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J) Welcome to Dynamic Budgets e-Learning Tutorial.
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e-Learning Tutorial.
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J) If viewing tutorials on your mobile phone, please click the square icon in the upper right
corner to view Fullscreen.
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M  Click on Payroll.

5] File Eauages -ll-w.imcs mﬂq)om %ka ﬁmmw Embcﬁons I.IsusManagunslt

DYNAMIC | " qy;

BUDGETS

Jan 11,2019 .



.\

J) Click on Hourly or Eligibility Calendar.

iorad

5] File Eauages -ll-w.imcs mﬂq)om %ka ﬁmmw Embcﬁons |$ Payroll |§Ususmw
@ Payroll Expense Definitions

“ Employees Roster

Q Payroll Assignments

ﬂ Hourly Staffing

ﬁ PR Assignments Calendar

m Payroll Expense Definitions Report
m Payroll - Invalid Accounts Report

m Payroll - FTE Summary

m Payroll - Annual Summary

DYNAMIC

BUDGETS
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J) Click on CompanyDB dropdown list. Make a selection. In this example, we will select
DB3147_twol8.

3] File Eﬂubﬂs ‘I-\\lliancs Repoﬂs %ka @mmw Embcdions SPaymll G Users Management

| g Print ¥ Exportto Excel % Printto PDF [17 AutoSize Columns | Rows:53 A- A+ J

CompanyDB BudgetlD PPOnum  PeriodID PPD_Start PPD_End PayDate Enabled O ~

» 1 0 01/01/0001 01/01/0001 D
2 0 01/01/0001 01/01/0001 D
3 0 01/01/0001 01/01/0001 D
4 0 01/01/0001 01/01/0001 D
5 0 01/01/0001 01/01/0001 D
L} 0 01/01/0001 01/01/0001 D
7 0 01/01/0001 01/01/0001 D
8 0 01/01/0001 01/01/0001 D
9 0 01/01/0001 01/01/0001 D
10 0 01/01/0001 01/01/0001 D
11 0 01/01/0001 01/01/0001 O
12 0 01/01/0001 01/01/0001 D
13 0 01/01/0001 01/01/0001 D
14 0 01/01/0001 01/01/0001 D
15 0 01/01/0001 01/01/0001 D
16 0 01/01/0001 01/01/0001 D
17 0 01/01/0001 01/01/0001 D
18 0 01/01/0001 01/01/0001 D
19 0 01/01/0001 01/01/0001 O
20 0 01/01/0001 01/01/0001 D
21 0 01/01/0001 01/01/0001 D
2 0 01/01/0001 01/01/0001 O
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J) Click on the Budgetl|D dropdown list. Make a selection. In this example, we will select 2020
Budget.

3] File Eﬂubﬂs ‘I-\\lliancs Repoﬂs %ka @mmw Embcdions SPaymll G Users Management

© g Print [ Bxportto Excel % Printto POF [ f

2024
p—— Budgetd okt woed pmome cabled ]

» 1 0 01/01/0001 01/01/0001 O
2 0 01/01/0001 01/01/0001 O
3 0 01/01/0001 01/01/0001 O
4 0 01/01/0001 01/01/0001 O
5 0 01/01/0001 01/01/0001 O
6 0 01/01/0001 01/01/0001 O
7 0 01/01/0001 01/01/0001 O
8 0 01/01/0001 01/01/0001 O
g 0 01/01/0001 01/01/0001 O
10 0 01/01/0001 01/01/0001 O
11 0 01/01/0001 01/01/0001 O
12 0 01/01/0001 01/01/0001 O
13 0 01/01/0001 01/01/0001 O
14 0 01/01/0001 01/01/0001 O
15 0 01/01/0001 01/01/0001 (|
16 0 01/01/0001 01/01/0001 O
17 0 01/01/0001 01/01/0001 O
18 0 01/01/0001 01/01/0001 |
18 0 01/01/0001 01/01/0001 O
20 0 01/01/0001 01/01/0001 O
21 0 01/01/0001 01/01/0001 O
2 0 01/01/0001 01/01/0001 |
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> Note: You can set up this calendar for weekly, bi-weekly or monthly pay dates. For this
example, we will setup a bi-weekly pay schedule.

