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HOW TO PRINT LABEL STICKERS FOR ADDRESSES IN BILLING REGISTER?
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Labels/Stickers to print label stickers:

| Label/Sticker Format For ltems |
Print Label/Sticker For Items
Label/Sticker Format For Addresses
Print Label/Sticker For Addresses

Statutory Reports

1) Setting up Stationeries
2) Setting up Label/Sticker Format For Addresses
3) Print Items Label/Sticker For Addresses

Stationeries

Marketing

Administrative Ta

Statutory Master/ __|

General Settings
General Master Data

Organization




STAGE 1 : SETTING UP STATIONERIES FOR LABEL STICKER PRINTING
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me:

53] Dashboard ¢ ;
STATIONERIES

o Stationery Name [«]

A4-(02-1X2)

+ Paper Setting Paper Margins

Stationery Name Ad-(18-3X6)

™ Ad-(04-2X2) Paper Type Non-Continuous v Left Margin (in mm} 7.25
Printer Name Default w i 7.25

E, \Ad-(08-2X4)

Ad w Top Margin {in mm) 87
s A4-(10-2X5) Crientation Portrait e Bottom Margin {in mm) 3.7

-
o
=
o]
i}
n
r
m

Right Margin {in mm)

peliz2el
Ad-(14-2X7)
Ad-(16-2X8] 3 Row Spacing (im mm) v
© Column Spacing (im mm) 25

et see i
A4-(21-3X7) Select the desired d Paper Wid 210

Stationery, i.e., — : 297
pa-(24-3x8} A4, Continuous (roll),

Envelope or you can even

Ad-(30-5X6)

add your own stationery.
ha(33.3K01) For this demo, we shall
select A4-(18-3X6)

A4-(36-3%12)
A4-(40-4%10)
A4-(56-4%14)
w |
A4-(65-5%13)
M =]
pj |LRecord: 4 </Bof2s | » m YA s[4]v]
Search @ All (C) Start Text () End Text
kS Y
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File

Home  Sales  Customers  Purchases  Suppliers

E Dashboard E Stationeries <

w |

L]

M

LS

STATIONERIES

Stationery Name [«]

A4-[02-1X2)

A4-[04-2X2)

A4-[08-2X4)

A4-[10-2X5)

A4-[12-2X6)

A4-[14-2X7)

A4-[16-2X8)

A4-{18-3X6)

A4-[21-3X7)

A4-[24-3XB)

A4-[30-5X6)

A4-(33-3X11)

A4-(36-3X12)

A4-[40-4X10)

A4-[56-4X14)

A4-[65-5K13)

-]

Record: 4 4 8of23 | b M YA s[a]r]
Search @ All (C) Start Text () End Text

Y

Inventory

Stationery Name

Paper Setting

Production  Label/Stickers  Accounting

Marketing  Administrative Tasks

Statutory Master Data

Paper Margins

Paper Type Non-Continuous
Printer Name Default

a4

-
o
=
o]
i}
n
=
m

Crientation Portrait
Paper Width {in mm) 210

Paper Height {in mm) 287

Label Layout

Total No. Of Columns 3
Total No. Of Rows &

Total No. Of Labels 18

Calculated Paper Width (in mm) 210

Calculated Paper Height {in mm) 297

Label Height {in mm) 46.6
Row Spacing (im mm) o]
Column Spacing (im mm) 2.5

Number of rows &
columns appear in
the Label Layout
section

General Settings ~ General Master Data ~ Organization

Margins can be
managed in the
Paper Margins
section

Spacing & Label
height/width can be
managed in the
Label Setting section

For now, we will just leave Stationeries section and move to other stages,

we achieve in order to adjust the settings.

but we may have to revisit this section as per the print output

£ Tell me:

x




STAGE 2 : SETTING UP ADDRESS LABEL STICKER FORMAT
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| Label/Sticker Format For ltems |
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N~ |
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General Settings
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[53] Dashboard < |[Z5] Label/Sticker Format For Addresses < X

