BARS — TRANSFER CLASS EXERCISES

Exercise #1: (A Negative & Positive BBA within Same Cost Center,)

Transferring Exact Amt Needed

Cost Center:

Fund = 2064

Dept = V0019
Program = A304
Project = NA

Account B5006 shows a negative balance of $782.85, while B5009 shows funds available of $27,772.56. Need to
move monies from positive BBA account to cover negative BBA account and balance to zero.

2-Step process:

1 - Decrease Expense Budget node of positive BBA by negative amount
2 - Increase Expense Budget node of negative BBA by same amount

ODEO(WME1100£1s00 &1 5E0E166F0 (=16 . EEHI EhiGlast Center : 205‘1}‘}0019}6030‘1}]&]—6 THIWEEGITZ OF HOUGTOR - GT3TI
Business Unit @ 00765 Uriw. of Houston - Wictoria Fage No. c 1
Fund : I0E4 DESIG-TUITION Eewernue £ Expense - Fudget Hode Summary Eeport ID : UEL3IL074. 1]
DeptID : Wonld JCHOOL OF FUSIMESS ADMINISTRAT Period Ended &pril 20, £002 [Through Peried §). Dat-abase : FIFRD
Frogram Code @ A02Z04 E13 Mel Fun Date  1Ll7E0FE002
Froject : Ha Fun Time : 04:40:05 F
Le:ponzible : BULLOCK JR, CHARLEZ
Ease Final Joft ’ Eudget ‘

Description Eudgeted &mt  Budgeted Amt Curr Rew/Exp  ¥TD Rew/Exp PTD Eew/Exp Open Commit Commitment Available Avail
furrert Budget Period
E40:7 JALE - L&l n.an n.nn =17.610 -17.50 -17.510 n.on w.n 17,50 n.os

Total Rewenue [ [ =17.%0 =17 .40 -17.%0 o.on L] 17 .40 n.os
FE006 Li-SALARY LED WBLED [N T] T.451.00 E5 .62 T EE0 B2 TLEEN B2 582 .38 [ BEENTE B N1
ES007 L? - FRINGE EEMEFIT3I oo E?? .81 065 917 .03 917 .01 o.on . -E29 .8 |- .2y
ES009 LI-MAINTERANCE AMD OPERATIONS Si.070.00 50,944 51 4, 59808 E0.957 .10 En,957 .10 E.006.51 0.2 L .TVEL5E RE

Total Expense Si.ofo.nn 59,102 2% 4 255 .26 £9.554 .88 E9,554 5% £.589 .72 0.2 E6 750 . 42 45 .24

Transfer for budget node B5006:

Amount = 782.85

Positive Budget Expense Account (budget node, i.e. BSXXX) = B5009
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5006

Entries to adjust the budget figures to make BBA for negative account = 0:

> Enter Header Info:
¢ Ledger Group = ORG

¢ Long Description =

e Budget Entry Type = Adjustment

/ Budget Header | BudgstLines | BudgetErrors ¥ Approval 2 Y Approval History ¥ Documents

Unit: 00765 Journal 1D:MERT Date: (133072004
Fiscal Year: 2004 Period: 7
‘Ledger Group: (RGIE Q Budget Header 1
Status:
Control PROJECT ID
ChartField:
B
T Original & Adjustment
Budget Type: Expense
Long Description:
Ta move dallars from M&0O (B5009) to cover the negative BBAs in S&WW (BS00E) and Fringe Benefits El
(B5007).
E
B savel  [EDNatify
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BARS — TRANSFER CLASS EXERCISES

» Click on Budget Lines | Budget Header | Budget Lines | BudgetErors | Approval 2} Approval History | Documents |

tab to enter amounts and Unit: ores  Joumal NEXT Date: mer02004  BudgetHeader oy
. ID: Status:
chartfields: Process: |PostJournal - 4

Customize | Find | iew A

{ Chartfields and Amounts 1 Basze Currency Details '.I

> Enter Budget Line Info: Delete Line Ledger % Accownt Fund  DeptD Progam Project  BudRef A% Amount
Line 1(from) r 1 OrRG_ED [0g81 (@ [Re0ns @ [0es (@) [Mon1s @ [aoans @ Q| [Braon4 gm (752,85
e SpeedType = 10551 roo2 oree0 [ [@[Beooe @ fies @ [voois @ fadaos @l Q) [EP2004 gm [e2as |
¢ Account = B5009
¢ Amount = -782.85 Lines to ’_1 ll ;l %] Journal Line Copy Down From Line:r T01|— Generate Budget Period Line|
add
Line 2: (to) i Total Debits: Total Credits:
e Account = B5006 Tzotal Lines: ;Btgase s :B;B;e“ .

