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PROCUREMENT

ADD A SUPPLIER

Ribbon Access: Procurement > Suppliers
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ADD A SUPPLIER

The Supplier Listing screen will be displayed.
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Select the Site

* In this image Durban has been selected.
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e Click on Add.
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ADD SUPPLIER DETAILS

The Add new Supplier screen will be displayed.

* Type: Click on the drop-down arrow and select from the list the
Supplier Type, e.g. General Supplier or Finance House.

e Class: Click on the drop-down arrow and select from the list the
Class of Item Supplied or Service Rendered.

* Supplier Code: Type in the code you wish to use to identify the
Supplier.

@Note 1: The Supplier Code is very important because it is linked to Pastel Evolution

and all the supplier information and history will be linked to this code and not the Sup-

plier Name.

@Note 2: If you are manually entering the Supplier Code, the recommended standard

is using a supplier code which is 6 characters long starting with 3 letters and then 3 num-

bers.

@Note 3: From BPO2 v2.5.1.4 restrictions have been put into place to prevent special

characters from being saved. You will only be allowed to save upper case characters and
digits from O to 9.

* Supplier Name: Type in the name of the Supplier.

* Primary Contact: Type in the person who is your contact at this
Supplier.

* VAT No: Type in the VAT No. of the Supplier.

* Tax Rate: Type in the tax rate. If the tax rate is not set, your pro-
curement documentation will not calculate a tax value onto your
items.

* Secondary Rate: Type in a secondary rate, if applicable.
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* Currency: Click on the drop-down arrow and select from the list

the currency applicable to this supplier.

@ v Add new Suppher - BPO: Version 2.1.0.31 - Example Company
N/ Hore | Enmentad s Conbat FracesdiR vty MarwcesndPronc Mauficherg oarment Sd Seke Rty Ue - § X

HO

Type ' Physical Address

Class '
Suppher Code
Supplier Name
Primary Contact

Pastal Code
VAT o,

Tax Rate 1400 Billng Contact
Secondary Hate lilling Address
Carvency South African Rand ¥

Payment Tems '

Shigping Terms s
Ship Vi ’

Freght Tems

Freight Catret

Stes b
] Pretoria

Uil Postal Code

Order Hethod '
Order Address

noamy |y
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Add a Supplier

Payment Terms: Click on the drop-down arrow and select from
the list the payment terms of the Supplier.

Shipping Terms: Click on the drop-down arrow and select from
the list the shipping terms of the Supplier, if applicable.

Ship Via: Click on the drop-down arrow and select from the list
the type of transport used for shipping the item, if applicable.
Freight Terms: Type in the Freight Terms, if applicable.

Freight Carrier: Type the Freight Carrier, if applicable.
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lf'ﬁ ' ek s Suppher < BRO: Version 11,031 - Exarmple Company
Qmw.ﬂmhmmmmmqmmmmmhmmsmmm.ﬂ:

HO

Type Frice House 4 Physical Address
Class Purte .
Suppher Code 5877

Supplier Name Sione Fowe Ao,
Prmary Contact Caved Chrstogher

Postal €
VAT lio, 12225488 -

Tax Rate 1400 Billing Contact
Secondary fate 1750 Billng Address
Carrency Erish Pound ’

Payment Terms *
Shipping Terms y
Ship Yia ¥
freight Terms
Freight Cammier

Bill Postal Code

Gtes | Duban
[ preter

Open Windowe * 0t a0 4
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SHIPPING COSTS INCLUDED FLAG

* |f you wish Shipping Costs to be included in the cost of
parts/items received from this supplier then ensure that this flag

is selected.
* If you wish Shipping Costs not to be included in the cost of

parts/items received from this supplier and would like the ability
to add shipping costs to items/parts received then ensure that this

flag is not selected.

Important Notes:

If the flag is un-ticked, then any goods received from this supplier will

then be received into quarantine, where they must have shipping

costs added before the goods can be released, and then received into

store.

. The Company Configuration Enforce Quarantine must be selected.

