
DPS Tips & Tricks 
Using City Finder in DPS 
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City Unknown 

What to do when you receive “City entered is not 
found or recognized” by DPS 
1. When entering the City into the City field on the Customer Information, Duty Station, 

Pickup and Delivery address sections – do not hit tab or enter. This prevents the city 
listing from populating. Delete what has been entered  and re-enter it without hitting 
Enter or Tab. This will allow the city listing to populate correctly 

2. Some cities do not have their own ZIP code and will not appear in the City Listing in 
DPS. For example, some bases utilize a ZIP code that the United States Postal 
Service lists as a larger, nearby City. Customers can look up the ZIP Code on the 
USPS website. This will show what city is listed for that ZIP. Delete the city entered 
and re-enter the City that is shown in the USPS website – remember not to hit tab or 
enter.  

3. Some cities or duty stations have to be entered in a certain way.  For example, the 
city of O'Fallon must be entered as "o fallon" and McGuire AFB must be entered as 
"mc guire.“ Delete the City entered and re-enter using no punctuation or in an 
alternate way. 

 
NOTE: screenshot examples of scenarios on following slides 
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City Unknown 
Scenario 1: 

Scenario 1:  
 
Member typed in 
city and hit tab or 
enter. City did not 
appear in drop 
down listing or no 
drop down listing 
populated. 
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Scenario 1(with screenshots):  
 
Member clicked Rolodex icon; next clicked Add Address, entered City of Silverdale and 
clicked enter – no listing populated. 
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6. 

SCENARIO 1 Solution: 
 
If the Tab or Enter key is hit after typing in the City, the screen will refresh and a drop down menu will not appear. 
 
To ensure that the drop down menu with it’s selection of cities appears, make sure NOT to hit the enter or tab key.  
 
In DPS, whenever you need to enter a city, you only have to type in the first four letters. The system will present you 
with a drop down menu of all recognized locations beginning with those four letters and you select from the listing. 
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City Unknown 
Scenario 2: 

Scenario 2:  
 
Member stationed 
at Bangor, WA 
98315. DPS does 
not show that duty 
station in the drop 
down listing. 
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1. 

2. 

3. 
4. 

Scenario 2 Solution:  
 
1. Go to www.USPS.com 
 
2. Click Look Up a ZIP Code on the left side of the screen 
 
3. In the box that pops up, on the bottom next to the find button, click the words 
“More lookup options”.  
 
4. Select Look Up a City by ZIP Code. 

http://www.usps.com/
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SCENARIO 2 Solution (Cont): 
 
5. Enter the ZIP. Click Find. 
 
6. The site returns a preferred city; use 
this city to enter into DPS. 

5. 

6. 
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City Unknown 
Scenario 3: 

Scenario 3: 
 
Member entered O’Fallon in new Duty Station location and city not found.  
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Scenario 3 Solution: 
 
Some duty stations have to be entered in a certain way. For example, the city of O’Fallon must be entered 
without the apostrophe mark.  
 
Some areas, might also need to have an additional space added such as McGuire AFB would be entered as 
just “mc guire”. 
 
Delete the entry and re-enter by omitting the punctuation marks or  adding a space. 
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 JTR: https://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf 

 DTR: https://www.ustranscom.mil/dtr/dtrp4.cfm 

 DOD Household Goods Portal:  http://www.move.mil 

 NAVSUP Navy Website:  www.navsup.navy.mil/household  
 US Marine Corps Website: http://www.marines.mil/  
 Army Website:  
 US Air Force Website: www.ppahq.af.mil 
 US Coast Guard Website: www.uscg.mil/  
 POV Locator:  http://www.pcsmypov.com/  
 Shipping a POV:  www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_3.pdf   
 Storing a POV:  www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_4.pdf 

 Weight Estimator: https://www.move.mil/resources/weight-estimator   
 It’s Your Move Booklet: www.ustranscom.mil/dtr/part-iv/dtr_part_iv_app_k_1.pdf 
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