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Sign In
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Click “BSC FileNet POCN”

You have access to the following applications

BSC FileNet POCN BSC FileNet Services

NEW NYS IT Service Manageme NYS IT Service Management System

NYS Payroll Online SFS Secure

Statewide Learning Management
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Click on “Open Browse View”

:i BSC Woridlow Desktop X \ * The icon for “Open Browse View” is a file cabinet:
E — C | & Secure | https

BSC Workflow Desktop

tive
O Search
» jency Revie

pcessed

Office of
General Services

T NEW YORK
STATE OF
OPPORTUNITY.




June 26, 2019 5

Click “Entry Templates”

BSC Workflow Desktop

[E] BSC

» Audit Folder
» BSC
» BSC_Test

Email Attachments

» Entry Templates

v R

» Search Templates
» Workflow Templates
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Click “PO Change Notice Entry Template”

BSC Workflow Desktop

~ [E] BSC . :
. Refresh Add Document Properties Actions ~
4 Audit Folder
E > BSC BSC » Entry Templates
» BSC_Test
] Name - Added On
Q > Email Attachments
) Entry Templates QJ Cashier Add Document 8/3/2016, 10:22 AM
» ’ Search Templates A Cashier Support Document 7/15/2016, 3:20 PM
’ Workflow Templates Al Invoice Lease Template 12/20/2018, 8:32 AM
;QI PO Change Notice Entry Template _
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Entry Template

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

a
* General

* Entry template: PO Change Notice Entry Template
What do you want to save? Local document | =
* File name: | Choose Files | No file chosen

Class: | Change Notices

*Business Unit: (2 ABCO1 -
*PO Number: @

*ContactName: 2

*ContactPhone: (2

*ContactEmail: @

*SendToVendor: (2 -

Add Cancel

NEW YORK
STATE OF
OPPORTUNITY.
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POCN request WITHOUT attachment

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

* Select “Information

. about a document”
* Entry template: PO Change Notice Entry Template from drop down menu_

What do you want to save? Local document | =

* File name: Local document .
e Information about a document _ ° ThIS a”OWS yOU tO
Popertes |

Link to an external document Create a Work item

~ Properties
Class: | Change Notices WlthOUt attaChlng a
document.
*Business Unit: (2 ABCO1 -

*PO Number: @

*ContactName: @
*ContactPhone: 2
*ContactEmail: (2

*SendToVendor: (2 -

NEW YORK
Add Cancel SPPORTUNITY

Office of
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POCN request WITH attachment

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

* Entry template: PO Change Notice Entry Template

What do you want to save? v Local document | = '

* File name: | Choose Files | No file chosen

Class: | Change Notices

*Business Unit: (2 ABCO1 |
*PO Number: @

*ContactName: (2

*ContactPhone: (2

*ContactEmail: 2

*SendToVendor: 2 -

Add Cancel

Leave “What do you
want to save?” as
“Local Document.”

Click on “Choose
Files.”
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POCN request WITH attachment (continued)

¢ Open

@ - . «¢ Purchasing » Change Orders » POCN Testing - Search POCN Testing

Organize » New folder

-
. . MName Date modified
- Favorites

4 Downloads

m

=1, Recent Places
. Purchasing
Job Aids
. CopyAndPasteTheFilelnsideHe

. Libraries
=] Documents
J Music

| Pictures

w ||Rd UL

Bl Desktop B POCN Test Document.xlsx 1/9/2017 8:23 AM

File name: POCN Test Document.xlsx - |A|| Files

) [ o |

This allows you to
search your
computer for the
file to attach.

Select the file you
want to attach and
click “Open.”

Office of
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POCN request WITH attachment (continued)

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

~ General

* Entry template: PO Change Notice Entry Template

What do you want to save? Local document | + |

[ Choose Files | POCN Test Document xisx _

* File name:

Class: | Change Notices

*Business Unit: (2 ABCO1
*PO Number: (2

*ContactName: 2

Add Cancel

-

The uploaded file
will show here.
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Fill in All Required Fields on Entry Template

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

What do you want to save? Information about a document | «

Class: | Change Notices

*Business Unit: (2 ABCO1 -
*PO Number: @

*ContactName: @

*ContactPhone: 2

*ContactEmail: (2

*SendToVendor: (2 M
*endor Name: (2

*TypeOfRequest: (3 M

*Comments: 2

Add Cancel

*PO Number: Should be full 10 digit
number including all zeros.

*ContactEmail: the e-mail entered here
will receive system generated
notifications if agency action is required
and upon POCN completion.

