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Tips and Tricks

SIMS Zip Tip
In order to enter a 9-digit zip-code in the Address tab of the SPAIDEN form, you need to do the following:
· Enter the 5-digit zip code. 

· Press [Tab].

· The City, State and County fields will automatically populate.  If they do not, contact Deno Tufares.
· Return to the Zip Code.  Enter a hyphen (-) first then the remaining 4 digits. 

If you enter the entire 9-digit zip code the first time, the City, State, and County fields will NOT automatically populate when you press [Tab].  The negative to this is three fold:

1. You have more manual typing to do.

2. The system doesn’t double-check that the City, State and County listed for the zip code are accurate. 

3. Maryland addresses require the County field.  It can be difficult to select the correct county manually.  

Note: Occasionally the city that automatically populates won’t match what the student entered on their application.  If this occurs, you can click in the City field and change the city name manually to match the application. 
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