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Please send technical questions about ProjectDox to eplan@co.pg.md.us

For permit related questions please contact:

Michele Glaze, Utility Engineer
(301) 883-5898, office
MDGlaze@co.pg.md.us
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On-line application instructions (ePermits)

REGISTER SO THAT YOU CAN SUBMIT APPLICATIONS
> Go to: http://dpiepermits.princegeorgescountymd.gov/

6 o5l )

DPIE’s Permitting and Licensing System is composed of two websites that offer a number of online services.
Please click the button below to access the website that corresponds to the permit or license of interest.

» Special Utility Permit
» Building Permit
» Food Service Facility » Electrical Permit
» Lodging Establishments » Site / Road Permit
» Public Pool and Spa » Single Family Rental License
» Temporary Food Facility » Floodplain Application

Y Princeg
() corges] A
DPIE Department of Permitting, Inspections and Enforcement

Home

Customer Login
On July 1, 2013, Prince George's County officially opens its newest department, the Department of
Permitting, Inspections & Enforcement (DFIE). This 280-person agency combines under one roof |
the staff and functions that support the authorization and regulation of building, site, road, and utility (SEETAVETITS
permits and building licenses which drive the local economy and ensure the health and safety of _
County residents, businesses and visitors.

Pa ssword

DPIE is offering customers online tools to increase the speed, accuracy and convenience of the
building permitting process. Customers can now complete the building permit application via the
web. Once the application is completed online, the customer’s information is entered directly into the
County’s permitting system without the need for a staff member to retype the information. In addition,
customers can upload building plans for review via our eplan online application. This eliminates the
need for customers to bring paper plans to our offices for many types of permits.

DPIE used organizational transformation, process streamlining, technology enhancement, space
raconfiguration, and performance measurement and reporting to create a national model for
administering the economic development functions of permitting, plan review, construction
inspection, code enforcement and business licensing. Driving the vision for DPIE is the recognition
that the County has significantly underperformed these functions for many years

Location

vilding locations.



http://dpiepermits.princegeorgescountymd.gov/

Step 1:

Click New Customer
Sign-Up:

Customer Login

User Name

FE]

Password

Step 2:

In the New User
Registration page, fill
in applicant
information.

Fields labeled with an
* are required.

Note:

Password must be 7
to 15 characters with
at least one upper
case and one
number.

Home

New Customer Registration

Applicant Information

Prefix — Select One — v
First Name Last Name
Company Name: Title:

Address Information

Street No: Strest Name: Street Type: [ Select One — v

Building Unit
City: ‘State MARYLAND v

Zip Code Zip4:

Contact & Login Information

Work Phone: Work Phone Ext.
Mobile Phone: Home Phone:

Email *

Password: * [ |

Confirm Password: * | ]




St ep 3: Request Permit Access

Request Permission anted Permission
After fi"ing in & Building Permit Applicat | Building Permit Application
. [ Etectrical Elecirical
appllcant Y] Special Utility Permit /| Special Utility Permit
. . ¥ 100 ¥ 100-
Informatlon’ toggle 100-YEAR FLOODFPLAIN STUDY 100-YEAR FLOODPLAIN STUDY
Permit Access: ¥ Construction I Construction
on the requeStEd ¥ Residential Driveway ' Residential Driveway
H ¥ Street Grad: | Street Grad:
permit access. oe prde reetprese
I 7 & Concept Plan «/| Concept Plan
Bl.llldlng IS always ' Special Drain ' Special Drain
~ Rental License - Single Family + Rental License - Single Family
requested by default.
Building Permit Application permission is available to all users by default.
Note 0 For Electrlca I Electrical Permit is only available to licensed electrical contractors.

Before you receive permission to apply for electrical permits online, you must attend a training / orientation session.
Click here for the schedule and for instructions on how to sign up for the session.

For Electrical Contractors Only

EC or EL Elecrical License Number:

permit access
requests, applicant
must insert a valid
License #.

Step 4:

Finally, click on “Register/Save”. You will
be taken to a confirmation page with New Customer Successfully Registered.
the following message:

Please click here to re-login.

Before creating a new permit case, DPIE » Call one of the following if you are having
staff will receive an automated email and problems:

then approve your user profile. This now a. Michele Glaze, 301-883-5898
allows you to logon to the on-line

application site again and apply for your

permit.




