DAC Create Orders on Behalf of Others
SSP (Self-Service Procurement) v

QuICcK REFERENCE GUIDE INV-37

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide step-by-step guidance of how to
Create Orders on Behalf of Others SSP (Self-Service Procurement), Review Consumption
Requisitions, and Submit for Approval in the North Carolina Financial System (NCFS).

This Job Aid is to be used in conjunction with Web-Based Training (WBT) INV100-Inventory Request
and INV107-Consumption Requisition Approvals as well as INV-12 QRG found here:
https://www.osc.nc.gov/documents/files/inv-12-create-orders-behalf-others-self-service-

procurement

Introduction and Overview

This QRG covers the creation of SSP orders on behalf others at the Department of Adult Correction
(DAC). Requestors can enter Consumption Requisitions to order goods for their locations as well as
on the behalf of other locations. Requestors can review consumption requisitions and submit for
approval.

Initiate Consumption Requisition

To Initiate Consumption Requisition in NCFS, please follow the steps below:

1. Navigate to the NCFS environment with this link: https://osc.nc.gov/ncfslogin.

2. Login to the NCFS portal with your credentials to access the system.

3. Onthe Home page, under the Procurement tab, click the Purchase Requisitions app.

—

Good evening, JEREMY ROBERTS
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4. Select Update Requisition Preferences from the More Tasks drop-down.

Requisitions @

JEREMY ROBERTS &

Shop by Categoryw

Update Preparer and Requester

Recent Requisitions View More Recent Purchases Update Requisiion Preferences View More

30R0000052 BATTERY, ALKALINE, 9 VOLT @ Approved

30R0000051 APPLESAUCE, CUP, MANGO. NSA, 72/4 02/CS @ Approved

0R000005 W # Approved

30R0000050 APPLESAUCE, UNSWEETENED, #10 CAN @ App SATTERY ALAUNE 9 sieach APPLESAUCE
voLT UNSWEETENED, 6/10/CS

30R0000049 BLEACH @ Approved

30R0000048 BLEACH @ Approved Internally Orderable @ Internally Orderable @ Internally Orderable &

US gallon CASE

On the Edit Requisition Preferences page.
Enter the Requisitioning BU (Business Unit).
The Requester should default to your name.
Enter the Deliver-to Location.

Destination Type defaults to Expense.

10 Click Save and Close Button.

© o N oW

|Edh Requisition Preferences

Select the requisitioning BU where your p will be

|Requisi[iuning BU | 5200 DEPARTMENT OF ADULT C' w

4 Shipping and Delivery

r Requester | ROBERTS, JEREMY Q
"lDeIiver—Io Location | B02-HUMAN RESOURCES IC\
Destination Type | Expense v

4 Billing
4 Favorite Charge Accounts +
Primary * Nickname * Charge Account Delete

No data to display

([0} Save and Close

11. Select Enter Requisition Line from the More Tasks drop-down choice list.

Requisitions @

Enter Requisition Line

JEREMY ROBERTS #*

Shop by Category~ Request Noncatalog ltem

Request New Supplier

Update Preparer and Requester

View More

Recent Requisitions View More Recent Purchases Update Requisition Preferences
30R0000052 BATTERY, ALKALINE, 9 VOLT & Approved
30R0000051 APPLESAUCE, CUP, MANGO, NSA, 72/4 0Z/CS @ Approved
0R000005 W # Approved
30R0000050 APPLESAUCE, UNSWEETENED, #10 CAN © App: SCRATCH PAD. (D00, &
X8",100 SHPD, 10
30R0000049 BLEACH @ Approved PADIPK
30R0000048 BLEACH @ Approved Internally Orderable @
PACKAGE

12. The Enter Requisition Line Screen Appears.
13. Line Type defaults to Goods.
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14. Enter Item Number for ordering and the name of the item will display.