3] File Eﬂubﬂs ‘I-\\lliancs Repoﬂs %ka @mmw Embcdions SPaymll G Users Management

| g Print ¥ Exportto Excel % Printto PDF [17 AutoSize Columns | Rows:53 A- A+ J

CompanyD8 Sudgetls | PPOnum  PenodlD DSt PD.End | PovDate Enebied D | ~

» 1 0 01/01/0001 |~ | 01/01/0001 D
2 0 01/01/0001 01/01/0001 D
3 0 01/01/0001 01/01/0001 D
4 0 01/01/0001 01/01/0001 D
5 0 01/01/0001 01/01/0001 D
L} 0 01/01/0001 01/01/0001 D
7 0 01/01/0001 01/01/0001 D
8 0 01/01/0001 01/01/0001 D
9 0 01/01/0001 01/01/0001 D
10 0 01/01/0001 01/01/0001 D
11 0 01/01/0001 01/01/0001 O
12 0 01/01/0001 01/01/0001 D
13 0 01/01/0001 01/01/0001 D
14 0 01/01/0001 01/01/0001 D
15 0 01/01/0001 01/01/0001 D
16 0 01/01/0001 01/01/0001 D
17 0 01/01/0001 01/01/0001 D
18 0 01/01/0001 01/01/0001 D
19 0 01/01/0001 01/01/0001 O
20 0 01/01/0001 01/01/0001 D
21 0 01/01/0001 01/01/0001 D
2 0 01/01/0001 01/01/0001 a
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How to Change an Hourly Pay Scale

zgidwani

M Alt + Tab to an excel spreadsheet with the pay period start, pay period end and pay dates
already populated.

Insert  Pagelayout Formulas Data Review View Help PDFPro10 O Tell me what vant to do
ir E)‘E cut Calibri [ - KK TS== % ®wepTex Date _}'; [ | Nomal Bad (j-:déﬂ =X W] él‘::‘os“m Ay p B4
=23 Copy ~ e L .
L SR Iuy- === &3= EMerge&Center - $-% 1 B 9 é‘?”md;g‘i’n“ga'_ Fi;f;f:jﬂs Good Neutral SRR Eﬁgr& ;Tga&_ Minscle:;; r::ger
Clipboard r Font r Alignment r Mumber P Styles Cells Editing Idindjet
B2 - I =B3-14
A B C D E F G H K L M o Q R T u \i W

1

2 12/18/2022 12/31/2022 1/5/2023

3 1/1/2023 1/14/2023 1/19/2023

4 1/15/2023 1/28/2023 2/2/2023

i 1/29/2023 2/11/2023 2/16/2023

6 2/12/2023 2/25/2023 3/2/2023

7 2/26/2023 3/11/2023 3/16/2023

8 3/12/2023 3/25/2023 3/30/2023

9 3/26/2023 4/8/2023 4/13/2023

10 4/9/2023 4/22/2023 4/27/2023

1 4/23/2023 5/6/2023 5/11/2023

12 5/7/2023 5/20/2023 5/25/2023

13 5/21/2023 6/3/2023 6/8/2023

14 6/4/2023 6/17/2023 6/22/2023

15 6/18/2023 7/1/2023 7/6/2023

16 7/2/2023 7/15/2023 7/20/2023

17 7/16/2023 7/29/2023 8/3/2023

18 7/30/2023 8/12/2023 8/17/2023

19 8/13/2023 8/26/2023 8/31/2023
20 8/27/2023 9/9/2023 9/14/2023
21 9/10/2023 9/23/2023 9/28/2023
22 9/24/2023 10/7/2023  10/12/2023
23 10/8/2023 10/21/2023  10/26/2023
24 10/22/2023 11/4/2023 11/9/2023
25 11/5/2023 11/18/2023  11/23/2023
26 11/19/2023 12/2/2023 12/7/2023
27 12/3/2023 12/16/2023  12/21/2023
28 12/17/2023 12/30/2023 1/4/2024
29

2 =

Jan 11, 2019
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How to Change an Hourly Pay Scale

zgidwani

Right-Click Copy or Control C, to copy.