HOW TO MAKE THE APPLICATION
> Go to: http://dpiepermits.princegeorgescountymd.gov/

Step 1: ) . Princes
Georges:

county

To begin, go to Permits -> Create s
Special Utility. This will take you
to the New Special Utility Permit
Page.

DPIE Department of Permitting, Inspections and Enforcement

Home Profile » Permit ~
My Permits
Note: If you do not see the Welcome to DPIE Online B e

option, most likely an admin still Create Building Permit Application
needs to approve your account. Create Site Road Application

Create Single Family Rental Application

Create 100 Year Floodplain Application

Step 2:

Step1of 2

Fill out the form; required fields
Permit Name: * [ |

are labeled with an *. roptesion ot

Prefis —Select One— v

Permittee First Name: [ | Midde Name: | | LastName: |
Permittee Company Name: * [ |
Permittee Title: * [ |
Permittee Stieet Type —~ Select One ~ v

Permittee Street No: * Street Name: *

Permittee Building: Pemmittee Unit

Permittee Cily: * Permitiee State: * — Select One — >
Permitte Zip Gode: * Permitiee Zip4:

Permittee Phone: * Permitiee Email * [

Applicant Information
Applicant Prefix — Select One — v

Applicant First Name: * Kim Applicant Last Name: * Moyer ]
Applicant Company Name: * [Prince George's County | Applicant Title: *
Applicant Street Number. = losgo ] Applicant Street Name * [Peppercom |
Applicant Street Type: PL v
Applicant Building | Applicant Unit e
Applicant City: * | Applicant State: *
Applicant Zip Code: * lor7a ] Applicant Zip4: 1
Applicant Wori Phone: = 1 Applicant Email-* limoyer@co pg.md us

Description of Work

Utiity Work and Restoration w

The permittee has permission o perform the following work within the public
right(s)-of-way: *

Construction Activity

Location of Construction Activity: * [

. Estimated Total Durationol (|
Estimated Start Date of Construction. Project *
DPWAT Map Page & Grid

Aerial )L Botn_) J
Aerial )L Botn_) J

Aerial ) Und B0 [ |
AerialC Unds oOBethO [ ]
Aerial L oD [ |



http://dpiepermits.princegeorgescountymd.gov/

Step 3:

At the bottom of the page,

Click on “Step 2 >>” to continue.
Click on “Save and Exit” to save

the case to be completed at a
later time.

Uity Work and Restoration v
The permitiee has permicsion 1o perform the following work vathin the public ~ |Lnstall service connection
right(s)-ot-way: *

Construction Activity

Location of Construction Activity: * 9400 Feppercom PI
. Har Estimated Total Duration of
Estimated Start Date of Construction 31152016 Projact * o0

DPW&T Map FPage & Gnid 553164 x

Peppercom Pl McCormick Dr End Aerial ) Underground ® Both_ (1000
#erizl ) Underground  Both )

Aerial _) Underground ) Both_)
Aerial_) Underground. Botn'._)
Aenial ) Underground  Botn )

click on ”Reset" tO I"eset any Step2 >> Ly ‘ Save and Exit | Reset
changes made to the case.
Step 4: Applicant's Approval

Applicants Titie: * Enginser

Applicant's Name: * Kim Moyer

Fill out the information in Step 2
including a digital copy of
Applicant’s signature.

Click “SUBMIT” when finished.

Applicant's Signature

C \sersiigmoyeriDesido_ Browse.

Go To Step 1 072 Save And Exit Resel

You will receive a confirmation
with your permit number.

New Special Utility Permit

Your Special Utility permit application has been submitted successfully.

The permit number is 2721-2016-0

» DPIE staff will then receive an email to check the permit application.
»  Once all is well, then you will receive an invitation to join the ePlan case.




Enter ePlan (ProjectDox) .... What does my first notice from ePlan look like?

