Introduction to Quotes

SALES

INTRODUCTION TO QUOTES

This manual will give you an overview of the Sales Quotes screen and its

related functionality.

A Sales Quote allows a customer to see the costs that will be involved for
desired work or parts required. Upon customer approval, the quote can be

converted into a Sales Order and then processed as either a POS Sale, New

Deal Sale or New Deal Rental. Where additional work or parts are required

on a current service call or project, the quote items will be added to the call

or project work order to process.
Sales Quotes can be created in BPO, CRM and Sales Studio.

" |f created in CRM, the Quote will need to be accepted by the cus-
tomer before the quote will be active and available for editing in
BPO.

" |f created in Sales Studio, the Quote can only be Viewed and any
changes to the Quote must be done via Sales Studio due to the
additional information that can be linked.

® Once the Quotes have been approved in either CRM or Sales Stu-

dio, the remainder of the sales process will be done in BPO.

D/ Note the following:

* You must have a customer set up in order to create a quote.

* Quotes can be raised against customers on hold. The System Val-

idation will prevent the creation of a Sales Order until the Cus-

tomer has been released from hold.
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TECHNoLOST== Introduction to Quotes

* |f the items on a quote are ordered on a regular basis by a cus-

tomer then the quote can be cloned to save time and ensure con-

tinuity.

* The use of Sales Templates is not supported in BPO2, as Sales
Studio has an improved template functionality. Sales Templates
can be applied to Quotes in CRM only where Sales Studio does

not exist.

Ribbon Access: Sales > Quotes
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[locations  Contract  Finance /HR Inventory i [Projects  Man i | Sadles | Service  Reporting Utiities

=| [ [=

@ Y = E|E

Customers Services Templates Commerdals POSLite |Quotes | Orders Invoices Credit Statement
Run

Notes
Master d Processing a L

f“

1. The Sales Quotes listing screen will display.
2. The list of all the Sales Quotes will be filtered using the Site and Status

selected.
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‘ Add Edit Delete  View Forward Accepted Rejected Convert Clone Print  Export | SaveLayout W Refresh

Order  Quote
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QuoteReference  CustomerCode  CustomerName QJvteDgsczbﬁvn‘@c;t;\iahe Currency ExchangeRate | TaxRate  QuoteDate S;Esmaﬁhyne Comments QuoteStatus Status
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» |QToooo261 HOPOO1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/2019  Bianca Du Toit N A
Q0000192 SAMOD1 Samanthas Diner test 376.06 USD 11.00 0.00 15/08/2017 BiancaDuToit test N A
QT0000232 HOPOD1 Hope Works (Pty) Ltd Option2 10,681.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A
QT0000278 BEA0D1 Bearing and Shoe 12345 9,292.54 ZAR 1.00 15.00 27/08/2019  Bianca Du Toit N A
QT0000175 DER0O1 Derton / Technologies ZARTTEM 10pe..  6,011.22 ZAR 1.00 1.00 10/08/2017 BiancaDuToit ZAR, ITEM, 10.. N A
Q0000169 BOT0001 Bothas Networkinginc ~ test 66.12 USD 10.00 0.00 08/08/2017  Bianca Du Toit N A
QT0000181 HOPOD1 Hope Works (Pty) Ltd TEST 427.50 ZAR 100 100 10/08/2017 BiancaDuToit test N A
(QT0000158 DER0O1 Derton / Technologies test 3,246.72 ZAR 1.00 14.00 07/08/2017 Bianca Du Toit N A
QT0000109 HOPOO1 Hope Works (Pty) Ltd test quote with ... 1,714.56 USD 10.00 14.00 02/03/2017 Judith Mudzengi N A
Q0000089 HOPOO1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 1.00 14.00 02/11/2016  Bianca Du Toit N A
Q0000244 HOPOO1 Hope Works (Pty) Ltd 1234 17,302.29 ZAR 100 15.00 06/11/2018 BiancaDuToit SomeNotes N A
Q0000301 HOPOD1 Hope Works (Pty) Ltd Test Marc 242,921.94 ZAR 1.00 15.00 10/07/2020 BiancaDuToit Text N A
Q0000146 DER001 Derton /Technologies 7412 984.95 ZAR 1.00 1.00 29/05/2017  Bianca Du Toit N A
Q0000152 HOPOO1 Hope Works (Pty) Ltd cal qoute retest 2,672.16 ZAR 1.00 100 04/07/2017  Judith Mudzengi N A
Q0000295 APPODOL Apple Juice Inc 123789_CloneQ...  17,500.47 ZAR 1.00 15.00 27/05/2020  Bianca Du Toit N A
(QT0000095 PANOO1 Panda Copiers 800.00 USD 10.00 14.00 04/11/2016 Bianca Du Toit N A
Q0000189 OFF001 Office Supplies Unlimited  test 5,553.93 ZAR 1.00 14.00 15/08/2017 BiancaDuToit test N A
QT0000118 HOPOO1 Hope Works (Pty) Ltd discount comme...  17,344.14 ZAR 1.00 14.00 13/04/2017  Judith Mudzengi N A
QT0000264 HOPOO1 Hope Works (Pty) Ltd test 8,625.00 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000258 HOPOO1 Hope Works (Pty) Ltd 1234 1,124.47 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
(QT0000281 BEA0D1 Bearing and Shoe 1234 0.00 ZAR 1.00 15.00 30/01/2020 Bianca Du Toit N A
QT0000235 HOPOO1 Hope Works (Pty) Ltd Copyof Option2  10,106.20 ZAR 1.00 15.00 27/06/2018  Bianca Du Toit N A
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SALES QUOTE STATUS