In the Configurator, the Include Shipping flag on the Purchasing

Centre must be ticked.
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i Add new Supplier - BPO: Version 2.1.0.71 - Example Company - O X

|Home | Equipment and Locations  Contract  Financeand HR  Inventory

& [
H e
[

Save Back | Workspaces
-

and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiiles — & X

Pracess 4| Faormat

[=]
Type |Finance House -|* Physical Address 3
e g o
Class Parts - 2
Supplier Code 998877 *
Supplier Name [Stone Rowe &Co. |=
Primary Contact David Christopher
e Postal Code
VAT No. 122334455 b
Tax Rate 15.00 w|E Billing Contact
Secondary Rate | 17.5 Billing Address *
‘Currency | British Pound x|
Payment Terms | 30 Days from Invoice L
Shipping Terms | 10 Days - Signature -
Ship Via | 5ea - R
Freight Terms
Freight Carrier sites [ | Cape Town
Shipping Costs Included @ & Duan
e [] Johannesburg
Order Method - [ pretoria
Order Address

| 022ul 2018

 Sites: The particular Site check box will be auto populated accord-
ing to your site selection in the beginning of this process.

* Make sure that the correct site(s) have been selected for the Sup-
plier that you are setting up.

Help v2.5.1.4 - Pg 10 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Add a Supplier

Ho

G B

Lk

Functions

(e Wincks *

Add new Suppler - B0 Version 2131 - e Company

Type France bouse . Fhysical Address
(las Parts '
Suppher Code %4717
Suppher ame Stone Bowe ACo.
Primary Contact (e Ovsiches

I
VAT Mo, 1122354458 -

TaxRate 140 Balling Ciitact
Secondary Rate 17,50 Billeg Address
Comency 3h P .
Payment Terms 30 Days fom e '
Shippang Terms 1 Days - Sgratre ¥
Ship Vi ‘ea .
Treight Terms
Frexght Camer S

Stes ] Duan
Preioia

Bl Postal Code
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ORDER METHOD

* Order Method: Click on the drop-down arrow and select the
Order Method e.g. Email or Telephone.
* Order Address: Type in the Order Address e.g. the Email Address

if the order method is Email.
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Add a Supplier

Ho

G B

Lk

Functions

(e Wincks *

Add new Suppler - B0 Version 2131 - e Company

Type France bouse . Fhysical Address
(las Parts '
Suppher Code %4717
Suppher ame Stone Bowe ACo.
Primary Contact (e Ovsiches

I
VAT Mo, 1122354458 -

TaxRate 140 Balling Ciitact
Secondary Rate 17,50 Billeg Address
Comency 3h P .
Payment Terms 30 Days fom e '
Shippang Terms 1 Days - Sgratre ¥
Ship Vi ‘ea .
Treight Terms
Freaght Camer S

Stes ] Duban
Preioia

Bl Postal Code
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ADDRESSES

* Physical Address: Type in the Physical Address.
Postal Code: Type in the Postal Code.
Billing Contact: Type in the Billing Contact.

Billing Address: Type in the Billing Address.
Bill Postal Code: Type in the Bill Postal Code.
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@ ¥ Add new Suppler - BP0: Version 21031 - Example Company
Nl e | Euementord locaters  Conbpct FravcewdHL [mnlery Manrwrcs sndProec Mwulicirng Poarement Gy S ety (bl - 8 X

HO

Limes |

Trpe Frivee House . Physical Address
Class Parts .
Suppler (ode ¥3AT)
Supplier lame Sie Rowe A,
Primary Contact Davd Christapher

Postal Code
VAT lig. 12234455

TaxRate 1400 Billog Contact
Secondary Rate 17.9) Biing Addriss
Currency Eriteh Fourd T

Faymient Terms |30 Dt fam oz l
Shipping Terms. 1 Days - Seraiure .
Ship Vi Ses ¥
Freight Terms
Purchase Orders Fresght Camier St

Aequstons

Bl Postal Code

Stes ¥/ ben
(] pretera

Grder Hethod Eral '
Order Address  faride Batcnerond ok

Ay g
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Add a Supplier

ADDITIONAL DATA

Additional data allows for 10 extra fields of information that can be used
depending on your company's requirements. The definition for these fields
should be pre-determined and used as allocated. The labels for these fields

can be configured via user rights.

* Click on the User Defined dock panel tab to open the panel

_ BPO: Version 2. —Jalx

(30

X

Physical Address PO Box 1234

Supplier Code | PRI

Primary Contact Harry Jacksan

Tax Rate | 15.00

Supplier Hame | Sprint Distrbutors Local =

VAT flo. | 456789123 "

Secondary Rate 0.00

ForestHills

South Africa
Postal Code 1234

"
a
g g
&R
Eal
o
3
‘|4
pauea een | [Fra o | | ©

Billing Contact | John Martn
Billing Address &8

ForestHils
New Town
=
South Africa

Bill Postal Code | 1234

Freight Terms |30 days from Delivery

Freight Carrier | The Courier Guy sites |[] Bloemfontein
Processing - ] cape Town
Shipping Costs Included ¥/ b
Order Method Email - M Pretoria

