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Qverview

Setting up your User Profile is intended to make creating future requisitions much easier and more efficient as it will
save you from manually having to type in information such as your Ship To Address, ChartField Information and
Supervisor each time you create a requisition. You can set defaults for this information to automatically display in
each cart as well as your favorite ChartField String combinations.

Access SpearMart by navigating to https://my.fsu.edu/ and logging in with your MyFSU username and password, and
then click the SpearMart Icon under MyFSU Links:

myFSU Links

S, Bb & &
HR 2P Fi SC
— (@& =

This Job Aid will cover how to set up the following in your profile:

e Ship to Addresses
e Chart Fields
e Chart Field String Favorites

e Supervisor
¢ Notification Preferences

in Your Ship To Addr

FLORIDA STATE UMIVERSITY
™ Shop - Shapping © Snopping Hemew
Shopping Dashboard
Jahnny Tester User's Name, Phone Number, Email, etc.
T — First Mame Jehnny
Last Mame Tester
Phone Number #1 (RS0 £44-9719
User's Name. Phane Number, Emad, ete. E-mall Address e
Deptid Procurement Servces {027
Anp Actrvaban e User Mame: ftester
Johnny Tester User's Name, Phone Number, Email, etc.
User Name  flester First Mamne Johnny
Last Mams Tester
Phang Maamber +1 (850 6449719
User's Name. Phone Number, Emad, ete, E-mall Address z
Languag e Zone an Doptld Procurement Servces (027)
App Activalian Code User Name [rester
" T 2 2uthertication Method Lo<al
z Ship T 1l To
1 & " profile.
hacknur seming Shipping Addresses Address Search . A " ”
Enter the Nick Name of the building, for example, “Westcott”.
Nickname / Address  West H
e Click the Search button.
Fesults Per Page
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Johnny Tester Default Addresses

User Name  flester 0 Mo addresses defined in profile.

2

Ship Te ill To

art Assrane profile.
Chickout Sutting Shipping Addresses Address Search

Mickname / Address  Westcott

Text

Results Per Page o~

Addresses Found: 1 A Page 1ol 18
Address

ATTN: Johnny Tester
RMFLE/STE:

DEPT: Procurement Services
222 5 Copeland 5t
Westcot Rldg

Tallahasses, FL 32306
United Seates

Johnny Tester Default Addresses

Usér Name  flester O rao addresses defined in profile.

Ship Te gl Ta
1
refault Addresses U No addresses delined in
& il profile.
re i Shippiog Add) ?
Hickname ‘Westcott
Default -
Current Defaull
Acldress
ADDRESS
ATTH:
(NPT :
DEPT: Procurement Senvices
Address Line 1 222 5 Copsland St
Adddress Line 2 cott Bldg
City Tallahassee
State
Zip Code 32308
Country Lnked States
Jnh""y Tester Default Addresses
User Name  jtester Ship Te gl To
1
Select Addresses for Profile
efault etting: Shipping Addresses Edlit Solected Address 7
scm Fisk it e Detault Dittmer hckname Dittriver
Default Addresses University Center & Dgfaul
art Assigne " Currént Default Westcott
AT address
ADDRESS
ATTH: Johany Toster
AM/FLR/STE:
DEPT: Prourement Seraces
Address Line 1 95 Chieftan Way
Address Line 2 Dittmer Chemistry Lab
City Tallahasses
State KL
Zip Code 22306
Country United States

© Florida State University Procurement Services
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If the address you seek is listed, click the option
button beside the appropriate address.

If you don't find your Ship To Address, try the
following:

0 Search using your street name in the
Address Text field, for example,
“Copeland”.

o If you cannot find your Ship To
address, E-mail spearmart@fsu.edu
that you are having trouble locating
your Ship To address and include the
name of your building, your
department and your college.

Give your Ship-to address a nickname

e Check the box next to Default if you would like

the system to auto populate the Ship To
Address for each requisition

e Enter the room, floor, or suite number

You can add multiple Ship-to addresses to your
profile at your discretion following the steps
above.

