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Monday Home Page

The home page is what you will see when you log in to Monday.com. You can always access
this page by clicking the Home Page button in the top left corner of the screen.

er Map

| have uploaded the updated map to the attraction overview node. Please review and let me ki

¢ With this request for a signal 25 button, are we putting in just a resource section with the grap

Home Page
Good morning, Lauren!
Let's start the day off right :)
Workspaces
Notifications
v Inbox (73
Inbox
Lisa Felix | © M edia Projects > (@ Lisz Hall of Presidents Fire Extinguis
My Work LF ;
Favorites
Lisa Felix | O Multimedia ct B Hall of
A& . Kimberly Adams | [ WDW Enterta = Current Proje y
@ I never received redlines for the Stage and Safety and Pyro and Safety (|
Apps v Recent
Invite Members
Completed Multimedia Projects
Search O P J
W work management > Multimedia
Help

Multimedia Projects

work management > Multimedia

Your Products

WDW Recreation

rain M

Profile

work management >

These items are accessible by clicking on your
profile. The most important items are the
Archive and Recycle bin options.

To temporarily delete a board, item, workdoc,
etc. you can archive the content. You can always
view and restore if needed.

&

If you delete something it will be added to the
recycle bin.

Note: Items only stay in the recycle bin for 30
days. Remaining time is noted under each item.
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Show all

WDW Recreation Priorities

except that other redlines have evidently ch

Content Strategy and Integration

Account

2 My profile
&, Import data
X} Integrations

<> Developers

1T Recycle bin
o)
c+ = Archive

@3 Admin

2 Teams

[> Logout

Working status

Explore

% Apps marketplace
D Get mobile app

/U monday.labs

& Shortcuts

Invite members
? Gethelp

Change theme

(1 Do not disturb
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https://support.monday.com/hc/en-us/articles/115005314609-How-to-archive-and-unarchive
https://support.monday.com/hc/en-us/articles/115005312729-The-recycle-bin

Workspaces

Main Workspace

Workspace

This is the main CS&l
workspace.

‘ .DMaln workspace

+ Add
Y Filters
Q Search

Everyone has access to Main workspace

thls; eaCh person has a » Alex Carocci Use the Main Workspace
. . » Colleen Apple

folder which contains a + compcts S

template board. » Desiree Villa oo visited recently in this workeace
» Kristine Alcantara Diokno
v Lauren Tidmore (D Template Board

You can add boards, [ Tarpet o R
» Patrick Johnson

delete the template,

([ Template Board

etc.—whatever works for [P .
» Vanessa Contreras Template Board
you!

([ Template Board

Additional Workspaces

Workspace

QjMain workepace You have_ access to additional workspaces !lsted here. To
access this list, press the arrow next to Main Workspace.

My workspaces

.DMain workspace

@ Metrics & Train Me

. Multimedia

S Service Now Requests

%Team Tidmore Workspace You can also create your own personal workspace that
only you/who you designate can access.

+ Add workspace g Browse all

SUPPORT

Learn more about workspaces.
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https://support.monday.com/hc/en-us/articles/360010785460-The-Workspaces

Metrics & Train Me Workspace

Overview Workspace

This workspace is where you will find the ‘ M Metrics & Train ...
following items: ‘

+ Add

Y Filters

Q Search

Train Me: New ltem Request Form [2 New Item Train Me Request...

*used for all LOB
v Alex Carocci
Your LOB Folder v WDW Animals, Science, a...
LOB Priorities Sheet (7] WDW ASE Priorities
Train Me: LOB New Item Request [ WDW ASE New Item...
*automatically filled in from the request form above
Train Me: LOB Update Item Request Form ([J WDW ASE Update It..
*specialized for each LOB

Colleen Apple
Corey Collins
Desiree Villa

Lauren Tidmore
Patrick Johnson
Ryan Moore
Vanessa Contreras
Domestic

Metrics and Reports

Total Documents Inventory

Templates (In Progress)

CS&I Metrics
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Boards

Board Functions

There are many different functions you can incorporate into your boards.