LABEL/STICKER FORMATS FOR ADDRESSES

I Address Label Forma A4 (99 1mm x 38 1mm) - 14 Labels (Portrait) | D
- N . - - Section Formatting : A Stationery Name Ad-(14-2%7)
+ CIICk her‘e Section Font Name Font Size Font Style Font Weight Align Prefix Suffix Left Margin Top Margin Height Width
ﬂ o UnIOCk | |Header 1 Semi Bold
- the form | |Header 2 ~ w 12 ~ w ~ ~ " ~
S | |Header 3 w ~ 12 w ~ ~ ~ " w
2 " |[petail 1 - - 12 - - - v -
| |petail 2 - - 12 - - - - - -
Back Color Font Color
sSection Field Name Prefix Suffixn Hide Blank Barcode Active
3 1|Header 1 | |Record Name w w “ w |
1 Header 2 | Address w w “ w |
T 1|Header 3 « | [City v - - " |
T 2 Header 3 + | [County w w “ e ]
T 1| Detail 1 | |5tate v » |l v |
T 2| Detail 1 | [Country w w “ e ]
T 3| Detail 1 « ||ZIP code el ¥ 1B » v |
T 1| Detail 2 ~ | |Phone « |["Contact : |+ w w ]
Attribute Data :
Section Attribute Name Prefix Suffix Hide Blank Active
v |a
Custom Data : —— e = ——
) Section Field Value Prefix Suffix Hide Blank Active Ir Lo S tlls o -: fdd |\ JExeert
- R Tor N l]_] Search Size: 374(Horizontal) X 143(Vertical) Pixels
@ All () Start Text () End Text
[ ¢
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

x

o Address Label Format
- A4 (99.1mm x 38.1mm) - 14 Labels [Portrait)
+: Section Font Name Font Size Font Style Font Weight Align Prefix Suffix Left Margin Top Margin Height Width
il Click here to b ||Header 1 semi Bold
= Add a new H Header 2 w ~ 12 ~ ~ w o w
Header 3 12 "
Label Format || [reac s e hd e = . =
E, Detail 1 L L 12 L L L L . L
Detail 2 L L 12 L L L L L -
Section Color: Back Color Font Color
Section Field Name Prefix Suffix Hide Blank Barcode Active
3 1| Header 1 « | |Record Name - v v w O
] 1 Header 2 | Address w “ “ w |
T 1|Header 3 « | [City v - v " |
2|Header 3 | |County v v v ~ ]
T 1| Detail 1 ~ | [State v v |l v N
T 2|Detail 1 | |Country v v v ~ ]
T 3| Detail 1 « ||ZIP code el W IEY » v N
T 1|Detail 2 « ||Phone « |"Contact : | . v ~ ]
Background Image
Attribute Data :
Section Attribute Name Prefix Suffix Hide Blank Active
v |a
Custom Data : [
q Add Export
M Section Field Value Prefix Suffix / Hide Blank Active 1 Drag File Here |
— Size: 374{Hon. tal) X 143({\ertical) Pixel
- R Tor N l]_] Search ize. (Honzontal) (Vertical) Pixels
@ all () Start Text () End Text
h 4
| .4
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:| Dashboard X __ Label/Sticker Format For Addresses < *

LABEL/STICKER FORMATS FOR ADDRESSES

.'aT Address Label Format : Label Format | A4 (99 1mm x 38.1mm) - 14 Labels (Portrait) | O
Ad (99.1mm x 38.1mm) - 14 Labels (Portrait) n
Section Formatting : Ad-(14-2X7)
+ 5 on Font Name Font Size Font Style t Align Prefix Suffix Left Margin Top Margin Height Width
ﬂ b |Header 1
N Header 2 I o 12 o o o [V | I
=2 | |Header 3 - 3¢ 12 3¢ 3¢ o v % -
2 | ||Detail1 ~ | | 2] Add Label Format x v ~
Enter the > » =
ADD LABEL FORMAT Format
: . Name Back Color Font Color
] sSection
"#||  1Header1 |
mi
1l|Header 3
T 2 Header 3 Add Cancel Select the
|| 1|petainn - Stationery
2|Detail 1 « | [Country v v ~ ~ which we added
"] spemiin U] ziPcode o[ v | v v and set up earlier
1|Detail 2 ~ | |Phone w ||"Contact : |« I o
EE ~ v v v ~ O
Attribute Data :
Section Attribute Name Prefix Suffix Hide Blank Active
K
v |a
) Section Field Value Prefix Suffix Hide Blank Active Ir Lo S tlls o -: fdd |\ Jbxeert
o E— 1of 1 = l]—, search E| Size: 374(Horizontal) X 143(Vertical) Pixels
Search @ All () Start Text () End Text
8| 5.4
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

