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ACCOUNTING TRAIL STEPS

PURCHASE ORDER DISBURSEMENT VOUCHER
Receipt of PO Create DV
Y Y
Accounting - Approval of -
Chief g\ccountant it
Y Y
Document Review Budget
End .
Y ' Y
Preparation of Summary of JEV Aooroval
pprav DV Approval - Chief
Payment Accountant/ Finance Head
Y A v
JEV Pre i Sk JEV Preparation DV Approval - Chief Admin
Y A *
JEV Approval for the -
%)ECEIDE Chek: S wpamion DV App;fl?}\;?ni taI{Ihuaf of
Y [y 7
DV Preparation DV Approval - Chief of Check P :
Hospital heck Preparation
Y ~ A T
DV Review DV Approval - Chief Admin JEV Preparaton
: .
DV Approval - Chief
With Obligation Accountant/ Finance Head JEV Approval
Adjustment?
A
Budget =
n

HOW TO ACCESS ACCOUNTING TRAIL SYSTEM

1. Open Google Chrome or Mozilla Firefox Browser.

2. Enter https://acctgtrail.spmcdvo. net/m the search bar to access the 5|te ;
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Integrated =osenta Gperations and lManagement Program

Dayaicoed by: IHOMP - Software and Systems Developmant £550 ) Unit

HOW TO LOG-IN

1. Enter your username and password
2. Click the ‘Log In’ button

Accounting Trail

L.’s-‘:rnar-n}

Passward t

HOW TO VIEW ALL TRANSACTION

1. Inthe Homepage, click the Transaction Menu,
2. System loads the Transaction page

Southern Philippines Medical Center

riegeatad Hosoral Doeratons and Maragement frogram

Developed by HOMP - Scftware and Systems Development (550 ) Unit

i Accounting Trail

2 ) & T
Transaction RO, [+A'A Payne Check#/LDDAP Gross Amount Net Amount Actions
TRN-20%8-00005 624859 DV-2018-08-0002 DC Tech Services 245642254 $30.500.00 $20.500.00
TAN-2015-00004 E3636 DV-2018-06-0001 HEALTH-TECH MEDICAL INC. 12335644575 #12.000.00 £1.200.00

2018-05-1070 DAVTECH MARKETING #10,500.00 P£4,500.00

45856586876 DC Tech Services P150345.00 P100.200.00 =
23346969566 DC Tech Services £15.000.00 s
21-25 of 25 Results Trar\saclion
s L2
HOW TO VIEW A SPECIFIC TRANSACTION
1. Inthe Transaction Page, select a transaction to view,
2. System loads the selected transaction details page

Effectivity: September 15, 2023 Page 3 of 17
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Developed by: HOMP - Software and Systems Development (S50 ) Unit

Southern Philippines Medical Center

| Accounting Trail

\,
74 /" & / iransacticns / TRN-2018-00024

{

Trentaction  TRM-20

Paveg = Berovan
Purchase Order
Gross Amount  P76.300.00
Date Created )

CieatedBy  Enc

Syringa
Particulars

Actions

Current step: Preparclion of Summany of Payment

-In

HOW TO VIEW ALL CLOSED STEPS
1. Inthe Dashboard, click the All Closed Steps Menu,

m _— -

Effectivity: September 15, 2023
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" Accounting Trail

