Work Address input tips for milConnect

This document is intended to supplement the milConnect job aid.

US Bank requires a work address verification specifically for the A/BO and Cardholder roles within
PCOLS. This verification is performed against the U.S. Postal Service (USPS) database during input of
the address to the milConnect application as well as in AIM. The difference is you can push past the
verification in milConnect and it will update with the address you enter. This is not the case when
submitting requests from AIM to the bank.

Work addresses entered into milConnect will update the DEERS application which then updates the
AIM application of PCOLS. During both new account creation requests and demographic information
updates, performed in AlM, these addresses are fed across to the bank. Certain fields of the address
must be valid and formatted correctly or submission may result in an AIM error or a bank submission
failure error as the request is processed.

This appears to be a more common issue with OCONUS addresses than CONUS addressess but this
information applies to both types. **NOTE — OCONUS users must enter an APO or FPO, etc. address
into milConnect. Foreign country addresses cannot be verified and will generate an AIM error or a
bank submission failure so should not be used.**

Below are screen prints and more information on ways to verify and submit a work address into
milConnect that should prevent address related errors.

Access to milConnect can be reached by one of two ways.

1) Log into AIM (https://www.dmdc.osd.mil/appj/pcols-web/), go to your “Profile” tab and select the
“Update user information” link in the Your User Informatin section

2) Log into milConnect at https://www.dmdc.osd.mil/milconnect/ . Input the work/duty address under
the correct persona tab “MIL”, “CIV” or “LN” as determined by the persona type you are using for your

PCOLS role. In other words, if you have multiple CACs which one was used to redeem your token or
token nomination for your PCOLS role. **NOTE** Addresses in your “Personal Information” tab will
not feed into AIM.
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Below is an example of a valid and successfully submitted work address.

. MIlC@nnect rsomse

Update and View My Profile®@
Information

Persona information has been successfully updated to DEERS. You can continue to make additional updates.

Famiv Members ’ Personal Information
| Personnel Status
Persona Type:
- E DoD Assodiation:
Administrative Organization:
Duty Organization: E]
Duty Suborganization:
Office Symbol:
Job Title:

This section is not required
for PCOLS use. =

* Address Line 1 [Unit 2048

Address Line 2
=ity [APO
State [AP [=]
Zp (96278 -[2048
* Country |United States =

Find nearest RAPIDS location
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Below is an example of a work address that was submitted but could not be verified as valid.

m|ICanec’r I

My Profile »

L?.} Warning

CIV Duty Address has NOT been verified, You can submit if it is correct by checking the box in the Addresses section and dicking Submit below,

Family Members Personal Information
(Pelson nel Status 1
Persona Type:

DoD Assodation:
Administrative Organization:

Duty Organization:

Duty Suborganization:

Office Symbol:
Job Title:

This section is not required
for PCOLS use.

Duty Installation/Location:

Building:

Room:

Begin Date:
rojected End Date:
Pay Grade:

ona Lsername:

I By checking this box, I confirm that ALL postal addresses are correct. I

CIV Duty Address

This field must be US alphanumeric, dot, underscore, dash,
* Address Line 1 | 5 RECOMNNAISSANCE 5Q FFDHRO percent and apostrophie characters,

Address Line 2 [Unit 2048]
*City [APO
State (AP =)
Zip (95278 -[20%8

* Country |United States [=l

Find nearest RAPIDS location |

If you receive this WARNING message please follow the below steps before checking the box and
resubmitting the address as milConnect will accept the address you have entered without a warning
message the second time around. The steps below will identify where there is some flexibility and
where very specific requirements must be followed in a work address submission.
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1) Address Line 1 & Line 2 — There is some flexibility as to what can be entered in either or both of
these lines. A valid unit number is recommended for an APO/FPO address but not necessarily
required if steps #2 - #5 are followed. NOTE **Address lines can include up to 40 alphanumeric
characters including a dot (period), underscore (_), hyphen (-), percent (%), apostrophe (‘), and
semi-colon (;). Do not use forward or back slashes (/ or \) or any other special characters not
listed as acceptable.**

2) City — APO/FPO, avoid abbreviating Cities for CONUS addresses (example Fort Dix instead of FT
Dix)

3) State — must be a valid entry from the drop down (AA, AE, AP, etc.)

4) Zip Code — Valid zip code

5) Country — The country must be United States when using an APO/FPO address. Using an
APO/FPO address but entering the actual country you are in WILL cause an error in AIM or at
the bank.

NOTE **The Work address and MIL Duty address are the same for our purposes. If you are entering a
work/ MIL Duty address in the “MIL” persona tab please make sure to uncheck the box (if present)
signifying the” MIL Duty” and “Attached Unit” Address are the same as shown below. We want the MIL
Duty Address to stand alone for submission in milConnect and transferring to DEERS followed by AIM. **

S et | it

Addresses
MIL Duty Address
|&F| The duty address = the same as the Attached Unit address
Attached Unit Address

Address Ling 1t 5 RECONNATISSAMNCE S0 FRDERO
Address Line 2@ UNIT 2048

City: APO

State: AP
fip:  96278-20-48

Counfry: US

6) Scroll to the bottom of the screen and select “Submit” to resubmit the address.
Once the address is submitted it may take up to 24 hours to populate into AIM. Once it does
appear in AIM please confirm the APO/FPO along with AE, AP or AA and the zip all appear. The
country of United States will not appear in AIM.

7) Proceed with completing the account request or demographic update.
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A second option is to check the address at USPS and find a valid address before entering it in
milConnect or at least confirm the APO/FPO with state AA, AE or AP and zip are valid. Follow the
above steps — go to www.USPS.com and to the “Look up a Zip Code” tool or use the below link to go
directly to the zip code look up action, and input the address.
https://tools.usps.com/go/ZipLookupAction!linput.action

e USPS.COM

Quick Tools

Search USPS.com or Track Packages Q

Ship a Package ~ Send Mail ~ Manage Your Mail  ~

Business Solutions ~

Look Up a ZIP Code™ still Have Questions?

Browse our FAQs »

By Address By Company Cities by ZIP Code™ Gifts for Collectors,
Enthusiasts, and Fans

Look up another ZIP Code™ » Shop stamp
artwork )

You entered:

UNIT 2048
APO AP 96278

I Here's the full address, using standard abbreviations and fon'rlaning...l

UMNIT 2048
APQ AP 96278-2048

Show Mailing Industry Details @

Despite USPS not recognizing the listed squadron below this address will pass edits in AIM because
the Unit, APO and zip code are recognized as shown above.

= USPS.COM

Quick Tools

Search USPS.com or Track Packages Q

Ship a Package ~ Send Mail ~ Manage Your Mail  ~

Shop ~ Business Solutions ~

LOOk Up a ZIP COdeTM Still Have Questions?

Browse our FAQS »

By Address By Company Cities by ZIP Code™

You entered: Look up another ZIP Code™ »

5 RECONMAISSANCE 5Q FDODHRO
UNIT 2043
APO AP 96278

=] Unfortunately, this address wasn't found.
@ Please double-check it and try again.

9/19/14 Page 5


http://www.usps.com/
https://tools.usps.com/go/ZipLookupAction!input.action