:| Dashboard X __ Label/Sticker Format For Addresses < *

LABEL/STICKER FORMATS FOR ADDRESSES

o Address Label Il | A4 (39 1mm x 38 1mm) - 14 Labels (Portrait) | D
Ad (99.1mm x 38.1mm) - 14 Labels (Portrait) n
Section Formatting : Ad-{14-2X%7)
+ Section Font Name Font Size Font Style Font Weight Align Prefix Suffix Left Margin Top Margin Height Width
ﬂ b |Header 1 Semi Bold
N Header 2 I o 12 o o o [V | I
=2 | |Header 3 - 3¢ 12 3¢ 3¢ o v % -
2 Detail 1 ~ | | 2] Add Label Format x v ~
-]
ADD LABEL FORMAT Back Color Font Color
] sSection Barcode Active
"#||  1Header1 | A¢ 18 Labels O
e qf o
1l|Header 3 O
T 2|Header 3 Add Cancel ]
|| 1petainn - O
. 2| Detail 1 ~ | Country “ v ~ L]
m 3 Detail 1 « |[21P code v ~ || ~ ~ ]
T 1| Detail 2 | |Phone « |["Contact : T w w 1
EE ~ v v v ~ O
Attribute Data :
Section Attribute Name Prefix Suffix Active
K
v |a
) Section Field Value Prefix Suffix Hide Blank Active Ir Lo S tlls o -: fdd |\ Jbxeert
o E— 1of 1 = l]—, search E| Size: 374(Horizontal) X 143(Vertical) Pixels
@ All () Start Text () End Text
8| 5.4
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

[53] Dashboard < |[Z5] Label/Sticker Format For Addresses <

LABEL/STICKER FORMATS FOR ADDRESSES

x

= [ o IR Setecoum e — A
— A4 (99.1mm x 38.1mm) - 14 Labels (Portrait) PN ——— A4-(18-3X6) -
+ — Section Font Name Font Size Font Style Font Weight Align Prefix Suffix Left Margin Top Margin Height Width
ﬂ Ad 18 Labels + |Semi Bold
E3 Item Label/
Sticker Format In the Section Formatting
[z has been added section, we specify the
, format of each field we
r— added in the Field Data secﬂon.w BackColof, \eEontColop
» 1 ~ v > v e O
In the Field Data
section, we add the
fields to print in
the label/sticker. In the Attribute Data
section, we can choose to include
an attribute of the item in
the label, if it has any.
(Attributes are present at
In the Custom Data Invenzr%orr;zgum—t;)ﬁems
section, we can choose to
= A ——_— T —— T GddsomCCUSTodeTG A _— ———— Background Image
Attribute Data : . . .
50 Section Attribute Nam WhICh IS ne”—her a larator Hide Blank Barcode Active |
D » regular field nor an 0
attribute of the item.
L] Section Field Value Prefix Suffix Barcode [ ]
b |[Record: 1 < 2072 W [N2 Search ¥ ——————
Search @ Al (O StartText () End Text | DragFileHere || Add (Ezels
TK | | Y Size: 239(Horizontal) X 176{\Vertical) Pixels
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File

E Dashboard

Home  Sales

Customers

Purchases

Suppliers

Inventory

Production

E Label/Sticker Format For Addresses < E Print Label/Sticker For Addresses

Label/Stickers

Accounting

LABEL/STICKER FORMATS FOR ADDRESSES

Marketing

Administrative Tasks

Statutory Master Data

General Settings

General Master Data  Organization £ Tell me

x

Address Label Format
Ad (99.1mm x 38.1mm) - 14 Labels (Portrait)

il (=1 I 2 Y

&’

w |

L]

M

LS

A4 18 Labels

Record: 4 4 2of2

b N

Search

Search

@® all

() Start Text

() End Text

LY

Section Formatting :