Southern Philippines Medical Center

niegrated Hospital Coerations anc Management Program

Developed by: IHOMP - Scftware and Systems Development (SSD ) Unit

[z

Transaction Step Date Closed Closed By DRF NORSA Actions
TRN-2018-00022 LV Approvat - Chief of Hogpital - June 21,2018 1321 am. Accounting, Encoder |
TRN-2018-00022 DV Approval - Chief fdeun - Out June 21, 2018 10:27 am. Accounting, Encader |
TRN-2018-00022 D Aoprova: - Chie! Ademn - In June 21, 2018, 1021 am. Accounting, Encoder e
TRN-2016-00022 fune 21, 2018, 10:21 am. Aceounting. Encoder e
- [Frautic oy
TRN-2018-00022 June 21,2018, 1027 am. Accounting Encoder
Step
TRN-2018-00022 June 21,2018, 1021 am, Accounting Ercoder i
Check No/LDDAP
TRN-2018-00022 June 21, 2018 10:27 am. Accounting, Encoder
TAN-2018-00022 June 21, 2018 1021 a.m, Accounting, Encoder ORF-2018-0019
TRN-2018-00022 DV Review - in June 21 2018, 10:26 a.m. Accounting Encoder DAY
TRN-2018-00021 ovalof Grietf June 21, 2018, 1020 am Accounting, Depertment Head
TRN-2018-00021 Cref Sune 21, 2018, 10:26 am. Accounting, Department Head DRF
TRN-2018-00022 ov o - Out June 21, 2016, 1020 a.m Accounting, Encoder e
TRN-2018-00021 Dut June 21 2018 1019 am. Accounting Depatment Head
TRN-2018-00020 Bre of Summary of June 24, 2018, 10:15 &.m. Accounting, Department Head Lastname
TRN-2018-00020 Document Ravew - Cut June 21, 2016, 1014 am. Accounting, Department Head DRF-2018-0018 Firstname
TRN-2018-00020 Decument Review - in June 21, 2018 1014 am. Accounting, Department Head
TRN-2018-00020 Onef  hoat 21,2018 103 am: Accoturig, Department Head Altieed ranselion
TRN-2016-00020 dloiChaf  hune 21,2016, 1013 am. Aczounting, Depariment Head Cancelled Transaction
'
TRN-2018-00020 May 16, 2018 10:11 am. Accounting, Deparimant Head o
I
TRN-2018-00019 Documant Review - Qut June 212018, .53 am Accounting, Encoder DRF-2018-0017 ]
i
2%-40 of 289 Resuits
2R3 4 13 1 15
2. System loads the All Closed Steps page
)
H 8 A -~ o e RN S X Sul PR
1. Inthe Transaction Page, click the Add Purchasé Order button .
SR R S S0 s S ety T NS - PR R e S e
T > v 1 ¥
5 . 2 )
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2. System loads the Create Purchase Order form
3. Fill up all the fields
4. Click Save button
5. System display a success message
. # / Teansactions / Create Purchase Order
Actions ey
i‘ 2 ™\ New Purchase Order
3 i Purchace Oeder
| |
& Transmittal Form | } i
e A ﬁ‘ o
=12 © Add Purchase Order ; e
| © Add Disbursement Voucher = o N e ; S SRty ST hg
| ] 4 g = |
HOW TO ADD DISBURSEMENT VOUCHER
1. Inthe Transaction Page, click the Add Purchase Order button,
2. System loads the Create Purchase Order form
3. Fill up all the fields
4. Click Save button, then system display a success message
L3 ansations / Creats Disbursarant Voucher
Actions F 2 \} Hew Disbursement Voucher
| S— ! e - - e o i 1:
o S o v L 2 ick checkbox if transaction is COD '
& Transmittal Form ' | Q
s | | o
= N
| 1> ©Add Purc |1 s e
i © Add Disbursement Vautec) JISANRCS SIS gy ST i ek S
: fol ==

HOW TO CLOSE STEP

1. Inthe Transaction Page, select a transaction,

System loads the selected transaction details page
Click the Close Step button
System loads the Close Transaction Step form
Fill up all the necessary fields
a. Additional Fields
i. Document Review-Out: DRF (not mandatory, auto series)
ii. Preparation of Summary Payment-Out: Net Amount(mandatory)
iii. DV Preparation-In: DV Number (auto series)
iv. DV Review-Out: DRF (not mandatory, auto series), NORSA (not mandatory, auto series,
for PO only)
v. Check Preparation-Out: Check # or LDDap (mandatory) . .