1) Look for the email from DPIE inviting you to the ePlan case

-

£
All Unread Search Current Mailbox yel Current Mailbox -
4 Shortcuts
; ) i 73| 0| FrOM SUBJECT 0 |RECEIVED | SIZE il

Microsoft Office Online eplan_noreply 2721-2016-0 - ePlan Applicant Upload Task Assignment Fri1/15/20... 24 KB

Calendar <https://eplans.princegeorgescountymd.gov/ProjectDox/images/DPIE-Headerlmaged.jpg> Applicant

1

Contacts eplan_noreply ePlan Invitation for 2721-2016-0 Fri 1/15/20... 23 KB
Distribution Lists < https://eplans.princegeorgescountymd.gov/ProjectDox/images/DPIE-Headerlmaged.jpg> Invitation I} E

2) Open ePlan invitation email

e T PRMCEGEIRGESCOUNTY, WARTND
> DEPARTMENT OF PERMITTING,
™= " NSPECTIONS AND ENFORCEMENT

Invitation

Hello Kim Moyer:

You have been invited to the project listed below.

Your Login: KJMover(@co.pg.md.us

Project Name: |2721-2016-0

Invited by: EPlan Admin

Project Owner: | EPlan Admin

Owmner's Email: | eplan(@co.pg.md.us
Login to ePlan

Contact the Project Owner or a Project Administrator f you have questions regarding this project. Please do not reply to this emsil.

3) Be sure that you are using Internet Explorer 9 (32-bit edition) or Internet Explorer 11 (32-

bit edition)
4) Click on link that states: “Login to ePlan”

Login to ePlan



5) You will get the following screen:

avolver
soliware

Enter your e-msil sddress and password to continue.

|Welcome to our website. If you continue to browse and use this
e RNC GHIREES COANT], ATV lwebsite you are agreeing to comply with and be bound by the ~
= DEPARTMENTOF PERMITIING. [foliowing terms end conditions of use, which together with our
DP' FECTONS IO BFAEHENT orivacy policy govern... v
E-mail [ pg.md.u |
Password: ‘ |

Eorgot your password?

Project © 2018 Avolve Sofware. avolve
] ProjectDox (Version 8.3) is a trademark of Avolve Softwsre. All rights reserved. volv
To craste a deskiop shortcut. click snd
Instsll ProjeciDox Components drag the icon below to your deskiop. Click hers to add ProjectDox

N to your Favorites.

A

Install ProjectDox (ePlan) Components

1) Disable “Pop-up Blocker” from your web browser (typically you can do this through

your “Internet Settings” for your web browser)

2) First time users will need to select “Install ProjectDox Components” (see above circle)
a. This will install the MSI (Microsoft Silent Install) component required to

install all necessary ProjectDox ActiveX controls.
b. You will get the following:

Do you want to run or save ProjectDoxComponents.msi (40.3 ME) from eplans.princegeorgescountymd.gov?

@ This type of file could harm your computer.

c. Select Run and you will get this:

ﬁ ProjectDox Components - |¢

@ Save |V|| Cancel

Welcome to the ProjectDox Components Setup

"
Wizard g\ﬁ

ProjectDox Components wil be installed on your camputer.

‘WARMNIMG: This computer program is protected by copyright law and intemational treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

g N

Cancel | <BackS I Mext > I )




d. Select Next and you will get the following:

ﬁ! ProjectDox Components = P |

Select Installation Folder |__]| \
= &

=9

The inztaller will inztall ProjectDox Components to the following folder.

Toinzstall in this folder, click "MNest". Toinstall to a different folder, enter it below or click "Browse'

Folder:
C:\Pragrarm Files [#86]\Avalve Software', [ Browsze... ]

| DiskCost.. |

Install Project Dox Compaonents for yourseff, or for anyone who uses this computer:

(71 Everyone

@ Just me

Cancel ] [ ¢ Back et > }

e. Select Next and you will get the following:

= 2

-
ﬂ ProjectDox Components - -

Confirm Installation

The inztaller is ready to install ProjectDox Components on your computer.

Click "Mext" to start the installation.

N\
Cancel ] ’ < Back i MNext > D
T — I




f. Select Next and you will get this:
ﬁ ProjectDox Components s . . = =] s
Installing ProjectDox Components =

=)

ProjectDox Companents is being installed.

Please wait

est »

3) Once you have installed the ProjectDox components, now you can log on to
ProjectDox!
NOTE: This installation will only be done once. If you utilize a different computer it will
require another installation for each unique computer.

