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EMPLOYEE ADDRESS HISTORY 

LCPtracker has created the ability for Contractors to enter multiple addresses for a single employee in order 
to create a history of residences.   Users will be able to associate a move-out date with all historical 
addresses, allowing LCPtracker to pull reporting data based on where an employee was a resident at various 
times.  

This training document will walk users through: 

• Entering or editing a current employee address 

• Updating an address when an employee has moved residences 

• Adding in historical addresses for an employee 

• How the system will review employee addresses when a user uploads payroll data 

• How reports in LCPtracker will reference an employee’s current and historical addresses 

• Administrator set up steps 

Please keep in mind that while LCPtracker will allow users to edit, or even delete, stored addresses, the 
system will NOT automatically update Certified Payroll Reports to reflect any address changes made on the 
Employee Profile.  CPRs are legal documents that LCPtracker will not dynamically update or modify. 
 

LCPtracker welcomes you to contact the LCPtracker Support Team should you have any questions on this 

new functionality.  The Support Department is available Monday through Friday, 5:00am through 5:30pm PST at 

(714)669-0052 option 4. 

You may also email them at Support@lcptracker.com or Chat then via your LCPtracker database through the “Live 

Chat” feature. 

 

mailto:Support@lcptracker.com
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IMPORTANT TIPS 

Below are a few important tips and reminders on entering data for an employee’s address history. 

1. For users who upload payroll data: 

 

a. Begin with your oldest payroll first and move forward in chronological order.  While this is 

not a system requirement, it will produce the best results in creating historic addresses for 

employees if there are any address changes. 

 

b. Please take the time to review the updates of both the address and any move-out dates 

that were autogenerated after upload. If the system finds a new address for an employee 

during the upload process, the system will automatically add it to an employee’s profile as an 

aid to users.  When this happens, a validation flag will appear on the employee’s payroll 

asking the user to verify the changes. This is important information to verify prior to a payroll 

being certified so please do take the time to carefully review the changes and update if 

necessary. 

 

2. The system will not allow two consecutive addresses that are identical.  If adjustments need to be 

made, in certain cases an address may need to be deleted and re-entered instead of just editing 

the information. 

 

3. Updating or adding an address or move-out date will not automatically update a Certified 

Payroll Report (CPR).  A CPR is a legal document that will not be dynamically updated if an 

employee profile has updates made.  Users will need to recertify any CPRs in order for the document 

to reflect any employee address changes done after the payroll has been certified. 

 

4. Validate all addresses in LCPtracker – current and historic.   While most Administrators have this 

as a hard requirement, it is easiest to do this when creating an employee profile and completing the 

validation at that time.  Good data going in, means good data coming out! 
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ENTERING EMPLOYEE ADDRESSES 

NEW EMPLOYEES 

As a Contractor using LCPtracker, an Employee Profile must be created for every employee who will be 
reported on Certified Payroll. 

In the Add/Edit Employee page, found under the Set Up tab, the top section will display much of an 
employee’s personal information, including an easy way to view an employee’s current address at the top of 
the page.  Historically in LCPtracker, this was the only location to enter an address. 

With the enhanced capabilities to enter a history of residences for an employee, there is now a separate 
section called “Address Information” where all address information will be entered and stored. 

 

 
 

ADDING A NEW ADDRESS 

If an existing employee in LCPtracker has a new address from the one that was previously entered, navigate to the 

Address Information section on the Employee Profile and then click “Enter New Address”. 
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1. On selecting this, a pop-up dialog box will appear allowing a user to enter the “Move-out Date” for the old 

address. 

Please note that the move-out date must be prior to today’s date and duplicate move-out dates are not allowed. 

 

2. Once a Move-out Date has been entered, click on “Done” 

3. The address will now automatically move into the “Historical Addresses” section and the fields to enter a 

new, current address will be clear to enter the new information. 

 

4. Enter the new, current address 

5. Validate the new address by clicking “Validate Address” (This verifies the address against the US Postal 

Service) 

6. Remember to “SAVE” at the bottom of the page 

7. Make any updates later by clicking “Edit Current Address” 
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ADDING ADDRESS HISTORY 

Users may choose to add past residences directly into the “Historical Addresses” section under the Address 

Information section.  Simply click on “Add Historical Addresses” and a pop-up dialog box will appear to enter the 

past address, including a move-out date.   

 

Remember to Validate the address and then hit SAVE at the bottom of the page! 