Enter Requisition Line [&§2

@ ttem [ 0001854 Q k Agreemen t ‘—q‘

0001866 ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE [ New supplier

Add to Cart m B o

Source Type  Supplier

Supplier | q|

* Item Description |_More
p| Supplier Site
Category Name ‘ Q ‘ Supplier Contact
= Quantity [ 1 | poe[ ]
* UOM Name | : Fox | ‘
Price | | Email | |
Currency ‘USD i Supplier em
[ Negotiated
4 Delivery
* Requester | ROBERTS, JEREMY Q] * Deliver-to Location | 402-HUMAN RESOURCES Q
ool s 72020 YONKERS ROAD, RALEIGHNC, 276990000, WAKE, US
Urgent [No v |
Requested Delivery Date ‘ 10110123 o ‘
Suggested Buyer ‘ Q ‘

15. The Item Description will populate.

16. The Category Name will populate.

17. Enter the Quantity desired.

18. The UOM Name will default.

19. The Price will default.

20. The Currency will default to “USD”.

21. The Source Type will default to “Inventory”.

22. Select the appropriate Source Organization by clicking the Select Source link if different
than default.

Enter Requisition Line @

Add to Cart m g0

* Line Type | Goods v

ttem 0001856 Q]

Revision | v
Ttem Description  ORANGE JUICE, UNSWEETENED, 12/46 0Z
CANSICASE

Category Name 502023-Non alcoholic beverages |

@ * Source Organization _ DAN RIVER WF -FOOD WAREHOUSE Select Saurce |

Source Subinventory :

“

4 Delivery

* Requester ‘ ROBERTS, JEREMY Ck‘ * Deliver-to Location | 402-HUMAN RESOURCES Q

Requested Delivery Date ‘mmmza % ‘ Deliver-to Address  "2020 YONKERS ROAD, RALEIGHNC, 276990000, WAKE, US

23. In the Delivery section, update the Requestor Name.
24. Update the Deliver-to Location if needed.
25. Enter the Requested Delivery Date if different than default date.

|l Delivery |

* Deliver-to Location | 402-HUMAN RESOURCES Q

Requester | ROBERTS, JEREMY Q

Requested Delivery Date | 10110723

rY

Deliver-to Address 72020 YONKERS ROAD, RALEIGHNC, 276990000, WAKE, US
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26. In the Billing section, enter the Charge Account or use the Search Icon to search the Charge
Account needed (See below example). Click OK.

***Note: For the Charge Account, please make sure to only use Business Unit, DAC = 5200. Enter a
valid Budget Fund, select a “5” series account number and the appropriate AMU for your facility.
DO NOT ENTER ZEROS FOR AMU***

Charge Account x

E]Hide Segments

DEPARTMENT OF ADULT
Agency | 5200 ﬂ CORRECTION
DAC 1320 DOP FOOD

Budget Fund | 108120 n SERVICE & CLEANING
BC 15010

FOODSUPP-OTHER
Account | 53410007 - FOOD

ALBEMARLE
Agency Mgmt Unit | 5204580 CORRECTIONAL
INSTITU

DEFAULT AGENCY
Agency Program | 0000000 PROGRAM

Funding Source | 0000 n UNDESIGNATED
N DEFAULT
Project | 0000000000 n PROJECT
DEFAULT Inter Fund
Inter Fund | 000000 - NC CASH

Future 1 | 0000 n DEFAULT Future 1

Future 2 | 000000 - DEFAULT Future 2
Future 3 | 00000 - DEFAULT Fuj

Search \ OK || Cancel

27. Enter the Budget Date.
28. Enter the Percentage (should always be 100%).
29. The Quantity and Amount fields will default.

View v Format v < Freeze  [s| Detach Wrap Q @
Charge Account * BudgetDate || * Percentage| | Quantity ~ Amount (USD) | Funds Status Delete
@ ww 6| wf ][ ]|
Total 100 1 32.59
30. Click the Add to Cart Button.
Add to Cart j::
31. Click the Cart Icon and Click Review button.
Add to Cart
ORANGE JUICE,
UNSWEETENED, 12/46
0Z CANS/CASE E x
$32.59 CASE
Total $32.59
Review ‘ Submit ‘
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32. Verify the details on the Edit Requisition page.