If you selected the Default Checkbox for an
address, then it will show in Bold under your
Shipping Address list
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® Shop - Shapging © Snopy

Shopping Dashboard

Dashboards

Johnny Tester

User Name  flester

User's Name, Phone Number, Email, etc.

Frst Hame Johay
Last Mame Tester

Phone HMumber +1 (B50) 644-9719

E-mail Address b U ¢du

Deptld Procurement Sernces (027)
User Name Fester

Authentication Methad Lacal

Johnny Tester

User Mame  flester

User's Mame, Phone Number, Email, etc.

First Masne Jahnny

Last Mame Tester

Phang pember +1 [R50) 6449710

E-mail Address robbing @z edy

Doptld Pracurement Servces (027)
User Mame ftester

sanhertication hethad Lecal

Johnny Tester

User Mame  ester

Custom Field and Accounting Code Defaults

Header (int.) Header fext) SnDnll. Code Favorfes Internal information Cart
7
Custom Field Name Default Value Description Edit Values

aCo tem Mo Default value =

Johnny Tester

Uker Mame:  jlester

Custom Field and Accounting Code Defaults

Header (int) Header (ext) Supplier Codes Code Favorites Internal information  Cart

?

Custom Field Name Default Value Description Edit Values

Business Unit GL Mo Default value
© Department Mo Defaull Value m
« Fund o Default value =2
L Budget Relerence Mo Dt Value m
L Chartfield 1 Mo Default Value E3
L Charthield 3 Mo Dt Valure | cain |
« chartfield 3 Mo Defaut value E&3
PC Business Lind Mo Dt Value [ i |
L Praject-Activity Na Defauk value | ki |
L Souree Type Mo Defaull Value m
L Category Mo Defaul value m
L Subcateqory Mo Defaull Vialue m
Location Mo Default value E3
Recuest Sponsored Prajec Restrichon Override Mo Defaull Value m

Johnny Tester

User Mame ester

Custom Field and Accounting Code Defaults

Header (nt) Header {ext] Supplier Codes Code Favorites wtemal Informaticn  Cart
?
Custom Field Name Default Value Description Edit Values

Business Uit GL No Defsult value

it ases

* Custom Field Values marked with an
asterisk are role-based values. Users can
anly modcty the Default status of these
Custom Freld Valoes.

© Florida State University Procurement Services
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Click the Codes tab to set up and save default Chart
Field values. (NOTE: you will always have the option
to override your default Chart Field values for each
requisition you create).
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JOhﬂl‘ly Tester Custom Field and Accounting Code Defaults
User Name  jtester Header (inL) Headir (ext) Suppler Codes Code Favorites Internal informatian Cart
 §
Custam Flald Name Default Value Deseriptian Edlit Values
Business Unit GL o Defautt Value
7 Edt values

Values -}

Value Deseripean 5 i

B esuon  plorida seate Pniersay

* Custom Figkd Valoes marked with an
asterisk are role-based values. Users can
only modify the Default status of these
Custam Fialel Valuss.

]ohnny Tester Custom Field and Accounting Code Defaults
User Marme  jester Header (nt) Header (ext) Suppher Codes Code Favorfes  Imternal information Cart
7
Custom Field Name Default Value Description Edit Values

Business Uit GL o Default value

b Click FSUO1 or Florida State University

FSU01  Florida Saate University

Mo Resuhs Found

* Custom Field Values marked with an
aterik are robe-based vabors. Users can
anly madidy the Defaut statss of these
Custom Field values.