 
 
Once addresses are added into the Historical Addresses section, one will be able to easily view the related 
information, like the move-out date and validation status. 
 

 
 

EDITING OR DELETING ADDRESSES 

While LCPtracker will allow users to edit, or even delete, stored addresses, the system will NOT automatically 
update Certified Payroll Reports to reflect any address changes made on the Employee Profile!   
CPRs are legal documents that LCPtracker will not dynamically update or modify. 
 

If a user tries to edit or delete an address where payroll is associated, the 
system will display a warning notice such as the one below.  It will be the 
responsibility of a user to re-certify or update a CPR in the case of address 
changes. 
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Please note that LCPtracker does not allow for duplicate addresses if they are in consecutive order.  The 
system does allow for duplicate addresses as long as there is a unique address in between. 
 
If users find that they need to edit an address to change the chronological order and in doing so receive a 
message that they cannot have duplicate addresses, please delete one of the addresses and then make the 
corrections as needed. 
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PAYROLL UPLOAD & ADDRESS HISTORY 

For users that upload payroll into LCPtracker, be sure to begin with your oldest payroll first and move forward in 

chronological order.  While this is not a system requirement, it will produce the best results in creating historic 

addresses for employees if there are any address changes. 

When a Contractor uploads payroll data into LCPtracker, the system will check each employee’s address 
on the upload file against the address that exists in the Employee Profile within the system. 

To aid a user in detecting changes in employee addresses, the system will automatically insert a new address 
into an Employee’s profile and will auto-calculate an estimated move-out date. 

LCPtracker will flag users of these changes and will prompt the users to review and update any applicable 
data.  Please take the time to carefully review the addresses and move-out dates prior to certifying the 
payroll.   

UPLOADING A CPR FILE UNDER 30 DAYS 

If an upload file contains an employee address change and has a payroll week-end date UNDER 30 DAYS 
from the date of upload, then the following will automatically take place in the system: 

1. The address on the upload file becomes the new, current address 

2. The current address (under the Employee Profile) moves into address history with an auto-generated 

move-out date of the week-end day of the CPR on the upload file minus one day. 

3. Since LCPtracker is auto-generating an estimated move-out date, a Validation flag will alert the user on the 

employee’s payroll to review the move-out date for accuracy. 

 

UPLOADING A CPR FILE OVER 30 DAYS 

If an upload file contains an employee address change and has a payroll week-end date OVER 30 DAYS from 
the date of upload, then the following will automatically take place in the system: 

1. The current address (under the Employee Profile) will stay the same 

2. The address on the upload file will automatically move into address history with the move-out date 

being the week-end date listed on the upload file. 

3. Since LCPtracker is auto-generating an estimated move-out date, a Validation flag will alert the user 

on the employee’s payroll to review the move-out date for accuracy. 

NOTIFICATION OF AN AUTOMATICALLY UPDATED ADDRESS 

In the case that LCPtracker finds an employee address on an upload file that is not in an Employee’s Profile and is 

automatically inserted following the business rules listed above, a Validation message will trigger on the employee’s 

uncertified payroll to notify the Contractor of this change and request that they review the changes and update as 

necessary. 

The payroll Validation Notice will contain a hyperlink that will take the Contractor directly to the Employee’s profile to 

review. 
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Once at the Employee Profile, please pay close attention to any addresses placed in the Historical Address Section 

and if the Move-out Dates entered are correct. 

Make any necessary updates and hit SAVE on the page.  The system will automatically take the user back to the 

payroll screen and the validation flag will have been cleared. 

If no updates are needed, hit CANCEL on the page and the system will automatically take the user back to the 

payroll screen and the validation flag will have been cleared. 
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REPORTS AND ADDRESS HISTORY 

Report Logic 

Many LCPtracker reports are now able to reference an employee’s current and historic addresses in 

generating data.  When an employee has two, or more, addresses during the period being reported on, the 

system will allocate hours against each address appropriately. 

The following report logic is in place when a report references multiple addresses or geographic areas for an 

employee: 

Referencing a Historical Address’ Move-out Date 

If an employee has both a “current” address and a “historical” address, the system will be looking at the move-

out date associated with the historical addresses to determine which address falls into the time frame of the 

report parameters. 

The move-out date is considered the last day at an address.  The next day is the new, or current address. 

Reports that Run by Calendar Date 

When an address changes in the middle of a 7-day period on a calendar-date based report, the hours will be 

totaled by day based on the address that was current for that respective day.  