This is one available view for your board. This
view mimics excel in that everything is shown

in a grid view. Invite other members of CS&I to access your
board. They can be members or viewers.

Use this + button to add additional board views.

Last seen @[30 2, Invite/1 | Board Power-Ups | s«

( Main Table +

Xy Integrate > Automate / 2

Newitem ~ | Q search (@ Person 7 Filter +

Integration allows you to link the board to

Use these filters to find/sort Teams (and other apps) for notifications.

information in your board.
Add a new item to your board

' emto Automations allow you to build
or import existing items. functions that your board will do

automatically.
(3 Main Table o Add View

Board Views

New ltem v B Table
Boards have different views depending on what E e e
you want to focus on. : & Chart

07 Kanban
Click More Views to explore all the types of | = Gantt
boards Monday.com offers! 0N cards

[Z Form

&3 Files Gallery

s Apps

More views

SUPPORT

Learn more about boards.

Learn more about board views.
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https://support.monday.com/hc/en-us/articles/115005317249-The-basics-of-a-board
https://support.monday.com/hc/en-us/articles/360001267945-The-board-views

Priorities Sheet

e Task/ltem Name
Content Specialist (main table only)
*  Status (main table only)
* Location
* Documents Publishing
* Number of documents (automatic drop down depending on which documents selected)
* eChecklist redlines?
*  Number of eChecklists published
 Define specific work/version notes
* Delivery Date
e Publish Date
* Project vs. Sustainment
* Additional notes
* Next Action: Who
* Next Action: When
J +  Total Number of Documents Publishing (preset formula to total all documents for one item; main table only)

Form

WDW ASE ® ~ Last seen “ 2, Invite /5 Board Power-Ups

(A Main Table Metrics it X Integrate &3 Automate /3
2 Preview || Share form

You can fill out the board using the prebuilt Form.
1. Access the board from your LOB folder.

2. Click on the Form view.

3. Click Preview.

4. Complete and submit the form.

Main Table You can also fill out the board via the Main Table. This works like a typical
Excel sheet.

+ Add Item

Form Automations

The Update Item Request Form is set up to automatically move to + A descrpton

projects marked as Done (in the status column) to completed projects. ] When Status changes to Complete move iten to Completed Projects
Additionally, it will send reminders when you are close to your delivery

and publish dates. , * Add deacrpton

1 day before Delivery Date arrives notify Board subscribers
The automations read:
* When Status changes to Done move item to Completed Projects.
* 1day before Delivery Date arrives notify Board subscribers.
* 1day before Publish Date arrives notify Board subscribers.

1 day before Publish Date arrives notify Board subscribers

CONTENT
E«?Lﬁfe{r‘{-ﬂ%m Monday.com Job Aid
7 Last updated 10/13/22




New Item Request Form

Sending/Completing the Form

The New Item Request Form is the same form from Teams; therefore, your LOB should be
familiar with completing it. The only difference is that we have split this from the update
form, hopefully making it easier to complete.

ALl LOB will use this form. Please ensure your partners have the link to complete the form.

Form Automations

The New Item Request Form is set up to automatically move to your LOB New Item Form
(in your LOB priorities folder).

The automation reads:
*  When an item (in the New Item Request Form) is created, and only if the LOB is
[specific LOB] then move the item to [specific LOB form in the priorities folder].

When an item is created and only if WDW LOB is WDW Mer... move item to WDW Mer...

Viewing Form Results

Access your LOB New Item Request board to see incoming responses. You can view these
as a table or completed form.

o8 WDW Water Parks New lte.. () Main Table Form Results +

New Item v Q search (@ Person §/ Filter «~ £ Sort & Hide -

v Incoming Responses

+ Add Item

There is also a space for you to assign a content specialist to and update the status of each
item. Even if your specialist only has viewer access (due to license number restrictions) they
can still be assigned work [they just can’t edit].

