Quick Reference Guide

How to use Quick Address

Quick address is an option for checking an address against the Australia Post Office
list of valid addresses.

It can be used to check Family Correspondence address, Student residential
address, and doctor’s address.

The address is entered in the Quick Address box with commas separating the

e street number/street name

e suburb

e state

e postcode.
In most instances it is sufficient to enter the street number/street name and suburb
only,

e.g. 3 Trentwood Park, Avalon, Click on the QUICK ADDRESS button to activate
address checking.

Family Correspondence Details

*Correspondence Name : |The Rileys ‘
Quick Address : [3 Trentwood Park, Avalon || Quick Address

e.g9. 1 Street Name, Suburb Name, Post Code, State ** It is important you separate the address parts with 3 comma **

**Suburb Name, Post Code and State are for Australian address only®*

*address : | ‘ *¥alid From Date : ]
| ‘ *¥alid To Date : JEE]
Suburb : :l *1s student address the same : |Yes |+
State : | NSW - MNew South‘Wales v *In Area: |MNo |v
Post Code : |:|
*Gountry @ | AUS - Australia ¥

Werify Detail Address validated []Accepted

Home Telephone No : | ‘

|
[ MNext & go to emergency contact ]

Family Email Address :

*Indicates mandatary field.

If the address is valid, the address will be automatically formatted into the Address,
Suburb, State, Post Code fields below the Quick Address box, and a v will be
inserted in the Validated box.
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Family Correspondence Details

*Correspondence Name : |Ri|eys ‘

**Suburb Mame, Post Code and State are for Australian address only™**

*Address : |3 Trentwood Park ‘ *valid From Date : H
| ‘ *¥alid To Date : E'
Suburb : *Is student address the same :
State : |NSW* New South Wales Ii] *In Area :
Post Code :
*Country : |AUB-Austraha M
validated []Accepted
Home Telephone No : | | \

Family Email Address : | ‘

[ MNext & go to emergency contact ]

*Indicates mandataory field.

If the address cannot be immediately validated, options are displayed in a pop-up
window e.g. entering 3 Park St, Mona Vale results in the following:

: [
A '* " Welcome 1o NSW Public Schools
Eao

Famiy Correspondence Dotals

Name : [File ]

Quick addrass : [3 Park 51 Mons velo | | Gunch Address |

2eate the addrscs parts with & comma **

Cubek Addrams

**5uburt N [7:55“5“”]

*valld From Date - [i7igzo0; |5

= Searching on... ¥ Park St, Mona vale
E_ ¥ Park Street, MONA VALE NSW. F2TE] 100% *valid To Dato :
{E] 2/52 Park Street, HONA VALE NSW 0 100%
[E] 271 Park: Street, MONA VALE NSW 2103 100% it address the same -
Kiosk 310 Park Street, HONA VALE NSW 203 8% e

5 Shap 310 Park Street, MONA VALE NSW a % *In Arma @ No ﬂ
[=] Shop 3 13 Park Sirest, MONA VALE NEW 103 Y e
{=7 Zhop 3 18 Park Street, MONA VALE NSW Falk] %
[E] uUnt 3 20 Park Streer, MONA VALE NEW 2103 9%
[E] Unit 3 44-40 Park Strest, MONA VALE NSW 210 %
[E7 Unit 3 50 Park Street, MONG VALE NSW 2103 %
[®] Unit 2 6a-66 Park Strest, MONA WALL NSW a0 %
[=] Uit 3 870 Park Street, MONA VALE HEW 103 ¥

Home (=7 Linst 3 72-74 Park Street, HONA VALE NSW nn N

Family
Cof ?.Elnemaenwwnlw

Matehas: 13
S WA = T 0
pr— o PR [P IO wa Ly - .

This address was not immediately validated because there are similar addresses on
the list. If the desired address is shown in the list, double click on the address and it
will be returned as the validated address and formatted as described above.
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If the street name is correct but the house number could not be recognised, a pop-up
window will display with additional options. In this example, the street is located but
the house number is not valid. To expand the house numbers click on the street.