Reports that Run by Week-end Date 

For reports that are filtered by week-end date, the most current address will be reflected for that respective 

week-end date. 

For example, if employee has more than one address and the address move-out date lands in the middle of 

the week, the system will use/display the new, most current address instead of the old address. 

Reports that Contain a Head Count 

If there is a head count for each location category, and an employee falls into two location categories (be it by 

city or geographic area, etc. . .), then the employee will be counted twice.  

However, the “Totals” row or section will only show the employee counted once on the overall project totals. 
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ADMINISTRATOR SET UP 

This section is for database Administrators to understand what changes need to be made on the Admin side to 

properly utilize Employee Address History functionality.  Please work with your LCPtracker Project Manager to 

implement this functionality and ensure proper set up. 

TURNING ON EMPLOYEE ADDRESS HISTORY FUNCTIONALITY 

Your LCPtracker Project Manager will need to engage Employee Address History for your database. 

As part of the implementation, they will review the overall functionality and discuss any reporting needs and if your 

account contains any custom reports that need to be updated to properly handle referencing historical addresses. 

VALIDATION SETTINGS 

Review the Validation Setting for your database and ensure they are properly enabled. 

There are three Validation Settings that should be turned on in order to flag contractors if they have not met the 

necessary criteria. 

 

 

VAL_59. If Address Verification is enabled, it validates that the employee’s address has been properly 

verified. Default – off, Recommended settings are Yes/Notice/Enforce  

**Certain Admin Roles will have the ability to check “Exempt Address” if determined the address should be exempt  

 

Contractor’s Validation Message:  

The employee’s address has not been verified. Go to Employee Setup and verify the address of this employee. 

VAL_59 

 

VAL_59a. Checks if an employee's address or address history has been automatically updated by the 

system after payroll upload and needs to be reviewed by the Contractor. Default/Recommended is 

Yes/Warning/Alert or Yes/Notice/Enforce 

This validation will flag a Contractor if they have uploaded a payroll file, the system detected an address change for 

an employee and then automatically placed the address into their Employee Profile.  The address would either be 

placed as the new “current address” or was entered into the historical address section with an estimated move-out 
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date inserted.  This validation will show to the contractor so that they are aware of the automated change and are 

prompted to review the change and make adjustments, if necessary.  As long as they navigate to the employee 

page and view it will be enough to clear the validation message.  

Contractor’s Validation Message: 

This employee's address has been automatically updated by the system based on a new address found in your 

payroll upload file and needs your review for accuracy on the address and move-out date entered (if applicable). 

Please click here to review the new address.  VAL_59a 

 

VAL_59b. Checks if an employee's address history contains any duplicate move-out Default/ Recommended 

settings are Yes/Notice/Enforce  

This validation will flag a Contractor if they have two addresses in the historical address section with duplicate 

move-out dates.  This may occur if the system autogenerates a move-out date after a Contractor uploads payroll 

and the system finds an address change.  If the autogenerated move-out date is an exact match to one the 

Contractor entered previously for another address, this validation will trigger and the user will need to update one of 

the dates before they are allowed to certify the payroll. 

Contractor’s Validation Message: 

This employee has two duplicate move-out dates within their address history. Please click here to review and 

update the dates.  VAL_59b 

 

EXEMPTING AN EMPLOYEE’S ADDRESS 

With Validation 59 enabled to require that all addresses be validated against the USPS, Contractors will not be able 

to certify a payroll without passing validation. 

It is rare, but a situation may arise where an employee’s address is an actual residential address, but it is not found 

within the USPS database, meaning that it is not a deliverable address for the postal service.  This could be due to 

several factors including employees who live in rural areas or whose homes are newly built and have not been 

established with the USPS. 

If it determined that an employee should be exempt, a Project Administrator with allowed privileges can do so under 

the Admin Tab >> Edit Employees.  

*WARNING* Exempting address should be used sparingly and ONLY in the case where there is no 

alternative.  An exempted address means that the employee WILL NOT be counted on reports that are 

tracking residency. 

Exempting a “Current” Employee Address: 
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Exempting a “Historical” Employee Address: 
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SUPPORT ASSISTANCE 

Should you find that you have any further questions, please feel free to contact our Support Department 

anytime, Monday through Friday, 5:00am through 5:30pm PST at (714)669-0052 option 4. 

You may also email them at Support@lcptracker.com or Chat with them via your LCPtracker database 

through the “Live Chat” feature. 

mailto:Support@lcptracker.com