SRV R
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# / Transatbons
Transaction 20O, D Payee Check®/LDDAP Gross Amount Nat Amount Actions
| TRN-2016-00005 624659 DV-2018-06-0002  DC Tech Services 245643254 $30.500.00 #20,500.00
E3636 DV-2018-06-0001  HEALTH-TECH MEDICALINC. 12335644575 #12.000.00 #1.200.00
2018-05-1070 DAVTECH MARKETING #10,500.00 £4,500.00 s e 7‘
45856586876 DC Tech Services #150.345.00 £100.200.00
Filter

23348969566 DC Tech Services #15,600.00

21-25 of 25 Results Transaction

1. 2
# / Trarzactions ¢ TRM:2018-00004
Transschon Actions

Payee  Berovan
Purchase Order  2018-10-1570

Gross AMount.  £76.500.00

Date Created june 21, 2 8 235 pm.

Created By Enc

Particulars

Current step: Preporation of Summary of Payment

# ; Tisasactons £ TRN-20

16-00026 / Receiot 0t RO - Dut

‘--.\\
4 Close Tranzaction Step
i’

ey — ]
08/22/2018 15:13

6. Click the Save button, then system display a success message

Note:
e User can proceed to the next step once they have successfully closed the current step.
All steps should be closed in order for the transaction to be completed.
Steps are defined by the administrator.
Cashier can only close the Check Preparation In/Out Step

HOW TO MODIFY STEP

In the transaction page, select a transaction

System loads the selected transaction details page

Click the View Closed Steps button -

System loads all the closed steps performed in the transaction

Select a closed step to modify

System loads the Edit Close Step form

Fill up the form with necessary details

Click the Update Step button System loads a success message, updated information, Last

S CR R R

i ™ o R

Updated, and Uploaded By field TER e s

pa— - - —

Effectivity: September 15, 2023
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# 7 Trensactigins

Transaction PO. DV Payee Check#/LDDAP Gross Amount Net Amount
TRN-2018-00027 2134567 DV-2018-06-0016 DC Tech Services £1,200.00 £1.000.00
;_1\\TF?£~2!)1 8-00026 2018-05-2031 Microtech Incs £5.687.00
L" | TRN-2018-00025 3546547 HEALTH-TECH MEDICAL INC. £15,000.00
TRN-2018-00024 2018-10-1070 Berovan Medical Supplies $76.500.00
Transaction = TRN-ZD18-00024 Actions

Payee | Berovan Medcal Supglies

Purchase Order
Gross Amount
Date Craated

Created 8y

nge Aspeto Scc - 10pcs

Gauza - 20olls

Particulars

Current step: Preporation of Summary of Payment

‘ B Archive T

|
‘ © Cancel Transaction ‘

4 / Trapsactions / TAN-2012-00024 / Closed Stapd / Document Revien - In
ps

6 > Edit Document Review - in
s

Date Closed | june 21 2018 314 pan

Closed By Encoder Accounting

Remar]
Tl emark
& input changes below:
Reraarkcs Remark

LB sted Document Review - in step

Edit Document Review - In

Date Closed  june 21, 2014, 3:14 pm

Closed By Encoder Acc

Last Updated
Updated By  acmin strator

Updated Remark
Remarks

e A b b

Effectivity: September 15,
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HOW TO MODIFY PURCHASE ORDER

U TR SOOI e

information

In the transaction page, select a transaction
System loads the selected transaction details page
Click the Edit Purchase Order button

System loads the Edit Transaction Form

Fill up the Edit Transaction form with an updated information
Click the Save button

System display a success message and redirect to the transaction details page with the updated

{ /|
Transaction PO, DV, Payee Check®/LDDAP Grass Amount Net Amaunt
TRN-2018-00027 2134367 DV-2018-06-0016 OC Tech Semnces 120660 2100000
TRN-2018-300 2018-05-2031 Microtech Inc.s ?5687.00

i 3548547 HEALTH-TECH MEDICAL INC £15,000.00

1
] 2018-10-1070 Zerovan Medicat Supphes #76,500.00
2015-02-0455 hil Prarmawesith #2683 300.00 #283,00000
V- 2018-06-0015 TRENCS TECHNOLOGIES. INC 419828576 PIF050000  #3SEESEITS