33. Enter a Justification if needed.

34. To Edit the Requisition Line, Click on Actions and then Edit.
35. Update the Quantity and Source Organization if needed.

Requisitioning BU 5200 DEPARTMENT OF ADULT CORRECTION q preers
ustification

* Description | ORANGE JUICE, UNSWEETENED, 12/45 OZ
NSICASE

Requisition Amount 3259 USD

4 Approval Amount 3259 USD

Funds Status  Not reserved

Auschments None o

Requisition Lines

Use Shift or Coatrol Key to select multipla rows and click Edit Multiple Lines to edit more than one line

View v Fomaty @ X ez Detach
Duplcate Category Name * Quantity UOM Name “Price  Amount (USD) Funds Status Delete
@ UNSWEETENED, 1246 0Z CANSICASE 502023 Non alcohol 1| case 325687 USDH 3259 Notreserved x
Delete
3259
s Hidden 8
Edit Line: 1
Line Type Goods * Source Organization Do HIVERWF -FOOD WAREHOUSE Select
Ite 0001866
tem Source Subinventory "
Revision | ~|

Item Description ORANGE JUICE, UNSWEETENED, 12/46 OZ
CANSICASE

Category Name 502023-Non alcoholic beverages

- G

UOM Name CASE
Price 32.5887

Currency USD 35
5] corcel]

36. Update the Delivery and Billing information if needed.

4 Line 1: Details

I Delivery

* Requester | ROBERTS, JEREMY Q * Deliver-to Location | 402-HUMAN RESOURCES Q
iver i
Requested Delivery Date | 10110123 ”‘e Deliver-to Address 2020 YONKERS ROAD, RALEIGHNC, 276930000, WAKE, US

4 Billing @

View v Format v < Freeze [ Detach
Charge Account “BudgetDate  *Percentage Quantity Amount (USD) Funds Status Delete
5200-108120-53410007-5204580-000( Ed\ 10323 F‘°| ‘ WDU‘ ‘ 3259 | Notreserved
Total 100 1 3259
4 Source

Source Organization DAN RIVER WF - FOOD WAREHOUSE Source Subinventory

37. Click the Save drop-down choice list and select the Save and Close button.

Save ¥
37

Edit Requisition: 52R0000054 @ [ sip | checkFuns | g oo

Requisitioning BU 5200 DEPARTMENT OF ADULT CORRECTION

Save and Close

Justification Requisition Amount 3259 USD

* Description | ORANGE JUICE, UNSWEETENED, 12146 02
CANSICASE

Funds Status  Not reserved

Attachments None s

Requisition Lines
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38. A Confirmation pop-up appears. Click the Ok button.

« Confirmation X

Requisition 52R0000054 was saved.

@OK

39. You are redirected to the Requisitions dashboard.

awr > @

Requisitions @ More Tasks v Manage Requisiions w0

Shop by Categoryw Search Requester JEREMY ROBERTS /'

Recent Requisitions View More Recent Purchases View More

ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE Incomplete @

BATTERY, ALKALINE, 9 VOLT @ Approved
APPLESALICE. CUP. MANGO, NSA, 724 0Z/CS

APPLESAUCE, UNSWEETENED, #10 CAN

BLEACH

40. On the Requisitions dashboard, you can view the Recent Requisitions.

aow P @

Requisitions @ More Tasks w Manage Requisitiens 0

Shop by Category search 3 Roquester JEREMY ROBERTS

Recent Requisitions View More Recent Purchases

40
|

ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE Incomplete

BATTERY. ALKALINE, 9 VOLT

00051 APPLESAUCE, CUP. MANGO, NSA, 724 0Z/CS © Approved oA,
X&,100SHPD, 10
APPLESAUCE. UNSWEETENED, #10 CAN PADIFK
BLEACH temally Orderablo @
PACKAGE
DL

12/14/23 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 5 OF 13



QRG INV-37 — DAC Create Orders on Behalf of Others SSP

Review and Submit DAC Consumption Requisitions

To review DAC consumption requisitions, please follow the steps below:

