appropriate format. 
 
Real-time Address Book data populates from the ERP system. 
 
Overwrite data as necessary. 
 
NOTE: It is beneficial to communicate information regarding changes in the 
Comments field. 

13. Address Verification 
 
Verify proper Address Information through www.usps.com > Find a Zip Code. 
 
Reference Training Guide - Address Verification - USPS. 
 
To ensure accuracy of data and compliance with USPS standards, copy address 
information directly from USPS look-up into Address Book Request/Change 
fields.   

14. ATTACHMENTS 
 
Attachments can be included with requests for changes to existing Address Book 
records. 
 
Attachments can be W-9s or Text Attachments. 
 
Note: The documents attached to the Address Book Request/Change are to provide 
information concerning W-9's to the AS Accounting Address Book Team.  These 
attachments are NOT automatically attached to new or existing Address Book 
records.  
 
This eliminates the requirement to mail, fax, or e-mail W-9 documentation to AS 
Accounting Division. 

15. W-9 Submissions can be submitted via: 
 
o Attachments in Address Book Change/Request 
o FAX to (402) 471-0887 
o E-mail to as.stateaccounting@nebraska.gov; Subject Line: "W-9" 
o Mail 

16. Click the OK button. 

 
17. Click the OK button. 

 
18. Click the Close button. 
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Step Action 

19.  
End of Procedure. 
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