*Send to vendor field:

=|f marked “True” the updated PO will
be sent to the vendor.

=|f marked “False” the updated PO will
NOT be sent to the vendor.

*Comments: Specify the exact change

requested.
' SraonK
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Entry Template (continued)

Add Document by Using Entry Template

When you add a document by using an entry template, the values that you enter for the document are consistent. Learn more

Class: |Change Notices

*Business Unit: 2
*PO Number: (2
*ContactName: (2
*ContactPhone: 2
*ContactEmail: 2
*SendToVendor: 2
*Jendor Name: (2
*TypeOfRequest: (2
*Comments: (2

Unit ID: @

0GS01
1234567890
Tricia Huff

555-555-5555

Tricia. Huff@ogs.ny.gov
False

Test \endor

Increase

Increase quantity on line 2 from Sto 10

Add

Cancel

-

POCN requests cannot be
submitted until all required
fields are entered.

Required fields are marked
with an asterisk.

Once all required fields are
entered the “Add” button will
activate (bold).

Click “Add” to submit request
for processing.
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Agency Review

* When additional information or clarification is needed, the BSC will send the
work item to the Agency Review queue.

* An email notification is automatically sent by the system when an item is sent
to Agency Review.

NEWYORK | Office of )
ooooooooooo General Services
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E-mail notification for additional information

2 Reply IE}_ Reply All £, Forward

Fri 10/7/2016 10:47 AM
OGS.sm.BSCChangeNotices@ogs.ny.gov

Change Notice Additional Information requested for DOHO1 1234567890
To [JHuff, Tricia M (OGS)

*DO NOT REPLY TO THIS EMAILTHIS IS FOR INFORMATIONAL PURPOSES ONLY!*

The BSC s in receipt of your request to process a change notice to the above subject po.
Upon review there is additional information or clarification that is required in order to enable
us to complete your request. All correspondence pertaining to this transaction needs to be
processed through Filenet. If you log into Filenet this transaction should appear in your
Agency Review queue with comments from the BSC as to what is required. Any questions or
clarification must be communicated back through the comments section and then submitted
again.

*DO NOT REPLY TO THIS EMAILTHIS IS FOR INFORMATIONAL PURPOSES ONLY!*

* DO NOT REPLY TO THIS
EMAIL as it is for
informational purposes
only.

* All communication is
done directly through
FileNet.
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Accessing Agency Review Queue

. " H ”

. Preferences

» I Purchasing ¢

Then “POCN”

Preferences

+ ™ Purchasing
» 1] POCN DOHO!

E1-o w
IEN B
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Agency Review Queue

This displays work items that require action by your agency. Double click on a work
item to open it.

BSC Workflow Desktop

=
Q
»|

Preferences

p— .
v Purchasing

» "X POCN DOHO1

POCN DOHO1 Agel  Purchasing

———>

POCN DOHO1 Agency Review

Get All

Filter:

Refresh Open Launch Workflow

POCN DOHO1 POCN DOHO1 Agency Review

No filters applied  Reset

BSCDateReceived a

12/7/2018, 11:18 AM

12/7/2018, 11:48 AM

12/7/20168, 12:17 PM

1/8/2017, 11:08 AM
1/8/2017, 11:08 AM

1/8/2017, 11:08 AM

Export Unlock

BusinessUnit

DOHO1

DOHO1

DOHO1

DOHO1
DOHO1

DOHO1

Actions ~

PONumber

0000000002

0000000008
0000000019

0000044444

Status
Pending Agency

Pending Agency
Pending Agency
Pending Agency
Pending Agency

Pending Agency

2b
BuyerName ContactEmail Co
Zelds dania.marro@ogs.ny.¢ Da
Dania dania.marro@ogs.ny.¢ Da
Dania dania.marro@ogs.ny.¢ Da
Tricia Tricia. Huff@ogs.ny.go T
Tricia Tricia. Huff@ogs.ny.go T
Tricia Tricia. Huff@ogs.ny.go T
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Agency Review Queue (continued)

B8 85C Workflow Desktop Process Work Item - Google Chrome

@ https://sit.contentnow.ny.gov/navigator

Business Unit: DOHO1PO Number: 0000000008

ue date: Notset | Started by: bscpo Agency ived on: 12/7/2016, 1:50 PM | Step: Agency Review
Properties Attachments History

B teRec 12/7/201

BusinessUnit DOHO1

BuyerName:

ContactEmail: G dania.marro@ogs.ny.gov
ContactName: & Dania

ContactPhone: @

PONumber: @

SendToVendor: @ False
TypeOfRequest: (3 Other
UnitiD: @

) Get next work item

stepprocessor.jsp?queueName=POCN_Agency&wobNum=86003326CD9IE3

mmmmm

new line with the balance and make it amount

t | Agency Updated

Save

Cancel

* Comments field will display
date/time stamped comments
entered by both the agency and the
BSC.