Tell me what you want t

% 9

Mumber

= by
LES 8553
Conditional Format as

Formatting - Table ~

Normal

Good

Styles

Bad

Neutral

Cells

AutoSum -
Zosndy O [
Fill
a Sort & Find & Send to
22U Filter - Select~ MindManager
Editing Idindjet
u v W

Insert  Page Layout  Formulas Data  Review View Help  PDFPro 10
S, %o Calibri i AR T== ®- BwepTen Date
s Copy -
Pa‘ste & Forrnat Painter Iu- = = & 3= [3Merge & Center - | $ -
Clipboard r Font r Alignment r
B2 - I =B3-14
é Cut
A B C D E3 copy H
1 PPD-5tart PPD-End Pay Date — m_
2 12/18/2022 12/31/2022 1/5/202: .
3 1/1/2023 1/14/2023 1/19/202: ¥ E
4 1/15/2023 1/28/2023 2/2/202: Paste Special..
5 1/29/2023 2/11/2023  2/16/202:
6 2/12/2023 2/25/2023 3/2/2028 &2 Smart Lookup
7 2/26/2023 3/11/2023  3/16/2028 |
8 3/12/2023 3/25/2023  3/30/202:
9 3/26/2023 4/8/2023  4/13/202: Dol
10 4/9/2023 4/22/2023  4/27/202: Clear Contents
n 4/23/2023 5/6/2023  5/11/202% - ) )
12 5/7/2023 5/20/2023  5/25/202: = QeickAnalis
13 5/21/2023 6/3/2023 6/8/202: Filter »
14 6/4/2023 6/17/2023  6/22/202: Sort N
15 6/18/2023 7/1/2023 7/6/202%
16 7/2/2023 7/15/2023  7/20/202: " Insert Comment
17 7/16/2023 7/29/2023 8/3/202% [ ot Cells.,
18 7/30/2023 8/12/2023  §/17/202:
19 8/13/2023 8/26/2023  8/31/202:  PickFrom Drop-down List.
20 8/27/2023 9/9/2023  9/14/202: Define Name...
21 9/10/2023 9/23/2023  9/28/202i = |,
22 9/24/2023 10/7/2023  10/12/202: -
23 10/8/2023 10/21/2023  10/26/2022
24 10/22/2023 11/4/2023  11/9/202: Calibi -1 - A A7 § -
25 11/5/2023 11/18/2023 11/23/202: g | = S - A -
26 11/19/2023 12/2/2023 12/7/202% —
27 12/3/2023 12/16/2023  12/21/2023
28 12/17/2023 12/30/2023 1/4/2024|
29 |
30
Jan 11,2019
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J) Alt + Tab back to Dynamic Budgets. Right-Click paste or Control V, to paste.

b ot Lpivinces 3]s

| g Print ¥ Exportto Excel % Printto PDF [77 AutoSize Columns | Rows:53 A- A+
CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate Enabled ~
» 1 0 O

2 0 O

3 0 O

4 0 O

5 0 O

. 0 d AutoSize Columns  Ctrl+G &)

7 0 o Find and Replace..  Ctr+F O

8 0 o Check All O

. . Uncheck All 0

10 0 01/01/0001 01/01/0001 O

11 0 01/01/0001 01/01/0001 O

12 0 01/01/0001 01/01/0001 O

13 0 01/01/0001 01/01/0001 O

14 0 01/01/0001 01/01/0001 O

15 0 01/01/0001 01/01/0001 O

16 0 01/01/0001 01/01/0001 O

17 0 01/01/0001 01/01/0001 O

18 0 01/01/0001 01/01/0001 O

19 0 01/01/0001 01/01/0001 |

20 0 01/01/0001 01/01/0001 O

21 0 01/01/0001 01/01/0001 O

2 0 01/01/0001 01/01/0001 |

10 of 17
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J) Checkmark Enabled. Then Control C, to copy or right-click, copy for all of the dates
present.