1. On the Home page, under the Procurement tab, click the Purchase Requisitions app.

—

Good evening, JEREMY ROBERTS

QUICK ACTIONS APPS

2. On the Requisitions page, click Manage Requisitions.

3. Under Recent Requisitions you can select recently entered requisitions to manage also.

Requisitionsb Mora Tasks » Manage Requisitions 0
Search g

Shop by Category quester JEREMY ROBERTS

52R0000054 ORANGE JUICE, UNSWEETENED, 1246 OZ CANSICASE Incomplete $

30R0000052 BATTERY, ALKALINE, 8 VOLT ® Approved

0R0000051 APPLESAUCE, CUP, MANGO, NSA, 72/4 OZICS © Approved
R00000 APPLESAUCE, UNSWEETENED, #10 CAN ® Approved

30R0000049 BLEACH & Approved

5. Enter the Requisitioning BU.
6. Entered by will default to your name but can be updated.
7. Inthe Search Criteria section, enter details in at least one mandatory field indicated by **
a. Requisition
b. Supplier
c. Item number
8. Narrow the search further by entering the following fields:
a. Description (example: Orange, Juice, or Unsweetened)
Created time frame
Status
Requestor
Order
Requisitions Requiring Attention changed to “YES” will show requisitions that need
approval.

"o oo T
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9. Click Search button.
s Rearsiono

4 Search

Requisitioning BU

** Roquisition

Description 6

Craated

** Entered By | ROBERTS. JEREMY iﬁ

|At_ivnnmd ‘ Manage Watchlist | Saved Search | Requisitions | Entered v

** Al least one is required
* Supplier Q.
Ordor Q
™ itom Q

Requiring Attention

10. Under Search Results the list of Requisitions will show, Click the Requisition number that

needs managing.

Manage Requisitions @

4 Search

Requisitioning BU ‘ 5200 DEPARTMENT OF ADULT CORRECTION

cmes [ ]

Manage Watchlist | Saved Search | Requisitions | Entered -

** At least one is required

Requisitions Requiring Attention Ij

Actions v View w Fomatw B 7§ Freeze  [u’| Detach Wrap
Requisitioning i ot i Approval Procurement Emergency
By Requisition Description Entered By Creation Date R ouny status Funds Status (. 0¢ Order Order Status  ErietdSReY
@ 5200 DEPARTM. 52R0000054 ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE ROBERTS, JE. 103123 3259USD  Incomplete Not reserved
5200 DEPARTM... 52R0000031 SCRATCH PAD, (DOC), 5" X ", 100 SHIPD, 10 PADIPK "ROBERTS, JE... 524723 18.95USD  Approved Reserved 23003 Open

Rows Selected 1

11. On the Requisition page, Click the Actions drop-down choice list and select Edit.

Requisition: 52R0000054 |®

Requisitioning BU 5200 DEPARTMENT OF ADULT CORRECTION
Entered By "JEREMY ROBERTS

Description  ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE

Requisition Lines

Actions w View v Format w Freeze Jetach Wrap
Line Item Description
1 0001866 ORANGE JUICE, UNSWEETENED, 12/46 0Z CANSICASE

Rows Selected 1 Columns Hidden 13

Creation Date  10/3/23

Status _ Incomplete

Justification

Category Name

502023-Non alcoholic be

Check Funds e e e | Actio m

Duplicate

Requisition Amount ~ 32 59USD

Approval Amount 32 59USD Delete
P s tvmod | [

Attachments None Reassign
View Document History
View PDF
Quantity UOM Price  Amount (USD) Status Funds Status ~ Order Line Life Cycle
1 CASE 325887 USD 3259 Incomplete Not reserved o
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12. On the Edit Requisition page, review the Requisition details and Click the Submit button.

[ Edit Requisition: 52R0000054|

Requisitioning BU 5200 DEPARTMENT OF ADULT CORRECTION

* Description | ORANGE JUICE, UNSWEETENED, 12/46 0Z
CANSICASE

Requisition Lines

Use Shift or Control Key to select multiple rows and click Edit Multiple Lines to edit more than one line.