CONTENT
E@STRATEGY

Monday.com Job Aid
—V & INTEGRATION

8 Last updated 10/13/22



https://forms.monday.com/forms/47fa8cd120393d1d5fa8ba35a0f60ab5?r=use1

Update Item Request Form

Sending/Completing the Form

The Update Item Request Form is the same form from Teams; therefore, your LOB should be
familiar with completing it. The only difference is that we have split this from the new item request
form, hopefully making it easier to complete.

Each LOB will have an update form tailored to their specific placeholder products in Train Me;

however, these products have not been added (as of 10/6/22). Once all naming conventions are as
accurate as possible, they will be added into the form.

Please note: The update form can still be used at this time! Adding placeholder products will make
it easier for your LOB to complete the form, but it is not necessary.

WDW Water Parks Update Item Request Form ©

() Main Table Results For - se Vi

To send the form to your LOB:
1. Access the board from your LOB folder.

2. Click on the Form view.

3. Click Share Form.
4. Copy the link and send that to your LOB.

Share your form with others

Answers will create new items in the board

<> Embed

<ifram:

Form Automations |

The Update Item Request Form is set up to automatically move to projects marked as Done (in the
status column) to completed projects. The automation reads: When Status changes to Done move
item to Completed Projects.

When Status changes to Done move item to Completed...

SUPPORT

L earn more about automations.
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https://support.monday.com/hc/en-us/articles/360001222900-monday-com-Automations

Dashboards

Create a Dashboard

To create a new WDW Water Parks Update Item Request Form ©
dashboard:

]. ACCGSS the board. (R Main Table Form Results Form Response Vi...
2. Click on the + button.
3. Click Dashboard.

New Item v Q search (@ Person Y/ Fitter +~ { Sort

Once you’ve created a dashboard, you can choose which widgets you would like to see. Select
one of the commonly used widgets (automatically appear with new dashboards) or select the
+Add widget button to further customize your dashboard.

Visualize your board data
Choose your first widget to start

Battery Calendar

+ Addwidget | Q Search @ Person Y/ Filtg

Chart
w Create chart views to visually show data in
%= orboard

Numbers
Get a quick view on all number columns

Workload Numbers

Battery
Your progress in a glance

Gantt
Plan, track and present your projects
visually using the Gantt chart

Files Gallery

Manage and collaborate on your files with
your team

Apps
Enhance your dashboard with widgets built
on the monday apps framework

v Click More widgets to explore all the types of widgets
Monday.com offers!

SUPPORT

Learn more about dashboards and
widgets.
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https://support.monday.com/hc/en-us/articles/360002187819-The-Dashboards

Metrics (Dashboard)

The priorities sheets have pre-built metrics. These metrics include:

Total # of publishes by week

Total # of publishes by
location

Board updates to include in
weekly report

Weekly Report

notes/additional
information

Schedule of deliveries and
publishes

Content specialist
workload

Total # of publishes by
month

Total # of publishes by year

Total # of publishes by
quarter

Total # of Publishes by Week V'

2

# of Opening Checkist

Total # of Publishes by Location V'
2
2

15

® #ofTe ® #ofsTe
# of Opening Checklist #0f06

@ #of CMJ/Trifold

Board Updates to Include in Weekly Report V'

3 Lauren Tidmore
WDW Water Parks ent Projects > Test item

® #0f CMU/Trifold

Weekly Report Notes/Additional Items

You can enter text into this colum if you want to draft notes to include in your weekly report.

This is a test item update. On the main table, press the speech bubble with the +and you will be able to

add updates, as well as tag other users.

Schedule of Deliveries and Publishes

Mon

Content Specialist Workload

‘ember 2022
<

@ oo iimors
. Unassigned

Total # of Publishes by Month 7/

® s ® soisT0

® sofka
Number o eChecklists Published  ® Formula

Total # of Publishes by Quarter

® sa10 ® sotsT0

#0f06 ® sofka
Number o eChecklists Published  ® Formula

October 2022

wa 10-16 waz 17

Total # of Publishes by Year

® 010 @ satsT0
#0f06 of KA
Number of eChecklists Publshed  © Fommula

sat

Todsy| ¢ > October2022

o1
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Metrics Settings

These metrics should automatically upload based on your priorities sheet. Below are the
settings should anything not work. If you need any help, please let me know!