1. The Sales Quotes listing screen opens in the N - New Quote Status by
default.
2. Click on the Status down arrow to display the Status selection options;
e L - Salesman Released Quote
* P - Manager Approved Quote

.
* D - Manager Declined Quote
* A - Customer Accepted Quote
.
* R - Customer Rejected Quote
.
* | - Invoiced Quote
S Sales Quotes - BPO: Version 2.4.0.11 - Example Company bl o dlac]
| @ | vome | Ecupment/Locations  Contact  Finance /MR Inventory  Mai [Projects  Manufacturi Sdes  Sevie Reportng Ui — &
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O4XEH 6 0~ ~0am @ B ~ &0
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Maintain Navigat Process P o t «
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L Salesman Released Quote
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QuoteReference | CustomerCode | Customerhame Quoebemsitn [Quietoke [Grery [Extreioe [Tukste [QoiehfD | WarmDeched ke oteists [ ok
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» QT0000261 HOPOO1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/1 Invoiced Quote A
QT0000192 SAMOD1 Samanthas Diner test 376.06 USD 11.00 0.00 15/08/2 X Yy A
QT0000232 HOPOO1 Hope Works (Pty)Ltd  Option2 10,681.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
Qrooo2rs  BEAODL Bearing and Shoe 12345 9,292.54 ZAR 100 1500 27/08/2019 BiancaDuTot N A
QTO000175  DEROOL Derton /Techndlogies ~ ZARTTEM 10pe..  6,011.22 ZAR 100 100 10/08/2017 BiancabuTot ZAR,ITEM, 10.. N A
QT0000169 BOT0001 Bothas Networking inc test 66.12 USD 10.00 0.00 08/08/2017 Bianca Du Toit N A
QT0000181 HOPOO1 Hope Works (Pty)Ltd  TEST 427.50 ZAR 1.00 1.00 10/08/2017 BiancaDuToit test N A
QU018 DEROOI Derton /Technogies test 329672 R 100 1400 07/08/2017 BiancaDuToit N A
QTo000I08  HOPOOL Hope Works P)Ltd  testquotewith.. 171456 USD 0.00 1400 0203/2017 Judth Mudzengi N A
Q0000089 HOPOO1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 100 1400 02/11/2016 BiancaDu Toit N A
QT0000244 HOPOO1 Hope Works (Pty)Ltd 1234 17,302.29 ZAR 1.00 15.00 06/11/2018 BiancaDuToit SomeNotes N A
QT0000301 HOPOOL Hope Works (Pty) Ltd  Test Marc 242,921.94 ZAR 1.00 15.00 10/07/2020 BiancaDuToit Text N T
QT0000146 DERD01 oo et ees i 98496 ZAR 1.00 1.00 29/05/2017  Bianca Du Toit N A
QT0000152 HOPOO1 Hope Works (Pty) Ltd cal qoute retest 2,672.16 ZAR 100 1.00 04/07/2017  Judith Mudzengi N A
QT0000295 APP0001 Apple Juice Inc 123789_CloneQ... 17,500.47 ZAR 100 15.00 27/05/2020  Bianca Du Toit N A
Qroooo0ss  PANOOI Panda Copiers 800,00 USD 0.00 1400 04/11/2016 Bianca DuToit N A
QT0000189 OFF001 Office Supplies Unlimited  test 5,553.93 ZAR 100 14.00 15/08/2017 BiancaDuToit test N A
QTo000118 HOPOD1 Hope Works (Pty)Ltd  discount comme..  17,344.14 ZAR 1.00 14.00 13/04/2017  Judith Mudzengi N A
QT0000264 HOPOO1 Hope Works (Pty) Ltd test 8,625.00 ZAR 1.00 15.00 25/07/2019 Bianca Du Toit N A
QrooDo2ss  HOPODL Hope Works PH)LEd 1234 1,124.47 78R 100 1500 25/07/2019 BiancaDuTot N A
Qroooo2s1  BEAQDI Bearing and Shoe 1234 0.00 2% 100 1500 30/04/2020 BiancaDuToit N A
QT0000235 HOPOO1 Hope Works (Pty) Ltd Copy of Option2 10,106.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
e N S Sy SR e T IRy o P iy S " ~
Open Windows ~ | User: JdandaK | 19/02/2021 | Version: 24.0.11 | Example Conpany