Johnn‘f Tester Custom Field and Accounting Code Defaults
User Mame  jlester Header (i} Header fext) Suppher Codes Code Favordes Inlernal Infoemabion Carl

Custom Field Name Default Value Description Edit Values

Business Unit G o Defadt value

Gt vaes [ i | Select the checkbox next to Default and click Save

Edit Existing Value 7

vale  Description

value F5UD1

Destription

Detauk

Status

* Custam Field Values marked
with an asterisk are role-based
walugs. Users <an anly madey the
Default status of these Custom
Field values

Custom Field and Accounting Code Defaults
Header {int) Heaer (ext) Suppler Codes Code Favornes Intemal information | Cart
7
Custom Field Name 9:;'." Description v:::;
Busingss Unit GL U1 Florida State | L |
University
.. Department e Defaut Valug -
& Fund No Defin® Value [ i |
L Budget Reference Mo Defaul Value | i |
L Chartfield 1 Mo Defau valug [ et |
+ Chartfield 1 Ho Defa value 23
& Chartfisld 3 Mo Defaut Valus m
PE Busivss Unt No Dl Value [ i |
L Project-actiity No Default value [ v |
L Saurce Type Mo Defaul value | tai |
& Category o Defauk Value [ tan |
© Subcategory No Defaut Valus m
Location Ne Defaut Value [ |
Request Spansored Projed Restrichion No Defant Value [ Fain |
Owerride
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Johnny Tester

User Mame  flester

Code Defaults

Custom Field and Accounting Code Defaults

Header (inl) Headér (o) Suppher Codes Code Favorites Internal Information Can.

)

Custom Fiold Name Default Value Deteription Edit Values
Deparment Mo Default Vaivs

7 B values

= Cugtom Fiekd valoes mnarked with an
asterisk are role-based values. Users can
ooy modity the Defauk status of these
Custam Feld Valugs,

Johnny Tester

User Name  flester

ting Code Defuulls

Custom Field and Accounting Code Defaults

Header (int) Header (ext) Supplier Codes Code Favorites Internal Information Cart
1
Custom Fiekd Name

Detault Valug Description

Mo Default valoe

Edit Valuos
Department

Bt values =3
Business Undt GL |FSU01 ~

Search For Valug ?
ol tame Department

vailue

Value

Descriptian

Resus Per
Page

* Custom Fredd Vialoes
marked with an asterisk are

rele-based values. Users can
ooty modify the Default
status of these Custom Fiekd
values.

Johnny Tester

User Name  ftester

i and Accountig Code Defaus

Custom Field and Accounting Code Defaults

Header {int} Header (est) Suppher Codes Code Favorites Internal information  Cart
?
Custom Fald Name
Depanmen

Default Valce Dascription

Ne Defaul Value

Edit Values

7 Bt values

Busmess Unet GL | FSUGY |

Walue Descrgtion

alPagetotliel 7

Description

Procurement

¢ If you know the Department number, enter it in
the Value field and click Search

e If you would rather search by department

name, enter it in the Description field and click
Search

e Select the Checkbox next to your Department

e Click Add Values

* Custom Field Valises marked with an
asteniik are role-based vahies, Users can
erly modiy the Delault satus of these
Custom Field values

271000 Services

(] Procurement
Q2T Services Overhead

(m] Procurement
027002 Services ERP

=] Proqurement
ices

Add Vaiwes | Back to Searc

Juh““y Tester Custom Field and Accounting Code Defaults
User Name jtister Header (int) Header (sxt) Supplier Codes Code Favontes imemal infarmation Cart
?
Custom Field Name. Default Value Deescription Edit Values
Department Mo Defautt vakue t
counting Code Defaults et valuas Close:
eusiness una G [Fs001 ~]
Results
a L Feund of 1
alPageiofilnl ?
027000 Procurement Services Page. 3 e
select  Value Description
1
[a]

© Florida State University Procureme
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Click your Department Number or Name
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Johnny Tester Custom Field and Accounting Code Defaults

User Mame  jtester

Header (int) Header (ext) Supplier Codes Code Favorites Internal information Cart
?
Custom Field Name

Default Value Description

No Default Value

Edit Values
Departrnent

7 Eclit values

Bugingss Uni GL [FSU0T

Edit Existing Value ?
Value  Desaiption
- valse
Sat ' Crescription
Preferences Celault
Status

* Custom Figld Values marked
with an asterik are role-based

vahues, Users can oniby medify the
Default status of these Custom

JOB AID

Setting Up Your Profile

Select the checkbox next to Default and click
Save

Click the Codes Tab

Repeat the steps above to set your default
values for your other Chart Field values

ttin hart Field String Favorit
Shopping Dashboard

Johnny Tester User's Name, Phone Number, Email, etc.
User Name jlester Farst Hame e
Last Mame Tester