b ot Lpivinces 3]s

| g Print ¥ Exportto Excel % Printto PDF [77 AutoSize Columns | Rows:53 A- A+
CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate Eodbled - ~
» 1 0 12/18/2022 12/31/2022 01/05/2023 l
2 0 01/01/2023 01/14/2023 01/18/2023 -
3 0 01/15/2023 01/28/2023 02/02/2023 0
4 0 01/29/2023 02/11/2023 02/16/2023 O
5 0 02/12/2023 02/25/2023 03/02/2023 O
6 0 02/26/2023 03/11/2023 03/16/2023 0
7 0 03/12/2023 03/25/2023 03/30/2023 0
8 0 03/26/2023 04/08/2023 04/13/2023 0
9 0 04/09/2023 04/22/2023 04/27/2023 O
10 0 04/23/2023 05/06/2023 05/11/2023 0
1 0 05/07/2023 05/20/2023 05/25/2023 0O
12 0 05/21/2023 06/03/2023 06/08/2023 0
13 0 06/04/2023 06/17/2023 06/22/2023 0
14 0 06/18/2023 07/01/2023 07/06/2023 O
15 0 07/02/2023 07/15/2023 07/20/2023 0
16 0 07/16/2023 07/29/2023 08/03/2023 0
17 0 07/30/2023 08/12/2023 08/17/2023 0
18 0 08/13/2023 08/26/2023 08/31/2023 O
19 0 08/27/2023 09/09/2023 09/14/2023 O
20 0 09/10/2023 09/23/2023 09/28/2023 0
2 0 09/24/2023 10/07/2023 10/12/2023 0
2 0 10/08/2023 10/21/2023 10/26/2023 O
M of17
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M  Press Shift+Down Arrow until the an enabled checkmark is present for all dates.

b ot Lpivinces 3]s

| g Print ¥ Exportto Excel % Printto PDF [77 AutoSize Columns | Rows:53 A- A+
CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate ~
6 0 02/26/2023 03/11/2023 03/16/2023 ]
7 0 03/12/2023 03/25/2023 03/30/2023 []
8 0 03/26/2023 04/08/2023 04/13/2023 [
] 0 04/09/2023 04/22/2023 04/27/2023 [
10 0 04/23/2023 05/06/2023 05/11/2023 ]
11 0 05/07/2023 05/20/2023 05/25/2023 ]
12 0 05/21/2023 06/03/2023 06/08/2023 O
13 0 06/04/2023 06/17/2023 06/22/2023 [
14 0 06/18/2023 07/01/2023 07/06/2023 ]
15 0 07/02/2023 07/15/2023 07/20/2023 ]
16 0 07/16/2023 07/29/2023 08/03/2023 (]
17 0 07/30/2023 08/12/2023 08/17/2023 ]
18 0 08/13/2023 08/26/2023 08/31/2023 ]
18 0 08/27/2023 09/09/2023 09/14/2023 (]
20 0 09/10/2023 09/23/2023 09/28/2023 [
21 0 09/24/2023 10/07/2023 10/12/2023 ]
2 0 10/08/2023 10/21/2023 10/26/2023 (]
3 0 10/22/2023 11/04/2023 11/09/2023 (]
24 0 11/05/2023 11/18/2023 11/23/2023 (]
25 0 11/19/2023 12/02/2023 12/07/2023 (]
26 0 12/03/2023 12/16/2023 12/21/2023 [
27 0 12/17/2023 12/30/2023 01/04/2024 (]
Jan 11, 2019 12 of 17
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J) Control V, to paste or Right-click, paste.