Section

Label Format | Ad 18 Labels

Font Name

Font Size

Font Sty le

A Stationery Name

| Double Column Format O

A4-{18-3¥%6)

Font Weight Align

Prefix

Suffix

Left Margin

Top Margin Height Width

Header 1 Arial Semi Bold

Header 2 « ||Calibri ~ 12 ~ |Semi Bold ~ |Center |~ ~ v
Header 3 « ||Calibri ~ 12 ~ |Semi Bold w [Center |» ~ v
Detail 1 « ||Calibri ~ 12 ~ |Semi Bold ~ |Center |~ ~ v
Detail 2 « ||Calibri ~ 12 ~ |Semi Bold w [Center |» ~ v

-]

Attribute Data :

Section

Section

Field Name

Prefix

Suffix

Hide Blank

[=1]
ol

1|Header 2 + ||[Record Name w v v
1|Header 3 + | |Address w w v
1/|Detail 1 ~ | |City w v £
1| Detail 2 ~ | [State “ w w
1/|Footer 1 ~ | |PIN Code « |[PIN Code : e ~
1|Footer 2 « | Phone w | Phone : I e
1 || - ~ ~

We added the fields we needed and set the format of each section too.

_|
[
(]
(=5

OooOooood

Active

m

& & AR ERE

Attribute Name

Prefix

iy

Header 1

Section

In the Custom Data

section, we added
the text "To:"

~ || To:

Suffix

Active

Suffix

Hide Blank
S S

v e

(]

Active

Section Color: Back Color

Font Color

Background Image

r——————

1 Drag File Here -: Add
Size: 239(Horizontal) X 176{\Vertical) Pixels

Export
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

E Dashboard E Label/Sticker Format For Addresses < E Print Label/Sticker For Addresses *

Address Label Format
Ad (99.1mm x 38.1mm) - 14 Labels (Portrait)

| Double Column Format O
A Stationery Name Ad-(1B-3X6)

Font Weight Align

Section Font Name Font Size Font Style Prefix Suffix Left Margin Top Margin Height Width

il (=1 I 2 Y

&’

L]

M

A4 18 Labels

Record: 4 4 20f2 b N Search
@ All () Start Text () End Text

Header 1 Arial Semi Bold

Header 2 « ||Calibri ~ 12 ~ |Semi Bold Center |[w ~
Header 3 « ||Calibri ~ 12 ~ |Semi Bold Center | ~
Detail 1 « ||Calibri ~ 12 ~ |Semi Bold Center |[w ~
Detail 2 « ||Calibri ~ 12 ~ |Semi Bold Center | ~

-]

Section

Field Name

Prefix

Suffix

1l|Header 2 ~ | |[Record Name ~ w
1|Header 3 w | |Address ~ w
1| Detail 1 w | [City “ “
1|Detail 2 ~ | [State ~ e
1/|Footer 1 ~ | |PIN Code « |[PIN Code : ~
1/|Footer 2 ~ | |Phone ~ ||Phone : e
1 o [ v v

Attribute Data :

Section

Hide Blank

[=1]
ol

B AR EEE]E]

You may set also a Background Image of your choice or set the
Back Color & Font Color of any section as you wish.

_|
[
[s]
(=5

OooOooood

Active

m

& B E R EEE

Attribute Name

Prefix

Suffix

iy

Section

Header 1

Active

Section Color: Back Color

=

Background Image

Font Color

~ || To:

Field Value

Prefix

Suffix

Hide Blank

(]

Active

Drag File Here

=
|
Size: 239(Horizontal) X 176{\Vertical) Pixels

Add Export




STAGE 3 : PRINT ADDRESS LABEL STICKER
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x
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AKSHAY GENERAL STORE FVT. LTD.
User: Akshay Singh
Database Path: D:\Billing Register\Database BR.accdb

Search forms here

<

Customers

Purchases

Inventory

Production

Labels/Stickers

| Label/Sticker Format For ltems
Print Label/Sticker For Items
Label/Sticker Format For Addresses
| Print Label/Sticker For Addresses
D

i

Click here
on this
button

Stationeries

Accounting
Marketing
Administrative Tasks
Statutory Master Data
General Settings
General Master Data

Organization

—

BILLING REGISTER

Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks

Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

x

Financial Year 2022-2023 Change Financial About
01-04-2022 To 31-03-2023 Year .

