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Using the Address Checker

Market: Federal/State/Local, House, Senate

Description: The 1Q Address Checker allows verification and standardization of
mailing addresses within the United States according to U.S. Postal Service standards.
It also retrieves the ZIP Code's Plus 4 extensions along with the carrier route,
congressional district, and county of the address.

These instructions teach users how to use the 1Q Address Checker for search and
analysis of contact records.

Viewing capabilities of the Address Checker

1. Navigate to Contacts > Utilities > Address Checker.

Contacts

Utilities

My Contact Lists
Codes
Address Checker

2. Inthe Address Lookup, select an option to lookup.

Contacts » Address Checker Lookups

Lookup Type Address Lookup (V]

Cities in a ZIP Code
Address Line 1 Cities in a State
IZIP Codes in a City
Address Line 2 Streets in a ZIP Code
. Street ZIP Detail
City ZIP Code Information
State Distance Between ZIP Codes
About Address Checker
ZIP Code

Lookup
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Using Address Checker for Contact Record(s)

1. Navigate to Contacts > Find Contacts > Find or Add a Contact.

Home Contacts &

Find Contacts

Find or Add a Contact

2. In the Find Contact pane, select an attribute (e.g., title, organization, etc.) and
enter information in the field. Click Find Existing Contacts.

3. Check the box for all or specific records. Click More and select Address
Checker.

Find Contact Contacts » New

Name (Mr. Joe T. Quorum Jr) 2 Flnd or Add a Contact (6 Results) ®

Email 0 Add Contact  Change 0 New e More Q Sort: Relevance (Desc) o
Phone Number +Message  +Default Service +Service  +Attachment + Save List ftion Delete
Add to List
Title @ Thomas, Constance Grace Export List =n: 93 Completed: 156)
Proi Address Checker 2n: 3 Completed: 6)
- roject Manager - =n: 4 Completed: 1)
Leidos Leidos Print Label
7990 Quantum Dr Print Envelope
L Vienna, Virginia 22182-5255 VA11
Organization2 Business: (703) 000-0000
. training@igservicedesk.com
Street Address
+Message  +Default Service +Service +Attachment +Opinion +Household +Organization +Affiliation Delete
Street Address2
C}_Quorum, Mr. Jonathan Messages: (Open: 8 Completed: 8)
Gi i Outreach: (Open: 3 Completed: 0)
ity Systems engineer Services:  (Open: 0 Completed: 0)
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4. Select an option in the Address Type field and click Run.

Run Address Checker for 6 Contacts

L LT ‘ Preferred Addresses =

Settings Q

Preferred Addresses

Primary Home Addresses
Primary Business Addresses
All Addresses
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