* Amount = 782.85
ESave ElNot\fy

Budget Header | Budget Lines | Budget Errors | Approval | Appraval Histary | Documents

> Click on Base Currency | Budget Header | Budget Lines | BudgetErors | Approval 2 | Approval History | Documents |

Deta_uls tab under Ll_nes s o7es Joumal NExT Date: maa0oo4  BudgetHeader
section of Budget Lines ID: Status:

tab. Process: W
ind | Yiew All | # First [ 12002 [F] Last

(Since this is a salary item,

the pOSitiOl’] number must be | Charttielis and Amourts | Base Currency Details

entered. This will alter the Statistics

budget with the appropriate Delete Line Lledger 22, = StatisticAmount Ref Journal Line Description
Eﬁzgigt”rgggs)er on the roo orRG_EBD = Q] | [L3-MAINTENANCE AND ( +] =
roo2 ORGED | Q] D0S00140]  [L3-SALARY AND WAGES +] - |
> Enter Position number
00500140 on Line 2 in Lines to ’_1 4 =] % Jaumal Line Capy Down | From Line:|_ Tu:|_ Generate Budget Period Line‘
Reference field. add
» Adjust Journal Line Total Lines: Total Debits: Total Credits:
Description as needed. 2 75285 782.85
B save) Elnotity | BbAdd ) | E Update/Display

» Check that Totals Equal.

Budget Header | Budget Lines | Budget Errars | Approval | Approval History | Docurnents

If completed, can:
* Verify printed form
¢ Send out for signatures
¢ submit.

Exercise 2 can be added to this budget journal.
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BARS — TRANSFER CLASS EXERCISES

Exercise #2: (A Negative & Positive BBA within Same Cost Center,)

Transferring Different Amt than needed

Using same cost center as in Exercise #1, account B5007 shows a negative balance of $239.28, while B5009
shows funds available of $27,772.56 (will now be a balance of $26,989.71). Need to move monies from positive BBA
account to cover negative BBA account and balance to zero.

2-Step process:

1 - Decrease Expense Budget node of positive BBA by amount

2 - Increase Expense Budget node of negative BBA by same amount

Transfer for budget node B5007:
Amount = 239.28 short;

Positive Budget Expense Account (budget node, i.e. BEXXX) = B5009
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5007

Entries to adjust the budget figures to make BBA for negative account $400 to cover future expenditures:

Back to the Budget Lines tab to enter the next account’'s amounts and chartfields.

If plcklng up from Exercise | BudgetHeader | Budget Lines | Budget Erars | Approval 2 Y Approval History | Documents |
#1, click on Chartfields and || unit oores  Joumal NET Date: 03302004 BudgetHeader
' 10: Status:
Amounts tab to go back and Process: |Post Joumal ]
add lines and enter amounts ? Customize | Find | View All| 3
& chartfields { Chartfields and Amounts | Bass Curtency Detals | [F=H)
Delete Line Ledger % Account Fund DeptlD Program Project Bud Ref Ki‘fr\inlgutes Amount
iew
> Enter Budget Line Info: r 1 ORG_BD 10551 (@ [Ee009 & [ooes (@ w019 (@ [a0a0s Q) [Na QllgPaoos @)y o [7E2E8
u 2 ORG_BD Q| |Bsooe (@ 2064 (@ (w019 & (40304 & [Ha &l [BrPaons (@) L2 752,65
J J J J J J Jmter\:\};utes
Line 1/ 3 (from): View
. SpeedT(ype :) (should be O3 ORG_BD < [soe (@ poes @) voo19 (@) [ana0s QA Ql[erzo0s @)y o o 40000
same 10551) m4 ORG_ED @ [psoor (@ oea (@ [von1g (@ [a0acs @ [wa @ [BP2004 g& 400,00
e Account = B5009 ,
e Amount = -400 Lines to |_2 - 2| Journal Line Copy Down | From Li"9=|— T0=|— Ciafe iz il P L\ne|
add
Line2/4 (tO): Total Lines: Total Debits: Total Credits:
e Account = B5007 4 782,85 158285
e Amount = 400 Lt e

> Click on Base Currency Details tab under Lines
section of Budget Lines tab.