W / Trarsaction, ) TRN-2012-0002¢
PG Comptens

Transaction

Bayee  Derov

Porchase Ocder  2010-10-1070

Gross Amount #
Date Created June 2 235 pm,

Created 8y

Particulars

Actions

Accountant - In

Current step: Accounting - Approval of Chief

# / Trarsactiens

TRI-2016-00024 / Edd

[

el

Payes  Berovan Medics' Supphes

Grogs Amodnt 7650000

Particulars

Syringe Aspeto Sec

- 10pcs

Gauze - 20 rolis

|

AP Fhden e Y Il S

Effectivity:

September 15, 2023
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HOW TO MODIFY DISBURSEMENT VOUCHER
1. Inthe transaction page, select a transaction,

2. System loads the selected transaction details page
3. Click the Edit Disbursement button
4. Systems loads the Edit Transaction Form
5. Fill up the Edit Transaction form with an updated information
6. Click the Save button
7. System display a success message and redirect to the transaction details page with the updated
information
o : fjm{\l} Py B, L e St L
PO, DV Fayee Check#/LDDAP Grass Amount Net Amount
e 5 ST 7 S e SR e Tansecton | TRH-2016-0002+
2016-05-2031 Micestech Incs P3EET0D :jr:;PE':_:ﬂ . _
3546547 HEALTH-TECH MEDICAL INC P15.00000 Gross Ameunt P
Seovars Medicat Suaphes 27650000 e e
Phil Pharmaweaith 2283300.00 $263.000.00
¥ Dv-2018-06-0015 TRENDS TECHNGLOGIES INC. 419833576 #3790 50000 2355358375
H N/ Trama T 18-08
Actions e
e

Current step: DV Review - In ;"—‘ e o
S R | Tick checkbox if wansaction i (OO
|
I

|
Gross Amsunt  1000.00 )757 1
Nt

|

@ Vie :
S — e P =
o 3 | I NetAmount 50000
) O |

HOW TO EXPORT TRANSMITTAL FORM

1. Inthe All Closed Steps Page, fill up the necessary fields needed
a. Necessary fields to be filled up: Step, Date Range, and Archived and Cancelled
Transactions
2. Click the Search button
3. System display all closed steps base on the filters given
4. Click the Transmittal Form button

TSI - T ———

, Page 10 of 17
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1

5. System export a transmittal form in excel format

Actions
Transaction Step Date Closed Closed By DRF NORSA | e |
& Export Steps ;
TRN-2018-00015 JEv o the flecepl - June 21, 2018 918 am Accounting, Encoder R~ |
Ou [ 4 & Transmittal Form |
TRN-2018-00011 I June 10, 2018, 1043 .m, Accounting, Department Head
2 S Qv Fiiter
3 TRN-2012-00008 JEY Approval 2 Receipl - June 18,2018 808 am Accounting, Encoder
D Transaction
TRN-2018-00067 ifiethe Receil - hune 18 2018 114 am. Adm sistrator, Admin
’ Step
TRN-2018-00004 June 18 201811037 am. Adm nistrator, Admin
S ————————————iteiimpiiiisseiiik . | B H | conmenmms v
e g Check No/LDDAP
["“‘\
1 Date Range
from {MB/DDAYYYY)
B steps 2018-06-25 1.5 A To (MM/DDAYYYY
e DRF
L"j g;zu ke B 2 ¥ EWwla Geneaa ‘}__J w ) oy Norsa
Ovpbond f fanl 3 Aignment 5 Number " Stytes el Edibng
1% - f Lastname
d A 1 BT e e el Uy i S Ay I e, 1
| 1 TRANSACTION STEP (DATECLOSED  CLOSEDBY ~ DRF NORSA REMARKS
2 TRN-2018-0000< JEV Approval for the Receipt - Out 2018-06-18 02:37:00+00:0 Administrator, Admin SAMPLE Firstname
3 TRN-2018.0000° JEV Approval for the Receipt - Out 2018-06-18 03:24:00+00:0 Administrator, Admin
4 | TRN-2018-00001JEV Approval for the Receipt - Out 2018-06-19 01:08:00+00:0 Accounting, Encoder Sample
5 TRN-2018-0001' JEV Approval for the Receipt - Out 2018-06-19 02:43:00+00:0 Accounting, Department Head sample e
6 TRN-2018-0001!JEV Approval for the Receipt - Out 2018-08-21 01:18:00+00:0 Accounting, Encoder _C
- - = W ¥
Cancelled Transaction
v
| o, e o SRR
I_ 2/? 00 Sedeh i
I C Clear Ailte !
ADDENDUM: Ny
I e—————— eV LS S