X Axis Group By > Week
LOB Board Name > Publish Date
Y Axis Select all # of [document name]

Select Formula (if you want the total number of documents to show)
Calculation Function > Sum

Choose Groups

All groups

X Axis Group By > Week
LOB Board Name > Location
Y Axis Select all # of [document name]

Select Formula (if you want the total number of documents to show)
Calculation Function > Sum

Choose Groups

All groups

Column Data

Select Delivery Date, Publish Date, Next Action: When
Select Subitem columns as needed.

Color by

You can select your own setting here; however, coloring by status allows you to see things in
progress, not started, on hold, and completed.

Choose Groups

All groups

Time Columns

Workload > Items or Subitems (cannot select both)
Time columns > Publish Date (can change to whatever date column you want to track)

Resource type Content Specialist
Measure effort by Count ltems
Choose Groups All groups
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Metrics Settings contd.

These metrics should automatically upload based on your priorities sheet. Below are the
settings should anything not work. If you need any help, please let me know!

X Axis Group By > Month
LOB Board Name > Publish Date
Y Axis Select all # of [document name]

Select Formula (if you want the total number of documents to show)
Calculation Function > Sum

Choose Groups All groups

X Axis Group By > Year
LOB Board Name > Publish Date
Y Axis Select all # of [document name]

Select Formula (if you want the total number of documents to show)
Calculation Function > Sum

Choose Groups All groups

X Axis Group By > Quarter
LOB Board Name > Publish Date
Y Axis Select all # of [document name]

Select Formula (if you want the total number of documents to show)
Calculation Function > Sum

Choose Groups All groups
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Export Boards and Dashboards

Last seen “ 2, Invite /5 Board Power-Ups
EXpOI‘t Board XY Integrate ¢ Automate / 3

Go to your board. Preview | | Share form
Click on the three dots (upper right corner).
Go to More actions.

Click Export board to Excel. v st @ 2, a5 [BoudPowecips | ()

") Board permissions

N S

{5} Board settings
£ Board notifications

#* Save as a template SRoesctions

[ Export board to Excel 4

= Archive board

Y Import ltems -
P [ Delete board

P Manage duplicates

0 Duplicate board @ View archive/recycle bin

@& Print board
) Give feedback

2Z Full screen

Last seen “ 2, Invite /5 Board Power-Ups

Xy Integrate ¢p Automate /3

Preview | Share form

Export Dashboard

Last seen “ 2, Invite /5 Board Power-Ups GO tO _your board.
Click on the three dots (upper right corner).
Go to More actions.

Click Export board to Excel or PDF.

% Board permissions

(s} Board settings

1.
2.
3.
4.

£ Board notifications

#* Save as a template

[P Export board to Excel
4} Import ltems

% Manage duplicates
[ Duplicate board

@ Print board

2Z Full screen

v, Export to PDF
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= Archive board

[1 Delete board

@ View archive/recycle bin

Give feedback

SUPPORT

Learn more about importing and

exporting.

Monday.com Job Aid
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https://support.monday.com/hc/en-us/articles/360000219209-Import-export-with-Excel

Support Links

Get started with monday.com

How to get started in an existing account
How do | log into my account?

How to Log in with the Desktop App

How do | invite users to join my account?
Import & export with Excel

How can | import my projects from Asana?
How can | import my boards from Basecamp?
How to import my projects from Google Sheets
How can | import my boards from Trello?
How can | import my tickets from Zendesk?
How can | import from Jira?

The Workspaces

The favorites section

Folders

How to archive and unarchive

The recycle bin

How to keep your account organized

The basics of a board

The difference between board types
Shareable Boards

Private Boards

monday.com board templates
How to duplicate a board

The basics of groups

The basics of items

The subitems

The Activity Log

Can | undo something?

How to custom-design your board

How many items and subitems can | have on a board?