Since this Budget node is not associated with a position
number, no need to enter anything in Reference field.

> Adjust Journal Line Description as needed.

» Check that Totals Equal.

Chartfields and Amaurts :{ Base Currency Detaills

Delete Line  Ledger S (S:‘:J'% Statistic Amount Ref Journal Line Description

0 1 ORGED | Q& \ [To cover neg budget-Ma0 +| = |
o2 ORGED = QA 0200140 [neg budget-Ma0 1o 5a] 4| =]
Lines to ’_1 + =] %] Journal Line Copy Dawn | From Line:r TU:|—  Cneiet Bl (Pt
add

Total Lines: Total Debhits: Total Credits:

2 782.85 78285
B save]  ([EdNwify Bhadd) |

First (4] 12012 [F] Last

Customize | Find | %
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BARS — TRANSFER CLASS EXERCISES

Option: Before Submitting, you can:
* Verify printed form
* Send out for signatures

Unit: 00765 Journal ID: 000NARSA29  Date: D3/30/2004

Budget Header
Status:

Firint 'J"n"u}ﬁi"l"Eﬁ{ry" Defails

| Budget Header } Budget Lines J Budget Errors | Appraval | Approval History ) Documents

When completely finished,

/ BudgetHeader | BudgetLines § BudgetErrors | Approval 2 % Approval History | Documents )

Submit to Budget Office: Unit: 00785

TO SUBMIT:

Journal ID: NEXT

Date: 03,/30/2004 Budget Header Status:

» Click on Approval tab to
approve & send to the
Budget Office for final
approval & posting.

Approval Instance:

* Please select the appropriate destination office

Approval Status:

-l

> Select Budget Office

| o Budget Office
00765 Research Office

Approval Action: T

> Select Approve Unit: 00755

Date: 03,30/2004
OperlD:TURLEY LK

Deny Comments:

Journal 1D: NERT I
Apply

Source:PS/GL Online Entry Panel

I

¢

» Attach backup & send to Budget Office
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BARS — TRANSFER CLASS EXERCISES

Exercise #3: (A Negative & Positive BBA in Different Cost Centers,)

Negative Cost Center: Facilities Planning

ODEQ (01100 £l #D0L1 SENELE 6FO (# 16 fEHIEki Gl ost Center D EOEESWOOL0S L0 i34 HA THIVERZITY OF HOUSTOH - Z¥ITEM
Eusiness Unit : 00765 Uriwv. of Howrton - Wicteoria Page Heo 1
Fund : ENEd DEIIG-TUITICH Eewerue £ Expense - Budget Hoede Jummary Repeore ID @ ULL3IL0T4.1
DeptID LA AIMIRIZTRATION £ FIRAMCE Period Ended April 20, £002 (Through Period #1. Datakare : FIPRD
Frogram Code  G0iZd FACIL FLANHIRG Bun Date : 117Ei0fE002
Froject : Ha Fun Time : 04:43:i H
Ee:ponsible : BERAH.WATHE E
Eare Final Soft Eudget
Description Budgeted &mt Budgeted &mt Curr Bew/Exp ¥TD Bew/Esp PTD Eew/Esp Open Commit Commitment Zwailable Barail