RIBBON TOOL BAR

The Sales Quote ribbon action buttons will be available (bold) or unavailable

(greyed out) depending on the status selection.
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QUOTES MAINTAIN BUTTONS

1. From the Maintain ribbon section you can choose to Add, Edit, Delete

or View a Sales Quote.

2. Note that the Forward button is greyed out in the New Quote Status
and can be accessed when the Status is set to Quote Invoiced. This
gives you the ability to navigate to the invoice created at the end of this

sales process.
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I QT0000261 HOPOD1 Hope Works (Pty)Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/2019  Bianca Du Toit N A
QT000D192 SAMOD1 Samanthas Diner test 376.06 USD 11.00 0.00 15/08/2017 BiancaDuToit test N A
QT0000232 HOPOO1 Hope Works (Pty)Ltd ~ Option2 10,681.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
QT0000278 BEA0D1 Bearing and Shoe 12345 9,292.54 ZAR 1.00 15.00 27/08/2019  Bianca Du Toit N A
QT0000175 DER001 Derton /Technologies ~ ZARITEM 10pe..  6,011.22 ZAR 1.00 1.00 10/08/2017 BiancaDuToit ZAR, ITEM, 10.. N A
QT0000169 BOT0001 Bothas Networkinginc ~ test 66.12 USD 10.00 0.00 08/08/2017 Bianca Du Toit N A
QT0000181 HOPOD1 Hope Works (Pty)Ltd ~ TEST 427.50 ZAR 1.00 100 10/08/2017 BiancaDuToit test N A
QT0000158 DER001 Derton / Technologies  test 3,246.72 ZAR 1.00 14.00 07/08/2017  Bianca Du Toit N A
QT0000109 HOPOO1 Hope Works (Pty)Ltd  testquotewith..  1,714.56 USD 10.00 14,00 02/03/2017  Judith Mudzengi N A
QTO000089 HOPOO1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 1.00 14.00 02/11/2016  Bianca Du Toit N A
QT0000244 HOPOO1 Hope Works (Pty) Ltd 1234 17,302.29 ZAR 1.00 15.00 06/11/2018 BiancaDuToit SomeNotes N A
QT0000301 HOPOD1 Hope Works (Pty) Lt~ Test Marc 242,921.94 ZAR 1.00 15.00 10/07/2020 BiancaDuToit Text N A
QTO000146 DER001 Derton /Technologies 7412 984.95 ZAR 1.00 1.00 29/05/2017  Bianca Du Toit N A
QT0000152 HOPOO1 Hope Works (Pty)Ltd  cal qoute retest 2,672.16 ZAR 1.00 100 04/07/2017  Judith Mudzengi N A
QT0000295 APPODOL Apple Juice Inc 123789_CloneQ...  17,500.47 ZAR 1.00 15.00 27/05/2020  Bianca Du Toit N A
QT0000035 PANDO1 Panda Copiers 800.00 USD 10.00 14,00 04/11/2016  Bianca Du Toit N A
QT0000189 OFF001 Office Supplies Unlimited  test 5,553.93 ZAR 1.00 14.00 15/08/2017 BiancaDuToit test N A
QT0000118 HOPOO1 Hope Works (Pty) Ltd  discount comme...  17,344.14 ZAR 1.00 14.00 13/04/2017  Judith Mudzengi N A
QT0000264 HOPOD1 Hope Works (Pty)Ltd  test 8,625.00 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000258 HOPOO1 Hope Works (Pty) Ltd 1234 1,124.47 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000281 BEA0D1 Bearing and Shoe 1234 0.00 ZAR 1.00 15.00 30/01/2020  Bianca Du Toit N A
QT0000235 HOPOO1 Hope Works (Pty) Ltd Copy of Option2 10,106.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
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Open Windows ¥ | User: Julandak | 19/02/2021 | Version: 2.4.0.11 | Example Company 4