Item default value N
Introducing the new board design &

The basics of columns

What are the column choices?
How to change a column type
The People Column

The Status Column

The Date Column

The Numbers Column

The Tags Column

The Files Column

Column templates

The Timeline Column

The Button Column

The Connect Boards Column
The Last Updated column
The Email Column

The Checkbox Column

The Rating column

The Vote column

The Phone Column

The Hour Column

The Item ID Column

The Formula Column

Formula Use Cases

List of all available formulas
The Progress Tracking Column
The Timeline + Numeric Combo Column
(Duration Column)

The Color Picker Column

The Location Column

The Auto Number column
The Week Column

The Time Tracking Column
The Dropdown Column

The Country Column

The Creation Log Column
The World Clock Column

The Link Column

The Mirror Column
Multi-board mirroring
Linkage limitations
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https://support.monday.com/hc/en-us/articles/115005305649-Get-started-with-monday-com
https://support.monday.com/hc/en-us/articles/360000613179-How-to-get-started-in-an-existing-account
https://support.monday.com/hc/en-us/articles/115005320845-How-do-I-log-into-my-account-
https://support.monday.com/hc/en-us/articles/360021172740-How-to-Log-in-with-the-Desktop-App
https://support.monday.com/hc/en-us/articles/360002430099-How-do-I-invite-users-to-join-my-account-
https://support.monday.com/hc/en-us/articles/360000219209-Import-export-with-Excel
https://support.monday.com/hc/en-us/articles/360004990799-How-can-I-import-my-projects-from-Asana-
https://support.monday.com/hc/en-us/articles/360006170600-How-can-I-import-my-boards-from-Basecamp-
https://support.monday.com/hc/en-us/articles/360010415539-How-to-import-my-projects-from-Google-Sheets
https://support.monday.com/hc/en-us/articles/360000274165-How-can-I-import-my-boards-from-Trello-
https://support.monday.com/hc/en-us/articles/360018869500-How-can-I-import-my-tickets-from-Zendesk-
https://support.monday.com/hc/en-us/articles/360020585839-How-can-I-import-from-Jira-
https://support.monday.com/hc/en-us/articles/360010785460-The-Workspaces
https://support.monday.com/hc/en-us/articles/360009142179-The-favorites-section
https://support.monday.com/hc/en-us/articles/115005316845-Folders
https://support.monday.com/hc/en-us/articles/115005314609-How-to-archive-and-unarchive
https://support.monday.com/hc/en-us/articles/115005312729-The-recycle-bin
https://support.monday.com/hc/en-us/articles/360013626380-How-to-keep-your-account-organized
https://support.monday.com/hc/en-us/articles/115005317249-The-basics-of-a-board
https://support.monday.com/hc/en-us/articles/115005311105-The-difference-between-board-types
https://support.monday.com/hc/en-us/articles/115005309925-Shareable-Boards
https://support.monday.com/hc/en-us/articles/115005310185-Private-Boards
https://support.monday.com/hc/en-us/articles/360001362625-monday-com-board-templates
https://support.monday.com/hc/en-us/articles/360000304399-How-to-duplicate-a-board
https://support.monday.com/hc/en-us/articles/360011472320-The-basics-of-groups
https://support.monday.com/hc/en-us/articles/115005319105-The-basics-of-items
https://support.monday.com/hc/en-us/articles/360011905480-The-subitems
https://support.monday.com/hc/en-us/articles/115005310745-The-Activity-Log
https://support.monday.com/hc/en-us/articles/360011810600-Can-I-undo-something-
https://support.monday.com/hc/en-us/articles/360019103140-How-to-custom-design-your-board
https://support.monday.com/hc/en-us/articles/4404058746642-How-many-items-and-subitems-can-I-have-on-a-board-
https://support.monday.com/hc/en-us/articles/4409205384338-Item-default-value
https://support.monday.com/hc/en-us/articles/4411808701202-Introducing-the-new-board-design-
https://support.monday.com/hc/en-us/articles/115005466609-The-basics-of-columns
https://support.monday.com/hc/en-us/articles/115005310285-What-are-the-column-choices-
https://support.monday.com/hc/en-us/articles/360001435899-How-to-change-a-column-type