Turrent Budget Feriod

e Towrrmr found. N
E5009 L:-MAINTEMANCE &MD OPERATIOME fn.0n0.00 f4,550.18 406 . EE 2ELIEE LS 2E, 985 .15 o.on -§,.275.10 24 1%
L Total Expense E0,000.00 $4,550.15 40E . EE 32,925 25 28,985 .25 0.0 -§.575.10 jprels
Positive Cost Center: Building & Grounds
Cost Certer DO EOEASTONLOS G0 2E SRR UHRIVERZITY OF HOUSTOW - 3WITEM
ripers Unit @ DO0VES Univ. of Heouston - Victeria Fage Re. : &
nd o E0Ed DESIER-TUITIOH Eewernue £ Expense - Budget Hode Jummary Eeport ID : UGLI1074.1
mptIT : W00l0  ADMINISTEATION £ FIRAKCE Pericd Ended &pril 20, 002 (Threugh Pericd §). Database : FIPED
Togram Lode @ GEOEZE EVILDIRE £ LREOUMDI Bun Date : 11f20F25002
Toject : Ha Bun Time : 0&:49:52 Pf
e sponsible : BER&N,2YHE E
Ease Final Soft Eudget
Description EBudgeted &mt Eudgeted &mt Curr Eew/Exp FTD ERewf Exp FPTD Ee/Exp Open Commit Commitment &wailakble Zwail
Currert Eudget Period
o Bewerme Found
[E5009 L2-MAINTEHANCE AWND OFEEATIONI 25,000 00 51,815 .52 995 .91 G086 98 G.E05 9% £.275.71 oo 40 621 &0 79.2%
Tot:al Expenze 25,000 00 51l.815 .52 995 .91 G.E08 9% G 205 9% E.275.71 [ N} 40,531.204 7925

Account B5009 (M&O) in the Facilities Planning cost center shows a negative balance of $8,375.10, while the
Building & Grounds cost center, budget node B5009 (M&O), still has $40,631.20, which is enough funds to cover
the deficit and still be operational until the end of the year. Need to move monies from Building & Grounds budget
node to cover negative account in Facilities Planning and balance it to zero.

Amount = 8,375.10
Positive Budget Expense Account (budget node= B5XXX) = B5009
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5009

4-Step process:
Using BAR form:
1 - Decrease Expense Budget node in cost center of positive BBA by amt needed
2 - Increase Expense Budget node in cost center of negative BBA by same amt
Using G/L journal form:
3 - Decrease specific expense account (based on ledger) in cost center of positive
BBA by same amt
4 - Increase specific expense account (based on ledger) in cost center of negative
BBA by same amt

Since you are already in the Budget Journal screens, just click on the |Ekadd] button.

Journal Budget Transfer Exercises.doc - 11/16/2005 5:51 PM Page 5 of 9



BARS — TRANSFER CLASS EXERCISES

» Enter Header Info: Budget Header | BudgetLines | BudgetErrors | Approval 2 Y Approval History ' Documents
Unit: 00765 Journal ID:  MEXT Date: 03712005
¢ Ledger Group = ORG FiscalYear: 2005 Period: 7
o Budget Entry Type = “Ledger Group: ORG Q Budget Header Status: M
Adjustment
A P Long Descnpt'on = Control ChartField: PROJECT_ID
B
R ) Original *) Adjustment

Budget Type: Expense
Long Description:

To cover a negative balance: moving dollars from from ME&D (B5009% to cover the Building & Grounds cost
centerto M&O (BA009) in the Facilities cost center,