QUOTES PROCESS BUTTONS

1. On the Process ribbon section you can have Quote Accepted or Rejec-
ted buttons.

2. You can also Convert Order and Clone Quote.
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PRINT SALES QUOTE

3. From the Print ribbon section you can Print a Sales Quote and or
4. Export will allow you to export the Sales Quote listing screen in the

current Status, to a Microsoft Excel spreadsheet.
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I QT0000261 HOPOO1 Hope Works (Pty) Ltd 7894 1,618.97 ZAR 1.00 0.00 25/07/2019  Bianca Du Toit N A
QTD000152 SAMOOL Samanthas Diner test 376.06 USD 11.00 0.00 15/08/2017 BiancaDuToit test N A
QT0000232 HOP0O1 Hope Works (Pty) Ltd Option2 10,681.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
QT0000278 BEA0D1 Bearing and Shoe 12345 9,292.54 ZAR 1.00 15.00 27/08/2019  Bianca Du Toit N A
QT0000175 DER0O1 Derton / Technologies ZAR TTEM 10 pe... 6,011.22 ZAR 1.00 1.00 10/08/2017 BiancaDuToit ZAR, ITEM, 10.. N A
QT0000169 BOT0001 Bothas Networkinginc ~ test 66.12 USD 10.00 0.00 08/08/2017  Bianca Du Toit N A
QT0000181 HOPDOL Hope Works (Pty) Ltd TEST 427.50 ZAR 1.00 100 10/08/2017 BiancaDuToit test N A
QT0000158 DER001 Derton / Technologies  test 3,246.72 ZAR 1.00 14.00 07/08/2017 Bianca Du Toit N A
QT0000109 HOPOO1 Hope Works (Pty) Ltd test quote with ... 1,714.56 USD 10.00 14.00 02/03/2017 Judith Mudzengi N A
QT0000089 HOPOO1 Hope Works (Pty) Ltd 1234 40,370.28 ZAR 1.00 14.00 02/11/2016  Bianca Du Toit N A
QT0000244 HOPOO1 Hope Works (Pty) Ltd 1234 17,302.29 ZAR 1.00 15.00 06/11/2018 BiancaDuToit Some Notes N A
QT0000301 HOPOO1 Hope Works (Pty) Ltd Test Marc 242,921.94 ZAR 1.00 15.00 10/07/2020 BiancaDuToit Text N A
QTD000146 DER001 Derton / Technologies 7412 984.95 ZAR 1.00 1.00 29/05/2017  Bianca Du Toit N A
QTD000152 HOPOO1 Hope Works (Pty) Ltd cal qoute retest 2,672.16 ZAR 1.00 1.00 04/07/2017  Judith Mudzengi N A
QT0000295 APPO001 Apple Juice Inc 123789_CloneQ...  17,500.47 ZAR 1.00 15.00 27/05/2020  Bianca Du Toit N A
QT0000095 PANOO1 Panda Copiers 800.00 USD 10.00 14.00 04/11/2016 Bianca Du Toit N A
QT0000189 OFF001 Office Supplies Unlimited  test 5,553.93 ZAR 100 14.00 15/08/2017 Bianca DuToit test N A
QTD000113 HOPOO1 Hope Works (Pty) Ltd discount comme...  17,344.14 ZAR 1.00 14.00 13/04/2017  Judith Mudzengi N A
QTD000264 HOP0O1 Hope Works (Pty) Ltd test 8,625.00 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000258 HOPOO1 Hope Works (Pty) Ltd 1234 1,124.47 ZAR 1.00 15.00 25/07/2019  Bianca Du Toit N A
QT0000281 BEADD1 Bearing and Shoe 1234 0.00 ZAR 1.00 15.00 30/01/2020 Bianca Du Toit N A
QT0000235 HOPOO1 Hope Works (Pty) Ltd CopyofOption2  10,106.20 ZAR 1.00 15.00 27/06/2018 Bianca Du Toit N A
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Open Windows ~ | User:JulandaK | 19/02/2021 | Version: 2.4.0.11 | Example Company

SALES QUOTE LISTING SCREEN

USING FILTERS

For the purpose of this example, the list of Customer Accepted Sales Quotes

has been filtered using the Quote Date.