Actions v View v Formatw [/ X Freeze [ Detach Wrap
Line  Description
1 ORANGE JUICE, UNSWEETENED, 1246 OZ CANS/CASE
Total
Rows Selected 1 Columns Hidden 8

4 Line 1: Details

4 Delivery
ReauesaDatveryDae [1003 58]
4 Billing
View v Format v < Freeze [ Detach Wrap
Gharge Account

5200-108120-53410007-5204580-000¢ | ES,

4 Source

Source Organization DAN RIVER WF - FOOD WAREHOUSE

m Check Funds | Manage Approvals | ViewPDF Jl Save ¥ sm'

Justification Requisition Amount  32.59 USD

Approval Amount 3259 USD

Funds Status  Not reserved

Attachments None d

Category Name * Quantity UOM Name

“Price  Amount(USD) Funds Status

502023-Non alcoholi

32.5887 USD 3259 Notreserved

32.59

* Deliver-to Location | 402-HUMAN RESOURCES Q

Deliver-to Address 2020 YONKERS ROAD, RALEIGHNC, 276990000, WAKE, US.

“BudgetDate  * Percentage Quantity

e[ w][ 1

Total 100 1

Amount (USD) Funds Status

1013123

3259 | Not reserved

3259

Source Subinventory

12

Delete

Delete

13. If you receive the Funds Check Warning, Click “View Funds Check Results” to view the

warning status.

|; Warning |

Funds check has warnings. Do you want to submit the requisition? {(POR-2010424)

x

@| View Funds Check Results

Yes H No ‘

14. View the advisory warning, then Click Done to return to the Funds Check Warning.

Funds Check: Requisition 52R0000054

x
Transaction Lines Impacted by Control Budgets (2)
View w Format w gl & Funds Status
N Budget Budget
Line-Di Status Requested Charge Account Budget Account Period Control Budget Manager
1-1 A\ Advisory waming insuff 3259 USD 5200-108120-53410007-5204580-0 5200-108120-5309999¢ FYS_J NC Agency to Account D__ SHANM
T b
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15. Click YES.

Warning x

Funds check has warnings. Do you want te submit the requisition? (BOR-2010424)

View Funds Check Results || Yes | No

16. The Confirmation pop-up appears, which states that the Requisition was submitted. Click
the OK button.

IO Conﬁrmaﬁonl x

Requisition 52R0000054 was submitted.

View P/ OK

17. On the Manage Requisitions page, click the Done button. You are redirected to the
Requisitions dashboard.

Manage Requisitions @

[ooe |
17
4 Search ‘ N ‘l Manage Watchlist | Saved Search ‘ Requisitions | Entered v ‘
* Atleast one is required
Requisitioning BU | 5200 DEPARTMENT OF ADULT CORRECTION v Requester | Q]
** Entered By | ROBERTS, JEREMY q| ** Supplier | Q]
** Requisition | | Order | Q]
| = tom | Q]
Created | V| Requisitions Requiring Attention ‘:‘
status | Al v|
Search Results
Actions w View w Formatv [ 7 [« Detach
i Entered By Creation Date Approval status Funds status  rocU"eMeNt orger Order status  Emergency
5200 DEPARTM... 52R0000054  ORANGE JUICE, UNSWEETENED, 12/46 OZ CANSICASE ROBERTS, JE.. 10323 3258USD Pending approval  Not reserved S
5200 DEPARTM... 52R0000031 SCRATCH PAD, (DOC), 5" X &', 100 SHIPD, 10 PADIPK ROBERTS, JE.. 524123 18.95USD  Approved Reserved 23003 Open