Order Address  bianca.duteit@live.c0.2a

Open Windows ~

| User:BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company

* Type in the values as required if used by your company.
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- - Code - BPO: Version 2 ple Company —lox
Home | Equpment/locains  Conract  Finance /HR  Inventery  Maintenance /Projects  Manufachuring  Procurement  Sales  Service  Reporting  Ufitis _ @ x
=
Ho
Sae  Back | Workspaces
Process .| Fomat &
Links [ Other Data = e
Enter text to search,., » Type General Suppler - Physical Address PO Box: 1234 g
_—— Other1 | Additional info 1 =
5 Class Parts and Services - Forest Hils E
Functions _ ] Other2 | Additional info 2 e
Supplier Code |SPRODL *
Other3 | Additional info 3 E
Supplier Name | Sprint Distribuitors Local 5 H
Othera |Feld +
Primary Contact |Harry Jackson souhpfica | g
1234 Others | Feld 5 H
VAT No. | 456789123 8
Othert | el 6
Tax Rate | 15.00 - Billing Contact Jo Y
Secondary Rate 0.00 Billing Address 65 rove Road I
Currency  South African Rand - Ll
Nen Tomn
Payment Terms 0 Days from Invoice - 0
Kz
Shipping T 5Days - Sgnatu -
ipping Terms 5 Days - Sgnature o
T Bill Postal Code 1234
Sites [ | Bloemfontein
Processing Shipping Costs Included C] cape Toun
] Durban
Order Method |Emai - W Pretoria
Order Address bianca dutoit@live.co.za
Open Windons + | User : BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company

USER DEFINED FIELDS

The inclusion of User Defined Fields is to provide more information within
the Asset, Contract, Customer and Location modules so that associated
work/processes can be carried out more efficiently. It will serve as connective
tissue between contracts and call center functions to improve call center per-

formance by having readily accessible information.
Version Compatibilityl

e Click on the User Defined dock panel tab to open the panel

1 BPO2 v2.5.0.8 or higher. " Add Interest Rate " on page 2
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$ - Edit Supplier - Code SPROOL - BPO: Version 2.5.0.9 - Example Company (=J=))
@ | tome | Empment/locaions  Conbact  France /MR Inveniory  Mantensnce /Projects  Menufschring  Procuement  Seks  Senviee  Reporting  Utites _ & x
) A
Ho
L]
Save Back Workspaces
Process Format
inks -
o Type General Suppler Tee Physical Address 7O Box 1234
- Forest Hills
Supplier Code SPROD1
Supplier Name | Sprint Distri
Primary Contact Harry Jackson South Africa
Postal Code 1234
VAT Mo. 456759123
Tax Rate 15.00 ~|* Billing Contact  John Martin
Secondary Rate 0,00 Billing Address | 635 F: oad
Currency  South African Rand hd
Payment Terms 60 Da: WO -
Shipping Terms. nature - South Afia
SMava he Bl Postal Code | 1234
Freight Ter ivery
Freight Carrier | The Courier Guy sites |[] Bloemfontein
Processing Shipping Costs Included LI cape Tow
phisd . “ W/ Durb:
Order Method | Email - M Pretoria
Order Address | bianca,dutoit@ive.co.2a
Open Windows ¥ | User:Biancal | 23/04/2022 | Version: 2.5.0.9 | Example Company

ADD NEW CUSTOM FIELD

New User Defined Customer Fields can be created from here. Any User

Defined field created will be available for update on all suppliers.

* Right click in User Defined panel and select Add New Custom
Field
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[~
Contract Finance fHR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
Workspaces
Process | Fomat »
Links - User Defined L Q
Enter text to search, o Type General Supplier - Physical Address PO Box 1234 E
e °
N Class Parts and Services Forest Hills g
Functions _—— | Code CodeDescription VariableValue E
Supplier Code SPRO0T *
—_ _— v b s s =
Supplier Name | Sprint Distributors Local * K
S » [PRCH_CODED1 | SupplierUDF Free Input Text Example
Primary Contact  ary Jscison [fouafin | |eiemon e = Z g
1234 PRCH_CODED2  Supplier UDF Lookup List Example E
VAT Mo. | 456789123 « Z
PRCH_CODED3 Supplier UDF Yes No Field Example
Tax Rate | 15.00 <l Billing Contact John Martn
Secondary Rate 0.00 Billing Address 635 Forest Grove Road A
Currency South African Rand v|* Forest Hils [ — |
Process
—_— New Tom
Payment Terms 60 Days from Invoice A . Add
Shipping Terms | 5 Days - Signature - _— Add New Custom Field
e South Africa
Swpvalid 7| Bill Postal Code | 1234 B omried -
Freight Terms | 30 days from Delivery
Freight Carrier The Courier Guy Sites [ | Bloemfontein
Processing e [] Cape Town
Shipping Costs Included 7 oo
Requitic Order Method Emai - 1 Pretoria