* The BSC will enter comments
detailing the action required by the
agency.

* Once comments are saved, they
cannot be edited.
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Agency Review Queue (continued)

u BSC Workflow Desktop Process Work Item - Google Chrome =8 =

& https://sit.contentnow.ny.gov/navigator/stepprocessor.jsp?queueName=POCN_Agency&wobNum=86003326CDIE3D4F91B1404B4F70BA85&stepName= ¥ [ ] When the agency action is
Business Unit: DOHO1PO Number: 0000000008

H o
Due date: Notset | Started by: bscpoAgency | Received on: 12/7/2016, 1:50 PM | Step: Agency Review CO m p | ete, CI IC k Age n Cy
Properties Attachments History d 7
i Updated.

12/07/2016 11:49:48 AM [Start] bscpoagency -
Please make line 3 amount only

* This will remove the item
from your agency review
gueue and send it back to

ContactEmait 2 Gania.marro@ogs.ny gov the BSC

ContactName: @ Dania

ContactPhone: @

PONumber: @

SendTo\endor: (2 False
TypeOfRequest: @ Other
UnitiD: @

endorName: (@ Kasselman
Commen t

Office of
General Services

] Get next work item
] w Add Commen t Agency Updated Save Cancel NEW YORK
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E-mail Notification for Completed POCN

2 Reply @_ Reply All £ Forward
Fri 10/7/2016 10:51 AM

OGS.sm.BSCChangeNotices@ogs.ny.gov
Change Notice Completed for DOHO01 1234567890

To Huff, Trica M (OGS)
*DO NOT REPLY TO THIS EMAILTHIS IS FOR INFORMATIONAL PURPOSES ONLY!*
This is to notify you that the BSC has completed your change notice request to the above

additional changes are required to this purchase order a new request will need to be
submitted in Filenet.

*DO NOT REPLY TO THIS EMAILTHIS IS FOR INFORMATIONAL PURPOSES ONLY!*

subject purchase order. If indicated in your request, the po has been sent to the vendor.

Once the POCN is
completed by the BSC, a
system generated email
notification is sent to the
agency.

DO NOT REPLY TO THIS
EMAIL as it is for
informational purposes
only.

All communication is done
directly through FileNet.

Office of
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Filtering results in Agency Review

POCN DOHO1 Agency Review

GetAll  Refresh ~ Open  LaunchWorkflow  Export  Unlock  Actions *

Purchasing » POCNDORO1 » POCN DOHO1 Agency Review POCN DOHO01 Agency Review

Filter:  No fiters 8ppf.€d Reset Get All Refresh Open Launch Workflow Export Unlock Actions ~

e Purchasing POCN DOHO1 POCN DOHO1 Agency Review

BSCDateReceived 4 BusinessUnit PONumber No fiters applied  Reset
SCDateReceived From (is greater than): @ o
B 12712016, 1:18 AM DOHO1 0000000002 _ _ [
BSCDateReceived To (is less than or equal to): (2 -
PONumber (is like): @
an
. s ” Status (is like): @ an
* Click “Filter. .
VendorNumber (is like): @ nc
VendorName (is like): 2 N
nc
L4 Thls Opens flelds ! | BusinessUnit (equals): @
that you Can fllter BuyerName (equals): 2
ContactEmail (equals): @
results by.
ContactName (equals): @ .

NEWYORK | Office of )
OPPORTUNITY. General Sel’VICGS
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Filtering results in Agency Review (continued)

You can filter using the exact information for that field or;

You can also search using the percent sign (%) as a wildcard symbol.

POCN DOHO01 Agency Review

* For example: To filter results for
any items with a vendor name
that starts with T, enter T%.

Get All Refresh Open Launch Workflow Export Unlock Actions ~

Purchasing POCN DOHO1 POCN DOHO1 Agency Review

No fiters applied Reset

BSCDateReceived From (is greater than): (2 |l',’ diyyyy. h-mm a &3
BSCDateReceived To (is less than or equal to): @ M/dYyyyy, h:mm a &8 b ScrO” to the bottom and C||Ck
PONumber (is like): (2 ”O K ”
Status (is like): (2
ContactName (equals). @
VendorNumber (is like): (2
ContactPhone (equals): @
‘VendorName (is like): (= T% SendToVendor (equals): @
' BusinessUnit (equals): @ TypeOfRequest (equals): 2
BuyerName (equals): (2 UnitiD (equals):

ContactEmail (equals): 2
— 0K Reset Cancel

ContactName (equals): 2
f NEW YORK
STATE OF
OPPORTUNITY.