(] S

S ——————————
=

~ %
| o R
VR G R

T o Y T 1 5 Sy N AL U N TR SRS AY W E RS Sy

Effectivity: September 15, 2023 Page 11 of 17
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HOW TO RESET YOUR PASSWORD?

1. Go to the Login Page in https://acctgtrail.spmcdvo.net/ - Accounting Trail System. Click Forgot *
Password?'

Accounting Trail

Username

Password

2 You will be directed to the reset password request form

Reset Password

Entar the username of amail sddress
associated with your account and we will
email instructions for setting a new one
We wil a0 indicate your usemame for

tefetence

1 name or Ema
Username ar Email

Send confirmation link

3. Please read the message: enter your username and email address and submit the form.

Reset Password

Enter the usemame of emad aUdrass
2sseciated with your account and we will
email nstructons for setbng a new ona
We will also indicate your usemame for
teference.

Username or Email

Send confirmation link

4. A prompt message will appear indicating an email was instructions.

Username or email address is provided

e A R R e

Effectivity: September 15, 2023 Page 12 of 17
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S ————————————
s

Ve amaied you insrachons for seting your passwarcl # ah sceoum! sty wibt 1he amad of USeIAaTE you entered. You should teceina them short ¥ pou don't recene an emad. plesse make SUrE You've Enlered the emed o unerhbme you fegistered with and check your spam foider.

Reset Password

5. Check and read the Email from Inbox / Spam. Instruction on how to reset password is stated in the
message.
Password Reset - Accounting Trail System Inbix %

noreply.imiss@gmail.com

L; j tome *
I'-Ieilo Shela Cacayan
You're receiving this email because you requested a password reset for your user account at Accounting Trail system
Your username is: scacayan
Please go to the following page and choose a new password:
hite#/10.1.80 22 84/accounts/resel/Nil/65y-ab88daTe02a0b20: /
If you did not make this request, you can simply ignore this email

For queries, please contact IHOMS office.
Sincerely,

IHOMS Administrator

6. You will be directed to reset password form.

Enter new password

Piaase entar your new password twice 50 we can
verify you typed it in correctly.,
New password

& Your passwoe CAN T DR 102 FoRT I SDur Other peniona informator
» Your oasswors mott cortain at ieart § cheractees.
# Your DRITWORI S3NT b 3 SOMIMONY LI6T PISSNDK.

» Your PAEINOMS CANT B8 FEFEY Numars.

New password confirmation

» EPterine same passwons 35 200ve for corfiemston.

Change my password

Effectivity: September 15, 2023
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New password is entirely numeric — Prompts
error message. Transaction failed

Enter new password

FiEnte enter pour mew PAEIWON tite 50 wé can
erify yau trped # in correcty.

word

& Fout PR penes TN 00 190 BN DA ST 200 oernation

+ Yoot Gused ot corta e 0wt § chasacions

+ Yok BRLIHE COE 1 B4 B SR € e

* Tour ERLNSAE CO 1 4 MR FTaE

2B e 40 B b1 wbay Bt e Tocuree.

The two password fiekds didn't match,

Change my password

Passed: New and confirmed new passwords
do not match — Prompts error message.

Enter new password

Please enter your new password twice 5o we can
verily you typed it in carrectly..
New password

o Yoo BRI S0 L IS0 BASC 19 Four 6ihar Dintona) imfin stisn,
v Voot PEITWORS PAuil corta 31 'e5at § chanaciers.
» Your BIFIOTE CER T DY B COmMOnY LTS SRIINOIS

» Fout BEITROR SERTEE ERLIEY EumEne

New password confirmation

» EFMer the e DRISWOS B3 BOGwd for Confamaton.