Phone Number +1 {R50) 644-9719

ane Mamber. Emad, etr,

E-mail Address

Degtid Pracurement Sernces {027)
User Name Foster

Authenbeation Method Laocal

Johnny Tester User's Name, Phone Number, Email, etc.
n hi
User Name  fester Fest Hame Hhnng
Last Name: Tester
Phane Faember +1 [R50 E44-9710
E-mail Address robbing @i edy
Deptld Procurement Servces [027)
User Name fester
suthentication Method Local

]ohnny Tester Custom Field and Accounting Code Defaults

Header (int) Header (ext) Suppher Codel Code Favortes] interrsl nfeamation  Cart

7

User Mame  ester

Custom Field Name Default Value Description Edit Values

No Defaclt Value Edit

aCo tem

Custam Fiald and Accounting Ced

Johnny Tester Customn Field and Accounting Code Defaults

User Nome st Header (ink) Header [£4) Supplier Codes Code Faverites Internal informatian  Cart

e Business Location Department Fund PO
Unit GL

Busmess Aciaty  Type
Unit

Projeat: Source Categoey Sabcategory Chartheld Chastlield Chanfeld  Dudget

Reference

© Florida State University Procurement Services
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Codes
M [ Defacit

Business Unit GL Lacatien Department Fund Project-Actay Source Type Categary Subcategory

file values, Sebeet freem. all vtk

| o

e Enter a Nickname field that will enable you to easily identify your Chart String for use later, for example, “E&G
Budget” or “Grant ABC” etc.
e Enter the Business Unit GL. FSUO1

Business Unit GL Location Depariment Fund PC Busmess Urst Project-Actwity Source Type Category Subcategory Chartfseld 1
B3 o
(=] Custom Field Search ? 00010214A
Value | |
Description | | Building Code
Suite/Room Number

e Every office/room on campus has a unique Location. Facilities maintains the master Building List which
includes all active buildings on campus. Locations have the format shown above.

e You can enter a partial value in the Value field (i.e. “0223") and then click the Search button. This will bring up
all Locations that start with 0223.

e You could also enter a phrase in the Description field (i.e. "Westcott") and then click the Search button. This
will bring up all Locations that have the phrase "Westcott " in them.

G B g/ fusertest soquest.com/apps/Routen T PvalueSearchPopup

WESTCOTT BUILDINGOZ 144
WESTCOTT BUILDINGO2 140
WESTCOTT BUILDINGO2 140
WESTCOTT BUILDINGO2 14D
WESTCOTT BUILDSNGO214G
WESTCOTT BUILOINGOZ 14H
WESTCOTT BUILOINGO2 14w
WESTCOTT BUILINNGOZ TS

00016 WESTCOTT BUILDINGO216

select

© Florida State University Procurement Services

A1400 University Center, Tallahassee, FL 32306-2370

0O010212F WESTCOTT BUILDINGO21 27 select HELPFUL TlP
WESTCOTT BUILDINGO212H select
WESTCOTT BUILDINGO212) select -
WESTCOTT BULDINGO212K e | B Entering your room number in the Description field
bl may prove to be the quickest way to finding your
WESTCOTT BUILDINGO2 126 seleer .
WESTCOTT BULDINGOZ13 seledt Location.
WESTCOTT BUILDINGO2 14

Revised 02/2017 Page 7 of 12
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e Enter the remaining Chart Fields the same as ab
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ove and click Save when complete.

Accounting Codes
Nickname SRR O efadt

Business Linit Gl Lacation Department Fund PC Business Linit
FRLaT 000102144 110

Sekect from profie values Satget from all vaoma Tebact (v predibe vt

Salact Friem all ualust

Sefext Fruee o8 values

Gelact from il vahise.