Turn off “Compatibility View” in Internet Explorer

Please check the following:
When working on the ePlan system, Internet Explorer should have “Compatibility View”

To address this, do the following:

turned OFF.
[ )
First of all, confirm that you have “Compatibility View” turned on. If you see the

(@]
below icon, then you have it turned ON.

e~

soliware

Logout




o If you are on a site that is showing in Compatibility View (see image above), go to

Tools and uncheck it.

o If you don’t want any sites to show in CV, go to Tools, Compatibility View Settings,
remove any sites listed, and uncheck all three boxes at the bottom. Your dialog

box should look like this:

Compatibility View Settings

wj Change Compatibility View Settings

Add this website:

Websites you've added to Compatibility View:

Add

Remove

Display intranet sites in Compatibility View
[T Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close

o Turning the “Compatibility View” OFF in Internet Explorer will prevent problems
with uploading and printing plans in ePlan (ProjectDox).

Logging onto ePlan (ProjectDox) for the first time
1) Complete the logon to ProjectDox using the temporary credentials (from the invitation email

see above)

e RMEGE T, M
7 DERAATHENTOF ERMITTNG
DPI EFECTIONS AAD RFORCEMENT

avolver

soltware

Enter your e-mail address and password to continue.

[Welcome to our website. If you continue to browse and use this
website you are agresing to comply with and be bound by the ~

following terms and conditions of use, which together with our .
v Enter email and

privacy policy govem...

E-mai:  [KJMoyer@co.pg.md.us temporary password

Password: [seseessae from ProjectDox
i E it d? Q q Q a
on) o orpesees invitation email

Pro ‘ect © 2016 Avolve Software. avolver
] ProjectDox {Version 8.2) is & trademark of Aveclve Softwsare. All rights reserved. Aofiwane
To create a desktop shortout, click and
Instsll ProjectDox Components drag the icon below to your deskiop. Click here to add ProjectDox

ahr to your Favorites.
V4 !

A




1) This will result in the following. Complete this with your information as appropriate and press
SAVE:

. PRONCGEORGES COUNTY MATLUD
DPIE”

» DEPARTMENT OF PERMITTING
Settings for Kim Moyer (KJMoyer@co.pg.md.us)

[ Back | [ Forward = || Projects | [, Site-Wide Reports || Profic |

Password Reset Question & Answer:
Security question: |
Security answer: ]

Change Password:
Current password:
New password
Confirm new password:

Passiord must not contain Special Characters, must contain et least one digit and one aiohabetic character, and must be between 6 and 10 characters
Profile Information

Contact User Metadata
Information

* Required field
First Name: *

Group

Project
Membership

Membership

[m |
KIMoyer@co.pg md us

Last Name: * [Moyer |
| M 1ML format ©

Email: *
Title: *
Company:
Address 1
Address 2
Cry:

[State/Province:*

MD v| Postal Code:” |

Phone: *

Fax |

Mobile: *

]

Post Issuance Revision:

Stamps:
Language:*

|0

]

NOTE: The above Profile Information update will only nheed to be done again if any of your contact
information changes.

After | Have My Initial Logon, What do | do?

Enter your e-mail address and password to continue.

Welcome to our website. If you confinue to browse and use this %
website you are agreeing to comply with and be bound by the ™

following terms and conditions of use, which together with owr

privacy policy govemn... W

e, RO ERGES CONT!, RATILUO

DPIE 25523,

E-mail: ||

Password: |

Login | [Forgot vour password?

& 2018 Avolve Software.
ProjectDosx (WVersion 8.2) is a trademark of Avolve Software. All rights reserved.

Project

avol

ioltware

e

To create a desktop shortout, click and
drag the icon below to your deskiop.

V4

A

Click here to add ProjectDox
to your Favorites.

Install ProjectDox Components




Now that | have logged in, how do | upload plans?