» Click on Budget Lines | Budget Header | BudgetLines ' BuduetEnors | Approval 2 ) Approval History | Documents |
tab to enter amounts and Unit: 00755 Journal ey Date: 03172005  Budget Header Status: N
chartfields: ID: Process: |PostJoumal v
> Enter Budget Line Info: Chartfields and Amounts ' Base Currency Detalls
Delete Line Ledger EIJ_JETM Account  Fund DeptiD Program  Project Bud Ref ‘% utes Amount
Line 1(from) ——
— O 1 ORG_BD 10610 QL (BA00G |G, 2064 |G w0010 |(CL |G0236 QL [NA Q |pr2005|Q Vlﬂ -8,375.10
e SpeedType = 10610 Btributes
e Account = B5009 [l 2 ORG_BD 10059 | [psooa|a (2084 |@ [voato|ay [cozas Qo [na @, |sr2008/Q, %Utes 8,375.10
¢ Amount = -8375.10 _
. G te Budget Period Li
A Line 2: (tO) Lines to add 1 = | Journal Line Copy Down | From Line: To: [ SUEKISE A SHECSL IS
¢ SpeedType = 10059 :
° AC count = B5009 Total Lines: Total Debits: Total Credits:
- Amount = 8375.10 : BaTe.0 Pt
» Click on Base Currency Details tab | Budget Header | Budget Lines ' BudgetErrors j Appraval2 | Approval Histary | Documnents |,
under Lines section of Budget Lines Unit: oores  Journal weT Date: 03172005 Budget Header Status: N
tab ID: Process: | PostJournal e
Since this Budget node is not associated with a I — Customize | Fing First X2 or2 (M Laat
position number' no need to enter anythmg n Delete Line  Ledger 2> mﬂ Statistic Amount  Ref Journal Line Description
Reference field. 0o 4 ORG_BD = a Cvrneg BBA in Facilities =
> Ad ¢ J | |_ D . t' H 2 ORG_BAD == Q Cyvt heg BBA frorm Bldg&Gre =]
just Journal Line pescripton as
B needed Lines to add 1 = % Journal Line Copy Down | From Line: To: [@
Total Lines: Total Debits: Total Credits:
> Check that Totals Equal. ’ ba7s 10 607510
=T L =9 nioss [ B onaa | B g
Opnon Before Submnt'ng, you can: i Budget Header i Budget Lines y Budget Errors Y Approval b Approval History { Documents Y
i Verify printed form Unit: 00765 Journal ID: 0000BGS528  Date: 03/30/2004
* Send out for signatures Budget Header

Status:

Frint 'J"nh?ﬁi"l"Eﬁt"r'x" Detaiiz

Journal Budget Transfer Exercises.doc - 11/16/2005 5:51 PM Page 6 of 9



BARS — TRANSFER CLASS EXERCISES

When completely finished,

will need to Submit to Budget

Unit: 00765 Journal ID: NEXT

/ BudgetHeader | BudgetLines Y BudgetErrars | Approval 2 % Appraval History | Dacuments ) ‘

Date: 03,/30/2004 Budget Header Status:

B Office:
TO SUBMIT:

» Click on Approval tab to
approve & send to the
Budget Office for final
approval & posting. | 3

* Please select the appropriate destination office

00765 Budget Office
00765 Research Office

Unit: 00764

R » Select Budget Office

Journal ID: NEXT

> Select Approve Date: 03/30/2004

OperdD:TURLEY LK
Source:PS/GL Online Entry Panel

Deny Comments:

Approval Instance:

Approval Status:

Approval Action: -

Apply

¢

A » Attach backup & send, ALONG WITH G/L
R JOURNAL, to Budget Office.

G/L JOURNAL FORM: Bring up G/L journal form

currency Defaults: WSD FCREEMT /1

Header Lines Totals Errars Approval Doacuments
G> Enter Header Info: / { Y Y Y ! !
o Unit: 00765 Journal ID: MEXT Date: 03M 72004
¢ Long Description =
Long Description: To covera negative.bglance inthe Facilities ME&D (BA005) cost center by moving A
dollars from the Building & Grounds ME&D (B5S00Y) cost center b
¢ Reference Number = *Ledger Group: ACTUALS | [ Auto Generate Lines
I VXXSEQNO Ledger: Q [l Adjusting Entry
*SOUrce: GEN|Q Fiscal Year: 2005
Reference Number: Period: 7
SJE Type: v ADB Date: 03/17i2005 |5
Journal Class: Q []save Journal Incomplete Status
Transaction Code: GEMNERAL |
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BARS — TRANSFER CLASS EXERCISES

Chart for entering General
Ledger side of transfer:

G
|
L

Ledger 2:

Ledger 3:

Ledger 4:

For Account use:

For Account use:

For Account use:

Decrease = 37409
Increase = 33509

Decrease = 37417
Increase = 33517

Decrease = 37419
Increase = 33519

> Click on Lines tab to

[ Heater [ Unes | Toals | Enos | Apovel | Doouments |

enter amounts and
chartfields:

Unit: 00785

Template List
¥ Lines

Journal ID: - NEXT
Change Values

Select Line  ‘Unt

g
O :

“Ledyer

» Enter Info for both lines:

00765 O, ACTUALS

Line 1(from)
¢ SpeedType = 10610
¢ Account = 37409

00765 |3 ACTUALS

1H @

Linesto add:

SpeedTypg  Account

10610 |Q 37400(Q
10058 Y2 23508/ Q

Dae 07005 Process: Edtoumel v Process

Customize | Fing | B8

Chartfield1 Journal Line Deseription

Value

DeptiD  Program  Project artfield 1

0, Br200s|Q Q
Q [BP2005|Q Q

Amount Reference

A4 O von1n Q |G0236 LGl -8.375.10 NMT TO DESIG UNR

64 |CL w0010 Q|02 | QL NA 8.3745.10 NMTTO DESIG UNR

e Amount = -8375.10

I Line 2: (to)
¢ SpeedType = 10059
¢ Account = 33509

L ¢ Amount = 8375.10

» Enter Descriptions : —
Customize | Find |
Amount Reference Journal Line Description
6 -8,37510 Cover neg BBA in Facilities
8,3758.10 Cover neg BBA from Bldg &
i . 1 |+
I » Check that Totals Equal. | [Inestoadd: =
Custornize | Eind | Yiew All | 2
Unit Total Lines Total Debits Total Credits
007ES 2 8,3745.10 8,3745.10

E Save ‘ =]  Motify

s Refresh
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> Save

Header ¥ Lines Y Totals ¥ Erors Y Approval  Documents |,

Unit: 00765 Journal ID:  NEXT Date: 03117/2005 ‘*Process: |EditJoumal v| Process
Termplate List Change Yalues

Select Line *Unit *Ledger SpeedType Account Fund DeptiD Program  Project Buj

Ll 1 00765 QL ACTUALS 10610 |Cy (37409 QL |2064 | |vO010 |CL (30236 QL |NA . |BH

Ll 2 00765 QL ACTUALS 10058 Q23509 |Cy 2064 |C |voo1o |CL (0234 QL [NA 2, |BH

Lines to add: 1 =

Customize | Find | View sl | B8 First [ 1 0r 1 [ Last

Unit Total Lines Total Debits Total Credits  Journal Status %ﬁ"%
00765 2 8375.10 8375.10 m M
B Save = Naotify o Refresh

Header | Lines | Totals | Errars | Approval | Documents

Option: Before Budget Checking and Header ¥ Lines | Totals | Erors | Approval | Documents Y

Submitting, you can:
¢ Verify printed form

* Send out for signatures

Unit: 00765 Journal 1D: 0000570172 Date: 03302004

Print Journal Entry Detail

When finished, on Lines tab:

> Select Edit Journal

> Click on Process

>» Make sure Totals match.
> Make sure Statuses=V.

Header ¥ Lines Y Totals Y Emors | Approval " Documents |

Unit: 00765 Journal 1D: MEXT Date:  03/30/2004 *Process: (SISt Process
Inter/ntraldnit

Template List Change Yalues
~ Lines
Select Line *Unit *Ledger SpeedType Account Fund DeptlD Program Bud Ref  Project
' 4 nozoe ol anTia s FTar=etal Ollzzang allbmss el baonin Gl lemmee Sl meonna sl s

—_— . > — . &>

> Select Submit Journal

> Click on Process

Header | Lines Y| Totals ¥ Emors | Approval | Documents |

Unit: 00765 Journal ID: NEXT Date: 0373072004 *Process: | Submit Journal | Process
Budget Check Jou
Copy Journal
Delete Journal

i i Edit Chartfield
Select Line *Unit “Ledger SpeedType Account Fund DeptiD Edit Journal

roo (0765 | Q| ACTUALS 1060 @ [race @ foed @) VI0TD (pr o bk @) [NA
ro2 f07Es QlacTUALS  [ioss | QU308 @ 0ee @ [Vooio (Reeshleuma bans o A

Ternplate List Change Yalues Interfntrallnit

lingstoagg-1 1 41 -1

» Attach backup & send, ALONG
WITH BUDGET JOURNAL, to

Budget Office.

Note: PLEASE SEND BOTH SIDES to Budget Office (both BAR & G/L entries); Budget office will check G/L

entries and forward to AP.
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