b ot Lpivinces 3]s

| g Print ¥ Exportto Excel % Printto PDF [77 AutoSize Columns  Rows:53 A- As
CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate ~
1 0 12/18/2022 12/31/2022 01/05/2023 %
2 0 01/01/2023 01/14/2023 01/19/2023 %
3 0 01/15/2023 01/28/2023 02/02/2023 %
4 0 01/29/2023 02/11/2023 02/16/2023 %
5 0 02/12/2023 02/25/2023 03/02/2023 %
6 0 02/26/2023 03/11/2023 03/16/2023 %
7 0 03/12/2023 03/25/2023 03/30/2023 %
8 0 03/26/2023 04/08/2023 04/13/2023 %
] 0 04/08/2023 04/22/2023 04/27/2023 %
10 0 04/23/2023 05/06/2023 05/11/2023 %
1 0 05/07/2023 05/20/2023 05/25/2023 %
12 0 05/21/2023 06/03/2023 06/08/2023 %
13 0 06/04/2023 06/17/2023 06/22/2023 %
14 0 06/18/2023 07/01/2023 07/06/2023 %
15 0 07/02/2023 07/15/2023 07/20/2023 %
16 0 07/16/2023 07/25/2023 08/03/2023 %
17 0 07/30/2023 08/12/2023 08/17/2023 %
18 0 08/13/2023 08/26/2023 08/31/2023 %
18 0 08/27/2023 09/09/2023 09/14/2023 %
20 0 09/10/2023 09/23/2023 09/28/2023 %
21 0 03/24/2023 10/07/2023 10/12/2023 %
2 0 10/08/2023 10/21/2023 10/26/2023 %
13 0of 17
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J) Enter the PeriodID. The PeriodID is the month of the PayDate. Jan=1, Feb=2, so on and so
forth. In this example, the PeriodID is 1 for the first row. Please enter the PeriodID for the
rest of the rows for the year.

9] File m&lbﬂs ‘I-Wliuncs qu)oﬂs Q\%Tools @mmw EM s»mon G Users Management

| g Print ¥ Exportto Excel % Printto PDF [77 AutoSize Columns | Rows:53 A- A+

>

CompanyDB BudgetlD PPDNum

4
i

O

&

01/15/2023 01/28/2023 02/02/2023
01/29/2023 02/11/2023 02/16/2023
02/12/2023 02/25/2023 03/02/2023
02/26/2023 03/11/2023 03/16/2023
03/12/2023 03/25/2023 03/30/2023
03/26/2023 04/08/2023 04/13/2023
04/08/2023 04/22/2023 04/27/2023
04/23/2023 05/08/2023 05/11/2023
05/07/2023 05/20/2023 05/25/2023
05/21/2023 06/03/2023 06/08/2023

=]
v e ele e e e oo o ole o o o0 o0 o0 0 o o

JIEENEEEEENUENEEN N OEAERAA

13 06/04/2023 06/17/2023 06/22/2023
14 06/18/2023 07/01/2023 07/06/2023
15 07/02/2023 07/15/2023 07/20/2023
16 07/16/2023 07/29/2023 08/03/2023
17 07/30/2023 08/12/2023 08/17/2023
18 08/13/2023 08/26/2023 08f31/2023
19 08/27/2023 05/09/2023 09/14/2023
20 09/10/2023 09/23/2023 09/28/2023
21 09/24/2023 10/07/2023 10/12/2023
2 10/08/2023 10/21/2023 10/26/2023
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M  Click on Save.