Office of
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Filtering results in Agency Review (continued)

The queue is now filtered to show any items with a vendor name starting with T.

POCN DOH01 Agency Review

GetAll  Refresh ~ Open  LaunchWorkflow  Export  Unlock  Actions *

Purchasing » POCNDOHO1 » POCN DOHO1 Agency Review

Filter: 1appled  Reset

BSCDateReceived a  BusinessUnit PONumber Status BuyerName ContactEmail ContactName ContactPhone SendToVendor
@ 1972017, 11:08 AM DOHO1 0000022222 Pending Agency Tricia Tricia. Huff@ogs.ny.go Tricia Huff 518-555-6565 True
@  1/9/2017, 11:08 AM DOHO1 0000033333 Pending Agency Tricia Tricia. Huff@ogs.ny.go Tricia Huff 518-555-5555 False
@ 1/9/2017, 11:00 AM DOHO1 0000044444 Pending Agency Tricia Tricia. Huff@ogs.ny.go Tricia Huff 518-555-5555 False

OPPORTUNITY.

NEW YORK
TATE OF

é

TypeOfRequest

Increase
Decrease

Change Coding

VendorName

Training Vendor 1
Training vendor 2

Training Vendor 3

Office of
General Services
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Search

BSC Workflow Desktop

Click “Open Search View.”

. Preferences

» [ Purchasing

BSC Workflow Desktop

+New Search | ~

R1-m

» Recent Searches

=
ﬂ » [ All Searches
2 4

Click “+New Search.”

Office of
General Services
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You can select the field to search by using the dropdown.

BSC Workflow Deskiop 2 bscpo Agency - 3¢ - For example: to search
| il ' Newsearch by Contact Name—
= Rh — select “ContactName”
E » & Al Searches Searchin.  \BSC (Including subfolders) - | search options: Documents, Released version from the dro P down ,
» Coss [Dorument (oo sbdosses : enter a name, and click
Contacthame v | @ |Equals ~ | | Tricia Huff “Search.”

Add Property Show All Properties =~ Property options: Match all
1

—m Reset Save Save As... Cancel Results Display | Keep search criteria open

Office of
General Services

T NEW YORK
STATE OF
OPPORTUNITY.
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All requests including the contact name selected will populate.

S Click on a search result
o e “! and the properties box
Name a Size Modified By Modified On Major Version Wi” Open On the right

- Edit
&  0000003432.pdf 14 KB iedr PSadmin 10/14/2018, 2:21 PM 1 Eroperties . .
ABCD1 0000000001 14KB iedr P2admin 12/28/2016, 10:23 1 Class: Change Notices ShOWl ng deta | IS’
AN Documen  DOHO1 123456
B  DOHO1 0000012345 iedr PSadmin 10/14/2018, 2:21 PM 1 t Title: 7300 N I d N h
B  DOHO1 0000022222 iedr P8admin 0/30/2018, 11:24 AM 1 Business  DOHO1 INCIU |ng t e StatUS
Unit:
| =] DOHO1 1111111111 edr P8admin 12/13/2018, 8:01 AM 1
Dste Rec  12/0/2018, 12:0 W k
& DowO1 1111122222 iedr PSadmin 10/5/2018, 10:08 AM 1 eived: 0 AM or ep .
|®  DOHO1 1234567800 iedr PSadmin 12/9/2018, 3:05 PM 1 PO Numb 1234567800
er.
B  DOHO1 12345678980 iedr PEadmin 10/7/2016, 10:51 AM 1
= POCNDo Change Notice
& Dpono1 edr PSadmin 10/19/2018, 9:23 AM 1 cType:
i DOHO1 2222244444 11 KB  iedr P8admin 10/18/2018, 8:09 AM 1 WorkStep:  Processing
B DOHO1 4444455555 iedr P8admin 10/7/2016, 1:32 PM 1, VendorN  test vendor
ame:
= POCNAudit 0000012345 4KB iedr PSadmin 10/14/20186, 2:21 PM 1 -
SendToV True
= POCNAudit 0000022222 4KB iedr PSadmin 9/30/20186, 11:24 AM 1 endor:
= OCNAudit 1111111111 4KB iedr PS8admin 12/13/2018, 8:01 AM 1 ContactE  tricia.huff@ogs.
= mail: ny.gov
= OCNA 22222 < r P83 1512 .09 AM
18 P NAudit 11111 3 KB iedr P8admin 10 016, 10:09 A\ 1 ContactN Tricia Huff
L] POCNAudit 1234587890 4 KB iedr PSadmin 10/7/2016, 10:51 AM 1 U=
= POCNAudit 2222222222 3KB iedr P8admin 10/19/2018, 9:23 AM 1 :"::;“‘F' 518-408-7145
= OCNAUdR 22292 N 11879 -00 AM
= POCNAudit 2222244444 3KB iedr PSadmin 10/18/2018, 8:00 AN 1 TypeOR  Inerease
= POCNAudit 4444455555 4KB iedr PSadmin 10/7/2018, 1:32 PM 1 equest
Comment add $200
= NEW YORK 1
Office of