Rews Salactad 1

18. On the Requisitions page, you can view the Recent Requisitions.
19. Status should now show “Approved”.

Requisitions {k:] Mare Tasks w Manage Requisitions w

Requester JEREMY ROBERTS #

Shop by Categoryw

Recent Requisitions View More Recent Purchases View More
52R0000054 ORANGE JUICE, UNSWEETENED, 12/46 OZ CANS/CASE @ Approved @
30R0000052 BATTERY, ALKALINE, 9 VOLT @ Approved
0R000005 M 14 OZi Approved
30R0000051 APPLESAUCE, CUP, MANGO, NSA, 72/4 OZ/CS @ App ORANGE JUICE SCRATGH PAD, (DOC), 5
UNSWEETENED, 12/46 X 8",100 SH/PD, 10
30R0000050 APPLESAUCE, UNSWEETENED, #10 CAN & Approved OZ CANSICASE PADIPK
30R0000049 BLEACH @ Approved Internally Orderable & Internally Orderable @
CASE PACKAGE
[ & [ &
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Approve Customer Orders
To Approve Customer Orders in NCFS, please follow the steps below:

1. Login tothe NCFS portal with your credentials to access the system.

2. On the landing page, click the Notifications [H] icon.

Welcome, TEST INV Req Approval 1900 &

You have a new Open t i the home con orthe company 1ogo
You can continue 1o access this page by selecting the My
home page! Dashboard item In the navigation menu.

3. The Pending Notifications pop-up appears. On this pop-up, click the Approve Requisition
notification.

In this example, we choose the Action Required: Approve Requisition 19R0000141
notification link.

Pending Notifications (= naore Dty

Welcome, TEST INV Req Approval 1900 @

Action Required: Approve Requisition
19R0000141

You have a new Open twith the home foon orthe comfl sy meauesis
‘You can continue to access this page s
home page! D e Bea i 1 OVl e Action Required: Approvs Requisiion

19R0000140

Action Required: Approve Requisition
19R0000137
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4. The Approve Requisition page opens with all the requisition details to review for
errors/accuracy. On the Approve Requisition page, click the Approve button.

Approve Requisition 19R0000141

o M

Requisition Approval
$34.80
INV Requestor, TEST

BEEF ROAST, TOP ROUND (INSIDE) TEST OFPEN ORDER REPORT AND OTY BACK
& Funds check waming

Requisiion  1RD000141

Lines

BEEF ROAST, TOP ROUND (IMSIDE) TEST OPEN 3480
ORDER REPORT AND QTY BACKORDER
REPORTFORMORETHAMBD

10x $3.48

mpm 00354

Chage Acoount. 1900- PR30S 320000 190 3500 DO00000-(000-DO0C000000- HO0000- 0000
OOO000-C0000

Approval History
() Applications Development Framework Application identity for Procurement

WEED 13 3T AM
1D Assigned 1o TEET INY Req Approval 1900

I
WNT 17 37 AM

ﬂ Submitied by TEST INV Requestor

& 19R0000141 gl

5. The Approve pop-up appears. On the Approve pop-up, enter the reasons on the Comment
field to approve a customer order.

Approve

Comment

' Crag files here of chick 10 add atachmenl

12/14/23
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6. Click the Submit button. You are now redirected to the landing page.

Approve

Comment

' Drag fles here or chick 1o add atachmenl v

Pending Notifications [+] More Details
Welcome, TEST INV Req Approval 1900 @ ; B
| Enter search tems [ ]| >
Action Required: Approve Requisition 2 hours ago *
19R0000141 |
YOU have anew Open it with the home icon or the COME TesT Ny Requestor Approve  Regct
“You can continue to access
home page! D‘:ihbmﬂl tem |: the m:;:;‘g;: Action Required: Approve Requisition 2 hours ago
19R0000140
TEST INV Requester Appreve  Reject
Action Required: Approve Requisition 2 hours ago
19R0000137
TEST INV Requesior Approve  Reject
|

Wrap-Up

This QRG covers the creation of SSP orders on behalf others at the Department of Adult Correction
(DAC) in NCFS.

Additional Resources

e INV 100: Inventory Request (WBT)

e [NV 107: Consumption Requisition Approvals (WBT)

e INV-12: https://www.osc.nc.gov/documents/files/inv-12-create-orders-behalf-others-self-
service-procurement (QRG)
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