Project-activity Source Type Category Subcategary Chartfield 1

Sefect frorm #ll values. Selext |

in Your rvisor
pEAR AMART I
FLORIDA STATE UNIVERSITY .
W Shop - Shopping * Shopping Hemew O Shopping Dashbcard Johnny Tester
Shopping Dashboard ] e ot rtie
Johnny Tester User's Name, Phone Number, Email, etc.
User Name  flester Pt Hama Joheny
Last Name Tester
Phone Number +1 (R5D) 644-G719
User Prefile and ferences i va P
E-mail Address wobbm @l ey
A— Deptid Procurement Services (027)
User Name fester
Authenbiestian Method Local
Drdering and Aporoval Settings

Johnny Tester User's Name, Phone Number, Email, etc.
hi
Liser Name  ester First Mamne Jshnny
Last Nams Tester
Phane Member +1 (B50) 644-9719
Praferenc untsy Code, Ams, Bh
E-mail Address irobbinsg@dsuedu
Lang W SEttngs Deptld Procurement Servaces (027)
Agp Activatian Codes User Mame ftester
i Methad Le<al

aunting Code Detauns

Johnny Tester Custom Field and Accounting Code Defaults
s e S
0L Men o Defactt value [t |

Dela®t Addresies

17

Johnny Tester Custom Field and Accounting Code Defaults
User Name fster Header int) Header (ex1) Supplite Codes Code Favorites Intemmal information Car
1
Custom Field Name Default Value Description Edit Values
User Prafile and Preferences
Detault User Request Budget Cvermde No Defat Value i
Supervisars N Defanit value

© Florida State University Procurement Services
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Johnny Tester Custom Field and Accounting Code Defaults
User Name  ftester Header (i) Meader (ext) Supphier Codes Code Pavorites Intemal Information Cart
?

¢ Brof ey Custom Fleld Name Default Value Description Edit Valuos

Supersars o Defautt value

 Edit Values [ oo |

i Accounting Code Defauls

* Custam Field Values marked with an
asterisk are role-based values. Lisers can
only macdy the Defaul statss of these
Custom Field Values.

Johnny Tester Custom Field and Accounting Code Defaults
\ser Mame  jtester Header (int) Header (mt) Supplier Codes Code Favorites Internal information Cart
CmtorsFeid Hame  OstuultVekle  Descrtion it Vaiues e Enter your Supervisor’s First and Last Name in
P s the Description field. You could also just enter

the Last Name.

Search For Value ?

Figld Name Supervisors

value
grpin :

Hetults Per |8

Valoe  Description

Page
* Custom Field values
marked with an asterisk are
role-based values. Users can
anly mogty the Default
status of these Custom Fiekd
Wales.
Johnny Tester Custom Field and Accounting Code Defaults
User Name  jtester Header (int) Header () Swpplier Codes Code Favorites Intermal Information Cart
?
Custom Fiskd Name Default Valua Description
Supenasars Mo Defaut Value
om Field and Atcounting Code Defaults. / EdR values
Results
Values
Valug Destription Per
P Found * Pagetof1 = 7
L
5 v} u
seect Value Description

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Defauh status of these
Custom Fiekd valuts.

Juhnny Tester Custom Field and Accounting Code Defaults
User Name  jlester Header (Int) Header () Supplier Codes Ceds Favostes Inmternal information Cart
7
‘Custom Field Name Default Value Description Edit Values
Supervisors Mo Defauh vakie g |
J Fdit values m

Create New Valoe

Search For Value ?
Field Name  Supervisors

walue

Destription  lan Robbing
Resuhs Per |5
Page

* Custom Fild Values [ scarcn |

marked with an asterisk are No Results Found

role-based valuts, Lisers can

only modify the Celault

stats of these Custem Field

values.

© Florida State University Procurement Services
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Johnny Tester

User Name  jtester

Custom Field and Accounting Code Defaults

Header (int.) | Header (ext.) Supplier Codes Code Favorites Internal Information Cart

2

User History * Custom Field Values marked
with an asterisk are role-based
values. Users can only modify
the Default status of these
Custom Field Values.