This password is entirely numeric.

Change my password

7. Fill form then click change my password

New password is similar to its first name —
Prompts error message. Transaction failed

Enter new password

Please enter your new pasuward tiice 10 we can
warty you byped it in comectiy.

Plew passwint

o Yeur sairees cartha oo 1w o athar semona e brmnten
+ Your st st coria . a6 s | chacaciens
+ 1Tt pRTOm A 1003 SOmmey RS ENIAOT
* Your Burtemers car b e e
New password confirmation

§ B sera paeors a1 amee for e mater

The password i too simiar to the first
name.

Change 18y password

e e e e e e

New password is similar to its username —
Prompts error message. Transaction failed

Enter new password

Picase enter your new password tice 39 we an
werdy you igped i m comectly.
New password

B e e L
+ Vet shtans Pt chota 0 0t et chanaciens
S TP

- Vot BT IR T 04 Sy T

New patsword confimaton

+ Ernorin g pangemes 01 10008 for confr—aner

This passward is too short. It must contain
@1 Iwast 8 characters.

Change my pastword

Passed: New password is below 8 characters
— Prompts error message. Transaction failed

Enter new password

Fiesse enter Your new passnord buice 50 we can
weiity you typed it in correctly.

» ot i G 1 bR £0% 1RH 19,0t GRF 61 B4 TTSr 3l iefgeraron.
» YouT PRIIAIE Ml (SRR S ea i § chanactent
= Voot BRI 3T 34 BCRTIRICY <443 FHINTH.

= Yot SRIeRHE BT 24 enkray fumers.

New password confirmation

» Eriaribe ibra uinweed b Becen for sonfamanon

The password s toa similar ta the
username,

Change my password

New password is similar to its last name —
Prompts error message. Transaction failed

Enter new password
Pease enter pous new password teate 5o we can
Varify you typed It in cortectiy..
dew password

V0 TRITATAT COT 1 20 THE S TEM I 07 DPT DMSIRN SCer T,
» ¥our DRETHORS Tt contye 3t waat § caratan

+ Your PTG ChET 00 B st rmony 100 SHIAGSS.

+ Yoot paiTaRed Rt by padey rmane

New password confinmation

¥ Eetarie sama cese b8 abors bor sorferater

The password is too similar to the fast
name.

AR DAV St ST R R TR

ot L G 5 A

Effectivity: September 15, 2023
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New password is commonly used — Prompts error message. Transaction failed

Enter new password

Piease enter your new passward twnice $o we can
verify you byped & in correctiy.

Mew password

» Your piiward Cae 106 150 4020 12 Yol SRR ORETSER ERIVITSS,
o Your patpwmes ment coeta 3t s E cranicen

» Yoot B oS ¢in T 08 3 armeny L3184 pEET

» Ertat the 1178 parsacns as soove for corfemation.

This password is too common.

This password is entirely numeric

Change my password

New and confirmed new passwords match and meet password requirements — password
successfully reset. Directs to login page.

Password reset Accounting Trail
COm plete Username
Password
Your password has been set, ¥ou may go

Log in Fergot password

Thes walp 9pp 1 hovted on tast seevart

Southern Philippines Medical Center

Integrated ~oepital Operations and Management frogrm

Deveioped by: IHOM? - Software and Systecns Development (SSD) Unit

HOW TO UPDATE EMAIL AND CHANGE PASSWORD?

1. After your successful login, Click Your name at the upper right most of the dashboard,
2. Click profile, Change Password

3. Click Save button.

Effectivity: September 15, 2023

B s | i

Page 15 of 17



Southern Philippines Medical Center

MANUAL
Title: Accounting Trail for P.O and D.V. User Guide

Document Number: SPMC-MAN-IHOM-04

Aominictrator

Profile

& Logout

This web app is hosted on test server!

Profile Page <:| 2

Name: Shela Dianco

Username: scacayan

Email:
shelacacayan@gmail com

Image:
[Browsse.... No e selected,
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