P L)
DPI r wm':mm
2721-2016-0

Case Type: SU
Ezpend curent | Colspse| Ul Test Permit

- 272120160
|2 pans
- Bonds
-2 Other Documents

/—\n
avolve

sofiware

= Bock] [ Forward = | Proects || &, site e Reports | [ Profie ] [T [#h] [@)] [ Loeut | | [Admn

7 Project Reports | | (3 Workflow Portals | | @) Info | | 47|Notes | | 3 Edit

avol

sofiware

[0 mack] [ Forwara o | [ proecs 16, st i Repors | prote ] ] 4] ][ Logous | | [Acmn

[N | [ Werkfiow Portas | [P Notes |

23 Aporoved Project Image: No image exisls
Map Config Name:
Location: . Maryland
Case Type: su
Contact's Email: IMOYEr| m
Phone:
Lot and Block:
Post Issuance Revision:
Project Owner: EPlan Admin
Owner's Email
Project Admins: Cindy Head Mary E_Mickes Kim Moyer,Michele Glaze EPlan Admin
Status: In Review
Status Info:
Project StarVEnd: Start: 17152016 102406 AM_|_End: 7152016 10:23:30 AM
Pass_Through: mov, wmy, avi_him_htmi, install_config, mp4
Versioning: Enabled for this project
o e FRNCEGEORGES COUNTY, MATTLAD.
7 DEPARTMENT O PERMITTING,
INSPECTIONS AND ENFORCEMENT
2721-2016-0
Case Type: SU
Folder: 2721-2016-0\Plans Test Permit
a Project Info Reports
No files currently exist in Plans. NG 272120160
To upload files into this folder Case Name: Test Permit
(1) Click the Upload button below . Project Image: No image exists
(2) Follow the instructions in the pop-up window N ORI GE]
Large files may take a few minutes to be Location: . Maryland
processed. Click the Refresh button at the top of ey —
the page to refresh your file list view An0)8 Yoo
Contact’s Email: kimoyer@co.pg.md.us
View Folders | [ Upload Files s
Lot and Block:
Post Issuance Revision:
Project Owner: EPlan Admin
Owner's Email: eplan@co. md us
Project Admins: Cindy Head,Mary E. Mickes,Kim Moyer Michele Glaze EPlan Admin

In Review

Start: 1/15/2016 10:24:06 AM | End: 7/15/2016 10:23:30 AM

-mov, wmv,.avi,.htm, .himl..install, config. mp4

Enabled for this project




e PRNCEGEORGES COUNTY, MARTLAND
> DEPARTHENT OF PERMITTING, Close Window
™ INSPECTIONS AND ENFORCEMENT

Upload files

Upload Files Upload URL

O o"
o Step 1 — Browse For Files Click “Browse

for Files”

Browse for files or drag files into this area.

) Step 2 - Complete Metadata | Upload Files & Save Metadata

Mo Metadata defined for this project.

1) Go to the folder where you have the files and select the files (to select multiple files, use
CONTROL +CLICK and then click Open

(& Choose File to Upload -— — =]
@Qv‘ . » Computer » Local Disk (C:) » Utility Plans - | ‘,‘ ‘ Search Utility Plans F |
Organize New folder = 0l @

B Soved Games ~ Name ’ Date modified Type Size
 Search

£ Tea'_: = Test.docx 1/15/2016 1108 AM  Microsoft Word D... 12k8
J W= 5 UtilityPlan.pdf 1/15/201611:08 AM  Adobe Acrobat D... 258

18 Computer
&, Local Disk (C)
| Avaya Support
! BentleyDownloads
| bginfonew
o dell
L GIS

J HP Universal Print Driver

m

L Intel
J Oracle
|| PerfLogs
. Program Files
| Program Files (:x86)
|| Python27
| SMsTslog
| Telecom Download
| Temp
| Users
| Utility Plans
| Windows
J Work Files
&5 DVD Drive (D:) <

File name:  UtilityPlan.pdf




2) Please use short file names for uploading such as “UtilityPlan”. Avoid adding street names,
etc.
3) Click Upload Files & Save Metadata

e PRNCEGRORGES COUNTY, MARYLAND
" DEPARTHENT OF PERMITTING, Glose Window
™ INSPECTIONS AND ENFORCEMENT

Upload files

Upload Files Upload URL

o Step 1 — Browse For Files

Browse for files er drag files into this area.

O UtilityPlan.pdf 0B/2Z5.00KE 3

0 of 1L uploaded Hide Details

0B/25.00KB

| Upload Files & Save Metadata

o Step 2 — Complete Metadata

No Metadata defined for this project.