Order Address bianca dutait@ive.co 22

| ser :BancaD | Z3/04/2022 | Versin :250.9 | Evample Compeny

* Type in a Code and Description for the new User Defined Field.
e Select the Input Type.
* Click on the Save button.

Add new custom element - BP0 Version 2.5.0.9 - Example Company.
Equipment /Locations  Confract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
Process &
Code |PRCH_CODED3 -
Description | Suppler UDF Yes No Field Example N
TInput Type |Yes or Mo value -l
Type # Desarption
FREETEXT  Freeinput text
LOOKP Logkup ist
YESNO Yes or No value
* 4
Open Windons + | User : BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company
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Add a Supplier

ADD LOOKUP ITEMS

For Lookup Input Variables - the right click context menu includes the option

to add items to the Lookup List.

* Right click on Lookup input type Custom Field and select Add

new lookup item (you may need to scroll down).

Edit Supplier - Code SPRO01 - BPO: Version 2.5.0.9 - Example Company. == ])lx]

=
| & | veme

Equipment/Locations  Contract  Finance /HR  Inventory  Mantenance/Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utiities - & x

Tax Rate | 15.00
Secondary Rate 0.00
Currency | South Afiican Rand

Billing Contact | John
Billing Address 635

Freight Terms | 30 days from Defivery

Freight Carrier The
Processing Shipping Costs T
‘Order Method Email
Order Address  bianca.dutoit@iive.co.za

Open Windows ~

sites || Bloemfontein
Cape Toun
| Durban
] pretoria

Save Back | Workspaces
Process Format &
Links L User Defined = |[g
Enter text to search, o Type | General Supplier - Physical Address PO Box 1234 E
2
Class | Parts and Services - Forest Hils g
cod CodeDescrption Varizblevalue 5
Supplier Code | SPRODL
v o o o E
‘Supplier Name | Sprint Distrbutors Local 3
PRCH_CODED1  SupplierUDF Free Input TextExample  Text
Primary Contact Harry Jackson SatlAfica - . P ol g
1234 » PRCH CODED2  Supplier UDF Lookup st Bxample  {LKOO1 s
VAT o, |S5ETRO8 PRCH_CODED3  Supplier UDF Yes No Feld B v — : E
- Rewacs I TesNofia Exavic = | % ddNen CustomField ~

- = Lookup |
New Tonn =
Payment Terms |60 Days fr - = pdanewiooip tem | -
KzN
‘Shipping T 5Days - Sgnatu -
ipping Terms | 5Days - Signature .
Ship Via | Road -

Edit
¥ edit custom Fieid ‘ ‘

| User : BiancaD | 23/04/2022 | Version : 2.5.0.5 | Example Company

* Type in the lookup item Code and Description.

¢ Click on the Save button.
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B Add new lookup element - 570: Version 2.5.0.5 - Example Company (=R 3]
| @ | Home | Equpment/Locaions  Conract  Finance /MR Inventory  Maintenance/Projects  Manufachuring  Procurement t  Sales  Serice  Reporng  Utiities _ & x
©
=
save | Back
Process »
code [Lx003

Description | Lookup Item 3 example.

Open Windows + | User :BiancaD | 23/04/2022 | Version : 2.5.0.9 | Example Company

UPDATE CUSTOM FIELD

This will update the detail for the User Defined Field for this contract.