https://support.monday.com/hc/en-us/articles/360002281539-The-People-Column
https://support.monday.com/hc/en-us/articles/360001269685-The-Status-Column
https://support.monday.com/hc/en-us/articles/360000317520-The-Date-Column
https://support.monday.com/hc/en-us/articles/115005310565-The-Numbers-Column
https://support.monday.com/hc/en-us/articles/115005905685-The-Tags-Column
https://support.monday.com/hc/en-us/articles/360000597900-The-Files-Column
https://support.monday.com/hc/en-us/articles/4405213200018-Column-templates
https://support.monday.com/hc/en-us/articles/115005333969-The-Timeline-Column
https://support.monday.com/hc/en-us/articles/360015690319-The-Button-Column
https://support.monday.com/hc/en-us/articles/360000635139-The-Connect-Boards-Column
https://support.monday.com/hc/en-us/articles/360000504840-The-Last-Updated-column-
https://support.monday.com/hc/en-us/articles/360002155560-The-Email-Column
https://support.monday.com/hc/en-us/articles/360001022569-The-Checkbox-Column
https://support.monday.com/hc/en-us/articles/360001017645-The-Rating-column-
https://support.monday.com/hc/en-us/articles/360001012365-The-Vote-column
https://support.monday.com/hc/en-us/articles/360001151249-The-Phone-Column
https://support.monday.com/hc/en-us/articles/360001272365-The-Hour-Column
https://support.monday.com/hc/en-us/articles/360001263345-The-Item-ID-Column
https://support.monday.com/hc/en-us/articles/360001235445-The-Formula-Column
https://support.monday.com/hc/en-us/articles/360015316019-Formula-Use-Cases
https://support.monday.com/hc/en-us/articles/360001276465-List-of-all-available-formulas
https://support.monday.com/hc/en-us/articles/360001150365-The-Progress-Tracking-Column
https://support.monday.com/hc/en-us/articles/4417788326418-The-Timeline-Numeric-Combo-Column-Duration-Column-
https://support.monday.com/hc/en-us/articles/360001260269-The-Color-Picker-Column
https://support.monday.com/hc/en-us/articles/360001144325-The-Location-Column
https://support.monday.com/hc/en-us/articles/360001017529-The-Auto-Number-column-
https://support.monday.com/hc/en-us/articles/360001144769-The-Week-Column
https://support.monday.com/hc/en-us/articles/360001143809-The-Time-Tracking-Column-
https://support.monday.com/hc/en-us/articles/360004162179-The-Dropdown-Column
https://support.monday.com/hc/en-us/articles/360001140069-The-Country-Column
https://support.monday.com/hc/en-us/articles/360001140029-The-Creation-Log-Column
https://support.monday.com/hc/en-us/articles/360001139425-The-World-Clock-Column
https://support.monday.com/hc/en-us/articles/360001139125-The-Link-Column
https://support.monday.com/hc/en-us/articles/360001733859-The-Mirror-Column
https://support.monday.com/hc/en-us/articles/4403442212498-Multi-board-mirroring
https://support.monday.com/hc/en-us/articles/360021743500-Linkage-limitations-

Support Links contd.

User types explained
What are team members?
What is an admin?

What is a board owner?
What is a board member?
Changing board ownership
Permissions on monday.com
Account permissions
Workspace permissions
Board Permissions
Column Permissions
Dashboard Permissions
Item Viewing Permissions

The Checklist

How to communicate with my team

How to assign tasks to your teammates

All about teams

Notifications explained

Bell Notifications

The Inbox

The Updates Section

How to send or receive emails with monday.com
Email to board

My Work
Deadline Mode

How to create alert reminders?
Alerts and Reminders with Automations

Calendar sync
Outlook Calendar integration

Sync with Apple Calendar

Does monday.com have an API?

Board, item, column, and automation or integration ID's
API Quickstart Tutorial - Python

API Quickstart Tutorial - PHP

API Quickstart Tutorial - Javascript

About monday.com's public IP addresses

Comments in monday workdocs

monday Docs on file

monday workdocs version history
monday workdocs

How to manage my files in monday.com
File annotations

File versioning
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