b ot Lpivinces 3]s

| a_
\

© &= Print ([ Bxportto Excel % Printto PDF [} AutoSize Columns | Rows:53 A- A+
CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate Enabled O ~
1 1 12/18/2022 12/31/2022 01/05/2023 M
2 1 01/01/2023 01/14/2023 01/19/2023 M
3 2 01/15/2023 01/28/2023 02f02/2023 M
4 2 01/29/2023 02/11/2023 02/16/2023 M
5 3 02/12/2023 02/25/2023 03f02/2023 M
L] 3 02/26/2023 03/11/2023 03/16/2023 M
7 3 03/12/2023 03/25/2023 03f30/2023 M
8 4 03/26/2023 04/08/2023 04/13/2023 M
9 4 04/09/2023 04/22/2023 04/27/2023 %]
10 5 04/23/2023 05/06/2023 05/11/2023 M
11 5 05/07/2023 05/20/2023 05/25/2023 M
12 1] 05/21/2023 06/03/2023 06/08/2023 M
13 1] 06/04/2023 06/17/2023 06/22/2023 M
14 7 06/18/2023 07/01/2023 07/06/2023 M
15 7 07/02/2023 07/15/2023 07/20/2023 M
16 8 07/16/2023 07/29/2023 08/03/2023 M
17 & 07/30/2023 08/12/2023 08/17/2023 M
18 & 08/13/2023 08/26/2023 08/31/2023 M
13 9 08/27/2023 05/05/2023 09/14/2023 =]
20 9 09/10/2023 05/23/2023 09/28/2023 M
21 10 05/24/2023 10/07/2023 10122023 M
2 10 10/08/2023 10/21/2023 10/26/2023 =]
15 of 17
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J) A message will appear that reads, Pay calendar save successful

b ot Lpivinces 3]s

CompanyDB BudgetlD PPDnum  PeriodID PPD_Start PPD_End PayDate Enabled
DB3147_two18 2020 Budget 1 1 12/18/2022 12/31/2022 01/05/2023 M
DB3147_two18 2020 Budget 2 1 01/01/2023 01/14/2023 01/15/2023 M
DB3147_twol8 2020 Budget 3 2 01/15/2023 01/28/2023 02/02/2023 M
DB3147_two18 2020 Budget 4 2 01/29/2023 02/11/2023 02/16/2023 M
DB3147_two18 2020 Budget 5 3 02/12/2023 02/25/2023 03/02/2023 M
DB3147_two18 2020 Budget 1] 3 02/26/2023 03/11/2023 03/16/2023 M
DB3147_twol8 2020 Budget 7 3 03/12/2023 03/25/2023 03/30/2023 M
DB3147_two18 2020 Budget 8 4 03/26/2023 04/08/2023 04/13/2023 M
DB3147_two18 2020 Budget 9 4 04/09/2023 04/22/2023 04/27/2023 M
DB3147_twol8 2020 Budget 10 5 04/23/2023 05/06/2023 05/11/2023 M
DB3147_twol8 2020 Budget 11 5 05/07/2023 05/20/2023 05/25/2023 M
DB3147_two18 2020 Budget 12 L] 05/21/2023 06/03/2023 06/08/2023 M
DB3147_two18 2020 Budget 13 L] 06/04/2023 06/17/2023 06/22/2023 M
DB3147_twol8 2020 Budget 14 7 06/18/2023 07/01/2023 07/06/2023 M
DB3147_twol8 2020 Budget 15 7 07/02/2023 07/15/2023 07/20f2023 M
DB3147_two18 2020 Budget 16 8 07/16/2023 07/25/2023 08/03/2023 M
DB3147_two18 2020 Budget 17 8 07/30/2023 08/12/2023 08/17/2023 M
DE3147_twol8 2020 Budget 18 8 08/13/2023 08/26/2023 08/31/2023 M
DB3147_twol8 2020 Budget 19 9 08/27/2023 09/05/2023 09/14/2023 M
DB3147_two18 2020 Budget 20 9 09/10/2023 09/23/2023 09/28/2023 M
DB3147_two18 2020 Budget 21 10 09/24/2023 10/07/2023 10/12/2023 M
DB3147_twol8 2020 Budget 22 10 10/08/2023 10/21/2023 10/26/2023 M

Jan 11,2019
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A X

J) That's It. You're Done. Thank you and look for additional tutorials from Dynamic Budgets.

iorad

That's It. You're Done.

Thank you and look for additional tutorials

from

% DYNAMIC 3%-p
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