* Variable Value: Type in, pick from the Lookup List or Toggle
Yes/No depending on the Input type.
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i
3
:
L
sl
2

Equipment /Locations  Conbract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Proarement  Sdes  Service  Reporting  Utiities

4o

Save  Back | Workspaces

Process | Fomat
Links [ User Defined = |[g
Enter text to search,., » Type General Suppler - Physical Address PO Box: 1234 g
= o
5 Class Parts and Services - Forest Hils E
Functions e | codke CodeDesaription Varizblevalue =
Supplier Code |SPRO0L "
_ v e oo oo =
Supplier Name | Sprint Distribuitors Local " - . H
e South Af PRCH_CODED1  SupplierlIDF Free Input Text Example | Text
Primary Contact |Harry Jackson P g
1234 PRCH_CODED2  Supplier UDF Lookup List Example k001 H
VAT No. | 456789123 = 8
1 PRCH CODEOS  Supplier UDF Yes No Fiekd Example
Tax Rate | 15.00 -l= Billing Contact John Martn
Secondary Rate 0.00 Billing Address 635 Forest Grove Road
Currency | South African Rand .= Forest Hils
———— Nen Tomn
Payment Terms 0 Days from Invoice -
= Kz
Shipping T 5Days - Sgnatu -
ipping Terms 5 Days - Sgnature o
ShipVia Road -

Bill Postal Code | 1234
Freight Terms | 30 days from Delivery

Freight Carrier The Courier Guy Sites [ | Bloemfontein
[ Cape Town
‘shipping Costs Included
e e ] Durban
Order Method |Emai - W Pretoria

Order Address  bianca dutait@ive.co.z2

| User : BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company

SAVE SUPPLIER

* When you have finished entering all the new Supplier details, click
on Save.
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Q)

H|0

5o | Bak

ftequshons

Purehase Droers

Liikh§ 1

A new Supple - BPC: Vion 21131 - Eple Company
= Hos | Eppeeniadlocalors Conpact FravcesdHl bl ManimwrcrodPropcs  Mnifherg Powrenent Sis S ey s - & X

Type France House Y
Class Purls X
Suppher Code 9877
Suppher Hame Stone fowe & Co.
Primary Contact [avd Chrstogher
VAT No. 112214455

Tax Rate ' 140]
Secondary Rate 17,50
Currency Kitsh Pourd '
Payment Terms X Days o [rvoce ¥
Shipping Terms 1 Days - Sgrabre J
Ship'Via 524 ¥
Freight Terfi
Freight Carrier Shomark

stes ¥ Bubwn
Preia

Order Hethod F=al ¥
Order Address Mhmm.cn.m

Physical Addreds. Sinne Rowe Houte
The Quadrani
Aehmordfd
—
kg
PostalCade. 51141

Billng Contact Mane perny Band

Billng Address Sove Roue House
TeQutmt
e
ey

Bl PostalCode 141

il 4
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Add a Supplier

VIEW NEW SUPPLIER

* You will return to the Supplier Listing screen where you can see

the new supplier has now been added to the list.

Supplier Listing - BPO: Version 2.1.0.65 - Example Company

Home | Equipmentandlocstons  Contract  FinanceandHR  Inventory  MasintensnceandProjects  Manufacturing  Procurement  Ssles  Service  Reporting  Utlities - x
= @l 5 = [=] R = =
Durban - 1
0 KGO = & || 1)
Add  Edit Delete Sync  View | Savelayout Workspaces | Refresh | achye <] | EBxport | Reports
Processing Format Frit .| Reports
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SupplierCode  Supplierame Contactiame SupplierType | Status Class VATNo VMinOrderAmt | PaymentTe... ShippingTe... | ShipVia i
¥
SUPODL Buy Back Supplier Suppler Contact BUY A SE 0000000000 0.00 2
SPRODL Sprint Distributors Local Harry Jacksan GEN A PS 456789123 0.00 3 1 3 34
SPRO0Z Sprint International George Matthews GEN A PS 456258741 0.00 2
TONDDZ Tonys Copy Shop Tony SHPA A Ps 9874561321 0.00 2 1 3 e
YESO01 Young Electric Grant GEN A Ps 3245064654 0.00 3 z
APDOOL Apple Distributors Sammy Jones GEN A T 345678201 0.00 & 1 4
PRIOOL Printer World Magge Sage GEN A T 23451678 0.00 4 3 3 3
PRIDIO Printer World Maggie Sage GEN A PT 456123789 0.00 4 3 3 3
TWI00L Twinkle Office Automation Supplies  Gary Marks GEN A SE 9876543210 0.00 2 1 3 El
BONOD1 Bonsai Bonanza Teddy Miller GEN A Ps 987654321 0.00 2 1 3 34
GREOOL Green Office Mary Watson GEN A SE 123456789 0.00
MADOO1 Maddys Haberdashery Maddy Jones GEN A Fs 123456789 0.00
1111 AB Goods Bob Smart GEN A PT 124221 0.00
»| 38877 Stone Rowe £.Co. David Christopher FINH A FT 122333455 0.00 2 2 1 I
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