& e

Quick Address

i [ Close ] [ Acceptas itis I

Bl Searching on... ‘31 Trentwood Park, Avalon'
-- Trentwood Park, AVALOMN NSW 66%

=53

w
=

Matches: 1

All the valid house numbers are listed. However, those in a sequence (1...6, 7....13)
are listed as a group and can be expanded by clicking on the numbers. In this case
the numbers were transposed when entered, number 13 was entered as 31. When
the numbers are separate, click on the required house number.

LS DU e, P e, D L L pn o vy sepci e Lie ay BEL o, o o el e S LU s e e s e e a
Quick Address B Quick Address i
¥ [ Close ] [ Accept asitis ] b [ Close ] [ Acceptas itis ]
= : Searching on... '31 Trentwood Park, Avalon' =] : Searching on... '31 Trentwood Park, Avalan'
E-: Trentwood Park, AVALOMN NSW 66 E: Trentwood Park, AVALON NSW B6%
EE] 1..6 Bl 7013
= 6a S
~E] b B s
713 B e
=] 13a ~[E] 10
= 14 SE 1
=] 14a = 1z
~E 148 ~E 13
~E 18
B 1
E] 21
e
g 1§
o Zal
5 El
- o
f
Matches: 11 Matches: 7
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The address for 13 Trentwood Park is entered in the appropriate fields and a
placed in the Validated box.

Family Correspondence Details

*Correspondence Name

*Address
Suburb

Post Code

Cancel

State :

*Country :

Home Telephone Mo :

Family Email Address :

: |Haven0ts |

**Suburb Mame, Post Code and State are for Australian address only™**

H |13Trentwood Park. | *%alid From Date : |19/09/2007 E|
| | *Valid To Date : [31/12/2099 | T8

: *Is student address the same : |ves V

MNEW - Mew South Wales V *In Area : |[No V
:

AUS - Australia [v]

[ Yetify Detail Address ] validated [] Accepted

| |

| |

[Save]| [ Save &Exit | | Next & go to emergency contact |

*Indicates mandatory field.

At times, an address may be locally accepted but is not valid on the APO list. If this is
the case, when the Quick Address check is carried out, a list of addresses may be
displayed that are appropriate. In this example, 3 Careel Head Rd is actually listed in
Avalon but is locally situated at Careel Bay. There are two options here:

Accept as it is — the address shown will be the Whale Beach suburb

Click on the address in the pop-up window and the address will show the suburb as

Avalon.
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Family Correspondence Details

*Correspondence Name : |Checker |
Quick Address : [3 Careel Head P, ‘Whale Beach | [ Suick Address
e.g. 1 Stree i ess parts with a comma **
P
Suburb N [Back | [Close | [ Acceptasitis
*Valid From Date : [1a/03/z007 | T
Searching on... '3 Careel Head Rd, Whale Beach'
[=] 3 careel Head Road, AWALGN NS 2107 80% *Valid To Date : [31712/2999 | T
=] 371 Careel Head Road, AYALON NSW 2107 B0%
[El Careel Head Road, AVALON NSW 60% ht address the same :
*In Area :
Home
Family g
Cal & go to emergency contact ]
*Indicates
| Matches: 3

Family Correspondence Details

*Correspondence Name : |Checker |

**Suburb Mame, Post Code and State are for Australian address only*™*

*Address : [3 Carzel Head Rd | *valid From Date : [19/09/2007 | &
| *valid To Date : [31/12/2393 | [
Suburb : |AVALON *Is student address the same :

State : |NSW—N9W South Wales M *In Area :
Post Code :
*Country : |AUS—AustraIia M
[ erilyDetail Address | 7 yalidated [ Accepted

Home Telephone No : | |

Family Email Address : | |

[ MNext & go to emergency contact ]

*Indicates mandatory field,

Button Functions:

CLOSE - returns to the Family Correspondence Details Screen without entering any

address details

BACK - if you have ‘expanded a sequence of house numbers and wish to close it,
use the BACK button
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ACCEPT AS IT IS — accepts the address as entered — use this if the address is
locally recognised or contains a property name
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