OPPORTUNITY. General SerViCes
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Example of a search by WorkStep:

p— e Select WorkStep from

n

E 5 e | the dropdown and
s . : h enter the title of
WorkStep ~ | @ [ starts with ~ | [agency Review Workstep you are

Add Property  Show All Properties | Property options: Match all
.
looking for:
g *

Class: Document (Including subck

* Agency Review

‘ Refresh Add Document Properties Actions ¥

Showing results for: New Search

Name . | size Modified By Modified On Major Version ° P M
o DOCO10000000005 iedr P8admin 12/13/2018, 3:28 PM 1 - rOCeSSI ng
[®  poro1 0000000002 iedr P8admin 12/13/2018, 3:28 PM 1

DOHO1 0000000008 iedr Pgadmin 12/7/2016, 1:50 PM 1
B  DOHO10000000009 iedr P8admin 12/13/2018, 3:31 PM 1
D  DOHO10000000012 iedr P8admin 12172016, 2:16 PM 1 L Processed
B DOHO10000000014 iedr P8admin 12/30/2018, 8:17 AM 1

DOHO1 0000000018 iedr PEadmin 12/13/2018, 8:01 AM 1 I

DOHO1 0000000018 iedr P8admin 12/7/20186, 2:56 PM 1

DOHO1 0000000018 iedr P2admin 12/12/2018, 1:37 PM 1

DOHO1 1111111 19KB iedr P8admin 12/30/2018, 8:17 AM 1
B DOHO11337133700 iedr P8admin 12/5/2016, 11:47 AM 1

PO Change Order - 0000000345 11KB  iedr P8admin 8/28/2014, 3:47 PM 1

NEWYORK | Office of )
OPPORTUNITY. General SerVICGS
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Exporting to MS Excel

ltems can be exported into MS Excel by clicking the “Actions” button.

BSC Workflow Deskt 2 bscpo’

+New Search | ~ New Search

~ Search Criteria
» Recent Searches

n » [ Ausearches Search in

Class:

Search options: Documents, Released version

WorkStep ~ | ® [starts with -] [P%
Add Property  Show All Properties | Property options: Match all
m Reset save SaveAs.. | Cancel || ResultsDisplay [~ Keepsearch criteria open

Refresh Add Document Properties  Actions ~

Showing resutts for: New Search

Name Size Modified By v | Major Version

B DOHO1 77777777 iedr P3admin 1:27PM 1
B DOHO168868656 iedr Pgadmin 12/1512018, 1:27 PM 1
B DOHO1 55555555 iedr P8admin 12/15/2016, 12:49 1
PM
|8 DOHO1 44444448 iedr P8admin 12/15/2018, 12:49 1
PM
B DOHO133333333 iedr P8admin 12/15/2016, 12:48 1
PM v
B8  DoHo1 iedr P8admin 12/15/2018, 12:48 1
FM
B DOHO1 1111111 iedr P8admin 12/15/2018, 12:46 1
PM
B DOHO10000000001 iedr P3admin 12/14/2018, 7:40 AM 1
B DoHO1O iedr P8admin 12 1

B DOHO10000000010 iedr P8admin 12/13/2016, 3:30 PM 1

NEWYORK | Office of )
OPPORTUNITY. General SerCeS
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And then export:

Exporting to MS Excel (continued)

Properties §Actions v

Refresh

Add Document

Showing results for: New Search

b b b b blblbh

O O hJ

DOHO1 66666666

DOHO1 55555555

DOHO1 44444442

DOHO1 33333333

DOHO1 11111111

DOHO1 0000000001
DOHO1 0
DOHO01 0000000010

Open
Preview

Export

Send Email

Folders

vy v v v v w

This will send the
selected items to an
excel spreadsheet.

Office of
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