Refresh

Check Invalid Records
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

[55] Dashboard < |[Z5] Print Label/Sticker For Addresses X

PRINT LABEL/STICKER FOR ADDRESSES
Address Label Format Load Addresses

A4 (99.1mm x 38.1mm) - 14 Labels [Portrait)

D) sclct Adress

Label Format
»Print Record Type 1D CQuantity fl"Ol’n ThIS. Location Type Address
drop-down list

| | | I || | |
| || || || I || |

Auto Incrementing Serial Number 2 Start Printing From Label/Sticker No. _ Printer Name

[}

Record: 14 1of1 Ll | {
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

[55] Dashboard < |[Z5] Print Label/Sticker For Addresses X

PRINT LABEL/STICKER FOR ADDRESSES
Address Label Format Load Addresses

A4 18 Labels

R ] “lo Load.

Addresses

=Print Record Type Quantity Name Location Type

City

| | I I | |
| I | I || I |
| | | I || | |
| || || || I || |

Auto Incrementing Serial Number 2 Start Printing From Label/Sticker No. _ Printer Name

[}

Record: 14 1of1 Ll | {
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me
| Dashboard X |- Print Label/Sticker For Addresses X | x
5] Load Addresses >

L AD AD D RE S S E S Load Addresses From Customer Address Type Phone Type Email Type

Record Type ame Location Type Complete Address

Load Cancel

Record: 1 of 1 L] Y& Search
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General Master Data  Organization £ Tell me

Administrative Tasks Statutory Master Data General Settings

File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing

Dashboard X |- Print Label/Sticker For Addresses X |

.El Load Addreszes
LOAD AD D RE S S E S Load Addresses From Address Type Phone Type Email Type
'

Choose where to Complete Address

Record Type Customer
Leads load addresses
Purchases from, on this
Sale Orders .
" Sales dr‘op-down list.
Employee

Load Cancel

1 of 1 L] Y& Search

Record: 14
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me
| Dashboard X |- Print Label/Sticker For Addresses X | x
5] Load Addresses >

L AD AD D RE S S E S Load Addresses From Address Type Phone Type Email Type

—— T T

tomer [[0] : Choose the Apply

Complete Addr

Record Type

ST Neelans customer Filter
SM1 Sanjay Mdw
TC1 Test Customer

Load Cancel

Record: 1 of 1 L] Y& Search
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me
| Dashboard X |- Print Label/Sticker For Addresses X | x
5] Load Addresses >

L AD AD D RE S S E S Load Addresses From Customer Address Type Phone Type Email Type

Record Type ame Location Type Complete Address
n @ Customer Ck1 Chirag Kumar Home 127, Block F, Rajajipuram, Lucknow, Uttar Pradesh, 226004, India
Check this
" checkbox

Then click
on the Load
button

Load Cancel

Record: 1 of 1 L] Y& Search
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File Home  Sales  Customers  Purchases  Suppliers  Inventory Production  Label/Stickers  Accounting  Marketing  Administrative Tasks Statutory Master Data General Settings ~ General Master Data ~ Organization £ Tell me

[55] Dashboard < |[Z5] Print Label/Sticker For Addresses

PRINT LABEL/STICKER FOR ADDRESSES

Address Label Format Load Addresses

»Print Record Type ID Quantity ET Location Type Address
Chirag Kumar| 127, Block F, Rajajipuram

Lucknow || Uttar Pradesh” 226004” Ind|a|

987-421-5404| |

|l
I—I%I—H—II_
_“
T S — T — T —
| || || | I || |
I S I I I
| | || | I | |

| | I | || | |

O

The customer got loaded here.

Click on this
button to

Auto Incrementing Serial Number * Start Printing From Label/Sticker No. _ Printer Name —Micmsoft Print to PDF Print pr‘eview
sy R | | 1o s o e son e WPy

l? Search

Record: 14 1of1 LI
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Suppliers  Inventory  Production  Label/Stickers

Billing Register

Accounting  Marketing  Administrative Tasks

Statutory Master Data

General Settings
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