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Objective:  Adding a New Zip Code to your Zip Autofill Database    

Note:  When the Zip Autofill box is checked, CME WEB Tracker will 
automatically enter the City and State when you enter a Zipcode.  However, 
if the Zipcode is not currently in the system, you may enter the Zipcode, City 
and State to the database.  Once entered in the system, you will only have to 
enter the Zipcode and the Zip Autofill will automatically enter the City and 
State.  

Step 1:  In the People section, General tab 
a. Zip Autofill box is checked 
b. enter a Zipcode in the Primary address box.   
c. Press Enter.  (Fig. A)  

     

Fig. A
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Step 2:  The Zip Not Found popup appears.  The Zipcode you entered          
              turns red letting you know the database could not find it 

a. Click Close.  
b. uncheck

 
the Zip Autofill box.  (Fig. B)  

 

Fig. B
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Step 3:  Enter the name of the City and State in the Primary address box.  
a. Confirm the Zipcode.   
b. Click the Green Plus icon.  (Fig. C)   

 

Fig. C

   

Step 4:  The Add new Zip Code Popup appears.  
a. Click OK.  (Fig. D)  

 

                                          Fig. D
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Result:  You now have a new Zip Code added to your Database.  Whenever 
you enter this new Zip Code, the City and State will automatically be entered 
in for you.  (The Zip Autofill box must be checked)  (Fig. E)   

 

Fig. E

   