1. Change the Status to Customer Accepted Quote.
* The Sales Listing screen will display only Sales Quotes with a
QuoteStatus [A].
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2. Click on the filter next to QuoteDate to display the Date Filters selec-
tion box.

3. Click in the tick box(es) to choose the date(s) you wish to list.
* The example has 'Last Year' selected.

* Note that the Sales listing screen updated with the Sales
Quotes from Last Year only.

4. Click Clear Filter to reset the Listing Screen or click Close to continue

to the Sales Quotes listing screen with the current filter setting.

Sales Quotes - BPO: Version 2.4.0.11 - Example Company
[locations  Contract  Finance /HR  Inventory i [Projects  Man

-- " Hf-rT
X5 © 00 Pud% @ B — -6
e Forwa Accepted Rejected  Convert Clune Print  Export | Save Layout wmspaoes W Refresh
Order
‘\o a.‘

aintair 4| Na i i
Applied Filter : Is last year([QuoteDate])
QuoteReference | CustomerCode  CustomerName QuoteDescription  QuoteValue Currency ExchangeRate TaxRate |QuoteDate « ¥ Comments QuateStatis_Statu
v o ol o I

A

0 - s = - = Volses | DateFiters | o
QT0000288 OFFO01 Office Supplies Unlimited 14,317.50 ZAR 1.00 15.00 17/04/2020 A
Spedific Date Periods -
» QT0000304 HOPOO1 Hope Works (Pty) Ltd Test Marc 03 Fr 3,450.00 ZAR 1.00 15.00 10/07/2020

il LastMonth

[] This Month
[ NextMonth
] Last week W/ Last Year
|| This Week || This Year
] Next week ] Next Year
Clear Filter Close:

x /] Is last year([QuoteDate])

Open Windows v

| User: JuandaK | 22/02/2021 | Version:2.4.0.11 | Example Company

1. Click on the Values Tab on the Date Filter screen to display a date sum-
mary of the Sales Quotes that have been Accepted by Year and Month.

2. Click in the tick box(es) next to the Year and Month(s) you would like to
list.

* The example has the year, 2020, and the months of April
and July selected.
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3. Click on Clear Filter to reset the listing screen or Close to continue

with the current filter setting.

EJ/ Note that the listing screen has updated with your date selection.

Sales Quotes - BPO: Version 2.4.0.11 - Example Company [ =[x
/locations  Contract  Finance /HR  [nventory /Projects i Sdes  Service  Reportng  Ltd — & x
S © © O~ % @2® B B |~ 4
= G & Q ~ Eﬁ ﬁ ﬁ Durban S
clete  View | Forward | Accepted Rejected Convert Clone | Print Export | Savelayout Workspaces | |Customer ac. | Refresh
Order  Quote =
avigati... Process Print 4 Format 4 Current )
Applied Filter : [QuoteDate] >= '01/01/2020' And [QuoteDate] < '01/01/2021' /ﬂ
QuoteReference  CustomerCode  CustomerName QuoteDescription | QuoteValue | Currency | ExchangeRate | TaxRate [QuoteDate « 71 Comments OuoteStatus_Status
¢ o O o0 o = c = = = | R IAEFIIHS oy
» Q0000288 OFF001 Office Supples Unlimited 14,317.50 ZAR 1.00 15.00 17/04/2020 A
QT0000304 HOPOO1 Hope Works {Pty) Ltd TestMarc03Fr..  3,450.00 ZAR 1.00 15.00 10/07/2020 —— 2
- L 2018 a
» [] February
v [ June
- [ 2018
v [y
- M 2020
0— i
» Wy |
Clear Filter | Close
A A
3 [/ [QuoteDate] >='01/01/2020' And [QuoteDate] <'01/01/2021' ~ Edit Filter
Open Windows v | User:JulandaK | 22/02/2021 | Version:2.4.0.11 Example Company .
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Related Topics

* Add, Edit, Delete and View Quotes
* Accept and Reject a Quote

* Forward Navigation

¢ Print and Export a Sales Quote

e Generate a Sales Order
« CRM Basics - Quotes
¢ Clone a Quote

Creating a Quote from a Call

Creating a Quote from a Project
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¢ Link Quote Items to a Work Order
* Add new Quote in Sales Studio

BPO.MNU.062
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