) Custom Field Name Default Value Description Edit Values
User Profile and Preferences
. Supervisars. IROBBINS lan Robbins
Default User Settings
Custom Field and Accounting Code Defaults /" EditValues
Default Addresses Create New Value
Cart Assignees
Edit Existing Value ?
Checkout Settings Value Description
User Roles and Access IROBBINS [lan Robbins Value IROBBINS
Ordering and Approval Settings Description bblns
Permission Settings Default 5
Notification Preferences Status active

S

We caution you from making any changes to your notification preferences. We have configured the system so that you
will be adequately informed on the progress of your requisitions, purchase orders etc. If you feel like you are receiving
too many notifications, you can throttle them back by making adjustments within your profile.

FLORIDA STATE UNIVERSITY

ecw de ol Y W

™ Shop - Shopping © Shopping Hemew S
Shopping Dashboard

Johnny Tester User's Name, Phone Number, Email, etc.

Usér bame  ftester Parat bt Johany

Last Mame

Phane Number

User's Mame, Phane Number, Emad, etc. E mail Address

Tester

*1 {0509 644-8713

Daptid Procurement Serices (027)
User Name fester
Authestication Methad Locsl

Johnny Tester

User's Name, Phone Number, Email, etc.

#hone Number

User's Mame, Phone basmber, Email, eic E-mail Address

First Marme sahner
User Mame fester it v
Last Mame Testar

+1 (850) 6449718

Deoptid Frocutement Sesvices (027)
User Mame pester
Authentication Method ol

© Florida State University Procurement Services
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Johnny Tester

User Name  flester

Naotificati £ "

The in-application notifications are nat yet avadabile for i Email Noedic

Prepared By - Cart Assigned Notice

Freparid By - PR ling Bemis) rejected
Prepared By - PR rejected/retumaed

Cart Assigned Notice

Cart Processed Matification
Assigreed Cart Deleted Nobfication
PR submitted nto Warkflow

PR pes orkflaw approve

PR Workdlow Motiication avadable

PR Wo plete /PO crested

PR e itemis) repected

CaryPR rejected returned

Saurcing Event crested from Requistian

PR created from an awarded Sourding Event

Can created from an awaeded Sourong Event

ing, Carts & Req

Email

Email & Metification

Email & Notification

Email & Notification

Email & Notification

Tmail & Methcation

Email & Motificaticn

Email & Notificaticn

Email & MNothcation

Emarl & Notihcstion

Email & Notihcstion

Email & Notification

Email & Netificsticn

Email & Metification

Email & Metification

Email & Motification

User Mame  jtester

Prepaned By « Cant

Prepared By - PR line ftem{s) rejected

Prepared By - PR rejected,

Cart Assignad Nobce

Assigned Cart Processed Notmication

assigned Can Deleted Motif

P subiratted into Workflow

PR pending Worklicw approval

PR warkflow Notfication swailable

PR Workflaw complele / PO created

o fin

mis) rajected

edireturned

Soarzing Event created from Requisiion

PR created from an awarded Sourcing €

Caet crested from an awarded Sourcing Event

% Detour | O Overrice
& peaur | O Overnde
& Defour | O Ovenide
& Defaull D Overinde
® Dataut | O Override
 Detaur | O Ovemnde
® Defaur | O Override
& pefsur | O Override
& petam | & ovemnde
& Defaur } Overnde
® Defautt O Overnde
# ofauk | O Gverride
® oefaur | O Override
® Detaur | O Overnde
® Octaut | O Qveride
& Defour Override

Emai

Emad & Notdicabon

Email & Notification

Emadl & Notdcaton

Email & MotHication

Emad & Notficabon

Email & Notificatian

Email & Notification

Email & Notiication

Email & Motification

Email & Notdicabson

Emall & Notdication

Email & Notification

Emall & Notdicabon

Email & MotEication

Email & Notification

Congratulations! You have now successfully set up your profile.

© Florida State University Procurement Services
A1400 University Center, Tallahassee, FL 32306-2370

Select the Override radio

button for the

notification you

wish to select.
Then select from the available
dropdown action menu.

Click Save Changes when

complete

Ermail & Netdication ]

Nane
Email
Motfication

Revised 02/2017
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