4) This should result in the following screen. Click on Close:

The following files have been uploaded:

1. UtilityPlan.pdf




5) You will get a screen similar to the one below:

= !‘ s PRINCEGEORGES COUNTY, MARTLAND

=

DPIE” &5oem, ayoly

2721-2016-0
Case Type: SU

Folder: 2721-2016-0\Flans Test Permit
Upload Filcs OB © @ |a Project Info Reports

Curent Sort: |- Select - v Case Number 2721-2016-0
=] |D R SEEng X &P Case Name: Test Permit
=] ) Sttt Project Image: No image exists
1152018 11:20:23 AM, 372 KB Map Config Name:
Kim Mayer Location: . Maryland
B SamX Case Type: sU
Contact's Email: kimover@co.pg md us

Phone:
Lot and Block:
Post Issuance Revision:

Project Owner: EPlan Admin
Owner's Email: enlan@co.pa.md.us

Project Admins: Cindy Head,Mary E. Mickes, Kim Moyer Michele Glaze,EPlan Admin

Status: In Review
Status Info:
Project Start/End: Start: 1/15/2016 10:24:06 AM_|_End: 7/15/2016 10:23:30 AM

Pass-Through:
Versioning:

Moy, wmv. avi.htm, himl_.install..config, mp4
Enabled for this project

,,.--'”-,-;.,_ PRNCEGEORGES COUNTY, ARTLAND
> DEPARTMENT OF PERMITTING,
™ [NSPECTIONS AND ENFORCEMIENT

Active Projects List

5 recently entered project(s) out of 5 for Kim Moyer (KJMoyer@co.pg.md.us)

Recent Projects

Project Options Description Owner
2721-2016-0 02 % Test Permit EPlan Admin
32413-2011 i Ll Smith Home Farm Kim Moyer
9566-2010 02 % Riverdale Park, 47th Ave Kim Moyer
35296-2013 i Ll 7-11 General Oil Sale, St Bamabas Rd Kim Moyer
36755-2011 04 @ Addison Rd South Subdvision Kim Moyer
[E] 4 = ]
Active Task List
Project Name Task Status  Priority Due date Created On Updated On
2512-2016-0 PreScreenReview / Pending 1115/2016 11:29:23 AM  1/15/2016 11:29:23 AM
2527-2016-0 PreScreenReview Supervisor Pending 1M5/2016 11:27:25 AM  1/15/2016 11:27:25 AM
Section Engineer Supervisor Pending 1152016 11:20:28 AM  1/15/2016 11:20:28 AM
2531-2016-0 tility Section Engineer Supervisor Pending 1/15/2016 11:03:00 AM  1/15/2016 11:03:00 AM
2534-20 Utility Section Engineer Supervisor Pending 1115/2016 11:.00:59 AM  1/15/2016 11:00:58 AM
2540-2016-0 Utility Section Engineer Supervisor Pending 1115/2016 10:57:25 AM  1/15/2016 10:57:25 AM
2721-2016-0 ApplicaniUpload Applicant Pending 1152016 10:24:14 AM 11572016 10:24:14 AM
] T ]




T S PRINCE GEORGES COUNTY, MARYLAND

> DEPARTMENT OF PERMITTING,
DPI E INSPECTIONS AND ENFORCEMENT

? y Click Here to Save Eform as PDF...

Review Information Permit Information

Contact Information Routing Slip

Review Coordinator

Michele Glaze ( mdglaze@co.pg.md.us)

Review Cycle 1

Workflow/Activity Name Special_Utility_Workflow / ApplicantUpload
@ Activity Instructions Please upload the necessary documents for the review.
Current User Logon Kim Moyer ( KJIMoyer@co.pg.md.us)
g “
Click on “Upload
” Upload Complete Close
Complete I |

Best in Class Version 1.0

Message from webpage | =

1 Completing this task will finish your participation in this step and
' cannot be undone. Continue?

Ok )[ Cancel

YOU ARE NOW DONE UPLOADING PLANS.

Other Tips and Tricks:

To logon to ePlan anytime, just go to: https://eplans.princegeorgescountymd.gov/ProjectDox/



https://eplans.princegeorgescountymd.gov/ProjectDox/
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